CGI Advantage® 4

Procurement User Guide

Cal



CGlI Advantage - Procurement User Guide

This document contains information proprietary to CGI Technologies and Solutions Inc. Unauthorized
reproduction or disclosure of this information in whole or in part is prohibited.

CGI Advantage is a registered trademark of CGI Technologies and Solutions Inc.

Due to the nature of this material, numerous hardware and software products are mentioned by name. In
most, if not all, cases, the companies that manufacture the products claim these product names as
trademarks. It is not our intention to claim these names or trademarks as our own.

Copyright © 2001, 2024, CGI Technologies and Solutions Inc. All Rights Reserved.

Advantage 4 © CGI Technologies and Solutions Inc. Page 2



CGlI Advantage - Procurement User Guide

Table Of Contents

BUSINESS AFEA OVEIVIEW ...ttt bttt be e st e e ettt e ettt e neb e e bt e e e 21
BUSINESS PrOCESS ...ttt ekt e e bt e e et e e e e b e e e ebe e e e e e 21
ProCUrEMENT FOIAET ...t e e e e e 21

Procurement Type ID INfErENCE LOGIC .....oviiiiiiiiiiiiiiie ettt e e e s ee e e e e e sennnes 22
Procurement Life CYCIE ..ottt 23

COMMON TEIMINOIOQY .. eettieeiieetie et e et e e e ettt e e e e e e et eeeeeeeesaabsseeeeaee e e e ssssseeaaeeesesssssneeeaeeesansssnnes 25

Transaction INFOMMATION ........cooiiii i ettt et e e e 26
TranSaCHioN COUE GIOSSAIY ......ccciiiiiiiiiieee e ettt e e e e e ettt e e e e e et eeee e e s s s ss e e eeeaeessasssbaeeeeeeesannsssreeeaeas 26
O R I =T g TS = Tor 1o o T I o1 S PRSPPI 28

RQ Delivered TransSaction COUES ........couuiiiiiiiiii ittt 31
[ (=T To [ SO OO PP U PP PP PPPPRRPPPP 32
AccoUNtiNg DISTIDULION ..ot e et e e ee e 35
[V Z=T0 T (o] SO PP PP U PSP PPPPPPTRPRPRPON 35
1070] 191 gaToTe 1472 C] o0 o F SRR 36
(@70 ] 0] ol [ Y28 UPUPPPRPR 37
o708 o] 1] o [P 39
ST oT=T el I [ S o 1o T g <SS 40
Free FOIM VENUOIS ...ttt e s e e e e as 40
0 ] (=T o I @70 4o oY= 15 1<) o RS RRRRRR 41
UR - Step 7: Created TranSACHIONS...........uiiiiiiiiiiiieiii ettt e e e e e e et e e e e e e s s ensnreeeaeaeeeana 41
S O I I =10 1S7= T i o T 1Y/ o1V USRS POPPPPPRR 41
SO Delivered TranSaction COUES .........ciiiiuiiiiiiiiiii ettt e ettt e e st e e e b e e e e 45
[ (=T To [ SO OO PP U PP PP PPPPRRPPPP 46
SChedUIE OF EVENES ...t nae e 49
Terms and CONAITIONS .......uiiiiii ettt ettt e e 50
1070] 191 gaToTe 1472 C] o0 o F TSP 52
167071911 aTo o 142 TSRS 52
(@] 0] naleTe 14V X< X O PP UPUPPPRPR 54

Advantage 4 © CGI Technologies and Solutions Inc. Page 3



CGlI Advantage - Procurement User Guide

Evaluation Criteria GrOUD ... . .eeeeiiieeee ittt e ettt e e e e e e et e e e e e e e e e nnnteeeeeaaeeaaannnneeeaeaeeaanns 55
EValuation Criteria LINE......cooiiiiii ittt ettt e e 56
[V Z=T gL (o] gl I TP PP P UPRPTPPRPPPTRPPPRPON 57
FrE@ FOIM VENGON ...ttt e ettt a et et e es 57
Y Z=TaTe (o] gl ae) =1 (o] o P PP PP PRPPRPPPPPPURPRPN 58
CommOdity EMail PUSK.......oiiiiiii et 58
LU o] 151 o1 e RSP UPRPRTRON 59
SUPPOIING TrANSACHONS ....eiiieiiiiiiiieie e et e e e et e e e e e e et e e e e e e e e ssa b e e eeeaeeesasssbeaeeeaeessnnnsnneeeeeas 60
TR N = =Tt Ao T T N o= RO PRI 61
SR Delivered TranSaction COUES ........c.uiiiiiiiiiiiiiieiie ettt 62
LR TS 6 TP OUPPRTPPRP 63
[ (=T To [ SO OO PP U PP PP PPPPRRPPPP 63
1070] 191 gaToTe 1472 C] o0 o F SRR 65
167011911 aTo o |1 42 TSP 65
Evaluation Criteria GrOUD ........uviiiiiei ittt e ettt e e e et e e e e e e e e e e e e e e e s e snasbeeeeeaeeesnnssnsneeeeaeeaanns 67
EVvaluation Criterial LISt ..... ..ottt 67
Modification AUtNOIZATION ..........iiiiii e 67
WEIGNTING FACIOTS ...ttt e ettt e e st e e e bt e e e e enaeeeeens 68
SteP 1: RESPONSE SUMIMAIY ...ttt e e e e e e e e e e s e et eeeaeeesaabsbeeeeeaeessenssnneeeeeas 68
Step 2: ComMMOItY RESPONSE ... ..uviiiiiiie et e e e e e e e e e e e e e s et e e e e e e e e senrnaeeeeeas 69
Step 3: Criteria RESPONSE ...ce ittt e e et e e e e e e e et e e e e e e e e nenaeeeeeae e e e nnnnneeeeens 69
Step 4: Mod AUNOTIZALION .....ciiiiieeeeee e e e e e e e e e e e e e e et e e e e e e e snnrnaneeaeas 70
Y =Y =Tt o T N o= PP PPP PPN 70
EV Delivered TranSaction COUES.........iiiuiiiiiiiiiie ittt ettt 71
EVAIUGLION (EV) ..ttt e e et e e e e e e e e et e e e e e e e e aaeeaeeeanaanrraaaeaeeaaans 72
[ (== o [ PP PPOUPPPRTRPRRN 73
LOAA STALISTICS ...ttt 75
Load Statistics DetailS .........oii i 76
AWAIAEA [TEIMS .ot e e e e et e e e e e e et e e e e e e e e e 76
Bid TaDUIGLION ...ttt et e et e e et e e e e 76

Advantage 4 © CGI Technologies and Solutions Inc. Page 4



CGlI Advantage - Procurement User Guide

[ (U] (o] = RO PP OUPPPRURPRIN 76
Solicitation ComMMOAity LINE .........ooiiiiiiiiii e 76
= T o 1 ) 1T = 77

F =T o o)V € o TH o PRSPPI 77
2= T o 1 ) 1] - | 77
RANK DY Criteria GrOUD ... . eiieiitieiee ittt et e et e e e rab et e e e nabeee e 78

S Tolo ) (=N o)V V= 1[0 | (o ] SRRSO EPPRRRRP 78

S Tolo) (=N o)V O] 1 (=14 = TSP ERPRRRRO 78
COMMENTS SUMMAIY .....eiiiiteie ettt ettt bt e e e bttt e okt e e e bttt e e bt e e s e e e e aabee e e e nnnneeas 79
EVAlUAIOr COMMENTS ......iiiiiiii ittt e et 79
WEIGNEING FACIOIS ..ottt e e e e 79
A =1 [E = (o] g € YA I TSP PPPPRPP 79
[ (== o [ PP PPOUPPPRTRPRRN 80
Bid TaDUIGEION ...t e et e et e e et e e e 80
RESPONSE SUMIMAIY ....eiiiiiie ettt e e et e e e e e e et e e e e e e e e aaabeeeeeaeeesaasssbeeeaeeeeeansssnneeeens 80
RESPONSE GrOUP SUMMEAIY ... . .eieeiiiiee et e e e ettt e e e e e e et e e e e e e e e e nee e e e e aeeeasannneneeeaaeeeaanenneeeeans 80
RESPONSE LINE .. 80
Solicitation ComMMOUAity LINE .........oeiiiiiiiiiii e 80
L0411 T= T ] (01U o PSP EPPRRRPP 81

S Tolo) (=N o)V O] 1 (=14 = TSP ERPRRRRO 81
EVAlUAIOr COMMENES ...ttt ettt et e e et e e e e aab et e e s nnbeee e 81
O =T TF=Tod o] a T I8/ o L= TSP PUPR TR 81
PO Delivered TranSaction COUES .........ouuiiiiiiiiiiiiiie ettt 84
[ (=T To [ SO OO PP U PP PP PPPPRRPPPP 87
RENEWAI PEIIOM. ... .ottt et e e et e e e e e e e nane e e s anneees 90
AcCoUNtiNg DISTIDULION ..ottt e et e e ee e 90
[V Z=T0 T (o] SO PP PP U PSP PPPPPPTRPRPRPON 91
BUSINESS TY P ittt ettt b e e bttt ettt s 91
(@70 ] 0] ol [ 1Y 2SR SPPTPPPRPT 92
1070] 001 g aToTe 14720 I < S O TSRS 95

Advantage 4 © CGI Technologies and Solutions Inc. Page 5



CGlI Advantage - Procurement User Guide

F N eTeTe 1N ] ) {1 o TSP PPROUPPRRTPPRP 96
S TU Y =T o o [ TSRS PR 97
Terms and CONAITIONS .......uiiiiii ettt ettt e e 98
ST oT=T el = I [ S o 1o T g <SS 99
AWAD DELAIIS ... 100
SUFELY/INSUINCE ...ttt ettt e oottt e e e ettt e e ea b et e e e aab et e e e aabe e e e e anbe e e e aanteeeean 101
SUPPOItING TrANSACHONS .. ..eiiiieeiiiitiee e e e et e e e e e e et e e e e e e e st eeeeeeeesasabaaeeeeeeeseassbeaneeaeeeaennsneees 102
PrOOT Of NECESSITY ...vviiiiie ettt e e e e e et e e e e e e s e s st e e e eae e e e e eassbneneeaeeeann 102
OV N =TTy o g N Y o= T TSP PRP P 103
CMR Delivered Transaction COUES ........c.cuiiiuiiiiiiiiiiieiei ettt 104
L (=TT [ PP 104
AWAIT DELAIIS ...t 105
RENEWAI PEIIOM. ...ttt et e e e e e e abee e e e ennee 105
SUFELY INSUFNCE ...ttt ettt ettt ettt e e ettt e e e aa b et e e e aab et e e e aabe e e e e anbe e e e e anbeeeeaa 105
Y Telo18 o] 1T aTe T B3 (g1 o101 { o] o P 107
RV =TT [ PRSPPI 107
(©70] 001 0o Te 11 1Y 2SR 107
F N oToTe 18] {1 o PR 107
(0] gl naeTe 11 4V IR OO PR RRSOPRPP 107
SUD VENAOT ...ttt h etttk e e bttt na e e enn e 107
Terms and CONAILIONS ......coiiuiiiieiie ettt et e e e aeneeas 108
SPECIAI INSTUCTIONS ...ttt e e e e e e e e e e e e s e st e s e e e aeeesessssbesaeeaeeeanansnsees 108
MA TTraNSACHON TYPE ...ttt b e et e e e bt e e e aa b et e e e aa b et e e e eabe e e e e anb e e e e e nnbeeaeaa 108
MA Delivered Transaction COAES .........coouiiiiiiiiiiiiiie ettt 111
L (=T To [ S PO EOP PSP P RTTPPPRPTN 112
RENEWAI PEIIOM. ...ttt et e e e e e e abee e e e ennee 115
F (g Lo g vd=To I I=T o F= a0 =Y o | S 115
AUTNOTIZEA UNIE ...ttt ettt e st e e e e e e es 116
RV Z=T 0T (o] SO TP PP P U TP PPPPPRRT 116
BUSINESS TYPE ettt ettt e et e e e e 118

Advantage 4 © CGI Technologies and Solutions Inc. Page 6



CGlI Advantage - Procurement User Guide

167071011 aTo o |1 42 PP PSR 118
COMMOAILY T & ettt e e et e e e bt e e e bt e e e e bt e e e e e nbe e e e annee 122
T eT0 8 [ o] 11 T [P 124
S TU Y =T o o [ PP PRROPPRR 124
Terms and CONAITIONS .......uiiiiii ettt ettt 125
AWAD DELAIIS ... 126
SUIEEY/INSUIANCE ...ttt e e e e e ettt e e e e e e st a e e e ee e e s e asabeaeeeaeeeseaassananeeaeeeanssseees 127
SUPPOIING TrANSACHONS .....eiiiieiiiiiiie e e e e ettt e e e e e e e e e e e e e e sttt eeeeeseaasabeseeeaeeeseassbsaeeeaeeeaannsnenes 128
PrOOf OFf NECESSILY .....eeiiieiie ettt et e e e e 129
1L I =T = T 1o o I 117/ oY= 129
MMR Delivered Transaction COUES..........uuiiiiiiiiiiiiiii et 131
L (=T To [ S PO EOP PSP P RTTPPPRPTN 131
RENEWAI PEIIOM. ...ttt et e e e e e e abee e e e ennee 132
AUthOrized DepartMENt ..........oooi ettt e e e et e e e e e e et e e e e e e e e e e e e e e e e e e nnneees 132
AUTNOTIZEA UNIT ... e e e e e e e e e 132
RV =TT [ PRSPPI 132
(©70] 001 0o Te 11 1Y 2SR 132
107071014 aToTo 142 I < S OO PP 133
SUD VENAOT ...ttt etttk e e et ekt e e aan e 133
Terms and CONAITIONS .......uiiiiii ettt ettt e s e 134
AWAD DELAIIS ...ttt 134
SUIEEY/INSUIANCE ...ttt ettt e e e e e et e e e e e e st eeeeeeeseasabaaeeeaeeeeessssannneeaeeeaesssnees 134
ORI = [ = Ted o] T Y o= T PP PPTPUPPRPPUPRI 134
RC Delivered Transaction COUES ........ccoiiiiiiiiiiiiiiiie ettt 135
L (=T To [ S PO EOP PSP P RTTPPPRPTN 135
RV =TT [ TP 137
(©70] 0] 1o Te 11 1Y PRSPPI 137
ComMOAItY DELAIL.......eeiiiiee e 138
IMAECHIRS ... bbb Rt b e h e R Rttt nre e 140
IN TranSACHON TYPE ...ttt bbbt b e e e ot e e e aa bt e e e aab et e e e anbe e e e e anbeeeeaa 140

Advantage 4 © CGI Technologies and Solutions Inc. Page 7



CGlI Advantage - Procurement User Guide

IN Delivered TransSaction COUES ........coiiiiiiiiiiiie ettt 140

L (=TT [ TSRS 142

RV Z=T 0T [ SO RO PP P U TP PPPPPRPT 143
167071911 aTo o 142 PP 144
L I = T TS T= Tz 1 0] o N 1 o = 146
PE Delivered Transaction COUES. ........oouuiiiiiiiieiiiiie ettt 147

L (=T To [ PO PP PO PP R PPPRPTN 147
Performance MONITOMING. ...t e et e e e e e e et e e e e e e s e et e e eeeaeeesesasnbeeneeaeeeanns 149

e CeTet =T o [ =T PRSP RR 149
L0741 (T4 = S OO PP UP R OU SRR 149
N0 T PSPPSR 150
Vendor Complaint TraCKING ....eeeeci i e e e e e e e e e e e e e e e s b e e e e e e e e e ennsees 150
A = T =T o I Y = TP PPPUPPRPPUPRI 150
RN Delivered Transaction COUE .........coiuuiiiiiiiiii et 151

L (=T To [ S PO EOP PSP P RTTPPPRPTN 151

e CeTet =T o [ =T PSPPSR 152
COMMOUITIES ...ttt b e ettt ettt e et e bt e et e et e e et e e e e en e e 153
=T 50T PSPPSR 153

N OTES ..ttt ettt et e e e et e e e e e e e e e e e e e e e e e 154
BT I = T EST= T 1 o o T 1Y/ o= TP 154
TM Delivered Transaction COOE ........couuiiiiiiiiieiii et 155

L (=T To [ PO PP PO PP R PPPRPTN 156

e CeTer =T o [ =T PR TPRR 157

N OTES ..ttt ettt ettt e et ettt e e e e e e e e e e e e e e e e e e e e 157
GR TraNSACHON TYPE ..eeiiiiiiiiiiiiie ettt e e e e e et e e e e e e et et et e e e e e s sabeseeeaeeesaaassbsaeeeaeessansssseneeaaeeeanns 157
GR Delivered Transaction COOE ..........coiiuiiiiiiiiiie i 158

L (=T To [ PO PP PO PP R PPPRPTN 158
COMMON BUSINESS TASKS ..ottt et et e e bt e e s e e e 160
Create a ReqUESTE Vid SNOPPET ......oiii et e e e e e e e e e s et bereaaaeeeanns 160
Record a Vendor's Response to @ SoliCitation ......... ... 163

Advantage 4 © CGI Technologies and Solutions Inc. Page 8



CGlI Advantage - Procurement User Guide

Purchase [temMS 0N CONTFACT........ouii i e e e e e e 164
Record Items Received from @ VENAON ...........eiiiiiiiiee et 167
Return HEMS 10 @ VENAON .......ooiiieii et e e e e e e 169
Change a Vendor's HEadQUAIET ..........ooiiiii ittt 170
07T 1o o [N 172
RESEE BUYET LOGIC ...ttt e e ettt e e e ettt e e e eab e e e an b e e e e nnbeeaeaa 174
Mandatory Source FUNCHONAIILY ..........uuiiiiiiiiice e e e e e e e e e e et aeeeae s 175
Implementation CONSIAEIAtIONS ........cc.uvuiiiiie e e e e e e e e e e e e e e e e e e e e eanneees 175
ST T o] oY SRS 177
] aleTo] o1 g Ul a o o] F=1 1 VOSSO 177
ST leTo] oT=T g @7 o] a1 i{e U1 =11 1] o TSR 178
ShOPPEr SEAICH FIEIAS .....veiiiiieiiie e et e e e e e e e e e e e e e s e s b e e e e e e e e e nnsneees 178
Shopper SEArCh RESUILS .......ooo ettt e e e e e e e e e e e e e e e e e e ennneees 182
Catalog LINE DetailS ......coueeiieiiieee e 185

] aleTo] o1 le [ @21 o SRR POPPPPP 185

F Yo (o V=T oo o @ 1W o) = PRSPPI 186
Create PUNChOUL REQUEST ........uiiiiiii ettt e e e e e e e e e e e e e e e s et bereaaaeeeanns 187
INItIAtE CHECKOUL PrOCESS ... .. iiiii ittt e et e e e an e e e e anbeea e 187
Universal REQUESTIOr SEIUP.......uiiiiiiiiiiie et e e e e e e e e s et e e e e e e e e snabnreeeaeeeeennnseees 190
Universal Requestor Grouping LOGIC ........ciiiiiiiiiiiiiiiee ettt e e st e e e e e e st eeeaeeeannnnes 190
Universal Requestor TranSaction LOGIC .........uuiiiiiiiiiiiiiiie ettt 191
LOOSE COMMOTITIES ...ttt b et ekttt e st e aere e st e e entees 191
Srvice COMMOUILIES ....ceiiiiiii ettt e et e e et e e st e e e et e e e s anbeee e 192
EEM COMMOGITIES ...ttt ettt b et aa e nnn e enees 192
DiSCOUNE COMMOTITIES ...ttt ettt ettt 192
Master Agreement COMMOUGITIES .......coiiuiiiiiiiii e 192
Free FOrm COMMOGITIES ......coouiiiiiiiiiiie ettt 193
Inventory Warehouse ComMOGItIES..........ueiiiuiiiiiiiiiie e 194
Procurement EXPErt IMOTE ... ... e sssssssssssssssssssssssssssssnnnssnnnnnns 195
Procurement ManagemENt....... ..o i 196

Advantage 4 © CGI Technologies and Solutions Inc. Page 9



CGlI Advantage - Procurement User Guide

Update ProCUIEMENT ...ttt e e e e e ettt e e e e e e e e nen e e e e e e e e e e nnenteeeaaeeeaannnnees 201
Protest and Post Award DiSpute TracKing ........coooiiiiiiiiiei s 203
R CTe (U115 (o IR 2= | (= SRRSO 204

o [T IS] 1 4o] g IR €= 1 (=R 1= U o PSSR 204

HOW t0 REQUESE GOOUS OF SEIVICES ......uieiiiiieeiiciiieiee et e e e e e e e e e et e e e e e e s e aaabaereeaeeeaennsnes 204
SOHCHAION STALE ... ettt s b e et 206

SOlICItAtioN STALE SEIUP ..vvviiiiiii i e e e e e e e e e e e e e e e e e e aaaeas 206

How t0 Create SONCIAtIONS ........ocuiiiiii e 207

How to Answer Questions t0 SOlICHAtIONS .........ooiiiiiiiii e 207

Solicitation QUESTHIONS & ANSWETS ......c.uiiiiiiiiiiie ittt 207
ANSWET Vendor QUESTION .......eiiiiiiiie ettt e e e 208
Record Offline QUESTION/ANSWET ........uiiiiiiiiii ettt 208
Solicitation RESPONSE SHALE .......eeiiiiiiii et e e e e e e e e e e e e e e e e nnneees 210

Solicitation ReSponse State SELUD .....eeiii i 210

How to Record Vendor RESPONSES ........uu i nes 211

Solicitation ReSPONSE WIZard....... ...t e e e e e e e e e e e neeeeeens 211

Solicitation Response Automation GENEratioN............ccuuvviiiiiiii i 211
EVAIUALION SEATE ...t 213

EValuation State SETUD . ... e e e e e e s e e e e e e e —araaeeaeaaannrees 213

How to Evaluate Vendor RESPONSES.... ... s 214
F o IS = (= PRSP TP PRPPP 215

F = 1o IS €= L (SIS T=) (U] o J PSP UURRSPPI 215

(070] 01 = ol 0= ¢= (oo F TSP PRI 216

How to Create an Award TranSaCtiON ..........c.ciiiiiiiiiiiii e e 216

How to Print Award TranSacCtioNS ............eiiiiiiiiiiiiii et 217
POST AW STALE ....eeeiieiiiie ettt 219

POSt AWArd STate SEIUP ......euviiiiiiie et e e e e e e e e e e e e e e e e aanaees 219

How to Create Post AWard TranSACHONS .........cooiiiiiiiiiiii ettt 220

Post Award DOCUMENTAtION ........cocuiiiiiiiiiiee et e e e e e ereee e 220

o I 1T o Yo 1] | OSSR 221

Advantage 4 © CGI Technologies and Solutions Inc. Page 10



CGlI Advantage - Procurement User Guide

L0111 o T I = Lo (T TP 221
Commodity Based ENCUMDBIanCe SEaArCh............coiiiiiiiiiiiii et 223
(O70] 01 1= T AN (o a1 a aT=Y o | PR R R SOPRPP 223
INSUFANCE CItIfICATE ...ttt 224
Leters OF Credit ...ttt ettt 224

[ To [T (o F= 1 C=Te l = g g F= o = PP PRTPRR 225
ProcuremMent BONG ...........oiii ittt 225
LT €= T =T 1= 0 10T - T 226
REtAINAGE SUMIMAIY ...ttt ettt e bt e st e e e nnbe e e e eanee 226

AV /=T e (o)l 0o T4 (=T o To ] [o [=To o7 TS O PR 226
L= T =T 01 TP 227
(071 e= 1 oo 1Y/ F= T aF= o =T 0 0 T=Y o | SO RPT RSO 228
Configuring CGI Advantage for PunchOut and e-Ordering...........coccuueiiiiiiiiiiieeeieee e 228
How to Configure the System for Advantage Catalog Creation ............cccevviiiiiiiiiiiciniiicc e 231
HOW t0 EStablisSh Catalogs. .......ueiiiiiiiiiiiiii et e e e e e e et eae e e e e naaneees 232
Competitive BiddiNg PrOCESS .......coiiuiiiiiiiiiie e 232
SOlICItation TrANSACHON ......ciutiiiiiie ittt 232
Solicitation ResSponse TranSaCHiON ..........ooi it e e e e ee e e e e e e 233
Evaluation TranSaCHON...........coiiiiii ettt 233
Sample Catalog File DOWNIOAAS.........ooiiiiiiiiiiiiiie et e e et e e e e e e e ennnees 233
Transforming CIF Files to Excel Catalog Files ... 234
Transformation ChECKIISt ..........cc.eiiiiii e 234
Upload Catalog CIF Files via Advantage VSS ... 236
Upload Catalog CIF Files via Advantage Financial.............ccccouviiiiieiiiiiiiiiicce e 236
Uploading Microsoft Excel Catalog Files from FIN or VSS pages.......ccccccvvveeeiiiiiiiiiiieee e 237
Microsoft Excel Catalog File CheckKIiSt ... 237
Upload Excel Catalog Files via Advantage VSS..........oooiiiiiiiiiiiiiie e 238
Upload Excel Catalog Files via Advantage Financial............ccocuueiiiiiiii e 238
Loading Catalogs to a Master Agreement in Financial.............ccooooiiiiiiiiiiiie e 240
Step 1: Review and Prepare the Catalog File ... 240

Advantage 4 © CGI Technologies and Solutions Inc. Page 11



CGlI Advantage - Procurement User Guide

Step 2: Upload the Catalog File ... a e e 242

Step 3: Fix Errors listed on the Catalog Error Log Page.........cocceviiiiiiiiiiiieci e 243
(071 c= (oo [ k| [T SRRSO 243
TranSfOrmM CatalOg ..........ooiiiiiiiiiie ettt 244
(07 c= (oo 1Y F=T1 a1 (T 4 F= 1 (o7 = YOS UERSOPRPR 245
Agreement Catalog Picture AttaCchment ... 246
Catalog Load BatCh JOD .......cociiiieiiee ettt e et e e e e e e e e e e e eae s 246
Catalog Indexing BatCh JOD ..........uiiiii e 246
How to Search for Catalog IHEMS ..o 247
HOW t0 Order Catalog [EMS ......coii i e e e e e e st e e e e e s e ennb s e e eaeeeeenasnnees 247
ASSEMDIY PIrOCESS ...ttt e et e ettt e e e bttt e et et e e s 248
On Demand ASSEMDIY PrOCESS ......uuiiiiiiiiiiiiiiii ettt e et e e e e e et e e e e e e e e e e e e e e s s nrnreeeaens 249
Automatic ASSEMDIY PrOCESS ... .eiiiiiiiiie et 249
ASSEMDIY REGUEST......eieiee ettt et e e e 249
=] 1o T SRR 250
Y E= Y o] 1T o T [ aTo o= 1 (o PRSP PUPPRPPUPRI 250
Allow Partial Receipts of a Transaction on Procurement Transaction Control ............ccccccceeeeeevecinnnen. 251
Allow Partial Payments of Award Line on System Options ............cooiiiiiiiiiiiiiiic e 252
Do not Allow Partial Payment of Invoices on System OptioNS ..........ccvvvviviiiiiiiiiiiieee e 252
MatChing STAtUS TabIES ........eiiiiiiiiee e e e e e e st e e e e e s e eab e e eaeeeeenanseees 253

Y E= Y o] 1T o T Y= T =T 1= PSP PUPPRPPUPRI 255
Cross-Year Payment REQUESES .........coiiiiiiiiiiiie ettt e et e e e e e e et e e e e e e s et reaaaeeeanns 256

L (=TT | S PSP PR 257
Yo [o [T To I =T To ] o Aol I=T a1 N = T o 257
Adding Freight 0N @n INVOICE..........eiiiiiiiiieeeeeeee ettt e e e et e e ee e e e e eeeeeeeeeeeeeeeeeeeeeeees 258
Adding Freight on the Payment REQUEST ..........oouiiiiiiiii e 259
1o [ LT3 = PP 261
AdAreSS TYPE SEAICH ..ottt 265

F N gL gL L= Ll 1] (] YR 265
BUSINESS TYPE SEAICN.....ceiiieieii ettt e et e et e e 266

Advantage 4 © CGI Technologies and Solutions Inc. Page 12



CGlI Advantage - Procurement User Guide

Buyer Deadline Performance by COmMPIEXILY.........c.ueiiiiiiiiiiiiiic e 266
Buyer Deadline Performance by Dollar RANGE .........cooiiiiiiiiiiiiiiice e 266
Buyer Deadline Performance by Procurement TYPE.......ccccuuviiiiiiie it 266
BUYET PEIfOIMANCE...... ittt et e st e et e e e et e e e st ee e 267
Buyer Performance COMIMENTS ........ccuuuiiiiiie ettt e e e e et e e e e e e s et e e e e e e e e snbsreeeaeeeeeannneees 267
Buyer Team Performance COMMENTS ........ooiiiiiiiiiii et 267
Buysense ERP INFOrMALION ........ooiiiiiiiiiiii et e e e e st e e e e e e e e ra e e e e e e e e nanneees 268
BuySense REQUEST CONTIOL........oiiiiiiiiiiiiie et e e e e e e s e e e e e e e enb e e e aeeeeenanseees 268
BUYSENSE XML FIlES ...ttt e e e aa bt e e et e e e an e e e e nabeea e 268
Catalog SUMMAIY INQUITY ..o et e et e e e e e e e e e e e e e e st e eeeaeeesasssabeaeeaaeeesansssrneeeaaeeaanns 269
Clarification REQUEST .......ooi et e ettt e e e e e et e e e e e e e e e e e e e e eaeeeaaannseeneeaaeaaanns 269
(O70] 011 =To1 31 g T 011 VOO PUPSPPPPPRPPR 269

Contract Inquiry Level 1 (CINQIT) ...t 269

Contract Inquiry Level 2 (CINQ2) ......ooiiiiiie it 270

Contract Inquiry Level 3 (CINQI3) ... .ooiiiiiiie ittt et e et e e enee e e e ennee 270
INVOICING SEAICH ... ettt e e et e e et e e e an b e e e s nnbeee e 271
INventory Catalog CrOSSWAIK...........coocuuiiiiiiee ettt e e e e e st e e e e e e e e et s reeeaeeeeaaansnees 272
(IS ) 10 =T PO PPPUPPRPPUPRI 272
Mandatory Source Master AGreemeNnt LINES...........eeiiiiiiiiiiiiiiicie et a e e 272
MaSter AdAreSS SEAICR .......coiuiii ittt 273
MaSter CONACE SEAICH ..ottt e et e et e e st e e 273
Y =0 U= £ 273
Open Solicitation RESPONSES ... ...ttt et e e e e e e ettt e e e e e e e e e e eaaae e e e nneneeeeeens 273
Procurement MIlESTONE...........uiii et e e e e e e e 274
ProCuremMeENt NOTE ...t e e e e e e e e e e e e e e ee e 274
ProCUrEmMENt STALE ...ttt 274
Procurement TranSACHION ..........cooiiiiiiii et e e e e e e e e e e e 274
Purchase Order Print HISTOIY ...t 275
RECEIVING SEAICK ..ot e e e e ettt e e e e e e st e e e e e e e e e sssrsseeeaeeeennnnseees 275

1T T TP 276

Advantage 4 © CGI Technologies and Solutions Inc. Page 13



CGlI Advantage - Procurement User Guide

RENEWAI HISTOTY ...t e et e e et e e e eh bt e e e aab et e e e anb e e e e anbeeaeaa 276
Requisition History (Transaction-1eVel)..............ooiiiiiiiii e 277
Requisition History (LiNe HISTOIY) .....c.uuiiiiiiie et e e e e ae e e e e eanneees 277
Requisition HIStory (LINE-IEVEI).........ooo i 278
ReqUISITION WOIKDENCR ... i sssssssssssssssssssnnnsnnnnns 278
O (=T 1 (I O o = PP PSR 279
SEIVICE ATA SEAICN ...ttt 280
Solicitation Response Detail (SRDET) .......cccuuiiiiiieei ettt e e a e e e s nanreaee s 280
Solicitation Response Summary (SRSUM) ........uiiiiiiiii e 280
SOolICItation WatCRIIST.........iiiiiiii e 281
Team Deadline Performance by COmMPIEXItY .........eoiiiiiiiiiiiei e 281
Team Deadline Performance by Dollar RANGE..........cooiiuviiiiii et 282
Team Deadline Performance by Procurement TYPE .......cooiiiiiiiiiiiiiieie e 282
TEAM PEIfOIMANCE ... .ottt e bt e et e e e s e e 282
LU =T 11 1= T3 £ 282
VeNdor CUSIOMET AFCRIVE .......coiiiie et et e e e e 282
AV /=T e (o] i @7e 10 010 ToTo 11 V2SR RPPP 283
Vendor Customer Modification QUETY ........c.uiiiiiiii e 283
Vendor Customer Modification TraCking .......ccuuuiiiiiiiiiiiieeee e e e e e 283
RV gL Lo gl 115 (o YR 284
VeNndor INVOICE REGISIIY ...t 284
VeNdor NOES (VNOTES) ...uuiiiiiiii it e e e e e e e e et e e e e e e s e st eeeaeeeaaennnnees 285
AV Z=TaTe (o] ol NN o) {1 To7=1 1 ] o I PRSPPI 285
Vendor SONICIEALION LISt .......ciiiiiiieiic ettt 285
V2= aLo Lol =T g S t=Tox 1 o) o T 1S3 o] Y 289
F e AV Tt =Y o BT 11 | o SR 294
F Yo o] [Tor=Yd (o gl mt=Tr= T 41T (Y 294
INtEgration ParameEters ... ... 325
SYSTEM OPLIONS .ottt e et e et e e e e e e s e et e e eeeeeeeaa e tabeeeeeaeeeaanbareeaaeeeeeanararaaaaens 326
CGI Advantage Inventory Management TabIes ..........cooiiiiiiiiiii e 329

Advantage 4 © CGI Technologies and Solutions Inc. Page 14



CGlI Advantage - Procurement User Guide

Procurement Workload SELUD ......ooo ittt e et e e e e e e e e e e e 329
Procurement USEr TabIES .........oii ittt 329
ACCOUNTING T MIDIATE. .. snssnnnnnnnnnnnnnnnn 331
LO70] 1) =1 S S USRS 331
(07010 ] 01 1Y PSSP RPPR P 331
(670 1U 01§ R PR P RRP 332
DA MENT ... 332
ProcuremMent LOCATION ..........ooiiiiiiiiieie ettt e e eas 332
ProCUIrEMENT USEI ... ..ottt et e st e et e e anneeas 333
1 (PSSP R O PPOPRRPRTRN 333
RS (= S PSPPSR RRP 333
IE= D G =T 0] 1= (PR 334
LI D 3/ 1T T PSR TP PR 334

LU o T S RSP PRPP 334
Manager and BUYEr TADIES ..........uu i sssnnnnnsnnnnnnnnnne 334
BIUY T et et et e e s 335
BUY T TOAM ... 336
= T =T 1= S RSP PRPP 336
ManNAgErs DY TEAIM ... 337
MaANAGET TRAIM ... 337
o] (Lo T=To I 1= o] [ S PSPPI 338
IMHIESTONE ...ttt e e et e e et e e st e e et e e e e e e e e nneean 339
Procurement COMPIEXITY ......cooiiiiiiiiiie ettt e e 339
Procurement Dollar RanNQe........cooo oo 340
PO UM BNt Ty P e 340
(070] 0014 aToTe 18T =T o] T PP TPRR 343
(0767010 0 oo 14 NSO PPPRRPI 344
(O70] 001 aaTeTe 14V 0721 (=Yool VA SRR 346
(0] 00100 oTe 14V @] o [=Tox ST SOO P PEPROI 347
External Commodity CroSSWAaIK ...........oiiiiiiiiiiiii e 347

Advantage 4 © CGI Technologies and Solutions Inc. Page 15



CGlI Advantage - Procurement User Guide

Internal CommOdity CroSSWAIK ........oiiiiiiiiiii ittt e e sbeee e 348
Electronic Data Interchange UOM CroSSWalK.............coiiiiiiiiiiiiiiiiiee e 348
1€=T0 0 DO TP PO PP PU PP PPPRPPRPPRRIN 348
UNIE OF IMBASUIE ...ttt ettt e sttt e a et et e e e as 348
Universal REQUESTOr CONTIOI .........uiiiiiiei it e e e e e e e et e e e e e e e e ennnnees 349
= Ta = T i o] W @) a1 o] IR 7= o SRR 349
ASSEMDBIY CONFIGUIALION .....uiiiiiiie e e e e e e e et e e e e e e e e re e e e e e e e e ennnnees 350
Transaction Print ACHON ..........oi e e e 351
Print RESOUICE SBIUP ..ottt e e e ettt e e e e e e e et e e e e e e e e e snnnneeeaaaaaeanns 352
Procurement Transaction CONTIOL.........c.cuiiiiiiiiiiiii e 354
Procurement Transaction SUD TYPE ....ouuiiiiiii e 354
REPOMING ONE.. . ittt e ettt e e e e e e ettt e e e e e e e st s aeeeeeeeseassbeeeeaaeeesansssseeeeeaeeeanns 355
=T oTo] i T N XY T PRSP RR 355
=T oY) il T I N o1 = L= P PR PRR 355
StAte SPECITIC SEUUP .ttt e e e e e e e e e e e e e e e re e e e e e e e e araaaaes 355
F T (o I G- (=T o To ] Y SRR 357
AWAIA ClASS ..ttt ettt ettt b et h ettt e bttt tne e 357
F o I O [0 11 =To I 1Y/ o 1= T SRR 357
AWATA MELNOM ...ttt e et e e st e e e e e en 357
AWANT REASON ...ttt ettt e et e e et e e e e e e e e 358
AWArd SUD METNOM ...ttt 358
F = 1o I 18] o 1= PP 358
BAVN Department CroSSWAIK.........coi et e ettt e e e e e e e e e e e e e s e enneeeeeaaeeeanns 359
CaNCEllAtionN COAE........oiuiiiiiie ittt 359
(OF) (Yo [T g To T4 1 2RSSR 359
Commodity Extended DESCIIPHION .......coiiiiiiiiiiiie e 360
(070] 0] o] [ F=T g (ot N O3 11 (=T 4 - LSRR 360
(070721 111 oo H PP TPRR 360
CoNtraCt GOalS HEAUET .........oiiiiiiiiie et 360
CONFaCt GOAIS LINE ..ottt e et e e bt e e e bt e e nbe e e e eanee 361

Advantage 4 © CGI Technologies and Solutions Inc. Page 16



CGlI Advantage - Procurement User Guide

Default Procurement Type by Department ... e 362
Disqualification REASON ..........eeiiiiiii ettt e e e e e e e e e e e et e e e e e e e e ennnneeeeaaeaeanns 362
EVAIUATION CIItEIIA. ... ceteiiiee ettt ettt e et 362
Evaluation Criteria TEMPIALE .......oooi i e e e e e e eeeaae e e 362
External Email and Letter Configuration .............ccuuuiiiiii oo 363
g =T g F= LI =T 0 ] o] = =SSR 378
L ESTU ] =T g o= T I8/ 1= 378
LiNe HEM PrefErenCe. ... .oiiiii ettt 378
MA Reference for Authorized Departments / UNits .......ooooiiiiiiiiio oo 379
Manage Email Letter GENEration .............oeiiiiiiiiiiiiiiee ettt e e e e e e s e e e e e e e 379
NAIC INSUIANCE COUE ...ttt ettt et e bt e et e e s et e e e e enbbe e e e e 379
North American Industry Classification SyStem.............ccoiiiiiiiiiiii e 379
Product CertifiCation...........ooi i 379
PUNCROUL CONTIOI ...ttt et s bbb e e e eanee 379
Recycled Content DELAIl ...........ueiiiiiiiiiee e e e e s e e e e e e e e e a e e e e e e 380
Required DepartmeEnt. ... ..o ettt e e e e e e e e e e e e e neeeeaaaaeann 380
T aTl o) o] TaTe A=) {a o o ISP EUR RSP 381
SOlCIALION EVENTS..... ittt e bt e e rab et e e et e e s aabeee e 381
Solicitation EVENtS TeMPIALE ... e e 381
SPECIAI INSTUCTIONS ...t e e e e e e e e e e e e e s e aaa b e e e e e aeeesessssbnaeeeaeeeaeassneees 381
Terms and CONAILIONS ......coiiuiiiieiie ettt et e e e aeneeas 381
Terms and Conditions TEMPIALE..........oeiiiiiiiiiieee e e e e e e e enneees 382
TranSaCoN PrOCEAUINES..........oiiiiiiii ittt ettt et s bt e et e e e anneeas 382
V2T gL o] I A =10 ] = (P 382
Vendor Performance Evaluation Criteria .............oooiiiiiiiiieii e 382
Vendor Performance Evaluation Template...........ooo e 382
Vendor Performance EVAIUBTOT ..........cooiiiiiiiiii e 383
VOIUME DISCOUNT THIGGET ..ttt ettt ettt e et e et e s e e e anneeas 383
Performance Evaluation RanNKING ........c.uuuiiiiiiiiiee et e e e e e e e e e e 383
Workload ASSIGNMENT RUIES.........uiiiiiiiiie et 383

Advantage 4 © CGI Technologies and Solutions Inc. Page 17



CGlI Advantage - Procurement User Guide

Lo S (=T PRSPPI 384
VAIUE LISE TADIES ...ttt e bbb e s 384
T Y7o o I o = N 384
o] g Te I Y/ o= T PSPPSR 384
D 1T 0T 1S | A I8/ 01N 384
Tl o g = To =1 o [ PSPPSR 385
AT T =AY Y/ o1 Y 386
I=Ta aa L= 1o T 1Y/ o L= P 386
PAYMENT TYPE ..ttt ettt et 386
Yol 1ol c= 1 To] g OF=1 (=Y o] oY RSO P PRSP 386
Vendor Complaint Email Template ... 386
General ROULING Category ......c.uuiiiiiie ettt e e e e e e e e e e e e e s et st e e e e e e e s snnraneeeae s 386
General ROULING SUD Cat@gory........uiiiiiiiiie et 387
RV 2= o (o] /L O N ] (o] g [= TS 11 (] o R 387
TASKS. .ttt et e e et e e e e s 388
F e o= R N o T PR 388
0T o TT ST 1Y/ o= N 388
Business Types bY COMMOAILY .......eiiiiiiiiiiii e 388
Disbursement Priority by Class and BUSINESS TYPE......ccoiiiiiiiiiiieec ettt 389
0= T =T 1= N 389
Headquarter ACCOUNT TaDIE ... oot e e e et ee e e e e e e e emnnaeeeeaaeeeanns 389
VENAOT ABA ettt et e et s 389
LEJACY SOUMCE SYSTEIM ...ttt ettt e e bt e e st e e nbee e e e ennee 389
VENAOTCUSTOMET ...ttt et b ettt s e e ettt e st e et et e e e e s e e nne e 390
MASTEE AQAIESS ...ttt ettt e et e e e e et e e e e e e e e e e e e e 392
Y =] (=T g7 o] o c=Tod S PP TPRR 393
Historical Vendor INfOrMation ...........oueiiiiiiii e s 393
Internal Vendor ACCOUNTING Data........coouiiiiiiiiii e e 394
LY=o 110 g T oY T o N 396
SYSIEM CrOSSWAIK ...ttt bbbt e e et e e e ettt e e e rab et e e e an e e e s anbeeeeaa 396

Advantage 4 © CGI Technologies and Solutions Inc. Page 18



CGlI Advantage - Procurement User Guide

Vendor Commodity MaINTENANCE ..........uiiiiiiiiii e 397
Vendor Business Tax CertifiCation............ooiii i 397
Vendor Customer CONfIQUIAtION ..........eoiiiiiiiiiiieie e e e e e e e e e e e e e e e ennnees 398
Vendor/Customer Creation (VCC) TranSaCioN .........cocuuiiiiiiiiiiiiiieceee e 399
Vendor/Customer Modification (VCM) Transaction .............eoeiiiiiiiiiiiiiiie e 400
Vendor Customer Modification TracKing..........cooiiiiiiiiiii e 401
W=8 FOIMMIS SBIUP .reeiiiieiiiiiiee et ettt e e e e e ettt e e e e e et eeeeeeeeasssbaseeeaeeeeeasssbnseeeaeeeannnseees 401
LA R o 4 T Y/ o= P 402
W=8 FOMM PAIT ..ttt e ettt e st e e e as 402
W=8 FOMM FIEIA ...t e e e st e e e e e eneeas 402
W=8 FOMM FIEIA LISt ...ttt ettt e e e 402
Protest and Post Award Dispute Tracking SETUD ......cieieiiiiiiiiiiieee e e e 403
(o1 (TS Yo 1] o PSPPSR 403
o) (=T 0 e (o] o N =10 o] o] F= 1 (=SSR 403

0] (S A 1 o = N 403

e 0T[OOSR PSR 403

F o NVZ= T ot=Yo Bl = F=Y ol o I md o Yot ST =] o 407
BAtCN JODS ... ettt e e e a e 407
CRAIN JODS ...ttt ket 410
LY 0T 1 A [0 o1 P 411

F e AV gLt =Y o B =Y o o] SR 412
CGl Advantage FINancial REPOITS .........cc.uuiiiiiie ettt e e e e e e e e e e e e s e reeaaeeeaans 412
(O] g} fo) Ao V=T o] 2= o = PSSR PRP PR 412
CGI AAVANTAgE INSIGNT ...coiiiiiee et e e e et e e e e e s e et eeeaeeesanasrnreeaaeeeaans 413
Advanced - UNIQUE FEATUIES .........uiiiiiiiiiieieieie ettt ettt ettt e e eeee e e e e eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeees 414
AULhOTIZAtION Of SEIVICES ... .ttt 414
Transaction INFOMMETION ..........eiiii et 414
RQS and RQN TranSaCONS ........coiiiiiiiiiiiiie ettt e e 415

PO @nd CT TranS@CONS ........citiiiitiieiiie ettt ettt et e e nne et 415

L = 0 E57= Lo o] o PSP OUPRRPOPRRIN 415

Advantage 4 © CGI Technologies and Solutions Inc. Page 19



CGlI Advantage - Procurement User Guide

PRC and PRM TranS@CHONS .......coiiiiiiiiiiiiiee ettt 416
Authorization Request (AUTHSRQ) Transaction ...........c.eeiiiiiiiiiiiiiicieec e 416
AULNOTIZALION SELUP ....ci ittt e e e e e e e e e e e e s e e e e e e e e e s asasaeeeaeeeaennnnsees 418
(670101037 o {14 2 S SRR PR PSR 418
AULNOTIZATION ...ttt e e e e e et e e e e anre e e e e anreeeeaas 418
AUthOriZation EXCEPLION ...t e e e e e e e e e e eeeas 419
AUthOrIZation SEIrVICE AlBIT PrOCESS ......uiiiieei ittt et e e e e e e e e et e e e e e e s e sessbaeeeeaeesennnnes 419
Historical Authorization INfOrmMation ............oocuiiiiiiiii s 420
Vehicle Maintenance INfOrmMation ...........oooiiiiii e 422
Frequently ASKed QUESTIONS .......o.iiiiiiiee ettt e et e e e et e e e nneeeeeeneee 424
Y o] 0 1= o [ S ST 425
Appendix A: Oracle Database Special Characters and Reserved Words ..........cccccooevcvviiiieeeecccinneen. 425
Appendix B: Microsoft SQL Server Database Special Characters and Reserved Words .................... 429
Appendix C: Including Images within the Transaction Assembly Process...........cccccoviiiiiiiiieciiiiieecns 431
Appendix D: List of Delivered Procurement FOMMS ..........uuuiiiiiiiiiiiiiieeee et 432

Advantage 4 © CGI Technologies and Solutions Inc. Page 20



CGlI Advantage - Procurement User Guide

Business Area Overview

Advantage Procurement supports a full range of users: from the casual user to the procurement expert. It
does this by offering the ability to request goods or services at different levels. The simplest request
guides you through a series of Web-based searches, offering options. You simply select what you want to
purchase and then provide some minimal but mandatory information required to complete the request (for
example, funding code, quantity). At the expert level, you enter data into form-like transactions with which
you are already familiar. As an expert user, you have many more options from which to select, but
activities are still monitored by the system. You also have the ability to choose one level of expertise and
then to switch to another if you so choose.

CGI Advantage Procurement is complemented by a Web-based vendor self-service component. This
component allows vendors to register, identify the commodities/services that the company provides, scan
for opportunities, and respond to solicitations using the Web. Once a vendor registers and is qualified,
they can receive automated emails notifying them of opportunities.

Business Process

A procurement process is a “need” which moves as an entity through various stages and activities as it is
acquired. It is a grouping of data that starts as a desire, request or requisition, to which more data is
gathered or added (for example, quotations, RFP responses, evaluation worksheets etc.), upon which
decisions are made, resulting in a formal purchase. It is followed by continually tracking (for example,
recording receipts and performance data), finally ending in payment to the vendor.

Procurement Folder

CGI Advantage Procurement compiles all activities, transactions, and related correspondence for the
procurement into a Virtual Procurement Folder. The Virtual Procurement Folder provides a single point for
tracking, assignment, and reporting during the life cycle of the procurement.

The Procurement Folder ties multiple procurement transactions and several Accounts Payable (Payment
Request and Disbursement) transactions together. The folder is given a unique identification number,
which allows a user to identify all procurement transactions and documentation that apply to a particular
purchase. The Procurement Title field also allows users to easily identify procurement transactions and
is displayed on various Procurement pages. The value in the Procurement Title field is inferred from the
Transaction Description field from the first transaction in a Procurement Chain that is used to create the
Procurement ID. The Procurement Title can only be changed using the Update Procurement link from
the Procurement Management page, which depending upon Procurement Security setup might be the
manager, Buyer and/or Procurement Administrator. Users can search by Procurement Title from the
Procurement Management table to easily find procurements.

A procurement may consist of all or a combination of States as defined on the Procurement Type table;
all procurements must contain the Award and Post Award State. From the Procurement Management
page, a user can review each State associated with that folder by selecting the state from the Available
State tab on Procurement Management. The selected state view on the Procurement Management page
allows users to access associated transactions, milestones, documentation, and notes for each State
within the procurement folder from this same Procurement Management. Each transaction throughout the
life cycle of a procurement fits within a Procurement Folder.
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Procurement Type ID Inference Logic

All procurement transactions must be assigned to a Procurement Type; a Procurement Type acts like a
template. The Procurement Type defines the types of transactions that can be associated with a
Procurement and also contains a list of milestones that are tracked during each Procurement State.

Every transaction that acts as a first transaction in the life cycle of a Procurement should have a
Procurement Type assigned to them. The first transaction in a procurement life cycle can be a Requisition
(RQ), Solicitation (SO), Purchase Order (PO), or Master Agreement (MA) transaction. If the transaction is
referenced by another procurement transaction then the Procurement Folder and Procurement Type ID
fields are populated with inferred values from that referencing transaction. If the transaction is copied by
another procurement transaction then the Procurement Folder and Procurement Type ID fields are
inferred from the source transaction.

The Procurement Type can be assigned on the first transaction by the user or it can be assigned by the
system. If the Procurement Type is blank, the following logic is used to assign the appropriate
Procurement Type when the transaction is validated:

1. The system assigns a unique Procurement Folder ID on the transaction Header and defaults the
Procurement Type using the logic given below:

e For Delivery Order (DO) sub type transaction, upon validate the system infers the
Procurement Type ID based on the DO Procurement Type ID field on the System Options
(SOPT) table. If DO Procurement Type ID is blank, then the Procurement Type ID is inferred
from SOPT.

e For all transactions (other than the DO sub type), upon validate the system infers the
Procurement Type ID from the Default Procurement Type by Department (DFPTD) table
using the transaction department. If no record is found on the DFPTD table, the Procurement
Type ID is inferred from SOPT.

2. For the Delivery Order sub type transactions created from the Shopper (SHOP) page, the
Procurement Type ID field on DO is set based on the DO Procurement Type ID field on the
Procurement section of General Option tab on the System Options (SOPT) table. If the DO
Procurement Type ID field is blank, the Procurement Type ID field is inferred from SOPT.

3. For a non-Delivery Order transactions created from the SHOP page, the Procurement Type ID
field is set based on the Default Procurement Type by Department (DFPTD) table using the
transaction department. If no record is found on the DFPTD table, the system infers the
Procurement Type ID from SOPT.

4. Forthe DO sub type transactions generated via Universal Requestor (UR) transaction, the
Procurement Type ID is set based on the DO Procurement Type ID field on SOPT. If DO
Procurement Type ID is blank, the system infers the Procurement Type ID from SOPT.

5. For Requisition (RQ) or Purchase Order (PO) or Stock Requisition (SRQ) Transaction Type
transactions, the Procurement Type ID generated by UR transaction is assigned via the Universal
Requestor Control (URCTRL) table using the commodity code from the first commaodity line.

e Based on the commodity code and transaction department on the URCTRL table, if the Line
Amount is greater than the Threshold field on URCTRL, the Over Procurement Type ID is
assigned. Otherwise, the Under Procurement Type ID is assigned.

e If the record for a transaction department is not found on URCTRL, the system looks for
records with Department = ALL and the Line Amount is greater than the Threshold field on
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URCTRL, then the Over Procurement Type ID is assigned. Otherwise, the Under
Procurement Type ID is assigned (without an entry in the URCTRL table, UR cannot be
created as an hard error is thrown.).

6. If none of the conditions are satisfied, the Procurement Type ID will be assigned based on the
below:

e All transactions other than DO, upon validate the system infers the Procurement Type ID
from the Default Procurement Type by Department (DFPTD) table using the transaction
department. If no record is found on the DFPTD table, the Procurement Type ID is inferred
from SOPT.

e If no referencing transaction information is provided, the system assigns the Procurement
Type via the Universal Requestor Control (URCTRL) table using the commodity code from
the first commodity line.

e If the Department field on the URCTRL table is set to ALL, then the transaction looks
at the record for the transaction’s department on the Department (DEPT) table. If the
Line Amount is greater than the Threshold field on the URCTRL table, then the Over
Procurement Type ID is assigned. Otherwise, the Under Procurement Type ID is
assigned.

o If the Department field on the URCTRL table is not set to ALL and the Line Amount is
greater than the Threshold, then the Over Procurement Type ID is assigned.
Otherwise, the Under Procurement Type ID is assigned.

7. Ifnorecord is found on the URCTRL table, then the system performs a look up to the System
Options table using the current Fiscal year (FY) and assigns the Procurement Type ID defined in
the General tab.

Note: The above described inference only occurs when the Procurement Type ID field is blank on a
transaction. If the user has manually populated the Procurement Type ID field, the system does not
overwrite the value. The Procurement Type ID inference logic is valid only on a Draft, first version of a
transaction. On Modification and Cancellation versions, the system does not allow a user to change the
Procurement Type ID and retains the value from previous versions of the transaction.

Procurement Life Cycle

The purpose of a "State” is to organize the events and actions that occur during the procurement process,
as well as to manage the "Transaction” components of that process. The procurement processes is
divided into six States:

e Reaquisition State

Solicitation State

e Solicitation Response State
e Evaluation State
e Award State

e Post Award State
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At the most basic level, one can think of a procurement as moving from State to State. However, it is not
necessary to complete the States in sequence or to use all States within a procurement. The only two
required States are Award and Post Award. A procurement can take one of the following four paths:

e Reaquisition - Award - Post Award
e Requisition - Solicitation - Solicitation Response - Evaluation - Award - Post Award
e Solicitation - Solicitation Response - Evaluation - Award - Post Award
e Award - Post Award
Milestones serve as a roadmap to the successful completion of each State in the procurement. A State is

deemed completed when all mandatory milestones have been completed and all associated transactions
are final.
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Common Terminology

>

Milestone

A Milestone serves as a roadmap to the successful completion of a procurement and a
measure of buyer/team performance. A State is deemed completed when all required
Milestones have been marked as completed.

Procurement Folder

The Procurement Folder provides a single point for tracking, assignment, and reporting
during the life cycle of the procurement.

Procurement State

The purpose of a "State” is to organize the events and actions, which occur during a
procurement, as well as manage the "Transaction” components.

Procurement Title

The Procurement Title displays a text description of each Procurement ID. The
Procurement Title is inferred from the Transaction Description field from the first
transaction in a Procurement Chain that is used to create the Procurement ID.

Procurement Type

The Procurement Type is configured to contain the States, Transactions and Milestones
that should be used for a specific type of procurement.

Service Date Editing

The Invoice (IN) transaction type has a feature available to edit service dates against the
service dates of the referenced Purchase Order. Please refer to the Transaction Control
topic in the Financial Administration User Guide for more information on this feature.

Vendor Preference Level

Records returned based on searches on the Shopper (SHOP) page are first returned
based on relevancy, and then by Vendor Preference Level. A lower number indicates a
higher preference. This ensures that vendors with a preferred item appear higher in the
search results. A Vendor Preference Level can be assigned to a Vendor on the
Vendor/Customer table. Upon saving a Master Agreement, if a valid Vendor/Customer
code exists, and the Vendor Preference Level is blank, the system will infer the Vendor
Preference Level field value from the Vendor Customer record on the Vendor/Customer
table. If the value on Vendor/Customer is blank, then a default value of 99 in

inferred. This value can be changed on the Vendor/Customer tab of the MA

transaction. This value is also inferred into the Vendor Preference Level fields on the
Commodity tab. The Vendor Preference Level fields on the Commodity lines can also be
changed, so that different preference levels can apply to different portions of the catalog.

