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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416173631][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
[bookmark: _Toc400710773][bookmark: _Toc347930420]The purpose of the Establish and Maintain Vendor Process is to create a single Statewide Vendor Management File (VMF) that includes vendors, bidders, and Small Business/Disabled Veteran Business Enterprise (SB/DVBE) certification data. The Statewide vendor management file is centrally maintained by a group called the Vendor Management File Group (VMF Group). This group consists of the State Controller’s Office (SCO), Department of General Services (DGS), and other Departmental individuals. 
The definition of a vendor is any supplier or payee actively doing business with the State, or receiving payments from the State (for example, a State employee). The Establish and Maintain Vendors process involves entering and maintaining vendor information for use in the Purchasing and Accounts Payable Modules in FI$Cal. 
Establishing and maintaining vendor information incorporates manual and FI$Cal interfaces for vendor entries including an interface with the Internal Revenue Service (IRS) to verify the vendor’s Legal Name and Tax Identification Number (TIN).
Address formats are validated using a Pitney Bowes validation program and every vendor will have a unique FI$Cal vendor ID that is shared across all departments. Each vendor is validated by the Vendor Management File Group (VMF Group) before it can be used to source a requisition, create a Purchase Order (PO) or create a voucher. 
Bidders who wish to do business with the State of California via FI$Cal need to register to obtain a user name and password. Registered bidders can access the FI$Cal portal to:
· Receive email or fax notifications regarding State business opportunities and other related correspondence 
· View, download, and/or electronically respond to solicitations posted in the California State Contracts Register (CSCR)
· View the status of any non-confidential procurement or contracting transaction
The bidder registration process (ePro1) starts by soliciting bidders to compete for a goods or services contract, and ends with an award to a vendor and contract creation from the requisition or solicitation information. The bidder registration process may also start through online bidder registration through unsolicited bids (for example, CSCR bids). Both processes include activities necessary to capture bidder information, such as name, address, contact details, and the United Nations Standard Products and Services Code (UNSPSC).
A sub-process to the Establish and Maintain Vendor Process is the Self-Service set-up in FI$Cal. When utilizing the Self-Service Set-up, the vendor can create their own user profile, review purchase orders, review and respond to an RFx, maintain vendor information, and review account activity.
The Bidder Registration sub process registers suppliers as bidders to bid on an RFx event (Request for Proposal, Request for Quote and Invitation for Bid). The FI$Cal bidder self-registration portal is utilized to register as a bidder and to create an RFx user profile. The bidder must enter basic information to set up the account (e.g., name, phone, and address).  Once a solicitation has been awarded to the bidder The Convert Bidder to Vendor sub process converts the bidder into a vendor in FI$Cal. 
After bidder registration is complete, a supplier may request SB, DVBE or SB/DVBE, or NVSA (Nonprofit Veterans Service Agency) certification. The supplier submits an electronic application through the custom SB/DVBE certification portal or a paper application. Paper applications are mailed or hand carried to the OSDS (Office of Small Business and DVBE Services).  Nonprofit (NP) organizations can “register” as a recognized NP for purposes of the Prompt Payment Act. Upon certification, the NVSA nonprofit is entitled to all SB benefits. If a supplier is requesting both SB and DVBE certification, they must respond to questions and meet eligibility criteria that are unique to each certification program/type. Suppliers can be certified as either SB or DVBE, or both. 

Figure 1: FI$Cal Procurement Solution
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[bookmark: _Toc416173632]FI$Cal System and Organizational Roles
	ESTABLISH AND MAINTAIN VENDOR

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Department Vendor Processor
	Accounting Office, Contracts Office

	Central Vendor Processor
	VMF Group (Vendor Management File)

	Central Vendor Approver
	VMF Group (Vendor Management File)

	Vendor/Supplier
	Suppliers/payees that are actively doing business with the State, or otherwise receiving payments from the State.

	Administer SB/DVBE Certification Programs
	DGS (Department of General Services), OSDS (Office of Small Business & Disabled Veteran Business Enterprise)


