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1. How do I locate an existing purchase requisition in FI$Cal?
Navigate to Manage Requisition: Main Menu  eProcurement  Manage Requisition. 

Enter search criteria such as requisition ID, date, requester, etc. Reference UPK   

2. Where do I enter notes/comments in the requisition?
Notes can be entered in two places, in the “Header Comments” or “Line Comments". On the Review and Submit page, enter notes in the comment section of the purchase requisition at header or line level for information pertaining to the entire transaction. For specific line information, enter the notes at the line level. For more information, refer to the Job Aids section of the FI$Cal Training Academy (FTA).  PO112 Course Instructor Guide (PO112_TrainingGuide_v2.1.0.doc)  

3. How do I attach support and other required documents such as specifications (Word, Excel, etc.) to the purchase requisition?
On the Review and Submit page of the purchase requisition, click the More Comments link. Then click the Add Attachment button on the Header Comments page to attach file documentation (Shipping Instructions, Justification for Purchase, etc.). Follow the prompts to find and attach your document(s). 
To ensure the attachments are visible to approvers, select the Approval Justification box.  If the Attachment is considered a Reportable Attachment (PIA Waiver, Lease/Purchase Analysis, or Special Category NCB Requests), use the Reportable Attachment hyperlink in the entry pages of either the requisition, contract, or purchase order. 
Reference: UPK PO122 – Processing Purchase Orders, Creating a PO by copying from a requisition.

4. When I performed the requisition Budget Check, I received an error. What does this mean?
An Error status means your Budget did not pass. You will need to verify that your ChartField value combinations are correct. The first thing to check is that all required ChartFields have been entered – Fund, Account, Appropriation Reference, ENY, Program, and Reporting Structure (for departments that use this ChartField). Re-run the budget check after the missing fields have been entered. If you still receive an error, click on the Error link next to the Budget Check Status field to get an explanation for failing budget check. Job aid  Resolving Journal Edit and Budget Check Errors 1.0  provides an explanation of the different budget check errors. 

5. Where do I obtain the Chart of Account (COA) values that are required to create a purchase requisition?
If your COA values do not default or you have not been provided the values to use, consult with your supervisor/manger and/or department’s designated Super-User/Liaison.

6. How do I know which buyer is assigned to my requisition?
Navigate to Manage Requisition: Main Menu  eProcurement  Manage Requisition. 

Select View Approvals from the Select Actions drop-down list. The last step on the approval path is the Department Buyer. The assigned buyer and final approver’s contact information will be displayed. 

7. How do I export requisition lines to an Excel spreadsheet to include in a bid package?
Navigate to Manage Requisition: Main Menu  eProcurement  Manage Requisition. 

Enter search criteria to locate the requisition. Click the Expand Section arrow located next to the requisition number. In the far right of the Accounting Lines ribbon, click the Download Icon. This will export the requisition line items into an Excel spreadsheet that can be edited and attached to the Request for Quote document when obtaining multiple line item bids.

8. How do I find the status of my requisition  approval?
Navigate to Manage Requisition page: Main Menu  eProcurement  Manage Requisition. 

Enter search criteria to locate the requisition. Select View Approvals from the Select Action drop-down list of the selected requisition. 



9. Where is my requisition in the full Req to Receiving process?
Navigate to Manage Requisition page: Main Menu  eProcurement  Manage Requisition. 

Enter Requisition ID, clear Request Status field, clear Date From/Date To fields, click Search. Click the arrow to the left of the “Requisition ID” of the selected requisition to display the requisition lifecycle.

10. How do I find the PO associated to my requisition?
Navigate to Manage Requisition: Main Menu  eProcurement  Manage Requisition. 

Enter Requisition ID, clear Request Status field, clear Date From/Date To fields, click Search. Click on the right arrow to the left of the “Requisition ID” to expand and display the requisition lifecycle, then click on the PO icon to display the PO information.

