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Buyer’s Guide to Fleet Asset Purchases

Supplemental Job Aid

Date: 10/07/2015 

Target Audience:  Buyer, PO Approver 1, PO Approver 2, PO Approver 3, PO Approver 4

Purpose:  This Supplemental Job Aid provides Buyers guidance on creating a purchase order (PO) for fleet assets.  Additionally it provides instructions on inserting the mandatory Department of General Services (DGS), Office of Fleet and Asset Management (OFAM) ad hoc approver (DGS PO Ad Hoc Approver) in the Approval Workflow for fleet asset POs.

Selecting the Acquisition Type/Method/Sub-Method when Creating a PO:

When creating the PO, be sure to select the correct Acquisition Type, Acquisition Method, and Acquisition Sub-Method for fleet assets.  The correct selections for these fields are:
· Acquisition Type:  Non-IT Goods
· Acquisition Method:  State Programs
· Acquisition Sub-Method:  Fleet

Please reference DGS Management Memo (MM) 13-01 State Fleet Asset Oversight for details on the definition of a state fleet asset and which are overseen by DGS.  MM 13-01 can be found on the OFAM Web site at the following link http://www.dgs.ca.gov/ofam/Programs/FARS/VehicleAcq.aspx
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· Navigate to: Main Menu> Purchasing > Purchase Orders > Add/Update POs.

· In the Maintain Purchase Order page:
· Click the Acquisition Type dropdown and select Non-IT Goods
· Click the Acquisition Method dropdown and select State Programs
· Click the Acquisition Sub-Method dropdown and select Fleet
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Please note:  These fields and dropdown selections will be modified with the fall release of FI$Cal which is set to occur on 12/9/2015.  At that time an updated version of this job aid will be released with revised instructions.


















Adding PO Comments for OFAM Approval:

In order for OFAM to approve the PO, the DGS PO Ad Hoc Approver will need to know which annual fleet acquisition plan the fleet asset was approved on and the corresponding plan line number.  Provide this information in the Comments box.  The Comments box can be accessed by:

· Navigate to: Main Menu>eProcurement>Buyer Center>Manage Purchase Orders>Add/Update PO

· Click on the Edit Comments hyperlink on the Maintain Purchase Order page (hyperlink will be “Add Comments” if comments have yet to be entered).
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· Enter the fleet acquisition plan information and the line number in the Comments box.  
· Click the Send to Vendor check box.  This will ensure the comment is visible on the printed PO.
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· Click Save.
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For reference:  Comment selected as Send to Vendor will display on the print view of the PO, as shown below.
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Attaching Reportable Supporting Documentation:

Attach your approved acquisition plan to the PO. In addition, when the PO contains a fleet asset that is replacing an existing asset in your department’s fleet, the Property Survey Report (STD 152) for the asset that will be surveyed/disposed of is required.  In addition, the Equipment Inspection Report (OFA 6) may be required.  Attach copies of these documents to the PO using the Reportable Attachment hyperlink found on the Maintain Purchase Order page.

· Click the Reportable Attachment hyperlink.
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· Enter the Attachment Type (click on the Look up button for a drop down list of attachment name/type options).
· Click the Attach button then click the Browse button to locate the document.
· Click the Upload button.
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· Click on the plus icon to add additional documents if necessary.
· Click the OK button after the document(s) is successfully attached.
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· Click Save.
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Inserting the DGS PO Ad Hoc Approver in the Approval Workflow as Reviewer and Approver:

After creating a PO for a fleet asset and before sending it for approval you will need to add the DGS PO AD Hoc Approver (your OFAM Fleet Analysis and Reporting Unit Analyst) as a reviewer and as an approver in the PO Workflow.  This can be done by completing the following steps.

Inserting the DGS PO Ad Hoc Approver as a Reviewer:  

Inserting the DGS PO Ad Hoc Approver as a reviewer will route the PO to OFAM for review; simultaneously the PO can continue through the department workflow approval process.  The reviewer step does not stop the workflow.

· Click on View Approvals from the Maintain Purchase Order page.
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· Click on the Insert Approver button (looks like a + symbol) located to the left of the PO Approver 1 in the Approval Workflow.
· The Insert additional approver or reviewer window displays.
· Click on the Look up User ID icon to search for and locate the particular analyst you need to insert as the additional reviewer.
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· Click on the Name search drop down and select contains to search by a last name.  
· Type in the last name of the OFAM Analyst that is assigned to your department.  
· Click Search.  
· Select the individual’s User ID hyperlink from the Search Results.
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Please Note:  If you are unable to locate the analysts name in the Approver/Reviewer Search please see the note on the next page.

















Please Note:  If you are unsure of the OFAM Analyst you need to route the PO to, please contact your department’s fleet coordinator or your department’s assigned OFAM Fleet Analysis and Reporting Unit Analyst.  A link to a listing of the Analysts can be found on the OFAM Web site http://www.dgs.ca.gov/ofam/AboutUs/ContactUs.aspx.  

If you are unable to locate the name of the analyst in the FI$Cal Approver/Reviewer Search, please notify the OFAM Analyst.  OFAM will need to work through the Fiscal Service Center to have that person added to the system.
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· Click on the Reviewer radial button.
· Click on the Insert button.
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Inserting the DGS PO Ad Hoc Approver as an Approver:

· Click on the Insert Approver button (looks like a + symbol) that is before the final PO Approver. The final approver will be a PO Approver 3 or 4 depending on the total dollar amount of the PO.
· Click on the Look up User ID icon to search for and locate the particular analyst you need to insert as the additional approver.
· Follow the steps on Pages 13 and 14 of this job aid to search for the appropriate OFAM analyst.
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· Click on the Approver radial button.
· Click on the Insert button.
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· Notice the additional reviewer and approver now display in the Approval Workflow.
· Click on the Apply Approval Changes button to save.
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· Click on the Submit for Approval icon (green check mark).
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· The PO is now submitted to the PO Approver 1 for approval.  Simultaneously, the PO is now submitted to the PO Ad Hoc Approver for review only.

Please Note:  If the PO is submitted for approval and the DGS PO Ad Hoc Approver is not inserted into the Approval Workflow it is not too late to add them.  Approvers can insert additional people to the Approval Workflow as long as they have not already approved it themselves, and as long as it has not reached final approval.
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