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[bookmark: _Toc347930418][bookmark: _Toc400710772][bookmark: _Toc416182842][bookmark: _Toc342477083][bookmark: _Toc346216914]Business Process Overview
The PO1-Maintain Items for Purchase process starts with creating a Leveraged Procurement Agreement (LPA) followed by the request for creation of a new item in FI$Cal. This process includes all activities necessary to create the item, and to review and approve the item attributes. The process ends by making items available to all departments using the LPA.

An item represents a good or service for purchase by the State of California. Multiple contracts can be associated with one item and items are typically related to LPAs (managed by Department of General Services) and the California Prison Industry Authority (CALPIA). The Item ID is a unique system identifier for a good or service in FI$Cal.
Item data is reusable. After an item is defined in FI$Cal, departments are able to use the same standardized item data on requisitions, purchase orders, solicitations, and control agency reporting for item purchases. Item ID contains numberous attributes:
· Description
· Price
· Unit of measure
· Category (United Nations Standard Products and Services Codes-UNSPSC) 
· Contract
· Vendor
· Default Account
· Hazard Code
· Recycle information
The Item Category code used by the state of California is the UNSPSC codes. Item Category is a means of classifying an item in FI$Cal; every line item must be assigned to an Item Category. Items are searchable in FI$Cal based on the UNSPSC codes, item description and Item IDs. Items are set up for purchasing, creating procurement transactions and data reporting/analysis capabilities. An Item Catalog is maintained in FI$Cal for ordering and tracking of purchases.
It is important to note that item data is reusable. After an item is defined in FI$Cal, the standardized item data can be used by departments on a requisition, purchase order, solicitation, and control agency report for purchase of an item(s).
[bookmark: _Toc400710773][bookmark: _Toc416182843][bookmark: _Toc347930420]FI$Cal System and Organizational Roles
	PO1-MAINTAIN ITEMS FOR PURCHASE

	SYSTEM ROLE
	ORGANIZATIONAL ROLE OR ASSIGNMENT

	Item Processor
	Department

	Item Approver
	Department


[bookmark: _Toc395262025][bookmark: _Toc400710774][bookmark: _Toc416182844]Maintain Items for Purchase Process Steps Description
[bookmark: _Toc416182845]Define Items and Enter Items SubProcess Steps Description
The Define Item sub-process encompasses performing a duplicate item check, adding item attributes and approving the item.
1. [bookmark: _Toc400710781]Receive new item request: When an LPA is created, the Item Processor receives a request to create items for that LPA.
2. Perform duplicate item check: When an item request is received to create a new item, the Item Processor checks to see if the item(s) currently exists in FI$Cal.
3. Duplicate item? Does the item(s) already exist in FI$Cal? After reviewing the item request, the Item Processor decides whether to add item(s) in FI$Cal.
If Yes: The Item Processor denies the item request. Continue to step 4.
If No: The Item Processor defines the item to be added. Go to step 5.
4. Deny request and notify requestor: The Item Processor denies the item request and notifies the requester.
5. Define additional item control values: The Item Processor defines additional control values for the item(s).
6. Enter Item General Attributes: In FI$Cal, the Item Processor enters item attributes such as Description, Item Type, Price, Default Category, Unit of Measure (UOM), Physical Nature, and Item Group.
7. Enter Item Purchasing Attributes: In FI$Cal, the Item Processor enters item purchasing attributes/controls such as Standard Price, Item Description, Use Code and Account.
8. Enter Item Vendor Attributes: The Item Processor defines the vendor attributes in FI$Cal such as Vendor ID, Price, and Ship To. The Item Processor may also utilize the Internal Item Catalog in FI$Cal’s eProcurement requisition/Catalog Tab to compare and select items in the catalog. The option exists to set up a kit or template consisting of several items used in combination.
9. Save as Pending Approval: After all item information is entered by the Item Processor, the item(s) is saved in pending approval status in FI$Cal and then routed for approval.
10. Review Item Approval Request: The Item Approver reviews the Item Approval request.
11. New item approved? The Item Approver makes the decision to approve or deny the creation of an item.
If Yes: The item approved and moves forward in the process. Continue to step 11.
If No: The request for the new item is denied. Go to step 13.
12. Item is ready for use: The approved item is available for department use
13. Item is denied: The Item Processor denies the item request and notifies the Item Processor. 
[bookmark: _Toc416182846]Interfaces and Reports
No known interfaces or reports associated with this process. 
[bookmark: _Toc400710782][bookmark: _Toc416182847]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 PO1-Maintain Items for Purchase Process exists as follows:
Pre-requisite Business Process(es):
· ePro2 – Administer Vendor Contracts
· CA1 – Create and Amend Contracts
Succeeding Business Process(es):
· PO2 – Manage Purchase Orders
[bookmark: _Toc416182848]Governing Statute, Regulation, and Policy
The statue, regulation and policy references that govern specific activities and responsibilities associated with the PO1-Maintain Items for Purchase Process include, but may not be limited to, the citations in the following table.
	GOVERNING AUTHORITY
	IDENTIFIER
	DESCRIPTION

	State Contracting Manual (SCM)

	Volumes I, II and III

	· The SCM is a reference source to statewide procurement and contracting policies and procedures.




[bookmark: _Toc340072078][bookmark: _Toc342477111][bookmark: _Toc346216943][bookmark: _Toc400710786]

[bookmark: _Toc416182849]Appendix
[bookmark: _Toc416182850]Associated Process Flow Diagram(s)
SCO FI$Cal SharePoint: PO1-Maintain Items for Purchase
[bookmark: _Toc400710788][bookmark: _Toc416182851]FI$Cal Terms and Definitions
FI$Cal Public Website: http://www.fiscal.ca.gov/documents/FISCalTerminology121112AlphaListing.pdf
[bookmark: _Toc400710789][bookmark: _Toc416182852]Associated Job Aid(s)
FI$Cal Public Website, FI$Cal Service Center, Job Aids and Training Tips: http://www.fiscal.ca.gov/access-fiscal/job_aids.html 
[bookmark: _Toc400710790][bookmark: _Toc416182853]Associated UPK(s)
FI$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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