11. How do I determine the correct UNSPSC code to use? 
Contact eProcure@dgs.ca.gov or call the DGS eProcurement help desk at 916-375-2000. More information is available on the procurement section of the DGS website. You can also create your own UNSPSC cheat sheet by going to the following DGS link: http://www.documents.dgs.ca.gov/pd/delegations/pac091409.htm 

12. How do I change a line description in my purchase requisition?
The line description can only be edited if the requisition is in open status.  If in pending status, the user needs to make a change to the quantity or dollar amount, save then change it back then save it again.  Click the actual line description hyperlink, make the correction, then click the Apply button.  Click the Save and Submit button to re-route for approval.
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Part 2: Purchase Order Questions

13. How do I show a discount on a line item?
	Reference 051 – Create Discounted PO

14. I viewed/printed a copy of the PO and noticed the Terms and Conditions and General Provisions are missing. Isn’t this information automatically populated in the PO?
It is the responsibility of the Buyer to enter this information in the “Header Comments” of the PO in the Maintain Purchase Order page. Select the Add Comments hyperlink in the header section of the PO. In the PO Header Comments page, click the Use Standard Comments link. Select the Comment Type, OTA, and applicable Comment ID. Check the Send to Vendor box to display the information on the purchase order.

15. How do I dispatch/print the original PO to send to the vendor?
There are several methods of dispatching an approved PO. Click the Dispatch button in the Maintain Purchase Order, Purchase Order page; select from the Dispatch Method dropdown list the appropriate method to dispatch the PO. 

Note: Prior to selecting email as the dispatch method, it is recommended that you confirm with the vendor that they are able to receive email. It is also recommended that you contact the vendor to confirm the PO was received. Failure to do so may result in a delay in the order and possible expiration of the quote. If you are going to mail the PO, then you will select the Print button during the dispatch. Reference UPK PO103 Dispatching a PO and Printing a PO_ILT.

16. How do I print a copy of a PO?
Navigate to the Purchase Order page: Main Menu  eProcurement  Buyer Center Manage Purchase Orders  Add New PO link  Find an Existing Value.

Find and select your PO and click the View Printable Version link located in the lower-left corner of page. Using this feature will only allow a copy to be reproduced and does not change the status of the purchase order. Reference UPK PO122 Dispatching a PO and Printing a PO_ILT. 


17. The Office of State Publishing (OSP) requires orders on a STD. 67. Do I still need to create a FI$Cal PO?
Continue to Submit the STD. 67 to OSP. You will need to create a PO in FI$Cal first to encumber the funds for payment. Reference this PO number on the STD. 67 with applicable ChartField values where funding information is required on the STD. 67.

18. Do I still need to send my PO hard copy and other related documents (service contract copy) to State Controller’s Office (SCO)?
You no longer need to send a hard copy of a PO to SCO because SCO will now have access to view the PO in FI$Cal. Until further notice, SCO still requires a copy of a signed contract if the PO was issued against a contract. 

19. Do I still need to maintain my procurement paper files?
Yes, continue to perform procedures as prescribed in the State Contracting Manual (SCM). If documentation resides in FI$Cal, note that in the file. 

20. How do I enter shipping/freight charges for all line items of the PO	?
Enter the shipping charges as a tax exempt line item. Use the UNSPSC code 78121603, Freight Fee.

21. How do I enter shipping instructions to the vendors?
Enter shipping instructions in Header, Line, or Ship To Comments, and select the Send To Vendor checkbox. Reference UPK PO103 Creating a Direct PO_ILT.

22. Do I need to keep a copy of the STD. 204 in my procurement file?
The STD. 204 will be contained in FI$Cal and will be updated and maintained by the Vendor Management Group. You will need to note this information in the procurement file as part of your documentation.

23. Do canceled PO items revert back to the Requisition after cancellation?

Yes, the system prompts during cancellation if the user wants to keep the lines open for sourcing to a PO. Answer “yes” to keep the lines available to copy to another PO.
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25. After a PO is dispatched, how do you cancel the PO?
If the PO has been dispatched and sent to the awarded bidder it is necessary to follow the guidelines as described in SCM Vol. II on the cancellation of an awarded PO. The PO will be amended and dispatched as a Change Order with a zero balance. Reference SCM Vol. 2, 8.6.5 Amendment increasing or decreasing total amount of a STD. 65.  Reference new UPK JA 302 Amending a PO to Delete Line(s)

26. How do I tell if a PO has been paid and ready to close out?
Navigate to Main Menu  eProcurement  Buyer Center  Add New PO link  Find an Existing Value. 

