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Infroductions

Valerie L. Mitchell: Procurement Officer, Department of
Procurement, Contract, and Grant Administration (DPCGA)

Whitney Williams: Procurement Manager, Department of
Procurement, Contract, and Grant Administration (DPCGA)

Dana Brazerol: Manager, Accounting Operations, Department
of Budget and Finance (DBF)

Brandy Lee: Accounts Payable Supervisor, Department of
Budget and Finance (DBF)

Trudy Brown: Accounts Payable Lead Worker, Department of
Budget and Finance (DBF



Department of Procurement,
Contract and Grant

Adminisiration Overview

The Department of Procurement, Contract, & Grant
Administration is responsible for procuring goods and
services for the Judiciary.

Key functional responsibilities include:

Provide assistance and oversight throughout the entire
procurement process, from requisition to award.

Ethically source contracts that benefit the public and
our internal stakeholders.



Department of Budget &

Finance Overview

The Department of Budget and Finance handles the
accounting, budgeting, and all financial services of the
Judiciary.

Key functional responsibilities include:

Review and record accounts payable and revenue
transactions.

Justification and execution of the Judiciary budget.

Responsible for the oversight of the security and
operational aspects of the GEARS financial system of
record.



Intfroduce
Yourself

Your Name
Your Title
Your Location
Fun Fact



Tools to Begin




Budget
Appropriation




Appropriation Year

Each appropriation year starts on July 1st and ends on June 30th. The
appropriation year is defined by the calendar year associated with the

June 30th date.

For example, we are currently in AY2022 that started on July 1, 2021, and
ends on June 30, 2022.

The AY year is one of the fields that you must select in the GEARS
distribution lines.

Distribution Lines Personalize | Find | View All | (2| B2 First (4 10of1 ») Last
GL Chart Exchange Rate Statistics Assets |_F_fl
Copy : : ; 2 3 Batch : e
Down Line Merchandise Amt  Quantity GL Unit Agy PCA Fund Account Program Approp Number | Approp Yr Dept PC Bus Unit  Project

1 710.00 1.0000 MDJUD C25 R1600 0001 0912 R160 ADO10 AY2022




Goods and
Services to
Procure?




The Chart of Accounts is used to
categorize and code expenses
and revenue into buckets for
tracking and reporting.

CourtNet

Maryland Courts Intranet

LOCATING THE
CHART OF

4 You are in: Quick Reference
Budget and
Finance

ACCOUNTS
(COA)

Note: The below iterns are listed herein order to be easily accessible. Please use the
Questions/Commaents link to let us know of any additional items that you feel would be appropriate
for this section.

LIS "
T

Staff

Forms

'] raivi=)
FACK .

Quick Reference

Newsflash

Questions/Comments

hitps://courtnet.courts.state.md.us/finance/quickreference.himl




GEARS [ RStars Exponditures

Accounts and Definitions

Eligibie for
Encumbrance
|Raview (E}
Account Class or not eligible (NE) o]
NE Contractual services related 10 medical care cosis.
E Conlractual services related to management studies, consultants and archited! costs.
0823 | Security Services f_E Contractual services related to security senvices costs.
0824 |Laboratory Services NE Laboratory Services costs.
0826 | Dalivery. Shipping & Moving E Contractual services related to delivery. shipping and moving costs.
0827 | Trash Removal NE Contractual services related Lo trash and garbage removal costs.
0820 |Offce Assislance MNE Caontractual services related to office assistance costs (ex. Temporary Manpower).
0829 |Fiscal Sarvices NE Contractual sarvices and fees related to fiscal and accounting services.
0832 |Fducation & Training Reimbursement (HR Cnly) NE Judicial College Use ONLY - Contrachual services retated fo education & training confract costs
0834 |Amencan Sign Language Inlerpretation Services NE Contractual services related 1o American sign language iNIerprelive services.
0854 | Computer Hardware & Software Maintenance NE Preventive or remedial maintenance charges.
0858 |Software Licensas. {E Fess paid to a software vendor for the her's permission to use proprietary software
0870 |Paymert to Panel Attorneys NE Caosts to prowvide panel sttorney representation
gs72 |Bar Exam Services E Caosts to provide the bar-exam, Including Board of Director expenses.
anmored car services, web elwork services

You will need to select an
account code for requisitions,

Chart of Accounts
(COA)

express PO’s, and vouchers,
by reviewing the account
code descriptions.

12



Account
Code

Breakout

0809 Equipment & Furniture
Maintenance, Repair & Rental, such
as Xerox. The invoice should

contain maintenance and warranty
costs for copiers, tables, printers,
and other office equipment.

0854 Computer Hardware &
Software Maintenance, such as
BMC Software. The invoice should
contain the maintenance charges
of the software.

0858 Software Licenses, such as
Schedule Interpreter. The invoice
should contain the service period
for the use of the software.

0892 Subscription Database
Services, such as LexisNexis and
Thomson West. The invoice should
contain the number of users and a
membership/subscription fee to use
the software.




oy

lg 5 \ CGURTHOUBIEﬁ E E E
L, HHHHH‘ e

'EI:‘.I'-'\"JIG’JI'I"I I I |. :ll - -'|'

Location ol —
Department m_{
Unit




Program Cost Account (PCA)

The Program Cost Account (PCA) is a 5-digit code that
defines where the revenue or expenses are earned or
incurred for fracking and reporting purposes. You will

need to know your PCA to use the speedchart function
in GEARS. For example, 60091.

Position 1 and 2 define the program, such as 60 for
the Administrative Office of the Courts (AOC).

Position 3 and 4 define the location or department,
such as 09 for the Department of Budget & Finance.

Position 5 defines the fund, such as 1 for the general
fund.



Identifying the Vendor:
Blanket Po List

Vendor Lookup Query
Vendor Maintenance Form




FY 22 LIST OF BLANKET CONTRACTS

Blanket PO List

STATE CONTRACT
AOC- No Express PO SUD AR Y
VENDOR VENDOR PHONE & VENDOR ID Required <$2500 BLANKET
NAME DESCRIPTION FAX NUMBERS VENDOR CONTACT NAME | (use this ID # CONTRACT
on Express
PO’s) S ey AOC& DC- Express
e PO Required
Office Supplies
. Tel:855-846-2257 Donna Myers 410-360-4900 0000005491
ST ! 5 : z ] -
AJ STATIONER toner cum]_n:l-er Fax: 877-859-1875 Pam Shaffer 866-379-1601 BPOOO0O0OI4140-2022
ACTESSOries
Certified Mail Certified Mailers Tel: (513) 481-6116 Terilyn Reber 0000004403 BPOO000034142-2022
Done Fast Fax: (513) 481-6119
leaning supplies el: [ ) - LU od-202
Veuiad ! Cleaning supplies & Tel: (410) 268-7877 3 R 00000012898 BPOOO0N3I4064-2022
LRy misc. janitorial Fax: (410) 268-7886 e
supplies
Elwood Abbott
" Tel: (443) 749-4940 ordersialincolnstamp.com 0000010621 BPOGOO003I4058-2022
#*Lincoln Rubber
Stamp Co, Inc. Rubber Stamps Fax: (443) 749-4941
St H:'Form letters\Order Form-
Lincoln.pdf
*Maryland Stationery/Envelopes Tel: (410) 540-5555 Castomer Services
Corrections Business Tel: (410) 540-5447 .Ji-m .Inl:k‘sun D000006439 BPOOOOD034063-2022
Enterprises Cards/Name plate Fax: (410) 799-8604

https://www.mdcourts.gov/sites/default/files/import/procurement/pdfs/bpofy2022.pdf




How to Look Up Vendor Information
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General

» How to Look Up Vendor Information (Updated 05-01-17)
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LAST REVISED DATE: 05012017

General Information

FGEARS

General Enterprise And Resource Sappart

Quick Reference Tip Sheet

Tashk

Process Information

Looking Up VWendior Information in GEARS

Mote: i additional assistamnce iz needed, please
contact the respective ADC Department staff
or the 115 Service Desk

Search for a vendor|
in the systam and re

wsing the search criteria in GEARS to validate if a Vendor is

g to that vendor.

ew information reka

This tip sheet will review the steps to looking up vendor information using the
saarch criteria.

Tip: Once you locat
vandors 5o you

e the Vendor ID, make a list of your most commonby used
hawve that information on and for future wse, but remember,
at times, vendor information does change.

If the vendor has not been estabdished in GEARS, you may need to complets a
Vendor Maintenamn rm and send it to the Department of Budget and Finance
[DBF). The for s awailable on the GEARS website:

http-fmdcourts. gow/pears/fonms_html

GEARS Mavigation

Main Menu> Vendors > Vendor Information >
AddfUpdate > Rewiew Vendors

Epfoies e Wzn heny » b oWerdese 0 Vesdoelekmaton o b AdoilipdsEse Fevden Verdors




Locating the Vendor

Maintenance Form
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Forms

Archived Messages

Welcome to GEARS

GEARS is the Judiciary-wide financial system that supports the Budget, Finance,
Procurement, and Grants Management processes, as well as Local Court Accounting for
Circuit and District Courts. The system went live July 1, 2013 and allows for centralized real-
time data, along with improved flow of information, transactions and reports. In addition,
the system enables a uniform application of our policies and procedures across the
Judiciary.

