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Vendor Name: ____________________________________

Scorer’s Name
:____________________________________
Date: _________
Time:  __________

Location D260

	Session 12 Purchasing/AP/Facalities

	Scenario 12.1 Vendor Management

	Setting:


	“Prior to arrival,” the vendor file in the demonstration system must have an adequate number of sample vendors established, including vendors in each of the following types: Trade, Individual (1099), and Minority/Women owned Small Business.  In addition, please provide copies of a report that reflects the standard data elements provided by the system for the vendor master file.

	Criteria

	Discuss how a common vendor master file is maintained with security such that certain data elements are maintained by the Purchasing Department and others are maintained by the Accounts Payable Department.  

Discuss the standard data elements provided by the system for the vendor master file and provide copies of a standard report reflecting such. 

Demonstrate how a new vendor is added to the system.

Discuss the following data elements and how they are used by the system, and what validation rules are in place:

Vendor name 

Identification number: taxpayer identification number (TIN), employee number, or student number.  Payment to individuals requires the collection of the Social Security number.  Discuss the security around the display of this number.

Multiple contact names, addresses, and phone numbers 

Payment method, supports multiple types (e.g., ACH, check, EDI, etc.) and ability to designate preferred method 

Vendor type/class – Example, Historically Under Utilized Businesses (HUB), 1099 information.

Discuss the ability for the District to define additional data elements in the vendor master file.

Discuss viewing and reporting on District-defined data elements/attributes:

Ability to query District-defined data elements/attributes online.

Ability for District-defined data elements to be displayed in standard reports.

Ability for District-defined data elements to be displayed in custom reports.

Discuss the ability to match the vendor TIN by creating and sending file to IRS TIN Matching to obtain the correct vendor name. 

Discuss the system controls that will prohibit the user from establishing a duplicate vendor on the vendor file. 

Demonstrate system controls to warn that a new faculty/staff/student is already on vendor file.

Demonstrate how any vendor information can be changed and how vendors can be placed on hold. 

Demonstrate the ability to do a “mass change” on the value of a District-defined attribute. 

Discuss any system limitations as to which data elements can be modified. (e.g., change standard data element or District-defined data element)

Discuss how a vendor is deleted. 

Discuss how two vendors can be merged.  Discuss any impact for deleting a vendor that is associated with an open purchase order or invoice within the system.

Discuss the audit trail that is maintained for changes made to the vendor master file. 

Demonstrate the online queries and discuss standard reports to view the view the vendor master file.  Information like – payments issued to-date (dollar amount and number), payments to HUB (Historically under Utilized Business) vendors, etc.

Demonstrate the ability to create a voucher from 1099 screens.

Require Tax ID $600.00 limit.

	Outcomes:

	 

	Questions:

Can information related to new vendor set up be imported into the system?

What are the security options and validation features for the various vendor data elements?

How are reportable 1099 transactions accounted for in the system?

How can vendor information be changed?

How can a vendor be deleted from the master file?

How are minority, disabled and woman owned vendors identified?  Discuss your delivered reports to support this vendor activity.

In the event a vendor does not supply a TIN to the District, we are federally obligated to withhold 30% of payment and remit to the IRS.  Discuss how your system will allow us to comply with this Federal regulation.

Does the system provide for user defined elements?  (e.g., debarred)

Does the system allow vendors to enter W-9 information via a web portal?

	Scenario 12.2 Purchasing Requisition - Initiate

	Setting 12.2a:

	Jackie Everett has determined the need to purchase various goods and services for her department.  She will use the procurement self-service application to prepare a multiple-line requisition (at a minimum of one for computer related goods and one for services).  In this situation, Jackie has the departmental approval authority to request the goods and services.  Once Jackie completes the requisition it should be directly routed to a buyer.

Prior to arrival, create several different accounts with budgets such that funds checking can be performed when the requisition created in this demonstration script is charged to such accounts.  Refer to steps eight and nine below for more details.

	Criteria:

	Demonstrate Jackie purchasing supplies from both the catalog and non-catalog items and one item for services using a single requisition.

Demonstrate the search capabilities to locate items in the catalog.

Demonstrate the ability to prompt or alert Jackie that she needs to send a vendor agreement/contract with the request based on the use of a particular commodity code.

Demonstrate the ability for Jackie to flag the request that there is PHI (Personal Health Information) involved that would require a BAA (Business Associate Agreement).

