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Date: 07/20/2016 

Target Audience: Requisition Processor and PO Processor

Purpose: This Supplemental Job Aid provides the Requisition Processor and PO Processor the instructions for the use of the Acquisition Type titled Telecom and the Telecommunications Service Request (STD 20). Instructions are for PeopleSoft 9.2 functionality to be released in FI$Cal effective July 2016. In the interim, users may apply these instructions to PeopleSoft 9.1 because the reportable attachment functionality is used in both versions of PeopleSoft.

The Department of Technology is responsible for developing and describing
statewide policies and procedures on the use of Telecom systems and the procurement of Telecom goods and services by state departments. The State Telecom Management Manual (STMM) provides policies and procedures based on the State Administrative Manual (SAM) Sections 4500-4555 and Government Code Section 11541. When using the Acquisition Type titled Telecom in FI$Cal, Departments shall reference the Department of Technology website to obtain Telecom manuals, information, and the resources necessary to comply with the policies and procedures developed and described by the Department of Technology.

The STND link is http://www.otech.ca.gov/stnd/resources/stmm-online.asp

Using the Telecom Acquisition Type and the STD 20 in FI$Cal:
In FI$Cal, there is a new Acquisition Type titled Telecom. This Acquisition Type should be used whenever a Department is procuring Telecommunication Goods and/or Services as outlined in the State Telecommunications Management Manual (STMM) and State Administrative Manual (SAM). If the Telecom procurement also requires a STD 20, the steps below outline how this is done in FI$Cal.
NOTE: The STD 20 shall be obtained from the Department of Technology’s website and completed by the department outside the FI$Cal system. When the department is ready to proceed in FI$Cal, the completed STD 20 is attached to either the Requisition and/or the Purchase Order.
The Telecommunications Service Request (STD 20) is located at http://www.otech.ca.gov/stnd/resources/forms.asp 

Requisition Example: User will complete all necessary steps required to create a requisition and add items to the shopping cart. See “Create a Requisition” UPK (PO112) for assistance. Once user clicks the Checkout button, the following are specific steps related to choosing the Telecom Acquisition Type and attaching the STD 20:
Step 1: On the Checkout – Review and Submit page: 
· Click the Acquisition Type “Look Up” prompt.
· Select “Telecom” from the list of Acquisition Types displayed.
[image: ]
Step 2: Click the “Add Reportable Attachment” hyperlink located toward the bottom of the page.[image: ]



Step 3: On the Attachment Type page:
· Click the Attachment Type Look-up prompt
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Step 4: Click on the Form Name “STD 20” from the Look Up Attachment Type results
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Step 5: Attach the completed STD 20:
· Click the “Attach” button
· Click the “Browse”
· Select completed STD 20 document
· Click the “Upload” button
· Click the “OK” button
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Note: The STD 20 does not carry over to the PO when using the “Copy from Requisition” feature. See steps below to add to the PO.

Purchase Order Example: User will complete all necessary steps required to create a purchase order and route it for approval. See “Create a Purchase Order” UPK (PO122) for assistance. This example gives specific steps in choosing the AT&T CALNET 3-A contract using the “Copy From” feature, choosing the Telecom Acquisition Type, and attaching the STD 20 to a purchase order for a Telecommunications acquisition:


Step 1: On the Purchase Order page:
· Click “Copy From” drop down and select Contract.
[image: ]

Step 2: On the Copy Purchase Order from Contract page:
· Click on the “Contract ID” Look Up prompt
· Click the “Contract Type” drop down and select Statewide Contract
· Click the “Look Up” button
[image: ]

Note: If the user knows the Statewide Contract ID, it can also be entered in the Contract ID field to narrow the search.



Step 3: In the Search Results, select the Statewide Contract for the CALNET 3-A AT&T contract.
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Step 4: On the Copy Purchase Order from Contract page, the Contract ID field is populated with the Contract ID selected.
· Click on the “Search” button
· Check the “Select” box for the Contract that appears
· Click on the “OK” button
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Step 5: On the Purchase Order page, verify:
· The Supplier and Supplier ID fields populated
· The LPA Contract ID copied over
· The Acquisition Type “Telecom” auto populated (based on the Acquisition Type of the selected contract)
[image: ]

Note: It is recommended to use the “Copy From” feature rather than the LPA Contract ID field look up, because through the “Copy From” feature, LPA contracts are linked to the contract suppliers and will carry over the correct supplier information. If a search were done through the LPA Contract ID field look up, the user would also need to search for the supplier and may select an incorrect supplier.




