ePROCUREMENT 8.8
CONTRACTS

Create the Contract (MTA)

Create the Contract (MTA) using the below navigation.

Enter a Contract ID name using the Vendor, Month, and Year
For Contract Process Options, select Purchase Order
Click the Add button

| | Add/Update Contracts % | || Add/Update POs = +

| \._(_-,,. :"—> =) IEI lbl.gow | https://fmsbbdevz.lbl.gov:B101/psp/fmsbox/EMPLOYEE/ERP/c/AL

PhoneBook | | FMS - Gmail | | Calendar - LBNL 4 Google <, BRS |[|5 R1s @ Ge

=l

Favorites Main Menu > Purcrlasing b Pmcuremegt Contracts > Add/Update Contracts

Contract Entry

Find an Existing Value Add a New Value

SetiD: LBNL Q@

Contract ID: \YEI OCT 2011
Contract Process Option: General Contract |L]
General Contract
Prepaid Voucher
Add Prepaid Voucher wi Advance PO

Purchase Order
Recurring PO Voucher
Recurring VYoucher

Find an Existing Walue | Ad Release to Single PO Only
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eProcurement 8.8
Contracts

On the Contract Screen, enter the following minimum information:

Vendor/Vendor ID

Begin Date

Expire Date

Maximum Amount (total to be spent on the Contract)

Check Allow Open Item Reference

Check Price Can Be Changed on Order

For Line 1 of the contract, enter a Description, UOM, and Item Category

@ Home | Worklist | Add to Favorites | Sign
Favorites Main Menu > Purchvasing > Procurement Contracts > Add/Update Contracts

Mew Window | Help | Customize Page | [5

Contract Create Releases Review Releases

SetiD: LBNL Copy From Contract *Status: Open -

Contract ID: YEI-OCT 2011

Process Option: Purchase Order Add Comments Activity Lo

Vendor: YEI ENGINEERS €, Vendor Search Contract Activities Document Status
“Vendor ID: WQ YEI ENGINEERS INC Erimary Contact Info Contract Thresholds
*Begin Date: SR |5
Expire Date: 09/30/2012 [ Maximum Amount: 1,000,000.00 ygp
Currency: WQ IWQ Total Line Released Amount: 0.00
PrimaryContact | |Q Open ltem Amount Released: 0.00

Vendor Contract Ref: |

Description: | Total Released Amount: 0.00

Master Contract ID: Q
[T rax Exempt

* Order Contract Options

Allow Multicurrency PO Allow Open ltem Reference [] Must Use Contract Rate Date

Corporate Contract [”] Adjust Vendor Pricing First Rate Date: 09/29/2011 [5

[T] Lock Chartfields Price Can Be Changed on Order

PO Defaults PO Open ltem Pricing *Dispatch Method:  Print ~ _ Dispaten |
Catalog ltem Search

Order By Amount tem Information T Default Schedule lease Amounts T Release Quantities

uom
Q ASE MTASenvices £ [Ea la [ARCH g

View Caﬁgﬂﬁierarchy Category Search

B save | =] notify | ) Refresh Eradd | ZUpdate/Display | [E# Correct History

Contract | Create Releases | Review Releases
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eProcurement 8.8
Contracts

Click the Line Details icon for Line 1 (circled in red above) then enter a Price Location

Expand the Pricing Information area

Click the Price Loc lookup icon

Select USD

Click the OK button at the bottom of the screen

Click OK to ignore the warning that says “Warning — Unit price has no value on line 1.”

pe—

Favorites Main Menu - Purd'lasing » Procurement Contracts * AddfUpdate Contracts

Look Up

Look Up Price Loc

Vendor SetiD: LBML
Vendor 10: 0000000061
Vendor Location: pegins with |

Look Up Clear Cancel | Basic Lookup

Search Results

tion |Currency Code
usD
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eProcurement 8.8
Contracts

Finish the Contract:

e At the top, change the Status to Approved
At the bottom, click Save
¢ Click OK to ignore the warning that says “Warning — Unit price has no value on line 1.”

