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Revision History
	Date
	Version
	Location
	Update Description

	07/08/2014
	1.0
	
	Provides the Wave 1 Department Buyer instructions for setting up an equipment purchase order (PO)

	07/29/2016
	2.0
	Entire document
	Provides the Department Buyer instructions for setting up a multiple fiscal year equipment purchase contract that will include the Maintenance Service Agreement (MSA).



Target Audience: Department Buyer, Department Contract Buyer

Purpose: This Supplemental Job Aid provides the Department Buyer instructions for setting up a multiple fiscal year equipment purchase contract that will include the Maintenance Service Agreement (MSA). This is a generic example to provide a guideline for various types of equipment purchases. This job aid will not provide every step used to purchase equipment, create a purchase contract, purchase order, nor will it address entering assets. 
Reference the following user productivity kits (UPK).
· UPK PO-142/152– Processing Solicitations & Procurement Contracts, Creating a procurement contract by direct entry
· UPK PO123 – Additional PO Processes, Creating a PO against a procurement contract
· UPK PO122 – Processing Purchase Orders, Creating a direct PO
Equipment with Multi-Year Maintenance Service Agreement:
In this example, a purchase contract is created, approved, and dispatched for equipment with a five (5) year MSA. The equipment delivery will provide an approximate 30-day delivery time frame and will not include a warranty period. 
For every new fiscal year of the MSA, a single purchase order will be generated against the contract to encumber the funds which can be received against multiple times as invoices are submitted. When the MSA starts and ends, determines how many months the first and last purchase order will be set up for.
Create a three (3) line purchase contract for equipment that will include all five years of the MSA. 
· Equipment
· Maintenance Cost Service
· Maintenance Fee Parts
Included in the contract will be the scope of work that will be attached and sent to the vendor and any other required documentation. Reference the contract instructions for additional MSA charges. The buyer will need to calculate the equipment pricing, overage use and tax that will need to be encumbered over the span of the agreement. 
Example Only:
Equipment 
Line 1:$15,500.00
Tax: $15,500.00 X 8.75% = $1,356.25
Total: $16,856.25

MSA Calculation: 
Service and supplies for copies $132.00 X 60(months) = $7,920.00 
Maintenance fee (taxable Parts) $7,920.00 X 35% = $2,772.00 
Overage: $7,920.00 X 15% = $1,188.00(60 months)
MSA Lines
Line 2: Maintenance Cost Service = $9,108.00 (non-taxable)
Line 3: Maintenance Fee Parts = $2,772.00 (taxable)
Total Contract Maximum Amount: $ 28,736.25
Step 1: Add a new contract by navigating to the Add Contracts page: Main Menu > Procurement Contracts > Add Contracts. Populate all required fields. Ensure the Price Can Be Changed on Order box is selected in the Order Contract Options section.
Reference UPK 142/152 – Processing Solicitations & Procurement Contracts, Create a procurement contract by direct entry
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Step 2: Under Contract Items, Lines section, Details tab, enter the Description, UOM, and Category for Line1.
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Step 3: Click the Line Details icon in the middle of the Line number and the Item field.
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Step 4: In the Details for Line 1 page, expand the Pricing Information section and enter the Base Price for Line 1. Select the Price Can Be Changed on Order check box.
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Step 5: Click the OK button to return to the Contract Entry page, then click the Plus icon for Line 1. 
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Step 6: In the Script Prompt enter 2 to add 2 additional lines, then click the OK button.
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Step 7: Enter the remaining information into Lines 2 and 3. Ensure the UOM is correct. This will not be editable when copied over to the purchase order. Note: This is an example only and the UOM may or may not be different from your transaction.
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Step 8: Follow prior steps 3 and 4 to enter the pricing for Lines 2 and 3 by clicking the Line Details icon next to each line. Enter the amount calculated for the term of the contract, in this case, it will be for sixty (60) months. Ensure Price Can Be Changed on Order is checked or you will not be able to edit this in the purchase order. After entering the pricing for lines 2 and 3, click the OK button to return to the Contract page.
Line 2 Base Price entry
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Line 3 Base Price entry, Ensure Price Can Be Changed on Order is checked or you will not be able to edit this in the purchase order.
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Note: Entering Chartfield values is optional in creating the contract. However, Chartfield values must be entered in the purchase order.