Step 6: Attach the STD 20:
· Click the “Add Reportable Attachment” hyperlink
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Step 7: On the Attachment Type page:
· Click the “Attachment Type” Look Up prompt
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Step 8: Click on the Form Name “STD 20” from the Look Up Attachment Type results
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Step 9: Attach the completed STD 20:
· Click the “Attach” button
· Click the “Browse”
· Select completed/approved STD 20 document
· Click the “Upload” button
· Click the “OK” button
[image: ]
Send STD 20 to Supplier: User can either attach a hard copy of the STD 20 to the PO and mail or fax it to the supplier or attach it electronically to the PO, if the supplier’s preferred dispatch method is email. User would need to verify this with the supplier and then change the Dispatch Method to “Email”. 
Specific steps to attach the STD 20 and send to supplier within FI$Cal are as follows:
Step 1: On the Maintain Purchase Order, Purchase Order page:
· Click the “Add Comments and Attachments” hyperlink 
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Step 2: On the PO Header Comments page:
· Select the “Send to Supplier” checkbox
· Click the “Attach” button
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Step 3: Attach the STD 20:
· Click the “Browse”
· Select the completed/approved STD 20 document
· Click the “Upload” button
· Click the OK button
[image: ]




Step 4: User can change Dispatch Method to “Email” if email is the supplier’s preferred dispatch method
[image: ]


FISCal.304 - Telecommunications (Telecom) and Use of the STD. 20 1.0.
07/2016		Page 1 of 15	

image1.png
Favorites v MainMenu v > eProcurement v

al

Checkout - Review and Submit

Review the ftem information and submit the req for approval

Requisition Summary

>

Requisition

Business Unit 0840

Q

“Requester

Z_DEPT_PO_REQUESTER

“Currency [USD

Card Number

Expiration Date

[“Juse Procurement card

State Contr

@ Department

*Acquisition Type

Q

Exemption code

Cart Summary: Total Amount 1,409.97 USD

Home

Look Up *Acquisition Type

Acquisition Type

Look Up

Search Results

View 100 First 4
Acqu
Encumbrance Only
IT Goods
IT Services
NON-IT Goods
NON-IT Services
Telecom

begins with v

Basic Lookup

16016 (M Last

ion Type




image2.png
Shipping Summary

# Editfor Al Lines

Ship To Location 3980000002
Address 111 First Streat
Suite 100A
Oakland, CA 94612
Attention To Department PO Requester
Comments
Requisition Comments and Attachments
Enter requisition comments
[J'send to Supplier [ Show at Receipt [ Shown at Voucher
Approval Justification
Enter approval justification for this requisition
Add Reportable Attachment
T Check Budget [ Pre-Check Budget
B e & Auuostens

69 Preview Approvals

Bdd Request Document




image3.png
Attachment Type

Business Unit: 0840 Requisition ID: NEXT

“Attachment Type Form Name. Form Description

Personalize | Find | View All | 2| EJ

File Name

Attach  View

fah) | WS

Fist & 10f1 & Last

==




image4.png
Look Up Attachment Type

Form Identfication: [begins with V|

Form Name:

Form Description: [begins with V|

Look Up

begins with V|

Clear Cancel | Basic Lookup

Search Results

View 100
Form
Identification
001
002
003
004
005
006
007
008
009
010
o011
o012
013
014
015

Form Name

CALRECYCLE168
GSOP-178

GSPD-07-04

GSPD08-001

GSPD09-004

GSPD09-005

GSPD-09-007

GSPD09-008

NO STD/ FORM NUMBER 1
NO STD/ FORM NUMBER 2
OFA 160

STD.20

STD. 821

GSPD05-105

GSPD05-106

Form Description

Reliable Contractor Declaration

Lease/ Purchase Analysis

DVBE Program Requirements and DVBE Incentive Waiver
Limited to Brand or Trade Name Statement

Request for One-Time Procurement Information Technology
Request for One-Time Procurement Non-Information Technology
Sole Source Non-Competitively Bid Contract Justification
‘Special Category NCB Request (SCR NCB Request)
Freight Rate Analysis Request

Prison Industry Authority (PIA) Waiver Request

Vehicle Acquisition Request

Telecommunications Service Request

Contract Advertising Exemption Request Form

Bidder Declaration

Bidder Declaration (Verbal)




image5.png
Attachment Type

Business Unit: 0840

Requisition ID: NEXT

“Attachment Type Form Name. Form Description
Telecommunications Service:
1[o12 @ STD.20 Requost

[ ok ][ Cancel |

Personalize | Find | View All| 2| &

File Name.