Enter the search criteria, click the Search button. In the Maintain Purchase Order page, click the Activity Summary link. The PO needs to be fully received and vouchered before it is eligible for closing.

27. Why are my Encumbrance Only PO’s not routing to the appropriate approvers? 
Approval processes are a very common form of business process, and approval rules can be defined. Departments may need to have the appropriate Approval workflow set-up. 
Have your Departmental Authority and Designee (DAD) email a Statewide Procurement Multi-User Access Request Form (MARF) identifying your department’s appropriate Approvers 1-4 to the FSC. 
Note The Approvers for Encumbrance Only PO’s are typically Accounting personnel since Encumbrance Only orders tend to be for monthly utility bills and things of that nature.

28. Why is SCO refusing payments on our Encumbrances Only PO’s?
SCO likely needs additional information to support the purchase which was not easily identifiable in your original PO. Submit a ticket to the FSC if this has occurred. 
Instructions of proper processing:  Enter Quantity of “1” and Price is the order total. In addition, users need to check the “Amount Only” flag found in the PO Schedule, Attributes Tab when creating the PO. 
Note: On the Receivable tab, select “Required” for the receiving required option. 
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29. How do I specify that a PO is paid by Cal Card?
As a P-Card PO User, navigate to the Main Purchase Order page: Main Menu  eProcurement  Buyer Center  Add New PO  Add a New Value, click the Add button.

In the Purchase Order page, you must first select a vendor ID before the “Procurement Card” hyperlink is displayed. Click the Procurement Card Hyperlink, and then select your P-Card information. This option is only available to Department Buyers who are also P-Card Cardholders and have been given the Department P-Card PO User role in FI$Cal.

30. Does a PO need to be created in FI$Cal if the payment method is P-Card?
All purchases valued at $2,500.00, and over the annual spend limit of $7,500.00, that are paid using P-Card as the payment method, must be executed using standard purchase documents (PO Process) in accordance with the State Contracting Manual, Chapter 9.

31. A PO was created in FI$Cal using P-Card as the payment method, but I did not see the PO on the Reconcile Statement/Procurement Card Transactions page?
The actual PO will not be available on the Reconcile Statement/Procurement Card Transactions page until the monthly statement charges are obtained from the bank. At around the 23rd of each month, US Bank will send/transmit the P-Card transaction statements electronically to FI$Cal for loading. This follows the same payment reconciliation cycle schedule practiced at present. An email will be sent to the Department P-Card Reconcilers once the statements are loaded and ready for review.

32. Will the P-Card statements automatically show line item detail when the statements are loaded in FI$Cal?  
US Bank sends the P-Card transaction statements at the level that the merchants are capable of sending the information; level 3 has line item detail and level 1 has summary information.



33. How is the sales tax on a P-Card transaction split if multiple line items and quantities were purchased?
The Department P-Card Reconciler will split the P-Card transaction by line item, enter its associated cost, and then add a separate line for the total sales tax. This will enable the Department P-Card Reconciler to select the specific UNSPSC code (93161605 – Sales Tax) for the sales tax line and set the line to “Item is Exempt” from sales tax.

34. Will the Department P-Card Reconciler and/or Department P-Card Cardholder get an automatic email notification when P-Card transactions are approved?
No, the Department P-Card Reconciler and/or Department P-Card Cardholder will need to log into FI$Cal and check the status of the P-Card transactions. No email notification will be sent by FI$Cal.

35. Will the Department P-Card Approver get an email notification that P-Card transactions are ready for approval?
Yes, FI$Cal will send an email notification to the Department P-Card Approver when P-Card transactions are ready for approval.

36. Can one Department P-Card Reconciler reconcile for many Department P-Card Cardholders?
Yes, the Department may assign as many Department P-Card Reconcilers as they want to one Department P-Card Cardholder.