Step 9: In the Contract Items, Lines section, click the Order by Amount tab and select the Amt Only check boxes next to lines 2 and 3 (Maintenance and Overage, Maintenance Fee). Failure to do so will prevent you from being able to receive multiple invoices on these purchase order lines.
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Step 10: In the Contract page, click the Add Comments and Attachments hyperlink then attach the Scope of Work, and other applicable documentation required. 
[image: ]

Step 11: Enter Information in the Comments field and attach the first attachment. Note: Include in the purchase contract instructions to the vendor to state that the State will purchase an MSA for several years and is committing to doing so on the attached Statement of Work (SOW). For example the language could read: The State is exercising the multiple year maintenance service agreement (MSA) as shown in detail in the statement of work. A purchase order will be generated for the following fiscal years of coverage. Select the Send to Vendor checkbox so this is visible to the vendor.
[image: ]
Step 12: Click the plus icon to add the second attachment.
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Step 13: Add the second attachment. Then click the OK button to return to the Contract Entry page.
Step 14: Click the Save button. The Contract ID is generated. Ensure all required information and documentation is correct prior to submitting for approval. 
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Step 15: Click the Submit for Approval button. Once this button is clicked, it is no longer visible and the Status changes to Pending Approval.
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In the following steps, a purchase order for the current fiscal year will be created off of the Contract ID to encumber the funds for the equipment and the MSA. Create a purchase order by copying from the procurement contract. This first purchase order may not be for the total twelve (12) months of the MSA as it depends on when the MSA starts after date of delivery and warranty period. The overage and tax will also need to be calculated according to the bidder’s quote, Leveraged Procurement Agreement (LPA), or Western States Contract Alliance (WSCA).

Note: The procurement contract must be fully approved in order to create a Purchase Order by copying from the Contract ID. For the first purchase order, the first line would reflect the equipment. The other two lines would be for the maintenance overages and the last line for the Maintenance Fee, the taxable portion of the MSA.
Step 16: Create the first purchase order for the equipment and MSA. Navigate to Main Menu > Purchasing > Purchase Orders > Add/Update POs > Add a New Value. Verify the Business Unit field defaults to your BU. Click the Add button.
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Step 17: In the Copy From field, use the drop down arrow to select Contract. This will bring you to the Copy Purchase Order from Contract page.
Reference UPK: PO123 – Additional PO Processes, Creating a PO against a procurement contract.
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Step 18: In the Contract ID field, enter the Contract ID created for the equipment purchase and MSA using the search icon. Click the Search button. All three lines will appear.
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Step 19: Select all three lines. Scroll to the right and the line descriptions display.
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Step 20: Scroll back to the left then click the OK button. All three lines copy over to the purchase order. Note: If the Procurement Contract has been copied from a Leveraged Procurement Contract (LPA), reference the LPA number in the comments to ensure this displays on the purchase order.
[image: ]
Step 21: For the equipment line, enter asset information by clicking the line Schedule icon, Distributions/ChartFields icon, Asset Information tab. Enter the AM Unit and Profile ID. Click OK, then click the Return to Main Page hyperlink.
[image: ]
Reference UPK PO122 – Processing Purchase Orders, Creating a direct PO
Step 22: Change the Price in the MSA lines to reflect the appropriate amount of the months remaining in the current fiscal year. For this example, the purchase date will be March 22, 2016. The set in place date will be April 22, 2016. The MSA begins the set in place date. The first purchase order will encumber funds for the equipment and two (2) months of the current fiscal year. 
[image: ]
Step 23: Enter PO Line Comments to the supplier to advise how the price was calculated. By selecting the Send to Vendor checkbox, the comments will display on the purchase order line.
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Step 24: Click the PO Defaults hyperlink to enter the Chartfield values to be applied to all lines and appropriate to the current fiscal year. Click the OK button, then Select All to apply. Click the OK button.
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Step 25: Change the Maintenance and Overage line to tax exempt. In the Lines section in the Details tab, scroll to the right of the page and click the Schedule icon then click the Sched Sales/Use Tax icon. 
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Step 26: In the Tax Applicability field, select Item is Exempt using the drop down arrow.
[image: ]
Step 27: Click the OK button, then click the Return to the Main Page hyperlink. In the Lines section, click the Attributes tab then validate/select the Amount Only check box for the MSA Lines only.
[image: ]
Step 28: Click the Receiving tab. Validate the Receiving Required field is Required. Correct if it displays Optional. 
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Step 29: Click the Details tab to double check everything then click the Save button. The first purchase order for the equipment and first fiscal year of maintenance is saved and a FI$Cal purchase order number is generated. 
[image: ]
For the following fiscal year purchase orders, Line 1 for the equipment will not be selected. You will only select the lines for the Maintenance and Overage Use. For the remaining fiscal year purchase orders, the Maintenance and Overage, Maintenance Fee will be calculated on the full twelve (12) months. The very last year of maintenance will be calculated on Ten (10) months because the first fiscal year was calculated on two (2) months.
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