B3190 Telecom Devices and Access Program
This contract was bid out using the APCAT principle. All orders against this contract are to be placed using the APCAT ordering process.  The non asset APCAT ordering process/instruction manual is included later in this document.

If there are any questions about how to use this contract please send an e-mail to the content team at content.group@tn.gov .
The winning vendor for this contract (#0000000000000000000020548) is Harris Communications, for Telecommunications Devices. The vendor contract administrator name is Tricia Meger, her contact information is (1-800-825-6758) ext. 745, or Telephone (952)-974-4745 and her e-mail address is tmeger@harriscomm.com. The vendor number is 0000000606.

In order to access the vendor’s catalog for list pricing before % discount go to 2009/2010 catalog at ( www.harriscomm.com ).  That is the full catalog on a web page.  To be billed Net 30 Days, State agencies and businesses may either mail or fax purchase orders to 952-906-1099.  Orders typed on company letterhead may be substituted for purchase orders. To avoid duplication, please do not fax and then mail a copy for confirmation unless clearly marked as “confirmation” only. 

The NIGP code for most of the purchases against this contract will most likely be 

839-80. If that codes does not fit what you are purchasing, you will need to go to the link below; http://state.tn.us/generalserv/purchasing/alphanigp.html , and choose the more appropriate NIGP code for each item that you are buying.  

In the event that what you are buying from this contract is considered an asset you will need to request an item id from the Content Team.  

An instruction document showing how to purchase an asset is available at link below.  The (Asset ordering) document does have some information from the Asset team helping determining what is considered an asset.  

http://state.tn.us/generalserv/purchasing/for_training.html
Once you have concluded that what you are buying is considered an asset, you will need to submit an item id request spreadsheet to content.group@tn.gov before you start creating your requisition.

The item id request spreadsheet (Item Request Spreadsheet) and instruction (Item Request Instructions) documents are both available at the same web page as the Asset ordering document.

B3190 Telecom Devices
The % discounts for each catalogue on this contract are listed below;  

Lines 3 through 8
3. Telecommunication Devices, Telecommunicators, Display Terminals, for All Hearing and Speech Impaired usage.
      (discount  - 41%  off list for parts in this category of the catalog.)
4.   Brailphone, Generation IV for All Hearing and Speech Impaired Usage 

      (discount - .21%  off list for equipment in this category of the catalog.)
5. Mobility Devices, for All Hearing and Speech Impaired
      (discount - .41%  off list for equipment in this category of the catalog.)

6.  Cognitive Devices, for All Hearing and Speech Impaired Devices 
     (discount - .22%  off list for equipment in this category of the catalog.)
7.  Disability Devices, for All Hearing and Speech Impaired
            (discount - .32%  off list for equipment in this category of the catalog.)
8.  Telephone,Cellular, for Deaf, Vision Loss, Mobility Disability, and Hard of                                                 Hearing
            (no discount (net) off list for equipment in this category of the catalog.)

Procurement requests to order from an Existing Term Contract are processed through the eProcurement Requisition method.  Contracts must be set up prior to having releases processed. There are several different subtypes of Contract Release Orders, but the only difference is where the Line Items are entered in ePro.

· Contract Lines with existing Item IDs that are not assets are pulled through the Catalog tab.

· Contract Lines bought through Direct-Connect contracts are pulled from the Web tab. Current Direct-Connect vendors are viewable on the Web tab. 

· Contract Lines without a set price must be done through the Special Request tab. This includes "generic" Assets, "parts plus" lines, "APCAT" lines, "Time and Labor" lines and any other contract item or service that cannot have one pre-set, unchanging price. 
Creating Requests

Contract Release Orders

1) You must first be logged in to Edison. After logging in, click the FSCM link under the Enterprise menu, on the left side of the page. 
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2) The next step is to navigate to the Create Requisition page. Click on eProcurement from the left-hand menu. Then click Create Requisition, as shown in the picture below.
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3) Clicking on Create Requisition will bring up a new page, with a title saying Create Requisition. This page has links to required sections, grouped under three main tabs. These are numbered in a strip at the top; and the current tab will be highlighted in yellow. 
[image: image3.png]Create Requisition

_ [Ey  2Addtemsand sevices B 3.Review and Submit

Speciy requisition name, requester, and other information that applies to the enir requisition.