Workload

Workload refers to all the procurements that a person is currently assigned to work on.
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Transaction Information

This topic includes the following areas:
¢ Requisition (RQ) Transaction Type
e Solicitation (SO) Transaction Type
e Solicitation Response (SR) Transaction Type
e Evaluation (EV) Transaction Type
e Purchase Order (PO) Transaction Type
o Contract Modification Request (CMR) Transaction Type
e Master Agreement (MA) Transaction Type
e Master Agreement Mod Request (MMR) Transaction Type
o Receiver (RC) Transaction Type
¢ Invoice (IN) Transaction Type
e Performance Evaluation (PE) Transaction Type
¢ Renewal (RN) Transaction Type
e Termination (TM) Transaction Type

e General Routing (GR) Transaction Type

Transaction Code Glossary

All Transactions Codes that can be utilized by the Procurement area are listed below alphabetically by
Transaction Name.

Transaction Name Transaction Code Transaction Sub Type
Type

Auction Requisition RQA RQ RQA

Best and Final Offer BAFO SO

Buysense Purchase Order POB PO POB

Commodity Based Transaction Lapse CBDL PO CBDL

Contract CT PO CT

Contract Revision CMR CMR
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Delivery Order

Evaluation

Evaluator

General Routing

Grant Application Evaluation
Grant Funding Application
Grant Funding Opportunity
Grant Funding Request
Grant Given

Invoice

Invoice-Electronic

Master Agreement

Master Agreement Requisition
Master Agreement Revision
Maximo Delivery Order
Maximo Purchase Order
Maximo Receiver

Maximo Service Contract
Maximo Standard Requisition
Non-Accounting Requisition
Performance Evaluation
Purchase Order

Receiver

Recurring Invoice

DO

EV

EVT

GR

GEV

GFA

GFO

GFR

GG

MA

RQM

MMR

DOM

POM

RCM

SCM

RQSM

RQN

PE

PO

RC

RIN

PO

EV

EV

GR

EV

SR

SO

MA

RQ

MMR

PO

PO

RC

PO

RQ

RQ

PE

PO

RC

RC

DO

GR

RQM

DO

PO

SC

RQS

RQN

PO
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Recurring Payment Order RPO PO PO
Renewal RN RN

Request for Bid RFB SO

Request for Information RFI SO

Request for Proposal RFP SO

Request for Quote RFQ SO

Reverse Auction RA SO

Service Contract SC PO SC
Solicitation Response SR SR

Solicitation Response Wizard SRW SR

Stand Alone Invoice IS IN

Stand Alone Receiver RS RC

Standard Requisition RQS RQ RQS
Surplus SPL SO

Surplus Sealed Bid SSB SO

Termination ™ ™

Universal Requestor UR RQ UR
VSS Invoice INVSS IN

RQ Transaction Type

The Requisition (RQ) Transaction Type can be used to formally request the procurement of goods or
services. This transaction type is typically used when the item or service cannot be directly fulfilled
through an existing Master Agreement, stocked in inventory, or will exceed max spending limits.
Requisitions are used for procurements that require the approval or attention of a procurement officer to
fulfill the request. The Requisition transaction describes the specifications of the goods or services that
you are requesting.

Important Features for the Requisition (RQ) Transaction Type:

> Key Functions of the Requisition Transactions
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Requisitions are assigned to a procurement folder when they are initially created in the
system. The Procurement Folder is used to track the requisition commodity line through
the entire procurement process. Requisitions are created to request goods or services.
The request can be entered using commodity groups to organize the transactions in a
logical order. For example, you can enter a transaction for office supplies. The office
supplies associated with this order could be categorized by Paper and Writing Supplies.
You can set up two commaodity groups on the requisition and have copier, fax, and printer
paper commodities appear under the Paper group and pens, pencils, and highlighters
appear under the Writing Supplies group.

Unlike other procurement transactions, a requisition can be associated with multiple
procurements. A requisition transaction can be created with multiple commodity lines.
From this requisition, commodity line items (printer paper, pens, and fax paper) can be
split along different procurement paths (quick buy vs. competitive bids) or multiple
solicitations.

If Requisition lines are referenced by a Solicitation or Award with a different Procurement
Folder, the Procurement Folder of the referencing transaction will be adopted by the
Requisition. Once a requisition line has been referenced by a Solicitation, the line is no
longer available to be referenced by any other transactions until awarded by the solicitation
process. When the line is referenced by an award in the Final Phase, the line is considered
closed.

> Inactive Line Functionality on Requisition Transactions

The Inactive Line flag can be selected on Modification Draft RQ transactions in CGI
Advantage. The following general rules apply to this field on transactions of the RQ
Transaction Type. (Rules that apply only to specific components are listed with the
component in the table below):

e The Inactive Line flag cannot be set selected on a new line.
e Inactive lines are not copied forward into a target transaction

e Once a commodity line or component is marked as inactive and the transaction is
submitted, it cannot be reversed; instead, a new line or component must be
entered.

The Inactive Line flag is included on the following Requisition Transaction Components:

Transaction Component Component Specific Rules

Special Instructions
Commodity Group

Commodity A Commodity Line (and any associated accounting lines) must
be modified down to zero before the Inactive Line flag may be
selected.
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If the Inactive Line flag is selected for a Commodity Group,
then all Commodity Lines associated with the inactive
Commodity Group are also marked inactive.

> Lock Order Specs Functionality

On the PRDOC table the Lock Order Specs indicates if vendors can bid with alternate
Commodity Specifications than those specified on the RQ and SO transaction types. If this
check box is selected then it defaults the value to Yes on the transactions and this
indicates that the vendor cannot bid with alternate specifications. If the check box is
unselected, it defaults the value of No on the transactions and alternate specifications can
be submitted.

In the actual RQ types of transactions the PRDOC value can be overridden by selecting a
different value on the Lock Order Specs CVL before submitting to final. Valid values are
Blank, Yes, or No. If the SO transaction references a RQ transaction type then the value of
the Lock Order Specs CVL is defaulted from the RQ transaction type, else the value is
defaulted from the PRDOC table. Similar to the PRDOC, the default value can be
overridden on the transaction.

On modified version of SO transaction type, the value of Lock Order Specs CVL cannot be
changed from No to Yes on an existing commodity line. If a new commodity line is added
on the modification version of the Solicitation transaction (that was not present on the
previous version), then the Lock Order Specs CVL can be set to either Yes or No.

> Key inputs/outputs of the Requisition Transactions

Requisitions do not reference other transactions; however, they can be created from a
Universal Requestor transaction. All of the information from the UR is automatically copied
forward to the Requisition transaction that it creates. Requisitions may also be created
from a Master Agreement or Purchase Order, using the Copy Forward function.

Once a Requisition is submitted, updates throughout CGIl Advantage Procurement occur
based on the RQ transaction submitted. The applicable budget tracking amount fields are
updated on the budget inquiries to set aside the available funds. The delivered accounting
model for the standard Requisition is to pre-encumber the funds at this time.

The Requisition History table is updated to create an audit trail of the request. You can
view all the Requisition transactions that you have created by opening the My Requests
(RQHISTM) table. From this page, you may select the link to the Lifecycle Inquiry (LINQ)
page, which enables you to view the complete chain of transactions (entire procurement
cycle) associated with the selected requisition. Refer to the "Lifecycle Inquiry" topic in the
CGlI Advantage Financial - Transactions User Guide or page help for more information on
LINQ.

Requisitions can be processed as Inventory transactions as well as non-inventory
transactions. The requisition in this case is used to replenish the stock level for the
specified Commodity Code (Stock Item). In order to process Inventory transactions using
the Requisition transactions, you have to enter a valid Warehouse on the Header and a
valid Commodity code and Stock Item suffix (optional) on the Commodity Line. Based on
the Warehouse, Commodity Code and Stock Item Suffix entered, updates are made to the
Inventory table in CGI Advantage Inventory Management. Please refer to the "Inventory
Tables" topic in the CGI Advantage Inventory Management User Guide for more
information.
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A Requisition transaction can be referenced by a Solicitation, Award, Master Agreement,
or Commaodity Based Payment Request transaction. All of the information from the
Requisition is copied forward to the referencing transaction. Allowable transaction
references are established on the Transaction Allowable References (DARF) table.

For detailed information on each of the tabs that exist on the RQ, refer to the following topics:
e Header (only 1)
¢ Accounting Distribution (0 - n)
e Vendor (0-n)
e Commodity Group (1 - n)
e Commodity (1-n)
e Accounting (1-n)
e Special Instructions (0 - n)
e Free Form Vendors (0 - n)

The UR transaction contains many of the same tabs listed above; however the Step number is listed first.
Also, the UR transaction contains two additional sections that do not exist on the other RQ transactions:

e Step 6: Comparison

e Step 7: Created Transactions

RQ Delivered Transaction Codes

The RQ Transaction Type contains several delivered Transaction Codes. Each Transaction
Code varies based on the event types and functionality that are associated with them. The
full list of delivered transaction codes is as follows:

Transaction Name Transaction Intended Use Sub Type
Code

Auction Requisition RQA Used if the requestor wants to sell an item(s). RQA

Master Agreement RQM Used if the requestor already knows that the RQM

Requisition request is going to end in a Master Agreement.

Maximo Standard RQSM If Maximo is integrated with Advantage, then the RQS

Requisition RQSM is created when a Purchase Request is

created in Maximo that does not reference a
contract. If the RQSM is modified or cancelled in
Financial, then it is a manual process to update
Maximo.
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Non-Accounting RQN Used if the Requestor does not want to pre- RQN

Requisition encumber funds.

Standard Requisition RQS Used to pre-encumber funds when making a RQS
request.

Universal Requestor UR The Universal Requestor (UR) transaction enables UR

the most basic users to create Requisition, Award
and Payment Request transactions. A UR
transaction can be automatically created by the
Shopper - Checkout page if the Code field on the
Checkout page is of the UR Doc Sub Type. A
Universal Requestor transaction is also
automatically created from a PunchOut session
when the buyer checks out from a supplier's
webstore. These transactions have the PunchOut
Order flag checked and are in a Draft phase.

Related Topic(s):

For a description of the delivered event types allowed for the RQ Transaction Type, please refer
to the Financial Administration User Guide, “Procurement Accounting Model" topic under
"Accounting Model Delivered Configuration”.

For instructions on how to create a request, refer to the "Create a Request via Shopper" topic
under Common Business Tasks.

The RQ Transaction Type belongs to the Requisition State.

Header

The Header tab on the RQ Transaction Type provides general information associated with the entire
request.

>

Procurement Folder Logic

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

Required/Conditionally Required Fields

The following fields are required, and if left blank are automatically populated by CGI
Advantage:
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e Record Date

e Budget FY

e Fiscal Year

e Period

e Procurement Type ID

The following fields are conditionally required based on site specific setup on the
Transaction Control (DCTRL) table:

e Transaction Name
e Transaction Description

The following fields are conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e PCardID
e IssuerID
e Requestor ID
e Requestor Name
e Phone Number
e Email
e Reporting 1
e Reporting 2
e Reporting 3
The following field is required when requesting items for inventory:
e Warehouse

The following fields are conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC) table for a Cancelled Requisition:

e Cancellation Code
e Cancellation Reason

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e PcardID

e Accounting Profile
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e Warehouse
e |IssuerID
e Requestor ID
e Shipping Location
e Billing Location
e Reporting 1
e Reporting 2
e Reporting 3
The Header tab of the RQ Transaction Type contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level Actions

e Ship/Bill To Lines - This action defaults the values entered in the Default
Shipping/Billing fields on the Header tab to all blank Shipping/Billing fields for all
existing commodity lines on the Commodity tab.

o Load Accounting Profile - This action loads the selected Accounting Profile to the
Accounting Distribution tab.

e View Procurement Folder - This action transitions you to the Procurement
Management page, which allows you to review other Procurement Folder
information associated with the selected Procurement Folder. The View
Procurement Folder action is only active if the Procurement Folder ID field is
populated.

e Reset Buyer - This action (if activated) allows the user to reassign the Buyer/Buyer
Team per buyer assignment logic. Refer to the “Buyer Logic” topic for more
information.

e Load Vendor List - This action allows you to optionally add Vendors to the RQS by
selecting from pre-defined templates set up on the Vendor List Template
(VENDLSTT) table. If a Vendor List Template is selected in the Vendor List
Template Code field, then the Load Vendor List action must be selected. After the
Load Vendor List action is selected, all vendors associated with the template are
loaded to the Vendor tab of the RQS.

e Apply Tax Profile - This action is used to apply the Tax Profile entered in the
Header of the RQS transaction to the Tax Profile fields on all the Commodity Lines.
This action allows you to enter a single Tax Profile and have it propagate
throughout the Commodity lines, which significantly reduces data entry. This is a
hard inference and overwrites any existing values in the Commodity Line Tax
Profile.

Related Topic(s)

e RQ Transaction Type
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Accounting Distribution

The Accounting Distribution tab on the RQ Transaction Type is used as a data entry tool to quickly apply
the same accounting elements and split to all commaodity lines.

The majority of fields on the RQ accounting line are common to accounting transactions and can be
reviewed in the CGI Advantage - Transactions User Guide. The Debt ID field is most often used to
indicate future spending of bond or loan proceeds. Please refer to the Debt Management User Guide for
the general edits for this field.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL) page is
selected, the values entered in the following field are validated against the Transaction Department to
verify that the value entered is authorized for that specific Transaction Department:

e Accounting Template
The Accounting Distribution tab of the RQ Transaction Type contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level Actions

o Distribute Accounting Lines - When selected, one Accounting line will be inserted
for each Commodity Line for the corresponding Accounting Distribution Line. The
distribution percentages are applied to the Iltem Amount to arrive at the Accounting
Line amount. The COA elements on the Accounting Distribution are passed on to
the Accounting Line.

Vendor

The Vendor tab on the RQ Transaction Type lists suggested Vendors for providing the goods/services.
These vendors are only suggested vendors and may or may not be the actual vendor that is awarded the
procurement. Vendors are selected from a pick list that is populated by the Vendor/Customer table. This
tab is optional and more than one vendor can be added as the suggested vendor.

> Required/Conditionally Required Fields

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Vendor/Customer

The following field is required if a non-miscellaneous vendor is selected:
e Address Code

The following fields are required if a Vendor Contact ID is not entered:
e Vendor Contact Name

e Vendor Contact Phone
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If the Allowed Vendor Type field on DCTRL is set to allow service vendors only:

e |f the vendor(s) on the transaction have the Service flag checked on their vendor
record, or have both the Service and Purchasing Agent flags checked, no error will
be issued.

e If any vendor on the transaction has only the Purchasing Agent flag checked on
their vendor record, an error will be issued.

If the Allowed Vendor Type field on DCTRL is set to allow commodity vendors only:

e If the vendor(s) on the transaction have the Purchasing Agent flag checked on their
vendor record, or have both the Service and Purchasing Agent flags checked, no
error will be issued.

e If any vendor on the transaction has only the Service flag checked on their vendor
record, an error will be issued.

Commodity Group

The Commodity Group tab on the RQ Transaction Type allows you to define groups for
categorizing/organizing commaodity lines.

> Universal Requestor (UR)

Commodities that show up in the Available on a Master Agreement section in the search
results on the Shopper (SHOP) page allow either a Delivery Order or a Payment Request
transaction to be created from the UR transaction. By default, a Delivery Order transaction
is created from a UR transaction for each Commaodity Group that is associated with a
Master Agreement. You can create a Payment Request transaction instead by selecting
the Create Payment flag on the Commodity Group tab. If there are multiple Commodity
Groups with the Create Payment flag selected, then each Commaodity Group is used to
create a new Payment Request transaction. If you select the Create Payment check box
and the Payment Request Transaction Code specified on System Options does not allow a
reference to a Master Agreement, or the Commodity Group does not contain a Master
Agreement, an error is issued. If the Create Payment flag is selected on the Commodity
Group component and the UR does not contain an Accounting Line the resulting Payment
Request will fail, since the referenced Master Agreement does not contain accounting
information. Please refer to the “Master Agreement Commodities” topic for more
information.

For information on how the grouping logic and transaction logic works when a Universal
Requestor transaction is created, refer to the following tabs:

e Universal Requestor Grouping Logic
e Universal Requestor Transaction Logic
> Required/Conditionally Required Fields
The following field is required:

e Description
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Commodity

The Commodity tab on the RQ Transaction Type provides all commodities associated with the
transaction and the associated details for requesting this item or service. Commodity line information
appears within the commodity groups that were established.

> Required/Conditionally Required Fields
The following field is required:
e Line Type
The following fields are required if the Line Type is ltem:
e Quantity
e Unit
e Unit Price
The following field is required if the Line Type is Service:
e Contract Amount
The following fields are required if the Line Type is Discount:
e List Price
e Discounted Unit Price
The following field is required if the Line Type is Catalog:
e Catalog
The following fields are required if the Line Type is Discount:
e Discount From
e Discount To
The Line Type of Cost Plus is not allowed on the RQ Transaction Type.
If Line Type is Not Specified

e If Line Type is Not Specified either Item Information (Quantity, Unit, Unit Price) or
Service Information (Contact Amount, Service From, Service To) fields are required.

o If the RQ Transaction Type transaction is generated with the Line Type of Not
Specified and the RQ is copied forward to the PO Transaction Type transactions,
the Item or Service Information entered on the RQ is inferred to the same fields on
the PO. If the RQ Transaction Type is generated with the Line Type of Not
Specified, the Item or Service Information is inferred to the PO Transaction Type
transactions on copy forward. The existing logic remains the same, that is, if the
Line Type on PRDOC is set to Item then both lines on the PO Transaction Type
default to the Line Type of ltem.
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If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)

page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e External Warehouse
e Accounting Profile

e Comm Ref Dept

e Shipping Location

e Billing Location

If Maximo is being integrated, then the Commodity Line Description field is required if
the Line Type is Service. If the Line Type is Service, then the selected Commodity Code
must be marked as an External Service on the Commaodity table. If Maximo is being
integrated, and the Line Type is /tem, then the External Item ID field is required.

The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e Commodity Line Description
e Commodity

e Shipping Location

e  Shipping Method

e Free on Board

e Delivery Date

e Delivery Type

e Billing Location

e Issuer

e Packing Instructions
e Hazardous Materials
e Special Handling

e Additional Handling
e Manufacturer

e Model

e Warranty Type

e Under Quantity

Advantage 4 © CGI Technologies and Solutions Inc.

Page 38



CGlI Advantage - Procurement User Guide

e Under Contract Amount
e  Over Quantity
e Over Contract Amount
The following field is required if no Commodity Code has been entered:
e No Code Description

The External Item ID field is required if the External Warehouse field is populated. The
External Item ID field can only be populated if the Line Type is ltem, and the Source
System field on the Item table for the selected External Item is Maximo.

The Environmentally Preferred Purchase (EPP) section is only available when the ENABLE_EPP
parameter is set to Yes on the Application Parameter (APPCTRL) table. This section can be used
to define:

e Product Certifications
e Recycled Content

o EPP Attributes

e EPP Product

If the Allow Extended Description Edit flag on the Procurement Transaction Control (PRDOC)
page is checked, editing is allowed on the Extended Description field on the subsequent versions
of the transaction.

The Commodity tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

e Ship/Bill To Lines - This action defaults values entered in the Default
Shipping/Billing fields on the Header to the Shipping/Billing fields on the Commodity
tab for all existing commodity lines.

Related Topic(s):

Refer to the "RQ Transaction Type" topic for information on the Inactive Line functionality and the
Lock Order Specs functionality.

Accounting

The Accounting tab of the Requisition (RQ) Transaction Type is a required part of transaction data entry
where one or more lines will record the chart of accounts used to most likely pre-encumber funds for a
later purchase. The sum of the Line Amount field on the accounting lines for a commaodity line must equal
the total of the commodity line they are funding. The majority of fields on the RQ accounting line are
common to accounting transactions and can be reviewed in the CG/ Advantage - Transactions User

Advantage 4 © CGI Technologies and Solutions Inc. Page 39



CGlI Advantage - Procurement User Guide

Guide. A small number of fields are unique to transaction types that perform requisition and ordering
functions:

Reserved Funding - A required choice of three values: No, Yes, and Locked. The value serves
as a means to designate an accounting line to be a source of funding of last resort (Locked) or to
be an out year to fund a purchase in a future Budget FY (Yes). The choice of Locked must be
made manually where choices of No and Yes will default according to setup of the Event Type on
the accounting line. When a transaction that has accounting lines marked Yes or Locked, those
lines will not be automatically referenced and must be manually referenced. When the lines of
regular funding (No) have been or will soon be consumed, you should modify the transaction to
change the value from Locked to No in order to continue referencing the transaction. The
Contract Roll process will change all lines marked as Yes to No at year end when budgets for the
subsequent year have been loaded and open to activity.

Roll Indication 1 & 2 — In the event that an accounting line was rolled at year end from the prior
Budget FY and Fiscal Year, both indications are flagged Yes. This indicates that the posting lines
will record the backout and reposting of the Line Open Amount at the time of rolling. The
difference between the indications is that #1 is flagged Yes only on the transaction version that
rolled. #2 remains Yes in all subsequent versions to indicate the line has rolled at least once.

Debt ID - This field is most often used to indicate future spending of bond or loan proceeds.
Please refer to the Debt Management User Guide for the general edits for this field.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL) page is
selected, the values entered in the following field are validated against the Transaction Department to
verify that the value entered is authorized for that specific Transaction Department:

Accounting Template

Special Instructions

The Special Instructions tab on the on the RQ Transaction Type provides the instructions associated with
the request. The Special Instructions (SPIS) table is used to establish "pre-established" special
instructions for selection on this detail tab and this tab is used to associate those instructions to the
specific request.

>

Required/Conditionally Required Fields

This tab is not required to submit the Requisition transaction. However, the following field
must be populated if a record is inserted in this section:

e Special Instructions Code

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Special Instructions Code

Free Form Vendors
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The Free Form Vendors tab on the RQ Transaction Type allows you to add suggested vendors by free
form entry. The vendors added to this tab are not on the Vendor/Customer table, and adding vendors to
this tab does not add them to the Vendor/Customer table.

> Required/Conditionally Required Fields
The following fields are required if a line is inserted on this tab:
e Correspondence Type
e Vendor Name

The following fields are required if the Correspondence Type is Postal Service:

Principal Contact
e Address 1
e City
e State Code
o State (inferred based on value selected in the State Code field)
e Zip
The following fields is required if the Correspondence Type is Fax:
e Fax Number
The following fields is required if the Correspondence Type is E-Mail:

e Email Address

UR - Step 6: Comparison

The Step 6: Comparison tab of the Universal Requestor (UR) transaction displays the Commodity
Comparison Sheet associated with the entire request. This tab represents the items or services selected
during the search process and is used by the Universal Requestor to determine how to process the line.
This tab is automatically populated by Advantage.

UR - Step 7: Created Transactions

The Step 7: Created Transactions tab of the Universal Requestor (UR) transaction code lists the
transactions that have been created by the UR transaction. If the Auto Submit From UR flag is selected
on the System Options table, then all transactions generated by the UR will automatically be submitted
when the UR goes to Final. If all transactions on the Created Transactions component are in the Final
Phase or deleted, or a combination of both, then the Generated Transactions Successfully Processed
flag on the Header tab will automatically be selected upon opening the UR transaction. This tab is
automatically populated by CGI Advantage.

SO Transaction Type
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"Solicitation” is the general term given to transactions that are used to formally advertise a requirement
and invite vendors to respond with bids or proposals, or to qualify vendors for a second stage of the bid
process. Solicitation transactions may also be used for reverse auctions, surplus auctions or sales. The
Solicitation Transaction Type in CGI Advantage is used to describe the goods or services that are being
requested or auctioned along with specifying any terms or conditions for participating in the bidding
process.

> Inactive Line Functionality on Solicitation Transactions

The Inactive Line flag can be selected on Modification Draft SO transactions in CGI
Advantage. The following general rules apply to this field on transactions of the SO
Transaction Type. (Rules that apply only to specific components are listed with the
component in the table below):

e The Inactive Line flag cannot be set to True on a new line.

e The Inactive Line flag cannot be selected unless the Solicitation Status is "Open”
(that is, the Solicitation Closing Date and Solicitation Closing Time have not passed,
the Solicitation has not been awarded, or the Solicitation has not been cancelled).

e Inactive lines are not copied forward into a target transaction.

e |f the Hide Inactive Procurement Lines flag is selected when printing the SO
transaction, then only the active lines are printed. If the Hide Inactive Procurement
Lines flag is not selected when printing the SO transaction, then the active and
inactive lines are printed.

e |f the Hide Inactive Procurement Lines flag is selected when assembling the SO
transaction, then only the active lines are assembled. If the Hide Inactive
Procurement Lines flag is not selected when assembling the SO transaction, then
the active and inactive lines are assembled. (Refer to the "Understanding the
Assembly Process” section in this user guide, for more information on the Assembly
functionality.)

The Inactive Line flag is included on the following Solicitation tabs:

Transaction Tab Tab Specific Rules

Schedule of Events

Terms and Conditions

Commodity Group

Commodity If the Inactive Line flag is selected for a Commodity Group, then
all Commodity Lines associated with the inactive Commodity
Group are also marked inactive.

Commodity T&C If the Inactive Line flag is checked for a Commaodity Line, all

associated Commodity T&C Lines are also marked inactive.

Evaluation Criteria Group
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Evaluation Criteria Line If the Inactive Line flag is checked for an Evaluation Criteria
Group, all associated Evaluation Criteria Lines are also marked
inactive.

If both the Response Required and Inactive Line flags are
selected, the Evaluation Criteria Line is saved as Inactive and
response is not required for that criteria line.

Supporting Documents

> Lock Order Specs Functionality

On the PRDOC table the Lock Order Specs indicates if vendors can bid with alternate
Commodity Specifications than those specified on the RQ and SO Transaction Types. If
this check box is selected then it defaults the value to Yes on the transactions and this
indicates that the vendor cannot bid with alternate specifications. If the check box is
unselected, it defaults the value of No on the transactions and alternate specifications can
be submitted.

In the actual RQ types of transactions the PRDOC value can be overridden by selecting a
different value on the Lock Order Specs CVL before submitting to final. Valid values are
Blank, Yes, or No. If the SO transaction references a RQ Transaction Type then the value
of the Lock Order Specs CVL is defaulted from the RQ Transaction Type, else the value is
defaulted from the PRDOC table. Similar to the PRDOC, the default value can be
overridden on the transaction.

On modified version of SO Transaction Type, the value of Lock Order Specs CVL cannot
be changed from No to Yes on an existing commodity line. If a new commaodity line is
added on the modification version of the Solicitation transaction (that was not present on
the previous version), then the Lock Order Specs CVL can be set to either Yes or No.

> Amendments to a Solicitation

A buyer can make changes to the Solicitation transaction any time prior to the Solicitation
being released. Once the Solicitation has been published, changes to the Solicitation are
tracked in the form of amendments. Notification of amendments will automatically be sent
to vendors on the vendor list (as previously described) and vendors that have responded
but were not on the list. The Prohibit Online Responses flag can be modified in a
Solicitation Amendment if the flag is being changed from true to false, allowing online bids
to be submitted. However, the Prohibit Online Responses flag may not be modified in a
Solicitation Amendment if the flag is being changed from false to true, prohibiting online
bids to be submitted. In short, once a Solicitation has been finalized, the Buyer can allow
online responses to that Solicitation if they were originally prohibited, but the Buyer cannot
prohibit online responses to that Solicitation if they were originally allowed. This is because
once the Solicitation has been finalized and the Let Date has passed, a vendor may have
already responded to that Solicitation. A buyer cannot change the Restrict Multiple
Responses per Vendor TIN flag during a modification of a submitted Solicitation
transaction.

The following steps identify the amendment process of an open published Solicitation
transaction in CGIl Advantage Procurement:

1. Open Solicitation transaction, click Edit and make changes.
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>

2. An Amendment Number will be automatically assigned.

3. The amended solicitation will be posted to the web after the modification is finalized.
Amendment detail may also be posted to the web. This is controlled by a publishing
option.

4. All vendors that were originally notified are notified of the amendment along with
any vendors that have responded to the Solicitation.

Key inputs/outputs of the Solicitation Transactions

A Solicitation transaction can reference all Requisition transactions. Information from a
Requisition transaction can be copied forward to the Solicitation transaction, thereby
eliminating the need for re-keying. You may also select individual RQ lines from multiple
procurements.

A Solicitation transaction can be referenced by the Solicitation Response transaction the
Evaluation transaction, all PO transaction types, and the Master Agreement. Transaction
references are defined on the Transaction Allowable References (DARF) table.

Along with the ability to print the Solicitation, when a vendor has a Correspondence Type
of Postal Service, you can generate a separate mailing label for the corresponding
Solicitation. The mailing label includes the following fields:

e Vendor Name

e Solicitation Description (30 - characters)
e Street 1

e Street2

o City, State Zip

The Request for Proposal (RFP) Transaction Code is comprised of the following tabs:

Header (only 1)

Schedule of Events (0 - n)
Terms and Conditions (0 - n)
Commodity Group (0 - n)
Commaodity (0 - n)

Commodity T&C (0 - n)
Evaluation Criteria Group (0 - n)
Evaluation Criteria Line (0 - n)
Vendor List (0 - n)

Free Form Vendor (0 - n)

Vendor Rotation (only 1)

Advantage 4 © CGI Technologies and Solutions Inc. Page 44



CGlI Advantage - Procurement User Guide

e Commodity Email Push (0 - n)
e Publishing (only 1)

e Supporting Transactions (0 - n)

SO Delivered Transaction Codes

The SO Transaction Type contains several delivered Transaction Codes. Each Transaction
Code varies based on the functionality that is associated with them. Differences may also
exist based on site specific setup on the Transaction Control (DCTRL) table and
Procurement Transaction Control (PRDOC) table. The full list of delivered Transaction
Codes is as follows:

Transaction Transaction Intended Use

Name Code

Best and Final BAFO Used as the second round of RFP. Selected

Offer respondents are provided the opportunity to alter their

original response to reflect their best and final offer for
the Solicitation.

Grant Funding GFO Solicitation used to announce a grant opportunity with

Opportunity instructions on how to apply. Refer to the “Grant
Funding Opportunity (GFO) ” topic in the Grantor User
Guide for more information.

Request for Bid ' RFB Used for procurements where the commodities for
goods/services are delineated.

Request for RFI Used to gather information when a conceptual need
Information has been identified, but the detailed requirements
needed to achieve the goal need to be defined.

Request for RFP Used to propagate procurements that may not have

Proposal exact parameters. May or may not be commodity
driven.

Request for RFQ Used in informal solicitations for goods/services.

Quote

Reverse Auction | RA Solicitation to auction off goods to the lowest bidder.

Surplus SPL Solicitation to offer for sale commodities deemed

surplus by the owner.

Surplus Sealed | SSB Sealed solicitation to offer for sale commodities
Bid deemed surplus by the owner where the bidders cannot
see the lowest bid.
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Related Topic(s):
e The SO Transaction Type belongs to the Solicitation State.

e Common Business Tasks

Header
The Header tab of the Solicitation transaction lists general information describing the procurement.
> Procurement Folder Logic

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Solicitation Category Logic

The Solicitation Category field is used to define a high level solicitation category group.
The Solicitation Category is defined by each site on the Solicitation Category page and is
intended to make the solicitation bidding easier for vendors by allowing them to narrow
their search in VSS by Solicitation Categories. Examples of Solicitation Categories are:
Construction, Services/Consulting, Technology, Equipment, Printing, Supplies, Sub
Contracting, and Professional.

The following Solicitation Category inference logic applies:

e On validate of SO Transaction Type transaction and Solicitation Category field is
blank, the system will perform the first lookup to the Solicitation Category field on
PRDOC for this Solicitation Transaction Code.

e If no value is specified in the Solicitation Category field on PRDOC, then the system
performs next lookup to the Solicitation Category field from the Procurement Type.

e If no value is specified in the Solicitation Category field on Procurement Type, then
the default Solicitation Category is inferred from the ‘Default’ entry on the
Solicitation Category table for this transaction.

e Inall cases, the user is allowed to change the default value of the Solicitation
Category that is inferred to the SO Transaction Type transaction.

> Vendor Restrictions

The following vendor restriction flags are available on the Header of the solicitation
transactions:
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o Vendor List Restricted Access to Solicitations? - This flag, when selected,
indicates that the solicitation can only be viewed by those vendors and their
associated VSS users that are listed in the Vendor List tab of the SO
transaction. This flag has no system relationship to the Vendor List Restricted
Responses? flag.

e Vendor List Restricted Responses? - This flag indicates whether the vendors on
the Vendor List are allowed to submit a response for this solicitation. If this check
box is selected, then only vendors on the Vendor List are authorized to submit
responses (SR transactions) in VSS.

e Restrict Public Access Ask Questions - This flag indicates whether public
access users in VSS are allowed to ask questions online for a published solicitation.

> Required/Conditionally Required Fields
The following fields are required, and if left blank are automatically populated:
e Record Date
e Procurement Type

The following fields are conditionally required based on site specific setup on the
Transaction Control (DCTRL) table:

e Transaction Description
e |ssuerID

e Requestor ID

e Name
e Phone
e Email

The following fields are conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC):

e Terms and Conditions Template
¢ Reason for Modification

e Grant Year (this field is delivered hidden and can be changed to displayed via
Configure Page (DESIGNER), to make it available for use on SO type Grantor
transactions.)

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Bid Receiving Location

e |ssuerID
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> Tasks

Requestor ID
T & C Template

Create a Terms and Conditions Template

The Add Templates section allows you to optionally place the Terms and
Conditions you have set up on the current solicitation into a template on the
Terms and Conditions Template (TRMTM) table.

1. Enter avalueinthe T & C field.

2. Enter a value in the Name field

3. Select the Add Template check box.
Create a Vendor List Template

The Add Templates section allows you to optionally place the Vendors you
have set up on the Vendor List tab for the current solicitation into a template
on the Vendor List Template page. (Note: Vendors added by the Vendor
Rotation tab or by the Free Form Vendor tab will not be added to the
template.)

1. Enter a value in the Vendor List field.
Enter a value in the Name field.
Enter a value in the Buyer ID field.

2
3
4. Enter a value in the Department field.
5. Enter a value in the Comm Class field
6

You can optionally select the Prequalified List check box to indicate
whether a pre-qualified vendor list was used for the Solicitation.

7. Select the Add Template check box.

Once added, the newly created template can be selected on future
transactions.

Create an Evaluation Criteria Template

The Add Templates section allows you to optionally place the Evaluation
Criteria you have set up on the current solicitation into a template on the
Evaluation Criteria Template page.

1. Enter a value in the Evaluation Criteria field.
2. Enter a value in the Name field
3. Select the Add Template check box.

Once added, the newly created template can be selected on future
transactions.
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The Header tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

Assemble Transaction - Solicitation transactions allow you to initiate the Assembly
Process when the Assemble External Terms and Conditions parameter is set to
True on the Applications Parameters table. This process assembles specific
transaction tabs, all of the attached Terms and Conditions, and all of the Supporting
Transactions attached to the transaction within a single formatted PDF transaction.
(Note: Inactive lines will not be assembled if the Hide Inactive Procurement Lines
flag is selected upon initiating the assembly request.) Please refer to the "Assembly
Process” topic for more information.

Refresh T & C - When selected, Advantage looks to the Terms and Conditions
(TRMC) page and determines the Last Update Date for all Terms and Conditions
(T&C) currently in the Terms and Conditions tab and in the Commaodity T&C tab of
the transaction. If the Last Update Date on the TRMC page is greater than the T&C
Last Updated Date for the corresponding T&C on the transaction, the system infers
over the existing T&C and replaces it with the updated version from the TRMC
page. This inference occurs for T&C in both the Terms and Conditions tab as well
as the Commodity T&C tab.

Load Vendor List - When selected, any vendors associated with the template
selected in the New Vendor List field are loaded to the Vendor List tab.

Load T & C - When selected, any terms and conditions associated with the
template selected in the T & C field are loaded to the Terms and Conditions tab and
to the Commodity T&C tab.

Load Schedule of Events - This action loads all events associated with the
Template ID entered in the Schedule of Events field to the Schedule of Events tab
of the Solicitation transaction.

Reset Buyer - This action is active if the RESET BUYER parameter on the
Application Parameter page is set to Yes. When selected, this action re-applies the
logic for assigning a buyer/buyer team to the Procurement. Refer to the "Buyer
Logic" topic for more information.

View Procurement Folder - This action allows you to transition to the Procurement
Management page to review transactions associated with the Procurement Folder.
Once you transition from this transaction to the Procurement Management page a
Back link is visible. Selecting the Back link transitions you back to the transaction
you transitioned from.

View Assembly Request - This action transitions you to the Assembly Request
page, which allows you to view the current and previous status of the Transaction
Assembly process for the selected transaction. This link is only visible when the
Assemble External Terms and Conditions parameter is set to True on the
Applications Parameters table.

Schedule of Events

The Schedule of Events tab on the Solicitation transaction allows a buyer to indicate a schedule of events
for the Solicitation. This can include the date of a bidder’s conference, due date for questions, solicitation

closing date, and so forth.
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> Required/Conditionally Required Fields

The Schedule of Events tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, then the following fields are
required:

e Sequence
e Days
e Event Code
e Event Name
e Event Date
Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality.
> Tasks
You can enter events on this tab in one of the following ways:
e Manually insert events by selecting from an existing Event Code using the pick list.
e Manually insert events by entering an ad-hoc Event Code that does not exist.

e Add events from a pre-defined template by selecting a template from the Schedule
of Events field in the Templates section of the Header. You must then click the
Load Schedule of Events action on the Header. Clicking this action loads all
events associated with the Template ID entered in the Schedule of Events field to
the Schedule of Events tab.

The Schedule of Events tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Populate Event Dates - This action automatically calculates the Event Dates for you
based on the sequence and number of days entered for each event.

Terms and Conditions

The Terms and Conditions tab on the Solicitation transaction allows a buyer to choose individual terms
and conditions from the Terms and Conditions (TRMC) library or add new ones by free form. Terms and
Conditions can also be added to this tab after the Load T & C action is selected and a template is
specified in the Term/Condition field on the Templates section on the Header. Terms and Conditions can
be automatically updated in this tab when the Refresh T and C action is selected on the Header. Refer to
the "Header" topic for more information on the actions and templates on the Header.

> Required/Conditionally Required Fields
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The Terms and Conditions tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
Conditions check box is selected on the Procurement Transaction Control (PRDOC) table
then the following fields are required:

e Term/Condition
e Name
e Detail
Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C
> Special note on Terms and Conditions

o |f the Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Detail field without
additional file attachments.

e |f the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The Detail
field is protected in this situation. If a record exists, the attachment Transaction XML
file and any other Image files associated with that record are copied as attachments
to the record on the transaction. Only one Transaction XML type file can exist for a
Terms and Conditions record at any time. If the modification of the Terms and
Conditions is required, and the Terms and Conditions entered is not locked, you
must first delete the Transaction XML attachment before you can upload a second
Transaction XML type file in order to create a new Transaction XML attachment. On
Validate and Submit, the system verifies that a Transaction XML attachment exists
for the Terms and Conditions entered.

e Upon creation of a new transaction, if the Load T&C By Procurement Type is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the Terms and Conditions Template field on the Templates
section of the Header tab is inferred from the specified Default T&C Template on
the Procurement Type page based on the Procurement Type of the transaction. It
also populates the Terms and Conditions tab of the transaction with all of the Terms
& Conditions from the selected template. This inference occurs only once on initial
draft versions of the transaction and not on modification or cancellation versions.

e When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.
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Commodity Group

The Commodity Group tab on the Solicitation transaction allows a buyer to group commodities
together. For example, desks, chairs and bookshelves could be grouped as Office Furniture for soliciting
bids.

> Required/Conditionally Required Fields
The following field is required to submit the RFP transaction to Final:
e Commodity Group Description

Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality.

Commodity

The Commodity tab of the Solicitation allows a buyer to indicate specific details about the item that they
are soliciting. For example, packing instructions, size, color, manufacturer, and warranty information can
be specified.

> Pricing Attachments

*Note: For Solicitations submitted without commaodity lines, vendors can choose an
Attachment Type of Pricing when attaching their pricing information to their vendor
response in Vendor Self Service (VSS). Once the Solicitation Closing Date and Closing
Time has passed, the vendor responses are synched from VSS to Advantage with all
attachments, except for those with an Attachment Type of Pricing. Pricing attachments
remain secured in the VSS lockbox, until the Pricing Attachment Open Date and Pricing
Attachment Open Time, on the Header of the EV transaction, has passed. This feature
allows the evaluation of responses without being influenced by pricing. Evaluations can be
completed twice, once without pricing information and once with pricing information.

> Create a T&C Template

The Commodity tab allows you to optionally place the Terms and Conditions you have set
up on the Commodity T & C tab of the RFP for the selected Commodity line into a template
on the Terms and Conditions Template (TRMTM) table. The New Terms and Conditions
Template field and the Name field must be populated and the Add Template check box
must be selected, to add the new template to the TRMTM table Once added, the newly
created template can be selected on future transactions.

> Line Item Preferences

The Line Item Preference fields allow buyers to indicate up to 5 Preference Codes that are
applicable to the selected Commodity line. Pick lists are provided to the Line Item
Preference table and only valid values set up on this table can be entered in the
Preference 1 through 5 fields. Each Preference record has an associated Weight Factor %
and an optional Dollar Cap that is inferred from the Line Item Preference table. On the
Solicitation Response transaction, you can select the Include check box if the vendor
wants to be considered eligible for the selected Preference and bid price. On the
Evaluation transaction, the buyer can change the value of the Include flag from what was
inferred from the Solicitation Response transaction.

> Required/Conditionally Required Fields
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The following field is required:
e Line Type
The following fields are required if the Line Type is ltem:
e Quantity
e Unit
e Unit Price
The following field is required if the Line Type is Service:
e Contract Amount
The following field is allowed only if the Line Type is Service:
e Pre Fixed Line

If the Pre Fixed Line check box is selected, Pre Fixed Contract Amount will be
required and should be greater than 0.

The following field is conditionally required, based on site specific setup on the Transaction
Control (DCTRL) table:

e Commodity Line Description

The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e Commodity

e *Shipping Location
e Shipping Method

e Free on Board

e Delivery Date

e Delivery Type

e *Billing Location

e Packing Instructions
e Hazardous Materials
e Special Handling

e Additional Handling
e Manufacturer

e Model
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e Warranty Type
e Terms and Conditions Template

Note: The Shipping Location and Billing Location default from the Procurement User
table, based on the value specified in the Requestor ID field on the Header.

Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality
and Lock Order Specs functionality .

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

o Referenced Transaction Department
e Shipping Location

e Billing Location

e T&C Template

If the Allow Extended Description Edit flag on the Procurement Transaction Control (PRDOC)
page is checked, editing is allowed on the Extended Description field on the subsequent versions
of the transaction.

The Commaodity tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

e Load T & C Commodity - When selected, any terms and conditions associated
with the template selected in the T & C Template field are loaded to the Commodity
T&C tab.

o Additional Extended Description - This action transitions you to the Commodity
Extended Description page, which allows you to add additional information for the
selected Commodity line than what can be captured in the Ext Description field.

Commodity T&C

The Commodity T & C tab on the Solicitation transaction allows a buyer to choose individual terms and
conditions from the Terms and Conditions (TRMC) library or add new ones by free form. Terms and
Conditions can also be added to this tab after the Load T & C Commodity action is selected and a
template is specified in the T & C Template field on the Templates section on the Commodity tab. Terms
and Conditions can be automatically updated in this tab when the Refresh T and C action is selected.

>

Required/Conditionally Required Fields

The Commodity T & C tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
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Conditions Template check box is selected on the Procurement Transaction Control
(PRDOC) table then the following fields are required:

e Term/Condition
e Name
o Detail
Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C Template
> Special note on Terms and Conditions

o |fthe Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Detail field without
additional file attachments.

e |f the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The Detail
field is protected in this situation. If a record exists, the attachment Transaction XML
file and any other Image files associated with that record are copied as attachments
to the record on the transaction. Only one Transaction XML type file can exist for a
Terms and Conditions record at any time. If the modification of the Terms and
Conditions is required, and the Terms and Conditions entered is not locked, you
must first delete the Transaction XML attachment before you can upload a second
Transaction XML type file in order to create a new Transaction XML attachment. On
Validate and Submit, the system verifies that a Transaction XML attachment exists
for the Terms and Conditions entered.

e Upon creation of a new transaction, if the Load T&C By Procurement Type is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the T&C field on the Templates section of the Header tab is
inferred from the specified Default T&C Template on the Procurement Type page
based on the Procurement Type of the transaction. It also populates the Terms and
Conditions tab of the transaction with all of the Terms & Conditions from the
selected template. This inference occurs only once on initial draft versions of the
transaction and not on modification or cancellation versions.

e When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.

Evaluation Criteria Group
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The Evaluation Criteria Group tab allows a buyer to add Evaluation Criteria to their Solicitation transaction
by using a pre-defined Evaluation Criteria Template. This information is published with the Solicitation, so
Vendors must respond to the Evaluation Criteria that belongs to this template.

>

Required/Conditionally Required Fields

The Evaluation Criteria Group tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, or the Require Evaluation
Criteria Template check box is selected on the Procurement Transaction Control
(PRDOC) table then the following fields are required:

e Criteria

e Short Description
e Response Type
e Points

Refer to the "SO Transaction Type" topic for information on the Inactive Line functionality.
Refer to field level help for more information.

Evaluation Criteria Line

The Evaluation Criteria Line tab on the Solicitation transaction allows a buyer to choose individual
evaluation criteria from the Evaluation Criteria library or add new ones by free form. Evaluation criteria
indicates the characteristics on which a vendor's response will be compared and evaluated. Weights are
assigned to criteria as points. The Response Type field will default based on the values set up on the
Evaluation Criteria (EVL) table. Any changes needed after this time will require amending the Solicitation.
Refer to the "SO Transaction Type" topic for information on Amending a Solicitation.

>

Required/Conditionally Required Fields

The Evaluation Criteria Line tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, or the Require Evaluation
Criteria check box is selected on the Procurement Transaction Control (PRDOC) table
then the following fields are required:

e Criteria

e Short Description
e Response Type
e Points

Refer to the "Solicitation (SO) Transaction Type" topic for information on the Inactive Line
functionality.

Special Note on Response Required flag

The Response Required flag on the Evaluation Criteria Line tab on the Solicitation
transaction (SO) allows you to specify whether the selected evaluation criteria requires a
response by the vendor on the Solicitation Response (SR) transaction. If the Response
Required flag is selected and the Evaluation Criteria check box on the Publishing tab is not

Advantage 4 © CGI Technologies and Solutions Inc. Page 56



CGlI Advantage - Procurement User Guide

selected upon Validate/Submit, then a warning message is issued that the Evaluation
Criteria check box should be selected, if at least one of the Evaluation Criteria records has
the Response Required flag selected. If the Response Required flag is updated on an
existing Solicitation (SO) transaction, it is considered as an amendment and will trigger the
Solicitation Amendment Notification upon running the VSS Synchronization batch process.

Vendor List

The Vendor List tab of the Solicitation transaction allows a buyer to specify vendors that they want to
receive notice of the solicitation. Buyers can designate the final vendor list as restricted, limiting
responses to selected vendors only, by selecting the Vendor List Restricted Responses check box on
the Header. Buyers can limit notifications to only vendors on the Vendor List tab by selecting the Only
Notify Vendor List check box on the Publishing tab.

If the Solicitation Vendor List Response Required parameter on Application Parameters is set to Yes,
Evaluation transactions cannot be submitted to Final until all vendors on the Vendor List tab have
submitted a Solicitation Response transaction. The Solicitation Response Automation Generation (SRAG)
page allows you to quickly generate the Solicitation Response transactions.

Vendors can be added to this tab by selecting a Vendor from the Vendor/Customer pick list. You can only
choose a Vendor/Customer Code that is Active. A vendor can also be added from a Vendor List Template
on the Header, added on the Free Form Vendor tab, or added by vendor rotation. Vendors added to the
Vendor List through Random Vendor Selection may not be deleted from the Vendor List. However, you
may select a new Address ID associated with the Vendor Code or a new Contact ID associated with the
Address ID.

> Required/Conditionally Required Fields

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Vendor/Customer

The following field is required if a non-miscellaneous vendor is selected:
e Address Code

The following fields are required if a Vendor Contact ID is entered:
e Vendor Contact Name

e Phone

Free Form Vendor

The Free Form Vendor tab of the Solicitation transaction allows a buyer to specify vendors that they want
to receive notice of the solicitation. Buyers can designate the final vendor list as restricted, limiting
responses to selected vendors only, by selecting the Vendor List Restricted Responses check box on
the Header.

A vendor is added to this tab by free form. A vendor can also be added to the RFP from a Vendor List
Template on the Header, individually selected on the Vendor List topic or added by vendor rotation.

> Required/Conditionally Required Fields
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The following fields are required if a line is inserted on this tab:
e Vendor Name
e Default Correspondence
The following fields are required if the Correspondence Type is Postal Service:
e Principal Contact
e Address Line 1
e City
e State/Province
e Zip
The following fields is required if the Correspondence Type is Fax:
o Fax
The following fields is required if the Correspondence Type is E-Mail:

e Email

Vendor Rotation

Vendor Rotation is used to create a sampling of vendors based on specific criteria. A buyer may be
required by law to solicit a certain number of vendors. Some of those may need to be classified as
Minority-Owned vendors or Women-owned. Some may need to be recently awarded vendors. The
rotation works off of the commodity specified in the Rotation Commodity field. After your selections have
been made you can choose the Load Vendor Rotation link, this will add the vendors to the Vendor List
tab. Buyers can designate the final vendor list as restricted, limiting responses to selected vendors only,
by selecting the Vendor List Restricted Responses check box on the Header.

A vendor can also be added from a Vendor List Template on the Header, individually selected on the
Vendor List topic or added on the Free Form Vendor tab.

The Vendor Rotation tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links
e Load Vendor Rotation - This action automatically adds vendors to the Vendor List
tab based on the commodity specified in the Rotation Commodity field.
Commodity Email Push

The Commodity Email Push tab on the Solicitation transaction is used for vendor notification when a
vendor notification list is not provided. This tab is not required to submit the RFP transaction to Final.
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However, if a line is inserted on this tab, a Commodity Class must be selected in the Commodity field. All
vendors that are registered for the Commodity Class on the Vendor/Customer table will be notified about
the Solicitation. Notifications are sent based on the method specified in the Correspondence Type field on
the Vendor/Customer table.

Publishing

The Publishing tab on the Solicitation transaction allows a buyer to specify the tabs they want to appear in
the published solicitation, when they want it published (Let Date), how long it should be published, and
whether or not they want to publish the vendor list.

>

>

Required/Conditionally Required Fields

The following fields are required to submit the RFP transaction to Final:
o LetDate
e Close Date
e Close Time

Publishing Settings

The default values for the Publishing check box fields are inferred from the corresponding
field on the transaction’s Procurement Transaction Control (PRDOC) record. The value
from PRDOC is only inferred to the SO transaction upon the initial creation of a new
transaction and not when the transaction is created via the Copy or Copy Forward actions
and not on any subsequent modification versions. The inferred value can be changed by
an authorized user directly on the SO transaction.

The Evaluation Criteria flag indicates whether the Evaluation Criteria tab should be
included with the posted solicitation. If the Response Required flag is selected for at least
one record on the Evaluation Criteria Line tab and the Evaluation Criteria flag on the
Publishing tab is not selected upon Validate/Submit, then a warning message is issued.

By selecting the Prohibit Online Responses flag, a buyer can prohibit vendors from
responding to the Solicitation using the online Vendor Self Service™ application. This flag
may be defaulted upon transaction creation based on the value of the Prohibit Online
Responses flag on the Procurement Transaction Control (PRDOC) table. By selecting the
Restrict Multiple Responses per Vendor TIN flag, more than one response per Vendor
Taxpayer Identification Number (TIN) is not allowed.

By selecting the Prevent Entering Unit Price flag, the vendor will be prohibited from
entering the unit price on the Solicitation Response using the online Vendor Self Service
application. This flag may be defaulted upon transaction creation based on the value of the
Prevent Entering Unit Price flag on the Procurement Transaction Control (PRDOC) table.

The Issue to Vendor Self Service flag allows the buyer to indicate of the Solicitation
should be published to VSS. If the buyer does not want the Solicitation to be published to
VSS, this flag should not be selected.

Buyers can limit notifications to only vendors on the Vendor List tab by selecting the Only
Notify Vendor List check box on the Publishing tab.
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*Note: For Solicitations submitted without commodity lines, vendors can choose an
Attachment Type of Pricing when attaching their pricing information to their vendor
response in Vendor Self Service (VSS). Once the Solicitation Close Date and Close Time
has passed, the vendor responses are synched from VSS to Advantage with all
attachments, except for those with an Attachment Type of Pricing. Pricing attachments
remain secured in the VSS lockbox, until the Pricing Attachment Open Date and Pricing
Attachment Open Time, on the Header of the EV transaction, has passed. This feature
allows the evaluation of responses without being influenced by pricing. Evaluations can be
completed twice, once without pricing information and once with pricing information.

Once a Solicitation’s Close Date and Close Time have passed, a buyer may still be able to
make modifications to the Solicitation transaction. If the Allow Modifications After
Closing Date field on the Procurement Transaction Control (PRDOC) table is selected
and if the current date is less than or equal to a calculated final closing date, then
modifications are allowed. The last date that the buyer can modify a solicitation is
calculated by adding the number of days specified in the SO Modification Days After
Closing Date field on the PRDOC table to the Solicitation transaction’s original Close Date
and Time. If the current date is less than or equal to this calculated date, modifications are
allowed.

Even if the current date is greater than this calculated date, the buyer is allowed to modify
the Solicitation transaction, but an overrideable error is issued on validate/submit of
modified Solicitation transaction.

If the Allow Modifications After Closing Date field on the Procurement Transaction
Control (PRDOC) table is not selected, you cannot modify the Solicitation transaction after
the Close Date and Close Time.

The Require E-Bond and Require E-Notary fields on the Publishing section of the
Solicitation (SO) Transaction indicate that the Bond and Notary details should be
included in the published solicitation and required when the vendor responds via the
Solicitation Response (SR).

The default value for this field is inferred from the Require E-Notary fields on the
corresponding Procurement Transaction Control (PRDOC) record. The value is a
soft inference and is inferred to this field only when blank and on the first version of
the transaction and not on any subsequent modification versions. The default value
can be changed by an authorized user directly on the SO Transaction.

The Bond Request Threshold amount is used to determine when to infer the
Require E-Bond value. A Bond Request Threshold amount on PRDOC can only be
entered when the Require E-Bond flag is checked. This allows sites to configure a
dollar threshold for the solicitation and requires an E-Bond.

On the Procurement Transaction Control (PRDOC) table, the Bond Request Threshold
field is used to determine the threshold amount for SO transaction. The field defaults to 0.

Supporting Transactions

The Supporting Transactions tab on the Solicitation allows a buyer to view and attach files relevant to the
entire transaction, for example, a Statement of Work or other supporting transactions.

If the Assemble External Terms and Conditions parameter is set to True on the Application
Parameters page, then you can choose from all file types; however, if you want to use the attachments in
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the Assembled Process, you must select files with an Attachment Type of Transaction XML, Image XML
or Images(Zipped) XML. You can only select one Transaction XML type file per record; however, you can
enter as many rows as required. Images displayed within the word-processing file must be attached
separately within a Transaction XML file. You must specify the corresponding image attachments as
Image File types on the Upload Attachment page. During the Assembly process, the system will search
for the associated image only from attachments that have been identified as Image files. The files are
assembled into one PDF transaction when the Assemble Process is initiated. Please refer to the Upload
Attachment page help file for more information.

If the Assemble External Terms and Conditions parameter is not set to True, the Supporting
Transactions tab acts as a repository to store transactions associated with the transaction. When the
Print button is selected on the transaction, the transactions attached to this tab are not printed as part of
the print process.

SR Transaction Type

In CGI Advantage Procurement, the Solicitation Response (SR) Transaction Type is used for manually
entering a vendor’s response to a Solicitation. The response date and time of when the buyer received
the vendor’s bid must be prior to the closing date and time for the Solicitation. The vendor is not allowed
to make any changes to their response after the closing date and time.

Note: If the Restrict Multiple Responses per Vendor TIN flag is selected on the referenced Solicitation
transaction, then only one response per Vendor Taxpayer Identification Number (TIN) is allowed. This
includes responses entered through Vendor Self Service (VSS).

Important features for the SR Transaction Type:
> Key inputs/outputs of the Solicitation Response transactions
A Solicitation Response transaction can only reference a Solicitation transaction.

Unlike most procurement transactions, the Solicitation Response transaction cannot be
referenced by other transactions by using the Copy Forward action or New Transaction
action. Instead, the Solicitation Response transaction will be loaded into the Evaluation
transaction by invoking an action on the Evaluation transaction that references the
associated solicitation.

> Attachment Types

There are four Attachment Types: Standard, Proprietary, Pricing, and Catalog Picture. If
you choose Proprietary then the attachment will not be posted to VSS if responses are
published. If you choose Standard, then the attachment will be posted to VSS if responses
are published. The Pricing option is only available if the referenced Solicitation does not
have any information in the Commaodity Response tab. Pricing attachments will remain in
the VSS lockbox until the Pricing Attachment Open Date and Pricing Attachment Open
Time, established by the Buyer on the EV, have passed. If the Commodity Line Type is
Catalog, and the file is a picture of a Catalog Item, then choose Catalog Picture.