mmé‘ﬂ

Favovrites : Mainvl'u'lenu > Purdlasing *  Procurement Contracts > Add/Update Contracts

New Window]

Contract Create Releazes Review Releases

SetlD: LBMHL Copy From Contract *Satus: Open :

Contract ID: YEIOCT 2011
Cosee

On-Hold
Process Option: General Contract Add Comments ity Log
Vendor: EIENGIMEERS (O Wendor Search Contract Activities Document Status
“endor 1D WQ YEl ENGINEERS INC Primary Contact Info Contract Thresholds

*Begin Date: 10/017201 [ Amount Summary
Expire Date: 09/30/2012 &) Maximum Amount: 1,000,000.00 ysp

Currency: USD |Q |CRANT |G Total Line Released Amount: 0.00
Primary Contact: Q Open Iltem Amount Released: 0.00

Vendor Contract Reﬂ

Description: | Total Released Amount: 0.00
Master Contract ID: Q
D Tax Exempt

* Order Contract Options

Allow Multicurrency PO Allow Open ltem Reference D Must Use Contract Rate Date

[¥|corporate Contract [T Adjust Vendor Pricing First Rate Date: 09/29/2011 |3

[“JLock Chartfields Price Can Be Changed on Order

PO Defaults PO Open kem Pricing *Dispatch Method: Print ~  Dispatch |
Invaice Humber: [ Gross Amount: | 0.00 usp
AP Business Unit: I—Q Freight Amount: [ 0.00
Accounting Template: Q Sales Tax Amount: | 0.00
Payment Terms ID: Q VAT Amount: | 0.00
Basis Dt Type: —v Misc. Amount: 0.00

Miscellaneous Charges Retention

Add ltems From

Catalog tem Search

Lines Customize | Find | View A1l | ) | B8 Fit B 4 or 1 B Lot
r
Details. T Order By Amount T ltem Information T Default Schedule T Belesse Amounts T Release Quantities

Description Merchandise Amt
0 0, ASEMTAServices . I [EA O |arRcH O | O™ B Active =
Wiew Category Hierarchy Category Search
[& save | [=] MNotify | 4 Refresh [EsAdd | Flipdate/Display | EF Comect History
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eProcurement 8.8
Contracts

Create the Task Order (PO Release)

Create a PO Release the same as you create a regular PO:

Add a new PO number to the system

[ )
e Enter the Buyer and the Contract’'s Vendor
e Copy the requisition onto the PO
e Inthe Lines area, click the Contracts tab
e Search for the Contract 1D with the lookup icon (magnifying glass)
e Process the PO as usual. (The Item Category should match that of the Contract.)
;Egﬂ mhl Workist | Add to Favorites | a_uﬁ

Favorites Main Menu > Purchvasing > Purchasg Orders » Add/Update POs
- i -
MNew Window | Help | Customize Page | [E]

Maintain Purchase Order
Purchase Order

Unit: LBRL PO Status: Open ~ )4
POID: FO60028 Budget Status: Not Chk'd B iE R
Copy From: - ["] Hold From Further Processing

*PO Date: 10/03/2011 [ Vendor Search
Vendor YEIENGINEERS @ Vendor Details

*Vendor ID: 0000000061 Q) YEIENGINEERS INC Receipt Status: Mot Recvd
*Buyer: PHTENNYSOM @, Tennyson,John H *Dispatch Method:  Phone - spatch
PO Reference: | Amount Summary
HeaderDetalls PO Actiities Add ShipTo Comments Merchandise: 1000.00 —
" . alculate |
PO Defaults Document Status FreightTax/Misc.: 0.00

Edit Comments Requisitions Iod Table Details Total Amount: 1000.00 USD

Add tems From Select Lines To Display

Purchasing Kit Catalog ltem Search Line: aQ To: Q Retrievel

Lines
" Details T Ship To/Due Date T Statuses T Item Information T Aftributes T Co

First 0 10of1 Lo Last

Contract ID Release |Milestone Line
1 [E2 TaskOrder#1-Building 50 [LBNL < |YEIOCT 2011 Q| Q. NEXT =]
View Printable 7| Pri il? %! Pri i ?
e [¥] Print PO Detail? [¥] Print Trial POICopy ? “Goto: -~ More . [=]