Note: If additional assistance is needed, please contact the respective AOC Department staff
or the JIS Service Desk.

GEARS Login

Forms

» GEARS General Ledger Journal Entry Template (fillable PDF)
» GEARS General Ledger Journal Entry Template Example

» GEARS Security Access Form (fillable PDF)

» GEARS Security Access Form Instructions

» Location Maintenance Request Form (fillable pdf)

» Location Form Procedures

+ | ocation Maintenance Request Worksheet (Excel)

+ Vendor Maintenance Form (fillable PDF)




(L GEARS

]:wi [sanaral Enterprise And Resourc Suppan.

Vendor Maintenance Form

Requ

VENDOR GEMERAL INFORMATION

[[] Purchasing - Ordering
|| Furchasing - ship From

FLEASE RETURN FORM TO-lfc-a-mdcourh.gov

Resel Foim ! Save Form |

ltems to remember when
completing the form:

1. Select a type of request.

2. If updating an existing vendor, enter their
GEARS Vendor ID in section A.

3. Select an address type in section B.
4. Add any necessary notes to section C.
5. Attach a copy of the invoice and/or W-9.

(W-9 is required for a business name
change.)



mailto:sfc@mdcourts.gov

Lifespan of a

Procure to Pay
Document

PO Close



An internal document created by a
requestor, through e-Procurement,
authorizing the commencement of
a purchasing transaction.

Should include a description of the
need and other information that is
relative to the transaction.

Is eventually processed intfo a
Purchase Order.

Must contain as much detail as
possible about the request to assist
the Procurement Department with
fulfilling the request.




Requisitions for Non-Asset ltems

Requisitions for Asset Items to

Req UiSiﬁon be received locally- Special

Requests

Types

Requisitions for Asset ltems to
be received at the
Warehouse- Express Item Entry

Requisitions for add-ons or
groupings




What do | include with my requisition?

on of the goods or

es that the using
questor wants 1o Quote(s) Scope of Work

procure

Estimated price of the goods Recommended/Suggested

purce Justification and/or services Vendors

Delivery Specifications Due by date




Creating an
eProcurement

Non-Asset
Requisition

Quick Reference Tip Sheet can
be found at
https://mdcourts.gov/sites/def
ault/files/import/gears/tipsheet
s92/ptp/requisitions/92creating
anonassetrequisition.pdf

GEARS Navigation: Main Menu
> eProcurement > Requisition

A non-asset requisition is
created in the eProcurement
module for procuring non-asset
goods/services.
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Creating an eProcurement

on-Asset Requisition (cont.)
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Al
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LAST REVRSED DATE: 117122038

Quick Reference Tip Sheet

Ganeral Informaticn

Task

Creating an eProcurement Reguisition

(For non-Amet Puidsases . ONLY)
BOTE - for ADC, District Court, Grode Cowes, Appelate Courts, and Programa:
For tha Fri7 Procurement Policy Charga, Becsipts will no o ba BEQUIRED for
Senvies undir Corporate POS [POS created by DROGA]. However, receipis ang
seequired for all Goods recaived, and POs coated by DPOGA Tor Goods will b sof to
Facelpt Requesd. I you have purchasas from 3 vandor for Both Goods aed

Meta: M additional assstance i needed, ploass Sevveces, pliasd Make Sof@ pou CTEatD saparan lmds on pour Reguiition 10
cemtact the respective ADC Dipgartmant staft ce | SSPSTAL Ines will by created on your POL TR is any question by DPCIEA &6 0o
the 115 Savion Dk, witerthis 9 Bem i considerod Goods o Sardioes, the PO will default to Receipt
Raquired. Tha Lies Datails om yeesr PO will mdicate if ecesving i reguined. I you

‘want Bacepts for Sendces on your PO, please indicate thi regest o0 your
Banuitition

GEARS Navigation

Main Menu > efrooarement = Requition

Fawortgs s ManMeu» ) SFmouememe o Regdsion

1.0 Process

This docamant s istasdad 1o provie 3 gul ok redenenc 1o compliting Randard Tardactions within GEARS

STEPR ALTION DETAILS
1 Click on U link Reguisiton Senings. ki
Tht is whare you'll sebup The delaain D =

Pawr s Reguisition. R
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Creating an
eProcurement
Asset

Requisition-
Express Item
Entry

Quick Reference Tip Sheet can
be found at
https://mdcourts.gov/sites/defaul
t/files/import/gears/tipsheets?2/p
tp/requisitions/92creatingarequisit
ionforassetsreceivedinthewareho
uses.pdf

GEARS Navigation: Main
Menu > eProcurement >
Requisition

An Express Item Entry
Requisition is created in the
eProcurement module for
procuring assets that will be
received in an Inventory
Warehouse location
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Creating an eProcurement Asset

Requisition- Express ltem Entry (cont.)

S

Y GEARS

% Bt W Gesral Enterpdas And Relsurce Suppan
Quick Reference Tip Sheet
LAST REVISED DATE: 11/12/2020

General Information

Task Process information
Creating an eProcurement Requisition for asset An Express Item Entry Reguisition is created in the eProcurement
purchases to be recelved in the AGC or DCHO module for procuring assets that will be received in Inventory

Warehouse (using Express Hem Entry) Warehouse location AOCWHOS or DEITWHOI.

An 1tem 10 is required on an Express item Entry Requisition. Each Item
1D Is assoclated with an Asset Profile ID. An Assat Profile 1D s required
when using an asset-related categoryfaccount (0700, 10wx, 11xx, 14x)
on a requisition or PO.

Mote: If additional assistance ks needed, pleaza
contact the raspective ADC Department staff or
the JIS Servce Desk.

GEARS Navigation

Main Menu > efrocurement > Requisition Favorizs » Main Menii - » eProowemenl « o Requision

Process

This document s intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION DETAILS
4, Click on the link Requisition Settings. Conmtn Flaeyinitice
This Is where you'll setup the defaults , P -_ "

for your Requisition. S oy
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Creating an
eProcurement
Asset

Requisition-
Special
Requests

Quick Reference Tip Sheet
can be found at
https://mdcourts.gov/sites/def
ault/files/import/gears/tipshee
1s92/ptp/requisitions/92creatin
garequisitionforassetsreceived

locally.pdf

GEARS Navigation: Main
Menu > eProcurement >
Requisition

A Special Request Requisition
is created in the
eProcurement module for
procuring assets that will NOT
be received in an Inventory or
Warehouse location.
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Creating an eProcurement Asset

Requisition- Special Requests
(cont.)

Sy,

4 3,
g W

LAST REVISED DATE: 11/12/2020

General Information

GEARS

Genesal Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Creating an eProcurement Requisition for asset
purchases to be received in offices or courts.
locally (uskng Special Requests)

NOTE: If additional assistance s needed, please
contact the respective ADC Department staff or
the IS Service Desk.

This Special Request Requisition Is created in the efrocurement module

for procuring assets that will NOT be received in an inventory

Warahouse location.

MOTE: An Asset Profile 1D is required when using an asset-related
categornyfaccount (0701, 10wx, 11xx, 1dxx] on a requisithon or PO.

GEARS Mavigation

Main Menu = eProcurement > Requisition

Favaries = Main Menu - »  eProcuramen! - Requigition

Process

This document is intended to provide a guick reference to compheting standard transactions within GEARS.

STEP ALCTION

1. | Click on the link Requisition Settings.
This s where you'll setup the defaults
for your Requisition.
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Modifying an E-Procurement Requisition

Quick Reference Tip Sheet can be found at
https://mdcourts.gov/sites/default/files/import/
gears/tipsheets?2/ptp/requisitions/92modifying
aneprorequisition.pdf

GEARS Navigation: Main Menu > eProcurement >

> Manage Requisitions -
W


https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92modifyinganeprorequisition.pdf

Modifying an E-Procurement

Requisition (cont.)

MARVLAN DE
JUDICIARY
NEW: 12/11/2017

‘General information

{ﬁf...i GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Requisition
Note: If additional assistance is
needed, please contact the respective

AQC Department staff or the JIS
Service Desk.

Task Process Information

You can modify an ePro requisition if necessary. Modifications might include:
=  Adding/updating the requisition name (i.e. Addthe AY —appropriation year)
* Updating Quantity or Amount (Note: May trigger a PO change order)
* Changes to Line Description, Ship To, etc

NOTES:

1. This process should not be confused with correcting a requisition pushed back
from the buyer. There is a separate tip sheet for the Requisition Push Back

Modifying an eProcurement process.