BusinossUnit. 12101 | General Senices
*Requester: TN2_PU_EPRO_AGENCY_REQUESTC @ TN2_PU_EPRO_AGENCY_REQUESTOR"Currency: u:
Reaquisiton Name: Doctype: | |2 pronty:  [Wedum ||

> Line Defauits




Step 1:  Define Requisition
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4) To create a Requisition, the Define Requisitions tab should be highlighted in yellow. If not, click on Define Requisitions. Make sure the Business Unit and Requester defaulted in correctly.  

a. Requisition Name: Click in the Requisition Name field and then type in the name. The name must include a brief description of the item ordered. 
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5) After naming your Requisition, click the Continue Button. [image: image6.png]Continue




Step 2:    Add Items and Services
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The next step is to search for Items to add to the Requisition. The way you will add items to the Requisition depends on if you are able to find an appropriate Item ID, and how the Item ID is set up to be used.

Special Request

This section assumes that you do not have a valid Edison Item ID that is associated to a contract and has a set price!

1) To enter a Special Request, click the “Special Request” tab, then click the “Special Item” link.
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The Special Request tab has several required information fields, listed below.

All the fields marked with an asterisk (*) must be completed. 

· Item Description: This is used to enter a detailed description of the item. Begin with a noun and follow with descriptive terms. Please note: This cannot be used for items that must be tagged as “assets”. Please see the “Generic Asset Ordering” instructions for more information. 
· Price: This is the estimated price for the item. 

· Quantity: This is the quantity needed.

· Unit of Measure: This is used to select a Unit of Measure. Press the Lookup Button to pull up a list of valid Unit of Measures.  Select the appropriate Unit of Measure from the list.  (If multiple items, unit of measure will be “Lot”. If request is for a job, use "EA" for Each.)

· Category:  This is the National Institute of Government Purchasing (NIGP) code category. NIGP codes are the standard being used for Edison, replacing the old Tennessee Commodity Code (TCC) system. Press the Lookup Button to pull up the NIGP search screen, shown below. 
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· Start off by changing the drop-down box from Description to Category. Type “-00” into the Search field, without quotes, then press the Find button. This will bring up a listing of the generic NIGP Category codes at the header level. A “header” NIGP code has the format xxx-00 with the “xxx” replaced by a three-digit number. Pick a generic header from this list and write it down.

· Type the first three digits of the Header into the Category field and press the Find button. This will return a list of all the valid NIGP codes within that header. 

· Select the appropriate code from the list by clicking the link in the Category column. This will return you to the Special Item screen. Appropriate Codes cannot end in -00. 

· After entering in all the required fields (listed above), press the Add Item button. After all the requested items are entered, click the Review and Submit tab located at the top right. An example of a completed Special Request is shown below. 
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2) After entering in all the required fields press the Add Item button ([image: image11.png]Add tern



).

3) After inputting the desired quantity, click the Add ([image: image12.png]B add



) button. Once added, the item and quantity will appear in the Requisition Summary box on the left side of the page, as shown below. 
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Repeat this process for all additional lines that must be on the contract release order. After all the requested items appear in the Requisition Summary box on the left side of the page, click the Review and Submit tab located at the top right. You will now go to step 3, Review and Submit.

Step 3: Review and Submit
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Reviewing and Submitting Requisitions: The last step of the eProcurement process is the Review and Submit page. It contains a summary of the Requisition information, along with notes and Justification. The first thing you must do on this page is enter your Document Type. For Contract Release Orders, use DCR.

[image: image15.png]General Senvices
frobe08 11001

(Guard Senvices

@ RobertJ Hamblin
DocType: [DCRQ

Medium





1) You must now add any additional information to the Line Comments section. There is a Comments icon for each line, located on the far right of the page. Click the Comments icon ([image: image16.wmf]) to go to the Comments screen, where you can either type information directly into the field or add supplemental documents as attachments. 

[image: image17.png]Line Comments

572,640 USD

1 Offce Supplies 10000 Lot

5

[sendtovendor [ Show atReceipt [ Show at Voucher





· Note for orders combining multiple items off of one APCAT Line: You must use the Line Comments section to attach a listing of what items are included in the "Lot" you are ordering. This is generally done by attaching a scanned copy of the invoice received from the vendor. 

To attach any supplemental information that is contained in a separate Word, PDF or Excel document:

1. Click the Add Attachment button. ([image: image18.png]Add Attachment



) This takes you to the Add Attachment page. 
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2. Click the Browse button ([image: image20.png]Browse.