37. Are the vouchers created for P-Card transactions going to the vendors or to US Bank?
The vouchers created for the P-Card transactions are going to US Bank.

38. Is SCO paying US Bank by P-Card number or by Managing Account?
The Voucher Build Process will create vouchers for only the approved P-Card transactions so the payment will be created for only the approved vouchers. The payment is tied to the Managing Account and its associated P-Card number. The Managing Account will be printed on the warrant.


39. Who will be splitting the P-Card transactions?
1. If a PO exists in FI$Cal and can be tied to the P-Card transaction, FI$Cal will split the P-Card transaction by line items (if multiple line items were purchased) when the Department P-Card Reconciler ties the PO to the P-Card transaction.

2. If a PO does not exist in FI$Cal, then the Department P-Card Reconciler will need to manually split the P-Card transaction by line items (if multiple line items were purchased).

40. How many levels of P-Card transaction Approvers exist in FI$Cal?
P-Card transactions require one (1) level of approval after the reconciler has verified the charges. Multiple Department P-Card Approvers may be assigned to the same P-Card; only one approval will set the transaction to Approved.

41. How will the departments know when the P-Card transactions are ready for reconciliation?
The Department P-Card Reconcilers will be notified by email from FI$Cal once the statements are loaded and ready to review.

42. Can I view all P-Card transactions in FI$Cal for my BU?
No, Department P-Card Cardholder, Department P-Card Reconciler, Department P-Card Approver(s), and Department P-Card Reviewer will only see the P-Card transactions for the P-Card account(s) to which they were assigned.

43. Can a Department P-Card Reconciler and/or Department P-Card Approver edit an approved P-Card transaction?
An approved P-Card transaction can be edited before the transaction is processed at the end of the day. A Voucher Build Process runs nightly at 5:00 PM PST to pull all approved P-Card transactions and get them ready for budget check, matching, and voucher creation.
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44. During receiving, why can’t I see the quantity of the POs being received?
The system is configured not to display the PO quantity (blind receiving) on the Receiving page. The Receiver is expected to perform an actual count.

45. What is a quick way to determine if items from a PO have been received in the system?
As a buyer, navigate to Main Menu  eProcurement  Buyer Center  Manage Purchase Orders  Add New PO link  Find an Existing Value. Enter the search criteria and then click the Search button. The Maintain Purchase Order page of your PO displays the Receipt status of Received. To View the Receipt number, click the Activity Summary link and click the far-right receipt icon on the “Receipt” tab.
As a receiving processor, navigate to Main Menu  eProcurement  Buyer Center  Receipt  Maintain Delivery Information. Click the on Search button. The Delivery page will provide a list of information including, Receipt numbers, PO numbers, Vendor Names and IDs, Receipt statuses, etc.
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46. If I am going on vacation, or will be out of the office, how do I designate an alternate approver to approve on my behalf? (For approvers)
Navigate to My System Profile: Main Menu > My System Profile and enter the alternate approver, From, and To dates.

47. I need to work on a transaction of a former co-worker. How do I access that transaction?
Your Departmental Authority and Designee (DAD) must submit to the FSC a completed Statewide Procurement Multi-User Access Request Form (MARF) specifying you (and others, if necessary) to have the appropriate access.

48. Why do multiple approvers that do not belong to our department show up on our list of approvers?
DGS-One Time Acquisition (OTA) approvers are configured in the system for all business units because they will be conducting and approving procurement transactions in the system where the departments do not have delegated authority.  DGS OTA approvers will only approve those purchases OTA has executed from beginning to end.
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When correcting a ChartField Account number, the “Account” and “Alt Account” fields must be deleted first to avoid getting an invalid value error and conducting a new Account number search.

A requisition must have a Budget Check status of Valid in order to make it available for creation to a PO by the buyer. The budget check at the requisition level is a soft encumbrance only; the process will always pass regardless of funds’ availability.

When selecting UNSPSC codes using the Description drop-down, do not leave the free-form field blank. If you do and click the Search button, the system will search the full set of 50,000 + values and will take minutes to complete the search.