& save | L\Return to Search | 1ElPrevious in List | +E| Mext in List | =] notify | %) Refresh | Eradd | JEupdate/Display
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eProcurement 8.8
Contracts

Viewing Contract Releases

Standard on-line Inquiry Screens and Reports can be used to view PO releases (Task Orders)
placed against the contract. To use the Review Contracts by PO Inquiry screen:

Navigate to the Review Contracts by PO screen as shown below
Enter or search for a Contract ID

Click the PO with Contract box

Click the Search button

-‘;—r_i‘—}-l ﬂ Search: o
) | Home | Workist | AddtoFavorites | Sign out
Favorites Main Menu > Purdlasing > Procuremegt Contracts » Review Contravct Information > Review Contracts by PO

PO Contract Line

Mew Window | Help | Customize Page |

hEER

“SetiD: LBNL | Q PO with Contract

*ContractID: | YEIOCT 2011Q, [] PO without Contract
Search

Item ID: | Q earcl

List of Purchase Orders Customize | Find | View Al 21| 8 First B 4 or 1 B Last

UpToDt Amt

A list of POs associated with the Contract is displayed. To view information about the PO or go
directly to the PO:

e Click the box to the left of the PO
e Click one of the links at the bottom of the screen

,:_E‘_}‘lﬂ Search:
e Home | Workist | AddtoFavortes |

Fa\rovr'rtes Mainvl'l-'lenu > Purchvasing b Procuremegt Contracts > Review Contravct Information > Review Contracts by PO

PO Contract Line

Mew Window | Help | Customize Page

*SetiD: LBNL |Q PO with Contract

*ContractID: | YEIOCT 20110, [] po without Contract
Search

Item ID: [ Q il

List of Purchase Orders Customize | Find | View A1 | 0] B First B 4 o ¢ B0 Last

UpToDt Amit

Task Order #1 - Building 50 Boiler

LBNL 6969028 1 Active 1.00 1000.000 USD System Design Senvices

Inguire Update Activity Summary
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eProcurement 8.8
Contracts

The Contract screen itself gives you a summary of the total release amount on the Contract

Favorites | Main Menu Purd’lasing »  Procurement Contracts > Add/Update Contracts

New Window | Help | Customize Page | B
Create Releazses

SetiD: LBNL *Status: Approved -
Contract ID: YEIOCT 201
Process Option: General Contract Add Comments Activity Lo
Vendor: YEIENGINEERS Contract Activities Document Status
Vendor ID: 0000000061 YEIENGINEERS INC. Primary Contact Info Contract Thresholds
Begin Date: tomt72011
Expire Date: 09/30/2012 Maximum Amount: 1,000,000.00 UsD
Currency: usoD CRRNT Total Line Released Amount: 0.00
Primary Contact: Open ltem Amount Released: T
Vendor Contract Ref: M
Description: Total Released Amount: 1,000.00
Master Contract ID: Remaining Amount: 595,000.00

Tax Exempt Reamaining Percent: 599.90
=~ Order Contract Options

Allow Multicurrency PO Allow Open ltem Reference Must Use Contract Rate Date

Corporate Contract Adjust Vendor Pricing First Rate Date: 09/29/2011

D Lock Chartfields Price Can Be Changed on Order
PO Defauts PO Open ttem Pricing *Dispatch Method: Print ~| _Dispateh |
Invoice Number: Gross Amount: 0.00 USD
AP Business Unit: Freight Amount: 0.00
Accounting Template: Sales Tax Amount: 0.00
Payment Terms ID: VAT Amount: 0.00
Basis Dt Type: Misc. Amount: 0.00
Miscellaneous Charges Retention

Catalog ltem Search

ize | Find | View All | @ First B0 1 of 1 B Las
" Details | OrderBy Amount | item Information | Default Schedule | Release Amounts | Release Quantities I

Description Merchandise Amt

1 By ASE WTA Services € EA ARCH O mBEE Active
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