> Submission of Alternate Specifications

If the Lock Order Spec field is set to Yes on the referenced Solicitation transaction’s
Commodity Line then the Alternate fields in the Specification or Shipping and Handling
sections of the Solicitation Response transaction are protected and no information can be
entered.
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The SR contains the following tabs:

e Header

e Commodity Group

e Evaluation Criteria Group
¢ Evaluation Criteria List

e Modification Authorization
e Weighting Factors

The tabs on the SRW are slightly different than the SR; however, the same information is captured on
both transactions. The SRW contains the following tabs:

e Step 1: Response Summary
e Step 2: Commodity Response
e Step 3: Criteria Response

e Step 4: Mod Authorization

SR Delivered Transaction Codes

The SR Transaction Type delivered Transaction Codes are listed in the following table:

Transaction Transaction Intended Use

Name Code

Grant Funding GFA The Grant Funding Application transaction captures
Application grant-specific information and enables you to create

and submit grant funding applications in both FIN and
VSS. Refer to the Grantor User Guide for more

information.
Solicitation SR The Solicitation Response (SR) transaction allows a
Response buyer to enter a response to a Solicitation on behalf of
a vendor.

The SR contains the following tabs:

e Header

e Commodity Group

e Evaluation Criteria Group
e Evaluation Criteria List

e Modification Authorization
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o Weighting Factors

Solicitation SRW The Solicitation Response Wizard (SRW) transaction
Response enables manual or paper Solicitation Responses from a
Wizard vendor to be rapidly entered into the system. The SRW

transaction can only be created by the Solicitation
Response Wizard.

The tabs on the SRW are slightly different than the SR;
however, the same information is captured on both
transactions. The SRW contains the following tabs:

e Step 1: Response Summary
e Step 2: Commodity Response
e Step 3: Criteria Response

e Step 4: Mod Authorization

The differences between the SRW transaction and the SR transaction are how the
transactions get created, and how you enter the vendor’s responses.

Tasks

e Please refer to the "How to Record Vendor Responses” topic for more information
on creating the SRW and SR transactions.

e Forinstructions on how to create a SRW transaction, refer to the "Record a
Vendor's Response to a Solicitation" topic.

Related Topic(s):

The SR Transaction Type belongs to the Solicitation Response State.

Header

The Header tab of the Solicitation Response (SR) transaction displays information about the solicitation
and indicates the vendor responding to the solicitation. This tab also allows you to default the same
response type and comments to each line.

>

Recording a No Bid Response

The Solicitation Response transaction inherits information from the Solicitation transaction
to produce the structure for the vendor’s responses. For paper and fax responses, a buyer
must enter the vendor’s response into all of the required fields. If a vendor returns a No
Bid, then a response of No Bid must be entered and a reason provided in the Comments
field. By entering a No Bid response, the system will recognize that the vendor at least
participated in the Solicitation but choose not to bid on it. After entering the appropriate
values click the Apply Default Values to Commodity Lines action to default the values to
all lines. The values can be overwritten at the Commodity Level.
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> Procurement Folder Logic

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditional Required Fields
The following fields are required on the Header of the SR transaction:
e Vendor ID

e Response Date and Response Time - must be prior to the Solicitation's Close Date
and Close Time.

If No Bid is selected as the Response Type, then the Comment field is required.

If the Allowed Vendor Type field on DCTRL is set to allow service vendors only:

e If the vendor(s) on the transaction have the Service flag checked on their vendor record
or have both the Service and Purchasing Agent flags checked, no error will be issued.

e |f any vendor on the transaction has only the Purchasing Agent flag checked on their
vendor record, an error will be issued.

If the Allowed Vendor Type field on DCTRL is set to allow commodity vendors only:

e |f the vendor(s) on the transaction have the Purchasing Agent flag checked on their
vendor record or have both the Service and Purchasing Agent flags checked, no error will
be issued.

e If any vendor on the transaction has only the Service flag checked on their vendor record,
an error will be issued.

> Bond Details

The Bond Details section is only available when Displayed Extension is set to Yes on the
Configure Page (DESIGNER). This new section contains additional fields to capture bond
information with an external bonding system:

e Require E-Bond, Require E-Notary, Contract Number, Contractor ID, Bond ID, Valid
Bond (Y/N), From Date, To Date, Miscellaneous Text 1, and Miscellaneous Text 2

e Solicitation Response transactions referencing Solicitations with Bond and/or Notary
required will prevent submission without Bond and/or Notary inclusion.

The Header tab of the SR contains the following actions/links:
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> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

o Apply Default Values to Commodity Lines - This action automatically applies the
value provided in the Default Values fields to all corresponding fields on all
Commodity lines. The values can be changed on the Commaodity tab for each
individual Commaodity line.

e Clarification Request - This action should be selected if any additional clarification
on the information provided in the SR transaction is needed, either from an external
vendor in VSS or from an internal source in Financial. This action is only allowed for
finalized SR transactions whose corresponding Solicitation has closed. A
clarification request is only allowed if any related Evaluation (EV) transactions are
still in a Phase of Draft and no Award or EVT transaction has been created,
meaning the evaluation is still on-going. This allows buyers and evaluators to ask
for a clarification during the Evaluation process, after getting a chance to see all the
loaded responses in one place. Although it modifies the finalized transaction, it does
not update the Transaction Phase or Transaction Version of the transaction. When
you select the Clarification Request action, you are taken to the Clarification
Request page where you can insert a record to request additional information
regarding the SR transaction.

e View Procurement Folder - This action transitions you to the Procurement
Management page to review other Procurement Folder information associated with
this selected Procurement Folder.

Commodity Group

This tab displays the categories (Commodity Group) setup for the referenced Solicitation. For example, a
buyer may have grouped desks, chairs, and bookshelves as Office Furniture.

Commodity

The Commodity tab on the Solicitation Response (SR) transaction allows a vendor's response to each
commodity line to be recorded.

> Required/Conditionally Required Fields

A Response Type must be selected to submit the SR transaction to Final. If No Bid is
selected in the Response Type field, then the reason must be specified in the Comments
field.

For a Pre Fixed commaodity line on SR, the Bid Contract Amount must equal the Pre Fixed
Line Amount listed on the referenced Solicitation.

The following field is conditionally required, based on site specific setup on the Transaction
Control table:

e Commodity Line Description

The following fields are required if the Line Type is ltem:
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e Bid Quantity
e Unit
e Unit Price
The following field is required if the Line Type is Service:
e Contract Amount
The following fields are required if the Line Type is Discount:
e Response Type
e Award Discount %
o Effective To
e Effective From
e Bid Catalog Name
The following fields are required if the Line Type is Catalog:
e Response Type
e Award Discount %
e Effective To
o Effective From
e Bid Catalog Name

The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control table:

e Manufacturer

e Model

e Warranty Type

e Packing Instructions
e Hazardous Materials
e Special Handling

e Additional Handling

The Environmentally Preferred Purchase (EPP) section is only available when the

ENABLE_EPP parameter is set to Yes on the Application Parameter (APPCTRL) table.

This section can be used to define:

e Product Certifications
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e Recycled Content
e EPP Attributes
e EPP Product

Evaluation Criteria Group

The Evaluation Criteria Group tab on the Solicitation Response (SR) transaction displays the categories
(Evaluation Criteria Groups) for the evaluation criteria on the Evaluation Criteria List tab.

Evaluation Criteria List

The Evaluation Criteria List tab displays all of the Evaluation Criteria specified on the Solicitation
transaction. Manual responses to each criterion must be provided in the Response Type requested.

> Required/Conditionally Required Fields

If Evaluation Criteria was specified on the referenced Solicitation transaction, then the
vendor must respond to each criterion listed. Depending on the criterion type, different
fields will be available for data entry.

e |fthe Response Type is Date, then the Date Response field is available.

o |Ifthe Response Type is Number, then the Number Response field is available.
o |Ifthe Response Type is Yes/No, then the Yes/No Response field is available.
e Ifthe Response Type is Text, then the Text Response field is available.

The Response Required field indicates whether a response is required for each of the
criterion listed. The value for this read-only field is inferred from the Response Required
field of the associated evaluation criteria line of the referenced SO transaction. If a
response is not provided and Response Required is Yes, then the system will prevent the
transaction from being submitted to Final.

Modification Authorization

The Modification Authorization tab of the Solicitation Response (SR) transaction must be completed if the
SR transaction is being modified (that is, the SR transaction had already been submitted to Final).

A modification to the SR transaction may occur if during review of the responses, the buyer determines
and verifies that the vendor has made a non-substantive error in the response. This tab provides an audit
trail to keep track of the user’'s name that made the change, and the vendor’s contact person that
authorized the change.

> Required/Conditionally Required Fields

If a Final version of a SR transaction is being modified, then the following fields are
required:

e Reason
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e Authorized On

e Authorized By

Weighting Factors

The Weighting Factors tab of the Solicitation Response (SR) transaction displays the Business Type
records associated with the vendor profile from the Vendor/Customer table. The Weight Factor % and
Dollar Cap $ are inferred from the Business Type table. This tab allows vendors to indicate if the specified
Weight Factor % and Dollar Cap $ for the Business Type should be included when calculating the
adjusted bid price. Select the Include check box if the specified Weight Factor % and Dollar Cap $ for the
Business Type should be included when calculating the adjusted bid price. Note: The buyer can change
the value of this flag on the Evaluation transaction.

Step 1: Response Summary

The Step 1: Response Summary tab displays solicitation information for the referenced solicitation. This
tab also captures discount terms and default values that can be defaulted to all Commodity lines.

> Required/Conditionally Required fields
The following fields are required to submit the SRW transaction to Final:
e Response Type
e Vendor ID
e Response Date
e Response Time

The data entered into the Response Date and Response Time fields must be after the
Let Date and less than the Closing Date and Closing Time for the referenced solicitation.

If No Bid is selected in the Response Type field, then the reason must be specified in the
Comments field.

> The Step 1: Response Summary tab of the SRW contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Apply Default Values to Commodity Lines - This action automatically applies the
values provided in the Default Values fields to all corresponding fields on all
Commodity lines. The values can be changed on the Commaodity tab for each
individual Commaodity line.

e View Procurement Folder - This action transitions you to the Procurement
Management page to review other Procurement Folder information associated with
this selected Procurement Folder.
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Step 2: Commodity Response

This tab displays all commaodity line items for all commodity groups from the referenced solicitation. This
tab records the vendor's response (for example, Bid Quantity, Unit, and Unit Price) for the commodity line.
The rows in the grid are sorted by Group and then by Line Number.

> Required/Conditionally Required Fields

The following fields are required if the Line Type is ltem:
e Response Type
e Unit
e Unit Price
o Delivery Days

The following fields are required if the Line Type is Service:
e Response Type
e Bid Contract Amount

The following fields are required if the Line Type is Discount:
e Response Type

Award Discount %

Effective To

Effective From

Bid Catalog Name
The following fields are required if the Line Type is Catalog:
e Response Type
e Award Discount %
e Effective To
o Effective From
e Bid Catalog Name

The Response Type for each Commaodity line defaults to Bid, but can be changed. You
can optionally enter data into the Comments field. If the Response Type for any of the
above line types is No Bid then you should only enter text in the Comments field,;
however, the system will not prevent you from entering data in the other fields.

Step 3: Criteria Response
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The Step 3: Criteria Response tab on the Solicitation Response Wizard (SRW) transaction displays all
evaluation criteria lines for the different criteria groups from the referenced solicitation. The rows in the
grid are sorted by Group and then by Criteria Number.

> Required/Conditionally Required Fields

Only the required fields for each Line ltem Type are editable. The Response Type for
each criterion on the solicitation determines which response field is required on the SRW.

o Ifthe Response Type is Date, then the Date Response field is required.

o |Ifthe Response Type is Number, then the Number Response field is required.
e |fthe Response Type is Yes/No, then the Yes/No Response field is required.
e Ifthe Response Type is Text, then the Text Response field is required.

The Response Required field on this step specifies whether a response is required for the
selected evaluation criteria line. The value for this read-only field is inferred from the
Response Required field on the associated evaluation criteria line of the referenced SO
transaction. You must provide a response if the Release Required column is Yes. If you
attempt to Validate/Submit the SRW without providing a response for required criteria, then
an error message is issued and the transaction is not submitted to Final.

Step 4: Mod Authorization

The Modification Authorization tab of the Solicitation Response (SRW) transaction must be completed if
the SR transaction is being modified (that is, the SRW transaction had already been submitted to Final).

A modification to the SR transaction may occur if during review of the responses, the buyer determines
and verifies that the vendor has made a non-substantive error in the response. This tab provides an audit
trail to keep track of the user’'s name that made the change, and the vendor’s contact person that
authorized the change.

> Required/Conditionally Required Fields

If a Final version of a SR transaction is being modified, then the following fields are
required:

e Reason
e Authorized On

e Authorized By

EV Transaction Type

The Evaluation (EV) Transaction Type belongs to the Evaluation State. Transactions of the EV
Transaction Type are used to evaluate vendor's responses to a Solicitation and create award
transactions.

Important features for the EV Transaction Type:

> Key inputs/outputs of the Evaluation (EV and EVT) transactions
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The Evaluation (EV) transaction can reference any of the Solicitation transactions in the
Procurement Folder. The EV transaction can be created via the Transaction Catalog, New
Transaction action for the Evaluation State on the Procurement Management page, or by
using the Copy Forward button on Solicitations that have been submitted to Final. The
Evaluator (EVT) transaction is created from within the EV transaction.

Once the EV transaction has been created, the Load Responses action on the Header is
used to import the associated responses to begin the evaluation process.

Master Agreements (MA), Purchase Orders (PO) and Receivables (RES) can be created
from an Evaluation transaction by choosing to award by total, group, or line and then
indicating the award transaction information in the Transaction Creation section on the
Header of the EV and clicking the Create Transaction action. The transactions are
created in Draft phase and can be linked to from the Awarded Items tab of the EV. Only
active lines are inferred onto the created award transaction (that is, the Inactive Line flag
is not selected for the referenced Solicitation’s Commaodity, Terms and Conditions,
Commodity Terms & Conditions and Supporting Transactions components).

> Evaluation Process

Unlike other transactions in the CGI Advantage Financial system, the EV does not have to
be validated/submitted until the evaluation process has completed and the lines have been
awarded. The following provides the basic steps needed to complete the evaluation
process:

1. Load the Responses

2. Determine if others need to evaluate the transaction and create the necessary EVT
transactions

Review evaluators’ comments and vendors’ responses
Award by Line, Group, or All
Create Award transaction(s) from the Header

Process the created Award transactions

N o g M

Validate and Submit the EV.

EV Delivered Transaction Codes

This Transaction Type contains the following delivered Transaction Codes. Each
Transaction Code varies based on the functionality that is associated with it.

Transaction Transaction Intended Use

Name Code

Grant GEV The Grant Application Evaluation (GEV) transaction
Application allows you to view applications from grantees for a
Evaluation specific grant opportunity and issue awards. Much of

the information on the Grant Application Evaluation
transaction defaults from the Grant Funding

Advantage 4 © CGI Technologies and Solutions Inc. Page 71



CGlI Advantage - Procurement User Guide

Opportunity (GFO) transaction. The remaining
information comes from the grant applications and from
Evaluator transactions. Refer to the CG/ Advantage
Financial Grantor User Guide for more information.

Evaluation EV Created by the buyer. It is used to compile all vendor
responses, Evaluator scores, Evaluator comments, and
award contracts. The EV can also be used to evaluate
vendor’s responses, instead of or in addition to the EVT
transaction.

Evaluator EVT Created from the EV transaction. Evaluators are able to
view and compare all of the vendor responses, provide
overall comments and score evaluation criteria
responses. Once the EVT is submitted, these
comments will be available on the associated EV
transaction so all Evaluators’ comments can be
reviewed and considered while awarding the
Solicitation.

Evaluation (EV)

The Evaluation (EV) transaction allows you to view responses from vendors for a specific solicitation.
Some of the information on the Evaluation transaction defaults from the Solicitation transaction. The
remaining information comes from the Solicitation Response transactions and from Evaluator (EVT)
transactions. There is very little data entry that needs to be done directly on the EV transaction.

The Evaluation transaction consists of a series of tabs that display the information collected in various
views and totals the scores collected from the Evaluator transactions for the solicitation. The EV can also
be used to evaluate vendor’s responses, instead of or in addition to the EVT transaction. The EV
transaction is also used to issue awards.

> Re-Solicit

A buyer can choose to Re-Solicit the entire Solicitation, a specific commodity group, or a
specific commodity line by selecting the Re-Solicit check box on the following tab:

e Award by Total - Selecting the Re-Solicit check box on this tab will re-solicit the
entire solicitation.

e Award by Group - Selecting the Re-Solicit check box on this tab will re-solicit all
commodity lines associated with the selected Commodity Group.

e Award by Line - Selecting the Re-Solicit check box on this tab will re-solicit the
selected commodity line.

If none of the associated vendors have responded to the Solicitation, then the Response
Type field on the Commodity section of the Solicitation Response transaction must be set
to No Response for all commodity lines being re-solicited. A Solicitation Response

transaction must be submitted with the No Response value for the commodity lines for all
vendors associated with the Solicitation. After doing this the Re-Solicit check box can be
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selected and the EV can be submitted to Final. This allows the original Requisition to be
used to create a new Solicitation transaction.

> Disqualify a Vendor

You can disqualify a vendor from being awarded a specific commodity line (Award by
Line), a specific commodity group (Award by Group), or the entire solicitation (Award by
Total) by selecting the Disqualify Vendor? check box on the appropriate tab. Note: You
must also specify a reason for the disqualification in the Disqualification Reason Code
field when the vendor is disqualified. Disqualification Reasons are set up on the
Disqualification Reason table.

The Evaluation (EV) transaction contains the following tabs:
e Header
e Load Statistics
e Load Statistics Details
e Awarded items
e Bid Tabulation
e Evaluators
e Solicitation Commaodity Line
e Award by Line
e Award by Group
e Award by Total
e Rank by Criteria Group
e Score by Evaluator
e Score by Criteria
e Comments Summary
e Evaluator Comments

e Weighting Factors

Header

This Header tab on the Evaluation (EV) transaction is used to load all vendor responses to the selected
Solicitation. You can optionally specify whether public bid information should be published to Vendor Self
Service (VSS) by selecting the Publish flag. This tab also allows you to indicate the transaction(s) that
you want to create.

> Pricing Attachments
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You can also specify when Pricing Attachments, if any, should be loaded to the EV by
entering a Pricing Attachment Open Date and Pricing Attachment Open Time.
Vendors can choose an Attachment Type of Pricing if the Solicitation does not have any
commodity lines. Once the Pricing Attachment Open Date and Pricing Attachment
Open Time have passed all Pricing Attachments will be loaded to the EV. This allows the
buyer to first evaluate the vendors without the influence of pricing and then afterwards with
pricing information. Type your drop-down text here.

> Weighting Factors

Populate the Factor Option field if you are applying a weighted factor based on the
vendor’s Business Type (refer to the “Weighting Factors” topic for more information). The
Factor Option field determines how the system calculates and displays the value of the
Calculated Factor % field in the Award by Total tab of the Evaluation (EV) transaction.

> Transaction Creation

You can generate transactions of the PO Transaction Type and Sub Types and
transactions of the MA and RE Sub Types.

The Transaction Code pick list only allows you to select from valid transaction codes.

e |f the Allow Surplus flag on the Procurement Transaction Control (PRDOC) table is
not selected for the associated Solicitation Transaction Code, then you can create
transactions of the PO and MA transaction type.

e |f the Allow Surplus flag on the Procurement Transaction Control (PRDOC) table is
selected for the associated Solicitation Transaction Code, then you can create
transactions of the RE transaction type.

You can specify the Transaction Department Code and Transaction Unit Code or it will
default for you.

Transaction ID is required if the Auto Numbering field on the Transaction Control
(DCTRL) page is set to Prohibited for the EV Transaction Code. Transaction ID is also
required if the Auto Numbering field on DCTRL is set to Optional and the Auto Numbering
flag is not selected. If the Auto Numbering field on DCTRL is set to Required, then the
Auto Numbering check box must be selected on the EV transaction and the Transaction ID
must be left blank or if Transaction ID is populated it must be 4 or less characters and will
be used as the prefix for the generated Transaction ID.

The Create Transaction link will create the transaction for you in Draft phase. You can
link to the transaction from the Awarded Items tab. If the Line Type is /tem and the award
Transaction Code chosen is SC, then an error is issued upon selection of the Create
Transaction link. SC transactions can only have a Line Type of Service.

The Consolidate Award field allows users to have multiple vendors on the same Master
Agreement (MA) that is created from the EV transaction. If the Consolidate Award field is
Yes, the system will allow multiple vendors on the same MA. If it is set to No, then system
will create different MA transactions, one for each vendor.

> Required/Conditionally Required Fields
The following fields are required:

e Solicitation (This is the Transaction Code.)

Advantage 4 © CGI Technologies and Solutions Inc. Page 74



CGlI Advantage - Procurement User Guide

e Solicitation Dept
e Solicitation Number (This is the Transaction ID.)
> Procurement Folder Logic:

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

The Header tab of the EV contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load Responses - Once the Solicitation Close Date and Solicitation Close Time
have passed, select the Load Responses action to load all responses that have
been entered via the web and the ones that have been entered manually in
Advantage.

e Create Transaction - Creates the award transaction(s) in Draft Phase. Refer to the
"Transaction Creation" topic for more information.

e View Procurement Folder - This action transitions you to the Procurement
Management page to review other Procurement Folder information associated with
this selected Procurement Folder.

e Issue Notice of Intent to Award - This action is visible when the Post the Intent
to Award Notification to Web field on the Procurement Transaction Control table
for the referenced solicitation transaction is set to User. This action sends a Notice
of Intent to Award (NOINAW) notification to all vendors who had responded to the
reference Solicitation transaction and sets the NOITA Issue Date on the EV Header
to the Application System Date.

e Issue Notice of Award - This action is visible when the Post the Award
Notification to Web field on the Procurement Transaction Control table for the
referenced solicitation transaction is set to User. This action sends a Notice of
Award (NOTAWD) notification and sets the NOA Issue Date on the EV Header to
the Application System Date.

Load Statistics

The Load Statistics tab on the Evaluation (EV) transaction will tell you how many vendors have

responded to your Solicitation, how many responses have been loaded and how many responses still

need to be loaded to the EV transaction.
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If the Solicitation Vendor List Response Required parameter on Application Parameter is set to Yes,
Evaluation transactions cannot be submitted to Final until all vendors on the Vendor List tab have
submitted a Solicitation Response transaction. The Solicitation Response Automation Generation (SRAG)
page allows you to quickly generate the Solicitation Response transactions.

Load Statistics Details

The Load Statistics Details tab on the Evaluation (EV) transaction allows you to view the individual vendor
names that have responded to the Solicitation. This tab also provides other information about the
vendor's response, such as, how the response was entered into CGI Advantage (manually or VSS), the
date the vendor responded and the date it was loaded to the EV transaction.

Awarded Iltems

The Awarded Items tab on the Evaluation (EV) transaction displays a listing of all Award transactions that
have been created from this Evaluation transaction. This tab tracks all of the award transactions at the
Vendor Code and Commodity Line level. The records are displayed in a grid and are sorted by SO
Commodity Line No. When the award is generated at the Commodity Group level or by Solicitation
Total, the Awarded Items page will display the award at the Commodity Line level. For example, if an
award transaction is generated for a Commaodity group that contained three commodity lines, the
Awarded Items tab will insert three records, one for each commodity line. The award transaction and
vendor will be the same for all three records. You can click on the Award Transaction Number to view
the actual Award transaction.

Bid Tabulation

The Bid Tabulation tab on the Evaluation (EV) transaction displays the Vendor Responses in an easy to
read format for an evaluator, allowing a comparison of the submitted responses for the solicitation. The
information is displayed using the Advanced Grid paradigm, which is discussed in detail in the “Advanced
Grid” topic in the Page/Table User Guide. There are a large number of information fields available
including the vendor’s Legal Name and Contact information, the amount bid for each Commodity Line, as
well as more in-depth details like Discount and Bid Type information.

With the Advanced Grid paradigm and associated functions, an evaluator can hide, display and format
the response fields to suit their need. Using the Grouping functionality, the vendor responses can be
viewed by Commaodity Group, Commodity Line, or the Total Bid. Aggregate and sorting actions can be
performed on the dollar amounts to compare totals and rank the bids by the amounts bid. This information
can also be exported to CSV files to allow for further analysis outside of the application.

Evaluators

The Evaluators tab is where you indicate who you want to evaluate the vendor responses. After you have
loaded all of the responses and you have selected the evaluators, you can create the Evaluator
transaction(s) by clicking the Create Evaluator Transaction(s) action. Every evaluator will receive an e-
mail stating that they need to complete an EVT transaction and they will be given a hyperlink to the actual
EVT transaction. The EV transaction is automatically updated with the evaluator's scores and comments
upon submission of completed EVT transactions.

Solicitation Commodity Line

The Solicitation Commodity Line tab on the Evaluation (EV) transaction displays the original commaodity
line(s) from the solicitation.
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> No Award

A No Award check box is provided for each commaodity line from the Solicitation. You can
select the No Award check box, if you have determined that no award will be made for a
specific commodity line. After this check box has been selected, no awarded references
can exist for that commodity line. If the Post Award Notification to Web flag is set to Yes
on the Procurement Transaction Control (PRDOC) table for the referenced Solicitation
Transaction Code, all lines marked as No Award will be posted to the Notice of Intent to
Award page on the Vendor Self Service website as NOT AWARDING.

Award by Line

The Award by Line tab on the Evaluation (EV) transaction displays the vendor's responses to the
commodity lines within a commodity group. From this tab a buyer can award at the Commaodity line level.
The Award by Group switcher in the action bar can be used to change the view to a different commodity
group. You can award a specific commodity line to a vendor by selecting the Award check box for that
vendor's commodity line response.

e |f the Allow Multiple Awards Per Iltem check box is selected on the Procurement Transaction
Control (PRDOC) table for your EV transaction’s record, then the Commodity line can be
awarded to multiple vendors. This has to be done in a two step process where you award part of
the line to the first vendor by creating the award and then award the remainder to the second
vendor by creating the next award transaction.

e If the EV Generate Memo Reference check box is also selected on the Procurement Transaction
Control table for your EV transaction’s record, then the EV transaction will set the Reference
Type field on the award transaction to Memo if the transaction references a Requisition. This
allows you to create an award transaction for more than the requested amount on the Requisition
or multiple award transactions that together request more than the specified quantity or contract
amount. The EV Generate Memo Reference check box can only be selected when the Allow
Multiple Awards Per Item check box is also selected on the PRDOC table.

e The Vendor Type field on the Award by Line tab allows users to define the vendor’s type as
Primary or Secondary. If the Enforce Single Primary Vendor flag is selected on PRDOC, then
only a single primary vendor will be allowed on the Master Agreement transaction and If the
Enforce Single Primary Vendor is not selected, then all Vendor Lines on the Master Agreement
can be selected as Primary or Secondary. When awarding to a Master Agreement (MA) from the
Evaluation transaction, this field will be used to build the vendor line within the MA as either
primary or secondary when awarding multiple vendors within the same MA.

Award by Group

The Award By Group tab on the Evaluation (EV) transaction displays the vendor's response data sorted
by commaodity group, allowing the user to compare the commodity group responses for each vendor.
From this tab a buyer can award at the Commaodity Group level. From this view the buyer can award a
Commodity Group to a vendor by selecting the Award check box for that vendor's commodity group
response.

Award by Total

The Award by Total tab on the Evaluation (EV) transaction displays a list of all vendor responses. From
this tab a buyer can award the entire Solicitation to a single vendor.
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The vendors Total Bid Amount, Minority Owned and Woman Owned statuses are displayed in this
section. The buyer. When the Apply Factors action is selected,

From this view the buyer can award an entire solicitation to one vendor using the Award All check box for
that vendor’s response.

The Header tab of the EV contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

o Apply Factors - This action allows you to apply factors to a vendor's bid for
evaluation purposes. This action reduces the Bid Price with the total sum of the
Factor percentages (Calculated Factor %, based on Business Type, plus Manual
Factor %) and displays the value in the Adjusted Total field.

Rank by Criteria Group

The Rank By Criteria Group tab on the Evaluation (EV) transaction displays the vendor's rank by criteria
group based on the scores entered by the evaluators for the vendor's evaluation criteria responses.

Score by Evaluator

The Score By Evaluator tab on the Evaluation (EV) transaction displays by evaluator the scores entered
by each evaluator for the vendor’s evaluation criteria responses.

Score by Criteria

The Score By Criteria tab on the Evaluation (EV) transaction allows buyers to view and score the
vendors’ criteria responses directly on the EV transaction by clicking the Load Criteria Line action.

> Required/Conditionally Required Fields

This tab is not required to submit the EV transaction to Final. However, if a line is added to
this tab by clicking the Load Criteria Line action, then a value must be entered in the
Points Awarded field. The buyer uses the Points Awarded field to establish a score for
each vendor’s Evaluation Criteria response. The switcher in the action bar is used to
switch between vendors. Evaluations that are entered via the Evaluator (EVT) transaction
will not display on this tab.

This tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

o Delete all Lines - This action deletes all lines from this tab.
e Load Criteria Line - This action allows buyers to view and score the vendors’
criteria responses directly on the EV transaction.
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Note: If records are already loaded on the Score By Criteria tab and a user clicks
the Load Criteria Line action, then the system issues an error A3524: "Evaluation
Criteria Lines have already been loaded.". Also, if the user had deleted all the lines
loaded previously using the Delete all Lines action and then selects the Load
Criteria Line action again, the system successfully loads the criteria lines.

Comments Summary

The Comments Summary tab on the Evaluation (EV) transaction displays all evaluator comments for
each vendor. The comments are displayed in vendor order.

Evaluator Comments

The Evaluator Comments tab on the Evaluation (EV) transaction displays the comments entered by the
evaluators. The comments are displayed in Evaluator order. This tab also allows buyers to enter
comments directly onto the EV. Buyers will not be able to modify or delete comments that were loaded
from an EVT transaction. At least one comment must exist for all vendors selected for award. If a
comment does not exist an error will be received upon creation of the award transaction.

Weighting Factors

The information in the Weighting Factors tab on the Evaluation (EV) transaction is inferred from the
Solicitation Response (SR) transaction. The specified Weight Factor % and Dollar Cap $ for the selected
Business Type is included when calculating the adjusted bid price for the selected Vendor.

This is an optional tab on the EV transaction; and is inferred from the Solicitation Response transaction.
The value in the Weight Factor % field is applied to the vendors who have responded to the Solicitation
that have a matching active Business Type on the Vendor/Customer table when the Apply Factors
action is selected and the Include check box is selected. The Factor Option % field on the Header tab
determines how the information is used to populate the Calculated Factor % field on the Award by Total
and Award by Line tabs. Also, the Factor Option % field on the Header cannot be set to blank if a record
exists on this tab; otherwise, an error is received when the Apply Factors action is selected.

Evaluator (EVT)

The Evaluator (EVT) transaction allows you to view and evaluate responses from vendors for a specific
solicitation. The EVT transaction is created by the Evaluation (EV) transaction. Most of the information on
the EVT transaction defaults from the EV transaction. The remaining information is entered as you
complete the evaluation of the vendor responses.

The EVT transaction consists of a series of tabs that display the information collected in various views
and totals. The evaluator can then review the information and enter evaluation criteria scores and
comments for each vendor who has submitted a response to the solicitation.

e Header

e Bid Tabulation

Response Summary

Response Group Summary

Response Line
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e Solicitation Commaodity Line
e Criteria Group
e Score by Criteria

e Evaluator Comments

Header

The Header tab on the Evaluator (EVT) transaction displays information from the Solicitation that the
Evaluation is referencing.

Bid Tabulation

The Bid Tabulation tab on the Evaluator (EVT) transaction displays the Vendor Responses in an easy to
read format for an evaluator, allowing a comparison of the submitted responses for the solicitation. The
information is displayed using the Advanced Grid paradigm, which is discussed in detail in the “Advanced
Grid” topic in the Page/Table User Guide. There are a large number of information fields available
including the vendor’s Legal Name and Contact information, the amount bid for each Commodity Line, as
well as more in-depth details like Discount and Bid Type information.

With the Advanced Grid paradigm and associated functions, an evaluator can hide, display and format
the response fields to suit their need. Using the Grouping functionality, the vendor responses can be
viewed by Commaodity Group, Commodity Line, or the Total Bid. Aggregate and sorting actions can be
performed on the dollar amounts to compare totals and rank the bids by the amounts bid. This information
can also be exported to CSV files to allow for further analysis outside of the application.

Response Summary

The Response Summary tab on the Evaluator (EVT) transaction displays a list of all vendor responses.
The vendors Total Bid Amount, Minority Owned and Woman Owned statuses are also displayed in
this tab. The buyer can apply factors to a vendor's bid for evaluation purposes as needed. When the
Apply Factors action is selected on the Evaluation (EV) transaction, the system reduces the Bid Price with
the total sum of the Factor percentages (Calculated Factor %, based on Business Type, plus Manual
Factor %) and displays the value in the Adjusted Total field.

Response Group Summary

The Response Group Summary tab on the Evaluator (EVT) transaction displays the vendor’s response
data sorted by commodity group, allowing the user to compare the commodity group responses for each
vendor.

Response Line

The Response Line tab on the Evaluator (EVT) transaction displays the vendor’s responses to the
commodity lines within a commodity group. The switcher drop-down on the action bar can be used to
change the view to a different commodity group.

Solicitation Commodity Line

The Solicitation Commaodity Line tab on the Evaluator (EVT) transaction displays the commodity line
information from the solicitation. Information is displayed in Commodity Group/Commodity Line order.

Advantage 4 © CGI Technologies and Solutions Inc. Page 80



CGlI Advantage - Procurement User Guide

Criteria Group

The Criteria Group tab on the Evaluator (EVT) transaction displays the Points Available for each criteria
group and how many points you have awarded to the vendor for each criteria group. The switcher drop-
down on the action bar can be used to change the view to a different vendor.

Score by Criteria

The Score by Criteria tab on the Evaluator (EVT) transaction displays, by vendor, all of the evaluation
criteria from the solicitation and the vendor's response to each. From this view evaluators award points for
each of the vendors’ criteria responses.

The buyer uses the Points Awarded field to establish a score for each vendor’s Evaluation Criteria
response. The switcher drop-down on the accordion band is used to switch between vendors.

Evaluator Comments

The Evaluator Comments tab on the Evaluator (EVT) transaction allows the evaluator to enter comments
about each vendor's response. You can change to a different vendor response by using the switcher
drop-down to select a different vendor response.

PO Transaction Type

The Purchase Order (PO) Transaction Type is used to set up an agreement (award transaction) with a
vendor for the purchase of goods or services. The PO Transaction Type is part of the Award State in the
Procurement Life Cycle.

Important Features for the Purchase Order (PO) Transaction Type:
> Inactive Line Functionality

The Inactive Line flag can be selected on Modification Draft PO transactions in CGI
Advantage. The following general rules apply to this field on transactions of the PO
Transaction Type. (Rules that apply only to specific components are listed with the
component in the table below):

e The Inactive Line flag cannot be set to True on a new line.

e When a PO transaction is submitted with an inactive commodity line(s), the
Reference Type will be set to Partial, and any referenced Requisition lines are
reopened.

¢ Inactive PO Commodity Lines are removed from the Matching Status tables.
e Inactive PO Commodity Lines cannot be referenced.
e Inactive lines are not copied forward into a target transaction

e If all commodity lines on a transaction are inactive, then the transaction will not
appear on the Invoicing Search (INSRCH) or Receiving Search (RSCRCH) pages.

e Inactive Commodity Lines are not displayed on the Shopper (SHOP) page.
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e Once a commodity line or component is marked as inactive and the transaction is
submitted, it cannot be reversed; instead a new line or component must be entered.

o |If the Hide Inactive Procurement Lines flag is selected when printing the PO
transaction, then only the active lines are printed. If the Hide Inactive Procurement
Lines flag is not selected when printing the PO transaction, then the active and
inactive lines are printed.

e |If the Hide Inactive Procurement Lines flag is selected when assembling the PO
transaction, then only the active lines are assembled. If the Hide Inactive
Procurement Lines flag is not selected when assembling the PO transaction, then
the active and inactive lines are assembled. (Refer to the "Assembly Process” topic
in this user guide, for more information on the Assembly functionality.)

The Inactive Line flag is included on the following Award Transaction Components:

Transaction Component Component Specific Rules

Header (hidden on the Ul) ' This flag is updated by the system if all commodity lines on the
Purchase Order have the inactive line flag set to true.

Sub Vendor None
Terms and Conditions None
Special Instructions None
Commaodity A PO Commodity Line cannot be marked as inactive unless

there is no outstanding activity against the line, and the line is
reduced to zero.

Commodity T&C If the Inactive Line flag is checked for a Commodity Line, all
associated Commodity T&C Lines will automatically be made
inactive.

Supporting Transactions None

> Key inputs/outputs of the Purchase Order Transactions

Award transactions of the PO Transaction Type, except for the DO which can only
reference a Master Agreement transaction, can reference transactions of the following
three Transaction Types:

e SO (Solicitation)
¢ RQ (Requisition)
e MA (Master Agreement)

Six Transaction Types can reference the award transactions of the PO Transaction Type:
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e RC (Receiver)

e IN (Invoice)

e PE (Performance Evaluation)

e PR (Payment Request)

e TM (Termination)

e PO (Purchase Order - in the case of a roll or lapse)

Purchase Orders can be used to process inventory transactions, as well as non-inventory
transactions. In order to process inventory transactions using Purchase Order
transactions, you have to enter a valid Warehouse, valid Commodity Code, and Stock Item
Suffix (optional) on the Commodity Line. Based on the Warehouse, Commodity Code, and
Stock Item Suffix entered, updates are made to the Inventory table in CGl Advantage
Inventory Management. Please refer to the "Inventory Tables" topic in the CG/ Advantage
Inventory Management User Guide for more information.

> Terminating a Contract (CT)

Upon submitting a Termination (TM) transaction to Final that references a transaction of
the CT Transaction Sub Type, a draft version of the CT transaction is created. Upon
submitting the TM to Final, the TM transaction Information (Transaction Code, Transaction
Dept, Transaction ID) is passed to the Terminated By (Terminated By Transaction Code,
Terminated By Transaction Dept, Terminated By Transaction ID) fields in the Reference
section on the Header tab of the newly created draft CT transaction. Upon submitting the
TM to Final, the system sets the Award Status field on the Header of the newly created
draft CT transaction to a value of Terminated. If the Terminated By fields are populated
and/or the Award Status field is Terminated, then all commodity and accounting lines
must be closed or an error is issued when submitting the newly created CT transaction. If
the Award Status is Terminated, then the Terminated By fields must be populated and vice
versa.

> Recurring Payment Order

CGI Advantage Financial users have the ability to designate an order as a recurring
payment (RPO) and choose a recurring payment schedule. The Scheduled Invoice
Generation Chain Job generates invoice transactions for the recurring amount on the
schedule frequency identified. The Matching Manager Chain Job will then match the
generated invoice to the order and generate payment request transactions.

Create an RPO transaction and choose a Recurring Payment Type (Reconciling or Non-
Reconciling) and choose a Recurring Payment Schedule. Enter a Recurring Payment
Amount for each Commaodity Line on the RPO Transaction. All Commodity Lines on an
RPO transaction follow the same Schedule. Check Description and Special Instructions
are available on the Accounting Line of the RPO transaction. These fields allow you to
select Special Instructions for the payment and include a Check Description at this point
in the process, as the PR transactions will be generated by the system. These fields are
inferred on the PR transaction when it references an RPO transaction.

If the Recurring Payment Type is Reconciling, users must periodically reconcile entries
on the Scheduled Invoice Generation (SIG) table based on an indicator on the Schedule
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Sequence. Future invoice transactions are not generated for the referenced Order
commodity line until the reconciling entries are made on the SIG table.

The PO contains the following tabs (some tabs vary by Transaction Code):
e Header
e Renewal Period (CT only)
e Award Details
e Vendor
o Business Type
e Sub Vendor
e Accounting Distribution
e Terms and Conditions
e Special Instructions
e Commodity
e Commodity T&C
e Accounting
e Surety/Insurance (CT only)
e  Supporting Transactions

e Proof of Necessity

PO Delivered Transaction Codes

The PO Transaction Type contains several delivered Transaction Codes. Each Transaction
Code varies based on the event types and functionality that are associated with them.

Transaction Name Transaction Intended Use Sub

Code Type
Buysense Purchase POB A transaction used to interface purchases  POB
Order of goods and services through the

Buysense application.

Commodity Based CBDL This transaction is used to Lapse open CBDL
Transaction Lapse encumbrances at year end and can only be
generated by the Open Activity Lapse
(OAL) chain job. When a year comes to a
close, there are many transactions still un-
referenced with accounting activity that has
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Contract CT

Delivery Order DO
Express Entry Purchase = XPO
Order

Grant Given GG

Maximo Delivery Order A DOM

Maximo Purchase POM
Order

not yet reached its final state. The Open
Activity Lapse (OAL) chain job lapses the
activity in the old year, leaving it up to the
sites to re-establish it in the new year
manually. The generated CBDL transaction
does a zero-dollar reference that is a Final
reference. This way the transaction being
lapsed remains unmodified, but has the
open amount reduced to zero dollars.
Please refer to the Open Activity Lapse run
sheet in the CGI Advantage Financial -
General Accounting Run Sheets guide, for
more information.

A more formal type of a PO that typically
expands a longer period of time and can
be renewed like a Master Agreement. If
allowed a Final CT can be modified
directly. If direct contract modification is not
allowed, then a CMR must be created.

A contract for purchases made from a
Master Agreement.

An express entry version of the Purchase
Order transaction.

This Transaction Code serves to record the
award of a grant to a grantee or sub
grantee along with defining each of the
grant award lines (for example, commodity
lines). Refer to the “PO Transaction Type”
topic in the Grantor User Guide for more
information.

If Maximo is integrated with Advantage,
then the DOM is created when a Purchase
Request is created in Maximo that
references a contract.

The DOM transaction cannot be manually
modified or cancelled within CGl
Advantage Financial unless related user
specific security options are defined to
allow such an action. If a user does modify
or cancel the Advantage transaction, it is a
manual process to update Maximo.

This Transaction Code is used when the
Commodity being ordered originated in
Maximo.

CT

DO

XPO

DO

PO
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Maximo Service
Contract

Purchase Order

Proof of Necessity

Recurring Payment
Order

Service Contract

Related Topic(s):

SCM

PO

PON2

RPO

SC

The Purchase Order transaction is
selected for integration with Maximo if
either of the following is true on a Final
version of a POM transaction:

e The POM has a Task Order code
with the Source System set to
Maximo on the Task Order table.

e The POM has an External
Warehouse code with the Source
System set to Maximo on the
Warehouse table.

This Transaction Code is used if the
Service being requested is an External
Service and should be integrated with
Maximo.

A contract with a vendor for goods or
services.

Enables Proof of Necessity on Purchase
Order transactions.

Allows you to record the purchase of items
to be paid for using similar, recurring
payments to vendors for goods and
services such as leases, rents, or health
and human services contracts.

The Scheduled Invoice Generation Chain
Job generates invoice transactions for the
recurring amount on the schedule
frequency identified. The Matching
Manager Chain Job will then match the
generated invoice to the order and
generate payment request transactions.

A contract for Service Line Types only.

SC

PO

PO

PO

SC

e For a description of the delivered event types allowed for the PO Transaction Type, please refer
to the Financial Administration User Guide, "Procurement Accounting Model" topic under
"Accounting Model Delivered Configuration”.

e The PO Transaction Type belongs to the Award State.

e Forinstructions on how to purchase an item that is on contract, refer to the "Purchase Iltems on
Contract" topic under Common Business Tasks.
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Header
The Header tab allows you to establish information that applies to the entire Purchase Order transaction.
> Required/Conditionally Required Fields

The following fields are required, and if left blank are automatically populated by CGI
Advantage:

e Record Date

e BudgetFY

o Fiscal Year

e Period

e Procurement Type ID

The following fields are conditionally required based on site specific setup on the
Transaction Control (DCTRL) table:

e Transaction Name
e Transaction Description
e Cited Authority

The following field is conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e PCardID

e Out of Total Responses
e Response Number

e Requestor ID

e Name

e Phone Number

e Email

e Reporting 1

e Reporting 2

e Reporting 3

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e PCardID
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e Escrow ID

e Accounting Profile
e Terms Template
o Agreement Dept
e |IssuerID

e Requestor ID

e Shipping Location
e Billing Location

e Reporting 1

e Reporting 2

e Reporting 3

e FN Doc Dept

If the Require Terms and Conditions Template check box is selected on the
Procurement Transaction Control (PRDOC) table, then a template must be selected in the
Terms and Conditions Template field. The pick list allows you to select from pre-defined
templates set up on the Terms and Conditions Template (TRMTM) table. After the Terms
& Conditions Template is selected in the Terms and Conditions Template field, the Load
T & C action must be selected. After the Load T & C action is selected, all terms and
conditions associated with the template are loaded to the Terms and Conditions tab of the
PO.

If this is a modification of a Final PO transaction and the Require Reason for Modification
check box on the Procurement Transaction Control (PRDOC) table is selected, then the
Reason for Modification field is required.

Track Changes is used to designate whether or not to track the changes made to a
Purchase Order during a modification. Tracking the changes consists of incrementing
the Change Order Number field on the modified Purchase Order.

Modified is used to identify which lines and components of a transaction are modified on a
Purchase Order. This flag is set by the system when the Track Changes check box is
selected.

The Reason for Modification field indicates the reason that the transaction is being
modified.

o If the Require Reason for Modification flag on the Procurement Transaction
Control (PRDOC) table is selected for the selected transaction code, then
the Reason for Modification field is required for modification or cancellation
versions of the transaction.

e The Reason for Modification field on the various Grant transactions indicates the
reason that the transaction is being modified. The Reason for Modification field is
blanked out automatically on Cancellation versions of the Grant Opportunity
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transaction. The Reason for Modification field is required if the Grant Opportunity
transaction has a Function of Cancellation.

e For Modification or Cancellation versions of transactions within the Travel
Transaction type, this field is required if the Modification Reason Required flag is
checked for that particular transaction code on the Transaction Control (DCTRL)

page.
Procurement Folder Logic

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

Partial Receipts

Note: The value in the Allow Partial Receipts field defaults from the Procurement
Transaction Control (PRDOC) table and cannot be changed. If the Allow Partial Receipt
of a Transaction field on the PRDOC table is selected, then the partial receipt of ordered
goods and services is allowed. If not selected, an Override must be applied to partially
receive commodity lines. If a matching commodity is used then matching payment request
line is not generated until the commodity line is fully received.

The Header tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

e Load T and C - If a Terms & Conditions Template is selected inthe T & C
Template field, the Load T & C action must be selected. After the Load T & C
action is selected, all terms and conditions associated with the template are loaded
to the Terms and Conditions tab of the PO.

e Ship/Bill To Lines - This action defaults the values entered in the fields on the
Default Shipping/Billing section to all blank fields in the Shipping/Billing section for
all existing commodity lines.

¢ Load Accounting Profile — This action loads the selected Accounting Profile to the
Accounting Distribution tab.

o Assemble Transaction — This action runs the Transaction Assembly process. This
process assembles specific transaction tabs, all of the attached Terms and
Conditions, and all of the Supporting Transactions attached to the transaction within
a single formatted PDF transaction. The Transaction Assembly process may be
executed during the transaction’s Draft, Pending or Final phase on demand and it is
executed automatically when the PO transaction is submitted to final. (Note:
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Inactive lines will not be assembled if the Hide Inactive Procurement Lines flag is
selected upon initiating the assembly request.) Please refer to the "Understanding
the Assembly Process” topic for more information.

e Matching Status — This action transitions you to the Matching Status (MATA) page
and is filtered by the Transaction Code, Transaction Department and Transaction ID
of the PO Transaction Type transaction that was being viewed. If no match is found,
then the MATA page is displayed with a blank record.

o Reset Buyer — This action (if activated) allows the user to reassign the Buyer/Buyer
Team per buyer assignment logic. Refer to the “Buyer Logic” topic for more
information.

o View Assembly Request — This action transitions you to the Assemble Request
page. This page allows you to view the current and previous status of the
Transaction Assembly process for the selected transaction.

e View Procurement Folder — This action transitions you to the Procurement
Management page, which allows you to review other Procurement Folder
information associated with the selected Procurement Folder. The View
Procurement Folder action is only active if the Procurement Folder ID field is
populated. Refer to the “Procurement Folder Logic” topic for more information.

e Apply Tax Profile — This action is used to apply the Tax Profile entered on the
Header to all Tax Profile fields on the Commodity lines. This allows users to enter a
single Tax Profile and have it propagate throughout the Commodity component with
a single click, significantly reducing data entry.

Renewal Period

The Contract (CT) contains a Renewal Period tab that does not exist on other PO transactions. This tab
allows you to record the amount of time allotted to renew the agreement with the vendor after it expires,
and the number of days before the agreement expires that the buyer should be notified. Multiple lines can
be added and each line can store a separate renewal period unit, renewal period length, and renewal
period notification days. Effective and Expiration dates are calculated based upon the Effective Begin
Date and Expiration dates on the Header.

> Required/Conditionally Required Fields
If a line is inserted on this tab, then the following fields are required on the CT:
e Renewal Period Length

e Renewal Period Unit

Accounting Distribution

The Accounting Distribution tab on the PO Transaction Type is used as a data entry tool to quickly apply
the same accounting elements and split to all commaodity lines.

The majority of fields on the PO accounting line are common to accounting transactions and can be
reviewed in the CGI Advantage Financial Transactions User Guide. The Debt ID field is most often used
to indicate future spending of bond or loan proceeds. Please refer to the Debt Management User Guide
for the general edits for this field.

The Accounting Distribution tab of the PO Transaction Type contains the following actions/links:

> Page-Level Actions
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Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level Actions

o Distribute Accounting Lines - When selected, one Accounting line will be inserted
for each Commodity Line for the corresponding Accounting Distribution Line. The
distribution percentages are applied to the Iltem Amount to arrive at the Accounting
Line amount. The COA elements on the Accounting Distribution are passed on to
the Accounting Line.

Vendor

The Vendor tab on the Purchase Order (PO) transaction allows you to select the vendor that is providing
the goods/services.

> Required/Conditionally Required Fields

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Vendor/Customer

The following field is required if a non-miscellaneous vendor is selected:

e Address ID
The following fields are required if a Vendor Contact ID is not entered:
e Vendor Contact Name
¢ Vendor Contact Phone
If the Allowed Vendor Type field on DCTRL is set to allow service vendors only:

e If the vendor(s) on the transaction have the Service flag checked on their vendor
record, or have both the Service and Purchasing Agent flags checked, no error will
be issued.

e If any vendor on the transaction has only the Purchasing Agent flag checked on
their vendor record, an error will be issued.

If the Allowed Vendor Type field on DCTRL is set to allow commodity vendors only:

e If the vendor(s) on the transaction have the Purchasing Agent flag checked on their
vendor record, or have both the Service and Purchasing Agent flags checked, no
error will be issued.

e If any vendor on the transaction has only the Service flag checked on their vendor
record, an error will be issued.

Business Type
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Lists the Business Types associated with the selected Vendor. Business Types are assigned to vendors
on the Business Type tab of the Vendor/Customer table. Only Business Types that were associated with
the vendor at the time of processing the original transaction will be displayed.

Commodity

The Commodity tab on the Purchase Order (PO) transaction provides the commodities that the selected
vendor is providing. Retainage and tolerances can be established on the commodity line, if desired.
Freight can be applied to an Award transaction as either a separate Commaodity Line or it can be built into
the Unit Price of each Commodity Line on the Award. For more information refer to the "Adding Freight on
an Award” topic in this user guide.

When establishing retainage, it is important not to create any gaps unintentionally when using more than
one range. If using dollar amounts, gaps are very apparent. However, when using percentage, it is easy
to create a gap by mistake. For example: if range 1 is from 0% to 30%, then when defining range 2 the
starting percentage should be 30.01% and not 31%.

> Required/Conditionally Required Fields

On Delivery Order transactions the Agreement Commodity Line field is required if either
of the following are true:

e The Transaction Control (DCTRL) table is set up to require an Agreement
Reference.

e Transaction Reference Data has been entered on the Header.

The Agreement Commodity Line field provides the line number from the referenced
agreement. The system then defaults all the required line-level information from the
Agreement transaction, such as the Vendor, Unit Price or Commodity Code onto the line
on the Delivery Order transaction. You cannot change the values of some of the fields that
were replicated from the Master Agreement transaction; however, other fields such as
Quantity, Unit Price and Delivery Location are not protected based on the Line Type.

The following field is required:
e Line Type

The following fields are required if the Line Type is ltem:

e Quantity
e Unit
e Unit Price

The following field is required if the Line Type is Service:
e Contract Amount

The following fields are required if the Line Type is Discount:
e List Price

e Discounted Unit Price
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The Item Information or Service Information fields are required if the Line Type is not

specified:

If the RQ Transaction Type is generated with the Line Type not specified, the Item

or Service Information is inferred to PO Transaction Type transactions on copy
forward. The existing logic remains the same, that is, if the Line Type on PRDOC
is set to /ltem then both lines on the PO Transaction Type default to the Line Type

of Item.

The following field is conditionally required, based on site specific setup on the Transaction
Control (DCTRL) table:

The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

The Environmentally Preferred Purchase (EPP) section is only available when the
ENABLE_EPP parameter is set to Yes on the Application Parameter (APPCTRL) table.
This section can be used to define:

Commodity Line Description

Commodity
Shipping Method
Free on Board
Delivery Date
Delivery Type
Billing Location
Packing Instructions
Hazardous Materials
Special Handling
Additional Handling
Manufacturer

Model

Warranty Type
Over Quantity
Under Quantity

Over Contract Amount

Under Contract Amount

Product Certifications
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e Recycled Content
e EPP Attributes
e EPP Product

If the Allow Extended Description Edit check box on the Procurement Transaction Control
(PRDOC) page is checked, edit is allowed on the Extended Description field on the
subsequent versions of the transaction.

If the Enable PO Modification Flag check box on the Procurement Transaction Control
(PRDOC) page is checked, the system will prevent modifications to any commaodity lines
that have been partially or fully received. If the Enable PO Modification Flag check box is
unchecked, then modifications to commodity lines that have been received is allowed on
the subsequent versions of the transaction. By default, this check box is unchecked.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Escrow ID

e Accounting Profile
e Terms Template
e Agreement Dept
e |IssuerID

e Requestor ID

e Shipping Location
e Billing Location

e Reporting 1

e Reporting 2

e Reporting 3

e FN Doc Dept

The External Item ID field is required if the External Warehouse field is populated. If this
field is left blank, and the Commaodity Line references a Maximo Standard Requisition
(RQSM), then it will default to the External Item ID on the RQSM.

> "Price” fields on DO's

e When the Lock List Price is set to True on the referenced MA, you cannot change
the List Price inferred from the catalog onto the Delivery Order for line items
associated with a Catalog Line Type. However, if the Allow Promotional Pricing
flag is also selected on the Master Agreement, then the user can specify a lower
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price in the List Price field on the Delivery Order than what is indicated in the
Catalog List Price field on the MA.

If the Line Type is ltem, the Unit Price field can be changed. If tolerances have
been established for the MA line then the Unit Price will not be re-inferred from the
MA on Validate unless the Unit Price has been blanked out entirely. In which case,
the original Unit Price is re-inferred.

On Validate/Submit the Delivery Order transaction verifies that the Unit Cost
tolerances established on the referenced Master Agreement have not been
exceeded. If the unit cost for item lines that reference a Master Agreement is either
under or over the tolerance amounts an error message is generated.

> Closed/Referenced Quantity Fields

Closed Quantity and Referenced Quantity will be updated based on the Matching Indicator
and reference transactions.

For Order-Invoice match, the Closed Quantity and Referenced Quantity are updated
when the IN processes.

For Order-Receipt match, the Closed Quantity and Referenced Quantity are
updated when the RC processes.

For Order-Receipt-Invoice match, the Closed Quantity and Referenced Quantity are
updated when the RC processes.

For No match, the Closed Quantity and Referenced Quantity are updated when the
PR processes.

If there are match terms identified but they were overridden on the PR, the system
will treat the situation like a Match Indicator of None and the Closed Quantity and
Referenced Quantity will be updated when the PR processes.

However, if an inverse referencing PR is processed, the Closed Quantity and
Referenced Quantity are updated regardless of whether it was the IN, RC, or PR
that updated it in the first place.

Commodity T & C

The Commodity T & C tab on the Purchase Order (PO) transaction allows a buyer to choose individual
terms and conditions from the Terms and Conditions (TRMC) library or add new ones by free

form. Terms and Conditions can also be added to this tab after the Load T & C action is selected and a
template is specified in the T & C Template field on the General Information section on the Commodity
tab. Terms and Conditions can be automatically updated in this tab when the Refresh T and C action is

selected.

> Special note on Terms and Conditions

If the Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Detail field without
additional file attachments.

If the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The Detail
field is protected in this situation. If a record exists, the attachment Transaction XML
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file and any other Image files associated with that record are copied as attachments
to the record on the transaction. Only one Transaction XML type file can exist for a
Terms and Conditions record at any time. If the modification of the Terms and
Conditions is required, and the Terms and Conditions entered is not locked, you
must first delete the Transaction XML attachment before you can upload a second
Transaction XML type file in order to create a new Transaction XML attachment. On
Validate and Submit, the system verifies that a Transaction XML attachment exists
for the Terms and Conditions entered.

e Upon creation of a new transaction, if the Load T&C By Procurement Type is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the Terms and Conditions Template field on the Templates
section of the Header tab is inferred from the specified Default T&C Template on
the Procurement Type page based on the Procurement Type of the transaction. It
also populates the Terms and Conditions tab of the transaction with all of the Terms
& Conditions from the selected template. This inference occurs only once on initial
draft versions of the transaction and not on modification or cancellation versions. If
the PO transaction references an existing Solicitation or Award transaction, then
this inference does not occur.

e When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.