When creating a Procurement Contract, the “Price Can Be Changed on Order” checkbox must be checked in order to change the line item dollar amount on a Purchase Order that was copied from the contract. This box is located under the Order Contract Options section and within the Pricing Information section, under the Item Details icon.
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48. Can I create my solicitation documents/package in FI$Cal?

Solicitation documents are created and finalized outside of FI$Cal. Departments will then create an Event in FI$Cal and attach the solicitation documents/package to the Event for the purpose of posting to the CSCR.

49. What should I select as the Event Format and Event Type?

When creating an Event, the department should keep the default values for the Event Format as “Buy” and the Event Type as “RFx.”

50. What should I enter in the Event Name field? 

When creating an Event in FI$Cal for the purpose of posting to CSCR, be descriptive in the Event Name to help bidders searching for solicitations in Cal eProcure. The Event Name can also include a department’s unique solicitation number if the department maintains its own solicitation ID numbers other than the ones issued by FI$Cal.  

51. How is the Event ID generated? 

FI$Cal automatically generates an Event ID. When creating a new Event, departments can enter their own unique solicitation number in the Event Name (and/or Event Description) field. This helps associate the department’s unique solicitation number with the FI$Cal Event ID. This field is searchable by bidders on Cal eProcure and Event buyers in FI$Cal.

52. Why do I need to use a UNSPSC code? 

United Nations Standard Products and Services Code (UNSPSC) codes are used as a means to connect bidders to CSCR Events. Bidders use UNSPSC codes to establish which CSCR bid notifications they wish to receive from FI$Cal. The UNSPSC code(s) a buyer identifies in an Event triggers the bid notification to all bidders who have that same UNSPSC code(s) in their bidder profile. To reach a larger bidder pool, buyers are encouraged to choose a higher level UNSPSC code (the more trailing zeros a code has, the higher the level) and/or add multiple lines to the Event listing other applicable UNSPSC codes.


53. How do I post Questions and Answers (Q&A)? 

Solicitation Questions and Answers (Q&A) are to be received and processed in accordance with State procurement policy. The Q&A functionality that existed in BidSync is not available in FI$Cal. However, to facilitate the Q&A process, a buyer may attach the final Q&A document to the CSCR Event by creating a new CSCR version. (See training material “Creating a new CSCR version”) FI$Cal recommends clearly identifying in the solicitation package how bidders should submit questions, the final date and time questions may be submitted, when the Q&As will be available for bidders to view, and the final posting date of the New Version.

54. How do I make CSCR Events Viewable in Cal eProcure? 

To ensure CSCR Events are viewable in Cal eProcure, the “Post to CSCR” checkbox in the “Invite Bidders” section should remain checked. Specific invited bidders will have to login to the Cal eProcure to view the Event. If the Event is intended to be viewed by anyone/the public, the “Public Event” checkbox should be checked and anyone can view the bids without logging into the portal.

55. How can I track bidders who downloaded an Event? 

FI$Cal currently has limited bidder activity information relating to an Event in the Event History page. As more bidders register in Cal eProcure and become more familiar with the new view/download bid process (needing to be logged into Cal eProcure when viewing/downloading a bid), you should see more bidder detail in the Event History.

To find bidder activity, navigate to: Main Menu > Sourcing > Maintain Events > Event History

[image: ]Enter the appropriate search criteria to locate an Event. Click Search. Select/Open the appropriate Event. Click on “View/Download History” button. Use the scroll bar at the bottom of the screen to scroll left and right. To download the history results into and Excel spreadsheet, click on the Download (        ) icon and follow the prompts. 



56. Are there limitations to attaching PDF files? 

When attaching/uploading a PDF file, the PDF filename is limited to 40 characters. Exceeding this limit generates a system warning/error and prevents the file from being uploaded and viewable when the Event is posted.

57. Can bidders submit electronic bids? 

Electronic bid submittal functionality is currently not available in FI$Cal. Please direct all potential bidders to submit their bids as specified in the Event/Solicitation package.

58. Can I use Bid Factors and the Two Envelope Process? 

The Bid Factors and Two Envelope Process functionality are not currently available in FI$Cal and therefore these sections should not be completed.