Discuss the different options to initiate non-catalog requests when an item is not listed in the item master.

Discuss the requisition data elements provided with the system and flexibility for the District to add fields or make the completion of certain fields required.

Demonstrate any system features to facilitate the data entry of the account code distribution. 

Discuss whether the chart of accounts (COA) drop-down list is pared-down by the code values previously entered (e.g., Project for a specific Organization/Department).

Discuss whether the COA drop-down list is pared-down or certain values defaulted based upon the end user’s identity and/or security (e.g., access only to a specific Organization/Department).

Discuss whether the system can default the natural classification code value on a requisition for items selected from the item master.

Demonstrate the ability for the user to override any defaulted values. 

Discuss whether the system supports the creation of shorthand codes that represent a combination of several of the COA segment code values.

Discuss whether the account code distribution for a requisition can be done at both the detail line item level or at the header level whereby all items on the requisition will be consistently distributed and charged. 

Discuss any limits on the number of accounts to which a single requisition line item can be distributed. 

Discuss the types of validations performed by the system when data entering a requisition.  

Discuss the types of budgetary spending controls that the system provides (e.g., hard stop versus a warning). 

Discuss the system’s flexibility with respect to setting up budgetary spending controls.

Discuss how budgetary spending controls are assigned and whether the system provides the flexibility to assign budgetary spending controls at different levels (e.g., organization level, project level, object code level, etc.).

Demonstrate the online validations and the budgetary spending control features performed by the system as Jackie completes and approves her requisition.

Demonstrate where requisition amount exceeds the available budget amount for a particular distribution.

Demonstrate an account code value that is no longer valid.

Discuss alternatives to resolve various data entry problems that may be encountered, specifically ability to override spending controls.

Demonstrate how the system may alert users when a preferred vendor is designated for a purchased item.  Discuss options if the user wants to purchase from a non-preferred supplier. 

Demonstrate the approval of the requisition.

Demonstrate the encumbrance accounting entries that are posted to the General Ledger as a result of the approval of this requisition. 

Demonstrate the online queries for end users to view the open requisitions and requisition history, drill down to requisition details, and view the approval status. 

	Outcomes:

	

	Questions:

Does the system generate encumbrance entries from transactions other than requisitions and payroll, specifically Travel Authorizations or manual encumbrances? 

Does the system distinguish between encumbrances generated from requisitions versus purchase orders? 

Discuss the standard workflow provided by the system for the requisition process.

Discuss whether the system provides any unique workflow features related to the requisition approval processes that have not been addressed in the General Session.

Are requisitions approved at the header level, line level, both/either? Explain the advantages and disadvantages of each and the impact of these options on the availability of the requisition line items to the buyer(s).

Can the system support account distributions that include cost share entries?

Does the system assign commodity codes for each item requested?

Are the specifications clear, concise to link well with the commodity code/codes?

Will the items in an item master be linked to a commodity code?

Will there be an ability to establish a forecast or historical requirements?



	Setting 12.2b: Purchasing Requisition - Assign to Buyer

	Jim Pryor is a buyer in the purchasing department and is responsible for purchasing computer related supplies.  One of the supply line items in the requisition from Jackie Everett falls into this commodity code category.  The remaining items on the requisition have no designated buyer within the purchasing group.

	Criteria:

	Demonstrate the auto assignment of the requisition to Jim for the commodity codes specific to his responsibilities. 

Discuss the options for assignments of the remaining line items on the requisition to other buyers. 

Jim’s workload is such that the entire requisition needs to be assigned to another buyer.  Demonstrate this process and discuss the options for reassignment.

	Outcomes:

	

	Can a purchase requisition assignment be split based at the line item level?

Describe the options for temporary reassignments of buyer responsibilities.

If a buyer is on vacation, how will the assignment be re-routed?

How will the system accommodate a change in internal procedures that would allow for all requisitions to be routed to 1 or 2 designated personnel in the dept?

Will the system be able to flag items that may be on established state contracts or District preferred vendor lists?

Can the system be set up to route requisitions on the basis of dollar value?

Can the end user check which buyer(s) have been assigned to their requisition or receive email notification?

	Scenario 12.3 Competitive Solicitation - Create

	Setting: 12.3a

	Jim Pryor, a buyer in the Purchasing Department, receives the requisition prepared by Jackie in PO01 and notes that the goods and services on the requisition require the Purchasing Department to solicit written quotes.  Consequently, Jim will be required to prepare a Request For Quote (RFQ) for the goods and a Request For Proposal (RFP) for the services.