> Required/Conditionally Required Fields

The Commodity T & C tab does not contain any required fields to submit the PO
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
Conditions Template check box is selected on the Procurement Transaction Control
(PRDOC) table then the following fields are required:

e Term/Condition
e Name
e Details

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C Template

Refer to the "PO Transaction Type" topic for information on the Inactive Line functionality.

Accounting

The Accounting tab of the Purchase Order (PO) Transaction Type is a required part of transaction data
entry where one or more lines will record the chart of accounts used to most likely encumber funds for a
later purchase. This will lock up money from the available budget, to ensure funds are present at time of
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payment. Another option the user has is to award the vendor, but to not have any accounting updates
happen at the time the transaction is processed. The accounting information will still be required and will
be used when payment is required. For a description of the delivered event types allowed for the PO
Transaction Type, please refer to the Financial Administration User Guide, “Procurement Accounting
Model” topic under “Accounting Model Delivered Configuration”.

The sum of the Line Amount field on the accounting lines for a commodity line must equal the total of the
commodity line they are funding. The majority of fields on the PO Accounting line are common to
accounting transactions and can be reviewed in the CGI Advantage Financial Transactions User Guide. A
small number of fields are unique to transaction types that perform requisition and ordering functions:

e Reserved Funding - A required choice of three values: No, Yes, and Locked. The value serves
as a means to designate an accounting line to be a source of funding of last resort (Locked) or to
be an out year to fund a purchase in a future Budget FY (Yes). The choice of Locked must be
made manually where choices of No and Yes will default according to setup of the Event Type on
the accounting line. When a transaction that has accounting lines marked Yes or Locked, those
lines will not be automatically referenced and must be manually referenced. When the lines of
regular funding (No) have been or will soon be consumed, you should modify the transaction to
change the value from Locked to No in order to continue referencing the transaction. The
Contract Roll process will change all lines marked as Yes to No at year end when budgets for the
subsequent year have been loaded and open to activity.

e Roll Lapse 1 & 2 — In the event that an accounting line was rolled at year end from the prior
Budget FY and Fiscal Year, both indications are flagged Yes. This indicates that the posting lines
will record the backout and reposting of the Line Open Amount at the time of rolling. The
difference between the indications is that #1 is flagged Yes only on the transaction version that
rolled. #2 remains Yes in all subsequent versions to indicate the line has rolled at least once.

e DebtID - This field is most often used to indicate future spending of bond or loan proceeds.
Please refer to the Debt Management User Guide for the general edits for this field.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL) page is
selected, the values entered in the following fields are validated against the Transaction Department to
verify that the value entered is authorized for that specific Transaction Department:

e Accounting Template

e FN Doc Dept

Sub Vendor

The Sub Vendor tab on the Purchase Order lists sub vendors or sub contractors associated with the
procurement. Commodity lines are not linked to the sub vendors.

> CT Sub Vendor Logic
The Sub Vendor log logic works the same on CT and MA transactions:

e Sub-vendor address and contact information is inferred from the Vendor/Customer
tables via the Address Code and Contact ID fields when a user has selected a
Vendor Code that has the Address Default Record set to True. If Default Record is
not set to True, then this information will not be inferred from Vendor/Customer but
users will have the option of selecting the Address and Contact Code from the pick
list or enter information manually to these fields.
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>

e Percentage: The Percentage field is available in addition to the Amount field and
has the following logic:

e Users can use either the Percentage or Amount field on each sub vendor line but
not both.

¢ All sub vendor lines that are not null must be equal to or less than 100. A value
less than 0 is not allowed.

e The default value is null.

e Amount: Like the Percentage field, the Amount field can be used to track the
amount of the contract associated with the sub-vendor. As described in the
Percentage field, multiple sub vendor lines can be added and if users have decided
to use the Amount field all lines cannot exceed the total agreement amount. Users
have a choice to use either the Amount or Percentage field to track the amount of
the agreement associated with each sub-vendor line but will not be allowed to use
both.

Required/Conditionally Required Fields

The following fields are required if a line is added to this tab:
e Vendor Customer
e Amount or Percentage

Refer to the "PO Transaction Type" topic for information on the Inactive Line functionality.

Terms and Conditions

The Terms and Conditions tab on the Purchase Order (PO) transaction allows a buyer to choose
individual terms and conditions from the Terms and Conditions (TRMC) library or add new ones by free
form. Terms and Conditions can also be added to this tab after the Load T & C action is selected and a
template is specified in the Terms Template field on the General Information section on the Header.

>

Required/Conditionally Required Fields

The Terms and Conditions tab does not contain any required fields to submit the RFP
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
Conditions check box is selected on the Procurement Transaction Control (PRDOC) table
then the following fields are required:

e Term/Condition
e Name
e Details

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C
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Refer to the "PO Transaction Type" topic for information on the Inactive Line functionality.

> Terms and Conditions

Special note on Terms and Conditions:

If the Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Details field without
additional file attachments.

If the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The Details
field is protected in this situation. If a record exists, the attachment Transaction XML
file and any other Image files associated with that record are copied as attachments
to the record on the transaction. Only one Transaction XML type file can exist for a
Terms and Conditions record at any time. If the modification of the Terms and
Conditions is required, and the Terms and Conditions entered is not locked, you
must first delete the Transaction XML attachment before you can upload a second
Transaction XML type file in order to create a new Transaction XML attachment. On
Validate and Submit, the system verifies that a Transaction XML attachment exists
for the Terms and Conditions entered.

Upon creation of a new transaction, if the Load T&C By Procurement Type field is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the T&C field on the Templates section of the Header tab is

inferred from the specified Default T&C Template on the Procurement Type page
based on the Procurement Type of the transaction. It also populates the Terms and
Conditions tab of the transaction with all of the Terms & Conditions from the
selected template. This inference occurs only once on initial draft versions of the
transaction and not on modification or cancellation versions. If the PO transaction
references an existing Solicitation or Award transaction, then this inference does not
occur.

When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.

Special Instructions

The Special Instructions tab on the Purchase Order (PO) transaction lists the instructions associated with
the order. The Special Instructions (SPIS) table is used to establish "pre-established" special instructions
for selection on this tab.

> Required/Conditionally Required Fields

The following field is required if a line is added to this tab:

Special Instructions Code
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If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Special Instructions Code

Refer to the "PO Transaction Type" topic for information on the Inactive Line functionality.

Award Details

The Award Details tab on the Purchase Order (PO) transaction allows you to modify entry of award detail
information such as the award method, type, class and category. This specific award information can be
associated to worksites which tracks the Worksite Code for the location where the work is being done.
The Percentage fields are report only fields and allow you to report the distribution percentage for each
worksite.

> Required/Conditionally Required Fields

The following fields are required, prohibited or optional based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e Award Category 1

e Award Class

e Award Method

e Award Type

e Compliance Criteria 1
e Location of Service

e Location Zip

e Response Number

e Out of Total Responses
e Award Region 1

e Award Region 2

e Award Region 3

e Award Region 4

e Tracking Number

If the Award Reason Code Required field is selected on the Award Type table for the
selected Award Type, then the Award Reason Code 1 field is required.

If the Multi-Category check box is selected, then a value must be selected in one or more
of the following fields: Award Category 2, Award Category 3, Award Category 4, or
Award Category 5.
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Note: The Compliance Criteria 2 field cannot be populated unless the Compliance
Criteria 1 field is populated. The Compliance Criteria 3 field cannot be populated unless
the Compliance Criteria 2 field is populated, and so forth.

If an Award Type value is selected under Additional Information, and the Worksite Code
Required check box is selected on the Procurement Transaction Control (PRDOC) table
for the selected Award Type, then the Worksite 1 field is required.

Note: If a value is entered in the Worksite field, a value is not required in the

corresponding Percentage field. If a value is entered in a Percentage field, then a value

must be entered in the corresponding Worksite field. A value must be entered in the

Worksite 1 field if a value is entered in the Worksite 2 field; a value must be entered in

the Worksite 2 field if a value is entered in the Worksite 3 field, and so forth.
Surety/Insurance

The Surety/Insurance tab on the Contract (CT) allows you to modify the Surety/Insurance related
information.

> Required/Conditionally Required Fields

If the Award Requires Performance/Payment Bond check box on the Award Details tab
is selected, then the following fields are required:

e Holding Department
e Policy Term Start

e Policy Term End

e Value of Policy/Bond
e Cost of Policy/Bond

e Insurance Type

e Policy Number

If the Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following fields are required:

e Holding Department
e Policy Term Start

e Policy Term End

e Value of Policy/Bond
e Cost of Policy/Bond

e Insurance Type

e Policy Number
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If the Reason for Previous Agreement End field is Defaulted or Terminated, then the
following fields are required:

e Closure Date
e Vendor
e External Award Number

If the Award Requires Performance/Payment Bond check box on the Award Details tab
is selected, then the following field is required:

e NAIC Code

If the Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following field is required:

¢ NAIC Code

Supporting Transactions

PO Transactions have a Supporting Transactions section that allows you to view and attach files relevant
to the entire transaction, for example, a Statement of Work or other supporting transactions.

If the Assemble External Terms and Conditions parameter is set to True on the Application
Parameters page, then you can choose from all file types; however, if you want to use the
attachments in the Assembled Process, you must select files with an Attachment Type of
Transaction XML, Image XML or Images (Zipped) XML. You can only select one Transaction
XML type file per record; however, you can enter as many rows as required. Images displayed
within the word-processing file must be attached separately within a Transaction XML file. You
must specify the corresponding image attachments as Image File types on the Upload
Attachment page. During the Assembly process, the system will search for the associated image
only from attachments that have been identified as Image files. The files are assembled into one
PDF transaction when the Assemble Process is initiated. Please refer to the Upload Attachment
page help file for more information.

If the Assemble External Terms and Conditions parameter is not set to True, the Supporting
Transactions tab acts as a repository to store transactions associated with the transaction. When
the Print button is selected on the transaction, the transactions attached to this tab are not
printed as part of the print process.

Proof of Necessity

The Proof of Necessity tab is only available on the Proof of Necessity (PON2) transaction.

Only one line can be added to this component and it is required if the Enforce Single Proof of
Necessity check box under the General Options section on Procurement Transaction Control (PRDOC)
is checked.

>

Required/Conditionally Required Fields
e Type of Award

e Description of Work to be Performed
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e Planned Performance Monitoring Activities
e Frequency of Payment

e Agency paying FICA

e Award cost included in Budget

e Detail Description of Projected Cost

e Assigned to Internal Personnel

e Basis for Selection

e Name

e Phone Number

If the ‘If federal, is there an associated grant’ field is set to Yes, then the following field is
required:

e Federal

CMR Transaction Type

The Contract Modification Request (CMR) Transaction Type is used to modify the Contract (CT)
transaction after it has reached a Phase of Final. Multiple draft transactions against a single contract can
exist simultaneously and users can independently workflow multiple modifications to the same contract
and apply approved modifications in the order of approval. The Contract Revision transaction allows
accepting the modifications expressed in the delta format and applying those deltas to produce new
versions of an existing Contract. Users can either directly modify the CT transaction by clicking Edit and
creating a new CT Modification or create a CMR to generate a CT Modification transaction. These two
methods can be used simultaneously together.

Any modification/changes need be performed on the right hand side in the new values column. Only enter
values in those fields you wish to change. If the field to be updated is a check box in the existing values, it
is displayed as a drop down box in the new values column and is defaulted to No Change. If the check
box for the existing value is blank, select Yes if you want it checked. If the check box for the existing value
is checked, select No if you want to have it unchecked.

When the CMR transaction is saved or validated (or submitted to pending) the system refreshes the
values for all existing fields based on the most recent version of the Contract transaction. The data in the
existing values column is not refreshed after the transaction has been submitted. On validate/submit, the
system generates a draft CT modification of the latest final Contract (CT) and triggers the validations
against the CT modification. Any ‘new’ values are passed to the CT Modification and if any values that
were entered on the CMR fail, the CT Modification Draft is discarded and the errors are displayed to the
CMR. Once the Contract (CT) validations pass then the CT will submit to final or be passed to workflow
for approval and the CMR can be submitted. Both transactions can be displayed in the Contract Catalog
which is a folder connected to the Transaction Catalog page.

Transactions of the CMR Transaction Type can be created from the Contract Catalog or by using the
Copy Forward button on the Contract (CT) transaction.

The CMR Transaction Type includes the following tabs:

e Header
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e Award Details

e Renewal Period

e Surety Insurance

e Accounting Distribution
e Vendor

e Commodity

e Accounting

e Commodity T& C

e Sub Vendor

e Terms and Conditions

e Special Instructions

CMR Delivered Transaction Codes

The CMR Transaction Type includes the following Transaction Code:

Name Transaction Intended Use
Code
Contract CMR The CMR transaction is used to process modifications
Revision to the Contract (CT) transaction after it has been
finalized.

Related Topic(s):

e For a description of the delivered event types allowed for the CMR Transaction Type, please refer
to the CGI Advantage - Financial Administration User Guide, “Procurement Accounting Model”
topic under "Accounting Model Delivered Configuration”.

e The CMR Transaction Type belongs to the Award State.

Header

The Header section on the Contract Modification Request (CMR) transaction allows you to modify the
general information associated with the entire procurement including the effective dates and dollar limits.

> Required/Conditionally Required Fields

This tab does not contain any required fields to submit the CMR transaction to Final. You
should only enter values in the fields in the column on the right if a change is needed to the
existing value shown in the column on the left.
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If the New Terminated By fields are populated, then all commodity and accounting lines
must be closed or an error is issued when submitting the CMR transaction. If the New
Terminated By fields are populated, then the New Award Status (on the General
Information section) field must be set to Terminated and vice versa.

The Header tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load T and C — The New Terms Template pick list allows you to select from pre-
defined templates set up on the Terms and Conditions Template (TRMTM) table.
After the Terms & Conditions Template is selected in the New Terms Template
field, the Load T & C action must be selected. After the Load T & C action is
selected, all terms and conditions associated with the template are loaded to the
Terms and Conditions tab of the CMR. The terms and conditions loaded apply to all
commodity lines.

e Ship/Bill To Lines - This action defaults the values entered in the fields on the
Default Shipping/Billing section to all blank new value fields in the Shipping/Billing
section for all existing commaodity lines.

Award Details

The Award Details tab on the Contract Revision (CMR) transaction allows you to modify entry of award
detail information such as the award method, type, class and category. This specific award information
can be associated to worksites which tracks the Worksite Code for the location where the work is being
done. The Percentage fields are report only fields and allow you to report the distribution percentage for
each worksite. You should only enter values in the fields in the column on the right if a change is needed
to the existing value shown in the column on the left, or if the following rules are met. For additional
information, refer to the PO - Award Details topic.

Renewal Period

The Renewal Period tab on the Contract Revision (CMR) transaction allows you to modify the amount of
time allotted to renew the agreement with the vendor after it expires, and the number of days before the
agreement expires that the buyer should be notified. This tab does not contain any required fields to
submit the CMR transaction to Final. You should only enter values in the fields in the column on the right
if a change is needed to the existing value shown in the column on the left. For additional information,
refer to the CT - Renewal Period topic.

Surety Insurance

The Surety/Insurance tab on the Contract Revision (CMR) transaction allows you to modify the
Surety/Insurance related information. For additional information, refer to the CT - Surety/Insurance topic.

> Required/Conditionally Required Fields
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You should only enter values in the fields in the column on the right if a change is needed
to the existing value shown in the column on the left, or if one of the following rules is met.

If the New Award Requires Performance/Payment Bond check box on the Award
Details tab is selected, then the following fields are required:

e New Holding Department
e New Policy Term Start

e New Policy Term End

e New Value of Policy/Bond
e New Cost of Policy/Bond

e New Insurance Type

e New Policy Number

If the New Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following fields are required:

e New Holding Department
e New Policy Term Start

e New Policy Term End

e New Value of Policy/Bond
e New Cost of Policy/Bond

e New Insurance Type

e New Policy Number

If the New Reason for Previous Agreement End field is Defaulted or Terminated, then
the following field is required:

e New Closure Date
e New Vendor
e New External Award Number

If the New Award Requires Performance/Payment Bond check box on the Award
Details tab is selected, then the following field is required:

e New NAIC Code

If the New Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following field is required:

¢ New NAIC Code
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Accounting Distribution

The Accounting Distribution tab on the Contract Revision (CMR) transaction allows you to modify the fund
distribution across multiple line items. This section does not contain any required fields to submit the CMR
transaction to Final. You should only enter values in the fields in the column on the right if a change is
needed to the existing value shown in the column on the left. For additional information, refer to the PO -
Accounting Distribution topic.

Vendor

Allows you to modify the address, contact and discount information for the vendor that is selected on the
CT transaction. This section does not contain any required fields to submit the CMR transaction to Final.
You should only enter values in the fields in the column on the right if a change is needed to the existing
value shown in the column on the left. For additional information, refer to the PO - Vendor topic.

Commodity

The Commaodity tab on the Contract Revision transaction allows you to modify the commaodity information
being provided by the selected vendor. This section does not contain any required fields to submit the
CMR transaction to Final. You should only enter values in the fields in the column on the right if a change
is needed to the existing value shown in the column on the left. For additional information, refer to the PO
- Commodity topic.

Accounting

The Accounting tab on the Contract Revision (CMR) transaction allows you to modify the accounting
funds for each commodity line. This section does not contain any required fields to submit the CMR
transaction to Final. You should only enter values in the fields in the column on the right if a change is
needed to the existing value shown in the column on the left. For additional information, refer to the PO -
Accounting topic.

Commodity T & C

The Commodity T & C tab on the Contract Revision (CMR) transaction allows a buyer to modify terms
and conditions associated with the selected commodity line. You can choose individual terms and
conditions from the Terms and Conditions (TRMC) library or add new ones by free form. Terms and
Conditions can also be added to this tab after the Load T & C action is selected and a template is
specified in the New T & C Template field on the General Information section on the Commaodity tab. This
section does not contain any required fields to submit the CMR transaction to Final. You should only enter
values in the fields in the column on the right if a change is needed to the existing value shown in the
column on the left. For additional information, refer to the PO - Commodity T & C topic.

Sub Vendor

The Sub Vendor tab on the Contract Revision (CMR) transaction allows you to modify sub vendors or sub
contractors associated with the procurement. Commaodity lines are not linked to the sub vendors. This
section does not contain any required fields to submit the CMR transaction to Final. You should only enter
values in the fields in the column on the right if a change is needed to the existing value shown in the
column on the left or if a new Sub Vendor line is required on the CT Sub Vendor line, and then this tab
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would be used on CMR to add new lines to CT Modification. The same logic applied to the CT transaction
is triggered to this tab (if populated) on validate of CMR. Refer to the "CT's Sub Vendor" topic for
validation logic for more information.

Terms and Conditions

The Terms and Conditions tab on the Contract Revision (CMR) transaction allows you to modify the terms
and conditions associated with the procurement. This section does not contain any required fields to
submit the CMR transaction to Final. You should only enter values in the fields in the column on the right
if a change is needed to the existing value shown in the column on the left. For additional information,
refer to the PO - Terms and Conditions topic.

Special Instructions

The Special Instructions tab on the Contract Revision (CMR) transaction allows you to modify the
instructions associated with the order. The Special Instructions (SPIS) table is used to establish special
instructions for selection on this tab. This section does not contain any required fields to submit the CMR
transaction to Final. You should only enter values in the fields in the column on the right if a change is
needed to the existing value shown in the column on the left. For additional information, refer to the PO -
Special Instructions topic.

MA Transaction Type

The Master Agreement (MA) Transaction Type is used to set prices, terms, and conditions by which the
client can purchase itemized goods or services from a vendor at a negotiated price. A Master Agreement
does not commit the user to make a purchase, and therefore carries no funding information. The only
accounting impact associated with processing a Master Agreement is the liquidation of the referenced
Requisition (Pre-Encumbrance) if referenced. Orders that are made against an approved Master
Agreement are called Delivery Orders. A Payment Request transaction can directly reference the Master
Agreement in situations where users may need to directly pay a vendor without first needing to process
an order transaction.

Important Features for the Master Agreement (MA) Transaction Type:
> Inactive Line Functionality

The Inactive Line flag can be selected on Modification Draft MA transactions in CGI
Advantage. The following rules apply to this field on transactions of the MA Transaction
Type:

e The Inactive Line flag cannot be set to True on a new line.

e An MA Commodity Line cannot be marked as inactive unless there are no orders or
payments recorded against the line.

e When an MA transaction is submitted with an inactive commaodity line(s), any
referenced Requisition lines are reopened.

e A Catalog cannot be loaded to a MA Commodity Line if the Inactive Line flag is
selected for the MA Commodity Line.

Advantage 4 © CGI Technologies and Solutions Inc. Page 108



CGlI Advantage - Procurement User Guide

e If an MA Commodity Line with a Line Type of Catalog is marked inactive, the
Status for all of the associated catalog records on the Catalog Maintenance table is
updated to Inactive.

e The Insert, Save, Delete and Reactivate links on Catalog Maintenance will be
disabled for all catalog records associated with an inactive MA Catalog line.

e Inactive lines are not copied forward into a target transaction.

e If all commodity lines on a MA transaction are inactive, then the transaction will not
appear on the Shopper (SHOP) page.

e When selecting the Inactive Line flag on an MA Commaodity Line, the Commodity
Line/Commaodity Code combination on the current MA transaction version must be
the same as on the prior version.

e The Inactive Line flag can only be selected for Renewal Periods that have not
passed.

e The Inactive Line flag cannot be selected if the associated Renewal transaction
has been submitted for the specified Renewal Period.

e Once a commodity line or component is marked as inactive and the transaction is
submitted, it cannot be reversed; instead a new line or component must be entered.

e |If the Inactive Line flag is checked for a Commaodity Line, all associated Commodity
T&C Lines are also marked inactive.

e If the Hide Inactive Procurement Lines flag is selected when printing the MA
transaction, then only the active lines are printed. If the Hide Inactive Procurement
Lines flag is not selected when printing the MA transaction, then the active and
inactive lines are printed.

e If the Hide Inactive Procurement Lines flag is selected when assembling the MA
transaction, then only the active lines are assembled. If the Hide Inactive
Procurement Lines flag is not selected when assembling the MA transaction, then
the active and inactive lines are assembled. (Refer to the "Understanding the
Assembly Process” topic of this user guide, for more information on the Assembly
functionality.)

The Inactive Line flag is included on the following Master Agreement Transaction
Components:

Transaction Component Component Specific Rules

Header (hidden on the Ul) = This flag is updated by the system if all commodity lines on the
Master Agreement have the Inactive line flag set to true.

Renewal Period e The Inactive Line flag can only be selected for Renewal
Periods that have not passed.
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e The Inactive Line flag cannot be selected if the
associated Renewal transaction has been submitted for
the specified Renewal Period.

Terms and Conditions
Sub Vendor

Commodity e A Commodity Line (and any associated accounting lines)
must be modified down to zero before the Inactive Line
flag may be selected.

e An MA Commodity Line cannot be marked as inactive
unless there are no orders or payments recorded against
the line.

e A Catalog cannot be loaded to a MA Commaodity Line if
the Inactive Line flag is selected for the MA Commodity
Line.

e When selecting the Inactive Line flag on an MA
Commaodity Line, the Commodity Line/Commodity Code
combination on the current MA transaction version must
be the same as on the prior version.

Commodity T & C If the Inactive Line flag is checked for a Commodity Line, all
associated Commodity T & C Lines will automatically be made
inactive.

Supporting Transactions

> Key inputs/outputs of the Master Agreement Transactions

The Master Agreement can reference the following transactions that belong to the RQ
Transaction Type: RQM, RQS, RQN, and all SO transactions.

Five transactions can reference the MA transaction:
e PE (Performance Evaluation)
e RN (Renewal)
e TM (Termination)
e DO (Delivery Order)
e PRC (Payment Request)*
> MA Restrictions

Important Note: You can only modify Final MA transactions if the Direct Agreement
Modification field on the Access Control table in the Administration application is selected.
An error is given on Validate if the field is not selected. If the field is not selected, then you
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must use a Master Agreement Modification Request (MMR) transaction. The creation of
new MA transactions can be automatically prevented for a particular vendor with selection
of the Discontinued — No New Business check box on the Vendor/Customer table but
the processing of existing transactions may proceed.

The Master Agreement transaction contains the following tabs:
e Header
e Renewal Period
e Authorized Department
e Authorized Unit
e Vendor
e Business Type
e Commodity
e Commodity T&C
e Accounting
e Sub Vendor
e Terms and Conditions
e Award Details
e Surety/Insurance
e Supporting Transactions

e Proof of Necessity

MA Delivered Transaction Codes

The MA Transaction Type contains the following delivered Transaction Code.

Transaction Transaction Intended Use

Name Code

Master MA Contract with a supplier to provide goods and/or
Agreement services at pre-arranged prices, under set terms and

conditions, when and if required. It is used to meet
recurring needs (for example, food, fuel, tires, plumbing
supplies, and so forth).
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Proof of PON Enables the Accounting line for Master Agreement
Necessity Type transactions. This allows a multiple vendor
Agreement contract to be encumbered.

Related Topic(s):
e The MA Transaction Type belongs to the Award State.

e For instructions on how to purchase an item that has been established on a Master Agreement,
refer to the "Purchase ltems on Contract" topic under Common Business Tasks.

Header

The Header tab on the Master Agreement (MA) transaction lists general information associated with the
entire procurement including the effective dates and dollar limits.

> Terminating a Master Agreement

Upon submitting a Termination (TM) transaction to Final that references a transaction of
the MA Transaction Sub Type, a draft version of the MA transaction is created. Upon
submitting the TM to Final, the TM transaction Information (Transaction Code, Transaction
Dept, Transaction ID) is passed to the Terminated By (Terminated By Transaction Code,
Terminated By Transaction Dept, Terminated By Transaction ID) fields in the Reference
section on the Header tab of the newly created draft MA transaction. Upon submitting the
TM to Final, the system sets the Award Status field on the Header of the newly created
draft MA transaction to a value of Terminated. If the Terminated By fields are populated
and/or the Award Status field is Terminated, then all commodity and accounting lines
must be closed or an error is issued when submitting the newly created MA transaction. If
the Award Status is Terminated, then the Terminated By fields must be populated and vice
versa.

> Procurement Folder Logic

If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditionally Required Fields

The following fields are required, and if left blank are automatically populated by CGI
Advantage:

e Record Date

e Budget FY
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e Fiscal Year
e Period
e Procurement Type ID

The following fields are conditionally required based on site specific setup on the
Transaction Control (DCTRL) table:

e Transaction Name
e Transaction Description
e Cited Authority

The following fields are conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e |ssuerID

e Requestor ID

e Name
e Phone
e Email

e Terms and Conditions Template
e Minimum Order Amount

e Maximum Order Amount

e Reporting 1

e Reporting 2

e Reporting 3

If this is a modification of a Final MA transaction and the Require Reason for
Modification check box on the Procurement Transaction Control (PRDOC) table is
selected, then the Reason for Modification field is required.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C Template
e |ssuerID
e Requestor ID

e Shipping Location
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Billing Location
Reporting 1
Reporting 2
Reporting 3

The Header tab contains the following actions/links:

> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

Refresh T and C — This action, when selected, looks to the Terms and Conditions
(TRMC) page and determines the Last Update Date for all Terms and Conditions
(T&C) currently in the Terms and Conditions tab and in the Commaodity T&C tab of
the transaction. If the Last Update Date on the TRMC page is greater than the T&C
Last Updated Date for the corresponding T&C on the transaction, the system infers
over the existing T&C and replaces it with the updated version from the TRMC
page. This inference occurs for T&C in both the Terms and Conditions tab as well
as the Commodity T&C tab.

Make All Lines Mandatory Source — This action automatically selects the
Mandatory Source flag for all Commodity Lines that currently exist on the MA. Refer
to the “Mandatory Source Functionality” topic for more information.

Load T and C - If a Terms & Conditions Template is selected inthe T & C
Template field, the Load T & C action must be selected. Afterthe Load T & C
action is selected, all terms and conditions associated with the template are loaded
to the Terms and Conditions tab of the MA.

Ship/Bill To Lines - This action defaults the values entered in the fields on the
Default Shipping/Billing section to all blank fields in the Shipping/Billing section for
all existing commodity lines.

Assemble Transaction — This action runs the Transaction Assembly process. This
process assembles specific transaction tabs, all of the attached Terms and
Conditions, and all of the Supporting Transactions attached to the transaction within
a single formatted PDF transaction. The Transaction Assembly process may be
executed during the transaction’s Draft, Pending or Final phase on demand and it is
executed automatically when the MA transaction is submitted to final. The MA
transactions allow you to initiate the Assembly Process when the Assemble
External Terms and Conditions parameter is set to True on the Applications
Parameters table. (Note: Inactive lines will not be assembled if the Hide Inactive
Procurement Lines flag is selected upon initiating the assembly request.) Please
refer to the "Understanding the Assembly Process” topic for more information.
Reset Buyer — This action (if activated) allows the user to reassign the Buyer/Buyer
Team per buyer assignment logic. Refer to the “Reset Buyer Logic” topic for more
information.

View Assembly Request — This action transitions you to the Assemble Request
page. This page allows you to view the current and previous status of the
Transaction Assembly process for the selected transaction.

View Catalogs - This action transitions you to the Catalog Summary Inquiry
(CATQ) page. This is a display only view of the Catalog Maintenance table. When
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accessed from a Master Agreement, only catalog records associated with the
Master Agreement are displayed. The View Catalogs action is only displayed if at
least one record exists on the Catalog Maintenance table for the Master
Agreement. Please refer to the “Catalog Maintenance Table” topic for more
information.

e View Procurement Folder — This action transitions you to the Procurement
Management page, which allows you to review other Procurement Folder
information associated with the selected Procurement Folder. The View
Procurement Folder action is only active if the Procurement Folder ID field is
populated. Refer to the “Procurement Folder Logic” topic for more information.

Renewal Period

The Renewal Period tab on the Master Agreement (MA) transaction lists the amount of time allotted to
renew the agreement with the vendor after it expires, and the number of days before the agreement
expires that the buyer should be notified. The Renewed check box is selected if the period was renewed
and is populated from the Renew Agreements batch job or when the Create MA Transaction for Renewal
process for the RN transaction finalizes.

> Required/Conditionally Required Fields

This section does not contain required fields to submit the MA transaction to Final.
However, if a line is added to this tab, then the following fields are required:

e Renewal Period Length
e Renewal Period Unit

Refer to the "MA Transaction Type" topic for information on the Inactive Line functionality.

Authorized Department

The Authorized Department tab on the Master Agreement (MA) transaction lists the departments that are
allowed or not allowed to use the Master Agreement. At least one department must be listed; All is a valid
option. Each listed agency must have a spending limit assigned to it (No Limit is an option). The Master
Agreement also allows the option of excluding agencies. If a Unit is not specified on the Authorized Units
tab then all Units are included. A Department of All is not allowed when specifying a Unit.

Authorized departments on an agreement default to the requesting agencies listed on the Requisition(s)
or Solicitation referenced by the Master Agreement. If no transactions are referenced by the agreement,
authorized agencies defaults to All Agencies with No $ Limit. If the agencies are carried forward from
Requisitions, the requested quantities and the negotiated prices on the Master Agreement will be used to
calculate an initial spending limit for the agency. If the system is unable to calculate a default-spending
limit for an agency in this manner, it is assumed that the agency has no spending limit.

The MA Reference for Authorized Departments and MA Reference for Authorized Units tables maintain
the spending for every Department/Unit combination when ALL is entered in the Department/Unit fields or
Exclude Department/Exclude Unit is selected on the Authorized Department/Authorized Unit tabs on
the Master Agreement. This table tracks the ordered amounts of each Department/Unit that reference the
Master Agreement so that the Spending Limit and Not to Exceed amounts entered on the MA are
enforced.

> Required/Conditionally Required Fields

Advantage 4 © CGI Technologies and Solutions Inc. Page 115



CGlI Advantage - Procurement User Guide

The following fields are required to submit the MA transaction to Final:
e Department

e Spending Limit or No Limit

Authorized Unit

The Authorized Unit tab on the Master Agreement (MA) transaction lists the units that are allowed or not
allowed to use the Master Agreement. You can enter ALL in which case the spending limits apply to all
units within the department. You can also specify spending limits associated with a specific unit or
exclude a specific Unit.

> Required/Conditionally Required Fields
The following fields are required to submit the MA transaction to Final:
e Unit

e Spending Limit or No Limit

Vendor

The Vendor tab on the Master Agreement (MA) transaction lists the Primary and Secondary Vendors for
providing the goods/services. Vendors are selected from a pick list that is populated by the
Vendor/Customer table. Note: If Advantage is being integrated with Maximo, then a separate contract is
created for each Vendor in Maximo. (Refer to the “Integration Parameters (INTCTRL)” topic in this user
guide for information on determining whether Maximo is integrated.) Discount information can also be
recorded.

> Required/Conditionally Required Fields

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Vendor/Customer
The following field is required if a non-miscellaneous vendor is selected:
e Address Code
The following fields are required if a Vendor Contact ID is not entered:
o Contact Name
e Phone

Each Master Agreement is required to have one Primary Vendor. Entry of additional
Vendors on the Master Agreement is controlled by the Enforce Single Primary Vendor flag
on the Procurement Transaction Control table. If the Enforce Single Primary Vendor check
box is selected, then only a single primary vendor will be allowed on the Master Agreement
(and that Vendor Line must be Line ’1’), and Commaodity Lines may only be associated
with the Primary Vendor. In addition, PO and PR Transactions that reference the Master
Agreement will assume a Vendor Line value of 1 on the Commodity Line for reference
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purposes regardless of the Vendor Line Number or Vendor Code that is entered on the
transaction. If the Enforce Single Primary Vendor check box is not selected, the Master
Agreement will allow Multiple Primary Vendors as well as allow Commodity Lines to be
associated with all Vendor Lines on the transaction.

When the Allow Vendor change on Modification Version check box is checked on
Procurement Transaction Control (PRDOC) for the Master Agreement (MA) transaction,
then the Vendor can be changed on a modification version. If the Allow Vendor change
on Modification Version check box is unchecked, an error is issued when the record is
validated while attempting to change the Vendor on a modification version.

The Vendor Preference Level is a required field and is used to prioritize search results on
the Shopper (SHOP) page. Records returned based on searches on the SHOP page are
first returned based on relevancy, and then by Vendor Preference Level. A lower number
indicates a higher preference. This ensures that vendors with a preferred item appear
higher in the search results, giving ordering preference to those Master Agreements. Upon
saving a Master Agreement, if a valid Vendor/Customer code exists, and the Vendor
Preference Level is blank, the system will infer the Vendor Preference Level field value
from the Vendor Customer record on the eMall tab of the Vendor/Customer table. If the
value on Vendor/Customer is blank, then a default value of 99 is inferred. This value can
be changed on the Vendor/Customer tab of the MA transaction. This value is also inferred
into the Vendor Preference Level fields on the Commaodity tab. The Vendor Preference
Level fields on the Commodity lines can also be changed, so that different preference
levels can apply to different portions of the catalog.

The Vendor Line Discontinued check box facilitates an option for you to specify a
specific vendor on the Master Agreement transaction is to be restricted against having any
new business while allowing already generated business to continue through the cycle. It
also allows the rest of the vendors in the MA to have no restrictions. For example, the sub-
vendor supplying concrete on a building MA supplied poor grade concrete. Selecting the
Vendor Line Discontinued check box would restrict any new Requisition or Purchase
Order transactions from being created for that vendor in this MA.

Note: If the sum of all values in the Not to Exceed Amount fields on the Vendor tab
exceeds the value in the Not to Exceed Amount field on the Header of the Master
Agreement, then not all vendors will be able to reach their set ordering limit.

If the Allowed Vendor Type field on DCTRL is set to allow service vendors only:

¢ If the vendor(s) on the transaction have the Service flag selected on their vendor record, or
have both Service and Purchasing Agent checked, no error will be issued.

e If any vendor on the transaction has only the Purchasing Agent flag checked on their vendor
record, an error will be issued.

If the Allowed Vendor Type field on DCTRL is set to allow commodity vendors only:

e If the vendor(s) on the transaction have the Purchasing Agent flag checked on their vendor
record, or have both the Service and Purchasing Agent flags checked, no error will be issued.

e |f any vendor on the transaction has only the Service flag checked on their vendor record, an
error will be issued.

This tab contains the following actions/links:

>

Page-Level Actions
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Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

o The Apply Price Escalation by Vendor action that appears on the Thresholds
section can be selected to escalate a unit price by a given percentage at any time
during the period. The price escalation applies to commaodity line types of ltem or
Service only.

o Escalation Percentage is the percent that the commodity line Unit Price
will be escalated. This field is used by the Apply Price Escalation action to
apply a price escalation within a current period to the associated commodity
lines for any selected Vendor referenced in the MA Agreement. The system
shall issue an error if value entered is not numeric or not greater than
0.00%.

e Unit Price Decimal Places indicates the number of decimal places to
round out to when calculating the new Unit Price using the Apply Price
Escalation action. The value entered must be between 2 and 6. The default
value is 6.

e The Copy with Child action can be selected to copy a Vendor line and the
corresponding Commodity lines on a transaction. The Enforce Single Primary
Vendor check box must be unchecked on Procurement Transaction Control
(PRDOC) for the Master Agreement (MA) transaction to use this feature. If the
Enforce Single Primary Vendor check box is selected when the vendor line is
copied, an error is issued when the record is validated.

Business Type

The Business Type tab on the Master Agreement (MA) transaction lists the Business Types associated
with the selected Vendor. Business Types are assigned to vendors on the Business Type tab of the
Vendor/Customer table. Only Business Types that were associated with the vendor at the time of
processing the original transaction are displayed.

Commodity

The Commodity tab on the Master Agreement (MA) transaction lists all of the commodities associated
with the Master Agreement. Freight can be applied to an Award transaction as either a separate
Commodity Line or it can be built into the Unit Price of each Commodity Line on the Award. For more
information refer to the "Adding Freight on an Award” topic in this user guide.

> Discontinue a Commaodity Line

Note: The Commodity Line Discontinued field facilitates an option for you to specify a
specific commodity line on the Master Agreement transaction to be restricted for any new
business while allowing the processing of the rest of the cycle on existing orders.
Additionally, the rest of the commodity lines in the MA can have no restrictions. For
example, the vendor supplying concrete on a building MA supplied poor grade concrete
but the rest of the commodities were delivered in good condition and on time. Selecting the
Commodity Line Discontinued check box on the concrete commodity line would restrict
any new Requisition or Purchase Order transactions from being created for the MA.
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> Maximo Integration

If the MA transaction is being integrated with Maximo, then the following applies. (Refer to
the “Integration Parameters (INTCTRL)” topic in this user guide for information on
determining whether Maximo is integrated.)

e The Line Type must be ltem, Service, or Cost Plus.

o Ifthe Line Type is Service, Catalog or Discount, then the External Item field must
be blank.

e The entered Commodity Code must be marked as External Service on the
Commodity table.

e Ifthe Line Type is ltem, then the External Item field is required.

e The entered Commodity Code must be associated with the External Iltem as
entered on the Item table.

e |f the Commodity Code is not entered t will be defaulted to the Commodity Code
associated with the External Item on the Item table.

e Ifthe Line Type is Cost Plus, then the Discount Percentage field must be blank.

e Ifthe Line Type is Cost Plus, then the Markup Percentage field must be
populated.

> Mandatory Source

The Mandatory Source flag is used to identify commodities that should be used as
Mandatory Source commodities on Master Agreement transactions. The Mandatory
Source flag can be manually selected for specific commodity lines or you can mark all
commodity lines as Mandatory Source by selecting the Make All Lines Mandatory
Source action from the Related Action menu on the Header tab of the Master Agreement.
On submit of the Master Agreement the system will add a line to the Mandatory Source
Master Agreements Lines (MSMALS) table for each commodity line identified as
Mandatory Source. Refer to the “Mandatory Source Functionality” topic for more
information.

> Required/Conditionally Required Fields
The following field is required:
e Line Type*

*Note: The Catalog and Discount Line Types cannot be chosen if the buysense flag is
selected for the MA Transaction Type on the Procurement Transaction Control (PRDOC)
table.

The following fields are required if the Line Type is ltem:
e Commodity Code
e Quantity
e Unit
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e Unit Price
e Lock Catalog List Price must equal False
e Allow Promotional Pricing cannot be selected
The following fields are required if the Line Type is Service:
e Commodity Code
e Contract Amount
e Service From
e Service To
e Lock Catalog List Price must equal False
e Allow Promotional Pricing cannot be selected
The following fields are required if the Line Type is Discount:
e Commodity Code
e List Price
e Discounted Unit Price
e Lock Order Specs cannot be selected
e Lock Catalog List Price must equal False
e Allow Promotional Pricing cannot be selected
The following fields are required if the Line Type is Catalog:
e Commodity Code
e Catalog
e Discount Percentage
e Discount Effective From
e Discount Effective To
e Lock Order specs must be selected

Note: At least one catalog record associated with the Commodity Line must exist on the
Catalog Maintenance table.

The following field is conditionally required, based on site specific setup on the Transaction
Control (DCTRL) table:

e Commodity Line Description
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The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

Commaodity
Maintenance
Shipping Location
Shipping Method
Free on Board
Delivery Date
Delivery Type
Billing Location
Packing Instructions
Hazardous Materials
Special Handling
Additional Handling
Manufacturer

Model

Warranty Type

Underage Tolerance Quantity
Underage Contract Amount
Overage Tolerance Quantity

Overage Contract Amount

Refer to the "MA Transaction Type" topic for information on the Inactive Line functionality.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)

page is selected, the values entered in the following fields are validated against the
Transaction Department to verify that the value entered is authorized for that specific

Transaction Department:

T & C Template
Ref Doc Dept
Shipping Location

Billing Location

Advantage 4

© CGI Technologies and Solutions Inc.

Page 121



CGlI Advantage - Procurement User Guide

The Environmentally Preferred Purchase (EPP) section only available when the ENABLE_EPP
parameter is set to Yes on the Application Parameter (APPCTRL) table. This section can be used
to define:

Product Certifications
Recycled Content
EPP Attributes

EPP Product

If the Allow Extended Description Edit check box on the Procurement Transaction Control
(PRDOC) page is checked, editing is allowed on the Extended Description field on the
subsequent versions of the transaction.

This tab contains the following actions/links:

> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

Load T and C - Populates lines on the Commodity T & C tab with values defined for
the T&C Template entered on the Commodity line. These T&C's apply to only the
selected commodity line.

Ship/Bill From Header - Populates the Shipping & Billing section on all existing
commaodity lines with the values entered in the Default Shipping/Billing section on
the Header.

Extended Description - This action transitions you to the Commodity Extended
Description page, which allows you to add additional information for the selected
Commodity line than what can be captured in the Extended Description field.

Load Catalog - Transitions you to the Upload Catalog page to initiate a load of
Catalog records from a Microsoft Excel file. Please refer to the "Step 2: Upload the
Catalog File” topic for information about this page.

View/Edit Catalog - Transitions you to the Catalog Maintenance table, filtered by
the latest version of catalog items (Active and Inactive, Final and Draft), associated
with the Master Agreement's Commodity Line. If the Master Agreement’s Phase is
Draft, then the catalog records may be inserted, modified, or deleted directly on the
table. If the Master Agreement’s Phase is Final, then the catalog records may only
be viewed. Please refer to the "Catalog Maintenance Table” topic for more
information.

Catalog Error Log - Transitions you to the Catalog Error page, filtered for error
messages returned for this Master Agreement’s Commaodity Line’s last catalog load.
This link is only active if at least one error message exists for this Master
Agreement’s Commodity Line. Please refer to the "Fix Errors Listed on the Catalog
Error Log Page” topic for more information.

Catalog Upload Request — Transitions you to the Request Status page, which
displays the status of all requests to upload a catalog to the selected transaction.

Commodity T & C
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The Commodity T & C tab on the Master Agreement (MA) transaction allows a buyer to choose individual
terms and conditions from the Terms and Conditions (TRMC) library or add new ones by free form. Terms
and Conditions can also be added to this tab after the Load T & C action is selected and a template is
specified in the Terms and Conditions Template field on the General Information section on the
Commodity tab. Terms and Conditions can be automatically updated in this tab when the Refresh T and
C action is selected.

>

>

Required/Conditionally Required Fields

The Commodity T & C tab does not contain any required fields to submit the MA
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
Conditions Template check box is selected on the Procurement Transaction Control
(PRDOC) table then the following fields are required:

e Term/Condition
¢ Name
e Details

Refer to the "Master Agreement (MA) Transaction Type" topic for information on the
Inactive Line functionality.

Special note on Terms and Conditions

o |f the Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Detail field without
additional file attachments.

e |f the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The Detail
field is protected in this situation. If a record exists, the attachment Transaction XML
file and any other Image files associated with that record are copied as attachments
to the record on the transaction. Only one Transaction XML type file can exist for a
Terms and Conditions record at any time. If the modification of the Terms and
Conditions is required, and the Terms and Conditions entered is not locked, you
must first delete the Transaction XML attachment before you can upload a second
Transaction XML type file in order to create a new Transaction XML attachment. On
Validate and Submit, the system verifies that a Transaction XML attachment exists
for the Terms and Conditions entered.

e Upon creation of a new transaction, if the Load T&C By Procurement Type is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the Terms and Conditions Template field on the Templates
section of the Header tab is inferred from the specified Default T&C Template on
the Procurement Type page based on the Procurement Type of the transaction. It
also populates the Terms and Conditions tab of the transaction with all of the Terms
& Conditions from the selected template. This inference occurs only once on initial
draft versions of the transaction and not on modification or cancellation versions.

e When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
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records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.

Accounting

The Accounting tab of the Proof of Necessity Agreement (PON) transaction is required. One or more lines
can be entered and are used to record the chart of accounts used to encumber funds. This process
reserves funding from the available budget to ensure funds are present at time of payment. Another
option, based on Event Type is to award the vendor but not have any accounting updates happen at the
time the transaction is processed. The accounting information will still be required and will be used when
the payment is processed. For a description of the delivered Event Types allowed for the Master
Agreement Transaction Type, please refer to the Financial Administration User Guide, "Procurement
Accounting Model" topic under "Accounting Model Delivered Configuration." The intent of making the
Accounting tab available is to provide an encumbering transaction that can support multiple vendors on a
single transaction.

The sum of the Line Amount field on the accounting lines for a commodity line must equal the total of the
commodity line they are funding. The majority of fields on the MA Accounting line are common to
accounting transactions and are described in the CG/ Advantage Financial Transactions User Guide. A
small number of fields are unique to transaction types that perform requisition and ordering functions.

If the Enforce Transaction Department Validation check box on the Transaction Control (DCTRL) page
is selected, the values entered in the following fields are validated against the Transaction Department to
verify that the value entered is authorized for that specific Transaction Department:

e Accounting Template

e FN Doc Dept

Sub Vendor

The Sub Vendor tab on the Master Agreement (MA) transaction lists sub vendors or sub contractors
associated with the procurement. Commodity lines are not linked to the sub vendors.

> Sub Vendor Logic

e Sub-vendor address and contact information is inferred from the Vendor/Customer
tables via the Address Code and Contact ID fields when a user has selected a
Vendor Code that has the Address Default Record set to True. If Default Record is
not set to True, then this information will not be inferred from Vendor/Customer but
users will have the option of selecting the Address and Contact Code from the pick
list or enter information manually to these fields.

e Percentage: The Percentage field is available in addition to the Amount field and
has the following logic:

e Users can use either the Percentage or Amount field on each sub vendor line but
not both.

e All sub vendor lines that are not null must be equal to or less than 100. A value less
than 0 is not allowed.

e The default value is null.

e Amount: Like the Percentage field, the Amount field can be used to track the
amount of the contract associated with the sub-vendor. As described in the
Percentage field, multiple sub vendor lines can be added and if users have decided
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to use the Amount field all lines cannot exceed the total agreement amount. Users
have a choice to use either the Amount or Percentage field to track the amount of
the agreement associated with each sub-vendor line but will not be allowed to use
both.

> Required/Conditionally Required Fields
The following fields are required if a line is added to this tab:
e Vendor Customer
e Percentage or Amount

Refer to the "MA Transaction Type" topic for information on the Inactive Line functionality.

Terms and Conditions

The Terms and Conditions tab on the Master Agreement (MA) transaction allows a buyer to choose
individual terms and conditions from the Terms and Conditions (TRMC) library or add new ones by free
form. Terms and Conditions can also be added to this tab after the Load T & C action is selected and a
template is specified in the Terms and Conditions Template field on the Header. Terms and Conditions
can be automatically updated in this tab when the Refresh T and C action is selected on the Header.

> Special Note on Terms and Conditions

o |fthe Assemble External Terms and Conditions parameter is not set to True you
can enter the details of the Terms and Conditions directly in the Details field without
additional file attachments.

e |f the Assemble External Terms and Conditions parameter on the Application
Parameters page is set to True, you must choose a Terms and Conditions record
that has an associated Transaction XML Attachment Type transaction. The
Details field is protected in this situation. If a record exists, the attachment
Transaction XML file and any other Image files associated with that record are
copied as attachments to the record on the transaction. Only one Transaction XML
type file can exist for a Terms and Conditions record at any time. If the modification
of the Terms and Conditions is required, and the Terms and Conditions entered is
not locked, you must first delete the Transaction XML attachment before you can
upload a second Transaction XML type file in order to create a new Transaction
XML attachment. On Validate and Submit, the system verifies that a Transaction
XML attachment exists for the Terms and Conditions entered.

e Upon creation of a new transaction, if the Load T&C By Procurement Type is
checked for the Transaction Code on the Procurement Transaction Control
(PRDOC) page, the T&C field on the Templates section of the Header tab is
inferred from the specified Default T&C Template on the Procurement Type page
based on the Procurement Type of the transaction. It also populates the Terms and
Conditions tab of the transaction with all of the Terms & Conditions from the
selected template. This inference occurs only once on initial draft versions of the
transaction and not on modification or cancellation versions.

e When the transaction is validated or submitted, if the Load T&C By Procurement
Type is checked for the Transaction Code on the PRDOC page and the
Procurement Type is changed, all existing Terms and Conditions are deleted from
the Terms and Conditions tab and then are populated as explained in the previous
bullet point. Prior to this happening, an error message is issued alerting you that all
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records from the Terms and Conditions tab are about to be deleted and new
records will be inferred based on the new Procurement Type.

> Required/Conditionally Required Fields

The Terms and Conditions tab does not contain any required fields to submit the MA
transaction to Final. However, if a line is inserted on this tab, or the Require Terms and
Conditions check box is selected on the Procurement Transaction Control (PRDOC) table
then the following fields are required:

e Term/Condition
e Name
e Details

Refer to the "Master Agreement (MA) Transaction Type" topic for information on the
Inactive Line functionality.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e T&C

Award Details

The Award Details tab on the Master Agreement (MA) transaction allows you to modify entry of award
detail information such as the award method, type, class and category. This specific award information
can be associated to worksites which tracks the Worksite Code for the location where the work is being
done. The Percentage fields are report only fields and allow you to report the distribution percentage for
each worksite.

> Required/Conditionally Required Fields

The following fields are required, prohibited or optional based on site specific setup on the
Procurement Transaction Control table:

e Award Category 1

e Award Class

e Award Method

e Award Type*

e Compliance Criteria 1
e Location of Service

e Location Zip

e Response Number
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e Out of Total Responses
e Award Region 1

e Award Region 2

e Award Region 3

e Award Region 4

e Tracking Number

*The Award Type value can only be selected if the Allowed on Master Agreement check
box is selected on the Award Type table.

If the Award Reason Required field is selected on the Award Type table for the selected
Award Type, then the Award Reason Code 1 field is required.

If the Multi-Category check box is selected, then a value must be selected in one or more
of the following fields: Award Category 2, Award Category 3, Award Category 4, or
Award Category 5.

Note: The Compliance Criteria 2 field cannot be populated unless the Compliance
Criteria 1 field is populated. The Compliance Criteria 3 field cannot be populated unless
the Compliance Criteria 2 field is populated, and so forth.

The following fields are conditionally required based on site specific setup of the Renewal
Code Required field on the Award Method table.

e Renewal Code

If an Award Type value is selected under Additional Information, and the Worksite
Required check box is selected on the Procurement Transaction Control (PRDOC) table
for the selected Award Type, then the Worksite 1 field is required.

Note: If a value is entered in the Worksite field, a value is not required in the
corresponding Percentage field. If a value is entered in a Percentage field, then a value
must be entered in the corresponding Worksite field. A value must be entered in the
Worksite 1 field if a value is entered in the Worksite 2 field; a value must be entered in
the Worksite 2 field if a value is entered in the Worksite 3 field, and so forth.

Surety/Insurance

The Surety/Insurance tab on the Master Agreement (MA) transaction allows you to modify the
Surety/Insurance related information.

> Required/Conditionally Required Fields

If the Award Requires Performance/Payment Bond check box on the Award Details tab
is selected, then the following fields are required:

e Holding Department

e Policy Term Start
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e Policy Term End

e Value of Policy/Bond
e Cost of Policy/Bond
e Insurance Type

e Policy Number

If the Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following fields are required:

e Holding Department
e Policy Term Start

e Policy Term End

e Value of Policy/Bond
e Cost of Policy/Bond

e Insurance Type

e Policy Number

If the Reason for Previous Agreement End field is Defaulted or Terminated, then the
following field is required:

e Closure Date

If the Reason for Previous Agreement End field under the General Information section is
Defaulted or Terminated, then the following fields are required:

e Vendor
e External Award Number

If the Award Requires Performance/Payment Bond check box on the Award Details tab
is selected, then the following field is required:

e NAIC Code

If the Award Requires Insurance Policies check box on the Award Details tab is
selected, then the following field is required:

¢ NAIC Code

Supporting Transactions

The Supporting Transactions tab on the Master Agreement (MA) transaction allows you to view and
attach files relevant to the entire transaction, for example, a Statement of Work or other supporting
transactions.

Advantage 4 © CGI Technologies and Solutions Inc. Page 128



CGlI Advantage - Procurement User Guide

If the Assemble External Terms and Conditions parameter is set to True on the Application
Parameters page, then you can choose from all file types; however, if you want to use the attachments in
the Assembled Process, you must select files with an Attachment Type of Transaction XML, Image XML
or Images(Zipped) XML. You can only select one Transaction XML type file per record; however, you can
enter as many rows as required. Images displayed within the word-processing file must be attached
separately within a Transaction XML file. You must specify the corresponding image attachments as
Image File types on the Upload Attachment page. During the Assembly process, the system will search
for the associated image only from attachments that have been identified as Image files. The files are
assembled into one PDF transaction when the Assemble Process is initiated. Please refer to the Upload
Attachment page help file for more information.

If the Assemble External Terms and Conditions parameter is not set to True, the Supporting
Transactions tab acts as a repository to store transactions associated with the transaction. When the
Print button is selected on the transaction, the transactions attached to this tab are not printed as part of
the print process.

Refer to the "MA Transaction Type" topic for information on the Inactive Line functionality.

Proof of Necessity
The Proof of Necessity tab is available only on the Proof of Necessity Agreement (PON) transaction.

Only one line can be added to this component and it is required if the Enforce Single Proof of
Necessity check box under the General Options section on Procurement Transaction Control (PRDOC)
is checked.

> Required/Conditionally Required Fields

e Type of Award

e Description of Work to be Performed

e Planned Performance Monitoring Activities
e Frequency of Payment

e Agency paying FICA

e Award cost included in Budget

e Detail Description of Projected Cost

e Assigned to Internal Personnel

e Basis for Selection

e Name

e Phone Number

If the ‘If federal, is there an associated grant’ field is set to Yes, then the following field is
required:

e Federal

MMR Transaction Type
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The Master Agreement Mod Request (MMR) Transaction Type is used to modify the Master Agreement
(MA) transaction after it has reached a Phase of Final. Transactions of the MMR Transaction Type can be
created from the Contract Catalog or by using the Copy Forward button on the Master Agreement (MA)
transaction. Multiple draft MMR transactions against a single Master Agreement can exist simultaneously
and users can independently workflow multiple modifications to the same agreement and apply approved
modifications in the order of approval. The MMR transaction allows accepting the modifications
expressed in the delta format and applying those deltas to produce new versions of the latest 'Final'
version of an existing Master Agreement. Users can either directly modify the MA by clicking Edit and
creating a new MA Modification or use the MMR to generate a MA Modification transaction. The MMR
can only be created by using the Copy Forward action on a Final version of a MA transaction. These two
methods can be used simultaneously together. Both transactions can be displayed from the Contract
Catalog page or the Transaction Catalog page.

The MMR transaction contains the majority of Master Agreement fields with the most recently submitted
values. All of the values for the previously submitted transaction ("existing" values) are protected and
shown on the left side column for informational purposes only. Any modification/changes need be
performed on the right hand side in the "new values" column. Only enter values in those fields you wish to
change. If the field to be updated is a 'check box' in the 'existing' values, it displays with a drop-down box
in the 'new values' column and is defaulted to No Change. If the check box for the existing value is blank,
select Yes if you want it checked. If the check box for the existing value is checked, select No if you want
to have it unchecked.