2. The chartfield distribution cannot be changad on a requisition that has been
sourced to a PO (Batch Agency, PCA, Fund, etc.). If this is required, please contact
your buyer in the Department of Procurement, Contract and Grant Administration
(DPCGA).

3. The current status of the requisition is important when you want to change your
request:

a. If the requisition has not been sourced to a purchase order, then
changing the requisition results in an updated requisition.

b. If the requisition has been sourced to a purchase order but not yet
dispatched to the supplier, then changing the requisition results in an
updated purchase order.

c. [f the requisition has been sourced to a purchase order and dispatched to
the supplier, then changing the requisition results in the dispatch of a PO
change order to the supplier.

4. Changesmay require the ePro Requisition to be budget checked, and resubmitted
for approval.

5. Any questions, please contact DPCGA.

GEARS Navigation

eProcurement > Manage Requisitions

Favorites « Main Menu « »  ePrx v > ge Requisitons

35
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Cancelling an E-Procurement Requisition

Quick Reference Tip Sheet can be found at
https://mdcourts.gov/sites/default/files/imp
ort/gears/tipsheets?2/ptp/requisitions/?22ca
ncelingarequisition.pdf

GEARS Navigation: Main Menu >
eProcurement > Manage Requisitions

A requisition may be cancelled when the
product or service is no longer needed and
certain conditions exist in GEARS.


https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/requisitions/92cancelingarequisition.pdf

Cancelling an E-Procurement

Requisition (cont.)

St YGEARS

.||'|:||(!| ARY {:l General Enterprise And Resource Support
Quick Reference Tip Sheet

LAST REVISED DATE: 05/01/2017

General Information

Task Process Information

A requisition may be canceled (l.e., when the product or service is no longer
needed) if the following conditions exist in GEARS:

= The requisition budget status in the header is Vialid (the budget has
been checked). When you cancel the requisition, the system changes
the budget status in the header to Not Chk'd (not checked). NOTE: in
this scenario, ofter canceling the requisition, you must run a successful
budget check in order to post the funds back to the budget.

Canceling a Requisition

Note: If additional assistance is needed, please «  The requisition budget status in the header is Not Chk'd and the
contact the respective ADC Department staff requisition has never been budget checked in its life cycle. When you
or the JIS Service Desk. cancel the requisition, the budget status in the header will be Valid.

= The requisition budget status in the header is Error (the budget
checking process found an error). When you cancel the requisition,
the budget status in the header will be Valid.

Note: If a requisition has already been sourced, denied or on hold, you must
contact the assigned Buyer on the requisition by submitting the PO
Maintenance form via email.

GEARS Navigation

Main Menu> eProcurement > Manage e . ataly
REGSHS Favorites » Main Menu » y eProcurement» > Manage Requisitions
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Purchase Order Overview

A purchaser’s written document to a
supplier formalizing all terms and
conditions of a proposed transaction,
such as a description of the
requested items, cost of items being CURCHASE
purchased, delivery schedule and ORDERS
terms of payment.

j®
-
o

101

DPCGA creates Corporate Purchase
Orders

The field (non- DPCGA users) can
create Express Purchase Orders




Types of Purchase Orders (PO)

Express Purchase Order (PO) DPCGA (Corporate) Purchase Order
Should be under $2,500 for one purchase or Initiated from a requisition created by
for cumulative purchases/services (Circuit a user
Courts/AOC) . o

) , Created and issued by a buyer within
Created and issued by the Field Buyer (User) the AOC Procurement Department
Requires no receipt Monthly services should have a

Not for monthly services/purchases Procurement PO

PO’s for the purchase of goods
require a Receipt

Blanket Purchase Order (PO) PO’s for the purchase of services do
Every year Procurement updates BPO List notf require a Receipt

The BPO list itemizes Judiciary/State
confracts with vendors for certain
goods/services

If the BPO list specifies that an Express PO
(XPO) is required, it is created and issued by
the Field Buyer (user)

If an XPO is required as shown on the listing,
the associated contract must be applied to
the voucher



Express
Purchase

Orders

An Express PO is a Purchase
Order created for items
equal to or less than
$2,500.00 ($500 for District
Court)

Express POs are required for
purchases made under
Judiciary Blanket Contracts

Are used to expedite the
procurement process for
goods or services being
sought under the $2,500
threshold.




Creating an

Express PO

Quick Reference Tip Sheet can
be found at
https://mdcourts.gov/sites/def

ault/files/import/gears/tipsheet

s92/ptp/expresspo/?22creating

expresspo.pdf

GEARS Navigation: Main Menu
> Purchasing > Purchase
Orders > Add/Update Express
Pos

An Express PO is created for
items less than or equal to
$2,500 (less than or equal to
$500 for District Court)



https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingexpresspo.pdf

Creating an Express PO (cont.)

General Information

Task Process Infarmation
An Express PO is a purchase order created for items less than or equal to 52,500 |or less than or
equal to 5500 for District Court). This document also serves as a formal purchase order for Blanket
Contract vendors requiring one.
Creatingan Express PO |\ nre g A0, Circult Courts, Appellate Courts, and Programs:
[Purchase Order)

Per the FY15 Procurement Policy Change, Express POs will no longer be REQUIRED for purchases
under the State Contracts/BP0s for purchases less than or equal to 52 500. These contracts include
Rudolph's Office Supply, Staples, MD Correctional, etc. A woucher {non-PO voucher] can be
processed without adding an Express PO. Express POs are optional for these Contracts/8P0s. You
may continue to create Exprass POs if thay meet the business practices of your Court or Program,
or if they are raquestaed by the vendor.

Note: If additional assistance
s needed, please contact the
respactive AOC Department

Express POs will continue to be REQUIRED for purchases under the Judidary Blanket Contracts asa
way for the DPOGA to track the contract values. They are also REQUIRED for any purchases under
State Contracts/BPOs for purchases over 52.500.

staff or the 115 Service Desk
Please always refer to the complete lst of Contract/BPOs for the most current information on

requirements for Express POs, which can be found on the GEARS Tip Sheet page. Please be sure to
uza the exact Vendor 10 referenced on the Contract /BP0 listing.

MNOTE = fior District Cowrt: District Court will continue to REQUIRE Express POs for purchases under
the State Contracts/8P0s and the Judiclary Contracts/BPOs.

Before you Begin

If you do NOT know the GEARS Vendor ID S T — P |
to be used on the voucher, you can look it
up using the vendor's Tax ID Number. If
the Wendor ID is known and has been
reviewed for acouracy, you can skip this .
step and enter the Vendor 1D n step 3 L e

bebow. C e

Mote: Please verify the vendor address to v
be sure it s accurate. If not, please
complete a Vendor Maintenance Form and e - L
send it to the Department of Budget and T -
Finance [DBF). The form Is avallable on
the GEARS website:

hitp:/fmdcourts gov/Eears forms. html

[Ty
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Creating an Express
PO Change Order

R/
0‘0

Quick Reference Tip Sheet can be found at
https://mdcourts.gov/sites/default/files/import
/gears/tipsheets?2/ptp/expresspo/92creatin

changeorderexpresspo.pdf

GEARS Navigation: Main Menu > Purchasing >
Purchase Orders > Add/Update Express Pos

Changes to Express Pos may required that the
Express PO be resubmitted for approval;
budget checked; and dispatched.



https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92creatingchangeorderexpresspo.pdf

Reasons for
Creating

an Express
PO Change
Order

The price/amount or
quantity has increased

Distribution and/or
shipping iInformation has
changed




reating an Express PO

hange Order (cont.)

LAST REVISED DATE: 09,/13/2019

General Information

Task Process Information

When you update an Express PO that has been dispatched, you create or append a change order in
Creating a Change Order for 2 z 3
GEARS. Additions, deletions, and/or changes ta an Express PO line or schedule will create a change
an Evpress Purchase Orier order. Updates to an Express PO may include things such as:

» |ncrease price/amount or quantity

Note: if additional assistance s Addalinetoa PO OR
Is needed, please contact the i
respective AQC Department s Change distribution or shipping information

staff or the 118 Service Desk.
MNOTE: Changes to Express POs may require that the Express PO be (1) resubmitted for approval;

(2) budget checked; and (3] dispatched.

GEARS Navigation

Purchasing > Purchase Orders > Add/Update Favories » ManMenus ) Purhasingy  Puthase Onietsw ) AddUpdate Express POs
Express POs

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION DETAILS

1. | Locate the existing Express PO that you Express Purchase Order
want to update by selecting the "Find
an Existing Value" Tab.

Enier any information you have and click Search. Leave fields blank for 2 Bst of all values

Find an Existing Value
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Associate a
Contractto a

Dispatched
Express PO

Quick Reference Tip Sheet can
be found at
https://mdcourts.gov/sites/def

ault/files/import/gears/tipsheet

s92/ptp/expresspo/?22addingc

ontracttodispatchedpo.pdf

GEARS Navigation: Main Menu
> Purchasing > Purchase
Orders > Add/Update Express
Pos

Associating a Confract to a
PO allows the Judiciary to
accurately track expenses
against Contracts.



https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92addingcontracttodispatchedpo.pdf

Associate a Contract to a

ispatched Express PO (cont.)