[awmch]  [Vie

First 4 10f1 @ Last

HE





image6.png
Maintain Purchase Order

Purchase Order

Business Unit 0840

PO Status Initial

POID NEXT Budget Status Not Chkd
Copy From v Hold From Further Processing [ IDispute  Enter dispute information  Activity Log
v Header (7.
“PO Date 04/26/2016 Doc Tol Status  Valid
“Supplier’ @_ Supplier Search Advanced Supplier Search LPA Contract ID Q
*Supplier ID Q_ Supplier Details “Acquisition Type Q
“Buyer 10004370 Q@ Denise Shiles “Acquisition Method Q
Exemption code Q
PO Reference “DGS Billing Code Q
[CJieased  [ClFinanced Receipt Status NotRecvd  [Bond Q |  Dispatch |

PAA Number





image7.png
B TR, —
B = TTTE, S—
Conact ype =]

Search Results

Only the first 300 results can be displayed
View 100





image8.png
ok Up Contract ID

N TR —
e [T —
contsetyper = V]

Search Results
Only the first 300 results can be displayed
View 100

Business .
OneS® Contract ID Description

75021 1-11-58-20 VHF Hi Band Control Stations
75021 1-11-58-46 \Vehicular Repeater Systems
75021  5-06-58-20 CALNET 2-MSA1 AT&T
75021  506-58-22 CCALNET 2-MSA3 Verizon
75021  5-06-58-23 CCALNET 2-MSA4 Verizon
75021 7-10-70-15 Wireless Telecom Serv & Eqpt
75021 7-10-70-16 Wireless Telecom Serv & Eqpt
75021 7-11-70417 Wireless Telecom Serv & Eqpt
75021 7-11-70-18 Wireless Telecom Serv & Eqpt
75021  C3-A-12-10-TS-01 CALNET 3-AAT&T

75021  C3-A-12-10-TS-03 CALNET 3-A CenturyLink
75021  C3-A-12-10-TS-09 CALNET 3-A Integra





image9.png
Maintain Purchase Order
Copy Purchase Order from Contract

| Contract Selection Criteria
Contract SetiD:  STATE Advanced Contract Search  Vendor: Q item 1D: Q
Contract ID: C3-A-12-10-TS-01 Q Vendor ID: Q Item Description:
[ Allow Open Item Contract Only Master Contract: Q Ccategory: Q
Search
Select All_Deselect All
Select Contract
Contracts.
Sl . . . Category Line
lect  ContractID Contract Version  Vendor ID Vendor Name Begin Date ExpireDate  Gote3on
C3-A12-10-TS-01 10000000536 AT&TCORP-001 11152013 06/3012018

ok || cansel || etresn |




image10.png
Maintain Purchase Order

Purchase Order

Business Unit 0840
POID NEXT

Copy From N ]

Hold From Further Processing

PO Status Open 4
Budget Status Not Chk'd

Dispute  Enter dispute information ~ Activity Log

~ Header (7)

PO Date 04/26/2016

“Supplier AT&TCORP-001

&

Q_ Supplier Search

“Supplier ID (0000000536

Advanced Supplier Search

@ Supplier Details HOWARD A KAHN

*Buyer 10004370

‘@ Denise Shiles

PO Reference [CALNET 3-A AT&T

[CJieased  [ClFinanced

PAA Number

Doc Tol Status

LPA Contract ID
“Acquisition Type
*Acquisition Method
Exemption code
“DGS Billing Code

Receipt Status NotRecvd  IBond

Valid
C3-A-12-10-TS-01
Telecom Q
Formal - COMPETITIVQ
Q
033000 Q
Q Dispatch





image11.png
Maintain Purchase Order

Purchase Order

Business Unit 0840
POID NEXT

o From

Hold From Further Processing

PO Status Open &
Budget Status Not Chk'd

Dispute  Enter dispute information ~ Activity Log

v Header (7.