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416173633]Establish and Maintain Vendors Process Steps Description
[bookmark: _Toc416173634]Vendor Self-Service Set-up Sub Process Steps Description
Upon approval of a vendor record by the Central Vendor Approver, the Create Self-Service User sub process allows the vendor to create their own user profile, review purchase orders, review and respond to an RFx (Request for Quote, Request for Proposal, Request for Information), maintain information, and review account activity. 
1. Vendor user setup: The Central Vendor Processor must define vendor user setup so that vendors can successfully register and create profiles using the vendor self-registration portal. The Central Vendor Processor saves the information when establishing a vendor in FI$Cal and vendors are given a unique vendor ID.
2. Assign vendor registration code and send notification email: When the vendor user setup is complete, the Central Vendor Approver must assign the vendor registration code and send out registration notification to the vendor along with details to perform self-service registration and create a user profile.
3. Receive notification email: The vendor receives a notification email from the Central Vendor Approver advising the vendor user setup is complete along with the assigned vendor registration code. This code is necessary to create a vendor profile (user profile) in the FI$Cal self-registration portal.
4. Access FI$Cal self-registration pages: The vendor accesses the FI$Cal self-registration pages to create a vendor profile.
5. Complete registration: The vendor follows the instructions in the email to access self-registration and create a user profile. After registration is complete, the user profile is created for the vendor in FI$Cal.
6. Assign Users: The vendor has the option to add multiple users.
7. Review purchase orders: The vendor accesses the FI$Cal vendor portal to review purchase orders and associated Vendor ID.
8. Review and respond to RFx: The vendor can access the vendor portal to review and respond to RFx events (Request for Proposal, Request for Quote and Invitation for Bid).
9. Maintain address information: The vendor accesses the vendor portal to update address and contact information. FI$Cal tracks vendor updates and a notification is sent to the VMF group.
10. Review activity: The vendor accesses the vendor portal to review all payment and accounting activity associated with their Vendor ID.
[bookmark: _Toc416173635]Bidder Registration Sub Process Steps Description
The Bidder Registration sub process allows suppliers to register as bidders in FI$Cal to bid on an RFx event (Request for Proposal, Request for Quote or Invitation for Bid). A bidder may also request the FI$Cal VMG Central Vendor Processor to complete the registration. 
1. Login to register: A supplier (bidder) desiring to bid on an RFx must log in to FI$Cal to register as a bidder.
2. Bidder enters registration information: The FI$Cal bidder self-registration portal is utilized for bidder registration and to create an RFx user profile. The bidder must enter basic information to set up the account (e.g., name, phone, and address) and registers as either a business or individual.  The bidder decides on the type of bidding activities (buying/selling/both) to engage in. Also, if the bidder wants to register for SB/DVBE certification, the bidder follows the SB/DVBE certification sub process.
3. Duplicate Tax ID?  Suppliers/bidders enter their TIN in FI$Cal. The supplier’s Tax ID information is processed online and is checked against existing vendor/bidder information to determine if there is a match. The duplicate Tax ID is configured to check against both active and inactive vendors/bidders. FI$Cal configuration criteria determines if a match occurs and rejects the Tax ID when a vendor name match or TIN match occurs (the information is not allowed to be saved or a hard stop occurs in FI$Cal). 
If Yes: The bidder is referred to the FI$Cal VMF Group Service Center for assistance. Continue to step 4.
If No: The bidder completes registration including UNSPSC codes. Continue to step 5. 
4. Contact the Service Center: The bidder contacts the VMF Group Service Center for assistance.
5. Complete registration, including UNSPSC Codes: Once a TIN is validated, the new bidder/supplier must complete registration including the CSCR or UNSPSC codes.
6. Applying for SB, DVBE, NP, or NVSA certification? Does the supplier need to register as an SB, DVBE, NP (Non-profit), or NVSA (Non-profit veteran’s service agency)?
If Yes: Follow the certify SB/DVBE sub process. Continue to step 7.
If No: The registration is successful. Continue to step 8.
7. Apply for certification: If the supplier needs to register as an SB, DVBE, NP, or NVSA, then the bidder must apply to the certification program. FI$Cal then determines if the supplier has already applied for the certification program.
8. Bidder registration successful: The bidder has successfully completed bidder registration.
[bookmark: _Toc416173636]Convert Bidder to Vendor Sub Process Steps Description
The Convert Bidder to Vendor sub process converts the bidder into a vendor once a solicitation has been awarded to the bidder. An unapproved vendor record is created in the FI$Cal VMF once the bidder is awarded a solicitation by the Department Buyer.
1. Department Buyer awards bidder: After performing all the steps in the solicitation process, the Department Buyer awards a contract/PO to the bidder.
2. Unapproved vendor is created: FI$CAL converts bidder details into vendor details. When the Department Buyer awards a contract/PO to a bidder for the first time, FI$Cal creates a new vendor record with a unique Vendor ID. This newly created vendor is in unapproved status will the bidder details (e.g., name and address).
3. Review vendor created: Once the new vendor record is created in FI$Cal, a notice is sent to the Central Vendor Approver that the new vendor is created and needs approval. The Central Vendor Approver must review the vendor record and verify that VMF standards have been followed.
4. Request additional payment information: If needed, the Central Vendor Processor requests additional payment information for EFT processing.
5. Send documentation: Upon request by the Central Vendor Processor, the bidder sends the additional payment information.
6. Update vendor payment information: Once the payment information is received from the bidder/vendor, the Central Vendor Processor updates payment information in the vendor record.
7. Approve?  After reviewing the vendor information, the Central Vendor Approver decides if the vendor can be approved based on this information.
If Yes: The Central Vendor Approver approves the vendor and the vendor data is available for procurement or payables. Continue to step 8.
If No: The Central Vendor Approver contacts the vendor for additional information or updates. Continue to step 9.
8. Approve vendor: After reviewing the vendor information and determining that no more updates or additional information is required from the vendor, the Central Vendor Approver approves the vendor. The Department Buyer can now complete the award process.
9. Contact vendor for additional information: The Central Vendor Approver contacts the vendor for additional information or updates.