General Information

Task Process Information

Associating a Contract to a Dispatched PO The association of Contracts to PO linefs) gives the ludiclary the ability to
accurately track expenses against contracts.

MNote: If additional assistance ks needed, please
contact the respective ADC Department staff or the
115 Service Desk.

GEARS Mavigation

Purchasing » Purchase Orders » Add/Update Express Em. Manhoy e ! meﬂ. Prtoes T » Kddlindats Exprast FOs
POs

Process

This document ks intended to provide a quick reference to compheting standard transactions within GEARS.

STEP ACTION DETAILS
1. | sasiect the Find an Existing Value tab. ot b I DS N | T i
Enter the PO number and dick ORACLE

Searcn

Exprexs Purchase Crder

uw an,

Precsanng
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Maintain Purchase Order
Purchase Order

Business Unit MOJUD
PO 1D (0000822

Approva

Vendor Search

SMA-001

Copy From ~ |
Header (=
*PO Date | At
*Vendor BUS

=yondor |0 1OUS00STT0

*Buyer VALERIE |

ran 141581 Business machi

PO Reference

Header Detals

PO Defaults
FO Activities
Requisitions

= Actions

Add ltems From

Calalog

Vendor Details
BUSINESS )

Valene L. Mitchell

AACHINES

MITCHEL

ines

ACtivity Summary
Ed
Add ShipTo Comments
Document Status
Procurement Group

Comimenis

ltem Search

Furchasing Kit

Lines (¢

Detalls Ship In/Oue Date Statl
Line Item
2 2]

Wi Drintakln \arcinn

Prior to creating a receipt, the PO must be in a dispatched status.

1zes Atem Infarmation Afrinutes BFDO

Descrption

KYOCERA 508cl Maintenance

Feriod of Perfonmance 7/1/2021-6/30/2022

Credit of §
Otidata C53535. PO81856

KYOCERA 50&C

ispatch

PO Status
Budget Status

A

x
fif B

Digpatched
Valid

[l Hold From Further P DCESSing
Backorder Status  Nol Backordered

Receipt Status Partial
*Disg h Methodl Email e E
Amount Summary (¢

Catculate

Retneve

Creale BackOrder

Personalize | Find | View Al | (30| [

138.00 received for Maintenance paid on

Merchandise 5,259.00
FreightTaxMisc. 0.00
Total Amount 585000 USD
Encumbrance Balance 0.00 USD
Select Lines To Display (¢
Search for Lines Lieis & o @
Coniract Receing
PO Gty "UOM Category Price
Y 1.0000] AMT nsne 49000000
L5 1.0000| AMT 1006 5.360.00000

Merchandise

Amount AU

499 00 Approved

5.360.00 Approved

First

e

(>

F

120f2 (b La
= |EHE

t



Reasons for

Cancelling an Express

PO

-

The express PO was entered by
mistake

o

U
>

The express PO is a duplicate

U

o

(" : : )
The express PO Is required to be

cancelled by the purchasing
\orgo nization.




Cancelling

an Express
PO

Quick Reference Tip Sheet can
be found at
https://mdcourts.gov/sites/def

ault/files/import/gears/tipsheet

s92/ptp/expresspo/92cancelin

gexpresspo.pdf

GEARS Navigation: Main Menu
> Purchasing > Purchase
Orders > Add/Update Express
Pos

Can only be canceled when
in approved and dispatched
status with no activity.



https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/expresspo/92cancelingexpresspo.pdf

Cancelling an Express PO (Cont.)

General Information

Task Process Informathon

Use this tip sheet to cancel an Express Purchase Order under the

Canceling an Express PO [Purchase Order) Filldng Circumstances:

1) The Express Purchase Order was entered by mistake

Mote: If additional assistance is needed, please contact 2} The Express Purchase Order |s a duplicate
th tive ADC Dapartmient staff or the 1iS Servi
D;;ESDE-E e G gl i i s 3) The Express Purchase Order Is required to be canceled by the

Purchasing organization.

An Exprass Purchase Order must be in one the followling states in
order to be anceled:

An Exprass Purchase Order s allowed to be canceled when the B0
Status is: "Approved’ (whether Budget Checked or not Budget
Checkad) and there Is no activity, or the PO Status is: "Dispatched
and there |5 no activity. Mo activity means the Express PO does not
have any receipts or associated vouchers posted agalnst it

An Express Purchase Order (s NOT allowed to be canceled when the
PO Status is: ‘Dispatched’ or ‘Approved” and it has had acthvity.

The steps and messages will be different when canceling an Express
PO based on what status the Express PO s in prior to canceling it
These instructions provide the steps to cancel an Express PO for the
most common scenarios. if you need to cancel an Express PO which
dioes not fit the most common scenarios, you should call the
Procurement Office or complete a Help Desk tickst for furthar
assistanca.

GEARS Navigation

fdain Menu= Purchasing > Purchase Orders = Favoresy e My Breongenge ¢ Puthasemese o AfdUpcele Eoms s
add/Update Express POs
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("} GEARS
% GENERAL ENTERPRISE AND RESOURCE SUPPORT

YOU ARE IN:

GEARS

General Enterprise
And Resource
Support

Quick Reference
Acronyms

FAQs

| Tip Sheets
P

Receipts

» Creating a PO Receipt (Updated 02-26-18)
» Associating a Receipt to a Voucher (Added 11-13-20)



Receipt Requirements

Receipts:

Are not required for Express PO’s for purchases $2,500 or less
(CC/AOC)

Are required on purchases for goods on PO’s issued by
Procurement

Are not required for services

Match errors may occur if the requirement for receipts is not set
correctly on a PO. Please contact DBF or DPCGA for assistance, as

needed. The PO may need to be modified.



Creating a Receipt Against a PO

VAR W LA TN T
-—-_ﬁ

JUD IO LARY
LAST REVISED DATE: 03,/10,/2021

General Information

S GEARS

:Ii:l General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Creating a Receipt against a PO (Purchase
Order)

A receipt indicates that goods/services hawve been received. A receipt is created
against a Purchase Order. Receipts are not required for Express POs created by
AOC Field Users for purchases less than or egual to $S2,500. Exception:
Receipts are required for Express POs for District Cowrt.

MNOTE - for AOQC, District Court, Circuit Courts, Appellate Courts, and Programs:
Fer the Drepartment of Procurement, Contracts and Grants Administration
(DPCGA) procedures, all POs created by DPOGA for the purchase of Goods will
be set to Receipt Reguired. This means that receipts must b= completed in
GEARS to suppoart these purchases and to successfully complete the matching
requirement within the system. (Recsipts are not required for the purchase of
Serwices.) If there is any guestion by DPOGA as to whether the item is
considered Goods or Saervices, the PO will default to Receipt Reguired. The Line
Details on your PO will indicate if receiving is reguired.

GEARS Mawigation

Purchasing > Receipts > Add/Update Receipts

Favorites « Main Menu *» Purchasing~ * Receipis~ > AddUpdate Receipts




Associating a Receipt to a

Voucher

MARYLAND =

JUDICIARY

LAST REVISED DATE: 11/13/2020

General Information

Y GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Associating a Receipt to a Voucher.

Steps to associating a Receipt to a Voucher that was linked to a PO and notto a
Receipt.

Note: The receipt must already be created in GEARS first before completing
this process and you should have the receipt number

GEARS Navigation

Accounts Payable > Vouchers > Add/Update >
Regular Entry

Main Menu - »  Accounts Fayable - > Vouchers » > AddiUpdate = > Regular Eniry
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YOU ARE IN:

GEARS

General Enterprise
And Resource
Support

Quick Reference

i Tip Sheets

FAQs

Vouchers/Invoices
9.2 Tip Sheets

+ Creating a PO Receipt Voucher (Updated 03-21-18)
+ Creating a PO Voucher (Updated 03-21-18)

+ Creating a Non-PO Voucher (Updated 09-21-20)
+ Creating an Expense Voucher (Updated 03-21-18)




Gather Required Documents

REQUEST

o000 00
S i




What to Pay

Pay current activity - A voucher should represent
only the current activity/balance displayed on the
supporting invoice. All past due balances on
invoices must be reviewed to determine if they have
already been processed for payment or if further
action is required. Sometimes, calls to the vendor
are required to obtain copies of missing invoices.

Remove sales tax & late fees- Please make a note
on the invoice before scanning and notify the
vendor so they can adjust your account.



Voucher (Invoice) Tips
(Last Revised Date: 08/25/17)

Invoice Number - Please use in GEARS, the invoice numbers exactly as provided on the invoice.
However, if your invoice does not provide a specific number, please follow the below standardizations
to create an invoice number.

Vendor Invoice Standardization:
Date of the invoice, YYYYMMOD, followed by the initials of the company name in capital letters.