	Criteria:

	Demonstrate the ability of the system to create a Request for Information (RFI), RFQ and RFP and IFB (collectively referred to as RFxs): 

If only one of the line items on the requisition requires bid preparation, discuss whether a separate requisition must be prepared or whether the system can accommodate a bid process for a line item on the requisition. 

Discuss any system features such as templates or ability to copy existing data from other RFxs to facilitate the RFx creation process. 

Demonstrate the ability to choose vendors from a pre-determined bid list (or preferred vendor) for the commodities listed on Jackie’s requisition. 

Demonstrate the ability to add additional vendors (a non-preferred vendor chosen) to the RFx that are not on the preferred vendor list. 

Discuss what information is included on the RFx, note the following, as well as any other information provided by the system (e.g., RFx number, beginning and ending date, item numbers and descriptions, acceptable products by line item, etc.)

Demonstrate the ability for a buyer to record specific (reportable) instructions to the vendor. 

Discuss whether there are any system limitations on the amount of text that can be entered by the District.

Demonstrate how the solicitation, any changes to the solicitation, and history of the solicitation is tracked and maintained in the system (e.g., adding additional vendors and items would be added to a bid that has already been established). 

Discuss the ability to attach additional documents to the bid specification such as a word or PDF file.

Discuss the different methods of delivery to the vendors that are supported by the system (e.g., hard copy, fax, e-mail, EDI or XML). 

Discuss whether the system automatically does such based upon the preference designated in the vendor master file. 

Discuss how Jackie (in the department) will be notified that her request is awaiting bid responses.

	Outcomes:

	

	Questions:

Is the functionality for sole source and emergency quotes handled similarly or differently?

Can an automatic message be generated that alerts a department of the purchasing requirements and general time frames for acquiring items within the requisition, perhaps based on dollar amount?

How are vendor mail/notification lists maintained in the system?

The District must electronically send a Bid package to the State for requests over $25,000 prior to creating a purchase order from the departmental purchase requisition.  Please discuss how the RFx can be electronically sent to the State, bypassing any vendor bid list so that it can be posted on the State’s website for vendor activity.  Once closed, demonstrate how the results can be electronically uploaded to the District’s buyers “workbench” for further action.

Does the system have the ability to allow solicitations for RFQ’s less than $25K?

Can vendors register / sign up to bid on-line?

	Setting 12.3b: Competitive Solicitation – Evaluate and Select

	It is the due date of the proposals and time for the buyer (Jim) to obtain and evaluate the quotes and proposals.

Prior to arrival, the vendor should have a completed RFQ or RFP ready to be converted to a PO for demonstration step 3 below.

	Criteria:

	Demonstrate the ability of the system to accept bid responses (quotes and proposals) from vendors in the format specified in the solicitation. (e.g. email, fax, hard copy, etc.) 

Demonstrate the ability of the system to assist the evaluation of the RFx responses based on a variety of criteria including past performance, references, methodology, delivery specifications, price, etc. 

Discuss how this analysis is documented in the system. 

Demonstrate how an accepted bid/contract is converted into a Purchase Order. 

Demonstrate how information is automatically fed to the PO from the solicitation or can be easily copied.

Discuss how contracts are maintained in the system. 

Discuss the inquiry and reporting capabilities available to query the status of the request and view the status of the sourcing process.  Distinguish any differences in queries or reports available to the buyer (Jim) versus the requisitioner (Jackie).

	Outcomes:

	

	Questions:

Will the system accept bids electronically?

Will the system date the receipt of bids?

Does the system have the ability to provide notification of receipt via email to vendors?

Does the system have the capability to issue an electronic award notification?

How does the system handle status updates regarding changes to an awarded vendor?

How does the system alert the Purchasing Department when a contract is up for review and needs to be re-bid?

How are solicitations archived?

How are solicitation numbers derived?

What process is used to cancel a solicitation?

Does the system have the ability to flag expirations of contracts/agreements?

Can the system accommodate updates and/or revisions by central purchasing staff to existing contracts in the system?


	Scenario 12.4 Purchase Order


	Setting 12.4a: Purchase Order - Create

	The Purchasing Department is ready to process Purchase Orders (PO) for the requisition prepared by Jackie Everett in PO01.01 in addition to other requisitions received from multiple other departments.