10. Notification to Department Buyer: Once the Central Vendor Approver approves a vendor created from the bidder, email notification is sent to the Department Buyer that the vendor is approved. The Department Buyer can now successfully award the bidder.
[bookmark: _Toc416173637]Certify SB and DVBE1 – New or Renewal Certification Sub Process Steps Description
After bidder registration is complete, a supplier may request SB, DVBE or SB/DVBE, or NVSA (Nonprofit Veterans Service Agency) certification. All new applications (paper and electronic) start in “pending” status and are viewable by the applicant/supplier and to the public via an online query.
For certification renewal, the supplier must renew their certification prior to the expiration date. A supplier’s certification status remains “approved” while their renewal is processed. Once the certification expires, the status is displayed as “expired.”  To get re-certified, the supplier must submit a new application. 
1. Submit online application: The supplier enters the SB/DVBE certification online portal and completes an online application by responding to and entering predefined questions and information. Certification renewals are updated with supplier information as necessary or required.
2. Submit supporting documentation: The supplier must provide any applicable and required support documentation by either uploading it into FI$Cal or by mailing or hand carrying it to the OSDS. In some cases, SB certification online applicants can receive immediate approval or denial status once FI$Cal determines that the applicant-entered information either meets or does not meet all SB certification requirements. Other applications/registrations, including certain SB, all DVBE, NVSA, and Nonprofit, cannot receive immediate online approval and must be further reviewed by the OSDS for a final determination. However, they may receive immediate denial if their entered responses determine them as not meeting the predefined system criteria and therefore, ineligible.
3. Application approved, denied or deficient? Upon online application submittal, FI$Cal provides the applicant with a certification status based on their entered information and responses: approved, denied, or deficient (additional information is needed). The application status is viewable by the applicant and changes from pending to one of the three certification results.
If Yes-approved: The supplier receives an email notification of approval. Continue to step 4.
If No-denied: The supplier receives an email notification that the application has been denied. Continue to step 5.
If No-deficient: FI$Cal displays a deficient status and the supplier receives a status email notification. Continue to step 6.
4. Supplier receives approval notification: The supplier receives an email notification that the SB application is approved along with certification information and the start and expiration dates. 
Renewal certifications receive a new certification start and expiration date. Renewals remain in “approved” status until the OSDS makes a final status determination. If the OSDS determines that the renewing applicant is no longer eligible for certification prior to expiration, the OSDS changes the status to “revoked.”  The OSDS then notifies the renewing applicant of their status.
5. Supplier receives denial notification: The supplier receives an email notification that the application has been denied.
6. Supplier receives deficient status notification: If deficient, FI$Cal displays a deficient status and sends a confirmation email notification to the supplier. FI$Cal simultaneously sends an email to the OSDS alerting them that the application needs further review. FI$Cal flags and queues pending deficient applications for OSDS review and processing.
7. Review application: The OSDS reviews the supplier application and supporting documents.
8. Enough information to make decision?  The OSDS determines if the supplier provided enough information to make a decision.
If Yes: The OSDS approves or denies the supplier’s application. Continue to step 9.
If No: The OSDS will request additional information and/or documentation from the supplier. Continue to step 10.
9. Approve or deny certification: Upon deciding that the information provided is adequate for a decision to be made, the OSDS decides to approve or deny the supplier’s application.
10. Request additional information: The OSDS requests additional information from the supplier.
11. Perform quality review of registration: The OSDS performs a quality review to confirm the consistency and integrity of the registration certification data.
12. Generate approval or denial email to supplier: Once the quality review of a certification/registration decision is complete and a decision is reached for the approval or denial of the supplier certification/registration, the OSDS sends the approval/denial email or paper notification to the supplier.
[bookmark: _Toc416173638]Certify SB and DVBE2 – Investigation process Sub Process Steps Description
Suppliers may update their current certification information at any time via the online certification portal or by paper through the OSDS. Occasionally, the information OSDS receives triggers an investigation regarding a supplier’s current eligibility.
1. Registration process starts investigation: The OSDS starts the investigation process after receiving additional/clarifying information about a supplier’s certification.
2. Determine if information is valid: The OSDS determines if the information received is valid.
3. Send notice requesting additional documentation: Once information is validated, the OSDS sends a notice letter to the supplier requesting additional information/documentation to substantiate their certification eligibility.
4. Send requested information: After receiving notice from the OSDS team, the supplier must send the requested information/documents to the OSDS.
5. Sufficient information received?  After reviewing the information provided by supplier, the OSDS determines if the information is sufficient. 
If Yes: The OSDS determines the supplier’s certification status. Continue to step 6.
If No: The OSDS requests additional information from the supplier. Continue to step 7. 
6. Certification status approved? After reviewing the information provided by supplier, the OSDS determines the supplier’s certification status.
If Yes: The supplier’s certification remains valid and there is no change in certification status. The OSDS sends a certification confirmation email to the supplier. Continue to step 8.
If No: The OSDS revokes the supplier’s certification. Continue to step 9.
7. Request additional information from supplier: The OSDS requests additional information from the supplier.
8. Certification remains valid: Certification registration remains valid in FI$Cal. OSDS does not change the approved certification status of the supplier.
9. Revoke certification: If the OSDS determines the supplier no longer meets certification eligibility, the supplier’s certification is revoked. The OSDS changes the certification status in FI$Cal to “revoked.”
10. Email notification to supplier: The OSDS sends the appropriate certification status notification to the supplier.
[bookmark: _Toc400710781][bookmark: _Toc416173639]Interfaces and Reports