Example: An invoice is received and dated March 15, 2015 from the Office Supply
Network without a specific invoice number provided. The user should enter the invoice

n V o i C e number as 2015031505N.
Employee Expense Reimbursement Standardization:

Enter only the earliest date of travel on which reimbursable expenses are incurred, followed by

the traveler's first and last initials as capital letters. The format should read as follows:
umber e

Example: if Tammy Sitar traveled from 7/08/2015 to 7/12/2015, the entry would be
20150708TS.

®
I p S Interpreter Invoice Standardization:

Enter the First and Last Initial of the Vendor/Payee, Assignment Date (MMDDYY), and Docket
Time in hours/minutes (HHMM). The format would be XXMMDDYYHHMM for all court locations.

Example: if Tammy Sitar interpreted for a case on 8/16/17 with a docket time of 8:30,
the entry would be TS0816170830.

Note:
Where hyphenated or multiple last names are used, the last “last name” is to be utilized in the
invoice number for all invoices.
Example: John Andrews-Sanders, invoice number would utilize the initials JS. Andy Jon
De Smith, invoice number would utilize the initials AS.

Invoice Line and PO Descriptions - Please note, the field for "invoice line description” in vouchers will
not accept the punctuation marks of a backtick ('), colon (:), apostrophe ('), forward slash (/) or back
slash (\). This is impacted in all areas of voucher entry, Regular Entry, Quick Entry and Interpreter Entry.
The system will issue a warning upon trying to save the voucher, if you have one of the invalid
punctuation marks in the voucher line description. If you receive the warning, simply change your
invoice line description removing these punctuation marks and the voucher will then successfully save.
The description field should be used to record serial numbers and other information that will help
identify and process your invoices. Additional Information - Please note that PO line descriptions (both
from Express PQ's and DPCA PQ's) default into the voucher invoice line descriptions when copying from
these source documents into vouchers. Therefore, please avoid use of these special punctuation marks
in these PO lines as well to avoid additional issues with the voucher.

https://mdcourts.gov/sites/default/files/import/gears/pdfs/tipsheetvoucherinvoice.pdf




Duplicate Warning Popup

Paymenis || Voucher Aftributes

Invoice No 014152909 Invoice Total Session Defaults
Accounting Date 09/27/2021 Line Total 0.00 Comments{0]
Pay Terms NET00 *Currency usolq Attachments (0)
[ Basis Date Type AcctDate 3l
E
[MON
------ Total 0.00 |
=S Control Group 2 Difference 0.00
2 [ Accrual Voucher
2
2 Message
Actio
Warning — Duplicate inveice detected — see voucher 00691030 for Business Unit MDJUD. Voucher can be saved and posted. (7030,141)
A duplicate invoice has been detecied, according to criteria established for the current voucher's Business Unit, Voucher Origin, Control Group, or Vendor. Refer to
the indicated voucher to inspect duplicate entry values. The current voucher can be saved and posted; duplicate identification is done for informational purposes
SpeedChar
only.
Ship T
a Descriptio Cancel




PO-Receipt Voucher
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LAST REVISED DATE: 03/21 /2018

Ganeral Information

LT GEARS

Gensral Enterprise And Resource Soppart

Quick Reference Tip Sheet

Task

Process Information

Creating a PO [Purchase Order) Receipt
Voucher

MNOTE: i additional assistance is meaeded,
please contact the respective S0C
Department staff or the JIS Service Desk.

A wouwcher that is entered with PO Receipt infermation (ji.e.. woucher entry for PO
goods/sarnvices received in GEARS).

MOTE: Itis recommended that you create only one voucher for each receipt.
believe an exception is necessary, please call the Help Desk.

If ywou

Before youw Begin

K you do MOT know the GEARS Vendor 1D
o be used on the voucher, you can look it
up using the wvendor's Tax D Mumber. I
the Vendor ID is known and has been
reviewsed for accuracy, youo can ship this
step and enter the Vendor ID in spap 2
below.

MOTE: Please werify the wvendor address to
be sure it is acourate. i not please
complete a Vendor Maintenance Form and
sand it to the Department of Budget and
Finance [DBF). The form is available on
the GEARS websibe:

hitbpy frd courts. gowd gears fforms it

GEARS Mawvigation

Accounts Payablie > Vouchers >
AddfUpdate > Regular Entry

Fasmiis = Fan W Aezounts Fayelio = Wl w Ll paaae = Rexqular Erring




PO Voucher

MARYLAND T {:‘1_, GEARS

A | e N TR
I[.Ihlt'l-‘nu\'ﬁ P Ganaral Enterprise And Resaurce Suppart

Quick Reference Tip Sheet
Last Revised Date: 03,/21,/2018

General Information

Task Process Information

Creating a PO [Purchase Order) Voucher & woucher that is entered from an Express Purchase Order or Purchase Order withouwt

: ) having a receipt
Mote: If additional assistance s needed,

please contact the respectve ADC
Department staff or the 15 Service Desk.

GEARS Mavigation

A Payable » Vouchers »
n;ﬁn;:mtnew;::m: Fanrkse  Manbewe 0 AconsFaakr 0 Vouhase o Aoilpdskr o RegdarEnky

1.0 Process
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Non-PO Voucher

Types of invoices that do not require a PO.

Employee Expense Report

Interpreter Invoices (standard)

Non-recurring Invoices under $2,500 (Circuit Courts/AOC)
Petty Cash



Credit Invoices

You may receive a credit invoice because of areturn of an
item to the vendor.

On your credit invoice, reference the voucher number that the
credit originated from.

Code the credit invoice using the same vendor ID#, PCA and
account code as the original invoice.

Key in the credit invoice as a negative amount into GEARSs.

If possible, process the original invoice and the credit invoice Cheory

at the same time, but with separate voucher numbers. CReoyy, |
When processed together, the check will be issued for the @
difference. @
Both the original invoice and the credit memo will be on the ...

remittance of the check for the vendor to credit accordingly. —



Non-PO Voucher

PN A
————
AUDICLARY

Last Rewised Date: 09/21 /2020

General Information

GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Process Information

Task
Creating a Mon-PO (Purchase Orcer)
Veoucher
Note: If additional assistance is necded,
please contact the respective AOC
Department staff or the JiIS Service Deck.

A non-PO voucher is a voocher that is entered with no corresponding sowsrce
documentation (cg. Recocipt and Jor Purchase Order). You can do a non-FO voucher
for amy order less than or equal o $S2500 (les= bhean or egqual bo S500 for District Cooark)

that is POT cowvernsd by a Blanket Contract

Before you Begln

I you do NOT know the GEARS Vendor 1D
to be used on the voucher, youw coan ook it
wup using the vendor™s Tax ID Mumber. If the
Vendor 1D is known and has been reviewed
for accuracy., you can skip this step and
enter the vendor ID in step 2 below.

Mote: Please werify the vendor address to
be sure it is accurate. If not, please
complete a Vendor Maintenance Form amnd
send it to the Department of Budeet and
Finance [(DBF). The form is available on the
GEARS website:

http S frndeourts pow/scnrs/ forrmms it

e ——

GEARS Nawvigation
=

Accounts Payable = vouchers > Add/f Update
= Regular Entry

Fawmiles » Wan Menu » Accounts Payalile » Wouchers = AddUpdate » 1 Regui Entry
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Expense Account Forms

Judicial Branch Expense Account Form - Travel taken on or after January 1, 2021

|udicial Branch Expense Account Form - Travel taken before January 1, 2021

Travel Form

Judicial Branch Expense Account Form Instructions - (Step-by-Step)

Judicial Branch Expense Account Form - Instruction Template I n S-I-ru C-I-i o n S

GEARS Checklist for Processing the Expense Reimbursement

hitps://mdcourts.gov/administration/travel




Travel Form Overview

|Please refer to Instructions)
(1) Department

JUDICIAL BRANCH EXPENSE ACCOUNT FORM

For Traved Taken afier KNXXEX, KX, THXX

{2} Unit or Division

[3) Social Security Numbsr [last 4 digits only)

(4) GEARS Vendor Number (if known)

(5} Employes/Payee Name

[&) Work Phone &

[7) Assigned Office Location [Tawn/City)

[B) Full Home Address

{9) Mileage Reimbursement Rate [cents per mile) =
{10} Total Commute Miles (round trp to office) =

{11} Areyou s Recalled [/ Senior judge? (Yes or Noj
(12} Areyou B hedicial Beanch employes? [Yes ar Naj

{13) |Gate of Travel Total
[Day of Travel

{14 [Dvernight Lodgings- Check bex kg ] L] T L ]
Hotel Room* 0.00|
Standard Daily Meal Allvwancen 0.0
Alrfare, Taxl, Shuttle, etc.* 0.00]
Rental Car * 0.00]

(15) [Bus or Metra 0.00]
Bridge, Tunnef or Road Toll 0.00|
Mileage 000 0,00 (.00 0.00| 000 .00 000 0.00|
Parking® 0.00]
Miscellaneous Expenses® 0.00
Total Reimbursement 0.00 0.00| 0.00) 0.00] 0.00] 0.00| 0.00 0.00|
* Receipts required, except 21 noted in the Travel Palicy.
Heduce the Dally Allowance by The dard Weal Mowance Tor 20

the JECT, attach a copy of the agenda as provided.