Prior to arrival, create several approved requisitions from different departments in the purchasing department’s workflow queue from which a purchase order will be generated in this demonstration script.

	Criteria

	Discuss the different types of purchase orders supported by the system. 

Demonstrate the ability to combine multiple requisitions into a single PO. 

Discuss the process to create multiple POs from a single requisition. 

Demonstrate what information can be defaulted when creating the PO, reducing data entry. 

Demonstrate the ability for the PO to support multiple ship-to and bill-to locations for a single PO.

Demonstrate the ability for the buyer to override user-specified vendor or preferred vendor identified on the requisition. 

Demonstrate the ability for the buyer to override user-specified or system-defaulted price. 

Discuss any limits on the number of accounts to which a single purchase order line item can be distributed. 

Discuss options provided by the system for distributing a PO line item to multiple accounts (e.g., percentage of dollars, quantity, etc.) 

Discuss what types of validations are performed when entering a PO. 

Discuss the standard workflow provided by the system for the purchase order approval process. 

Discuss whether the system provides any unique workflow features related to the PO approval that was not already addressed in the General Session.

Discuss the PO approval hierarchy ability to be based upon various criteria (e.g., dollar threshold; commodity being purchased - hazardous material, etc.).

Discuss the ability to forward the purchase order to other approvers not typically in the approval hierarchy (e.g., forwarded to the legal department for final review and approval or sponsored programs).

Demonstrate the approval of the purchase order.

Demonstrate the ability to accommodate a library of predefined text codes (e.g., terms and conditions) that may be included by the District staff during the procurement process. 

Demonstrate the encumbrance accounting entries that are posted to the General Ledger as a result of the approval of this PO. 

Discuss the different methods to dispatch the PO to vendors that are supported by the system (e.g. hard copy, fax, e-mail, EDI or XML).

Discuss whether the system automatically does such based upon the preference designated in the vendor master file. 

Demonstrate the online queries and discuss standard reports to view the view PO, PO history, drill down to requisition details, and view the approval status. 

	Outcomes:

	

	Questions:

If a requisition has multiple line items, can different line items be assigned to different buyers?  If so, please discuss.

Can attachments be made to all purchasing transaction types? (e.g., requisition, P.O. RFxs, etc.) 

Discuss if there are any system limitations.

How does your product handle multiple ship to addresses?

How do you distinguish Blanket PO’s from regular PO’s?

Can cancellations be done at the line item level, e.g., one line cancelled on a purchase order?

Can departments be notified automatically when a PO for their area has been completed?

Does the system have the ability to show previous price, quantity, of an item to compare to the current price and show the variance?

Does the system have the ability to avoid inputting an erroneous price in the price field?

	Setting 12.4b: Purchase Order - Modifications

	Jackie Everett realizes that the estimated due date for one of her orders is unacceptable.  She decides to cancel this order.  At a later time, Jackie wants to reinstate this same order as an extension was received.  In addition, she must increase the quantities for the items ordered.

	Criteria:

	Demonstrate how Jackie may request a cancellation for the purchase order (PO) she no longer needs.  Demonstrate the cancellation process. 

Demonstrate the encumbrance implications once a PO has been cancelled.

Demonstrate how a cancelled PO is reinstated. 

Discuss whether information will be incorporated from the original PO without reentry of information. 

Discuss tracking of the original PO number is maintained and version control can be utilized for the reinstated PO. 

Discuss the process to make changes to an existing PO. 

Discuss the system controls as to when changes can be made to a PO (e.g., not allowed if PO has been issued) 

Demonstrate how the quantity on a PO can be modified and resubmitted for approval.

Discuss the implications for other types of changes to the order such as unit price.

Demonstrate the encumbrance accounting adjustments resulting from this change order.

	Outcomes:

	

	Questions

When a purchase order is reinstated, will funds checking occur? 

Does fund checking occur as a result of any PO modification that impacts the dollar amount, regardless if it is an increase or decrease?

What happens if a purchase order that has been partially filled is cancelled?

What happens if an incorrect vendor is entered on a PO?

	Setting 12.4c: Purchase Order – “Master” Purchase Order

	Prior to arrival, create two master purchase orders for ABC Landscaping Company for landscaping services not to exceed $25,000.  Please note:  one master order must be constrained by funding source (e.g. the Facilities Department) and one master order must allow for different funding sources per line item (e.g., line number 1 may be charged to a funding source associated with Game #1 in Athletics and line number 2 may be charged to a different funding source for Game #2 of Athletics).