	TITLE
	PURPOSE OR DESCRIPTION
	TC #
	INTERFACE
IN/OUTBOUND
	REPORT
Y/N

	INFGL105
	Updates the FI$Cal employee table and generates an employee ID
	N/A
	Inbound
	

	Vendor Update Query
	Other Department Vendor Processors will run the Vendor Update Query to determine whether changes have successfully been made to a vendor record, as only the originating Department Vendor Processor will be notified if a requested change was approved and made.
	N/A
	
	Y


[bookmark: _Toc400710782][bookmark: _Toc416173640]Interdependent Business Processes and/or Work Activities
Business processes are executed in sequential steps or in parallel with other work activities. When a process is dependent on another to start, end, or continue, an interdependency is created through the interaction of activities within a given end-to-end business process.

Interdependency with the AP1-Establish and Maintain Process exists as follows:
Pre-requisite Business Process(es):
· ePro3 – Create and Approve Requisitions (potentially)
· PO2 – Manage Purchase Orders
· PO3 – Receive Goods and Services (prerequisite if for a PO)
· AP4 – Matching (prerequisite if for a PO)
Succeeding Business Process(es):
· AP3 – Process Payments

[bookmark: _Toc416173641]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the AP1-Establish and Maintain Vendor Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	California Codes (Various)
	Various sections of Government Code, Public Contract Code, and Military and Veterans Code
	Gives the Department of General Services the authority over Statewide procurement and contracting and socio-economic preference and incentive programs.

	California Codes (Various)
	Various— Government Code, Public Contract Code, Military and Veterans Code
	Gives the Department of General Services the authority over Statewide procurement and contracting and socio-economic preference and incentive programs.

	California Code of Regulations (CCR)
	CCR Title 2, Div 2, Chpt 1, Articles 3 & 7
	These Regulations describe the presentation of claims to the Controller and claim invoice requirements. 

	California Code of Regulations
	CCR Title 2, Div 2, Chpt 3 and Div 4, Chpt 5
	These Regulations describe the socio-economic preference and incentive programs, personal services contracts, construction contracts, and service and supply contracts.

	Government Code (GC)
	GC Section 14835
	Gives the Department of General Services authority to administer the Small Business and DVBE Certification Programs.

	Government Code (GC)
	GC Section 17000
	Requires the Controller to print the fund number on each warrant (the fund from which it is drawn).

	Government Code (GC)
	GC Section 17093
	Requires the Controller to issue a duplicate warrant if the original warrant is lost/destroyed. 

	State Administrative Manual (SAM)
	Sections 7800, 7900,
8000, 8100, 8400
	These SAM sections describe numerous areas related to the Accounts Payable function.

	State Contracting Manual (SCM)
	Volumes I, II and III
	The SCM is a reference source to Statewide procurement and contracting policies and procedures.
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[bookmark: _Toc416173642]Appendix
[bookmark: _Toc416173643]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: AP1 – Establish and Maintain Vendors Flow Diagram
[bookmark: _Toc400710788][bookmark: _Toc416173644]FI$Cal Terms and Definitions
FI$Cal Public Website: http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416173645]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips: http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416173646]Associated UPK(s)
FI$Cal Public Website, FI$Cal Service Center, FI$Cal Training Academy (requires User Login): http://www.fiscal.ca.gov/access-fiscal/fiscal_training_academy/index.html 
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