{16} Purpose of Travel :

The complete form can be located at
https://mdcourts.gov/sites/default/files/import/administration/pdfs/judicialbranchexpenseacciformtemplate.pdf

Judicial Branch Expense Account Form Instructions

Steps for completing the Judicial Branch Expense Account Form (numbered steps match attached expense account):

L

L I o e =0 TR & B SR L [y )

Enter Department name (e.g., Circuit Court for Anne Arundel County, Administrative Office of the Courts,
ete.).

. Enter Unit or Division name (e.g., Civil Division, Department of Human Resources).

. Enter the last four numbers of your social security number.

. If known, enter the GEARS Vendor number.

. Enter your full name.

. Enter your work phone number.

. Enter your assigned Office location (town/city).

. Enter your full home address {street, city, state and zip).

. Enter the reimbursable mileage rate as cents per mile, if it is not already entered. The format should be

50.00. The current rate is available on the Judiciary website under the Travel Policy page.

10. Enter the total roundtrip Commute miles from your residence to the Office and back to your residence. This

represents your daily total roundtrip Commute miles, which are not eligible for reimbursement and will he
deducted from your total miles traveled for reimbursement. (No Commute miles should be listed if you are a
seniar judge, non-employee, volunteer, or applicant.)

11. Answer yes or no as to whether you are a Recalled/ Senior Judge.




Creating an Expense Voucher

MEARY LA N T
el by
JUDICLARY

Last Rewvised Date: O3/21 /2018

General Information

:GEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Creating an Expense Woucher
Note: If additional assistance is needed,
please contact the respective &
Department staff or the JIS Service Desk.

A direct entry (i & non-sowurce) vwoucher that iz entered from an Expense Report for all
ofMces except Tor Cistnct Court. DYsirict cowrt only will use the “Quick nvoice
Entry™ to process travel expenses. Employee expense reimbursements showld
be processed under the appropriafe method Ffor youwr court/deparfrmrent.

Before you Begin

If wou do NOT know the GEARS Vendor ID
o be used on the voucher, you can look it
up using the vendor's Tax ID Mumber. If
the Vendor ID is known and has been
reviewed for accuracy, you can skip this
step and enter the Vendor ID in step 2
below.

Mote: Please werify the vendor address to
be sure it is acourate. If not, plcasc
complete a Vendor Maintenance Form and
send it to the Department of Budeet and
Finamce {DBF). The form s available on
the GEARS website:

http: ffmdcourts pow frears/Mforms_ html

GEARS Mavigation

Accounts Payable > vouchers >
Add/fUpdate > Regular Entry

Favorilesw | Main Menu » b Afcounss Payablew 5 Vouchersw o AddiUpdatew ) Regular Endry
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Double Check your Voucher

Summary || Related Documents || Invoice Information

Business Unit MDJUD
Voucher ID 00471653
Voucher Style Regular
Vendor Name RAAS INFOTEKLLC

262 CHAPMAN RD STE 105A

NEWARK, DE 19702
Entry Status Postable

Match Statu @

AOC MD Payment || Payments | Voucher Attributes

Invoice Date 10/06/2018
Invoice No 3867

Invoice Total 13,289.25  USD

Pay Terms Due Now
Voucher Source Online

Error Summary

Voucher statuses if
completed correcitly:

Match Status:
No Match=non-PO
voucher
Matched=PO
voucher

Approval Statug Pending Origin ONL
Post Status Unposted Created On 10/12/2018 10:02AM Approva’ Sfafus.'
Created By Pending=Submitted

Budget Slatu
Budget Misc Statug Vaid )

*View Related | Payment Inquiry

v| Go

Last Update 10/12/2013 10:08AM

ERS Type Mot Applicable
Close Status Cpen

for Approval
Approved=Approv
al is complete

Budget Status, Budget

oh Return to Search  ||[&] Notify || &% Refresh |+ Add

Misc Status
All Valid

Summary | Related Documents | Invoice Information | AQC MD Payment | Payments | Voucher Attributes | Error Summary



31

Requires Immediate Response

(RIR) Notification

Workflow Notifications:

Accounts Payable has identified that a correction is required before the voucher
can be processed.

Once you have revised the voucher, please reply to the RIR email using the
DBFAccountsPayable@mdcourts, so that processing can confinue in a timely

manner.
Llipboard Iy Basic lext Mames Include lags lul  Voice | My lemplates
5 From ~ DBFAccountsPayable@mdcourts.gov
Send To Cinda Foote: I
Cec
Subject Enter the Vendor Inveice Standardization for the Invoice Mumber-Voucher D: 00389871
Workflow Notification

Processing of this voucher has stopped due to the following:

The invoice number has been entered incorrectly. The correct invoice number should be 123456.
Vendor Invoice Standardization:

& |f the vendor has not provided an invoice number, please use the following standardization to create the invoice #: Date of the invoice, YYYYMMDD, followed by the initials of the company name in capital letters.
Example for Office Depot 201606080D.



Submit for Approval

Summary ad Docu Invoice Information

Business Unit MDJ
Voucher ID 00
Voucher Style RegularVoucher

04

Invoice Date 10032018

A

THE HARFORD FOREST COMPANY

Vendor |D ©

ShortName T
Location (00
“Address 1

Save
Copy From Source Document
inveice Linas

Line 1
"Distribute by |Quar

e

unit Price £12
Line Amount

Calculate

Distribution Lines

GL Chart
Copy ’ et
Down L= PO Percent  Percent
=] = O 1
Save
2 Retumn to Search ] Notify || & Refresh

Accounting Date fi ®
Pay Terms NETOO Due Now
Basis Date Type Acct Date
[l Accrual Voucher
Action |
SpesICharn
Ship To CD3-CLERK
Description |4 Cubicles for Child Support
Merchandise At Quantity *GL Unit E.::‘:Jtvth

MDJUDI@, C25

<

Summary | Refated Documents | Invoice Information | ADC MD Payment | Payments | Voucher Aftributes | Ermor Summary

Session Detaults

Line Total Comments(1)
“CLmency Attachmants (1)
Preview Approval
Total 2,050.00
Difference
Run Calculate Print Submit Approval
Find | View Al First ‘&' 1of1 ‘& Last
Purchase Order One Asset B (=]
MOJUD|00D00GS836| 111
Assotiate Receiver(s)
Force Price
Personalize | Find | View All | 21| = First ‘4 1of1 & Lasl
Fund Account Program :mﬁb":‘:’l Approp Yo Dept
Doa1 C030 ADD10 AYZ019
>



Exceptions

& GEARS

MARYLAND |UDVWLARY

Summary Related Documents Invoice Information AOC MD Payment Payments Voucher Attributes Error Summary
Business Unit MDJUD Invoice Date 05/06/2021
Voucher ID 00670720 Invoice No 013363806
Voucher Style Regular Invoice Total 11295 usD

Vendor Name XEROX CORPORATION
PO BOX 827598
PHILADELPHIA, PA 19182-7598
Pay Terms Due Now
Match Status | ions| Voucher Source QOnline
Origin ONL
Created On (5/24/2021

2

Post Status Unposted 2:59PM

Budget Status Not Chk'd

Budget Misc Status Valid

*View Related | Payment Inquiry v| Go

Close Status Open

& Return to Search =] Notify ||« Refresh L& Add

Summary | Related Documents | Invoice Information | AOC MD Payment | Payments | Voucher Attributes | Error Summary



Why do | have an exception?

Exception Reasons Tips to Avoid Exceptions
Not enough funds for a line in Verify your PO with the PO
the PO Buydown Report for each line

PO needs areceipt amount.

Verify if your PO requires a

PO is not dispatched and/or receipt

valid Y o

PO is in error status \éﬁgfx\//m%’f. PO Is Dispatched
itg?JrePrice has a rounding Verify that the PO is set up

correctly in Quantity
PO set up as Quantity of 1



Ovutstanding Balances on

Vendor Accounts

Why is it important to resolve outstanding balances on vendor accounts?

To avoid a disruption of services.
To avoid late fees being applied to the account.
To avoid collection calls and emails.

To avoid receiving a follow up call from the Accounts Payable team.

; g —
ey

gy



Misapplied Payment

The vendor applied the payment to the wrong
account.

Reasons for
O U'I'S'l'q nding Liability Offset
Balances

The Judiciary payment was intercepted due to the
vendor owing the State or Federal government for
taxes or other obligations. In these situations, the
company should still record the Judiciary's payment
against the invoice.

Payment Not Received

The check is lost in the mail or the ACH is
unidentified in the vendor's bank account.

The voucher was entered info GEARS, but not
approved.