	Criteria:

	Discuss the ability for the system to create a master order for the procurement of either goods or services for a District-defined time period and dollar amount.

Demonstrate how the master order can be renewed or modified.

Demonstrate the ability for the system to track dollar amounts charged against this master order. 

Demonstrate how a master order can be rolled over to the next fiscal year and how information like transactions and dollar value for each fiscal year can be obtained.

Demonstrate how the District can schedule periodic (monthly) payments to the vendor at summary level.

	Outcomes:

	

	Questions

Will these master orders be encumbered at their full amount upon approval?   

Does the system notify the buyer and the department when the master order is low on funds or nearing its end date?

	Scenario 12.5 Receiving

	Setting:

	To understand how the system supports the receipt of goods and services at various locations throughout the College.

	Criteria:

	1. Explain how the system supports the receiving process in a centralized vs. decentralized environment.  Demonstrate the ability for goods and services to be received in the following ways:

· Goods sent to central receiving and received online by the central receiving employee.  These employees must have the ability to look up the final destination of the goods in an effort to make final delivery.

· Goods sent to the departmental end user and received online by the departmental end user 

· Goods sent to controlled receiving area (e.g., hazardous material) and received online by them prior to redelivery of the goods to the end user.  These employees must have the ability to look up the final destination of the goods in an effort to make final delivery.

2. Demonstrate the process of receiving goods by a departmental end user.

· Discuss how the system supports the receipt by line item. 

· Discuss how the system tracks the individual who received the goods. 

· Discuss how the end user can print a receiving report.

3. Discuss the process of receiving services by a departmental end user (both single service receiving and multiple receiving over a period of 12 months) and any differences between this process and the process of receiving goods. 

4. Discuss how the system handles receipt of overages and under shipment. 

5. Discuss how the system handles receipt of damaged goods.

6. Demonstrate standard inquiry and reports available to both a departmental end user and purchasing department related to the receiving process. 

7. Demonstrate any accounting and encumbrance accounting entries that are posted to the General Ledger as a result of the receipt of the goods or services.

8. Discuss the impact on the encumbrance accounting entries when the amounts received are greater than or less than the amount on the PO.

	Outcomes:

	

	Questions:

1. How is the receipt of partial shipments handled?

2. How is Accounts Payable notified of the receipt of goods?
3. What notification occurs if items are not received?
4. Does the system have the ability to include serial numbers to be entered with receiving certain commodities (e.g. computers) and fixed assets?

	Scenario 12.6 PunchOut / RoundTrip

	Setting:

	In script PO01.01, Jackie Everett created a requisition to purchase various goods and services for her department using the self-service application. Jackie realizes that she must add the purchase of a printer to her requisition.    

FHDA has agreed-upon contract and pricing for computer related products with a supplier (e.g. PCs, printers and peripherals). The supplier maintains a large interactive catalog on their web site for these products, which supports both PunchOut and RoundTrip.

	Criteria:

	Discuss the system’s ability to integrate with suppliers to support PunchOut and/or RoundTrip. 

Discuss implementation of the link from your system’s procurement application to a supplier’s catalog.

Provide a list of major suppliers that your system is currently being used with.

Discuss the e-commerce / procurement standards supported by the system such as cXML or xCBL?

Jackie has completed her search for goods and selected a printer.  Discuss how the order information is returned to the system’s procurement application from the supplier catalog, completing requisition information without re-keying.  See question #1 below regarding specific data elements.

Discuss how the procurement application allows the institution to supplement the purchase order information (when using PunchOut / RoundTrip) with additional items from an internal catalog?  

Discuss whether the procurement system has the ability to associate Purchase Analysis Code, Contract Number, and Buyer to the requisition for PunchOut / RoundTrip items?

Once the purchase order is approved, discuss methods of purchase order delivery to the supplier.

Discuss your systems ability to translate a commodity code supplied by a supplier via PunchOut/RoundTrip to the commodity code being used in your procurement system.

Provide a table of commodity codes that are supported and for each that is supported list which commodity codes that your system supports for translation.