59. How do I post a Letter of Intent to Award if an Event is Completed?

Once an Event is completed, no other documents can be uploaded/attached to the Event. Buyers must continue to post the intent to award per SCM 2 or 3. 

60. Where can I find training materials for the CSCR? 

Training materials relating to the statewide procurement functionality released in January 2016 are available at: http://www.fiscal.ca.gov/training-academy/future_release_training.html. Wave 2 departments can access procurement training material (for prior releases) by logging into their FI$Cal Training Academy (FTA) account at: https://mss.netdimensions.com.

61.	 If there are contract amendments that are not monetary or for time/date changes, they don’t need to be entered, do they?

The only thing that should cause a change order for a PO is dollar and quantity.  If the ship to location is changed, that could affect the dollar amount then it is a change order.  Adding attachments do not call for a change order.

With Procurement Contracts, the change order is called a Version.  If new terms or scope is added, or even additional attachments, this would result in having to create a new Version.  This would also mean dollar and quantity changes too.
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62. How do I add a vendor when I get a “duplicate vendor” message?
This message means a vendor record already exists. Click on OK. The system request will then flow to the Vendor Management Group (VMG) to process. You will receive an email when the vendor is ready for use.


63. What do I do if I’m unable to locate an LPA using the LPA Contract Search tool?
Submit a ticket to the FSC. You will be emailed once the LPA is available in FI$Cal.

64. Do I have to enter every line item for each SCPRS entry?
For all Non-Fiscal SCPRS users, yes every line item on the purchase order or contract must be entered into SCPRS. All PO’s for departments transacting in FI$Cal will automatically be SCPRd.
The part about batching does not make sense and the SCM reference should include which Volume; however I believe the section referenced is no longer relevant.
65. How do I find the SCPRS Registration Number?
Per DGS BB. No. F-03-16, the SCPRS Registration Number is no longer required. http://www.documents.dgs.ca.gov/pd/delegations/broadcastbulletins/2016/pac011316_f-03-16.pdf 

66. Why does the Vendor ID disappear when I select certain Acquisition      Methods? 
The Vendor Name auto-populates when the Acquisition Method involves using an LPA. FI$Cal recommends prior to your SCPRS entry that you obtain any necessary information (including UNSPSC code) from the relevant LPA. After the Acquisition Type and Method are entered, you should enter the Contract ID to trigger the vendor information to auto-populate. 



67. Can I make changes to a saved SCPRS entry?
For departments transacting in FI$Cal, when you amend the purchase order, your SCPRS entry is automatically amended since it is linked to the purchase order.  For future wave and exempt departments, reference UPK Amending/Cancelling a SCPRS entry.
1. 
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68. Why can’t I find my bill code in FI$Cal?
A bill code may not be available in FI$Cal either because it is not yet entered into FI$Cal or your user permissions may not be set up to access a bill code. 
DGS Fiscal Services maintains bill codes. Part of the process is done outside of the system. To request a bill code be added into FI$Cal, you may request a ticket with the FSC but for direct assistance, email SRFFiscalServices@dgs.ca.gov. 
User-permission based bill code issues typically occur when a user does transactions for multiple Business Units (BUs) but doesn’t have permission to access the additional BU(s). To remedy, the Departmental Authority and Designee (DAD) will need to submit a completed MARF with the appropriate BU and user access information. See the Statewide Multi-User Access Request Form (MARF) at http://www.fiscal.ca.gov/access-fiscal/FISCal_Service_Center/index.html. 

69. Is there a difference between Item ID and Category ID?
The Item ID is only required for line items that are “cataloged” in FI$Cal, e.g., CALPIA, etc. Otherwise, this field may be left blank. The “Category ID” is also known as UNSPSC code and is always required for each line item.

70. How do I submit the Purchasing Authority Application (PAA)?
The PAA process will continue to be processed by DGS’ Purchasing Authority Management Section (PAMS) outside of FI$Cal. For more information, please visit http://www.dgs.ca.gov/pd/Programs/Delegated.aspx. 
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