). This opens up a window to let you search for files on your computer. 
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3. Select the file, then click the Open button ([image: image22.png]Open




). This takes you back to the Attachment page, with your filename located in the window. 
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4. Click the Upload button ([image: image24.png]


) once the file is found.

5. Repeat for all necessary files on that line.

2) Once all Attachments and Comments are entered, clicking OK on the Line Comments screen will take you back to the main page. 

[image: image25.png]Requisition Lines

Line Description Vendor llame Quant vou Price Total
-0 1 10000, Lot 572640 57264
~ Consolidate with other Reqs Override Suggested Vendor
p— =
‘Shipping Line: 1 Due Date: B Quantity: [1.0000
Status: Active *ship To: a =

Attention: |Robert J Hambiin

SpeedChart:

\nnnnnLQ \ +.0000 \ 1000000 5726432101 Q [709000Q [¥] [





APCAT Contract IDs: 


Important! Each APCAT line on the Requisition must have the Contract ID associated with it. To do so, scroll to the right of the screen and click on the Line Details icon. [image: image26.wmf] This is located next to the Total (shown below as 250.00).
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Clicking the Line Details icon will bring you to the Line Details page. 
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Click the Expand button ([image: image29.wmf]) next to the Contract section. [image: image30.png][» Contract



 

Click the Lookup Icon next to the Contract ID field. [image: image31.wmf] Choose the contract from the numbers listed. If you know the contract vendor you are ordering from, you can enter their name into the Short Vendor Name field. 
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After choosing the contract, it should populate into the Contract ID field.
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Then press the OK button at the bottom of the page to return to the main Review and Submit page.
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3) Once all attachments are included for each line, review the lines to make sure they are correct. To view the entire line table, scroll to the right using the scrollbar at the bottom of the screen. 

Possible Changes: 

Altering Quantity:
The Line, Description, Vendor Name, Quantity, UOM, Price and Total are all pulled over from Step 2. If changes need to be made to the Quantity, click on the Quantity field and type in the new amount.  

Deleting Lines: 

If a line needs to be deleted, click the check box next to the line, then press the Delete button. This will delete the line. If you only have one line, you cannot delete it. Once a line is deleted it cannot be recovered. You must re-enter the line from step 2, (Enter Line Items) if you delete it. 

Sections to Review/Modify: 
Shipping Addresses:
To modify a Shipping Address, you must first expand the table by using the Expand Section button. This will show the *Ship-To field. It may be blank, or may default to PMFMSHIPTO, both of which must be changed.
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· Click the Lookup Icon ([image: image36.wmf]) next to the Ship-To field. This brings you to the Look Up Ship To page. 
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· Use the Look Up Ship To screen to find your specific Ship To location. Type part of your building name or address into the Description field. Change the drop-down from "begins with" to "contains". Then press the Look Up button. This will pull up a list of agency locations. 

[image: image38.png]begins win [+,

contans _[v]fower

tookUp | Clear | _cance |masict oo

Search Results.

[ 1707 [3]

0000000019
0000000020
0000000021
0000000014
0000013631
0000014342

BLUE BIRD TOWER 395 FIRE TOWE
BLUE BIRD TOWER 395 FIRE TOWE
BLUE BIRD TOWER 395 FIRE TOWE
LAUREL GROVE TOWER_WALAND R
NASHVILLE/TENNESSEE TOWERICC10
TENNESSEE TOWER COMPLEX




Click the location that seems correct. This will send you back to the main page. Use the Modify Shipping Address link, located to the right of the Ship-To field to check the pulled address. This brings up the address information tied to that Ship-To location. [image: image39.png][=] Modify Shipping Address
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Verify that the information is correct. If it is not, choose a different Ship-To location

From here, you can continue on with the Requisition. 
Chartfields:

All Chartfield (“Accounting”) information should default in based on the User’s Profile preferences. 

Each of the fields listed below must have information populated in them. 

· Location: Found on the Chartfields1 tab. 

· GL Unit: Found on the Chartfields1 tab.

· Account: Found on the Chartfields1 tab. 

· Fund: Found on the Chartfields2 tab.

· Department: Found on the Chartfields2 tab.

· Location CF: Found on the Chartfields2 tab.
If this is not the case, this means one of two things. Either the user's setup is incorrect, or the user is a "Buyer" for many separate locations at an agency (Centralized Procurement). 