Please demonstrate any reports available on PunchOut/RoundTrip transactions (purchase requisitions, purchase orders, payments, usage by supplier, usage by person) 

	Outcomes:

	

	Questions:

Upon checkout, does the procurement system have the ability to accept specific information such as Manufacturer Part Number, Distributor Part Number, Item Description, Lead Time, Quantity (UNUOM supplied units of measure), institution’s Price, Manufacturer Name, Manufacturer Model Number, and UNSPSC code?

During workflow, can a purchase requisition and purchase order created from a PunchOut/RoundTrip be programmed to take a different path?

	Scenario 12.7 Invoices & Payments

	Setting:

	Currently, the District’s policy for the procurement of goods and services consists of the following:

Payment requests requiring a Purchase Order (PO)  

Check Request – merchandise purchases less than $5,000, and any other payments for goods not requiring a PO, (e.g,: postage, memberships, personal reimbursements not travel related).  The Check Request is not submitted until the merchandise is received or expense incurred.

Independent Contractor Request – payments to non-employee individuals who provide a service to FHDA.

 Step 1: “Prior to arrival,” the demonstrating vendor should have the necessary supporting transactions (e.g. requisitions, purchase orders, receipts, etc.) approved and processed such that invoices and vouchers can be generated against such during this demonstration script.  Refer to the steps below for details.  

Scenario A, Step 2: Purchase order must have 5 line items.  Each item ordered has a purchase price in excess of  $500 and is funded by different accounts.  One item purchased has a unit price variance on the invoice, whereby the unit price is $50 greater than on the PO, which exceeds the price variance tolerance established in the system.  In addition, freight has been included on the invoice, which was not included on the PO.

Scenario B&C, Step 2: Departmental user requires payment to a non-employee of the District for participation in a clinical trial.  The payment is for $650 and is 1099 reportable.  A budget should be established on the account to be charged such that funds checking can be performed when the invoice processed in this demonstration script is charged to this account.  Highlight web form capability, if any, for check (payment) requests including the ability to track IRS and District reporting data for Independent Contractors.  Confirm that web forms will remain a permanent part of the payment transaction.

Scenario D, Step 2: The District has a lease agreement for the rental of parking lots.  A PO was created for the 5-year term of the lease agreement.  A recurring voucher will be created for the payment of the monthly lease amount that is due on the 15th of every month.

Scenario E, Step 2:  The District pays a student stipend (not subject to tax withholding) for 9 calendar months, at a monthly rate of $1000.  A recurring voucher will be created for the payment of the monthly amount.

Scenario F, Step 2: The District purchases a vehicle for our motor pool.  The payment is for $22,500.  Please show how the system will trigger having that car tagged on the inventory system and the entry automatically made in the inventory ledger.

	Criteria:

	Discuss how the system supports both two-way and three-way matching for the different District procurement policies noted above in ‘Setting.’  If the system configuration cannot accommodate both a two-way or three-way match requirement based upon the dollar threshold of each specific procurement transaction, then discuss how the District can best fulfill its policies.

Discuss the types of tolerance levels that can be District-defined to support the matching process. 

Demonstrate entering an invoice for the five items received by the departmental user described in Scenario A above. 

Demonstrate the three-way matching process.

Demonstrate how the system handles a unit price variance on an invoice.

Demonstrate how the system handles freight charges that were not included on the PO that must be paid and distributed in proportion to the five different accounts funding the purchase of the five items. 

Discuss the online validations performed by the system as an invoice is entered into the system. 

Demonstrate the encumbrance accounting entries that are automatically generated and posted to the General Ledger as a result of processing the invoice. 

Demonstrate how the PO is automatically closed as a result of processing the invoice. 

Demonstrate how the PO is partially closed as a result of processing partial receipt of goods or services and initiating partial payment.

Demonstrate the standard online queries for end users to view the status of the invoice and ability to drilldown to view the requisition and PO information. 

Discuss the ability to drilldown to scanned images. 

Using the facts in the same scenario but assume that the department only received three out of the five items ordered, discuss how the system supports partial payments on an invoice if only three of the five items were received, but the District was invoiced for all five items. 

Demonstrate the application of a credit memo for one item on this Purchase Order

Demonstrate entering the payment to the clinical trial participant described in Scenario B above.

Demonstrate the budgetary spending control features performed by the system as an invoice is entered into the system.

Demonstrate how multiple budgets or expense categories may be charged with a single disbursement.