The vendor address is not updated in the State
system (FMIS).

Invoice Not Received

The invoice was mailed to the wrong location or
misplaced in the office.

The vendor never sent the invoice to the Judiciary.
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Verify in GEARS that a voucher was
processed for the invoice.

How to Resolve
Outstanding

Balances on Check the voucher for a warrant
Vendor Invoices

number or liability offset number.

This can be located under the MD
AOC Payment tab.

Total Amount Ous $88.43 | Contact the vendor with the
PREVIOUS BALANGE el — payment information.

PAYMENT / ADJUSTMENT |
CURRENT ACTIVITY & —
PAY THIS AMOUNT SBE 43 l

If a voucher has not been done:

Did you forget about us? Kindly pay upon receipt.
Remember, past due accounts are subject to a late
fee. Your p P is appreci For your

e T Check to see if the invoice is in the
office and if not, contact the
vendor to get a new invoice.

Verify that late fees and/or sales
tax are not applied to the invoice.
If so, contact the vendor to request
the fees/taxes to be removed from
e the invoice and account.

Want to your water is clean and your drinking water is fresh? The
= g Service has you To a ing or learn

PR e Process a voucher in GEARS for the
g —— T new nvoice.

y
more about our prof

(Ameunt Encicses: s If the vendor has denied services until

Q5040433073784 DODY47?1 ODDAA4R? §

ST— payment is received:

uniary Homn Amanca s

P R COHTOCT Accounts PGYG ble to
request that the payment be
processed as soon as possible.




Vendor
Questions

Where's my Payment?
What is a Liability Offset?

How to Query a Vendor or
a Voucher?




Payment Information

Summary Related Documents

MDJUD
00190861

Business Unit:
Voucher ID:

Voucher Style: Regular Voucher

Invoice Information

Invoice No:
Invoice Date:

Gross Invoice Amount:

AOC MD Payment

Payments Voucher Attributes

20150609TS
10/09/2015
22:57

Control Group ID: A230-FY16 State Status: Paid by State
Ref. Document Number: VZA23029 AOC Vendor ID:
Vendor:
State Payments Personalize | Find | ViewAll | (2 | [5
Received Warrant Trans Transaction Warrant Payment Warrant .
Date Date Type Description Number Method Orget Amount  »mount Archive Reference N
1 10/09/2015 10/30/2015 242 Payment 504057565 ACH 22 57 16021296
State Adjustments
Received ; = Adjustment : Adjustment
Trans Type Transaction Description Amount Adjustment Date Number Doc ID

Date



Liability Offset

Summary Related Documents |Invaice Information AQC MD Payment Payments Voucher Attributes Error Summary

Business Unit: MOJUD Invoice No: 0893075514
Voucher ID: 00632053 Invoice Date: 10/06/2020
Voucher Style: Regular Voucher Gross Invoice Amount: 64 87
Control Group 1D: A192-FY21 State Status: Pald by State
Ref. Document Number: YZA19201 AOC Vendor ID:

Vendor:

Personalize | Find | View All | {21 ] Gl

State Payments
Received Warrant Trans Payment Warrant
Date Date Type Transaction Description Warrant Number Wethod fiset Amount Amount Archive Referen
1 10/06/2020 242 Payment LOC50478 LOF 64.87 21018312
2 10/06/2020 730 Liability Offset — 6487
i Capture Expense
State Adjustments
Recelved T T T tion D ti Adjustment Adiust t Dat Adjustment Doc ID
Date rans Type ransaction Description Amount justment Date Humbar oC

Save
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Lia bilii‘y Offset Letter Invoices can sometimes be caught in the

liability offset process at the State
Treasurer’s Office (STO) during the payment
process. The IRS flags all vendors that owe
funds to the State of Maryland or the

NoTICE OF VENDOR PAYMENT MOLD Federal Government.

’ In GEARS, on the MD AOC payment tab, in
the warrant field, instead of a check

e number there will be a capture number

YOU NAVE REQUESTED FAWGENT FRCW THE STATE OF ARYLAMD rom THE (LOXXXXX) .

B T sase AR en/ag_sement § When the invoices are flagged with a

ASENCY COCODE <23 DOCILMIIFT NUMBER; vEZALR2CL

Tux Jomecy o0 31LLED rou 9o0os om SExvcEs was SATISFIED ITs capture number, the funds will be held for

EEQUIRES THAT YOU SATISFY ANY OUTETANDING DENTS WITIHI THE STATE

e e R R A R R 10 days.
N T m,,.,,.-f,ﬂ ,\u If the vendor does not contact the STO
e e T i regarding their outstanding debt within the

EATISFIED THESE LIABILITIES. YOU MUST TAEE THE PFOLLC li
TO HAVE YOUR PAYMENT RELEASED

VELE ANV (NPILED ETURXS WITH THE APPROPRIATE TAXING AGENCY 10-day window, the funds will be applied to
the outstanding debt owed.

40%0 C2% ONTL 01

__FAY ALL APPFLICABLE LATE CHARGES

v YO'J D-“ NOT SATISFY TC‘.H-I LIABILITIES WITHIN TEN (10) DAYS, THE
AR ISTED AROVE NILL AE APPLIED DIRECTLY TO YOUR LIARILITY IF THE

L R REE LU Somais O RANSRRS. 1 WO WAt SN . Y Only vendors can contact the Liability

NOTE: PAYMENT WITHMELD FOR CHILD SUPPORT MAY BE APPEALED TO THE

OFFICE OF ADMINISTRATIVE HEARINGS WITHIN 30 DAYS OF THE DATE OF THIS Offse'l' depor'l'men'l' TO resolve Their

NOTICE

T e NS Savies s 3 ACCoRRS outstanding debt issue. All the information
the vendor needs is on a letter that is sent
to them in place of the check.

For reference, a copy of the liability offset
letter is added as an attachment to the
voucher in GEARS.
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Researching Vendors

Looking up Vendor Information
How to Run the Detailed/Summary Payment
History By Vendor Report (Reports Matrix)

How to Find an Existing Voucher

(A
How to Run a Voucher Activity Inquiry (%(
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O GENERAL ENTERPRISE AND RESOURCE SUPPORT

YOU ARE IN: Tip Sheets
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General Enterprise

« How to Look Up Vendor Information (Updated 05-01-17
And Resource P (Up )

Support * Reports Matrix (Updated 12-29-17)
Vouchers/Invoices
Quick Reference » How to Find an Existing Voucher (Updated 05-01-17)
Acronyms » Running a Voucher Activity Inquiry Search (Updated 12-11-18)

-- Recommendations (Updated 05-01-17)
FAQs

Gﬂp Sheets >

Training




How to Look Up Vendor Information

AARYLAND T

A — —
It.llll:'l-'l.l-l.'h'ﬁ

LAST REVISED DMATE: 05,01 ,2017

General Information

:GEARS

General Entergrise And Resource Sappart

Quick Reference Tip Sheet

Tash

Process Information

Looking Up Vendor Informatien in GEARS

MNote: f additional assistamce is needed, please
contackt the respectnee 400 Department staff
or the IS5 Service Desk

Search for a vendor(s) using the search criteria in GEARS to wvalidate i a VWendor is
in the systam and review information relsting to that vendior.

This tip sheet will rewviaw the steps to looking uwp vendor informaton using the
saarch criteria.

Tip: Once you locate the Vendor I make a list of your most common by used
vandors so youw can have that information on and for frture wse, but remember.,
at times, vendor information does change.

If the vendor has not been established in GEARS, wou may nead to complete a
Vendor Maintenance Form and send it to the Department of Budget and Finance
[DBF). The form is availsbie on the GEARS websita:

hittp-ffmdcowrts. gowfgearsfforms_htmi

GEARS Mavigation

Main Menu> Vendors > Wendor Information >
Audd fUpdane > Review Vendors

Favaresw Mzm hen. » o deedore 0 Vesbo lelomaton e 0 AolpdsEe Azyiey Verdors




Reports Matrix

Last Revised Date: 12/29/2017

GEARS Reports Matrix

CQuestion

Report/inguiry Name

Used When?

Description

Mavigation

=
How do | know what payments | made to a

1t History

Detailed (Summary) Peymer

—

This report provides 3 register of paymants for a
wendor. It uses the Print Options radic buttons
the Paymeant History by Vendor page to

Main Menu > Accounts Payabde » Reports »

; Vendors ther a Detail, or a Summary version of i
vendor? by Wendor Rep Vend Pymt Hist by Wend PCA
o Y enear report output is limited by PCA or T HEst b Veslor vl Secy
: Output must be viewed via
anager
e —— ]
e 8 | ks chiich-woiciviars hunee & Voucher Listing by Chartfisld i This report lists vouchers by business unit, Main Menu > Accounts Payabde » Reports »

specific Chartfield value?