· If the user’s setup is incorrect, they must contact the Edison Helpdesk to request that their access, rolemapping and preferences be corrected. They may need to work with their Agency Fiscal Office and Agency Security Administrator for more information on this process. 

· If the user is a Centralized Procurement officer for many locations in their agency, they will have to work with their Agency Fiscal Office to obtain all the correct Chartfield information for each location they buy for. 

The Central Procurement Office is not able to view, access, change or review individual Account Preferences, and does not have access to what the “correct” Account/Chartfield information should be for any given location. This is the sole responsibility of the Agency and Agency Fiscal Office. 

· Repeat as necessary for all lines


Justification/Comments:

This section is located at the bottom of the Review and Submit page, and is used to record the justification for ordering an item from a contract. Click in the field and begin typing.
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You must include:

· "Submitting Contract Release Order." (This must be at the beginning of the comment)
· An explanation of what the request is for. This would be something like “This is an order from Contract for Security Guard Services”. 

· Your contact information, including name and phone number.

Once all this information is completed, you can review the Justification as a whole by checking the "Expand Section" button ([image: image42.wmf]).

After the justification section is completed, you must Budget Check the document.

Budget Check

1) To Budget Check the Requisition, press the “Check Budget” button. This must be completed in order to pre-encumber funds. The Budget Check Status will return as "Valid" once Budget Check is completed. 
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2) After Budget Check, press the “Save and Submit” button to send the Requisition for Approvals.
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3) Once the Requisition has been saved, a screen appears showing the approval path. It will have a Requisition ID number underneath the Requisition Name. This is used to search for the Requisition if needed later. This screen also shows the Approval paths. 

Approvals

a) To view more information on the approvers, click on the “Multiple Approvers” ([image: image45.png]Multiple Approvers



) link. This will bring up a window with a list of all the approvers currently assigned to the Requisition. 
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b) T o add additional approvers, click the Insert Approver button. ([image: image47.png]


) This will bring up a new window. Select the User ID of the approver to be added by clicking the Lookup button ([image: image48.png]


) next to the User ID field, then selecting the User ID from the list. The Approver you wish to add must be in the system as an Approver before you can select them.
i. Use the Radio Buttons below the User ID Field ([image: image49.png]


) to select if the person will be added as an Approver or Reviewer. Reviewers receive a notice through their Workflow to review the item, but are not required to approve. Approvers must approve to continue the process. 
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ii. After selecting the Approver’s User ID and their function (Approver or Reviewer), click the Insert ([image: image51.png]Insert |



) button. This returns you to the main approval screen.
Requisitions must pass all approvals before being sent on to create a Purchase Order.

· Note on Approvals: The eProcurement Requisition process is being taught as the main method for all forms of Procurement because it automatically builds necessary approvals based on the item’s NIGP code, the dollar amount of the purchase and the business unit. These approvals are set up in Workflow by Edison, and include all commodity approvals.
· Any problems with Workflow need to be called in as a ticket to the Edison Helpdesk (741-4357).

To view the status of the Requisition, go to the Manage Requisitions page. Click eProcurement, then Manage Requisitions.
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Scroll down until the Requisition number is found, or use the Search function to search by the Requisition ID ([image: image53.png]Requisition ID: Q



).

The Approval Status and Budget Check status of the Requisition are listed in this table. 
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· Once the Approvals have been met, the Requisition Approval screen will change to show that the Requisition has been approved. See the picture below for an example.
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When the Requisition is approved, you are ready to proceed.
Creating Purchase Orders

1) Contract Release Orders: Navigate to the Purchase Order page by clicking the Purchasing link from the menu, then clicking the Add/Update POs link. 
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2) This will bring up the Search page. Click the Add New Value tab and select the desired Business Unit for the PO. The PO ID will default in. Leave the field at NEXT. Click the Add button.


[image: image57.png]Purchase Order

Business Unit: 32101

POID: NEXT

Tew Value




[image: image58.png]Maintain Purchase Order

Purchase Order

i 22101 PO Status: ot
POID: NEXT Budget Status: Not Chk'd

Copy From: v [ Hold From Further Processing

*PO Date: 1211212008 |} VendorSearch  Sub Contractor Doc Tol Status:  Valid

Vendor ‘@ Vendor Details  Insur/Bond/Cert

*Vendor ID: Q Receipt Status: Not Recvd

“Buyer: a “Dispatch Methoc:
PO Reterences
Header Details PO Activities /Add ShipTo Comments Merchandise: 000 -
PO Defaults FreightTax/Misc.: 0.00

Add Comments ‘Total Amount: 000 USD

Add ltems From

Purchasing Kit

Catalog

Item Search



 

3) Enter the Vendor ID the Purchase Order is going to in the Vendor ID field. For Contract Release Orders, this will be found by looking at the Requisition lines for the contract Vendor assigned to the item. 
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4) Enter your Buyer ID in the Buyer ID field. To do this, click on the Lookup Icon ([image: image60.png]


) located by the Buyer ID Field, then scroll through the list until you find your name. Click the link to return to the main page with the Buyer ID field completed.