PO Date 04/26/2016

“SupplierAT&TCORP-001

“Supplier ID (0000000536

@ Supplier Details HOWARD A KAHN

*Buyer 10004370

‘@ Denise Shiles

Q_ Supplier Search Advanced Supplier Search

PO Reference [CALNET 3-A AT&T

Creased
PAA Number

Header Details
PO Defaults
PO Activities

~ Actions
Confidential

[CIFinanced

Activity Summary

Add Comments and Attachments

Add ShipTo Comments

Add Subcontracting and SB/DVBE Contracting
Add Reportable Attachment

Doc Tol Status  Valid

LPA Contract ID (C3-A-12-10-TS-01 Q
“Acquisition Type Telecom Q
*Acquisition Method [Formal - COMPETITIVQ_
Exemption code Q
“DGS Billing Code 033000 Q
Receipt Status NotRecvd  IBond Q |  Dispatch |
“Dispatch Method [Print v Merkur Delivery Information
Amount Summary (7
Merchandise 000
Freight/Tax/Misc. 0.00
Total Amount 000 USD




image12.png
Attachment Type

Business Unit: 8880

POID: NEXT

“Attachment Type

Q

Form Name

Form Description

File Name

Personalize | Find | View Al | 2 |
Attach

Attach

First B 1 of 1 B Last

View

BEE





image13.png
Look Up Attachment Type

Form Identification:| begins with Vv

Form Name:
Form Descrij

Look Up

begins with v

iption: [ begins with v

Clear Cancel |Basic Lookup

Search Results

View 100

Form
Identification

001
002
003
004
005
006
007
008
009
010
o011
012
013
014
015

Form Name

CALRECYCLE168
GSOP-178

GSPD-07-04

GSPD08-001

GSPD09-004

GSPD09-005
GSPD-09-007
GSPD09-008

NO STD/ FORM NUMBER 1
NO STD/ FORM NUMBER 2
OFA 160

STD. 20

STD. 821

GSPD05-105

GSPD05-106

Form Description

Reliable Contractor Declaration

Lease/ Purchase Analysis

DVBE Program Requirements and DVBE Incentive Waiver
Limited to Brand or Trade Name Statement

Request for One-Time Procurement Information Technology
Request for One-Time Procurement Non-Information Technology
Sole Source Non-Competitively Bid Contract Justification
Special Category NCB Request (SCR NCB Request)
Freight Rate Analysis Request

Prison Industry Authority (PIA) Waiver Request

Vehicle Acquisition Request

Telecommunications Service Request

Contract Advertising Exemption Request Form

Bidder Declaration

Bidder Declaration (Verbal)




image14.png
Attachment Type

Business Unit: 8850 PO ID: NEXT
Personalize | Find | View All | 2 | 2 First Ml 1 o 1 I Last
“*Attachment Type Form Name Form Description File Name Attach View
Telecommunications Service
1[012 Q STD.20 Request Attach ==

Co ]




image15.png
PO Header Comments

Business Unit 0840 POID NEXT Supplier
*Sort Method! ™ “Sort Sequence [Ascending v [ sot |
Comments Find |View Al First (4 10f1 (% Last

Use Standard Comments

Comment Status Active

[ send to Supplier [ show at Receipt
[ show at Voucher [ approval Justification
Associated Document
Attachment Delete. ] Email

From -> PO 0840-NEXT

(i (M=ol (Reer=hg)





image16.png
PO Header Comments

Business Unit 0840 POID NEXT Supplier
*Sort Method [ Comment Time Stamp v *Sort Sequence [Ascending v [ sot |
Comments. Find | View Al First (4 10f1 () Last
Use Standard Comments Comment Status Active [ nacivate )
File Attachment
Send to Supplier [ show at Receipt

[ show at Voucher

[ approval Justification

Associated Document

Attachment

From > PO 0840-NEXT

I = e





image17.png
POID NEXT Budget Status Not Chkd
Copy From M [JHold From Further Processing [ |Dispute Enter dispute information  Activity Log
¥ Header 7
“PO Date[042622016 Doc Tol Status  Vaiid

“Supplier [CAPITALCIT-001 | Q Supplier Search  Advanced Supplier Search

*Supplier ID (0000000045 @ Supplier Details MARY
“Buyer[Z_DEPT_PO_BUYERQ_  Department Buyer

PO Reference
Oieased  [IFinanced
PAA Number
Activity Summary
Header Details
PO Defauis ViewEdit Comments and Attachments
PO Activities ‘Add ShipTo Comments.
~ Actions ‘Add Subcontracting and SB/DVBE Contracting
Add Reportable Attachment

Procurement Group

LPA Contract ID

“Acquisition Type Telecom

R

*Acquisition Method

Exemption code

“DGS Billing Code

Receipt Status NotRecvd  1Bond

L PP B

| Dispatch

“Dispatch Method [Email ™

Merkur Delivery Information

Amount Summary (7/

Merchandise 0.00
FreightTax/Misc. 0.00
Total Amount 0.00 USD

Calculate





image18.png
- SCal'\

One state. One system.