When the MMR transaction is saved or validated (or submitted to pending) the system refreshes the
values for all existing left hand side fields based on the latest 'Final' version of the MA transaction. The
data in the existing values column is not refreshed after the transaction has been submitted. On validate
of the MMR, the system generates a MA Modification Draft from the latest final version of the MA and
passes values from the MMR to the MA Modification Draft. The system them triggers the standard
validations against this MA Modification Draft. If any validations fail, the system discards the MA Draft and
displays errors to the MMR. If all validations pass, the MA Modification Draft is submitted or sent to
workflow for approval. The MA modification submit phase is based on the Procurement Transaction
Control (PRDOC) “Submit Phase for MA created from MMR” field. When this field is set to Final, the MMR
will create a MA modified version with Phase set to Final irrespective of the Transaction Control (DCTRL)
Submit phase setup. When set to Pending/Blank the MMR will create the MA modification version based
on the DCTRL submit phase.

The MMR contains the following tabs:
e Header
e Renewal Period
e Authorized Department
e Authorized Unit
e Vendor
e Commodity
e Commodity T&C
e Sub Vendor

e Terms and Conditions
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e Award

Details

e Surety/Insurance

MMR Delivered Transaction Codes

The MMR Transaction Type contains the following delivered Transaction Code.

Transaction Transaction Intended Use

Name Code

Master MMR The MMR is used to process modifications to the
Agreement Master Agreement (MA) transaction after it has been
Revision finalized.

Related Topic(s):

e MA Transaction Type

e The MMR Transaction Type belongs to the Award State.

Header

The Header tab on the Master Agreement Revision (MMR) transaction allows you to modify the general
information associated with the entire procurement including the effective dates and dollar limits. You
should only enter values in the fields in the column on the right if a change is needed to the existing value
shown in the column on the left. For additional information, refer to the MA - Header topic.

The Header tab contains the following actions/links:

> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

Refresh T and C — This action, when selected, looks to the Terms and Conditions
(TRMC) page and determines the Last Update Date for all Terms and Conditions
(T&C) currently in the Terms and Conditions tab and in the Commaodity T&C tab of
the transaction. If the Last Update Date on the TRMC page is greater than the T&C
Last Updated Date for the corresponding T&C on the transaction, the system infers
over the existing T&C and replaces it with the updated version from the TRMC
page. This inference occurs for T&C in both the Terms and Conditions tab as well
as the Commaodity T&C tab.

Make All Lines Mandatory Source — This action automatically selects the
Mandatory Source flag for all Commodity Lines that currently exist on the MA. Refer
to the “Mandatory Source Functionality” topic for more information.

Load T and C — If a Terms & Conditions Template is selected inthe New T & C
Template field, the Load T & C action must be selected. After the Load T and C
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action is selected, all terms and conditions associated with the template are loaded
to the Terms and Conditions tab of the MMR.

o Ship/Bill To Lines - This action defaults the values entered in the “New” fields on
the Default Shipping/Billing section to all blank “New” fields on the Shipping/Billing
section for all existing commaodity lines.

e View Catalogs - This action transitions you to the Catalog Summary Inquiry
(CATQ) page. This is a display only view of the Catalog Maintenance table. When
accessed from a Master Agreement, only catalog records associated with the
Master Agreement are displayed. The View Catalogs action is only displayed if at
least one record exists on the Catalog Maintenance table for the Master Agreement.
Please refer to the “Catalog Maintenance Table” topic for more information.

Renewal Period

The Renewal Period tab on the Master Agreement Revision (MMR) transaction allows you to modify the
amount of time allotted to renew the agreement with the vendor after it expires, and the number of days
before the agreement expires that the buyer should be notified. You should only enter values in the fields
in the column on the right if a change is needed to the existing value shown in the column on the left. For
additional information, refer to the MA - Renewal Period topic.

Authorized Department

The Authorized Department tab on the Master Agreement Revision (MMR) transaction allows you to
modify the departments that are allowed or not allowed to use the Master Agreement. At least one
agency must be listed. You can also identify spending limits associated with a particular department. You
should only enter values in the fields in the column on the right if a change is needed to the existing value
shown in the column on the left. For additional information, refer to the MA - Authorized Department topic.

Authorized Unit

The Authorized Unit tab on the Master Agreement Revision (MMR) transaction allows you to modify the
units that are allowed or not allowed to use the Master Agreement. You can enter ALL in which case the
spending limits apply to all units within the department. You can also specify spending limits associated
with a specific Unit or exclude a specific Unit. This tab does not contain any required fields to submit the
MMR transaction to Final. You should only enter values in the fields in the column on the right if a change
is needed to the existing value shown in the column on the left. For additional information, refer to the MA
- Authorized Unit topic.

Vendor

The Vendor tab on the Master Agreement Revision (MMR) transaction allows you to modify the Primary
and Secondary Vendors for providing the goods/services. Vendors are selected from a pick list that is
populated by the Vendor/Customer table. This tab does not contain any required fields to submit the
MMR transaction to Final. You should only enter values in the fields in the column on the right if a change
is needed to the existing value shown in the column on the left. For additional information, refer to the MA
- Vendor topic.

Commodity

Advantage 4 © CGI Technologies and Solutions Inc. Page 132



CGlI Advantage - Procurement User Guide

The Commodity tab on the Master Agreement Revision (MMR) transaction allows you to modify the
commodities associated with the Master Agreement. This tab does not contain any required fields to
submit the MMR transaction to Final. You should only enter values in the fields in the column on the right
if a change is needed to the existing value shown in the column on the left. The following differences exist
between the MA and MMR; refer to the MA - Commaodity topic for detailed information shared between
the MA and MMR.

e The Shipping/Billing fields available on the Commodity tab of the MA, do not appear on the
Commodity tab of the MMR. Instead, the Shipping/Billing fields appear on the Commodity T & C
tab of the MMR.

e The Specifications fields available on the Commodity tab of the MA, do not appear on the
Commodity tab of the MMR. Instead, the Specification fields appear on the Commodity T & C tab
of the MMR.

This tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load T and C - Populates lines on the Commaodity T & C tab with values defined for
the New T&C Template entered on the Commodity line. These T&C's apply to only
the selected commodity line.

Commodity T & C

The Commodity T & C tab on the Master Agreement Revision (MMR) transaction allows a buyer to modify
terms and conditions associated with the selected commodity line. You can choose individual terms and
conditions from the Terms and Conditions (TRMC) library or add new ones by free form. Terms and
Conditions can also be added to this tab after the Load T & C action is selected and a template is
specified in the New Terms and Conditions Template field on the Commodity tab. Terms and
Conditions can be automatically updated in this tab when the Refresh T and C action is selected on the
Header.

The Commodity T & C tab of the MMR contains two additional sections that do not appear on the
Commodity T & C tab of the MA. The Shipping & Billing and Specification sections that appear on the
Commodity tab of the MA are displayed on the Commodity T & C tab of the MMR. You should only enter
values in the fields in the column on the right if a change is needed to the existing value shown in the
column on the left. For additional information, refer to the MA - Commodity T&C and MA - Commodity
topics.

Sub Vendor

The Sub Vendor tab on the Master Agreement Revision (MMR) transaction allows you to modify the list of
sub vendors or sub contractors associated with the procurement. Commodity lines are not linked to the
sub vendors. You should only enter values in the fields in the column on the right if a change is needed to
the existing value shown in the column on the left. For additional information, refer to the MA - Sub
Vendor topic.
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Terms and Conditions

The Terms and Conditions tab on the Master Agreement Revision (MMR) transaction allows you to
modify the terms and conditions associated with the procurement. Terms and Conditions can be
automatically updated on this tab when the Refresh T and C action is selected on the Header. You
should only enter values in the fields in the column on the right if a change is needed to the existing value
shown in the column on the left. For additional information, refer to the MA - Terms and Conditions topic.

Award Details

The Award Details tab on the Master Agreement Revision (MMR) transaction allows you to modify entry
of award detail information such as the award method, type, class and category. This specific award
information can be associated to worksites which tracks the Worksite Code for the location where the
work is being done. The Percentage fields are report only fields and allow you to report the distribution
percentage for each worksite. You should only enter values in the fields in the column on the right if a
change is needed to the existing value shown in the column on the left. For additional information, refer to
the MA - Award Details topic.

Surety/Insurance

The Surety/Insurance tab on the Master Agreement Revision (MMR) transaction allows you to modify the
Surety/Insurance related information. You should only enter values in the fields in the column on the right
if a change is needed to the existing value shown in the column on the left. For additional information,
refer to the MA - Surety/Insurance topic.

RC Transaction Type

Receiving is the process whereby the governmental agency takes physical possession of the goods
ordered. Quantities and Service Contract amounts are counted and recorded in the system using
transactions of the Receiver (RC) Transaction Type. Completion of this process, triggers acceptance
processing and acknowledgement of goods received or services rendered.

Receivers can be processed as Inventory transactions as well as non-inventory transactions. In order to
process Inventory transactions using the Receiver transaction, a reference to a Purchase Order
transaction that has a Warehouse entered on the commodity line is required. Updates are made to the
Inventory table in CGl Advantage Inventory Management when the Receiver goes to Final by adjusting
the On Hand Quantity and Unit Cost. Please refer to the "Inventory Tables" topic in the CG/ Advantage -
Inventory Management User Guide for more information.

Receiver transactions can reference all transactions of the PO Transaction Type. Receiver transactions
cannot be referenced by any transaction within CGl Advantage. Receiver transactions can be modified or
canceled. Based on site specific setup, Receiver transactions can be created from the Transaction
Catalog or from the Receiving Search Window (RCSRCH).

The Receiver (RC) transaction contains the following tabs:
e Header
e Vendor

o Commodity
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Commodity Detail (RC and RCM only)
MatchRS (RS only)

RC Delivered Transaction Codes

The RC Transaction Type contains the following delivered Transaction Codes. Each
Transaction Code can vary based on the functionality that is associated with them.

Transaction Transaction Intended Use

Name Code

Maximo RCM The RCM transaction is automatically created by the
Receiver Integration Engine when a receipt of goods or services

is entered in Maximo. The RCM transaction updates
Matching information in response to receipts or returns.

Each RCM contains a single commodity line

referencing the PO commodity line that was received or

returned. The reference can be a partial or final

reference.

Receiver RC Allows you to record the shipment of goods or the dollar
amount of services rendered. A Receiver transaction

can only reference one Award transaction.

Stand Alone RS The RS is used to record received items into the

Receiver system when the Award is either not known or still in

Draft or Pending Status. As soon as an Award has
been fully processed, the RS is used to match the

received quantities and service contract amounts to
specific Award commodity Lines on the Match RS tab.

After the reference has been entered, the newly

submitted RS transaction will create a RC transaction.

Related Topic(s):

The RC Transaction Type belongs to the Post Award State.

For instructions on how to record items being received, refer to the "Record Items Received from

a Vendor" topic under Common Business Tasks.

For instructions on how to identify rejected items to be returned to a vendor, refer to the “Return

Items to a Vendor” topic under Common Business Tasks.

Header

The Header tab on the Receiver (RC) transaction is used to record general information regarding the
receipt goods and services.

>

Procurement Logic

Advantage 4

© CGI Technologies and Solutions Inc.

Page 135



CGlI Advantage - Procurement User Guide

If this transaction is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditionally Required Fields
The following fields are required:
e Referenced Transaction Code
o Referenced Transaction Department
e Referenced Transaction ID
e Receiving Location
e Received Date
e Receiver

Note: The Received Date defaults to the current system date if the Received Date
Inference on RC Transaction (RC_DT_INFER) parameter on the Application Parameters
page is set to True. However, if you have manually entered a value in the Received Date
field, this value will not be overwritten. If this parameter is set to False, then the Received
Date is not defaulted to current application date and must be manually entered.

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Transaction Name

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Referenced Transaction Department
e Receiver
e Receiver Location
The Header tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links
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e View Procurement Folder — This action transitions you to the Procurement
Management page, which allows you to review other Procurement Folder
information associated with the selected Procurement Folder. The View
Procurement Folder action is only active if the Procurement Folder ID field is
populated.

Vendor

The Vendor tab on the Receiver (RC) transaction displays general information regarding the vendor that
provided the goods or services.

>

Required/Conditionally Required Fields

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Vendor Code
The following field is required if a non-miscellaneous vendor is selected:
e Address Code

The following fields are required if a Vendor Contact ID is not entered:

e Name
e Phone
Commodity

The Commodity tab on the Receiver (RC) transaction is used to record detailed commodity information
pertaining to a particular shipment of goods and services. All commodity information will initially default
from the referenced Award transaction; however, this information may be changed to reflect the actual
values shipped or provided by the vendor. Valid condition codes must be supplied when a shipment does
not match what was actually awarded.

>

Claims Tracking

The Claims Tracking (CLMTRK) page is used to file and track claims for damaged or lost
goods during shipment and serves as the central repository for claims. The page can be
accessed via Global Search or it can be accessed using the Claims Tracking link on the
Procurement Management page. If the Rejected Quantity on the RC transaction has a
value greater than zero, the Return Items to Vendor check box is selected, and the Line
Type is Item when the RC transaction is submitted, a corresponding record is created on
the Claims Tracking (CLMTRK) page. Refer to the “Claims Tracking (CLMTRK)” topic for
more information.

Required/Conditionally Required Fields
The following field is required:
e Line Type

e Referenced Commodity Line
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e Shipment Indicator
The following fields are required if the Line Type is ltem:
e Received Quantity
e Unit
The following field is required if the Line Type is Service:
e Received Service Contract Amount
The Line Type of Cost Plus is not allowed on the RC Transaction Type.

The following field is conditionally required, based on site specific setup on the Transaction
Control (DCTRL) table:

e Commodity Line Description

The following fields are conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e Commodity
e Maintenance

The SDS Received check box must be selected, if the SDS Required check box is
selected.

The Condition field and Reason field are required if any of the following are true:
e The Received Quantity does not match the Ordered Quantity

e The Received Service Contract Amount does not match the Ordered Service
Contract Amount.

e The Rejected Quantity is not zero.

e The Received Indicator is Partial.

This tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

e Matching Status - This action transitions you to the Matching Status (MATA) page
and is filtered by the Referenced Transaction Code, Referenced Transaction
Department, and Referenced Transaction ID of the referenced award transaction
(as entered on the Header tab). If no match is found, then the MATA page is
displayed with a blank record.

Commodity Detail
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The Commodity Detail tab on the RC and RCM transactions captures detailed stock item information at
the time the stock item is received. The Commodity Detail tab is only allowed on a RC transaction if the
Transaction Sub Type is RC, the Warehouse field is populated on the referenced Purchase Order
Commodity line, and the Detail Information Required flag is checked on the Inventory Maintenance
(INVN) page for the selected stock item/warehouse combination. On successful submission to Final of the
RC transaction, the system will insert a new record on the Inventory Maintenance Detail table with the
values entered on the corresponding Commodity Detail line. If the RC transaction that inserted the record
on the Inventory Maintenance Detail table is discarded, then the system will reduce the on hand quantity
by the cancelled received quantity or an error will be issued if the cancellation will reduce the on hand
quantity to a value less than zero.

>

Required/Conditionally Required Fields

A Commodity Detail line is required if the Detail Information Required flag is selected on

INVN for the stock item and warehouse selected on the Commodity line. If the Detail

Information Required flag is not selected on the Commodity line, then a Commodity Detail

line cannot exist.
The following fields are required on this section:
e Inventory Location

e Received Quantity - The sum of the Received Quantity fields on the Commodity
Detail lines must equal the Received Quantity on the referenced Commodity line.
The value in the Received Quantity field on Commodity Details updates the On
Hand Quantity on INVND. The update to the On Hand Quantity cannot result in a
negative value.

e |tem Status

The following fields are conditionally required, if the Lot Expiration Tracking flag is
selected on the INVN table for the Warehouse and Stock Item:

e Lot/Batch Number
e Lot/Batch Expiration Date
e Notification Days Prior to Lot Expiration
If the Shelf Life field is populated, then the following fields are required:
e Shelf Life Unit
e Notification Days Prior to Shelf Expiration
If the Warranty Type field is populated, then the following fields are required:
e Warranty Agreement Number
e Warranty Description
e Warranty Start
e Warranty Expiration

e Warranty Cycle Type

Advantage 4 © CGI Technologies and Solutions Inc.

Page 139



CGlI Advantage - Procurement User Guide

e Warranty Cycle

MatchRS

The MatchRS tab on the Stand Alone Receiver (RS) is used to match Stand Alone Receiver commodity
lines to the appropriate Award commaodity lines. This section should only be used on a modification of an
original Stand Alone Receiver.

> Required/Conditionally Required Fields
If a line is inserted on this tab, then the following fields are required:
e Award Code
e Award Department
e AwardID
e Commodity Line
e Quantity if the Line Type is Item

e Service Contract Amount if the Line Type is Service

IN Transaction Type

The Invoice (IN) transaction allows you to record a vendor's invoice for the shipment of goods or services
rendered. Invoice transactions can reference all transactions of the PO Transaction Type. The IN
transaction contains the transaction referencing information on the Commaodity line, which allows the IN to
reference multiple Award transactions for the same vendor's invoice.

Invoice transactions cannot be referenced by any transaction within CGI Advantage. Invoice transactions
can be modified or canceled. Based on site specific setup, Invoice transactions can be created from the
Transaction Catalog or from the Invoicing Search Window (INSRCH). The Invoice transaction updates the
Vendor Invoice Registry table with the Vendor Code, Vendor Invoice Number and Vendor Invoice Line
Number to ensure that duplicate invoices are not recorded for the same vendor.

An Invoice transaction (IN) transaction can be used to correct the Invoiced Quantity and Invoice
Amount of the Purchase Order. The Invoice transaction should be created with a Reference Type of
Inverse. When creating the Invoice transaction from the Invoicing Search Window (INSRCH), the
commodity line will not be created because the referenced Purchase Order is closed. The user must
insert a new Commodity Line and reference the Purchase Order with an Inverse reference. The Invoice
Quantity or Invoiced SC Amount should be entered as a negative number.

The Invoice (IN) transaction contains the following tabs:
e Header
e Vendor

e Commodity

IN Delivered Transaction Codes
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The IN Transaction Type contains the following delivered Transaction Codes. Each
Transaction Code can vary based on the functionality that is associated with them.

Transaction
Name

Grant Funding
Request

Invoice

Invoice-
Electronic
Recurring

Invoice

Stand Alone
Invoice

VSS Invoice

Transaction

Code

GFR

RIN

IS

INVSS

Intended Use

The Grant Request Funding transaction is used by
grantees (or grantors on behalf of grantees) to submit
reimbursement funding requests. It allows grantees (or
grantors on behalf of grantees) to create and submit
these requests in both Financial and VSS. Refer to the
“Grant Request (GFR)” topic in the CG/ Advantage
Grantor User Guide for more information.

Allows you to record a vendor's invoice for the shipment
of goods or the dollar amount of services rendered.

The IE transaction captures invoices received from
service providers/vendors. The IE transaction can be
created manually via the Transaction Catalog, but the
true purpose of the IE is for the transaction to be
created automatically via the EDI Invoice Integration.

A cloned version of the RC to clearly identify those
receivers created by the Scheduled Invoice Generation
(A/P) process.

This IS transaction allows you to record a vendor's
invoice for the shipment of goods or the dollar amount
of services rendered when the award transaction is not
known.

Note: When the award transaction is not known you
can also create a Payment Request transaction that will
reference the Vendor’s Invoice Number, but will not
record detailed information.

Same as the IN transaction, but can only be created in
VSS. This transaction allows vendors to create an
invoice directly from Vendor Self Service (VSS) for the
shipment of goods or the dollar amount of services
rendered. The Online Catalog Creation Allowed
check box is not selected on the Transaction Control
(DCTRL) page for the INVSS Transaction Code, so it
cannot be created in CGl Advantage Financial. The
INVSS transaction is a clone of the IN transaction. The
different transaction codes allow users in Advantage
Financial to distinguish between invoices created by
vendors in VSS versus invoices created by an
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Advantage Financial user and configure different
workflow and security rules, if needed.

The Allow PDF Print in VSS check box on the
Transaction Control (DCTRL) page must be selected so
that vendors can access a PDF version of the invoice
transaction in VSS.

Related Topic(s):
e The IN Transaction Type belongs to the Post Award State.

Header

The Header tab on the Invoice (IN) transaction is used to record general information regarding the
vendor’s invoice.

> Required/Conditionally Required Fields
The following fields are required:
e Invoiced Date
e Invoiced Location
e Vendor

e Vendor Invoice Number

Note: The Invoiced Date defaults to the current system date if the Invoiced Date Inference
on IN Transaction (IN_DT_INFER) parameter on the Application Parameters page is set to
True. However, if you have manually entered a value in the Invoiced Date field, this value
will not be overwritten. If this parameter is set to False, then the Invoiced Date is not
defaulted and must be manually entered.

The following field is conditionally required based on site specific setup on the Transaction
Control (DCTRL) table:

e Transaction Name

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Invoiced Location
> Tax Adjustments

When sales or use tax is recorded for a purchase, the amount calculated by the vendor
may be a couple of cents different from what is calculated in Advantage. An optional Tax
Adjustment feature exists to ensure that the vendor is paid the amount of tax expected.
Two header fields exist for this feature:
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Total Vendor Invoice Tax Amount allows a user to enter the invoiced tax amount
from the vendor’s invoice. This feature is used when the invoiced tax amount is
different from the system calculated tax usually due to rounding differences. The
transaction will compare the entered amount with the Calculated Tax Before
Adjustment amount.

Calculated Tax Before Adjustment amount displays the total tax calculated by the
system. If there is a difference between the entered and calculated amounts, the
system will apply the tax difference to the first commodity line with tax. Additional
details and other fields related to the tax adjustment feature are on the commodity
line.

This tab contains the following actions/links:

> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

Vendor

The Vendor tab on the Invoice (IN) transaction displays general information regarding the vendor that

View EDI Invoice Header Record - This action is enabled if there is a related EDI
Invoice Header record for the invoice as indicated by a value populated in the EDI
Invoice Header Record ID field. This action is disabled if there is not a related EDI
Invoice Header record for this invoice. If you select this action, you are taken to the
EDI Invoice Header (EDIH) page and the record associated with the invoice you are
viewing is displayed.

Adjust Tax Amount on Commodity Line - If Total Vendor Invoice Tax Amount is
entered, this action will apply the tax difference between it and the Calculated Tax
Before Adjustment amount to the first commodity line with tax. The action will
update the Tax Adjustment flag, add the Tax Adjustment Amount to the Total Tax
Amount, and ltem Amount for the commaodity line. If Total Vendor Invoice Tax
Amount is not entered and this action is selected, an error will be issued.

provided the goods or services.

> Required/Conditionally Required Fields

The following field is required if a non-miscellaneous vendor is selected:

Address Code

The following fields are required if a Vendor Contact ID is not entered:

Contact Name

Phone

*Special Note: If applicable, Prenote/EFT information is inferred from the Vendor Address

tab of the Vendor/Customer table if the Prenote/EFT fields on the Address tab are
populated; otherwise, the values are inferred from the Vendor/Customer tab of the
Vendor/Customer table.
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Commodity

The Commodity tab on the Invoice (IN) transaction is used to record all information pertaining to a
particular commodity line of the Vendor’s Invoice such as the quantity and the unit price.

This tab records the reference information for the award transaction. Because this information is at the
commodity level it allows the IN to reference more than one award transaction. All commodity information
will initially default from the referenced Award transaction; however, this information may be changed to
reflect the actual values invoiced by the vendor. In addition, Discount Terms may also be supplied for
individual commodity lines.

Freight can be applied to an Invoice in ONLY one way. Freight must be added to the Invoice using a
separate Commodity Line. Referencing an Award with an Invoice that has added Freight charges can be
done with either a 'Partial’, ‘'Final’, or 'Memo’ reference. For more information refer to the "Adding Freight
on an Invoice” topic in this user guide.

> Procurement Folder Logic

If this transaction is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Invoice-Electronic Rules

If the UTILITY_ENABLED flag on the Integration Parameters (INTCTRL) table (for
Resource Name IE) is set to TRUE for any of the following combinations, then the IE must
reference a unique record on the Electronic Account Profile (EAPRO) page, and the Data
Source ID field must be populated with a value that is valid on the Electronic Billing Data
Source (EBDS) page.

e Specific Department (Transaction Department), Specific Unit (Transaction Unit),
and Transaction Code (Resource Name);

e If not found, then a Specific Department (Transaction Department), Unit of ALL, and
Transaction Code (Resource Name);

e If not found, then perform the lookup again with a Department of ALL, Unit of ALL,
and Transaction Code (Resource Name).

Special Notes:

e The Electronic Account and Data Source ID fields cannot be changed on
modification versions of the IE transaction.

e Since the IE transaction is used for credit transactions, a negative Invoiced Service
Contract Amount is allowed.

e The Summary Account field is inferred from matching record on EAPRO based on
the Electronic Account, Vendor Code, Address ID, and Commaodity Code.
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e Upon successful submission to Final, the IE transaction will insert one record per
Commodity line onto the Electronic Billing Inquiry (EBIT) page, if the Electronic
Account fields are populated. If the IE transaction is being cancelled, then the IE
removes the associated record(s) from the EBIT page for all Commaodity lines that
are not marked as closed (that is, the Closed Date and Closed Amount are not
populated). Modifications and Cancellations are not allowed if the Payment Request
Generated Date field is populated on EBIT.

> Required/Conditionally Required Fields

The following fields are required:
e Referenced Transaction Code
e Referenced Transaction Department
e Referenced Transaction ID
e Referenced Commodity Line
e Reference Type
e Line Type
e Vendor Invoice Line

The following fields are required if the Line Type is ltem:
¢ Invoiced Quantity
e Invoiced Unit Price

The following field is required if the Line Type is Service:
e Invoiced Service Contract Amount

The Line Type of Cost Plus is not allowed on the IN Transaction Type.

The following field is conditionally required, based on site specific setup on the Transaction
Control table:

e Commodity Line Description

The following field is conditionally required, based on site specific setup on the
Procurement Transaction Control table:

e Commodity
The Condition field and Reason field are required if any of the following are true:
e The Invoiced Quantity does not match the Ordered Quantity.

e The Invoiced Service Contract Amount does not match the Order Service
Contract Amount.

e The Reference Type is Partial.
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If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

o Referenced Transaction Department
Tax Adjustments

When sales or use tax is recorded for a purchase, the amount calculated by the vendor
may be a couple of cents different from what is calculated in Advantage. An optional Tax
Adjustment feature exists to ensure the vendor is paid the amount of tax expected. Three
commodity fields exist for this feature:

e Tax Adjustment is an indication of the commodity line that received the tax
difference value when the Calculated Tax Before Adjustment and Total Vendor
Invoice Tax Amount on the deader did not equal. By default, the Tax Adjustment
was made to the first commodity line with tax. If desired, that indication can be
manually transferred to another commodity line, but can only be selected on one
commodity line.

e The Tax Adjusted Amount is the amount of tax difference between the user entered
Total Vendor Invoice Tax Amount and the Calculated Tax Before Adjustment
amount. The adjustment amount is combined with the previously calculated tax
amount to become the final Tax Amount.

e The Referenced Tax Adjusted Amount indicates the amount of tax referenced by
Payment Request transactions.

This tab contains the following actions/links:

>

Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

Tab-Level actions/links

e Matching Status - This action transitions you to the Matching Status (MATA) page
and is filtered by the Referenced Transaction Code, Referenced Transaction
Department, and Referenced Transaction ID of the referenced award transaction. If
no match is found, then the MATA page is displayed with a blank record.

PE Transaction Type

The Performance Evaluation (PE) Transaction Type is used to evaluate a vendor that provided goods or
services. The Performance Evaluation transaction is used by the buyer to determine whether or not
contracts or orders to certain vendors should be renewed or terminated. A buyer responsible for a
particular Award or Contract establishes a list of CGl Advantage Procurement users that used the
particular Award or Contract and designates them as Evaluators on the Vendor Performance Evaluator
table. The buyer then creates PE transactions for each user and then loads specific Procedures and
Evaluation Criteria for the Evaluators to follow into the PE and fills out. Once the Evaluators have been
notified of the PE transaction, they will follow the procedures and enter the evaluation criteria and
possibly record notes. Once finished, the Evaluators submit the PE transactions and the evaluation is
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kept for historical reference. The buyer then reviews all PE transactions as part of his or her Contract
Management responsibilities.

Note: When the Discontinue — No New Business check box is selected on the Vendor/Customer table
then no PE transactions can be created If a PE transaction is referencing an MA transaction and the
Vendor/Customer table’s Prevent MA Reference check box is selected then no new PE transactions can
be created. If an existing PE transaction references an MA or Order transaction that has a Vendor Status
changed to Discontinued, Suspended, or Debarred, the system will allow the transaction to be submitted
to Final when the flag is checked.

PE transactions can reference all transactions of the PO and MA Transaction Types; however, the
referenced award must have at least one active Commaodity Line (that is, the Inactive Line flag is not
selected). PE transactions cannot be referenced by any transaction in CGl Advantage.

The PE transaction contains the following tabs:
e Header
e Performance Monitoring
e Procedures
e Criteria
e Notes

e Vendor Complaint Tracking

PE Delivered Transaction Codes

The PE Transaction Type contains the following delivered Transaction Code.

Transaction Transaction Intended Use

Name Code
Performance PE Allows buyers to evaluate vendors based on the terms
Evaluation and conditions of the award or contract.

Related Topic(s):
e The PE Transaction Type belongs to the Post Award State.

Header

The Header tab on the Performance Evaluation (PE) transaction specifies who will evaluate the award.
This relationship is first established on the Vendor Performance Evaluator table. The buyer loads the
Criteria and Procedures after saving the Header tab. Each designated Evaluator will be notified about the
Performance Evaluation transaction via email.

> Procurement Logic
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If this is the first transaction within a procurement folder, then on validate of a draft
transaction, the system assigns a unique Procurement Folder ID on the procurement
Header. Or if it is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditionally Required Fields
The following fields are required, and should be populated by the Buyer:

e Evaluator ID (The relationship between the Evaluator and the Award transaction
must be set up on the PEEVALR table.)

e Award Transaction Code
e Award Department
e Award Number
The following fields are required, and should be populated by the Evaluator:
e Evaluation Date
e Period Begin Date
e Period End Date

If the Evaluator feels that the vendor should be awarded future contracts, then the
Evaluator should select the Recommended for Future Contracts check box.

The Total Score field is the score value that is auto-calculated by the system by summing
the Rank Score for each Rank Parameter defined by the user on the Performance
Evaluation Ranking (PERANK) table. If the Rank Score is left blank on the PERANK table
for all rank parameters, this field will be blank. This field will be recalculated when the
ranking in the criteria tab is changed.

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Evaluator ID
e Award Department
This tab contains the following actions/links:

> Page-Level Actions
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Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load Criteria and Procedures - This action loads the criteria and procedures to
the Criteria and Procedures tab based on the transaction information populated on
the Header.

e View Procurement Folder - This action transitions you to the Procurement
Management page, which allows you to review other Procurement Folder
information associated with the selected Procurement Folder. The View
Procurement Folder action is only active if the Procurement Folder ID field is
populated.

Performance Monitoring

The Performance Monitoring tab on the Performance Evaluation (PE) transaction captures information
regarding the performance of the vendor. This tab captures commendations and complaints along with
detailed information for each. The Performance Monitoring tab does not contain any required fields to
submit the PE transaction to Final. For good experiences, select Commendation from the Report Type
field and then provide the date the behavior occurred, who reported the behavior, and a description of the
behavior. For bad experiences, select Complaint from the Report Type field and then provide the date
the behavior occurred, who reported the behavior, a description of the behavior, and what steps the
vendor took to resolve the issue.

Procedures

The Procedures tab on the Performance Evaluation (PE) transaction lists the procedures that were
loaded for the award transaction. Procedures set up on the Transaction Procedures table with a
Procedure Type of Evaluation are loaded to the PE transaction when the Load Criteria and
Procedures action is selected.

> Required/Conditionally Required Fields

The Completion Date must be populated if the Required field is Yes; otherwise, the
Completion Date is optional. The Completion Date should be populated with the date
that the procedure was completed.

Criteria

The Criteria tab on the Performance Evaluation (PE) transaction lists the Criteria that the selected vendor
is evaluated against. Performance Criteria are set up on the Vendor Performance Evaluation Criteria
table. Each criterion can be assigned to a template on the Vendor Performance Evaluation Template
table. After a template is set up, it can be assigned to a Procurement Type on the Procurement Type
table. The Performance Criteria associated with the selected template are loaded to the PE transaction
when the Load Criteria and Procedures action is selected on the PE. If the Performance Evaluation
Template field on the Procurement Type table for the Procurement Type associated with the award
transaction is not populated, then no criteria will be loaded.

Evaluators must rank each of the criterion loaded to the Criteria tab (Unsatisfactory, Poor, Fair, Good,
Excellent or Not applicable). Evaluators must also enter notes based on their evaluation on the Notes
topic.
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Notes

The Notes tab on the Performance Evaluation (PE) transaction optionally allows you to enter notes based
on your evaluation of the selected vendor.

Vendor Complaint Tracking

The Vendor Complaint Tracking tab on the Performance Evaluation (PE) transaction allows you to
register agency initiated complaints against the vendor or a specific vendor contracts, using the standard
workflow process. You may enter a range of information concerning the complaint in this tab, such as
type of complaint, type of follow-up required, the Agency contact information, the date a response is
required, and the actual text of the complaint. Upon submit to Final, if the PE transaction contains data in
the Vendor Complaint Tracking component, a new record is created on the Protest table with a Protest
Status set to Initiated.

> Required/Conditionally Required Fields

This tab does not contain any required fields to submit the PE transaction to Final.
However, if the Complaint Email Type field is populated, then the following fields are
required:

e Follow-Up Email Type
e Agency Contact Name

e Agency Contact Email

RN Transaction Type

The Renewal (RN) Transaction Type is used by the Renew Agreements batch process to control how
specific Agreement (MA and CT) transactions will be renewed. Buyers receive an Advantage Alert
notifying them that a contract will expire on a specified date. The buyer receives an alert at the specified
number of days before expiration, as set up on the Agreement transaction within the Renewal Period tab.
If nothing is set up on the Agreement then Advantage will get the number of days from the Procurement
Transaction Control table, Award Details tab. The buyer then submits an RN transaction to renew the
Agreement for the specified period. The Renew Agreements batch process creates the new MA and CT
transactions or modified version of the MA and CT. After the new MA and CT transactions have been
submitted to Final, the new renewal dates takes effect. The Renew Agreements process creates new or
modification draft Master Agreements (MA) or Contracts (CT) for all Renewals (RN) effective on a given
date based on the setting of the Create New Transaction for Agreement Renewal Periods flag on the
Procurement Transaction Control table for the MA or CT Transaction Type. If the flag is checked then a
new draft MA or CT transaction is generated as part of the Renew Agreements process and a
modification MA or CT transaction is generated when the flag is not checked on Procurement Transaction
Control.

When a new MA or CT is created, it will replace the old MA or CT and will be assigned a new number —

this will allow the original MA or CT to continue to be referenced until the Expiration Date while the new

MA or CT is in place — however, while they are tied together, Advantage interoperates them as separate
MA or CT transactions.

RN transactions can reference all transactions of the MA Transaction Types and the CT Transaction Sub
Type of the PO Transaction Type. RN transactions cannot be referenced by any transaction in CGlI
Advantage.
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The Renewal (RN) transaction contains the following tabs:
e Header

Procedures

Commodities

Periods

Notes

RN Delivered Transaction Code

This Transaction Type contains the following delivered Transaction Code.

Transaction Transaction Intended Use
Name Code
Renewal RN Used by the Renew Agreements Batch Process to renew

Master Agreements and Contracts.

Related Topic(s):
e The RN Transaction Type belongs to the Post Award State.

Header

The Header tab on the Renewal (RN) transaction provides general information, such as the transaction
information for the Master Agreement or Contract being renewed, the Effective Date of the renewal, and
the Price Adjustment Indicator.

> Procurement Folder Logic

If this transaction is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditionally Required Fields
The following fields are required:
e Award Code

e Award Department
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e AwardID
e Price Adjustment Indicator

If the Price Adjustment Indicator is Price Escalation Percentage, then the Escalation
Percentage field is required. Otherwise, it is prohibited.

The following fields are required on the Agreement Renewal Creation section when the
Create New Transaction for Agreement Renewal Period check box on the Procurement
Transaction Control table is selected:

e Agreement Code
e Agreement Department
e Agreement ID (if not using auto numbering)

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Agreement Department
This tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load Renewal Periods - After the Agreement Transaction Code, Agreement
Department and Agreement Number fields have been populated the Load Renewal
Periods action must be selected. This action loads all renewal periods set up on the
MA or CT to the Periods tab on the RN.

e Load Procedures - This action loads Procedures to the Procedures tab that are set
up on the Transaction Procedures table with a Procedure Type of Renewal.

e Load Commodity Lines for Adjustment - This action should be selected if the
Price Adjustment Indicator is Line Adjustments Required. This action loads all
commodity lines associated with the Master Agreement or Contract to the
Commodities tab. You must select the Load Renewal Periods action first, and
choose a Disposition on the Periods tab, before you can load the commodity lines.

e Create Transaction for Renewal Period — This action should be selected to
manually kickoff the Renewal Process batch job. If the Create New Transaction
for Agreement Renewal Period check box on the Procurement Transaction
Control (PRDOC) table is checked, when the batch job is run directly from a
Renewal (RN) transaction by clicking Create Transaction for Renewal Period
action on the RN Header, the system only selects that RN transaction for renewal
processing based on the Renewal Transaction Code, Department, and 1D
parameters mentioned in the Agreement Renewal Creation tab of the RN Header.

Procedures
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The Procedures tab on the Renewal (RN) transaction lists the procedures that are loaded for the Renewal
transaction. Procedures set up on the Transaction Procedures table with a Procedure Type of Renewal
are loaded to the RN transaction when the Load Procedures action is selected on the Header.

> Required/Conditionally Required Fields

A Completion Date is required for all procedures that were marked required on the
Transaction Procedures table. The Completion Date should be populated with the date
that the procedure was completed.

Commodities

If the Load Commodity Lines for Adjustment action was selected on the Header then the Commodities
tab on the Renewal (RN) transaction lists all commodity lines that have been loaded from the award
transaction This tab allows individual line adjustments to be made. This tab does not contain any required
fields to submit the RN transaction to Final. If commodity lines have been loaded from the referenced
award transaction, then changes can be made to fields that allow edits.

> Inactive Line / Price Adjustment Logic

When creating the modified Master Agreement or Contract, the Renew Agreements batch
process will also take into the account the Inactive Line flag and create the Commaodity
Lines on the modified Master Agreements or Contracts based on the Price Adjustment
Indicator as follows:

e |f the Price Adjustment Indicator is set to Prices Firm or Price Escalation
Percentage, any Agreement Commodity Line where the Inactive Line flag is true
will remain unchanged and the flag will be set to true on the Modification MA or CT
Transaction.

e |If the Price Adjustment Indicator is Line Adjustment Required:

e If the Inactive Line flag is no longer set to True on the RN Transaction for a specific
MA or CT Commodity Line, the requested adjustments will be made to the line and
the Inactive Line flag will be unchecked on the associated MA or CT Commodity
Line when creating the modification Master Agreement or Contract.

o If the Inactive Line flag is set to True (where it previously was not) on the RN
Transaction for a specific MA or CT Commodity Line, the Inactive Line flag will be
set to true on the Modification MA or CT and the quantity will be modified down to
zero.

e If the Inactive Line flag is still set to True on the RN Transaction for a specific MA
or CT Commodity Line, the Inactive Line flag will remain unchanged and the flag
will be set to true on the modification MA or CT transaction.

Special note concerning renewing a Catalog Line: If an MA Commodity Line with a
Line Type of Catalog is marked inactive, when the MA line is renewed the Inactive Line
flag may be unchecked on the RN and the Renewal Process will create a modification MA
with the Inactive Line flag unchecked. However, the associated catalog records will not be
reactivated; in order to reactivate the catalog records, the catalog will need to be reloaded.

Periods
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The Periods tab on the Renewal (RN) transaction lists all of the Renewal Periods that were loaded from
the Master Agreement or Contract when the Load Renewal Periods action was selected on the Header
of the RN.

> Required/Conditionally Required Fields
The following field is required for each Renewal Period:

e Disposition

Notes

The Notes tab on the Renewal (RN) transaction optionally records notes about the Renewal transaction.
This tab does not contain any required fields to submit the RN transaction to Final.

TM Transaction Type

The Termination (TM) Transaction Type is used to terminate award transactions of the MA and PO
Transaction Types. TM transactions can reference all transactions of the MA and PO Transaction Types.
TM transactions cannot be referenced by any transaction in CGl Advantage. Based upon conditions of
the termination, the buyer selects whether he/she wants to Close Without Receipt. If Yes is selected,
then outstanding purchase orders are closed without receipt. If No is selected, then outstanding purchase
orders remain open for receipts and payments. Emails are sent to departments announcing the
termination of the Award as well as which Purchase Orders were closed without receipt (if Close Without
Receipt was selected). Note: An error will be received upon Validate or Submit, if the referenced award
transaction does not have at least one active Commaodity Line (that is, the Inactive Line flag is not
selected).

The acceptance of the Termination transaction posts a modification to the referenced award transaction.
Master Agreements will be cancelled by a system generated Award cancellation. All open encumbrances
for Delivery Orders referencing Master Agreements will be closed if the buyer has selected to close
without receipts. This action cancels any open purchase orders and notifies the using agency of the
termination and cancellation of the order via email.

Upon submitting the TM to Final, the TM transaction Information (Doc Code, Doc Dept, Doc ID) is passed
to the Terminated By (Terminated By Doc Code, Terminated By Doc Dept, Terminated By Doc ID) fields
in the Reference section on the Header tab of the newly created draft PO or MA Doc Type transaction.
Upon submitting the TM to Final, if the referenced transaction is of the CT or MA Transaction Sub Type,
then the system sets the Award Status field on the Header of the newly created draft CT or MA
transaction to a value of Terminated. If the Terminated By fields are populated and/or the Award Status
field is Terminated, then all commodity and accounting lines must be closed or an error is issued when
submitting the newly created PO or MA transaction.

If a TM is terminating a transaction of the PO Transaction Type, then the TM will automatically generate a
modification to the original Purchase Order transaction in the Draft phase. The following data is modified
on the Purchase Order:

e On the Header tab of each Purchase Order transaction, the Closed Date field will be set to equal
the current system date.

o Ifthe Commodity Line Type = /tem, the Ordered Quantity will be changed to equal the Closed
Quantity.
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o If the Commodity Line Type = Service, the Ordered SC Amount will be changed to equal the
Closed SC Amount.

The system generates an email to the Requestor’s Email Address field supplied on the Purchase Order
transaction, notifying the original Requestor that the Purchase Order has been terminated.

CGI Advantage Procurement will terminate a MA in one of two ways:
> Terminating a Master Agreement (NOT Closing without receipt)

The TM transaction automatically generates a Modification to the original MA transaction in
the Draft phase. The Expiration End Date on the MA is changed to reflect the Effective
Date on the TM. Thus, any subsequent Delivery Orders that attempt to reference the
terminated MA will be rejected. The System will generate an email (via workflow) to the
Buyer Email Address field supplied on the TM, notifying the buyer that the MA has been
terminated.

> Terminating a Master Agreement (Closing without receipt)

The TM transaction automatically generates a modification of the original MA transaction in
the Draft phase. The Expiration End Date is changed to reflect the Effective Date on the
TM. The system generates an email to the Buyer Email Address field supplied on the
TM, notifying the buyer that the MA has been terminated.

The TM that terminated the original MA transaction will automatically generate additional
TM transactions for each Open Delivery Order that has referenced the original Terminated
MA. These TM transactions will be generated in the Draft phase.

Once each TM transaction that has been generated for each Open DO is submitted to
Final, the Final TM will automatically generate a Modification to the original DO transaction
in the Draft phase. The following data is modified on the DO:

e On the Header tab of each DO transaction, the Closed Date field will be set to
equal the current system date.

e |f the Commodity Line Type = ltem, the Ordered Quantity will be changed to
equal the Closed Quantity.

e |f the Commodity Line Type = Service, the Ordered SC Amount will be changed
to equal the Closed SC Amount.

The Termination transaction contains the following tabs:
e Header
e Procedures

e Notes

TM Delivered Transaction Code

This Transaction Type contains the following delivered Transaction Code.
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Transaction Transaction Intended Use
Name Code
Termination ™ User to terminate award transactions of the MA and PO

Transaction Types.

Related Topic(s):

e The TM Transaction Type belongs to the Post Award State.

Header

The Header tab on the Termination (TM) transaction lists the Award transaction that the termination
transaction is referencing. It also specifies the Recommendation Type, which can either be Reprocure,
Award to Next Low Bidder, or Lapse. Based upon conditions of the termination, you will select whether
you want to Close Without Receipt. If Close Without Receipt is selected, then outstanding purchase
orders will be closed without receipt. If Close Without Receipt is not selected, then outstanding purchase
orders will remain open for receipts and payments.

A Termination transaction can either have a Termination Type of Non-compliance or Mutual Agreement.
The allowable types are set up on the Termination Type table. The Recommendation Type can either be
Reprocure, Award to Next Low Bidder, or Lapse. No matter which type is chosen, upon acceptance of the
termination transaction the contract will be finalized automatically, as of the effective termination date.
Further orders referencing the contract after the termination date will be rejected.

> Procurement Folder Logic

If this transaction is associated with another procurement transaction and that transaction
was the first transaction within the Procurement Folder, then Procurement Folder,
Procurement Type ID and Procurement Type fields are populated with inferred values on
copy forward. When the Procurement Folder ID field is populated indicating that it is
associated with a folder, the View Procurement Folder action is activated on the
transaction Header allowing users to transition to the Procurement Management page to
review other Procurement Folder information associated with this selected folder. Once the
user has transitioned to the Procurement Management page a Back link is displayed
allowing the user to transition back to the transaction Header where the transition began.

> Required/Conditionally Required Fields
The following fields are required on the Header tab:
e Termination Type
e Recommendation Type
e Reason
e Award Transaction Code
e Award Department

e Award Number
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o Effective Date

If the Enforce Transaction Department Validation field on the Transaction Control (DCTRL)
page is selected, the values entered in the following field are validated against the
Transaction Department to verify that the value entered is authorized for that specific
Transaction Department:

e Award Department
This tab contains the following actions/links:
> Page-Level Actions

Refer to the "Transaction Actions" topic in the Transactions User Guide for information on
common actions that apply to the entire transaction.

> Tab-Level actions/links

e Load Procedures - This action loads Procedures to the Procedures tab that are set
up on the Transaction Procedures table with a Procedure Type of Termination.

Procedures

The Procedures tab on the Termination (TM) transaction lists the procedures that are loaded for the
Termination transaction. Procedures set up on the Transaction Procedures table with a Procedure Type
of Termination are loaded to the TM transaction when the Load Procedures action is selected on the
Header.

> Required/Conditionally Required Fields

A Completion Date is required for all procedures that were marked required on the
Transaction Procedures table. The Completion Date should be populated with the date
that the procedure was completed.

Notes

The Notes tab on the Termination (TM) transaction optionally records notes about the Termination
transaction. This tab does not contain any required fields to submit the TM transaction to Final.

GR Transaction Type

The General Routing (GR) Transaction Type is a generic transaction type that can be used by any
functional area. The GR Transaction Type only contains a Header tab and is used to route various
requests for review and approval and often contains one or more attachments. The GR Transaction Type
does not belong to any Procurement State; however, it can be associated with a Procurement Folder. The
Related Transactions tab on the Procurement Management page displays all General Routing (GR)
Transaction Type transactions that reference the selected Procurement Folder.

The General Routing (GR) transaction contains the following tab:

e Header
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GR Delivered Transaction Code

The GR Transaction Type contains the following delivered Transaction Code.

Transaction Transaction

Name Code
General GR
Routing

Header

Intended Use

The General Routing (GR) transaction allows you
to submit and track miscellaneous requests
related to the procurement process. You can use
the GR transaction to route various requests for
review and approval. Examples include a waiver
request for a specific procurement or a request
for a new or revised delegated purchasing
authority. Files can be uploaded as attachments
on the GR transaction to provide additional
information. The GR transaction is a generic
transaction that can be used by any functional
area, including Procurement.

Sub Type

GR

The GR transaction only contains a Header tab. The Header tab includes basic information such as the
type of request, request date, request status and Procurement ID. The specific type of request is defined
by the Category and Sub Category fields selected on the transaction. These values can be used, if
needed, to define workflow rules based on the type of request.

The GR Transaction Type does not belong to any Procurement State; however, it can be associated with
a Procurement Folder. When the Procurement Folder fields are populated, the View Procurement
Folder action on the GR transaction is activated. The View Procurement Folder action transitions you to
the Procurement Management page to view other GR transactions processed for the selected folder. The
GR transactions appear within the Related Transactions tab of the Procurement Management page.

>

Field Information

Fields that are not self-evident are detailed below. As many fields are open to general use,
please consult any external documentation on the various uses for the transaction. Both the
Transaction Control (DCTRL) and Procurement Transaction Control (PRDOC) can be used to
make certain fields required. Configurable Validations can be used to make other fields required
or conditionally required to capture the necessary information for request approval.

The transaction contains many generic fields (dates, amounts, numbers, and indications) that are
initially hidden, with the intention of being made visible with an updated label as routing needs
present. The same three reporting fields found on other procurement transactions are also

available.
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Field Name Description

This optional date functions much like the common Record Date,
Requested Date where it can be manually entered or will default to the Application Date
when the transaction goes to final.

This required field intended to capture information about the request:
Status Approved, Rejected, and Pending Review. The field must be one of
the first two values before it will successfully validate.

Category As any field on the transaction can be used to trigger workflow, these
are intended to differentiate one request from another by one or both
Sub-Category classifications.

The following field is conditionally required based on site specific setup on the
Procurement Transaction Control (PRDOC) table:

e Requestor ID
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Common Business Tasks

The following common business tasks can be accomplished using Procurement transactions.

Create a Request via Shopper

Record a Vendor's Response to a Solicitation
Purchase Items on Contract

Record Items Received from a Vendor
Return Items to a Vendor

Change a Vendor's Headquarter

Create a Request via Shopper

For more information on the Universal Requestor (UR) transaction, refer to the "RQ Transaction Type"
topic. For information on the Shopper (SHOP) page, refer to the "Shopper (SHOP)" topic.

To create a request using the Shopper (SHOP) page, perform these steps:

1.
2.

Open the Shopper (SHOP) page.
Search for the commodity that you want to request.

e At a minimum you must either enter a value in the Search For field or you must populate the
Vendor, Commaodity or Warehouse fields. Refer to page level help for information on how the
searching works on this page. For example, enter *paper* in the Search For field or select
the desired Commodity code from the Commaodity pick list.

e Select the Search button after you have entered your search criteria. Repeat the steps given
above to narrow your search results.

Add the Commodity to your Shopping Cart.
Select the line in the search results for the commodity that you want to request.

e For an ltem: Enter the amount that you want to request in the Quantity field and populate the
Unit and Unit Price fields. Select Add to Cart. (Note: The Quantity, Unit, and Unit Price fields
must all be populated if any of the fields are populated for a given line.)

e For Services: Indicate the amount in the SC Amount field and then select Add to Cart. The
Shopping Cart icon at the top of the Shopper page is updated with the total items/services
added and the total price. The Quantity/Unit/Unit Price/SC Amount fields are blanked out
after an item/service is successfully added to the Shopping Cart.

Repeat Step 4 until you have added all the items that you want to request to your Shopping Cart.
If you have entered a value into the Quantity, Unit, Unit Price or SC Amount fields, then you
must select the Add to Cart button before navigating from this page or selecting any other link
or button on this page; otherwise, a warning message is issued. Selecting Leave Page/OK
(depending on your browser) clears any data entry from items not added to the shopping cart
and transitions you to your intended destination. Selecting Stay on Page/Cancel (depending on
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your browser) keeps you on the current page and maintains the values you have entered into
the Quantity, Unit, Unit Price or SC Amount fields.

Note: When adding multiple rows to a Cart with a single click, then the user must select all the
desired rows, enter the required values, and then click on the Add to Cart icon next to the Export
icon on the header of the corresponding section.

6. Verify Shopping Cart Items.
o Select the Edit Shopping Cart button, which transitions you to the Shopping Cart page.

e Verify that all items in your Shopping Cart are correct. You can make modifications directly
from this page. Refer to the Shopping Cart page help for more information.

e Populate the Shipping Location, Billing Location and Delivery Date fields.

e Select the Proceed to Checkout button, which transitions you to the Checkout page.
7. Initiate the Checkout Process.

e From the Checkout page, you can populate the Transaction Identifier tab. The Code field
defaults for you. In this scenario the value specified in the Requisition Default Transaction
Code parameter on the Shop Configuration page defaults to the Code field. You can only
choose valid UR Transaction Sub.

e You can optionally specify an Accounting Template or an Accounting Profile.
e You can optionally specify a PCard ID.

e You can manually enter a unique transaction id in the ID field, or you can select the Auto
Numbering flag if a record is set up on the Auto Numbering (ADNT) page for the current
Fiscal Year for the specified Transaction Code and Department.

e Select the Checkout button when you are ready to create the Universal Requestor
transaction. Note: An entry must exist on the Universal Requestor Control (URCTRL) table
for the selected Commodity and Department. If no error is received, then you are
automatically taken to the generated UR transaction.

8. Complete the Step 1: Header tab

e No particular field on the General Information section is mandatory nor is any required for this
task. However, Transaction Name and/or Transaction Description can be conditionally
required with the Transaction Control (DCTRL) table. Requestor ID and/or Issuer ID can be
conditionally required with the Procurement Transaction Control (PRDOC) table.

¢ On the Contact section, enter information into the Requestor Name, Phone Number and
Email fields. (If a value is entered in the Requestor ID field on the General Information
section, then the values in this field are populated on Save.)

e No particular field on the Additional Information section is mandatory nor is any required for
this task. However, PCard ID can be conditionally required with the Procurement Transaction
Control (PRDOC) table.

e No particular field on the Reporting section is mandatory nor is any required for this task.
However, Reporting 1, Reporting 2, and Reporting 3 can be conditionally required with the
Procurement Transaction Control (PRDOC) table.

9. Expand and complete the Step 4: Commaodity tab.
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e On the General Information section, the Line Type field is required. If the Line Type is ltem,
the Quantity, Unit and Unit Price fields are required on the General Information section. CL
Description and Vendor Customer Code can be conditionally required with the Transaction
Control (DCTRL) table. Commodity, Shipping Location, Billing Location and Delivery
Date can be conditionally required with the Procurement Transaction Control (PRDOC) table.

e On the Service Contract section, if the Line Type is Service, the Contract Amount field is
required.

e On the Shipping/Billing section, select Ship/Bill From Header. Result: The values entered in
the fields on the Additional Information section on the Step 1: Header tab default to all blank
fields on the Shipping/Billing section for the selected commaodity line. Note: If you have
multiple commodity lines that share the same shipping and billing information, then select
Ship/Bill To Lines on the Header to populate all blank fields on the Shipping/Billing section
for all commodity lines. Shipping Method, Free on Board, Delivery Date, Delivery Type
and Billing Location can be conditionally required with the Procurement Transaction Control
(PRDOC) table.

e On the Specifications section, Packing Instructions, Hazardous Materials, Special
Handling, Additional Handling Info, Manufacturer, and Model can be conditionally
required with the Procurement Transaction Control (PRDOC) table.

e On the Tolerance section, Under Contract Amt, Under Quantity, Over Contract Amt, and
Over Quantity can be conditionally required with the Procurement Transaction Control
(PRDOC) table.

e On the Additional Information section, Issuer can be conditionally required with the
Procurement Transaction Control (PRDOC) table.

e Repeat the above given steps if there is more than one commodity line being requested.

Note: If the Require UR Accounting flag is selected on the System Options table, then the Step
5: Accounting tab must be populated for each commaodity line. Refer to the " Accounting" topic for
help in populating that tab.

10. Click the Validate button to validate for errors.

11. If errors exist, fix the errors and repeat Step 8. If no errors exist, then continue with Step 12.
12. Click the Submit button to submit the transaction.

13. View and/or submit the generated transactions.

e Expand the Step 7: Generated Transactions tab.
e All transactions generated by your UR transaction are listed on this tab.

If the Auto Submit From UR flag is selected on the System Options table, then all transactions
generated by the UR will automatically be submitted when the UR goes to Final.

If the Auto Submit From UR flag is not selected on the System Options table, then the
generated transactions are not submitted when the UR goes to Final; the Transaction Status is
Held. Therefore, click the Transaction ID link to open the transaction. Modify the generated
transaction, if needed. Validate and Submit the generated transaction.

Note: Once the generated transactions have been submitted to Final, the buyer or buyer team
assigned to your procurement will complete your request.
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Record a Vendor's Response to a Solicitation

For information on the Solicitation Response Wizard (SRW) transaction, refer to the "SR Transaction
Type" topic. For information on the Solicitation Response Wizard tool, refer to the "Solicitation Response
Wizard" topic.

To record a vendor's response to a Solicitation using the Solicitation Response Wizard, perform these
steps:

1. Open the Solicitation Response Wizard page.
2. Complete the Solicitation Information tab.

e Select/enter information regarding the Solicitation that the vendor is responding to,
in the Solicitation Transaction Code, Solicitation Department, Solicitation
Transaction ID fields. Note: The Solicitation Transaction Code pick list only
displays Transaction Codes that have the Transaction Type of SO on the
Transaction Control (DCTRL) table.

e Select/enter the Vendor/Customer Code for the vendor that is responding to the
Solicitation in the Vendor ID field.

3. Complete the Solicitation Response Information tab.

Either indicate valid information into all four fields under the Solicitation Response
Information tab or leave all four fields blank. Note: If all fields in this tab are left blank,
then when the Create Response link is selected, the system will default the values.