Demonstrate any system features to facilitate the data entry of the account code distribution on an invoice:

Discuss whether the drop-down list is pared-down by code values previously entered (e.g., Project for a specific Organization/Department).

Discuss if the system supports the creation of shorthand codes that represent a combination of several of the COA segment code values, as to whether such shorthand codes can be utilized on the travel requests. 

Discuss the use of commodity codes as it relates to COA.

Discuss system supports for a payment to a one-time vendor or the ability to perform a “quick-add” vendor to process an on-demand payment. Discuss checks in the system to prevent /notify duplicate vendors or payments to a District employee. 

Discuss how the system tracks 1099 reportable transactions and whether it handles the withholding. 

Discuss methods of how system determines that payment is 1099 reportable.

Discuss how the system handles processing a voucher that includes capitalized equipment. How the entry gets to the equipment ledger without duplicate entry as in Scenario F above.

Demonstrate how recurring payments for the lease agreement described in Scenario E above are established in the system. 

Demonstrate system options for recurring payments including but not limited to, beginning and end dates, payment amount, payment date, etc. 

Discuss how associated encumbrances are automatically liquidated as invoices are processed.

Discuss how multiple invoices of a single vendor are batched to create one payment per day.   Also how to mark a voucher to print a check for pickup.  Discuss how to mark a voucher to create a separate check.

Discuss how the system prevents duplicate entry of an invoice and a credit memo. 

Discuss how the system supports an on-demand payment. 

Discuss how the system processes a stop payment and re-issuing a payment. 

Discuss the positive pay process and the results, which should contain stop payments, manual check, etc.  Discuss what information in the system will be updated due to stop payments, voided and paid checks provided by the bank in the daily receipt of the Positive Pay Issue file. Will the updated status of check item be reflected?

Discuss how the system allows for demand (on the spot, real-time) check printing.

Discuss how the petty cash reimbursement vouchers would be created and approved in the system.

	Outcomes:

	

	Questions:

How are changes in 1099 information made?

Discuss the process for Petty Cash replenishment - Currently, District Petty Cash custodians receive a check in his or her name that may deposited into the bank account of the custodian’s choosing.  The petty cash check for both initial request and replenishment checks are made out to the employee name. Petty cash transactions are the sole responsibility of the custodian.  Discuss reports and audit trail capabilities for the District’s current practice.

Discuss how a non-purchase order credit memo would be handled in the system.

	Scenario 12.8 State and Local Sales and Use Tax

	Setting:

	The District is required by California (CA) law to remit sales tax for the purchase of certain goods and services, if the purchaser fails to notify the vendor when the order is placed of their exempt status.  The basic sales tax is five percent, but some California counties may impose a local sales and use tax 8.25%.  The tax rate imposed by the vendor is generally based upon the location in which the purchase was made, but should be the place of delivery or physical presence of the acceptance of the goods or services purchased.

The District’s tax status for state and local sales tax for purchases made and invoiced by the vendor that has charged the appropriate state and local sales tax, the amount is remitted via payment of the vendor’s invoice.  The vendor is the determiner of whether proper notice was given.  If the vendor maintains that notice was not given and the tax is charged the District must pay to the vendor and track those payments.    At the end of the fiscal year, the District applies for a refund of tax paid from Federal Contract & Grant accounts.  These accounts are exempt from the tax, regardless of whether notice was given.

	Criteria:

	Discuss the features provided by the system to assist the District with the amount of the state and local sales and use tax paid: 

When sales tax has been included on the vendor invoice.  

Discuss how the system is designed to handle sales tax on purchasing card.

Discuss the system’s ability to identify sales tax paid from the different funding sources for use in facilitating a refund claim.

	Outcomes:

	

	Questions:

How does system support the requirement that the District comply with another state’s tax regulations if item is delivered for use outside of North Carolina?

	Scenario 12.9 Travel Authorization and Reimbursement

	Setting:

	Employees travel on district business and will be seeking reimbursement for expenses

	Criteria:

	Demonstrate how the system handles travel and reimbursements.

	Outcomes:

	

	Questions:

	Scenario 12.10 Facilities and Operations

	Setting:

	The district is renovating and building new facilities and it needs a centralized process for keys, work orders and other facilities maintenance operations.

	Criteria:

	Demonstrate the key issuance and tracking system

Demonstrate the work order issuance and monitoring system

Demonstrate the space utilization and reporting features of the system.

	Outcomes:

	

	Questions:
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