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Purpose: This Supplemental Job Aid provides Procurement staff a listing of Frequently Asked Questions (FAQ)’s in the following areas:
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· Receiving
· P-Card
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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 PO102 Searching for a Requisition_SS

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).

How do I attach required files 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 (such as PIA waiver, 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.


When I performed the requisition Budget Check, the result is a Budget Status of 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 GL.095 provides an explanation of the different budget check errors. See your budget officer to resolve the budget errors.

Where do I obtain the Chart of Account (COA) values that are required to create a purchase requisition?
Consult with your department accounting personnel for the correct COA’s or reference Job Aid FI$Cal.010 UCM/Codes Cross Reference Slide.

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. For more information, refer to the Job Aids section of the FTA.

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.

Please note: Solicitations must be processed outside of FI$Cal in Wave 1. 

How do I find the status of my requisition in 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. For more information, refer to the Job Aids section of the FTA.

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.

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.

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.
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How do I show a discount on a line item?
There are several ways to show a discount in PeopleSoft. One way to do this is to create a separate discount line with a negative amount. The Department Buyer will need to flag the discount line item as tax exempt, and receiving not required.

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.

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 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.

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 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 PO103 Dispatching a PO and Printing a PO_ILT.

Does my PO require wet signatures?
Wet signatures are no longer required on the PO. The scanned electronic signature image will be printed on the PO. 

The Office of State Publishing (OSP) requires orders on a Std. 67. Do I still need to create a FI$Cal PO?
For now, submit the STD 67 to OSP. You will need to create a PO in FI$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.

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. 

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. 

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.

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.

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.

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.

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.

Can 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.

How will I be able to distinguish my contacts between another user’s, or another Business Unit’s (BU), contacts?
When setting up contacts, the FI$Cal Service Center (FSC) recommends business units/departments establish a format so that you can search by Contact ID Description, e.g., <BU Number> <Another designation for division or unit, etc.> and <any open format>.

Example: 17000 AP Invoices SF1

Therefore, when a user searches for contacts, they can use the Description field and the “Find” option and search by BU or the format your BU (or unit) devises.
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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.

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.

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.

Will the 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.



How is the sales tax on 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.

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.

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.

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.

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

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.


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 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).

How many levels of P-Card transaction Approver 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.

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.

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.

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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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.

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.

[bookmark: _Toc371427943]

[bookmark: _Toc395777265]Part 5: Workflow and Approval Questions
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.
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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.
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