4. Select Create Response. Result: You are transitioned to the Step 1: Response Summary tab of
the generated SRW transaction.

5. Complete the Step 1: Response Summary tab.

e On the Default Information section, complete the following required fields:
Response Type, Vendor ID, Response Date, and Response Time. The data
entered into the Response Date and Response Time fields must be after the Let
Date and less than the Closing Date and Closing Time for the referenced
solicitation.

e If No Bid is selected in the Response Type field, then the reason must be specified
in the Comments field.

6. Complete the Step 2: Commodity Response tab. Note: Complete this tab for each Commodity
line.

e The following fields are required if the Line Type is /tem: Response Type, Unit,
Unit Price, and Delivery Days.

e The following fields are required if the Line Type is Service: Response Type and
Bid Contract Amount.

e The following fields are required if the Line Type is Discount: Response Type,
Discount %, Effective To, Effective From, and Bid Catalog Name.

e The following fields are required if the Line Type is Catalog: Response Type,
Discount %, Effective To, Effective From, and Bid Catalog Name.
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o |Ifthe Response Type is No Bid, then you should only enter information in the
Comments field.

7. Complete the Step 3: Criteria Response tab. Note: Complete this tab for each criterion.

o Ifthe Response Type is Date, then the Date Response field is required.
e |fthe Response Type is Number, then the Number Response field is required.
o Ifthe Response Type is Yes/No, then the Yes/No Response field is required.

o |Ifthe Response Type is Text, then the Text Response field is required.
8. Click the Validate button to validate for errors.
9. If errors exist, fix the errors and repeat Step 8. If no errors exist, then continue with Step 10.

10. Click the Submit button to submit the transaction.

Purchase Items on Contract

For more information on the Delivery Order (DO) transaction, refer to the "PO Transaction Type" topic.
For information on the Shopper (SHOP) page, refer to the "Shopper Functionality" topic.

To purchase items on contract using the Shopper (SHOP) page, perform these steps:
1. Open the Shopper (SHOP) page.
2. Search for the commodity that you want to purchase.

e At a minimum you must either enter a value in the Search For field or you must
populate the Vendor, Commaodity or Warehouse fields. For example, if you know a
vendor that has an established Master Agreement for a commodity that you want to
purchase, then enter the name of the vendor in the Vendor field.

o Select the Search button after you have entered your search criteria.

e Repeat the above given steps to narrow your search results.
3. Add the Commodity to your Shopping Cart.

Select the line in the Available from a Master Agreement search results tab for the
commodity that you want to request.

e For an ltem: Enter the amount that you want to request in the Quantity field
and populate the Unit and Unit Price fields. Select Add to Cart. (Note: The
Quantity, Unit, and Unit Price fields must all be populated if any of the fields
are populated for a given line.)

e For Services: Indicate the amount in the SC Amount field and then select
Add to Cart.

The Shopping Cart icon at the top of the Shopper page is updated with the total
items/services added and the total price. The Quantity/Unit/Unit Price/SC Amount fields
are blanked out after an item/service is successfully added to the Shopping Cart.
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4. Repeat Step 3 until you have added all the items that you want to request to your Shopping Cart.
If you have entered a value into the Quantity, Unit, Unit Price or SC Amount fields, then you must
select the Add to Cart button before navigating from this page or selecting any other link or
button on this page; otherwise, a warning message is issued. Selecting Leave Page/OK
(depending on your browser) clears any data entry from items not added to the shopping cart and
transitions you to your intended destination. Selecting Stay on Page/Cancel (depending on your
browser) keeps you on the current page and maintains the values you have entered into the
Quantity, Unit, Unit Price or SC Amount fields.

Note: When adding multiple rows to a Cart with a single click, then the user must select all the
desired rows, enter the required values, and then click on the Add to Cart icon next to the Export
icon on the header of the corresponding section.

5. Verify Shopping Cart ltems.

Select the Edit Shopping Cart button, which transitions you to the Shopping Cart
page.

Verify that all items in your Shopping Cart are correct. You can make modifications
directly from this page. Refer to the Shopping Cart page help for more information.

Populate the Shipping Location, Billing Location and Delivery Date fields.

Select the Proceed to Checkout button, which transitions you to the Checkout
page.

6. Initiate the Checkout Process.

From the Checkout page, you can populate the Transaction Identifier tab. The
Code field defaults for you. In this scenario if the value specified in the
USE_DO_PRC_SHOPPER parameter on the Application Parameters table is DO,
then this field defaults to the value specified in the Delivery Order Default field on
the System Options table. You can only choose valid DO Doc Sub Type codes, if
needed. Refer to the “Initiate Checkout Process” topic for more information.

You can optionally specify an Accounting Template or an Accounting Profile.
You can optionally specify a PCard ID.

You can manually enter a unique transaction id in the ID field, or you can select the
Auto Numbering flag if a record is set up on the Auto Numbering (ADNT) page for
the current Fiscal Year for the specified Transaction Code and Department.

Select the Checkout button when you are ready to create the Delivery Order
transaction.

7. Complete the Header tab.

On the General Information section, the following fields are required, and if left
blank are automatically populated by CGI Advantage: Record Date, Budget FY,
Fiscal Year, Period, and Procurement Type ID.

On the General Information section, the following fields are conditionally required
based on site specific setup on the Transaction Control (DCTRL) table:
Transaction Name and Transaction Description.
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On the General Information section, the following field is conditionally required
based on site specific setup on the Procurement Transaction Control (PRDOC)
table: PCard ID.

On the Requestor Issuer Buyer section, the following fields are conditionally
required based on site specific setup on the Procurement Transaction Control
(PRDOC) table: Issuer ID, Requestor ID, Name, Phone Number, and Email.

On the Reporting section, the following fields are conditionally required based on
site specific setup on the Procurement Transaction Control (PRDOC) table:
Reporting 1, Reporting 2, and Reporting 3.

8. Expand and complete the Commaodity tab.

On the General Information section, most required fields were populated for you
when the DO was created. However, you may change specific values, if

needed. You can also specify an Accounting Template for each Commodity

line. Or simply insert Accounting Lines for each Commodity line on the Accounting
tab.

The following field is conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table: Commodity.

On the General Information section, the following field is required: Line Type.

On the General Information section, the following fields are required if the Line
Type is Item: Quantity, Unit, and Unit Price.

On the General Information section, the following field is required if the Line Type is
Service: Contract Amount.

On the General Information section, the following fields are required if the Line
Type is Discount: List Price and Discounted Unit Price.

On the General Information section, the following field is conditionally required,
based on site specific setup on the Transaction Control (DCTRL) table: CL
Description.

On the Shipping/Billing section, the following fields are conditionally required, based
on site specific setup on the Procurement Transaction Control (PRDOC) table:
Shipping Location, Shipping Method, Free on Board, Delivery Date, Delivery
Type, and Billing Location. Note: The Shipping Location and Billing Location
default from the Procurement User table, based on the value specified in the
Requestor ID field on the Header. If values are entered in the fields on the Default
Shipping/Billing section on the Header, after the Ship/Bill To Lines link is selected
on the Header, the values will default to all blank fields in the Shipping/Billing
section for all existing commodity lines. Or select Ship/Bill From Header on the
Commodity line, to only default values to the selected Commodity line.

On the Specifications section, Packing Instructions, Hazardous Materials,
Special Handling, Additional Handling Info, Manufacturer, and Model can be
conditionally required with the Procurement Transaction Control (PRDOC) table.

On the Tolerance section, Under Contract Amt, Under Quantity, Over Contract
Amt, and Over Quantity can be conditionally required with the Procurement
Transaction Control (PRDOC) table.
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o Repeat the above given steps if there is more than one commodity line being
requested.

9. Expand and complete the Accounting tab.

e On the General Information section, the following fields are required: Event Type,
Line Amount, and Reserved Funding. The Line Description field can be
conditionally required with Transaction Control (DCTRL).

o If you specified an Accounting Template on the Commodity tab, then an accounting
line is created for you; otherwise, select Insert New Line.

e On the Reference section, fields may be required or prohibited from a number of
places. Budget Fiscal Year Staging, the Transaction Control (DCTRL), and the
Event Type Requirements (ERQ) tables all have the ability to define a reference as
Required, Prohibited, or Optional (Unrestricted). When any one value is entered, all
must be entered.

¢ On the Fund Accounting section, the only required field is Fund. No other fields are
mandatory on the Fund Accounting or Detail Accounting sections, but system
configuration may make them conditionally required. This can include various COA
from Event Type Requirements (ERQ), COA Required Element tables, and
Required Budget (REQBUD).

¢ Repeat the above given steps if there is more than one accounting line is required.
10. Click Validate to validate for errors.
11. If errors exist, fix the errors and repeat Step 10. If no errors exist, then continue with Step 12.

12. Click Submit to submit the transaction.

Record Items Received from a Vendor

For information on the Receiver (RC) transaction, refer to the "RC Transaction Type" topic. For
information on the Receiving Search tool, refer to the "Receiving Search (RCSRCH)" topic.

To purchase items on contract using the Master Agreement Search, perform these steps:
1. Open the Receiving Search (RCSRCH) page.

2. Search for the order that corresponds with the items being received. Enter search criteria in any
of the fields to narrow your search. For example, you can enter the name of the vendor, and/or
the Commodity Code. Select the Apply link after you have entered your search criteria. Select
the line for the order that corresponds to the items being received.

3. Select the commodity lines that you want to receive.

e Click Select Lines to Receive. Result: You are taken to the Receiving Search -
Select Lines page.

e Select the commodity line(s) that corresponds to the item(s) being received. Select
Receive All Lines if all lines are being received.

¢ Click Receive. Result: You are taken to a new Receiver (RC) transaction that is
automatically created for you in Draft Phase.
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4. Complete the Header tab.

e On the General Information section, the following fields are required and some may
already be populated for you: Referenced Transaction Code, Referenced
Transaction Department, Referenced Transaction ID, Receiving Location,
Received Date, and Receiver.

¢ On the General Information section, the following field is conditionally required
based on site specific setup on the Transaction Control (DCTRL) table:
Transaction Name.

5. Complete the Vendor tab.

e Expand the Vendor tab.

¢ On the General Information section, the following field is conditionally required
based on site specific setup on the Transaction Control (DCTRL) table: Vendor
Code.

e The following field is required if a non-miscellaneous vendor is selected: Address
Code.

e The following fields are required if a Vendor Contact ID is not entered: Vendor
Contact Name and Vendor Contact Phone.

6. Complete the Commodity tab.

e Expand the Commodity tab.

¢ On the General Information section, most required fields were populated for you
when the RC was created. However, you may change specific values, if
needed. The following fields are required: Line Type, Referenced Award Line,
and Shipment Indicator.

e The following fields are required if the Line Type is /tem: Received Quantity and
Unit.

e The following field is required if the Line Type is Service: Received SC Amount.

e The following field is conditionally required, based on site specific setup on the
Transaction Control (DCTRL) table: CL Description.

e The following field is conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table: Commodity.

e The SDS Received check box must be selected, if the SDS Required check box is
selected.

e The Condition field and Reason field can be conditionally required. See below
Step 9 for more information.

o Repeat Steps 2 through 8 if there is more than one commodity line being received.

*Note: The Condition field and Reason field can be conditionally required if any of the
following are true.

e The Received Qty does not match the Ordered Qty.

¢ The Received SC Amount does not match the Ordered SC Amount.

Advantage 4 © CGI Technologies and Solutions Inc. Page 168



CGI Advantage - Procurement User Guide

¢ The Rejected Qty is not zero.

e The Received Indicator is Partial.
7. Click Validate to validate for errors.
8. If errors exist, fix the errors and repeat Step 7. If no errors exist, then continue with Step 9.

9. Click Submit to submit the transaction.

Return Items to a Vendor

For information on the Receiver (RC) transaction, refer to the "Receiver (RC)" topic. For information on
the Receiving Search tool, refer to the "Receiving Search (RCSRCH)" topic. For information on the
Claims Tracking (CLMTRK) page, refer to the “Claims Tracking (CLMTRK)” topic.

Upon original receipt of stock items, to identify items to be returned to a vendor, perform these steps:
1. Open the Receiving Search page.
2. Search for the order that corresponds with the items being received.
3. Select the commodity lines that you want to receive.

o Click Select Lines to Receive. Result: You are taken to the Receiving Search -
Select Lines page.

e Select the commodity line(s) that corresponds to the item(s) being received. Select
Receive All Lines if all lines are being received.

e Click Receive. Result: You are taken to a new Receiver (RC) transaction that is
automatically created for you in Draft Phase.

4. Complete the Header tab.

e On the General Information section, the following fields are required and some may
already be populated for you: Referenced Transaction Code, Referenced
Transaction Department, Referenced Transaction ID, Receiving Location,
Received Date, and Receiver.

e On the General Information section, the following field is conditionally required
based on site specific setup on the Transaction Control (DCTRL) table:
Transaction Name.

e The Return Items to Vendor field is checked.
5. Complete the Vendor tab.

e Expand the Vendor tab.

¢ On the General Information section, the following field is conditionally required
based on site specific setup on the Transaction Control (DCTRL) table: Vendor
Code.

e The following field is required if a non-miscellaneous vendor is selected: Address
Code.
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e The following fields are required if a Vendor Contact ID is not entered: Vendor
Contact Name and Vendor Contact Phone.

6. Complete the Commodity tab.

e Expand the Commodity tab.

e On the General Information section, most required fields were populated for you
when the RC was created. However, you may change specific values, if
needed. The following fields are required: Line Type, Referenced Award Line,
and Shipment Indicator.

e The following fields are required if the Line Type is /tem: Received Quantity and
Unit.

e The following field is required if the Line Type is Service: Received SC Amount.

e The following field is conditionally required, based on site specific setup on the
Transaction Control (DCTRL) table: CL Description.

e The following field is conditionally required, based on site specific setup on the
Procurement Transaction Control (PRDOC) table: Commodity.

e The SDS Received check box must be selected, if the SDS Required check box is
selected.

e The Condition field and Reason field can be conditionally required. See below
Step 10 for more information.

e The following field is populated based on the same field in the Header tab: Return
Items to Vendor.

e Enter a Return Merchandise Authorization # (if available), Return Authorization
Instructions (if applicable), and a Rejected Quantity greater than 0.

o Repeat the above given steps if there is more than one commodity line being
received and/or items being returned.

*Note: The Condition field and Reason field can be conditionally required if any of
the following are true.

e The Received Qty does not match the Ordered Qty.
¢ The Received SC Amount does not match the Ordered SC Amount.
¢ The Rejected Qty is not zero.

e The Received Indicator is Partial.
7. Click Validate to validate for errors.

8. Click Submit to submit the transaction. Upon successful submission of the transaction, an
associated Claims Tracking (CLMTRK) record is created. The Claims Tracking Number in the
Commodity tab of the RC transaction has been updated. To generate a form to display the detail
information of the quantities returned to the vendor, select the Print action button. On the Print
page, select the Return Items to Vendor form and select the Print link.

Change a Vendor's Headquarter
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To change a vendor's Headquarter, perform these steps:

1.

2
3.
4

o

Create a new Headquarter account on the Vendor/Customer table.
Deactivate the child vendor whose Headquarter you want to reassign.
Go to the Address tab on Vendor/Customer for the child vendor. Note the Address ID.

Click the Master Address link. Search for the Address ID you noted during Step 3. Copy the
Master Address for the old Headquarter and add it under the new Headquarter.

Go to Master Contacts and repeat step 4. (Note: Update the Address ID for each contact.)

Go back to the Address tab of Vendor/Customer and delete all of the addresses (but remember
what they are) for the child vendor.

Go to the main Vendor/Customer page and click the Update Headquarters link. Change the
Company Name to the new Headquarter name created in step 1.

Go to the main Vendor/Customer page and change the Headquarters account for the child
vendor.

Go back to the Address tab of Vendor/Customer for the child vendor and re-add all of the address
and contact codes.

10. Re-activate the child vendor.
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Buyer Logic

There are two methods of Buyer assignment on the Procurement transactions: Standard and Workload
Assignment. This is controlled by the BUYR_ASSIGNMENT _LOGIC parameter on the Application
Parameter (APPCTRL) table, which can be set as STANDARD or WKLAR.

When the BUYR_ASSIGNMENT LOGIC parameter is set to STANDARD, then the logic is as follows:

Buyers are assigned to a transaction using the commodity code from the first commodity line of the
transaction. For every step in the buyer assignment logic detailed below, an additional lookup to the
Buyer (BUYR) table is performed to verify that the Buyer ID is active (that is, the Active flag is
checked). If the Buyer ID is active then it is used, otherwise the assignment logic moves on to the next
step. The following logic is used by all transactions to assign the appropriate buyer or buyer team:

1. Assign via Universal Requestor Control table using the commodity entry that most closely fits the
commodity code.

o If the Department field on the URCTRL table is set to ALL, then the transaction will
look at the record for the transaction’s department on the Department table. If the
Line Amount is greater than the Threshold field on the URCTRL table, then the
department's Central Buyer/Buyer Team is assigned. Otherwise, the department's
Decentralized Buyer/Buyer Team is assigned.

o |f the Department field on the URCTRL table is not set to ALL and the Line
Amount is greater than the Threshold then the Over Buyer/Buyer Team is
assigned. Otherwise, the Under Buyer/Buyer Team is assigned.

2. If a buyer/buyer team entry does not exist on any of the above tables, the system performs a
lookup to the Commodity (COMM) table using the commodity code from the first commodity line
and assigns the buyer/buyer team.

3. If a buyer/buyer team entry does not exist on the Commodity table, then the Requestor's Home
Unit's Central Buyer/Buyer Team is assigned as indicated on the Unit (UNIT) table. The Home
Unit for the requestor is set up on the Procurement User (USER) table.

4. If a Central Buyer/Buyer Team does not exist on the Unit table, then the Requestor's Home Unit's
Decentralized Buyer/Buyer Team is assigned as indicated on the Unit (UNIT) table. The Home
Unit for the requestor is set up on the Procurement User (USER) table.

5. If a buyer/buyer team entry does not exist on the Unit table, then the Requestor's Home
Department's Central Buyer/Buyer Team is assigned as indicated on the Department (DEPT)
table. The Home Department for the requestor is set up on the Procurement User (USER) table.

6. If a Central Buyer/Buyer Team does not exist on the Department table, then the Requestor's
Home Department's Decentralized Buyer/Buyer Team is assigned as indicated on the
Department (DEPT) table. The Home Department for the requestor is set up on the Procurement
User (USER) table.

7. If a Decentralized Buyer/Buyer Team does not exist on the Department table, then the
Transaction Creator is assigned if he/she is a valid buyer.

8. If the Transaction Creator is not a valid buyer, then the transaction is assigned to the
Procurement Type's default manager. This manager can re-assign the procurement to a
buyer/buyer team or re-assign the procurement to another manager.
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When the BUYR_ASSIGNMENT_LOGIC parameter is set to WKLAR, then following logic is used by the
Procurement transactions to assign the appropriate buyer or buyer team:

1. The Workload Assignment Rules table finds the first sequence that applies to the Transaction
Code and conditional operators.

2. If a Workload assignment rule is found, the processor will attempt to assign a Buyer, Buyer Team,
or Manager based on the following:

If the rule assignee equals:

i. Warehouse (This is applicable for the RQ and PO Type transactions only. For the SO
and MA type transactions, the logic will directly go to #ii Requestor below, it will skip
the Warehouse rule assignee as SO and MA do not have Warehouse codes on the
transaction.)

e If Warehouse is null on the transaction, go to the next Workload assignment rule
if applicable or go to STANDARD assignment if not applicable.

e If Warehouse is not null on the transaction Header, go to the Warehouse
(WHSE) table.

e If Warehouse Manager ID and Warehouse Staff Team ID are null, go to the
next Workload assignment rule if applicable or go to STANDARD assignment
if not applicable.

e If Warehouse Manager ID is not null and Warehouse Manager as Workload
ID is checked, populate Buyer as Warehouse Manager ID on the transaction
header.

e If Warehouse Manager ID is not null and Warehouse Manager as Workload
ID is not checked, leave Buyer null and populate Manager on the
procurement folder for the transaction with the Warehouse Manager ID.

e |f Warehouse Staff Team ID is not null, populate Team ID as Warehouse
Staff Team ID on the transaction header.

ii. Requestor
¢ If Requestor exists on BUYR, populate the Requestor ID as Buyer.

¢ If Requestor does not exist on BUYR, go to the next Workload assignment rule if
applicable or go to STANDARD assignment if not applicable.

iii. Issuer
o |If Issuer exists on BUYR, populate the Issuer as Buyer.

o |If Issuer does not exist on BUYR, go to the next Workload assignment rule if
applicable or go to STANDARD assignment if not applicable.

iv. Workload 1D
e Populate the Workload ID from the Workload Assignment Rules table as Buyer.

V. Workload Team ID
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e Populate the Workload Team ID from the Workload Assignment Rules table as
Buyer Team or Manager Team.

3. If no Workload assignment rule is found, the transaction will use the STANDARD Buyer
Assignment logic regardless of the Application Parameter setting.

Reset Buyer Logic

If the Manager/Buyer/Buyer Team modifies a transaction after the first Buyer Assignment
logic has been applied to the transaction and the buyer assignment logic is different, the
system issues a warning that the Buyer/Buyer Team assigned is different than the buyer
assignment logic. If the Buyer/Buyer Team needs to be assigned as per new buyer
assignment logic due to the change then the buyer must click the Reset Buyer action. Once
the action is clicked the new Buyer/Buyer Team is reassigned as per buyer assignment
logic.

If the assigned buyer has been changed to inactive on the Buyer (BUYR) page (that is, the
Active flag is not checked on the Buyer (BUYR) page) after the Buyer Assignment logic has
been applied to the transaction, then the system issues a warning that the Buyer/Buyer
Team assigned is different than the buyer assignment logic. The buyer must select the
Reset Buyer action, which will automatically assign an active buyer per buyer assignment
logic. If the Reset Buyer action is not selected, then the transaction can be submitted to
Final with an inactive buyer. In this situation, the manager must re-assign the procurement
to an active buyer via the Procurement Management page.
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Mandatory Source Functionality

The mandatory source functionality allows you to identify and enforce the use of specific commodities that
should be purchased from an established Master Agreement (MA) for specified Departments/Units. The
mandatory source functionality applies to transactions of the Requisition (RQ), Purchase Order (PO) and
Payment Request (PR) Transactions Type on validate and submit that belong to one of the following Sub
Types:

¢ RQ Transaction Type — Transactions that belong to the following Sub Types are included:
Standard Requisition (RQS), Non-Accounting Requisition (RQN), and Universal Requestor (UR).

e PO Transaction Type - Transactions that belong to the following Sub Types are included:
Purchase Order (PO), Contract (CT), Delivery Order (DO), Service Contract (SC), and Purchase
Order Buysense (POB).

e PR Transaction Type — All transactions that belong to the PR Transaction Type are included if the
transaction is not referencing a transaction that belongs to the Purchase Order Transaction Type.

Note: Refer to the Procurement Transaction Control (PRDOC) table to determine if your transaction code
belongs to one of the above mentioned Sub Types.

The Mandatory Source Master Agreement Lines (MSMALS) inquiry allows you to view each Master
Agreement commodity line identified as a mandatory source (that is, the Mandatory Source flag is
selected).

Implementation Considerations

Before utilizing the mandatory source functionality, you need to consider your commaodity structure when
defining Commodity codes that will be used for Mandatory Source ordering down to a detailed enough
level that the Mandatory Source edits are meaningful. If you are using a “Structured” commodity code
(that is, the Structured Commodity flag is selected on the Commaodity table), then the mandatory source
functionality is applied for the selected commodity code and all commodities below that level.

Note: If the Structured Commodity check box is selected, then the Class field must have three
digits and the Item and Group fields must have two digits. The Detail field provides another seven
characters for customizing commodity codes. See examples below.

Assume that you have set up the following “Structured” Commodity Codes: 620, 62000, 6200001,
6200002, 62001, 62002, 62003, 6200301, 62003001001, and 6200321.

Example 1: A Mandatory Source Master Agreement (MA) is created and Commodity Code 62000
is marked as Mandatory Source. Any commodity at that level or below will also be included in the
mandatory source functionality, since the commodity is set up as a “Structured” commodity.
Therefore, if a user attempts to bypass mandatory source ordering by not referencing the
Mandatory Source Master Agreement when selecting commodities 62000, 6200001 or 6200002
using a transaction of the RQ, PO, or PR Transaction Type without referencing the Mandatory
Source Master Agreement, the system will issue an overrideable error alerting the Buyer that they
are attempting to bypass the Mandatory Source ordering. The overrideable error allows authorized
Buyers to bypass the mandatory source selection. Before issuing the error, the system must
perform 2 additional validations as listed under the “Additional Edits before issuing the overrideable
error” topic below.
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Example 2: A Mandatory Source MA is created and Commodity Code 62002 is marked as
Mandatory Source. Since none of the other commodity codes are beneath 62002, the mandatory
source functionality for that MA will only apply when a user attempts to bypass mandatory source
ordering by not referencing the Mandatory Source MA when selecting Commodity Code 62002.
Before issuing the error, the system must perform 2 additional validations as listed under the
“Additional Edits before issuing the overrideable error” topic below.

Example 3: A Mandatory Source MA is created and Commodity Code 620 is marked as
Mandatory Source. The system will apply the mandatory source functionality to ALL commodity
codes because they are all below the 620 Commodity Code. Therefore, if a user attempts to
bypass mandatory source ordering by not referencing the Mandatory Source MA when selecting
commodities 620, 62000, 6200001, 6200002, 62001, 62002, 62003, 6200301, 62003001001, or
6200321, the system will issue an overrideable error that allows authorized Buyers to bypass the
mandatory source selection. Before issuing the error, the system must perform 2 additional
validations as listed under the “Additional Edits before issuing the overrideable error” topic below.

Additional Edits before issuing the overrideable error:

If purchasing a mandatory source commodity, the system must verify the following edits before
issuing the overrideable error that allows authorized Buyers to bypass the mandatory source
selection.

1. The record date of the purchasing transaction is within the MA’s Effective Begin Date and
Expiration Date range.

2. The transaction’s Department/Unit is an authorized Department/Unit as specified on the
MA.

3. If the transaction references a Mandatory Source MA and the current transaction’s
department/unit is authorized to order from the MA and the record date on the
transaction’s header is within the MA effective dates, then the system will issue no errors.
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Shopper

The Shopper (SHOP) page allows you to search multiple sources of supply for required items. You can
choose the sources of supply that you want to search and enter search criteria for the selected sources of
supply. You can then select items from the returned search results and add them to your Shopping Cart.
If you log out of Advantage the items will remain in your Shopping Cart until purchased or until you
remove them from the Shopping Cart page.

The Shopper topic of this user guide includes the following topics:
e Shopper Functionality
e Shopping Cart
e Add Vendor Quotes
e Create PunchOut Request
¢ Initiate Checkout Process
e Universal Requestor Setup
e Universal Requestor Grouping Logic

e Universal Requestor Transaction Logic

Shopper Functionality

This tab provides information on how to use the Shopper (SHOP) page to search for commodities that
you want to request. The following high-level steps should be followed to use the Shopper page to initiate
a request:

1. Enter search criteria and initiate search - The “Search” fields allow you to enter information you
know about an item and the system will search the database for matches. The Search For field
can be blank as long as a value is entered in at least one of the following Advanced Search fields:
Vendor, Warehouse, or Commodity. Click the Search button to initiate the search. Refer to the
“Shopper Search Fields” topic for more information.

2. Understanding the Search Results - If matches are found, the search results are provided below
the search criteria tab. The search results are displayed in order based on their Source of Supply.
Up to 10 rows are displayed at a time for each tab. If no results are found for a selected source of
supply the corresponding tab is hidden from view. Refer to the “Shopper Search Results” topic for
more information.

3. Buy From Supplier — This action is only displayed in the Available from PunchOut Catalogs
search results tab. If you want to purchase an item that appears in this tab, then select the check
box in the Select Catalog column for the desired item and then click the Buy from Supplier link.
(Note: You can only select one row at a time from this tab, and your Shopping Cart must be
empty.) This link transitions you to the Create PunchOut Request page. Select the Continue
Shopping button to return to the Shopper page without making a purchase from the supplier.
Refer to the “Create PunchOut Request” topic for more information.
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Add Item to Cart - If you have entered a value into the Quantity, Unit, Unit Price or SC Amount
fields, then you must select the Add to Cart button to add the item to your Shopping Cart. For
information on how to add request items from each search results tab, refer to the “Shopper
Search Results” topic.

Understanding the Shopping Cart icon - The Shopping Cart icon displays a summary of the
current contents of the Shopping Cart. It includes the number of items (lines) in the shopping cart,
and the current total dollar amount associated with those items.

View Shopping Cart page - The Edit Shopping Cart button transitions you to the Shopping Cart
page, which displays the items that were added to the Shopping Cart from the Shopper page and
Vendor Quotes. The Shopping Cart page allows you to update specific information about the
selected items and the purchase as a whole. Refer to the “Shopping Cart” topic for more
information.

View Checkout page - The Proceed to Checkout button transitions you to the Checkout page,
which allows you to generate the appropriate transaction based on the items selected in your
Shopping Cart. Refer to the “Initiate Checkout Process” topic for more information.

Shopper Configuration

The Shopper Configuration (SCNFG) page allows you to configure the shopping experience based on the
following settings:

Shopper Transaction Control — When checked, the Universal Requestor (UR) transaction will
be displayed as one of the transactions that can be created from the SHOP page. When
unchecked, the UR transaction will not be utilized by shopper.

Requisition Default Transaction Code — This field is optional but is used to default the
Transaction Code when checking out from Shopper when creating a request. If Universal
Requestors are used, typically this field would have ‘UR’. If the Requisition is used, then typically
this field would have ‘RQS’. The value can be changed during the checkout process.

Verify Check-Out — When checked, then the system will not allow a shopper to check-out with
items that are classified as Loose Commodities and items from a Master Agreement (MA). Only
one or the other can be in the cart at the same time. This is typically used when configuring the
system to create Requisitions and not the Universal Requestor transaction.

Restrict RQ Referencing MA — When checked, the system will not allow a Requisition (RQ) to
be created that references a Master Agreement (MA). This logic applies to records returned in the
following result grids on shopper:

e Available from MA

e Available from Catalog

Shopper Search Fields

The “Search” fields allow you to enter information you know about an item and the system will search the
database for matches. If you want to change the search values, then select the Clear Search Fields
button. This button will restore the defaults of the Search For and Advanced Search Criteria fields.

The Search For field supports special characters and reserved words for advanced searching based
upon the database that is being used (that is, Oracle or Microsoft SQL server). For a complete list of the
special characters and reserved words by your installation’s DBMS, please refer to "Appendix A” and
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"Appendix B" in this user guide. For additional information on special characters and how they are
handled, please refer to the Shop Search Characters to Escape and Override Advanced Shopper Search
Syntax parameters in the Application Parameters topic of this guide. The Search For field can be blank as
long as a value is entered in at least one of the following Advanced Search fields: Vendor, Warehouse,
Commodity, or Transaction Description. The Search For field searches across the following fields:

On the Commodity (COMM) page:

Commodity Code

Commodity Name/Description

Keywords from the Commodity (COMM) table (Only applicable if Commodities is selected as

the Source of Supply)

From the Master Agreement (MA) transaction:

Legal Name

Alias Name

CL Description

Extended Description
Commodity Code
Commodity Name/Description
Manufacturer Name
Manufacturer Part Number
Color

Size

Model Number

Unit of Measure

Transaction ID

On the Inventory Maintenance (INVN) page:

Stock Item

Stock Item Suffix

Stock Item Description
Suggested Vendor

Keyword Search

Stock Item Extended Description
Issue Unit

Part Number

Alternate Part Number
Statewide Part Number
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Department Part Number
Internal Part Number
Manufacturer Part Number

Distributor Part Number

From the Purchase Order (PO) transaction:

Supplier Part Number
Legal Name

Alias Name

CL Description

Extended Description
Commodity Code
Commodity Name/Description
Manufacturer Name
Manufacturer Part Number
Color

Size

Model Number

Unit of Measure

Transaction ID

On the Catalog Maintenance page:

Supplier Part Number
Legal Name

Alias Name

Item Description

Extended Description
Commodity Code
Commodity Name/Description
Manufacturer Name
Manufacturer Part Number
Color

Size

Model Number

Unit
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e Transaction ID
e Territory Available

e  Supplier Auxiliary ID

e Text1
e Text2
e Text3

e External Supplier ID
e The Advanced Search fields all default to blank except where indicated.
e Department

e For Non-Procurement users (that is, the User ID does not exist on the
Procurement User (USER) page), this field defaults to the user's Home
Department when the Infer User Home Department on SHOP page
(SHOP_USER_HOME_DEPT_INFER) parameter on the Application Parameters
page is set to True. If a user enters a value in the Department search field on the
SHOP page, it is overridden and the user's Home Department is inferred when
the search is performed. If this occurs, an informational message is issued
indicating that the Department has been reset to the user's home department.

e For Procurement Users (that is, the User ID does exists on the Procurement
User page), this field defaults to the user's Home Department when the Use
Home Department on SHOP flag on the Procurement User (USER) page is
checked. When the Use Home Department on SHOP flag is checked, if a user
enters a value in the Department search field on the SHOP page, it is overridden
and the user's Home Department is inferred when the search is performed. If this
occurs, an informational message is issued indicating that the Department has
been reset to the user's Home Department. If the Use Home Department on
SHOP flag is not checked, the Department field is not defaulted and users can
search for records for any Department.

e |fthe SHOP_USER HOME_DEPT_ INFER parameter is set to False, then the
Department field is not defaulted for all users.

e When searching for MA Catalog Items, PunchOut Catalogs, and Master
Agreements, the Department search field is used to look for the Authorized
Department of the Master Agreement transactions.

e When searching for Similar Purchases, the Department search field is used to
look for the transaction department for transactions of the PO Transaction Type.

e When searching for Inventory, the Department search field is used to look for the
warehouse department field on the Inventory Maintenance table.

e Commodity - Multiple values can be entered by using commas.
e Vendor - Multiple values can be entered by using commas.

e Part Number - If a value is entered in the Part Number field and the Inventory Sources of Supply
option is selected, then the system will search for inventory records that contain the value in the
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Part Number, Statewide Part Number, Department Part Number, Internal Part Number,
Manufacturer Part Number, Distributor Part Number, or Alternate Part Number fields, and that
meets the other search criteria entered on Shopper.

e Price (From) - When entered, the search will limit matches to those specified in the range of
Prices indicated by the values in both the Price (From) and Price (To) fields. If Price (From) is
populated then Price (To) is required, and vice versa.

e Price (To) - When entered, the search will limit matches to those specified in the range of Prices
indicated by the values in both the Price (From) and Price (To) fields. If Price (From) is populated
then Price (To) is required, and vice versa.

o Warehouse - This field is protected if Inventory is not selected as a Source of Supply. Only
inventory items associated with warehouse records with the ‘Warehouse Distribution Capability’
flag set to Yes on the Warehouse (WHSE) table are returned in search results.

e Expiration Date - If a date is entered, the search will limit matches to those Master Agreements
with an Expiration Date greater than or equal to the value entered. You can also use the greater
than, greater than or equal to, less than, and less than or equal to signs to filter the MA
transactions within the date parameter value.

e Include Expired Agreements - Select Yes to include expired Master Agreements in the search
results. Note: A commodity line is considered to reference an "expired agreement” if the MA
transaction containing the commodity has an Expiration Date (on the MA Header) that is less than
the Application Date on the Application Parameters table. The Allow Expired Agreements flag
on the Procurement Transaction Control (PRDOC) table must be selected for the Delivery Order
(DO) or Payment Request (PRC) Transaction Code to be created for the expired Master
Agreement. Otherwise, the system issues a hard error if an expired agreement is chosen upon
selecting the Checkout button on the Shopper — Checkout page.

e Mandatory Source Enabled - If Mandatory Source Enabled is set to Yes, then the system will
only return those records that have the Mandatory Source flag selected. This includes any MA
Commodity line (including MAs for Catalogs and PunchOut purchases) and any Commodity
where Mandatory Source is selected. If Mandatory Source Enabled is set to No, a warning is
issued indicating that Mandatory Source Agreements are not included in the search results.

¢ Include Substitute Stock Item - If selected and the Inventory Sources of Supply check box is
selected, then the system includes Substitute Stock Item information in the search results for
each matching Commodity Code. If a record is returned that includes a Substitute Stock ltem,
then the Substitute column in the Available from Inventory results grid indicates Yes. Note:
Substitute Stock Items are set up on the Approved Inventory Substitutes (APRVSUB) page. Refer
to the “Approved Inventory Substitute” topic in the Inventory User Guide for more information.

e Transaction Description - When entered, the search will limit matches to the given transaction
description given in this field. This field supports standard Advantage wildcard searching (using
*), hence, the system will search and list all records matching the input fully or partially. This field
is editable only if the Source of Supply is set to Master Agreements, MA Catalog Items, PunchOut
Catalogs, and/or Similar Purchases.

Shopper Search Results

Once you have specified the Sources of Supply and have entered your search criteria, select the Search
button. If matches are found, the search results are provided below the search criteria tab. The system

will issue a warning message “Your Search has returned zero results.”, if no matching records are found.
(Note: Commodity Lines that have the Inactive Line flag selected are not displayed in the search results).
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The search results are displayed in order based on their Source of Supply. Up to 10 rows are displayed at
a time for each tab. If no results are found for a selected source of supply the corresponding tab is hidden
from view. Purchasing History is displayed in descending order by date with the most recent purchase
showing first. The Source column allows you to link to the related transactions, if applicable.

> Available from Inventory

This tab is only displayed if the Inventory Sources of Supply option is selected, and
Inventory records were found that match all search criteria entered when the Search
button was selected. The results are first sorted by Commodity Code and then by Supplier
Part Number with the lowest number first.

Indicate the quantity that you want to order in the Quantity field, and then select Add to
Cart. The Shopping Cart icon at the top of the Shopper page is updated with the total
items (lines not quantity) added and the total price. The Quantity field is blanked out after
an item is successfully added to the Shopping Cart.

> Available from MA Catalogs

This tab is only displayed if the MA Catalog Items Sources of Supply option is selected,
and MA Catalog Lines were found that match all search criteria entered when the Search
button was selected. (Note: If the USE_AUTH_DEPT_SHOPPER parameter on the
Application Parameters table is True, then only the MA Catalog Lines that belong to a
Master Agreement with your Home Department listed as an Authorized Department are
returned.)

Mandatory Source lines are listed first, and then further sorted by Vendor Preference Level
with the lowest preference level being first (that is, 01, 02, 03, and so forth). This tab is
further sorted by Supplier Part Number, with the lowest number first.

The Details button transitions you to the Catalog Line Details page, which provides details
regarding the selected catalog item. Select the Continue Shopping button to return to the
Shopper page.

Indicate the quantity that you want to order in the Quantity field, and then select Add to
Cart. Shopping Cart icon at the top of the Shopper page is updated with the total items
(lines not quantity) added and the total price.

> Available from PunchOut Catalogs

This tab is only displayed if the PunchOut Catalogs Sources of Supply option is selected,
and PunchOut Enabled MA Lines were found that match all search criteria entered when
the Search button was selected. (Note: If the USE_AUTH_DEPT_SHOPPER parameter
on the Application Parameters table is True, then only the PunchOut Enabled MA Lines
that belong to a Master Agreement with your Home Department listed as an Authorized
Department are returned.)

Mandatory Source lines are listed first, and then further sorted by Vendor Preference Level
with the lowest preference level being first (that is, 01, 02, 03, and so forth).

If you want to purchase an item that appears in this tab, then select the check box in the
Select Catalog column for the desired item and then click the Buy from Supplier

link. (Note: You can only select one row at a time from this tab, and your Shopping Cart
must be empty.) This link transitions you to the Create PunchOut Request page. Select the
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Continue Shopping button to return to the Shopper page without making a purchase from
the supplier.

The Create PunchOut Request page allows you to provide information regarding the
transaction that you want to create. After you have populated all required fields you can
click the Launch Supplier Website button. If you decide that you do not want to place an
order, then you can close the Supplier's website and return to the Shopper page.

Items selected in the Available from PunchOut Catalogs tab are not added to the Shopping
Cart.

> Available from Master Agreements

This tab is only displayed if the Master Agreements Sources of Supply option is selected,
and Non-Catalog MA Lines were found that match all search criteria entered when the
Search button was selected. (Note: If the USE_AUTH_DEPT_SHOPPER parameter on
the Application Parameters table is True, then only the Non-Catalog MA Lines that belong
to a Master Agreement with your Home Department listed as an Authorized Department
are returned.)

Mandatory Source lines are listed first, and then further sorted by Vendor Preference Level
with the lowest preference level being first (that is, 01, 02, 03, and so forth).

Indicate the quantity that you want to order in the Quantity field, and then select Add to
Cart. For Services, indicate the amount in the SC Amount field and then select Add to
Cart. The Shopping Cart icon at the top of the Shopper page is updated with the total
items/services added and the total price. The Quantity/SC Amount field is blanked out after
an item/service is successfully added to the Shopping Cart.

> Similar Purchases

This tab is only displayed if the Similar Purchases Sources of Supply option is selected
and similar purchases were found that match all search criteria entered when the Search
button was selected. This tab is first sorted by Vendor Preference Level with the lowest
preference level being first (that is, 01, 02, 03, and so forth). It is further sorted by Supplier
Part Number, with the lowest number being first.

For items, indicate the quantity that you want to order in the Quantity field, populate the
Unit and Unit Price fields, and then select Add to Cart. (Note: The Quantity, Unit, and Unit
Price fields must all be populated if any of the fields are populated for a given line.) For
Services, indicate the amount in the SC Amount field and then select Add to Cart. The
Shopping Cart icon at the top of the Shopper page is updated with the total items/services
added and the total price. The Quantity/Unit/Unit Price/SC Amount fields are blanked out
after an item/service is successfully added to the Shopping Cart.

> Commodities

This tab is only displayed if the Commodities Sources of Supply option is selected and
commodities were found on the Commodity (COMM) table that match all search criteria
entered when the Search button was selected. Note: Commodity Lines that have the
Inactive Line flag selected are not displayed in the search results.

For items, indicate the quantity that you want to order in the Quantity field, populate the
Unit and Unit Price fields, and then select Add to Cart. (Note: The Quantity, Unit, and Unit
Price fields must all be populated if any of the fields are populated for a given line.) For
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Services, indicate the amount in the SC Amount field and then select Add to Cart. The
Shopping Cart icon at the top of the Shopper page is updated with the total items/services
added and the total price. The Quantity/Unit/Unit Price/SC Amount fields are blanked out
after an item/service is successfully added to the Shopping Cart.

Catalog Line Details

The Catalog Line Details page provides detailed ordering and descriptive information on a Supplier Part
Number from a Vendor’s Catalog to assist the user with their ordering needs. For example, you can view
the Manufacturer Name, Manufacturer Part Number, Model, Serial Number, and Extended Description.
Additionally, you can click the Show Catalog Item button if a picture is provided for this catalog item. A
new window will open with a picture of the catalog item.

If you transitioned to the Catalog Line Details page from the Shopper page, then you can select the
Continue Shopping button to return to the Shopper page.

Shopping Cart

The Shopping Cart page displays the items that were added to the Shopping Cart from the Shopper
(SHOP) page. Also listed are any Vendor Quotes that have been added from the Add Vendor Quotes
page. All items are displayed in the same grid, regardless of the Source of Supply.

The Shopping Cart page allows you to do the following:

e You can remove items from the Shopping Cart page by selecting the Trash Can icon next to the
row that needs removed. The total number of items displayed in the Shopping Cart icon is
automatically updated when the row is deleted.

e You can modify the Quantity, Unit, or Unit Price.
e You can modify the SC Amount.

e The Update button updates the total dollar amount displayed in the Shopping Cart icon if the
values in the Quantity, Unit Price, or SC Amount fields have changed.

e The Department and Unit field default from the User (SCUSER) page in the CGI Advantage
Administration Application. Department is a required field on the Shopping Cart page. Unit is an
optional field on the Shopping Cart page.

e The Shipping Location and the Billing Location are required fields. The fields default from the
Procurement User (USER) page, but can be changed to other valid values as established on the
Procurement Location (PLOC) page. The pick list only displays valid values on PLOC.

e The Accounting Template and Accounting Profile default from the Procurement User (USER)
page. Both fields are optional. Only one of these fields can be populated at a time.

e The Delivery Date field is required and must be greater than or equal to the current system date.

e The PCard ID field provides a pick list to the Procurement Card Administration (PRCUA) page.
The PCard ID is an optional field on the Checkout page.

e The PCard Expiration Date field is inferred from the PRCUA page based on the value in the
PCard ID field.
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e The Requesting Unit is only displayed if an item in your Shopping Cart is associated with
Inventory. This field can only be edited if the selected item is associated with Inventory, and is
required if the selected item is associated with Inventory. This field allows you to specify the
organizational unit that is requesting the stock items. The pick list only displays valid values from
the Unit (UNIT) page, based on the current Fiscal Year and Department.

e The Ship Whole Indicator is an optional check box field that is only displayed if at least one item
in your Shopping Cart is associated with Inventory. Select this option if the request should only be
released if all items requested have been reserved (that is, the Available Quantity is greater than
or equal to the requested Quantity).

e The Undo button reverts any changes that you have made to any fields on the Shopping Cart
page (if the Update button has not been selected since making the changes).

e The Empty Cart button immediately removes all items from your Shopping Cart, including vendor
quotes. You cannot undo this action after you click the Empty Cart button.

e The Add Vendor Quote button transitions you to the Add Vendor Quotes page, which allows you
to enter quotes that you have received from vendors. The quotes can then be added to your
Shopping Cart. Refer to the “Add Vendor Quotes” topic for more information.

e The Continue Shopping button transitions you to the Shopper (SHOP) page, which allows you
to search for items that you want to purchase. Refer to the “Shopper Functionality” topic for more
information.

e The Proceed to Checkout button transitions you to the Checkout page, which allows you to
generate the appropriate transaction based on the items selected in your Shopping Cart. If a
Universal Requestor (UR) transaction is being generated, then all Commodities in your Shopping
Cart must be established on the Universal Requestor Control (URCTRL) table for your
Department; otherwise, an error is received when you click the Checkout button on the Checkout
page. Refer to the “Universal Requestor Setup” topic for more information on URCTRL. Refer to
the “Initiate Checkout Process” topic for more information on the Checkout page.

Add Vendor Quotes

If you received additional quotes from vendors, by phone for example, this page allows you to add the
pricing information in order to compare it with other items in your Shopping Cart. Vendor contact
information is also entered here and carried over to the Comparison tab on the UR transaction.

To add a quote from a vendor, select the Add Quote button. Populate all required fields (as indicated by
a red asterisk) and any additional fields for the vendor’s quote. The Undo button reverts any changes that
you have made to any fields on the Shopping Cart page (if the Update button has not been selected since
making the changes). Select the Update button to save any changes that you make.

If you want the vendor’s quote to appear in your Shopping Cart so you can compare the prices with those
you have added from the Shopper page, then select the Add to Shopping Cart check box in the grid for
the record, and then select the Update button. If you do not add the quote to the Shopping Cart, then the
quote will still appear on the Comparison tab of the generated UR transaction. The quote will remain on
the Add Vendor Quotes page until you have selected the Empty Cart button on the Shopping Cart page,
or the Checkout button has been selected on the Checkout page.

If you delete a quote from the Add Vendor Quotes page (that is, select the trash can icon), then the quote
is also removed from the Shopping Cart page. The Undo button will not add the quote back to the pages.
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Select the Return to Shopping Cart button to return to the Shopping Cart page.

Create PunchOut Request

The Create PunchOut Request page allows you to enter the transaction information for your request and
provides a link to the supplier’'s website.

1. Populate fields on the Create PunchOut Request page.

e Code - This field determines the Transaction Code of the transaction to be generated by the
PunchOut process. The pick list allows you to select only valid UR Transaction Sub Type
Transaction Codes. This is a required field.

e Department — This field defaults from the User (SCUSER) page in the CGI Advantage
Administration Application. This is a required field.

e Unit — This field defaults from the User (SCUSER) page in the CGI Advantage Administration
Application. This is an optional field.

o Either the ID field must be populated or the Auto Numbering check box must be selected. If Auto
Numbering is selected, then the Transaction Code must be valid on the Auto Numbering (ADNT)
page for your Department for the current Fiscal Year.

e The Shipping Location and the Billing Location are required fields. The fields default from the
Procurement User (USER) page, but can be changed to other valid values as established on the
Procurement Location (PLOC) page. The pick list only displays valid values on PLOC.

2. Select the Launch Supplier Website button.

This button will launch the supplier website for the item selected on the Shopper (SHOP)
page. Follow instructions on the website to purchase the item. A Universal Requestor
transaction is also automatically created from a PunchOut session when you check out
from a supplier’'s webstore. You are taken to the UR transaction when you return to
Advantage. The UR transaction has the PunchOut Order flag checked and is in a Draft
phase.

Note: The PunchOut Overall Delay (in milliseconds) (PUNCH_OUT_OVERALL_DELAY)
parameter on the Application Parameters table determines how long you have to complete
your purchase before your PunchOut session is terminated.

The PunchOut Control (POCTRL) table allows you to configure the various PunchOut
settings and establish required fields for the PunchOut transactions.

If you do not want to order from the supplier, then close the supplier's website window.
Select the Continue Shopping button to return to the Shopper page.

Initiate Checkout Process

The Checkout page allows you to generate the appropriate transaction based on the items selected in
your Shopping Cart. The following fields are displayed on the Checkout page.

o The Code field determines the Transaction Code of the transaction to be generated by the
Checkout process. The Code field initially defaults to the applicable Transaction Code based on
the configuration done on the Shopper Configuration (SCNFG) page.
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e The Code pick list will not display Transaction Codes of the UR Transaction Sub Type if the
‘Shopper Transaction Control’ field is set to False on the Shopper Configuration page and vice-
versa.

e If 'Restrict RQ referencing MA' is set to True on the Shopper Configuration page then the system
will not allow Requisition transactions to be created referencing a MA transaction in the 'Available
from MA" and/or 'Available from Catalog' sections.

o The Code pick list will not display the inactive transaction codes. If the Active flag is checked on
the Transaction Control (DCTRL) page, then the Transaction Code is displayed. If the Active flag
is unchecked, then the Transaction Code is not displayed in the pick results.

e The Code pick list will not display the inactive transaction codes. If the Active flag is checked on
the Transaction Control (DCTRL) page, then the Transaction Code is displayed. If the Active flag
is unchecked, then the Transaction Code is not displayed in the pick results.

e |f Transaction Code is manually entered and the Transaction Code is inactive on the DCTRL
page, the system issues an error message.

e Code defaults to the default UR Transaction Code specified on the ‘Requisition Default
Transaction Code’ field on the Shopper Configuration page.

e |f the contents of the shopping cart are from multiple Sources of Supply, or if they are all from the
Similar Purchases tab or Commaodities tab. In these situations, an error is issued if you enter a
Transaction Code that is not of the UR Transaction Subtype.

¢ If the contents of the shopping cart are from one vendor on the same Master Agreement or MA
Catalog and the USE_DO_PRC_SHOPPER parameter on the Application Parameters page is set
to DO, then Code defaults to the value specified in the Delivery Order Default field on the System
Options page. You may select an alternate Transaction Code with a DO Sub-Type on
Transaction Control (DCTRL). The pick list for the Code is automatically filtered to only display
valid values.

o If the contents of the shopping cart are from one vendor on the same Master Agreement or MA
Catalog and the USE_DO_PRC_SHOPPER parameter on the Application Parameters page is set
to PRC, then Code defaults to the value specified in the Payment Request Default field on the
System Options page. You may select an alternate Transaction Code with a PRC Sub-Type on
Transaction Control (DCTRL). The pick list for the Code is automatically filtered to only display
valid values.

e |f the contents of the shopping cart are from one vendor on the same Master Agreement or MA
Catalog and the USE_DO_PRC_SHOPPER parameter on the Application Parameters page is set
to blank (that is, no value entered), then a value is not defaulted in the Code field. You must
select a valid value from the pick list before selecting the Checkout button.

o |f the Commodity Lines in the Shopping Cart reference a Master Agreement, the pick list is
filtered based on the allowable values for the MA on the Transaction Allowable Reference
(DARF) page to ensure that the DO/PRC created is a valid transaction combination. If a user
manually enters a value, then the system will issue an error if the Code is not valid for the MA on
DARF.

e The Department and Unit field default from the User (SCUSER) page in the CGI Advantage
Administration Application. Department is a required field on the Checkout page. Unit is an
optional field on the Checkout page.
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o Either the ID field must be populated or the Auto Numbering check box must be selected. If Auto
Numbering is selected, then the Transaction Code must be valid on the Auto Numbering (ADNT)
page for your Department for the current Fiscal Year.

e The Shipping Location and the Billing Location are required fields. The fields default from the
Procurement User (USER) page, but can be changed to other valid values as established on the
Procurement Location (PLOC) page. The pick list only displays valid values on PLOC.

e The Accounting Template and Accounting Profile default from the Procurement User (USER)
page. Both fields are optional. Only one of these fields can be populated at a time.

e The Delivery Date field is required and must be greater than or equal to the current system date.

e The PCard ID field provides a pick list to the Procurement Card Administration (PRCUA) page.
The PCard ID is an optional field on the Checkout page.

e The PCard Expiration Date field is inferred from the PRCUA page based on the value in the
PCard ID field.

e The Group Purchases By field is used to determine how commodities are organized into UR
Commodity Groups and, in turn, how they are grouped into the generated transactions. Valid
values for this field are: Allow System to Choose Grouping and Group All PO Commodities
Together.

e The Requesting Unit is only displayed if an item in your Shopping Cart is associated with
Inventory. This field can only be edited if the selected item is associated with Inventory, and is
required if the selected item is associated with Inventory. This field allows you to specify the
organizational unit that is requesting the stock items. The pick list only displays valid values from
the Unit (UNIT) page, based on the current Fiscal Year and Department.

e The Ship Whole Indicator is an optional check box field that is only displayed if at least one item
in your Shopping Cart is associated with Inventory. Select this option if the request should only be
released if all items requested have been reserved (that is, the Available Quantity is greater than
or equal to the requested Quantity).

The Edit Shopping Cart button transitions you to the Shopping Cart page, which displays the items that
were added to the Shopping Cart. The Shopping Cart page allows you to update specific information
about the selected items and the purchase as a whole. Refer to the “Shopping Cart” topic for more
information.

The Continue Shopping button transitions you to the Shopper (SHOP) page, which allows you to search
for additional items that you want to purchase. Refer to page help for the “Shopper” page for more
information.

If a Universal Requestor (UR) transaction is being generated, then all Commaodities in your Shopping Cart
must be established on the Universal Requestor Control (URCTRL) page for your Department.
Departments use the Universal Requestor Control (URCTRL) page to identify the Dollar Threshold,
Procurement Type, and Buyer associated with a commodity. Refer to the “Universal Requestor Setup”
topic for more information.

The Checkout button initiates the process of transaction generation. Upon clicking the Checkout button,
a pop-up confirmation window is displayed. Select Cancel if you do not want to initiate the checkout
process; you will remain on the Checkout page. Select OK if you are ready to checkout. The system will
create the appropriate transaction as specified by information in the Code/Dept/ID fields on the Checkout
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page, and you are transitioned to the created transaction. The Shopping Cart is cleared when the
transaction is successfully generated.

Note: The system will issue an error, if the ‘Verify Check-Out’ flag is set to True on the Shopper
Configuration (SCNFG) page and the user is trying to check out with a loose commodity and items on a
Master Agreement (MA) together in the same cart.

When the Checkout process generates a UR, it incorporates all of the selected Commodity Lines from the
Shopping Cart, as well as any Vendor Quotes that have been entered (regardless of whether they were
added to the Shopping Cart) into the Commodity Comparison tab of the UR transaction. This allows you
to retain historical documentation of vendor quotes.

When the Checkout process attempts to generate a transaction where the component line limit for the
Transaction Type would be exceeded, then generation of that transaction will fail. When this happens for
the Commodity Group or Commaodity Line components, then some of the items in your Shopping Cart
should be removed and re-selected after the Checkout process has completed for the current Shopping
Cart. The alternative is to request a larger limit from the system administrator.

Universal Requestor Setup

Commodities must be established on the Universal Requestor Control (URCTRL) table to be used on a
Universal Requestor transaction. Departments use the Universal Requestor Control (URCTRL) table to
identify the Dollar Threshold, Procurement Type, and Buyer associated with a commodity.

Two fields must also be set up on the System Options table. If the Auto Submit From UR option is
selected, then when the UR becomes Final, all subsequent transactions will automatically be submitted. If
the Require UR Accounting option is selected, then at least one Accounting Line must exist for each
Commodity Line on the UR transaction. Please refer to the "System Options" topic for additional
information on the System Options table.

Universal Requestor Grouping Logic

The primary function of the Universal Requestor is to form appropriate groups from the ordered
commaodities. The groups define how the Universal Requestor will generate transactions to procure the
ordered commodities. There are twenty group combinations. The twenty types of groups are constructible
via the Universal Requestor’'s comparison and ordering sheets.

There are eight primary types of groups:
e Buysense - the Buysense flag is selected on the Commaodity table.
e Class - default grouping on the Commodity table.
e Class and ltem - the Class and Item Grouping flag is selected on the Commaodity table.
e Master Agreement - the commaodity selected has a source of Master Agreement.
e Unstructured - the Unstructured flag is selected on the Commaodity table.
e Freeform - user created.

e Inventory - the commodity selected has a Warehouse Code in the Source column.
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e Commodities Grouped As One — commodities are grouped into a single requisition transaction.
The Commodities which would have been assigned to the groups: PO Commaodities grouped by
Commodity Class or PO Commodities grouped by Commodity Class and Item are grouped
together.

