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Equipment Purchase Order with Multi-Year Maintenance Service Agreements 1.0

Supplemental Job Aid

Date: 07/08/2014

Target Audience: Department Buyer

Purpose: This Supplemental Job Aid provides the Wave 1 Department Buyer instructions for setting up an equipment purchase order (PO) which includes a Maintenance Service Agreement (MSA) that crosses multiple fiscal years. Currently FI$Cal does not allow multiple year encumbrances on a single PO. For the next fiscal year, Wave 2 Contract functionality will be implemented and equipment purchases will be converted into Contracts.

Equipment with Multi-Year Maintenance Service Agreement:
In this example, a purchase order (PO) is created / dispatched for equipment with a five (5) year MSA at the first part of the fiscal year, July 1, 2014. The equipment delivery will provide an approximate 30-day delivery time frame and will include a three (3) month warranty. The MSA will not begin until November 1, 2014. The MSA will be charged to the eight (8) months of the current fiscal year in the amount of $1,425.40, the total dollar amount of lines 2, 3, and 4. 
The balance of the MSA will be encumbered each new fiscal year as line items. The last remaining year will charge to four (4) months. This will total a full sixty (60) months of the MSA. 
NOTE: The remaining MSA coverage will need to be converted to a Contract when Wave 2 is implemented.



Step 1: Create a purchase order with the equipment as the first line:
· Click the Save button and note the PO ID.
· Add additional lines for the MSA, the Overage Use, and the Tax.
· Reference the contract instructions for additional MSA charges.

NOTE: This is an example only.

[image: ]


Step 2: Click the Add Comments link on the Purchase Order page.
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Step 3: On the PO Header Comments page, enter information to the vendor to advise that the State will purchase an MSA for several years and is committing to doing so on the attached Statement of Work (SOW):
· Select the “Send to Vendor” box and the “Show at Voucher” box so that the information is visible to both the Vendor and the Accounts Payable personnel.
· Click the OK button to return to the Purchase Order page.
· Click the Save button.
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Step 4: For Line 4 (Maintenance Service Tax), click the Distributions icon:
· Click the Sales/Use Tax icon. NOTE: The Sales/Use Tax Information page displays
· In the Tax Applicability field, select “Item is Exempt” from the drop-down menu. NOTE: This is done so that tax is not applied for a line item specified for tax.
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Step 5: Click the OK button.
· On the Purchase Order page, click the Save button.
Step 6: Click the View Printable Version link to view the PO.
· Click the No button when the message appears. NOTE: The PO displays with the first three lines as taxable and the last line as tax exempt. The Header Comments to the Vendor display at the bottom of the PO.
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[bookmark: _GoBack]You have successfully created Purchase Order for equipment with a multi-year Maintenance Service Agreement (MSA).
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