5) For Contract Releases, you will be copying from a Requisition created by your Agency Requester. To do so, click the Copy From drop-down box, and select the Requisition option. To do this, you must first have entered the Vendor ID into the Vendor ID field. 
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6) This takes you to the Copy Purchase Order from Requisition page. It is shown on the first picture below. Click the Lookup Icon ([image: image62.png]


) by the Requisition ID field to bring up the Look Up Requisition ID page, shown on the second picture below. Type in your Business Unit if it did not default and press the Search button to bring up a list of Requisition IDs. Find the Requisition you were assigned and click the Requisition ID link. 
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7) Clicking the correct Requisition ID will bring you back to the Copy Purchase Order from Requisition page. Click the Select All ([image: image65.png]


) link to select all the lines for copying.  Then click the Copy to PO ([image: image66.png]Copy To PO



) button to copy the requisition lines over to the PO.  
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8) This should default in all the information from the Requisition, and return you to the main Purchase Order page. Click the Vendor Details ([image: image68.png]


) link, which takes you to the Vendor Details page. 

9) Click the Lookup Icon ([image: image69.png]


) next to the Terms field, and select the appropriate set of Payment Terms. This can be obtained from the Vendor’s quote or the Contract. The default is Net 30.
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10) Check the Address listed to make sure the Vendor address is correct. If it is incorrect, use the Lookup Icon ([image: image71.png]


) next to the Location field to select a different location and use the Lookup Icon ([image: image72.png]


) next to the Address field to select a different address. 
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11) Once the correct address is entered, press the OK button at the bottom of the page to return to the main Purchase Order screen. 

12) After reviewing all the information on the PO, return to the main Purchase Order page and click the Save button, located at the bottom of the screen.
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13) When all options are confirmed correct, you are now ready to Budget Check. This encumbers funds for the Purchase Order.  To Budget Check, click the Budget Check ([image: image76.png]


) icon located at the top right of the page. It will show as Processing for a few seconds, then it will come back with Budget Status: Valid. An example is shown at the top of the next page. 
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14) After completing the Budget Check, click the Save button, located at the bottom of the main Purchase Order page. [image: image78.png]



15) You must now submit the PO into Workflow. To do so, click the Purchasing link on the left-hand menu. Then click Purchase Orders.

[image: image79.png]& Purchasing
Bl Requisitions
B Procurement Contracts
= rders





16) Click the Approve Amounts link under the Purchase Order section.
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17) Use the Search screen that appears to find your Purchase Order by typing the PO number into the PO Number field and changing the drop-down box from Begins to Contains, as shown below. Then press Search.
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18) Click the link for the PO that appears.
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19) This will take you to the Approve Order Amounts screen, shown below. Make sure the drop-down box is set to Approve, then press the Save button. It defaults at Approve. 
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Once all approvals are met, the Purchase Order can be dispatched. 

Dispatching Purchase Orders

1) Navigate back to the main Purchase Order page. The Purchase Order is now ready for Dispatch. Check the Dispatch drop-down menu on the main page, choosing either Print or E-mail. Do not choose Fax, EDX or Phone methods, as those are not currently supported.
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2) Click the Dispatch button, which will only be highlighted if all approvals have been met. This will take you to the Dispatch Options page. Leave the options at default, then press the OK button. 

3) A prompt will appear asking you if you wish to “Wait for confirmation that the PO Dispatch process is complete?” Click the Yes button. After the PO Dispatch process is ran, a new browser window will open.

4) Click the PO Dispatch (listed as PODISP) process in the new window. Click the blue link that says Notify Success. This takes you to the Process Detail page. Click the View Log/Trace link, at the bottom right, to open a list of files. Click the one ending in .PDF to open the finalized Purchase Order to be printed, e-mailed, or faxed to the vendor. 

Your Special Request Contract Release is now complete.