Each primary group is further divided depending on the quantity and quality of information provided from
the comparison/ordering sheet:

e Loose - commodity directly from the Commaodity table and not related to an award.
e From PO over the threshold amount - Line type commodity from Purchase History
e From PO under the threshold amount - Line type commaodity from Purchase History
e Service - Service type commodity from Purchase History

e Discount - Discount type commodity from Purchase History

e Unknown Commodity - No commodity code

e Limited Commodity - Commodity code with limited information (ex: Quantity, Unit of Measure,
Unit Cost)

e Full Commodity - Commodity code with full information (ex: Quantity, Unit of Measure, Unit Cost,
and Vendor)

Universal Requestor Transaction Logic

Behind the scenes, the Universal Requestor uses built in logic and table entries to determine which
transaction(s) should be created. This topic explains the logic that is used and lists out the tables that
provide input to the Universal Requestor.

e Loose
e Service
e |tem

e Discount
e Master Agreement

e Free Form

Inventory Warehouse

Loose Commodities

Commodities that show up in the Commodities search results tab are straight from the
Commodity (COMM) table and not from any particular award; these are considered "Loose”.
When a Universal Requestor (UR) transaction is submitted to Final for a "Loose"
commodity, the transaction code marked as the default under the Requisition State of the
Unclassified Procurement Type is generated. If you request a "Loose” commodity the
Unclassified Procurement Type is automatically assigned to the transaction that is
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generated when the UR is submitted to Final;, however, the Procurement Type can be
modified on the generated transaction before the transaction is submitted.

Service Commodities

Commodities that show up in the Similar Purchases search results tab and are from
Purchase History that have a Line Type of Service follow similar logic as "loose”
commodities. If you request a "Service” commodity, the Unclassified Procurement Type is
automatically assigned and the default transaction code for the Unclassified Requisition
State is used after submitting the UR transaction. The Procurement Type on the
transaction defaults to Unclassified; however, this can be changed before the transaction is
submitted.

ltemm Commodities

Commodities that show up in the Similar Purchases search results tab that are from an
award transaction of the Purchase Order transaction type and the Line Type is ltem follow a
different set of logic:

o If the Line Amount is greater than the Threshold indicated for the commodity and
department on the URCTRL table, the default transaction code for the Requisition
State (set on the Procurement Type table) is selected for the Over Procurement

Type.

e |fthe Line Amount is less than the Threshold indicated for the commodity on the
URCTRL table, then the default transaction code for the Award State (set on the
Procurement Type table) that is selected for the Under Procurement Type.

Several awards may be generated from a single group. Commaodities are further grouped
by the vendor that was chosen by the Requestor. Thus, if the commodity group has 10
commodity lines across 3 vendors, 3 award transactions are generated.

Discount Commodities

Commodities that show up in the Similar Purchases search results tab resulting from an
Order that referenced a Master Agreement (MA) where the MA had a Line Type of
Discount, the assignment of Procurement Type will follow similar logic as 'loose'
commodities. For selected "Discount” commodities, the created transaction is automatically
assigned to the Unclassified Procurement Type after submitting the UR. However, this can
be changed before the transaction is submitted. If the Master Agreement line is selected
from the Available from Master Agreement tab instead of the selecting the Order line, the
Discount line will result in a Delivery Order and the transaction will be assigned to the
Delivery Order Procurement Type.

Master Agreement Commodities

Commodities that show up in the Available from a Master Agreement search results tab on
Shopper that are from a Master Agreement and normally result in the creation of a Delivery
Order via the UR process; though in some situations, a Payment Request transaction may
be created from the UR transaction. By default, a Delivery Order transaction is created from
a UR transaction for each Commodity Group that is associated with a Master Agreement.
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You may also create a Payment Request transaction instead by selecting the Create
Payment flag on the Commodity Group tab. If there are multiple Commodity Groups with
the Create Payment flag selected, then each Commaodity Group is used to create a new
Payment Request transaction. If you select the Create Payment checkbox and the
Payment Request Transaction Code specified on System Options does not allow a
reference to a Master Agreement, or the Commodity Group does not contain a Master
Agreement, an error is issued.

The system creates the Payment Request transaction using the Transaction Code in the
Payment Request Default field on the System Wide Options table for the current fiscal
year. The Transaction ID for the Payment Request is based on the Automated Transaction
Numbering entry for selected Payment Request Default Transaction Code for the current
Fiscal Year, and the user who is initiating the Submit action’s home security Department. In
addition, upon selection of the Submit action on the UR, the system performs a look up to
the Transaction Control (DCTRL) table to see if the Transaction Code specified in the
Payment Request Default field requires a Transaction Unit. If it does, the system will
attempt to retrieve the Unit value from the Procurement User (USER) table for the user
executing the UR Submit action and will populate the Transaction Unit field. If Unit is
required on the DCTRL table and the Unit field on USER is blank, an error is issued and a
Payment Request is not created.

The Payment Request transaction that is created updates the Created Transaction
Components of the UR transaction and displays the current status of the created Payment
Request transaction. In addition, the UR is displayed in the Transaction Reference fields of
the generated Payment Request transaction, as well as in the Transaction Cross Reference
Query of the Payment Request.

You can also create a Payment Request or Delivery Order transaction directly from the
Shopper — Checkout page. Refer to the "Initiate Checkout Process" topic for more
information.

Free Form Commodities

Free form commaodities create transactions differently depending on how much information
is provided when they are created.

e No Commodity Code - the Unclassified Procurement Type is automatically assigned
and the default transaction code for the Unclassified Requisition State is used after
submitting the UR transaction.

e Limited Commodity information - the Unclassified Procurement Type is
automatically assigned and the default transaction code for the Unclassified
Requisition State is used after submitting the UR transaction.

e Full Commodity information:

e If the Line Amount is greater than the Threshold indicated for the commodity and
department on the URCTRL table, the default transaction code for the Requisition
State (set on the Procurement Type table) is selected for the Over Procurement
Type.

e |f the Line Amount is less than the Threshold indicated for the commodity and
department on the URCTRL table, the default transaction code for the Award State
(set on the Procurement Type table) is selected for the Under Procurement Type.
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Inventory Warehouse Commodities

If the selected commodity has a Warehouse Code in the Source, the Stock Requisition
(SRQ) transaction will be created after submitting the UR transaction. (These commodities
appear in the Available from Inventory search results tab on Shopper.) A different
Warehouse Code, Delivery Date, Shipping Location, or Ship Whole Indicator value will
create a separate Commodity Group on the UR transaction. Each commodity group will
generate one SRQ transaction when the UR is submitted to Final.
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Procurement Expert Mode

The Procurement Expert Mode (EXPRT) is designed for experienced users of CGl Advantage
Procurement. You must be comfortable with entering information into the transactions, and must be
aware of the type of information that is required in the fields on the transactions.

The Procurement Expert Mode window has two options. You select either a Procurement Type or a
Transaction Type and a Transaction Code. For instance you could select a Procurement Type of
Capital Equipment or you could select a Transaction Type of PO and a Transaction Code of CT.

Once you have selected the identifying transaction information, select GO, then the desired procurement
transaction is created for you. If your transaction needs to reference another procurement transaction,
you will first enter in all referencing information.

The desired procurement transaction must be set up on the Auto Numbering (ADNT) table, before the
Procurement Expert Mode will create the transaction.
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Procurement Management

The Procurement Management page allows the user to search for a Procurement Folder and is the
central location for both Buyers and Managers to work with the Procurement Folders. Once you select the
procurement folder you will see the following tabs.

General Information — displays information about the Procurement Folder such as the Folder
Buyer/Manager Assignment, Procurement Title, Procurement Type information, Procurement
Total (current amount) and Original Procurement Amount, Number of States, Complexity, Last
Completed State, Last Activity Date, Status, and Dollar Range along with Total Deadline
Extended By Days, Estimated Completion Date and so forth. It also displays the inferred
Manager, Manager Team, Buyer and Team information. The Department field on this tab displays
the Transaction Department of the first transaction that created the Procurement Folder on the
Procurement Management page.

Available States — the default Available State is All States when users transition and open the
Procurement Management page. You will automatically see the information on the Milestones,
Transactions, and Notes for all the procurement states under the procurement type selected.
Selecting a specific state changes the view to show transactions, milestones and notes specific to
the selected Procurement Folder for that particular State. The available states grid displays the
State Complete, State Amount, and Issuing Office. The Procurement Created field displays the
date the state was created. The State Amount and Procurement Created columns display values
for Requisition and Award views only.

Milestones — This tab allows a buyer to check off completed milestones or to view future
milestones within a particular Available State view. The Milestones displayed are determined by
the Procurement Type. An Available State is deemed completed when all required milestones
have been completed and all transactions within the State are Final. The Milestones do not have
to be completed in order, that is, milestones in a future State can be completed before all of the
Milestones in a previous state have been completed.

Transactions — This tab shows all of the transactions that have been created in the Procurement
Folder for the specified Available State. The user can access and review details of the
transactions by clicking the transaction information hyperlink.

Notes - The Notes tab displays the notes associated with the Procurement Folder allowing you to
enter information specific to this state of the procurement. The Notes tab is similar to a diary of
information about what happened in the available States for the procurement. In order to make it
easier to find a particular record of interest within the Notes tab, a portion of the Comments
entered for each record are displayed in the grid.

Related Transactions — The Related Transactions tab displays all General Routing (GR)
Transaction Type transactions that reference the selected Procurement Folder. The GR
transactions are not associated with any of the Procurement States. You can click on a GR
transaction hyperlink in the grid to open the associated transaction.

Each view has been created for each State within the Procurement Folder Process. The following links
provide additional information about each of the Procurement States:

Requisition State View

Solicitation State View
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Solicitation Response State View
Evaluation State View
Award State View

Post Award State View

The following page-level actions are available to filter the procurement records:

All Procurements - This view displays all of the Procurement Folders available within the
system.

Assigned To Me - This view displays the Procurement Folders whose assigned Buyer is equal to
the User ID of the person performing the search.

Assigned To My Team - This view displays the Procurement Folders whose assigned Buyer
Team contains the User ID of the person performing the search.

Procurements | Manage- This view displays the Procurement Folders whose assigned Manager
is equal to the User ID of the person performing the search.

Procurements My Team Manages - This view displays the Procurement Folders whose
assigned Manager Team contains the User ID of the person performing the search.

Search Functionality

The search functionality allows you to search by the text available in the boxes displayed
but also has other functions that differ from the normal search functions.

e You have the option to filter out any Discarded records from view so that only those
non-discarded records are displayed. Conversely, you can also display only those
records that are marked as discarded. The Discarded field has three possible
selections:

e Blank - By default, the field appears blank. If you leave the field blank then all of the
Procurement Folder records are included in the search results.

e Yes - If you select Yes, then only those records marked as Discarded (that is,
Discarded Indicator = True / Checked) are displayed in the search results.

e No - If you select No, then all Procurement Folders that are marked as Discarded
(that is, Discarded Indicator = True / Checked) will be filtered out of the search
results. If transactions have been Discarded or Cancelled, the folder, Milestones,
Transactions and Notes tab(s) are displayed.

e If a Draft transaction within a folder is Discarded, the transaction is not displayed
within the Transactions tab on Procurement Management.

e |If the first transaction that is a Draft within a folder is Discarded, the folder is
displayed on the Procurement Management table as well as the Milestones,
Transactions and Notes tab(s); however, the Transaction tab would be blank.

e |f a transaction within a folder is Cancelled, the transaction with Function of
Cancellation and Phase of Final is displayed within the Transactions tab.
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o The Estimated Completion date is also available in the search function by using
the calendar pick list provided or by entering a date manually; you will be able to
search for records having an Estimated Completion date equal to the date
entered. You also have the option of using the following symboils in front of the date
entered to broaden the search: Greater Than (>), Less Than (<), Greater Than or
Equal To (>=), and Less Than or Equal To (<=). Additionally, you can enter two
dates with a colon (:) between them in order to select all records from the table that
have an Estimated Completion date that falls between the two dates entered.

e The Closed Date search function can be used by using the calendar pick list or by
entering a date manually; you can search for records having a Closed Date equal to
the date entered. You also have the option of using the following symbols in front of
the date entered to broaden the search: Greater Than (>), Less Than (<), Greater
Than or Equal To (>=), and Less Than or Equal To (<=). Additionally, you can enter
two dates with a colon (:) between them in order to select all records from the table
that have a Closed Date that falls between the two dates entered.

e The Last Completed State search function can be used to search for records by
their last completed state in the procurement process (before the current state). You
can select one of the following states using the drop-down list: None, Requisition,
Solicitation, Solicitation Response, Evaluation, Award, Post Award, or blank.

e The Last Activity Date search function can be used by using the calendar pick list or
by entering a date manually; you can search for records having a Last Activity Date
equal to the date entered. You also have the option of using the following symbols
in front of the date entered to broaden the search: Greater Than (>), Less Than (<),
Greater Than or Equal To (>=), and Less Than or Equal To (<=). Additionally, you
can enter two dates with a colon (:) between them in order to select all records from
the table that have a Last Activity Date that falls between the two dates entered.

> Buyer Assignment Alerts

When a Buyer or a Buyer Team is assigned a new task or re-assigned to an existing task,
either automatically by the system during transaction processing or manually by a
Procurement Manager or authorized Buyer a notification is sent. The notifications are sent
based on Application Parameter settings. The BUYR_TEAM_NOTIF_RECIPIENTS
parameter determines the recipient of the Buyer Assignment Notification. The
BUYR_NOTIF_VALIDATE parameter determines when the Buyer Assignment Notification
is sent. The ENABLE_EMAIL_ALRT_NOT parameter must be set to True to enable the
Buyer Assignment Notification. Also, the Alert Email Notification flag must be selected on
the corresponding User Information (SCUSER) record in the Administration application. If
the BYPASS _BUYR_POPUP_ALERT parameter is set to False, then the recipients also
receive a real-time pop-up alert. Refer to the “Application Parameters (APPCTRL)” topic in
this user guide for more information about these parameters. The messages state the
following:

e New Assignment — “Procurement (Folder Number) has been assigned to you or
your team."

e Re-assignment — The newly assigned buyer team receives “Procurement (Folder
Number) has been assigned to you or your team." And the previously assigned
Buyer or Team will receive "Procurement (Folder Number) has been reassigned to
the following Buyer or Buyer Team: (Buyer Team Name)."

You can disable the pop-up alerts by setting the BYPASS _BUYR_POPUP_ALERT
parameter to True.
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> Protests

The Protests Filed? flag indicates whether a protest/dispute record has been created for
the selected Procurement Folder. The Protest Filed? flag is automatically unchecked if all
Protest records associated with the Procurement Folder on the Protest page have been
deleted. The Protests action transitions you to the Protest (PRTST) page. The Protest
page (when accessed from Procurement Management) is pre-filtered to only display
Protest and dispute tracking records related to the selected Procurement Folder, including
Historical Procurement Folders. With applicable security rights, you can modify existing
protest/dispute records, add new records, and delete existing records. Refer to the “Protest
and Post Award Dispute Tracking Setup” topic in this user guide for more information.

This page contains the following actions/links:
> Record-Level actions/links

o The New Transaction action transitions you to the Insert Transaction into
Procurement page, which allows a buyer to create a new procurement transaction
associated with the selected procurement folder from within the desired selected
State. The list of valid Transaction Codes that can be created using the New
Transaction action is established on the Transactions tab of the Procurement Type
table. Only transactions that belong to the Procurement (PROC) Transaction
Category can be selected on Procurement Type.

e Vendor Solicitation List - This action is displayed when you select the Solicitation
State from the Available State tab. When you select this action from the
Procurement Management page, the page will transition and open the Vendor
Solicitation List (VENDSLST) page filtered by the selected procurement folder. The
VENDSLST page allows you to view, insert, modify and delete vendor solicitation
list activities related to the selected solicitation. You can return to the Procurement
Management page by selecting the Back link or the Procurement Management
link.

e Solicitation Response Summary - This action is displayed when you select the
Solicitation State from the Available State tab. When you select the Solicitation
Response Summary action you are transitioned to the Solicitation Response
Summary (SRSUM) page, displaying the results for the specific solicitation
associated with that Procurement Folder. The SRSUM page allows buyers to view a
current general summary of the Solicitation Response (SR) transactions submitted
for a given Solicitation (SO), even when the Solicitation is still open. (Note: If the
SRSUM page is blank, the Allow Viewing of Solicitation Response Summary flag is
not checked for the selected Solicitation Transaction Code on the Procurement
Transaction Control (PRDOC) table.) You can return to the Procurement
Management page by selecting the Back link.

e MA Reference for Authorization Department - This action is displayed when you
select the Award State from the Available State tab. When you select this action
from the Procurement Management page, the page will transition and open to the
MA Reference for Authorized Department (AUTHREF) page filtered by the selected
procurement folder. Selecting the Procurement Management link from this page
transitions you back to Procurement Management in the All States view filtered by
the Procurement Folder value from the transitioning transaction.

e Matching Status - This action is displayed when you select the Award or Post
Award States from the Available State tab. When you select this action from the
Procurement Management page, you are transitioned to the Matching Status
(MATA) page. The MATA page is automatically filtered to display the record for the

Advantage 4 © CGI Technologies and Solutions Inc. Page 199



CGlI Advantage - Procurement User Guide

Transaction Code, Transaction Department, and Transaction ID of the award
transaction that was selected on the Procurement Management page. If no match is
found, then you are taken to a blank page on MATA. You can return to the
Procurement Management page by selecting the Back link.

e Solicitation - If this action is selected in the Available States grid, then the
Questions and Answers action is activated. The Questions and Answers action
transitions you to the Solicitation Questions & Answers (SOQA) page. Only the
records that belong to the Procurement Folder that was selected on the
Procurement Management page are displayed. From this page the buyer can
answer questions that have been submitted for solicitations. Refer to the “How to
Answer Questions to Solicitations” topic for more information.

e Clarification Request - This action, when selected, transitions you to the
Clarification Request (CLARQ) page and displays all the Clarification Request
records associated with the responses in the Procurement Folder.

e Grant Events Schedule - This action navigates you to the Grant Events Schedule
(GES) page and the results are filtered to display the record associated with the
selected award transaction.

e Grant Report - This action navigates you to the Grant Report (GRPT) page and the
results are filtered to display the record associated with the selected award
transaction.

e Post Award - The other Post Award actions are activated and available when you
select the Post Award view from the Available States tab. The Post Award view
allows you to view other pertinent information for contract management such as Bid
Deposits, Procurement Bonds, Contract Assignments, Letters of Credit, Liquidated
Damages, Warranty, Vendor Correspondence, Insurance Certificates, Retainage
Summary, Retainage Detail, Renewal, and Claims Tracking. When you select any
of these actions from the Post Award State, the system will transition and open to
the selected page. If new records are inserted, the system shall infer the
Procurement Folder information for the selected folder you had selected on
Procurement Management before you transitioned to the page. When you select the
Procurement Management action on any of these non-transaction action pages, the
system shall transition and open the Procurement Management page in the All
States view filtered by the selected Procurement. If you do not perform any actions
except to select the Procurement Management action again the system transitions
you back to Procurement Management page in the All States view with no filter, that
is, the page will open as it does when opening it using Global Search.

e Procurement Notes - This action allows you to add new notes, modify existing
notes or delete existing notes for the selected procurement. If you want to perform
notes maintenance, you will first need to select the desired state view from the
Available States tab and then select the Procurement Notes action on the Notes
tab. This action opens a Procurement Notes page allowing you to add new, modify
or delete existing notes. Once the action is completed, you can transition back to
the Procurement Management page by using the Back button.

e Attachments - When the Attachments link/action is clicked, an Attachments
window opens where authorized users can upload, download and delete
attachments associated with the selected Procurement Folder.

e Update Procurement - This action allows authorized Managers, Buyers, or
Procurement Administrators who are assigned to a Procurement Folder, either
individually or as part of a team, that are not the Manager of the Procurement
Folder to update the folder without having to contact the Manager. The designation
of the buyer is controlled by your site’s security setup to this link. This page allows a
manager to assign a buyer or a buyer team to a particular procurement. The
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manager can change the Complexity Rating, Procurement Title, and extend the
deadline by a specified number of days. The Complexity Rating is set up by default
on the Procurement Type table.

Update Procurement

The Update Procurement page allows authorized Managers, Buyers, or Procurement Administrators who
are assigned to a Procurement Folder, either individually or as part of a team, and are not the Manager of
the Procurement Folder, to update the folder without contacting the Manager. This page allows a
manager to assign a buyer or a buyer team to a particular procurement to act. The manager can change
the Complexity Rating, Procurement Title, and extend the deadline by a specified number of days. The
Complexity Rating is set up by default on the Procurement Type table. This page is only accessible via
the Update Procurement action on the Procurement Management (PRCUID) page.

> Field Information

Field Name Description

Buyer The identification code assigned to the buyer.

Buyer Team The identification code assigned to the buyer team.

Complexity Describes the complexity code that workload managers assign to a

procurement.

Allows workload managers to assess and assign a complexity code to
Complexity Code a procurement. Each level of complexity has an associated multiple,
used to adjust the expected completion date of the procurement.

Deadline Extension The number of days that the deadline has been extended.

Allows a manager to force close a procurement that will never be

Force Closed
completed.

The Lock Buyer flag on Procurement Management (PRCUID) is used
to control whether or not the Advantage application will automatically
derive a buyer for a given Procurement Folder.

When the Lock Buyer indicator is checked on PRCUID, the new or
modified transactions in the folder will inherit the folder’s assigned

Lock Buyer buyer.

If the Lock Buyer indicator is not checked, the system will use the
Advantage buyer assignment logic to derive the appropriate buyer for
the folder and for any newly created or modified transaction within the
folder.

When using the Reset Buyer functionality in Advantage, the Lock
Buyer option on PRCUID (when turned on for a folder) will override
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the user’s ability to reset the Buyer from within the transaction,
because this option is seen as a manager override.

Only authorized users can check or clear the Lock Buyer flag on the
Update Procurement page, accessible via the Update
Procurement link on PRCUID.

The user ID of a user designated as a manager. A manager is a user

Manager who is responsible for the procurements and workload of other users.

The unique identification number assigned to this procurement or
Procurement Folder grant opportunity. The value is system-generated when the
procurement or grant opportunity is created.

Procurement Title This field displays a text description of each Procurement Folder ID.

Procurement Type The name of the procurement or grant type.
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Protest and Post Award Dispute Tracking

In CGI Advantage, there are multiple ways to track protests and post award disputes. Once the Notice of
Intent to Award is posted, vendors may submit a notice of protest external to CGI Advantage within the
guidelines and time frame referenced in the Solicitation Terms and Conditions. Here are two possible
scenarios, which can be used separately or together for tracking protests and post award disputes.

The Evaluation transaction can be used to upload attachments/documentation related to a
Vendor protesting an aspect of the Solicitation process. The buyer can attach the protest notice to
the Evaluation transaction and notify the appropriate parties of the protest. If an award has
already been generated, the buyer may suspend the award process by changing the Award
Status to Suspended on the Header of the contract. After the protest process has been
completed, the ruling/resolution can be attached to the Evaluation transaction. The award
process is resumed — either continuing with the award to the original vendor, changing the award
to another vendor, or cancelling the Solicitation.

Post award disputes are generally recorded through the processing of Vendor Performance
Evaluation transactions. Buyers provide the vendor with feedback from the performance
evaluation and work with them to resolve the issues/deficiencies. All communication with the
vendor is recorded in the Vendor Correspondence table. In the event the deficiencies are not
addressed, the buyer may begin the contract termination process. If the vendor submits a Notice
of Dispute, documentation is recorded on the Vendor Correspondence table. The dispute can
also be tracked through the Protest (PRTST) page in CGI Advantage.

Protests and post award disputes can also be tracked through the Protest (PRTST) page in CGl
Advantage. The Protest (PRTST) page serves as the central repository to track protest and post
award disputes in CGl Advantage. The page can be accessed via Global Search or by clicking
the Protests link on the Procurement Management page. This page allows you track protests by
Transaction Code. If a protest or dispute is entered on this page, then the Protest Filed? check
box is selected on the Procurement Management page for the selected Procurement Folder.
Also, an overrideable error message is issued on the PO, MA, PR and MD Transaction Types to
alert the user that the transaction has one or more outstanding protests/disputes. Refer to the
“Protest and Post Award Dispute Tracking Setup” topic in this user guide for more information on
this page.
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Requisition State

An agency’s request for goods or services to be purchased on their behalf by a Procurement Professional
is created in the Requisition State. The Procurement Management page is the central repository for all
Requisition transactions, milestones, and notes for a procurement. Refer to the Procurement
Management page tab for more information.

The Requisition State is delivered with the RQ Transaction Type.
The following areas are important to understand in regards to the Requisition State:
¢ Requisition State Setup

e How to Request Goods or Services

Requisition State Setup
The Requisition State contains the following specific setup requirements:

e The Universal Requestor can be used to create transactions in the Requisition State; therefore,
setup requirements listed in the "Universal Requestor Setup" topic must be completed.

e Special Instructions (SPIS)

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table. Refer to the "RQ Transaction Type" topic and field help for setup that affects transactions in
the Requisition State.

e An entry for all procurement transactions must exist on the Auto Numbering table for the current
Fiscal Year.

e Avalid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.

e Refer to the "Advanced - Setup" topic for all other setup requirements.

How to Request Goods or Services

CGlI Advantage Procurement provides various methods for users to request goods or services. A method
has been created for each type of user:

e Casual User - Request goods or services by using Shopper (SHOP).
o Experienced User - Request goods or services by using the Procurement Expert Mode.

e Procurement Professional - Request goods or services using one of the following different
approaches. New Transaction action from within the Requisition State View to associate the new
Requisition with an existing procurement. Use the Copy action from within the transaction catalog
to create a new requisition with data from an existing transaction, but with no transaction
referencing. Use the Copy Forward function to copy forward from Master Agreements or
Purchase Orders to requisitions, using the award as a template for the new request. Use the
Transaction Catalog to create a new requisition from scratch. Use the Procurement Expert Mode
designed for experienced users or Shopper (SHOP) designed for casual users.
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A Requisition template can also be created. Any user will then be able to use the Copy action on that
template to create his/her own Requisition transaction.
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Solicitation State

"Solicitation” is the general term given to transactions that are used to advertise a requirement and invite
vendors to respond with bids or proposals, or to qualify vendors for a second stage of the bid process.
Solicitations transactions in CGl Advantage Procurement may also be used for reverse auctions, surplus
auctions or sales.

The Procurement Management page is the central repository for all Solicitation transactions, milestones,
and notes for a procurement. Refer to the “Procurement Management” topic for more information.

The Solicitation State is delivered with the SO Transaction Type.

This user guide will concentrate on the following areas regarding the Solicitation State:
e Solicitation State Setup
e How to Create Solicitations

e How to Answer Questions to Solicitations

Solicitation State Setup

Several libraries provide inputs to the Solicitation transaction in the form of a pick list. This allows buyers
to reuse and share data, saving time for the buyers when they are creating their Solicitation transactions.
Each of these pages is discussed under "Advanced - Setup". Click the hyperlinks to transition to the
appropriate topic.

e Evaluation Criteria (EVL)
e Evaluation Criteria Template (EVLTM)
o External Email and Letter Configuration (ELGT)
e External Template (ETMPL)
e Line Item Preference (LNITMPRF)
e Terms and Conditions (TRMC)
e Terms and Conditions Template (TRMTM)
e Vendor List Template (VENDLSTT)
The Solicitation State contains the following additional setup requirements:
e Procurement Location
e Special Instructions (SPIS)

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table. Refer to the "SO Transaction Type" topic for setup that affects transactions in the
Solicitation State.
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e An entry for all procurement transactions must exist on the Auto Numbering table for the current
Fiscal Year.

e A valid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.

e Refer to the "Advanced - Setup" topic for all other setup requirements.

How to Create Solicitations
A buyer can create a Solicitation transaction in the following ways:
e Copy Forward action - on the Requisition transaction that you want to reference.

o New Transaction action - from the Solicitation State View on Procurement Management page for
the procurement that contains the Requisition transaction to be referenced.

e Expert Procurement Mode - on the Procurement Expert Mode (EXPRT) table; choose a
Procurement Type or a Transaction Type and Transaction Code.

e Transaction Catalog - directly on the Transaction Catalog, select the Create action and enter in
the Transaction Code, Transaction Department and Transactions ID or check the Auto
Numbering flag.

e Copy action on the Transaction Catalog. This allows you to create a Solicitation from a
Solicitation template that you have already created, or from a processed Solicitation transaction.

Both the Copy Forward and New Transaction action will bring forward all pertinent information from the
Requisition transaction. The Expert Procurement Mode, Transaction Catalog and Copy action requires
the buyer to enter the referenced requisition lines.

How to Answer Questions to Solicitations

During the Solicitation process, vendors can submit questions regarding a Solicitation via Vendor Self
Service (VSS) or offline (for example, fax, email, or phone). The Solicitation Questions & Answers
(SOQA) page in Advantage allows buyers to search for a solicitation and then select links to transition to
pages where the buyer can answer a vendor's question submitted online through VSS or record
questions received offline along with the answers.

e Solicitation Questions & Answers (SOQA)
e Answer Vendor Question

e Record Offline Question/Answer

Solicitation Questions & Answers

The Solicitation Questions & Answers page allows buyers to search for a solicitation and answer a
vendor's question submitted online through VSS or received offline by doing one of the following:

e Link to the Answer Vendor Question page by clicking the Answer Vendor Question action from
the row-level menu. This page is for the Procurement Officer to record his/her response to the
Solicitation inquiry submitted through VSS.
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e Link to the Record Offline Question/Answer page by clicking the Record Offline
Question/Answer action via the row-level menu. This page is for the Procurement Officer to
record the questions received offline and his/her responses to the questions received offline.

Solicitations are added to this page once the first question has been asked in Vendor Self Service (VSS)
and VSS has been synchronized with Advantage Procurement. Buyer's receive an email notification once
a question has been submitted for their solicitation. A Buyer can search for a solicitation using wildcard
characters.

When a Buyer responds to a question on the Answer Vendor Question page or on the Record Offline
Question/Answer page, an email notification is generated to the vendor who asked the question alerting
them of the response. This notification is only generated if an email address was provided as part of the
record.

If this page was accessed from the Procurement Management page, then the search results are
automatically filtered to show records that belong to the Procurement Folder that was selected on the
Procurement Management page. You can return to the Procurement Management page by selecting the
record in the search results grid and then selecting the View Procurement Folder link.

You can transition to the Solicitation transaction by clicking the transaction hyperlink in the Solicitation
column in the search results grid. You can close out of the transaction to return to the SOQA page.

Answer Vendor Question

The Answer Vendor Question page allows buyers to answer vendor questions that were posted in Vendor
Self Service. This page is filtered based on the solicitation line selected in the grid on the Solicitation
Questions & Answers (SOQA) page. This page can only be accessed from the SOQA page or from the
Record Offline Question/Answer page. A buyer can navigate through the vendor's questions listed in the
grid on this page and then type their answer in the Answer text box. The vendor fields on this page
indicate the vendor who submitted the solicitation question and the contact fields indicate who will receive
the confirmation email notifications. The Save link is used to save the buyer's answer. The answers are
posted to Vendor Self Service during synchronization. When a Buyer responds to a question, and an
email address is included, an email notification is generated to the vendor who asked the question
alerting them that a response has been entered. You can return to the Solicitation Questions & Answers
page by clicking on the Solicitation Questions & Answers link.

Record Offline Question/Answer

The Record Offline Question/Answer page allows buyers to enter a vendor's question that was received
offline (for example, by fax or paper), and then answer the question on the same page. The buyer must
first select the solicitation line on the grid on the Solicitation Questions & Answers (SOQA) page before
selecting the Record Offline Question/Answer link, which transitions you to this page. To indicate the
specific vendor (or vendor user) who submitted the solicitation question, you can optionally enter that
information for the vendor when entering the question and answer information. If an email is provided as
part of the vendor information, the relevant Solicitation Question and Answer confirmation notifications will
be generated for the vendor. This page can only be accessed via the SOQA page. The question and
answer entered on this page will be posted to the solicitation that is selected. The question and answer is
posted to Vendor Self Service during synchronization. When a Buyer is only entering a question on the
behalf of a vendor, and includes an email, then a confirmation email will be sent to the vendor’s email that
the question has been received. When a Buyer responds to an existing question, and the question
included the vendor’s email information, an email notification is generated to the vendor who asked the
question alerting them that a response has been entered. You can return to the Solicitation Questions &
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Answers page by clicking on the Solicitation Questions & Answers link. If you want to answers
questions that were submitted via VSS for the selected Solicitation, then click the Answer Vendor
Question link to transition to the Answer Vendor Question page.
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Solicitation Response State

The Solicitation Response State can be divided into two main areas:
> Vendor Functionality

The Vendor’s functionality operates on a web server separate from the CGI Advantage
Procurement System.

> Buyer Functionality
The buyer performs the following functions from within CGl Advantage Procurement:
e Amend a published Solicitation
e Cancel a posted Solicitation
o Enter responses for vendors not registered in Vendor Self Service via the
Solicitation Response (SR) transaction or the Solicitation Response Wizard (SRW)

transaction.

e View up-to-date SR information for a given Solicitation via two inquiry pages:
Solicitation Response Summary and Solicitation Response Detail.

The Procurement Management page is the central repository for all Solicitation Response transactions,
milestones, and notes for a procurement. Refer to the “Procurement Management” topic for more
information.

The Solicitation State is delivered with the SR Transaction Type.

The following areas are important to understand in regards to the Solicitation Response State:

e Solicitation Response State Setup

e How to Record Vendor Responses

Solicitation Response State Setup
Several tables provide input to the Solicitation Response transactions:

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table. Refer to the "Solicitation Response (SR) Transaction Type" topic for setup that affects
transactions in the Solicitation Response State.

e An entry for all procurement transactions must exist on the Auto Numbering (ADNT) table for the
current Fiscal Year.

e Torespond to a solicitation in VSS, an entry with a Transaction Code of SR and a Prefix of ESR
must exist on the Auto Numbering (ADNT) table in both VSS and Advantage Financial for the
current Fiscal Year.

e Avalid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.
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o Refer to the "Advanced - Setup" topic for all other setup requirements.

How to Record Vendor Responses

If a vendor does not submit their response through Vendor Self Service, then a buyer must record the
vendor’s response using a Solicitation Response (SR) transaction or a Solicitation Response Wizard
(SRW) transaction.

Within CGI Advantage Procurement, a buyer can create the Solicitation Response (SR) transaction by
using the Transaction Catalog, Copy Forward action on the Solicitation transaction or the New
Transaction action for the Solicitation State on the Procurement Management page. In addition, a SR
transaction can be created using the Solicitation Response Automation Generation page. Refer to the
“Solicitation Response Automation Generation (SRAG)” topic for more information about this page.

Within CGIl Advantage Procurement, a buyer can create the Solicitation Response Wizard (SRW)
transaction by using the Solicitation Response Wizard page. Refer to the "Solicitation Response Wizard”
topic for more information about this page.

A buyer can search for all draft solicitation response transactions (includes both SRW and SR
transactions) by using the Open Solicitation Responses page. Refer to the "Open Solicitation Responses
(OPSR)” topic for more information about this page.

Solicitation Response Wizard

The Solicitation Response Wizard page allows you to initiate the Solicitation Response Wizard interface,
which enables manual or paper Solicitation Responses from a vendor to be rapidly entered into the
system. The Solicitation Response Wizard only creates transactions with a Transaction Sub-Type of SRW
on the Transaction Control (DCTRL) table.

This page also allows you to open an inquiry that shows a listing of all existing un-processed (Draft)
Solicitation Response transactions by clicking on the Find Responses in Progress link.

For instructions on how to create a SRW transaction, refer to the "Record a Vendor's Response to a
Solicitation" topic under Common Business Tasks.

Solicitation Response Automation Generation

The Solicitation Response Automation Generation (SRAG) page allows you to automatically generate
Solicitation Response transactions for vendors that appear on the Vendor List tab of the Solicitation
transaction. Evaluation transactions cannot be submitted to Final until all vendors on the Vendor List have
submitted a Solicitation Response transaction. This page allows you to quickly generate the Solicitation
Response transactions.

1. Populate the Solicitation Transaction Code, Solicitation Department, and Solicitation Transaction
ID fields.

e Only Final RFB transactions can be used. If the RFB is in a Draft or Rejected state then it cannot
be used. Also, the RFB must be Open.
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2. Populate the Solicitation Response Transaction Code, Solicitation Response Transaction
Department, Solicitation Response Transaction Unit, and Solicitation Response Transaction
Prefix fields. This information is used when creating the Solicitation Response transactions during
Step 6.

3. Select the Load Vendor List link. All vendors that appear on the Vendor List tab of the indicated
Solicitation transaction are displayed in the grid.

4. Select a value in the Response Type field for all vendors displayed in the grid. By default the
Response Type field is set to No Response for all vendors. If a vendor did not respond to the
solicitation, then leave the value as No Response. If a vendor responded to the Solicitation, then
choose the correct Response Type. If the blank value is selected, then a Solicitation Response
transaction will not be created for the vendor.

5. Select the check box next to all vendors that require Solicitation Response transactions.
6. Select the Save link.

7. Select the Create Response link to automatically create Solicitation Response transactions in
Draft Phase for all vendors that responded to the Solicitation (that is, the check box is selected in
the Select column and the Response Type is Bid, Bid with Condition or No Bid). Select the
Create No Response link to automatically create Solicitation Response transactions in Final
Phase for all vendors that did not respond to the Solicitation (that is, the check box is selected in
the Select column and the Response Type is No Response).

8. Once a transaction is generated, a link to the transaction is added in the grid under the
Transaction Link column. If the Response Type is Bid, Bid with Condition or No Bid then you must
open each transaction, populate the required fields and then submit the transaction to Final.

9. Select the View Log for Create Response link to view the log details of the Create Response
link. Select the View Log for Create No Response link to view the log details of the Create No
Response link. If transactions are not generated, then fix the errors and select the correct link
again. If transactions are generated with errors then manually open each transaction, correct the
errors and then manually submit the transactions. Or, discard the transactions and select the
correct link again.
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Evaluation State

Once all bids have been received and a solicitation closing date has passed, the procurement moves into
the Evaluation State where responses are inspected, evaluated, and ranked against all other responses.
Activities during this State are performed by either individual buyers or by Evaluation Committees. The
Procurement Management page is the central repository for all evaluation transactions, milestones, and
notes for a procurement. Refer to the "Procurement Management" topic for more information. The
Evaluation State is delivered with the EV Transaction Type.

CGI Advantage Procurement helps buyers perform the Evaluation Business Process by providing:
e Bid tabulation and views of vendor responses for line items, groups, and totals
e Links to Solicitation Response (SR and SRW) transactions
e Ability to attach comments to a vendor’s response
o Ability to score individual responses
e Ability to score responses twice (without pricing attachments and then with pricing attachments)
e System ranking of vendors by point totals
e Mandatory criteria for disqualification purposes

The Vendor Performance Rating field on the Vendor Customer table may be used in conjunction with the
Rank that is available on the Performance Evaluation (PE) transaction; though the two are not directly
tied together (there will be no inference from the Vendor Customer table).

The following areas are important to understand in regards to the Evaluation State:
e Evaluation State Setup

e How to Evaluate Vendor Responses

Evaluation State Setup
The following setup is specific to the Evaluation State.
¢ Disqualification Reason (DISQRS) table

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table. Refer to the "EV Transaction Type" topic for setup that affects transactions in the
Solicitation Response State.

e An entry for all procurement transactions must exist on the Auto Numbering table for the current
Fiscal Year.

e Avalid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.

e Refer to the "Advanced - Setup" topic for all other setup requirements.
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How to Evaluate Vendor Responses

The following steps occur during the Evaluation State:

1.
2.

10.

11.

12.

Enter manual responses received.

Create an Evaluation (EV) transaction. The EV transaction can be created by using the New
Transaction action on the Procurement Management page, the Transaction Catalog, or by
selecting the Copy Forward button on Final Solicitation transactions and entering the appropriate
solicitation data.

Once all responses have been entered into the Advantage Procurement Lockbox, select Load
Responses on the Evaluation transaction. This allows the buyer to load all Solicitation
Responses into the Evaluation transaction. This includes the responses entered via the web and
manually. Note: Pricing Attachments will not be loaded until the Pricing Attachment Open Date
and Pricing Attachment Open Time have passed.

Modify Existing Responses. Using the EV transaction, the buyer will have the opportunity to
review all bids, looking for non-substantive errors. Based on client policies and procedures, the
buyer can contact vendors to verify certain data. If the vendor did make a typo and approves the
change, then the buyer must fill out the Modification Authorization detail tab and use the Load
Responses action on the EV transaction to load the modified response data for evaluation.

Create Evaluator Transactions. Once all responses are loaded into the Evaluation transaction
and Evaluators are selected, click the Create Evaluator Transactions link on the Evaluators
detail tab of the Evaluation transaction if you want Evaluators to fill out EVT transactions. You can
also evaluate the vendors’ responses on the EV transaction, Score by Criteria tab.

Uniquely numbered copies of the Evaluator transaction are distributed to each member of the
Evaluation team. Evaluators receive an e-mail notification with the EVT transaction number that
they need to complete.

Evaluators provide overall comments for each vendor’s response and assign points to the
evaluation criteria for each vendor before submitting the EVT transaction.

Evaluator Transactions are automatically loaded into the Evaluation transaction upon submittal. A
buyer can view evaluator comments and scores, and rank line ltems based on scores.

Evaluators can optionally score the vendors by filling out the Score by Criteria and Evaluator
Comments tabs on the EV transaction.

Awards can be made by total bid, commodity group, or commodity line. If no award is made the
buyer may wish to create a new solicitation in the Procurement Folder to obtain new bids.

After the buyer has made the appropriate awards, they can check the Publish flag on the EV
header to publish the award information to the web. Any lines that were not awarded will display
on the web as No Award.

Validate and Submit the EV transaction to final — unlike other transactions in the system, the EV
transaction does not have to be Validated/Submitted until the lines have completed the evaluation
and the award process outlined in the preceding steps.
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Award State

The Award State communicates to a vendor the details of the award, which the client agrees. Award
transactions establish a formal agreement with a vendor, either to purchase defined goods or services or
to set prices for future purchases. Awards range from contracts for consulting services to Master
Agreements for office supplies. The Procurement Management page is the central repository for all award
transactions, milestones, and notes for a procurement. Refer to the "Procurement Management" topic for
more information.

The Award State is one of two required States in the procurement process. The other required State is
the Post Award State.

The Award State is delivered with the following Transaction Types: PO, CMR, MA and MMR. The CMR
and MMR Transaction Codes are not included in the Procurement Folder logic; that is, the CMR and
MMR display the Procurement Folder fields and values from the referenced CT and MA transaction,
respectively; however, these transactions will not be displayed in the Transaction tab of the Procurement
Management page for the selected folder.

It is important to understand the following areas in regards to the Award State:
e Award State Setup
e Contract Catalog
e How to create an Award Transaction

e How to Print Award Transactions

Award State Setup
The following tables provide input to Award State transactions:
e Award Method (AWMD)
e Award Sub Method (AWSMD)
e Award Class (AWCL)
e Award Category (AWCG)
e Award Reason (AWRCD)
e Award Closed Type (AWCLTP)
e Award Type (AWTP)
e Cited Authority (CAUTH)
e Compliance Criteria (CMPC)
e NAIC Insurance Code (NAIC)

e Insurance Type (INST)
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o Worksites (WSCT)

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table.

e An entry for all procurement transactions must exist on the Auto Numbering (ADNT) table for the
current Fiscal Year.

e Avalid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.

e Refer to the "Advanced - Setup" topic for all other setup requirements.

Contract Catalog

This page allows the user to perform a limited search on the CT (where the transaction sub-type equals
CT), CMR, MA, and MMR Transaction Types or create the aforementioned transactions. The Create
action transitions you to the Transaction Catalog, which allows you to create transactions.

When any of the aforementioned transaction types are created, the system automatically writes the
appropriate information to both the Transaction Catalog and Contract Catalog tables. In addition to
displaying additional information in the grid, the Contract Catalog allows users to filter data on the
Modification Transaction Information fields (that is, Modification Transaction Code, Modification
Transaction ID, Modification Transaction Dept and Modification Transaction Unit) or on Contract
Information such as Contract Transaction Code, Contract Transaction ID, Contract Transaction Dept or
Contract Transaction Unit.

There are three main groupings for searching (Standard, Award Modification, and Award)

e Standard - Works just like Transaction Catalog search fields. The result set will return
transactions that match your search criteria.

e Award Modification - These fields allow you to search on the modification transactions (MMR
and CMR) and will return the corresponding MA or CT.

e Award — these fields allow you to search on the base transaction (MA or CT) and will return both
the MA or CT and any corresponding MMR or CMR transactions.

How to Create an Award Transaction

An Award transaction can be created in several different ways. If a procurement has gone through the
Solicitation and Evaluation State, click on the Create MA Transaction or Create PO Transaction actions
on the Header tab of the Evaluation (EV) transaction. This will automatically create the desired award
transaction for you. If wanting to award the same Commaodity Line to multiple vendors; the Create MA
Transaction or Create PO Transactions actions must be clicked several times based on how many
vendors you wish to issue the line to.

A DO transaction can be created by using the Expert Procurement Mode or the Shopper (SHOP) page.
The Universal Requestor Commodity Search and the Universal Requestor Catalog Search allow you to
search for previously awarded Master Agreements. After you have selected a MA item on the Universal
Requestor and have submitted the UR transaction that it creates, CGI Advantage Procurement will create
the DO transaction automatically. Or you can select the MA on the Master Agreement Search page and
then click on the Select Lines link, this will allow you to select the lines you want to order and then be
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taken directly to your DO transaction. Refer to the "Shopper (SHOP)" topic in this user guide for more
information.

If an award is a Delivery Order, the process continues as follows:

e Advantage Procurement will verify that the MA that the DO references, is valid: MA has not
reached expiration date, purchasing department is authorized to use the MA, and the usage cap
will not be exceeded.

e Match the lines on the DO to the MA.

e You can select additional lines from the MA for the DO.

e You must enter valid accounting, delivery, and quantity information

e DO is routed for approval

e Once approved, DO is sent to the vendor using selected mode of delivery
If the award is not a Delivery Order then the process continues as follows:

e You must select a vendor to receive the award.

e Based on Procurement Type, the user will have to finalize Specifications, Terms and Conditions,
Dates and possibly Insurance Certificates, Procurement Bonds and Warranty info.

e Ifthe award is to be a MA, then the user will select agencies, spending limits and set a usage cap
for the agreement.

o Effective Begin Dates and Expiration Dates are identified for all renewal periods.
e Delivery options are chosen.
e Transaction is validated and sent for review and approval.

e Award is sent to the vendor using selected mode of delivery.

How to Print Award Transactions

All transactions of the PO Transaction Type can be printed either manually (one at a time) or via a batch

process (multiple transactions). You can print one transaction at a time by clicking the Print action on the
transaction, or by Print via the row-level action menu on the Transaction Catalog. Refer to the "Printing a
Transaction” topic in the CGI Advantage Financial - Transactions User Guide for more information.

You can print multiple transactions of the PO Transaction Type by submitting the Purchase Order Printing
chain job. The Purchase Order Printing chain job only prints transactions that have a PO Transaction
Type, a Phase of Final, and that meet the other user-specified parameters. The Purchase Order Printing
chain job allows you to specify: one or more Transaction Codes (within the PO Transaction Type), one
Department Code, one or more Transaction Units, whether you want to reprint transactions that have
already been printed, the printer to be used for printing the transactions, whether inactive lines should be
printed, and so forth. For a complete list of the parameters that can be specified for this chain job, refer to
the CGI Advantage - Procurement Run Sheets guide.
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The Purchase Order Print History page is updated every time a transaction of the PO Transaction Type is
printed either manually or via the Purchase Order Printing chain job. Print Records will stay on the
Purchase Order Print History table until the Purchase Order transaction is archived.
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Post Award State

Post Award begins immediately after a contract has been awarded and continues for the life of the
contract until fulfilment. The Procurement Management page is the central repository for all transactions
and documentation in a procurement after awards have been made. Refer to the "Procurement
Management" topic for more information. Vendors are evaluated on their performance as measured
against the terms and conditions of the contract.

The Post Award State is delivered with the following Transaction Types: RC, IN, PE, RN, and TM.

The Post Award State encompasses four main areas:

Matching - Client-configurable rules, established by Transaction Code and/or by Commodity
Code at the Commodity Line level.

Vendor Performance - Provides the following transactions: Receipts, Invoices, and Performance
Evaluation Forms. Calculations to track: Delivery/shipping statistics from Purchase Orders, Billing
statistics from payments, and Solicitation statistics from Solicitation Responses will be available
from reports at both the vendor level and the contract level.

Contract Administration - The Administrator with oversight responsibility for the contract will have
tools to track: Procurement Bonds, Retainage, Liquidated Damages, Assignments, Insurance
Policies, Warranties, and Subcontractor Participation. In addition, the Administrator will also be
able to renew Master Agreements and terminate awards.

Payments — Provides a link to the procurement folder allowing users to view the status of the
procurement folder from requisition to post award (including payments) directly from the
Procurement Management page.

This topic of the user guide will discuss:

Post Award State Setup
How to create Post Award Transactions

Post Award Documentation

Post Award State Setup

Several tables provide input to the Post Award transactions:

Condition

Transaction Procedures

Vendor Performance Evaluator

Vendor Performance Evaluation Criteria
Vendor Performance Evaluation Template
Termination Type

Payment Type

Advantage 4 © CGI Technologies and Solutions Inc. Page 219



CGlI Advantage - Procurement User Guide

e An entry for all procurement transactions must exist on the Procurement Transaction Control
table. Refer to the following topics for setup that affects transactions in the Post Award State: RC
Transaction Type, IN Transaction Type, PE Transaction Type, RN Transaction Type, and TM
Transaction Type.

e Payments & Disbursement Transactions: It should be noted that although the following Payment
Request and Disbursement transactions can be linked to a folder when referencing a
procurement transaction with the selected folder, these transactions are not required to be added
to the Post Award State of the Procurement Type record. The payments and disbursements that
may be linked to procurement folders are: Payment Request (PR) Transaction Type, Automated
Disbursement (AD) Doc Type, Manual Disbursement (MD) Transaction Type, and Disbursement
Classification (DC) Transaction Type.

e An entry for all procurement transactions must exist on the Auto Numbering table for the current
Fiscal Year.

e Avalid Home Department Code and Home Unit Code must exist on the User Information table in
Advantage Admin for the User ID that logged into the application.

e Refer to the "Advanced - Setup" topic for all other setup requirements.

How to Create Post Award Transactions

Transactions in the Post Award State can be created in different ways, based on the Transaction Type,
and the user's role.

e The RC transaction can be created by the Receiving Search (RCSRCH) inquiry.
e The IN transaction can be created by the Invoicing Search (INSRCH) inquiry.
e Transactions of the PE, RN and TM Transaction Types can be created in the following ways:

e New Transaction action for the Post Award State on the Procurement Management page
e Expert Procurement Mode

e Copy Forward from an Award transaction

e The PR, AD, MD or DC Transaction Type transactions would reference a procurement
transaction and on validate the Procurement Folder, Procurement Type ID and Procurement
Type fields would populate with infer values from referenced procurement transactions on
validate and link the transactions to the procurement folder. When these Procurement Folder
fields are populated, the View Procurement Folder action on the Accounts Payable and
Disbursement transactions is activated which allows users to transition to the Procurement
Management page to view other related transactions linked to the selected folder.

Post Award Documentation

A buyer is able to view all documentation related to his/her procurement from the Transactions section on
the Post Award State Viewer. CGI Advantage Procurement allows a buyer to record and view the
following supporting documentation (listed alphabetically):

e Bid Deposit (BIDDPS)
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e Claims Tracking (CLMTRK)

e Commodity Based Encumbrance Search (ENCSRCH)
e Contract Assignment (CNTCASGN)
e Insurance Certificate (INSUCERT)

o Letters of Credit (LTRCR)

¢ Liquidated Damages (LQDDMG)

e Procurement Bonds (PBOND)

e Retainage Detail (RTGDET)

e Retainage Summary (RTGSUM)

e Vendor Correspondence (CORSPD)
e Warranty (WTY)

Bid Deposit

Bid deposits are submitted with Solicitation Responses, generally on revenue producing procurements
such as Surplus Sales. Bid deposits can be in the form of Cash, Money Order, or Certified Check. Upon
award, bid deposits are returned to the unsuccessful bidders, and the successful bidder(s) is invoiced for
the remaining amount (solicitation responses minus bid deposit). Allowable Deposit Types are set up on
the Deposit Type table.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the BIDDPS page by clicking on the Procurement Management
link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
o Post Award State

e Solicitation Response State

Claims Tracking

The Claims Tracking (CLMTRK) page is used to file and track claims for damaged or lost goods during
shipment and serves as the central repository for claims. The page can be accessed via Global Search or
it can be accessed using the Claims Tracking Related Page action on the Procurement Management
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page. The results grid displays all claim records in descending order by Claim Date with the most recent
claims displayed first in the list. You can narrow the list of records displayed by entering criteria into the
search fields.

Multiple claims can be entered against a Procurement Folder; therefore the system automatically
generates a unique Claims Tracking Number for each record on the page. There may be a claim filed
against the carrier for lost items and a second claim filed against the vendor for damaged items
referencing the same Receiver/Award Transaction Information combination. Each claim record has its
own unique Claim Tracking Number but may have the same Contact Information, Claim Description,
Claim Date, Claim Resolution, Claim Disposition, and so forth.

e When accessed from Procurement Management, the Claim Tracking page is pre-filtered to only
display claims records associated with the selected Procurement Folder, including Historical
Procurement Folders. If no claims have been filed for this procurement, a blank page is
displayed. Newly inserted records are pre-populated with the Procurement Folder, Procurement
Title, Buyer/Buyer Team, and Historical Procurement Folder values for the associated
Procurement Folder on Procurement Management.

e When accessed from Page search, all claims records related to non-historical procurement
folders are displayed on the Claim Tracking page. On newly inserted records, the Procurement
Folder is inferred from the entered award transaction information (Award Transaction Code +
Award Transaction Dept + Award Transaction ID) and the Procurement Title, Buyer/Buyer Team
and Historical Procurement Folder values are inferred from the associated Procurement Folder.

In addition to the above required fields, the Status, Disposition, Claim Description and Claim Date are
required fields. When new records are inserted, the Status field defaults to Active and the Disposition
fields defaults to Vendor/Carrier Contacted. You can change the values of the Status and Disposition
fields, if needed. You can then complete additional optional information fields regarding the claim (for
example, Contact Date, Contact Name, Contact Company, Contact Telephone, Contact Email, Contact
Fax, Claim Description, Claim Resolution and/or Additional Information). Note: The Claim Resolution
field is required if the Status is Closed. The contact information is either related to the vendor or the
carrier. All subsequent documentation to and from the vendor/carrier is recorded on this page.
Correspondence may be scanned and attached to the record using the Attachments link.

Records on this page may be copied and pasted to start a new record. If a new record is inserted using
the Copy/Paste action, the new record will have the same Status and Disposition value as the original
record. Therefore, you must modify the fields to the correct value, if needed. Attachments from the source
record are not copied to the newly created record.

Records can also be added to this page by the Receiver (RC) transactions. If the Rejected Quantity on
the RC transaction has a value greater than zero, the Return Iltems to Vendor check box is selected,
and the Line Type is /tem when the RC transaction is submitted, a corresponding record is created on
the Claims Tracking (CLMTRK) page (if one does not already exist as indicated by a blank Claims
Tracking Number). The Return Items to Vendor flag must be checked in order for a record to be created
on the CLMTRK page, even if the Rejected Quantity is populated.

The Claims Tracking Status History tab is updated when a record is inserted and saved and it also inserts
an entry when the Status or Disposition fields are changed, providing a complete audit trail of the Status
and Disposition changes for the claim. Each time the Status and Disposition fields are changed, a new
entry is added to this tab with the most current entry at the top.

If the Procurement Security (PROC_SECURITY) parameter on the Application Parameters page is true
then only the following users may update the Claims Tracking record: the related Procurement Folder’s
Buyer, member of Buyer Team, Manager or Member of Management Team, or any user that is identified
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as a Procurement Administrator on the Procurement User page. If the PROC_SECURITY parameter on
Application Parameters is false, then a Manager can make the changes or if no buyer is assigned then
anyone can make changes.

The Procurement Management link transitions you to the Procurement Management page filtered by the
selected Procurement Folder on the CLMTRK page.

Commodity Based Encumbrance Search

The Commodity Based Encumbrance Search (ENCSRCH) page is used to search for an encumbrance
based on vendor and transaction details and to create a Payment Request transaction for all or selected
accounting lines.

In the Filters tab of the page, you can select the Apply action to query the transaction catalog for all
encumbrance transactions with Transaction Type PO (except for Commodity Based Transaction Lapse
(CBDL) transactions) that match the search criteria for exact or wildcard values. Pending and cancelled
POs are not displayed in the search results.

In the Create Payment Request tab of the page, when you select the Create Payment Request button,
the values entered are validated similar to when a payment transaction is being created using the Copy
Forward action on an encumbrance transaction; A draft payment request transaction referencing the
selected accounting lines associated with the selected encumbrance transaction is created. You can also
select some or all accounting lines displayed on the grid to be paid. On successfully creating the draft
payment request transaction, you are navigated to the editable transaction so that you can continue with
processing the payment request. Note that similar to the general Copy Forward action, partial and closed
accounting lines are processed based on the selected commodity line amounts and not on the selected
accounting line amount.

The Select Lines row-level Related Pages link transitions you to the Commodity Based Encumbrance
Search — Select Lines page for the selected encumbrance transaction.

Contract Assignment

Assignments record the change of company name, mergers and acquisitions of companies or assignment
of payments, assignment of contract, and assignment of accounts receivable.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Contract Assignment page via the Procurement Management
link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management

e Post Award State
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Insurance Certificate

Certificates of Insurance identify the coverage carried by a vendor. Solicitations may or may not require
the filing of a certificate of insurance. The Terms and Conditions of the solicitation will define the
insurance requirements. Buyers receive an alert at a specified number of days in advance of insurance
expiration.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Insurance Certificate page by clicking the Procurement
Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management

Post Award State

Solicitation State

Solicitation Response State

Award State

Letters of Credit

Banks issue Letters of Credit certifying that the vendor has "X” dollars of irrevocable credit. The Letter of
Credit is submitted during the Solicitation Response State and serves the same purpose as a Bid Bond.
Upon award, the Letter of Credit expires for the unsuccessful vendor.

A link to the Letter of Credit (LTRCR) page is provided in the Transactions tab of the Procurement
Management page when the user has selected the Post Award State from the Available States tab. You
can also transition back to the Procurement Management page from the Letter of Credit page by clicking
the Procurement Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
e Post Award State

e Solicitation Response State
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Liquidated Damage

Liquidated damages are set forth in the terms and conditions of the contract and are generally invoked
when the vendor fails to perform in a timely manner. The amount of the damages is deducted from future
payables due to the vendor or can be paid outright by the vendor. The Liquidated Damage page allows
you to associate a Liquidated Damages Amount and Reason with a specific award transaction.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Liquidated Damage page by clicking the Procurement
Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
e Post Award State

e Award State

Procurement Bond

Bid Bonds are submitted with Solicitation Responses and are generally a mandatory requirement for
certain types (that is, Construction). Bid bonds (usually 10% of the bid amount as per the terms and
conditions of the solicitation) are active for a short period of time, usually no longer than 90 days. The bid
bond guarantees that the vendor will not withdraw his/her bid during the evaluation/award process. Since
bid bonds have a short life, they are not returned to the unsuccessful bidders at time of award.
Performance and Payment bonds are submitted prior to award and remain in effect throughout the life of
the procurement. Allowable Bond Types are set up on the Bond Type table.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Procurement Bond (PBOND) page by clicking on the
Procurement Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
e Post Award State

e Solicitation Response State
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Retainage Detail

Retainage terms are set forth in the terms and conditions of the contract and established accordingly on
the Award transactions. A retainage release schedule is generally established around project milestones.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Retainage Detail (RTGDET) page by clicking on the
Procurement Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
e Post Award State

e Award State

Retainage Summary

Retainage terms are set forth in the terms and conditions of the contract and established accordingly on
the Award transactions. A retainage release schedule is generally established around project milestones.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the Retainage Summary (RTGSUM) page by clicking on the
Procurement Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
e Post Award State

e Award State

Vendor Correspondence

Vendor Correspondence tracks correspondence to and from a vendor. A link to this page is provided on
the Transactions tab of the Procurement Management page when the user has selected the Post Award
State from the Available States tab. You can also transition back to the Procurement Management page
from the CORSPD page by clicking on the Procurement Management link.
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Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management

e Post Award State

Warranty

Warranties are received at the time of delivery/acceptance of goods. Warranties can cover the cost of
parts, labor, or both depending on the type of warranty for a specified time. The Warranty (WTY) table is
updated after issuance of an award. Allowable Warranty Types are established on the Warranty Type
table.

A link to this page is provided in the Transactions tab of the Procurement Management page when the
user has selected the Post Award State from the Available States tab. You can also transition back to the
Procurement Management page from the WTY page by clicking on the Procurement Management link.

Note: Historical records (Historical Procurement Folder field is set to Yes) are hidden, by default, when
opening this page. Historical records are only displayed, if the Historical Procurement Folder field on
the search window has been set to blank or Yes. If the Historical Procurement Folder search field is set
to No, then all historical records are hidden. Records are set to historical as a result of running the
Procurement Folder Historical Update process.

Related Topic(s):
e Procurement Management
o Post Award State

e Solicitation Response State
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Catalog Management

The Catalog Management functionality in CGI Advantage Procurement allows users to load, manage, and
order from catalogs. This tab provides details on this functionality and is divided into the following tabs:

e Configuring CGI Advantage for PunchOut and e-Ordering
o How to Configure the System for Advantage Catalog Creation
e How to Establish Catalogs
Related Topic(s):
e How to Search for Catalog Items

e How to Order Catalog Iltems

Configuring CGI Advantage for PunchOut and e-Ordering

Listed below are the steps that are required to enable CGI Advantage PunchOut and e-Ordering. See the
respective topics in this user guide and online help within the application for more details for each step.

1. Setup an entry on the PunchOut Control table. The following options are configurable on the
table:

e PunchOut Enabled: This field determines if the PunchOut mode is supported by the Advantage
client. When this flag is checked, the system allows a buyer to initiate a PunchOut session and
automatically sends the approved Delivery Order created from this session to the supplier.

e Commodity Crosswalk Enabled: When this flag is checked, the system allows a crosswalk
between the commodity code scheme used by suppliers and the commodity code scheme used
within Advantage. Advantage assumes that the crosswalk contains a single external commodity
scheme and the system does not validate the values entered in the external commodity code.
When unchecked, it is assumed that the commodity code scheme used by suppliers is the same
as the commodity scheme used within Advantage.

e OrderRequest Enabled: This field determines if e-Ordering is supported by the Advantage client.
When this flag is checked, the system allows approved e-ordering Purchase orders to be
electronically transmitted to the supplier.

e Order Request Mode: The OrderRequest Mode field controls if and how electronic orders (a
cXML OrderRequest transaction) are transmitted from Advantage to suppliers (vendors). For test
environments, the OrderRequest Mode field can be set to help prevent accidental transmission of
an electronic order. The OrderRequest Mode setting applies to all electronic orders for all
suppliers.

e Note: Some suppliers do not support submission of ‘test’ electronic orders. Such vendors treat
any electronic order as a real order to be fulfilled.

¢ Include Shipping: This field determines if supplier PunchOut sites may calculate separate
shipping fees. When checked, the system captures the shipping fees from the supplier in a
separate commodity line on the Universal Requestor transaction and subsequently on the
generated Delivery Order transaction.

Advantage 4 © CGI Technologies and Solutions Inc. Page 228



CGlI Advantage - Procurement User Guide

e Default Shipping Commodity: When the Include Shipping flag is checked, the system uses the
commodity code value specified in this field on the commodity line created by the system to
record shipping charges.

e Default Tax Description: This field determines the tax description that is sent to the supplier
when tax information is captured on Purchase Order transactions created in both PunchOut and
Non-PunchOut mode.

o External Commodity Code Scheme: This field determines the supplier commodity scheme that
is supported if the commodity crosswalk is enabled.

Note: This value is not used to validate the external commodity codes defined on the commaodity
crosswalk tables within Advantage.

The following fields do not impact the functionality directly but are required to be configured for
the cXML protocol that is used to support the functionality.

e Vendor Credential Domain: The Vendor Credential Domain field specifies the domain name for
supplier (vendor) credentials specified in PunchOut transactions and electronic order transactions
initiated by Advantage. The combination of Vendor Credential Domain, the supplier’s
Vendor/Customer Code, and the Supplier Shared Secret (specified on Vendor/Customer for each
vendor) is used by the e-Commerce supplier network and supplier to direct the transaction to the
appropriate supplier and to authenticate the Advantage entity’s relationship with that supplier. The
typical value for Vendor Credential Domain is “NetworkID”. The same Vendor Credential Domain
is used for all vendors for which PunchOut or electronic ordering transactions are enabled.

e Advantage Credential Domain: The Advantage Credential Domain field specifies the domain
name for the buyer (the entity running Advantage) credentials specified in PunchOut transactions
and electronic order transactions initiated by Advantage. The combination of Advantage
Credential Domain, Advantage Credential Identifier, and the Supplier Shared Secret (specified on
Vendor/Customer for each vendor) is used by the e-Commerce supplier network to authenticate
the Advantage entity’s relationship with that supplier. The typical value for Advantage Credential
Domain is “NetworkID”. The same Advantage Credential Domain is used for all PunchOut and
electronic ordering transactions originating from Advantage.

e Advantage Credential Identifier: The Advantage Credential Identifier is used with the
Advantage Credential Domain to identify the buyer (the entity running Advantage) to the e-
Commerce supplier network and to individual suppliers. The combination of Advantage Credential
Domain, Advantage Credential Identifier, and the Supplier Shared Secret (specified on
Vendor/Customer for each vendor) is used by the e-Commerce supplier network to authenticate
the Advantage entity’s relationship with that supplier. The typical value for Advantage Credential
Identifier is the DUNS Number of the buyer. The same Advantage Credential Identifier is used for
all PunchOut and electronic ordering transactions originating from Advantage.

e Browser Form post URL: This field specifies the Advantage URL to which the shopping cart
transactions (PunchOutOrderMessage cXML transactions) are posted when a buyer checks out
of a PunchOut session. This URL must be the location of the AdvPunchOutServlet servlet which
is designed to receive the PunchOutOrderMessage. The URL is typically similar to the regular
URL for accessing the Advantage environment. For example, if Advantage is normally accessed
from http://fm.entity.com/webapp/vis1/Advantage then the Browser Form Post URL will typically
be http://fm.entity.com/webapp/vis1/AdvPunchOutServlet. PunchOut does not require this URL
to be exposed beyond the intranet in which Advantage is available. The shopping cart is posted
to this URL directly from the buyer’s (Advantage user’s) browser and not from the supplier
website.
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o Supplier Network URL: The Supplier Network URL is the single point-of-contact e-Commerce
supplier network URL used for all PunchOut and electronic ordering transactions initiated from
Advantage. If the URL is an https (Hypertext Transfer Protocol Secure) address, then additional
configuration is needed within the IBM WebSphere Integrated Solutions Console to enable the
secure connection to the e-Commerce supplier network. Please reference the CGl Advantage
Financial Installation Guide for more information on configuring the SSL (Secure Sockets Layer)
certificate for communication with the supplier network.

e cXML DTD URL: This field specifies the URL for the version of cXML DTD to be specified in
PunchOut and electronic order transactions generated by Advantage. The suggested value is
http://xml.cXML.org/schemas/cXML/1.2.021/cXML.dtd (corresponding to cXML 1.2.021), however
older or newer versions of the cXML DTD can be used if necessary.

2. Establish a SSL Certificate if HTTPS is used for PunchOut communication.
Note: Please refer to the CGl Advantage Financial Installation Guide — Part 4 for additional details

3. Setup entries on the External Commodity Crosswalk and Internal Commodity Crosswalk tables if
the commodity code scheme used by your suppliers is different than the internal commodity code
scheme defined on the Commodity page.

Note: Advantage assumes a single commodity code scheme is used for all suppliers. The
External Crosswalk table should be used to map the commodity codes that are passed to
Advantage from supplier's PunchOut sites. The Internal Crosswalk table should be used to map
the commaodity codes used within Advantage to the commodity code scheme expected by the
supplier.

4. Review the ‘PunchOut Overall Delay’ and ‘PunchOut Status Check Delay’ application parameter
values.

Note: These parameters do not typically need to be adjusted but can be revised if needed.

5. If your site uses e-Ordering, then review the flags on the Delivery Order entry on the Procurement
Transaction Control table. Confirm that e-Ordering is enabled for the Delivery Order. In addition,
review and if needed revise the flag that determines if Delivery Orders can be automatically sent
to the supplier on submit to Final.

6. For each supplier that is enabled for PunchOut and/or e-Ordering:

a. Configure the PunchOut Enabled, Electronic Order Enabled, Re-PunchOut Enabled and
Supplier Shared Secret on the Vendor Customer page. These updates can be performed via
a VCC/VCM transaction or directly on the Vendor Customer page.

b. If PunchOut is used then create a Master Agreement that is flagged as PunchOut Enabled in
the transaction header.

i. All commodity lines must be marked as catalog lines.

ii. If the supplier site computes a separate shipping charge then a separate commodity
line is required on the Master Agreement. This additional line must be marked as a
Shipping Charge line and the Commodity Code must match the Default Shipping
Commaodity specified on the PunchOut Control table.

ii. A catalog index file must be loaded for each commodity line. The index file is similar to
a standard catalog file and follows the same catalog load process. However, it typically
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contains one or a few line items to facilitate high level searching in Advantage for
categories of information (e.g. Office Supplies) rather than containing detail line items.

How to Configure the System for Advantage Catalog Creation

Prior to creating Catalogs in the system, there are certain, one time steps that need to be taken by the
System Administrator. These include:

1. Setting up relevant parameters on the Application Parameters table.

e The CATALOG_ADMIN_EMAIL parameter provides the Catalog Administrator’s email
address for the automatic email notification that is sent when the VSS Catalog Upload
process completes successfully.

e The CATALOG_ADMIN_NM parameter provides the Catalog Administrator's name for the
automatic email notification that is sent when the VSS Catalog Upload process completes
successfully.

e The CATUPLD_MAX_ ERR_LIMIT parameter establishes the cutoff point at which the system
will stop the catalog transformation process.

e The CATALOG_COMM_MATCH parameter indicates whether the Commaodity Code for all
Catalog lines being loaded must match the Commodity Code on the Master Agreement’s
Commodity line. The delivered value for this parameter is True, which requires the
Commodity Codes to match. If the value for this parameter is changed to False, then the
Commodity Codes for the Catalog Lines being loaded do not have to match the Commodity
Code for the Master Agreement Commodity line.

e The CAT_FTP_USER_ID parameter must be set up to indicate the FTP User ID to use to
move the Catalog files to server CAT_FTP_HOST.

e The CAT_FTP_PASSWORD_ID parameter must be set up to indicate the Password ID
corresponding to the encrypted password on Encrypted Batch Parameters (ENBP) to use
with the FTP User ID to move the Catalog files.

2. For those users who will be responsible for loading Catalogs but do not have access to running
batch jobs, the Security Administrator will need to set up Effective Users to designate the user id
responsible for running the load process. The Effective Users records need to be set with the
Realm of BATEXEC or a realm with an Action Area Id of 0. These users can go to BATRUN to
schedule the load job, but they don’t have the necessary rights to have the Job Manager execute
the job; therefore, an Effective User needs to be in place for the execution of the job. There is
also the [more common] scenario as follows. For those users who will be responsible for
uploading Catalogs but do not have access to scheduling batch jobs, the Security Administrator
will need to set up Effective Users to designate the user ID responsible for scheduling the load
process. The Effective Users records need to be set with the Realm of CATRLM or a Realm with
an Action Area Id of 101. Note that it is possible that the Effective User set up to schedule the
load process may himself/herself need an Effective User to be set up then to execute the job.

3. Several Email Types (CATEM1, CATEM2, CATEM3, CATEM4, CATEM5, CATEMS, and
CATEMY7) have been added to the External Email and Letter Generation Table (ELGT). The text
for these emails should be reviewed to ensure that they state the exact text specific to your site.

For more details on these steps, please refer to the CGI Advantage System Administration Guide.
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How to Establish Catalogs

As with all Master Agreements, not just those associated with Catalogs, there are two methods to
establish them in the system: Directly creating a Master Agreement from the Transaction Catalog, or
using the competitive bidding process. Once the Master Agreement has been created, users may then
create the detailed Catalog records.

The functionality is provided in more detail in the following topics:
e Competitive Bidding Process
e Sample Catalog File Downloads
o Transforming CIF Files to Excel Catalog Files
¢ Uploading Microsoft Excel Catalog Files from FIN or VSS
e Loading Catalogs to a Master Agreement
e Catalog Files
e Transform Catalog
e Catalog Maintenance
e Agreement Catalog Picture Attachment
e Catalog Load Batch Job

e Catalog Indexing Batch Job

Competitive Bidding Process

As mentioned previously, a competitive bidding process (SO, SR, EV) can be used to establish a catalog
agreement. This tab only provides information on how these transactions are used as part of the Catalog
Management functionality.

Solicitation Transaction

When a transaction of the SO Transaction Type such as an RFP transaction is created, and
the Buyer is requesting bids for a catalog of items, a commaodity line with a Line Type of
Catalog must be selected on the transaction. If the Buyer suspects that a different discount
might apply to different tabs of a catalog, then different catalogs may be needed. In this
case, Buyers should create multiple commodity lines. In other words, the transaction must
have a separate commaodity line and catalog for every unique discount situation. This logic
also applies if the Buyer suspects that different handling or packing instructions might apply
to different tabs of a catalog. In this case, just like different discount requirements, the Buyer
should create multiple commodity lines and should enter the instructions for each catalog
using the fields under the Specifications tab. For example, Detailed Instructions, Packing,
Hazardous Materials, Special Handling, Additional Handling Information, Warranty Type or
Safety Data Sheet fields might be used.

On the Commaodity Line of the SO Transaction Type, if the Line Type is Catalog, the
following fields are required:
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Commodity Code - A valid Commodity Code must be chosen. Please refer to the
"Commaodity (COMM)” topic for more information.

Catalog - A descriptive name for the Catalog must be entered.

Effective From - This is the date that the anticipated discount is effective for the
catalog item. This date must be prior to the Effective To date.

Effective To - This is the date that the anticipated discount ends for the catalog
item. This date must be after the Effective From date.

Refer to the "SO Transaction Type” topic for more information about the Solicitation

transaction.

Solicitation Response Transaction

Once a solicitation is open for bids, Solicitation Response transactions may be completed
either by vendors in VSS or entered directly within CGl Advantage Procurement. If the Line
Type for a Commodity Line is Catalog, the following fields are required on the SR

transaction:
[ ]

Bid Catalog - A descriptive name for the Catalog must be entered.
Discount - The discount price for the catalog item.

Effective From - This is the date that the discount is effective for the catalog item.
This date must be prior to the Effective To date.

Effective To - This is the date that the discount ends for the catalog item. This date
must be after the Effective From date.

For every Commodity line with a Line Type of Catalog, the Vendor should provide a
Microsoft Excel catalog file. Picture files are optional, but if sent they must be in a ZIP file
format. (Files may either be attached to the Solicitation Response or sent separately.)

Refer to the "SR Transaction Type” topic for more information about the Solicitation
Response transaction.

Evaluation Transaction

Once all responses have been received, the evaluation and award process begins. All

responses are loaded into the Evaluation (EV) transaction and the buyer selects commodity
lines for award. If the Line Type is Catalog, then the transaction code entered in the Create
Transaction tab must be of the MA Transaction Type.

Refer to the "EV Transaction Type” topic for more information about the Evaluation
transaction.

Sample Catalog File Downloads

The "Sample Catalog File Downloads" topic in the Procurement User Guide in the Online Help provides
sample catalog files that can be downloaded and used as a template for your catalog file in CIF or XLSX

format.

Advantage 4

© CGI Technologies and Solutions Inc. Page 233



CGlI Advantage - Procurement User Guide

1. Log into the Advantage application.

Click the App Help button in the Primary Navigation Panel.
Click Procurement on the Site Map.

Expand the Catalog Management book.

Expand the How to Establish Catalogs book.

Click the Sample Catalog File Downloads topic.

N o o A~ » DN

Follow the instructions in the help file to download sample catalog files.

Transforming CIF Files to Excel Catalog Files

The Advantage Catalog Management process accepts an additional industry standard catalog file format
supported by Ariba’s Catalog Interchange Format (CIF). A transformation process transforms the contents
of a CIF file to the Catalog File Format (Microsoft Excel 2007/2010 .xlsx file) supported by Advantage.

The transformation upload process is accessible either via the Catalog Upload sub section within the VSS
Catalog Management main section in Advantage’s Vendor Self Service (VSS) application or using the
Transform Catalog page accessible by clicking the Transform hyperlink on the Catalog File page via the
Advantage Financial application.

There are several parameters (that is, CATALOG_ADMIN_NM, CATALOG_ADMIN_EMAIL, and
CATUPLD_MAX_ERR_LIMIT) on the Application Parameters (APPCRL) table that should be set up prior
to performing the transformation process. Refer to the “Application Parameters (APPCTRL)” topic for
more information.

This tab includes the following tabs:
e Transformation Checklist
o Upload Catalog CIF Files via Advantage VSS

e Upload Catalog CIF Files via Advantage Financial

Transformation Checklist

Prior to triggering the transformation process, the Vendor or Catalog Administrator should review the CIF
File content to ensure that the transformation upload process is successful. If this information is not
correct, the transformation process will fail.

CIF Header Information:

1. Verify CIF version value is equal to ‘CIF 3.0’.
2. Verify CURRENCY value is equal to ‘USD’.

3. Verify CHARSET is equal to the following: Advantage Release 4.0 will only support Latin-based
Western European character set encodings. This includes Windows-1252 (commonly known as
“CP-1252” and indicated by “CHARSET: Cp1252” in the CIF specification), ISO-8859-1 (indicated
by “CHARSET: 8859_1" in the CIF specification), and UTF-8 (indicated by “CHARSET: UTF-8" in
the CIF specification).
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6.

Verify Commodity CODEFORMAT is not equal to ‘NIGP’.

Verify the required CIF FIELDNAMES are populated: Supplier Part ID, Manufacturer Name,
Manufacturer Part ID, SPSC Code, Short Name, Item Description, Unit of Measure, Market Price,
Lead Time, Supplier ID, Unit Price, and Language.

Verify LOADMODE is equal to ‘F’ (Full) or ‘I’ (Incremental).

Catalog Line-Level:

7.

10.
1.

12.
13.

14.

Verify the ‘Lead Time’ field is not blank or is a positive number. This value is converted to the
Delivery Days for each catalog item.

Verify Supplier Part ID is a unique value for each catalog item.

Verify ITEMCOUNT from the Header matches the number of actual line-level catalog records in
the file; otherwise, an error is issued.

Verify ‘Language’ value is equal to ‘en_US’.

Verify ‘EFFECTIVE DATE’ or ‘EXPIRATION DATE’ from the line-level records in the CIF file is
valid. The “effective” dates entered on the VSS Catalog Upload or Financial Transform Catalog
pages must be within the dates associated with the CIF catalog records.

Verify CIF Unit of Measure is valid and matches a record in the Advantage Unit of Measure table.

If ‘PUNCHOUT ENABLED’ in the CIF file is True, then no edits are performed on the CIF Market
Price or Unit Price and the system will transform and pass the values “as is” from the CIF File to
the Excel Catalog file. If ‘ PUNCHOUT ENABLED' in the CIF file is False, then either the CIF
‘MARKET PRICE’ or ‘UNIT PRICE’ is required, and the system will verify that CIF Market Price
and Unit Price have the correct prices.

MARKET PRICE: The existing Advantage catalog logic uses the ‘List Price’ that is associated with
the catalog record to calculate the Discounted Unit Price for each catalog record when the catalog
records are loaded from the MA Catalog commaodity line and MA is submitted to final. The CIF
‘MARKET PRICE’ will be mapped to the Advantage Excel ‘List Price’ and then loaded and
displayed to the List Price field on Catalog Maintenance after loading the catalog record from the
MA.

UNIT PRICE: The CIF UNIT PRICE is defined as the Customer’s price. The CIF ‘UNIT PRICE’ will
be mapped to the Advantage Excel ‘Customer Price’ and then loaded and displayed to the
Customer Price field on Catalog Maintenance after loading the catalog record from the MA.
Hence, if MARKET PRICE is blank but CIF UNIT PRICE is populated then this price should be
used when ordering with Discount @ 0.00%.

If CIF UNIT PRICE is greater than zero and MARKET PRICE is blank then the system will pass
the UNIT PRICE to the Advantage Excel LIST PRICE and CUSTOMER PRICE columns.

If CIF MARKET PRICE is greater than zero and UNIT PRICE is blank the system will pass the
Market Price to the List Price field and leave the Customer Price blank.

If both CIF MARKET PRICE and UNIT PRICE are greater than zero the system will use the
Market Price as the List Price. List Price will be used to calculate the Discounted Unit Price for
each catalog item based upon the Discount Percentage when the catalog is loaded from the MA
Catalog commodity line.

Verify that the ‘DELETE’ flag is set to ‘No’ for all catalog items.
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15. If the catalog item specifies a “Picture File Name” and/or a “Thumbnail File Name” file for the line-

level catalog item then verify that the picture file names associated with the catalog line are within
the .zip file and are of a format supported by Advantage (e.g. JPG, JPEG, GIF, PNG, and BMP
formats).

Upload Catalog CIF Files via Advantage VSS

A vendor that is registered in Vendor Self Service (VSS) can log into VSS and upload catalogs in CIF
format. Advantage will transform the CIF file into a Microsoft Excel file format supported by Advantage.
The following steps should be followed to upload a CIF catalog file.

1.
2.

Registered VSS vendor logs into VSS.

The Vendor clicks the Catalog Management section, then selects the Catalog Upload sub-
section and begins the CIF transformation process.

The Vendor selects CIF File as the Catalog File Type, specifies the Catalog File Name and
Picture File Name and then clicks the Upload action button. The catalog pre-processing
validation and catalog file transformation begins and on successful completion creates a
Microsoft Excel catalog file using the CIF catalog data.

On successful completion, the system saves the file as an attachment to a record on the Catalog
Files database table in the VSS application and sends an automatic email notification to the
vendor and the Catalog Administrator. The email notification displays the Email Notification
Information entered on the Catalog Upload page prior to triggering the transformation process.

The Catalog Administrator runs the synchronization process (Export from VSS and Load to
Advantage). After synchronization has completed the Catalog Administrator navigates to the
Catalog Files table in Financial.

The Catalog Administrator clicks the Attachments link on the Catalog Files page to verify that 3
files (that is, the .cif file, the transformed excel file, and the .zip file that contains the images) are
listed on the Attachments tab.

The Catalog Administrator reviews the catalog file for completeness and accuracy. The Catalog
Administrator then creates a Master Agreement with a Commodity Line Type of Catalog and
uploads the catalog using the existing Advantage catalog upload process. Refer to the “Loading
Catalog to a Master Agreement in Financial” topic for more information.

Upload Catalog CIF Files via Advantage Financial

A vendor can send a catalog file in CIF format to a Catalog Administrator. The Catalog Administrator can
load and transform the CIF file to Microsoft Excel format via Advantage Financial using the following

steps.

A vendor can send a catalog file in CIF format to a Catalog Administrator. The Catalog Administrator can
load and transform the CIF file to Microsoft Excel format via Advantage Financial using the following

steps.

1.

VSS Vendor sends a CIF Catalog file to the Catalog Administrator.

2. The Catalog Administrator verifies that the “pre-processing” information in the file is correct to

prevent the transformation from failing.
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3. The Catalog Administrator navigates to the Catalog Files table and clicks the Transform
hyperlink, which transitions you to the Transform Catalog page.

4. The Catalog Administrator populates all required information on the Transform Catalog page.
Refer to the “Transform Catalog” topic for a list of required fields.

5. The Catalog Administrator clicks the Upload action on the Transform Catalog page.

On successful completion, the system saves the file as an attachment to a record on the Catalog
Files table and displays an informational message to the page that the process has completed
successfully.

6. The Catalog Administrator navigates to the Catalog Files table in Financial.

7. The Catalog Administrator clicks the Attachments link on the Catalog Files page to verify that 3
files (that is, the .cif file, the transformed excel file, and the .zip file that contains the images) are
listed on the Attachments tab.

8. The Catalog Administrator reviews the catalog file for completeness and accuracy. The Catalog
Administrator then creates a Master Agreement with a Commaodity Line Type of Catalog and
uploads the catalog using the existing Advantage catalog upload process. Refer to the “Loading
Catalog to a Master Agreement in Financial” topic for more information.

Uploading Microsoft Excel Catalog Files from FIN or VSS pages
The Advantage Catalog Management process allows users to upload an Advantage supported Microsoft
Excel (.xIsx) catalog file using either the Catalog Upload page in VSS or the Transform Catalog page in
Advantage Financial.
This tab includes the following tabs:

e Microsoft Excel Catalog File Checklist

o Upload Excel Catalog Files via Advantage VSS

o Upload Excel Catalog Files via Advantage Financial

Microsoft Excel Catalog File Checklist

Prior to triggering the catalog upload process, the vendor or Catalog Administrator should review the
Microsoft Excel catalog file content to ensure that the upload process is successful.

1. Verify that the Unit of Measure associated with the catalog items matches a record on the UOM
table in Advantage Financial.

2. If the catalog item specifies a “Picture File Name” and/or a “Thumbnail File Name?” file for the line-
level catalog item then verify that the picture file names associated with the catalog line are within
the .zip file and are of a format supported by Advantage (that is, JPG, JPEG, GIF, PNG, and BMP
formats).

3. Verify the Vendor Customer Code in the first cell of the Microsoft Excel catalog file is a valid,
active Vendor Customer record.
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4.

Verify the Microsoft Excel catalog file format, number of columns, column names and specified
order of the columns are correct. Refer to the “Review and Prepare the Catalog File” topic for
more details.

Once the Microsoft Excel catalog review is completed the catalog file is ready to be uploaded via
the Catalog Upload section in VSS or the Transform Catalog page in Financial.

Upload Excel Catalog Files via Advantage VSS

A vendor that is registered in Vendor Self Service (VSS) can log into VSS and upload catalogs in
Microsoft Excel format. The following steps should be followed to upload a catalog file in Microsoft Excel
2007/2010 format (.xIsx).

1.
2.

Registered VSS vendor logs into VSS.

The Vendor navigates to Catalog Management > Catalog Upload via the Primary Navigation
panel.

The Vendor selects Excel File as the Catalog File Type, specifies the Catalog File Name and
Picture File Name (if applicable) and then clicks the Upload action button.

On successful completion, the system saves the file as an attachment to a record on the VSS
Catalog Files table and sends an automatic email notification to the vendor and the Catalog
Administrator. The email notification displays the Email Notification Information entered on the
Catalog Upload page prior to triggering the transformation process.

The Catalog Administrator runs the synchronization process (Export from VSS and Load to
Advantage). After synchronization has completed the Catalog Administrator navigates to the
Catalog Files table in Financial.

The Catalog Administrator selects the Attachment icon on the Catalog Files page for the recently
uploaded catalog to open the Attachments page to verify that 2 files (that is, the excel file and the
zip file that contains the images) are attached to the record.

The Catalog Administrator reviews the catalog file for completeness and accuracy. The Catalog
Administrator then creates a Master Agreement with a Commaodity Line Type of Catalog and
uploads the catalog using the existing Advantage catalog upload process. Refer to the “Loading
Catalog to a Master Agreement in Financial” topic for more information.

Upload Excel Catalog Files via Advantage Financial

A vendor can send a catalog file in Microsoft Excel format to a Catalog Administrator. The Catalog
Administrator can load the Microsoft Excel file to the Catalog Files table in one of two ways:

The Catalog Administrator can add an excel file directly to the Catalog Files page by selecting the
Attachments link and then upload files via the Upload tab. The Catalog Administrator must
review the catalog file for completeness and accuracy before uploading the file. The Catalog
Administrator then creates a Master Agreement with a Commaodity Line Type of Catalog and
uploads the catalog using the Advantage catalog upload process. Refer to the “Loading Catalog
to a Master Agreement in Financial” topic for more information.

The Catalog Administrator can select the Transform link on the Catalog Files page to transition
to the Transform Catalog page. The Transform Catalog page allows you to upload the Microsoft
Excel catalog file to the Catalog Files page and it performs several steps to ensure the excel file
contains valid information and is in the correct format.
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1. The Catalog Administrator populates all required information on the Transform Catalog page. Refer
to the “Transform Catalog” topic for a list of required fields.

2. The Catalog Administrator clicks the Upload action on the Transform Catalog page. The following
steps occur when you select the Upload action on the Transform Catalog page in Financial. If any of
the steps fail, the system will stop the process and issue errors. You must resolve the issues and
select the Upload action again from the Transform Catalog page.

a. If the Catalog File Name has been populated, the system verifies that the file extension is.xlsx
(Microsoft Excel) and is a valid file location and file.

b. If the Picture File Name has been populated, the system verifies that the file extension is .zip
and is a valid file location and file.

c. The system verifies that the Unit of Measure value in the catalog file matches a value on the
Unit of Measure table in Advantage.

d. The system verifies that the Commodity Code value in the catalog file matches a value on the
Commodity Code table in Advantage.

e. For each catalog line item, the system checks for invalid characters and then replaces the
character with the acceptable character as shown in the following table.

Invalid Replacement Name
Character Character

Inches Delimiter

’ ' Single Quote

- - Long dash

Ya 1/2 Half

%4 3/4 3/4

- - En Dash

Va 1/4 1/4

© (c) Copyright

™ (TM) Trademark

® (Reg) Registered Symbol

f. The system obtains the Vendor Customer Code from the Vendor Customer Code entered on
the Transform Catalog page and then enters the Vendor Customer Code value in the first cell in
the first data row of the Microsoft Excel catalog file.
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g. The system verifies the catalog file format (for example, number of columns, column names
and specified order of the columns) is correct. Refer to the “Review and Prepare the Catalog
File” topic for the Microsoft Excel column details.

3. Once the validations have completed successfully, the system skips the “transformation” process
and saves the .xlsx Catalog file and .zip picture file (if available) as an attachment to a record on the
Catalog File table in Financial. A message is displayed on the Transform Catalog page that the
catalog upload completed successfully.

4. The Catalog Administrator then creates a Master Agreement with a Commodity Line Type of Catalog
and uploads the catalog using the Advantage catalog upload process. Refer to the “Loading Catalog
to a Master Agreement in Financial” topic for more information.

Loading Catalogs to a Master Agreement in Financial

Once a Master Agreement is created, the detailed information of the Catalog may be entered into the
system. These may be manually entered directly onto the Catalog Maintenance page, or, if a Microsoft
Excel file has been provided, they may be loaded from the file directly onto the table. Regardless of the
method of entry, the Catalog records may only be added or updated when the associated Master
Agreement is in a Draft Phase. The following topics focus on how to load a Microsoft Excel file into the
system.

Loading catalogs from a Master Agreement requires the following steps:
Step 1: Review and Prepare the Catalog File
Step 2: Upload the Catalog File
Step 3: Fix Errors listed on the Catalog Error Log Page

Step 1: Review and Prepare the Catalog File

Prior to initiating the actual catalog loading process, the Buyer should review the Microsoft Excel Catalog
file that was forwarded by the Vendor to verify the file format and content, for example, accurate pricing,
correct items, detailed item descriptions, and so forth. From a business process standpoint, the Buyer
should take this opportunity to improve the quality of the data by expanding abbreviations, adding
additional text or filling in additional fields if needed. The Buyer must also manually add the
Vendor/Customer code to each line in the catalog file. (This may be done quickly in Excel via the
clipboard paste functionality.) Finally, if only one Catalog file has been provided by the Vendor, but, due
to different discount or handling terms, the Master Agreement has been broken out into two Commodity
lines with a Line Type of Catalog, the Buyer is responsible for dividing the file into the correct number of
files to match the Master Agreement.

From a system standpoint, the format of the file must also be reviewed. The file must meet the following
requirements:

e The file must be a Microsoft Excel file (.xIsx);

e The Catalog must have the following format:
e COLUMN A: VENDOR CUSTOMER CODE
e COLUMN B: SUPPLIER PART NUMBER
e COLUMN C: SUPPLIER NAME
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e COLUMN D: MANUFACTURER NAME
e COLUMN E: MANUFACTURER PART NUMBER
e COLUMN F: COMMODITY CODE

e COLUMN G: ITEM DESCRIPTION

e COLUMN H: EXTENDED DESCRIPTION
e COLUMN I: UNIT OF MEASURE

e COLUMN J: LIST PRICE

e COLUMN K: DELIVERY DAYS

e COLUMN L: PRODUCT/CATEGORY

e COLUMN M: MODEL

e COLUMN N: DRAWING

e COLUMN O: PIECE

e COLUMN P: SERIAL NUMBER

e COLUMN Q: SPECIFICATION

e COLUMN R: SIZE

e COLUMN S: COLOR

e COLUMN T: PICTURE FILE NAME

e COLUMN U: THUMBNAIL FILE NAME
e COLUMN V: EXTERNAL SUPPLIER ID
e COLUMN W: CUSTOMER PRICE

e COLUMN X: SUPPLIER URL

e COLUMN Y: MANUFACTURER URL

e COLUMN Z: PARAMETRIC NAME

e COLUMN AA: PARAMETRIC DATA

e COLUMN AB: PUNCH OUT ENABLED
e COLUMN AC: PUNCH OUT LEVEL

e COLUMN AD: TERRITORY AVAILABLE
e COLUMN AE: SUPPLIER AUXILIARY ID
e COLUMN AF: MISC DATE 1

e COLUMN AG: MISC DATE 2

e COLUMN AH: MISC DATE 3

e COLUMN Al: MISC AMOUNT 1

e COLUMN AJ: MISC AMOUNT 2

e COLUMN AK: MISC AMOUNT 3
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e COLUMN AL: MISC TEXT 1
e COLUMN AM: MISC TEXT 2
e COLUMN AN: MISC TEXT 3
e COLUMN AO: UNIVERSAL PRODUCT CODE

e The first row of the file must contain the exact column headings as defined above (for example,
cell A1 would contain "Vendor Customer Code”, cell B1 would contain "Supplier Part Number”,
etc.

e Only the first sheet of the file will be read. All information on other sheets will be discarded.
e Any data after the first row with a blank cell in the A column will be ignored.

The Catalog Commodity Code Match (CATALOG_COMM_MATCH) parameter on the Application
Parameters table indicates whether the Commodity Code for all Catalog lines being loaded must match
the Commodity Code on the Master Agreement’s Commaodity line. The delivered value for this parameter
is True, which requires the Commodity Codes to match. If the value for this parameter is changed to
False, then the Commodity Codes for the Catalog Lines being loaded do not have to match the
Commodity Code for the Master Agreement Commodity line. Please verify the value for this parameter
before uploading the catalog file; otherwise, an error may result.

The Buyer should also review the ZIP Picture file to ensure that the picture images included in the file are
according to specifications and that the picture images are associated to the catalog items included in the
Excel Catalog file. Note: Pictures are optional.

After the files have been prepared for loading, the Buyer should save the files to his/her local PC hard
drive or wherever it has been designated that the catalog files will reside making note of the file location
so it can be identified for selection when the actual uploading setup takes place. The file can also be
uploaded and stored on the Catalog Files table.

Step 2: Upload the Catalog File

Before you upload a Catalog File please read the “How to Configure the System for Advantage Catalog
Creation” topic and verify all settings on the Application Parameters table are set appropriately for your
site’s business needs. Please contact a system administrator if you are concerned about any of the
parameter settings. Please refer to the “Application Parameters” topic in this user guide for more
information on the table.

With the Master Agreement in Draft, the buyer should select the Load Catalog link on the Commaodity tab
for the appropriate Catalog Line Type. This link transitions the buyer to the Upload Catalog File page.
Note: This link is only active if the Master Agreement’s Phase is Draft. The Buyer should specify the
prepared Vendor’s Catalog file in the Catalog File field. If the Vendor provided a picture with the catalog
item, then the picture file should be chosen in the Picture File field. A Load Type must be chosen when
loading Catalogs. The Load Type defines the type of catalog load the user will perform. Valid options for
this field are:

e Full - Choose this option if you want to replace all existing catalog items or if you are doing an
initial full load of new catalog items. If performing a Full Load where there are preexisting records
on the Catalog Maintenance table for the Commodity Line, then any items not included will be
considered as deleted.

e Incremental - Choose this option if you want to update only catalog records that have changed
since the last load. The same Excel Catalog file format is required; however, during the
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incremental load only those items that are new or have been changed will be loaded to the
Catalog Maintenance table. Several different files may be loaded to the same MA line if the Load
Type is Incremental. If you are loading only picture files, the Load Type should be Incremental.

You can click on the Back link to return to the Commodity Line of the Master Agreement, and all data on
the Upload Catalog File page will be removed.

If you are ready to initiate the Catalog Load process, then click on the Upload link on the Upload Catalog
File page. After clicking the link, some initial real-time validations are triggered (for example, file meets the
correct format, it is an .xlsx file, and so forth). If errors are found, then error messages are displayed on
the page. Once the errors have been fixed click on the Upload link again. If successful, then the Catalog
Load Batch job will be initiated. This process is discussed in detail in the "Catalog Load Batch Job” topic.

At this point, the buyer must wait for the Catalog Load Batch job to complete before the Master
Agreement can be validated and submitted to Final. Once the batch job completes, the system will initiate
an email to the user who loaded the catalog from the Master Agreement. The email alerts the user that
the job has completed as well as its status. If the catalog loaded successfully, then the Catalog File will
show up as an attachment for the MA Commodity Line and the catalog records are updated on the
Catalog Maintenance table. If pictures were loaded successfully then the zip file will show up as an
attachment for the MA Commodity Line, and the pictures are added to the Agreement Catalog Picture
Attachment table. If the Catalog or pictures were not loaded successfully, then the Catalog Error Log link
will be active on the Commaodity tab. You can click on the link to view all errors associated with the latest
run of the Catalog Load Batch job. Please refer to the "Catalog Error Log Page” topic for more
information.

When the catalog has been successfully attached to the transaction, the Master Agreement must then be
validated and submitted to final. Prior to finalization of the Master Agreement transaction, the loaded
catalog may be changed or reloaded as required.

Step 3: Fix Errors listed on the Catalog Error Log Page

Any errors that occurred during the Catalog Load Batch job are reported to the Catalog Error Log page.
The Catalog Error Log link is active on the MA Commodity Line if an error occurred. This link transitions
you to a filtered view of the Catalog Error Log table based on the Master Agreement Commaodity Line
processed. You can either review the errors online or download the errors to Microsoft Excel. To
download the errors, click the Download to Excel button. Once clicked, the system exports the records
to a pre-defined template and you are asked to save the file.

After the errors have been resolved, you must repeat the catalog loading process beginning with the
selection of the Load Catalog link from the draft Master Agreement. Refer to "Step 2: Upload the Catalog
File” topic for more information. The records that are inserted into the Catalog Error Log table by the
Catalog Load Batch job are automatically deleted when a new version of the catalog file referencing the
same Master Agreement ID and Commodity Line Number is loaded.

Catalog Files

The Catalog Files page is the source location where the Catalog Administrator can search and retrieve
the catalog files for review and final processing purposes. This page contains the following actions/links:

e When the Attachments link/action is clicked, an Attachments window opens where authorized
users can upload, download and delete attachments associated with the selected record. The
Attachments tab displays all of the files associated with the record that was selected on the
Catalog Files page. There can only be one file per file type associated with each record (for
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example, one CIF file, one Microsoft Excel (.xIsx) catalog file, and one Picture ZIP file). The
Picture Zip file includes all picture files associated with the line-level catalog items (that is, only
one thumbnail image file and one full-size image file for each item). This page displays matching
records that are inserted from VSS when the synchronization job is run and also files that the
Advantage Catalog Administrator has transformed or uploaded directly from the Transform
Catalog page. This page allows authorized users to Upload, Download, and Delete file
attachments. Select the Return to Catalog Files Page link to return to the Catalog Files page.

The Transform Catalog action transitions you to the Transform Catalog page. The Transform
Catalog page allows the Catalog Administrator to trigger the “transformation” of CIF Catalog files
to the Advantage Excel Catalog file format via the Advantage Financial application if the Catalog
File Type is CIF File. If the Catalog File Type is Excel File, then the Catalog Administrator can
trigger the “upload” process for Microsoft Excel (.xIsx) catalog files.

The Delete action removes the selected record from the Catalog Files page and all associated
catalog files that have been uploaded to this record. A warning message is issued that requires
you to click Yes or No to proceed with the delete action.

The Catalog Administrator must review the catalog excel file for completeness and accuracy. Next the
Catalog Administrator must create a Master Agreement with a Commodity Line Type of Catalog and
upload the catalog using the Advantage catalog upload process. Refer to the “Loading Catalogs to a
Master Agreement in Financial” topic for more information.

Transform Catalog

The Transform Catalog page allows the Catalog Administrator to trigger the “transformation” of CIF
Catalog files to the Microsoft Excel Catalog file format if the Catalog File Type is CIF File. If the Catalog
File Type is Excel File, then the Catalog Administrator can trigger the “upload” process for Microsoft Excel
(.xIsx) catalog files.

The following fields are required on the Transform Catalog page:

Catalog Administrator Name — This field provides the administrator’s name for the automatic
email notification that is sent when the Catalog Upload process completes successfully. If the
CATALOG_ADMIN_NM parameter is populated on Application Parameters, then a value is
automatically inferred in this field. You can change this inferred value, if needed.

Catalog Administrator Email — This field provides the email address for the automatic email
notification that is sent when the Catalog Upload process completes successfully. If the
CATALOG_ADMIN_EMAIL parameter is populated on Application Parameters, then a value is
automatically inferred in this field. You can change this inferred value, if needed.

Vendor Customer — This field provides the Vendor/Customer Code associated with the Vendor
that sent the Catalog.

Vendor Contact Phone — This field provides the phone number for the vendor selected in the
Vendor Customer field. The value in this field is inferred from the default Ordering address on the
Vendor/Customer table. You can change this inferred value, if needed.

Vendor Contact Email - This field provides the email address for the vendor selected in the
Vendor Customer field. The value in this field is inferred from the default Ordering address on the
Vendor/Customer table. You can change this inferred value, if needed.
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o Catalog Name — This field identifies the name associated with the catalog file that is being
uploaded (for example, 2013 Office Supplies).

o Catalog Effective From — This field identifies the date that the catalog becomes effective. The
Catalog Administrator uses this date on the Header of the Master Agreement (MA) when
uploading a catalog to the MA.

e Catalog Effective To - This field identifies the date that the catalog expires. The Catalog
Administrator uses this date on the Header of the Master Agreement (MA) when uploading a
catalog to the MA.

e Catalog File Type — This field identifies the file type of the catalog file being uploaded or
transformed. Valid options are: CIF File (Catalog Interface Format) or Excel File (Microsoft Excel
(-xIsx) format).

e Catalog File Name — This field allows you to browse for and select the catalog file that you want
to upload. The file selected must match the Catalog File Type. If the Catalog File Type is Excel
File, then the file extension must be .xIsx.

e Picture File Name - This field allows you to browse for and select the zip file that contains the
picture files that you want to upload. Note: This field is only required if at least one line-level
catalog item in the CIF or Excel file specifies either a Picture File Name or a Thumbnail File
Name.

If a .cif file is being transformed to an .xlsx file, then if the Catalog Upload Maximum Error Limit
(CATUPLD_MAX_ERR_LIMIT) as established on the Application Parameters table has been reached the
transformation process will stop and end with a Failed Status. Once all errors have been fixed and the
transformation/upload process has completed successfully, a record is added to the Catalog Files page
and the appropriate files (.cif, .xIsx, and/or .zip) are attached to the record.

The Catalog Administrator should review the catalog excel file for completeness and accuracy via the
Catalog Files page. The Catalog Administrator should then create a Master Agreement with a Commodity
Line Type of Catalog and upload the catalog using the Advantage catalog upload process. Refer to the
“Loading Catalogs to a Master Agreement in Financial” topic for more information on this process.

Catalog Maintenance

The Catalog Maintenance table is the source location for all catalog records. The table can be updated by
the Catalog Load Batch job or through manual updates. Please refer to the "Catalog Load Batch Job”
topic for information on how this job updates the Catalog Maintenance table.

In order to perform any update to the Catalog Maintenance table, the Master Agreement’s Phase must be
Draft. If the MA’s Phase is not Draft, then an error will be returned upon performing any action on the
Catalog Maintenance table. Note: If the MA’s Phase is Final, items may still be reviewed but not updated.

If an MA transaction is archived then the corresponding catalog records on Catalog Maintenance will also
be archived. If an MA transaction is restored then the corresponding catalog records will also be restored
to Catalog Maintenance. Please refer to the "Transaction Archiving” topic in the CGI Advantage Financial
- Transactions User Guide for more information.

Related Topic(s):

e Catalog Summary Inquiry
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e Inventory Catalog Crosswalk

Agreement Catalog Picture Attachment

The Agreement Catalog Picture Attachment table contains all of the pictures (image files) associated with
the catalog records. This table can be updated by the Catalog Load Batch job or through manual
updates. Please refer to the "Catalog Load Batch Job” topic for information on how this job updates the
Agreement Catalog Picture Attachment table.

In order to perform any update to the Agreement Catalog Picture Attachment table, the Master
Agreement’s Phase must be Draft. If the MA’s Phase is not Draft, then an error will be returned upon
performing any action on the Agreement Catalog Picture Attachment table. Note: If the MA’s Phase is
Final, items may still be reviewed but not updated.

If a user wants to manually add pictures to this table, then all of the identifying information about the
Master Agreement must be provided. The Picture File Name must also be provided. The Picture File
Name should match the Picture File Name associated with the catalog record. The Picture File must be
saved with one of the following extensions: .jpg, .jpeg, .png, .bmp, or .gif. After populating the fields in the
scalar tab of this table click on the Save link. If the MA transaction’s Phase is Draft, then you can click on
the Attachments link. This link transitions you to the Attachments page. From this page you can select
the Upload link to transition to the Upload Attachment page. The Attachment File, Description and
Attachment Type fields are required to upload a picture file to the Agreement Catalog Picture
Attachment table. The picture file selected in the Attachment File field must have an extension of .jpg,
.jpeg, .jpeg, .png, .bmp, or .gif. The Attachment Type must be Catalog Picture. Click on the Upload link
to load the picture to the Agreement Catalog Picture Attachment table.

Note: Only one full-size picture file and one thumbnail picture file is allowed per catalog record.

The Catalog Load Batch Job adds the pictures files to the appropriate Commodity Catalog Line Type on
the MA transaction as an attachment.

If an MA transaction is archived then the corresponding catalog records on the Agreement Catalog
Picture Attachment table will also be archived. If an MA transaction is restored then the corresponding
catalog records will also be restored to Agreement Catalog Picture Attachment. Please refer to the
"Transaction Archiving” topic in the CGI Advantage Financial - Transactions User Guide for more
information.

Catalog Load Batch Job

The Catalog Load Batch job loads the vendor’s catalog file to the Catalog Maintenance table, and then
attaches the Catalog File to the Master Agreement Commaodity Line. The job also unzips all Catalog
Picture files and attaches them as individual records to the Agreement Catalog Picture Attachment table
and then attaches the zip file to the Master Agreement Commaodity Line. Please refer to the CG/
Advantage Financial - Procurement Run Sheets guide for more information.

Catalog Indexing Batch Job

As part of the Shopper (SHOP) search functionality, described in the "Shopper Search Fields" topic, you
can enter a single search value and search against multiple columns on various source data objects. In
order to accomplish this, the Catalog Indexing batch job adds a special index to each table that needs to
be included in the search. A single index on a table can cover multiple fields, and the syntax for defining
this index allows you to be able to index multiple columns for full text searching and then utilize the
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information for searching. Please refer to the CGI Advantage Financial - Procurement Run Sheets guide
for more information.

How to Search for Catalog Items

Once the Catalog Indexing Batch job has been run, Advantage provides several pages that allow you to
search for catalog items. Each of these methods is discussed in prior topics. Click on the links below to
transition to these tabs for more information.

e Shopper (SHOP)
° Catalog Maintenance Table

o Catalog Summary Inquiry Table (CATQ)

How to Order Catalog ltems

Users can order Catalog items by creating a Delivery Order (DO) transaction that references a Master
Agreement (MA) with a Commodity Line Type of Catalog. While the MA’s Commodity Line Type must be
Catalog, the DO’s Line Type will be ltem. The Supplier Part Number is a key field that is required when
a DO transaction is referencing an MA with a Line Type of Catalog. This field contains a pick to the
Catalog Maintenance table, and is filtered by the MA transaction and Commodity Line from which it was
selected. Once this value is chosen, all of the catalog specific information is inferred from the Catalog
Maintenance table.

Please refer to the "PO Transaction Type” topic for more information about the Delivery Order transaction.
Please refer to the "Initiate Checkout Process" topic for information about creating a Delivery Order from
the Shopper (SHOP) page.
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Assembly Process

The Assembly functionality is available on the SO, PO, and MA Transaction Types. This process
assembles specific transaction tabs, all of the attached Terms and Conditions, and all of the Supporting
Transactions attached to the transaction within a single formatted PDF transaction. Before the Assembly
functionality can be initiated, all CGl Advantage transactions that support the Assembly Process must first
be defined and configured on the Assembly Configuration table. Please refer to the "Assembly
Configuration” topic for more information.

The Assembly functionality allows you to generate an Adobe Acrobat version of the transaction on-
demand when the Assembly Request link on the Header of the transaction is selected or when a
transaction is processed with a Phase of Final, the system automatically generates a PDF
transaction. Please refer to the "On Demand Assembly Process” topic and the "Automatic Assembly
Process” topic for more information.

The Assembly process supports the fonts provided with Adobe. When a font within the source
transaction differs from those supported by the Adobe infrastructure, the system will select a format as
similar to the source transaction as possible. A list of supported fonts is:

e Helvetica (normal, bold, italic, bold italic)
e Times (normal, bold, italic, bold italic)

e  Courier (normal, bold, italic, bold italic)
e Symbol

e Zapf Dingbats

A site, at no additional cost can add to the fonts provided by Adobe by installing the fonts they require on
site. This process is described in the CGI Advantage Assembled Transaction: Formatting Objects
Processor User Guide.

The Assembly Request page allows you to view the current and previous status of the Assembly Process
submitted by the current user for the source transaction associated with the Assembly Request action.
Refer to the "Assembly Request" topic for more information.

Once the Assembly Process job has completed and the PDF transaction is generated, if there is a
previous version of a PDF attachment for the same version of the transaction, the system deletes the
prior version of the PDF attachment and attaches the most current version of the PDF for that version of
the transaction. For example, if a transaction is in a phase of Draft (Version 1) and you have selected the
Assemble Transaction action, the assembly process generates the PDF Version 1 based upon the
information entered in Draft Version 1 of the transaction. If you make changes to the Draft (Version 1) of
the transaction, submit the transaction to Final and then again select the Assemble Transaction action,
the system deletes the prior PDF version and generates a new PDF attachment.

If a finalized transaction is modified (Version 2) and you select the Assemble Transaction action, the
assembly process generates a PDF for Version 2 of the transaction. In this example, when Version 2 of
the transaction is submitted, the generated PDFs for both Version 1 and Version 2 are attached to the
transaction and available for you to view.

The PDF file is available on the Header as an attachment with the Attachment Type of Assembled
Form. The generated transaction can then be downloaded from the transaction Attachment page. If the
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transaction is a Solicitation, then the PDF will also be available to vendors in Vendor Self Service by
clicking on the PDF button on the Solicitation Details View page.

On Demand Assembly Process

You can initiate the Assembly Process for a transaction, regardless of its Phase, at any time by clicking
on the Assembly Request link. This link transitions you to the Assembly Form Selection page. The
Assembly Form Selection page allows you to select the form template, which provides the input
necessary for the generation of the PDF file. The Print Job Code field provides a pick list to the
Assembly Configuration. The list is filtered by Transaction Code and only displays those Print Jobs that
support transaction printing based on the given phase that a transaction is in. Select the Hide Inactive
Procurement Lines flag if you do not want to assemble inactive lines (that is, you do not want to
assemble lines that have the Inactive Lines flag selected). If you do not select the Hide Inactive
Procurement Lines flag, then active and inactive lines are assembled. Once you have selected the
appropriate template you can click on the Submit Assemble Request link on the Assembly Form
Selection page. This link launches the Assembly Process and transitions you to the Assembly Request
page. You can return to the transaction from the Assembly Request page by clicking on the Back link.

If you are on the Assembly Form Selection page and you want to return to the transaction without
initiating the Assembly Process job, you can click on the Cancel link to cancel out of the page and return
to the transaction.

Automatic Assembly Process

When a transaction is set up on the Assembly Configuration table, and the Assemble External Terms
and Conditions parameter is set to True on the Applications Parameters table, when the transaction
goes to Final the system automatically initiates the Assembly Process. Before the transaction goes to
final you can choose a form in the Default Form Field on the Header of the transaction. A pick list is
provided to the Assembly Configuration page. You can also leave this field blank and the form indicated
in the Default Form Field for your Transaction Code on the Procurement Transaction Control (PRDOC)
is used.

Note: Inactive lines will not be assembled if the Default flag is selected for the Hide Inactive Procurement
Lines Print Action on the Transaction Print Action page.

Assembly Request

The Assembly Request page allows you to view the current and previous status of the Assembly Process
submitted by the current user for the source transaction associated with the Assembly Request. This
page allows you to view all of the PDF files you have created or are creating for the current transaction.
After the Assembly Request action has been invoked on a transaction, the system adds a record to the
Assembly Request page. The Assembly Request Cleanup job can be run from the Batch Catalog to
remove records from the Assembly Request table. Based on parameters, you may select the records you
wish to remove from the table. Please refer to the CG/ Advantage Financial - Procurement Run Sheets
guide for more information.

Related Topic(s):

e Assembly Configuration table
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Matching

Matching is the automated process of generating Payment Request (PRM or PRMI) transactions that
reference Purchase Orders according to specific criteria. The PRM and PRMI transactions cannot be
modified. The transactions are automatically generated in the Final Phase. Matching is NOT a single
entity, but a conglomeration of:

e Rules - configured by the client

e Tables - used to store information

e Programs - used to com