(APSXEON03)

Chartfield, and Voucher 1D

Viouchers » Vouchers Listing by Chartfield
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Report Detailed/Summary Payment History by

Vendor with PCA Security

Main Menu, Accounts Payable, Reports, Vendors, Payment History by Vendor w/PCA security

APY2000 Detailed (Summary) Payment History by Vendor Report
[with PCA Security)

This report provides a register of payments for a vendor. It uses the Print Options radio
buttons on the Payment History by Vendor page 1o generate either a Detail, or a Summary
version of the report. The coutput is limited by PCA security.

Explanation:

Mavigation: Accounts Payable > Reports > Vendor > Pymt Hist by Vendor w/PCA Secy

Run Control:

Faovoritos - rAoEm RS - £ SAuccourts Payabla — > Roports — - arechor — > Pyt Hiict by YVondor «wwWiPC A Socy

& G E_&FB.:.S g

FPayment History by “Wendor

Run Conmrol 1D FPAY_HEST_WVEMN REROn Manager Process WIGnImor Lol
Language ([ I

Report Request FParameters

Viows Arncthar Data Ranoe P rne Opnticeme

From [ate: 12/002071 7 1) o e o CETE

"iDetanl or sl]mmﬂry: _-‘Di.;_'“"lJ'V el

rhrough Date: TZ/05/2017 |59
Soloc o Firnd | ey o Firs . T of 1 - Lot

“Reamil Sauly “Resnil Wernoor

SHARE |Oh OOOOOOEIB T L= RUDOLPHS OFFICE & COMPUTER SLUIPPLY INC =] [==]
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How to Find an Existing Voucher

r\lAH\'LANl)E E G E A R 5

..m"TI.~\R\' General Enterprise And Resource Support
Quick Reference Tip Sheet
Updated: 05/01/2017

General Information

Task Process Information

There are several methods to locate an existing voucher so that vouchers
can be modified or reviewed as needed:

- Via the Voucher Add/Update Page
How to Find an Existing Voucher - Via the Voucher Activity Inquiry Page

MNOTE: If additional assistance is needed, please IMPORTANT NOTE: It is critical that an existing voucher be modified when

contact the respective ADC Department staff or the JIS needed, rather than creating a new voucher. Duplicate vouchers (or two
Service Desk.

wvouchers having the same invoice number) cause a number of issues, and
delays processing. If you have entered duplicate vouchers by mistake,
please contact the Help Desk for assistance. It might also be necessary for
a voucher to be recycled or for a voucher to be deleted.

Method 1: Voucher Add/Update Page
GEARS Navigation

T e | Main Menuw > AccountsPayablew > Vouchersw » AddUpdate > Regular Entry

Entry
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How o Run a Voucher Activity Inquiry

MARYLAND T < G E A R 5

- General Enterprise And Resource Support

JUDICIARY
Quick Reference Tip Sheet
LAST REVISED DATE: 12/11/2018

General Information

Task Process Information

Running a Voucher Activity Inquiry | The Voucher Activity Inquiry Page will allow users to inguire on voucher information using a
" : ; variety of criteria. Criteria might include Voucher 1D, PO Number, Project ID, PCA, Entered
Mote: If additional assistance Is By, Budget Status, Approval Status, Match Status, etc. Please note that voucher drilldown

needed, please contact the
: capability is secured via the user’s PCA access in the system.
respective AOC Department staff or PR Hrea . ' ¥

the JIS Service Desk.

GEARS Navigation

Accounts Payable > Review Accounts | [Egyriese | MainMendy ) AccounisPajablee ) Review Accouns Pajabie o ) Wouchers w 3 Noucher Actyt Inqury

Payable Info > Vouchers = Voucher
Activity Inguiry
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PO Reconciliation

This is the process that closes purchase orders that meet certain criteria.

Q & a
.0

Purchasing PO Buydown PO Close

Inquiry Report Report Request




Purchasing

Inquiry Report

P This report is used fto assist in the PO
Close Request Process by helping to

identify POs that have NOT been
‘Dispatched’.

» Quick Reference Tip Sheet:
https://mdcourts.gov/sites/default/fil
es/import/gears/tipsheets?2/ptp/mo
nitoring/92usingpoinquirypage.pdf

» This report may include the following
types of situations:

» Pos created in GEARS that are no
longer needed

» Pos with a PO Status of
Approved, Canceled, Denied,
Open, Pending Approval, and
Pending Cancelation

» POs with Budget Errors


https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92usingpoinquirypage.pdf

Purchase Order Inquiry

General Information

Task

Process information

Using the Purchase Order Inquiry Page

Note: If additional assistance is needed,
please contact the respective AOC
Department staff or the JIS Service Desk.

The Purchase Order Inquiry page can be used to assist in the PO Close Request
process. Use the Purchase Order Inquiry to help identify POs that have NOT
been ‘Dispatched” which may include the following:

1) POscreated in GEARS by mistake or no longer needed

2) POs with PO Status of Approved, Canceled, Denied, Open, Pending

Approval, and Pending Cancelation

3) POs with Budget Error(s)
After you have identified POs that have NOT been Dispatched that are eligible
to be closed, notify DPCGA (Procurement) which POs should be closed (via
email to DPCGA). Procurement will then close the requested POs and any
associated Requisitions.

GEARS Navigation

Purchasing > Purchase Orders > Review PO
Information > Purchase Orders

ManMenue ) Puchasige o PuthaseOnders ) Review PO infomatone > Purchase Onders

1.0 Process

This document is intended to provide a quick reference to using the Purchase Order Inguiry Page within GEARS.
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PO Buydown

This report can be run at any time
to view the detail of fransactions
associated with a purchase order
and any remaining open balance.

Quick Reference Tip Sheet can be
found at
https://mdcourts.gov/sites/default/f
lles/Import/gears/tipsheets?2/ptp/
monitoring/92runningpobuydownre

port.pdf

This report helps with the
management of your open Pos by
showing what you have left, what
you have been spending what is
unpaid, and what vouchers have
been posted against the PO.

r.d‘!u\'f A4 Purchase Order Buydaown Report
o+ K

Fapart Crilards:  Select PO DT Batiean 07-01-2016 and 02-18-2007
) 4
"L-'n 01 ,‘\'C“‘ Biiclude ACCOUNT Bebwesn 0100 and 839 snd PRODUCT = 40001 and Zafe Dalinte
PO's ared Exolude Chosed PO'S
PO ID: DO005T34
e Dty Ve id
e DT0001050E A EN MET EERVICER LLG
Cf  POLne  Dwicription Diiln BudRst  POA Fund  Accound PO dmd
NE 1 B for mistelanans complier 1 AT 001 0t 0626 42,000 00

PO Totals; 48.000.00

Aun Dute  Febneiry 15, 2007

P Tne 1073 AR

P 1 ol vf2

Vehrddmi PO Balincs

mazn

MmN

ITINT RN

37787 64


https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
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PO Close Request Page

The PO Close Request page was created to assist in the PO Close Request
process.

Quick Reference Tip Sheet:

https://mdcourts.gov/sites/default/files/import/gears/tipsheets?2/ptp/monitoring
/92runningpobuydownreport.pdf

Use the PO Close Request page to select Pos that have a status of ‘Dispatched’
and are eligible to be closed. This process sends an automatic notification to
DPCGA who will then close the request PO.


https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf
https://mdcourts.gov/sites/default/files/import/gears/tipsheets92/ptp/monitoring/92runningpobuydownreport.pdf

PO Close Request

Task

Process Information

Using the PO Close Request Page

Note: If additional assistance is needed,
please contact the respective AOC
Department staff or the JIS Service Desk.

The PO Close Request page was customized for GEARS Field Users to assist in the
PO Close Reqguest process. Use the PO Close Request page to select POs that
have ‘Dispatched’ status and that are eligible to be dosed. The process will
automatically send a notification to Procurement. Procurement will then close
the requested POs and any associated Requisitions.

GEARS Navigation

Purchasing > Purchase Orders > Review PO
Information > PO Close Request

Fawgige | Manlews ) Rchesgy 5 PuhaseOniese  RevewPOlnkomaione ) PO Chse Regues

1.0 Process

This document is intended to provide a quick reference to using the PO Close Request Page within GEARS.

STEP ACTION

DETAILS

Create the Run Control ID. The first
1. | time you run the PO Close Request,

Click on the Add a New Value
NOTE: A Run Control ID is the name
that will be given to the saved
parameters you select for the report.
You can run the same report again in
the future by selecting the same Run
Control 1D when using the Find an
Existing Value tab. No spaces are
allowed in the Run Control ID. In
addition, the report parameters for a
Run Control 1D can also be changed
after selecting the ID.

you must create a new Run Control ID.

tab.

PO Close Request

Add a New Value

Add

@ To use a Run Control ID that you previously created, click the

S Search
Find an Existing Value ||y andthenclickthe ' button. A list of

Run Control 1Ds appears.

2. Click the Add 'button.
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Any Questions?

Please feel free to Contact Us:

Department of Procurement,
Conftract, and Grant Administration

Whitney Williams
Procurement Manager
410-260-1581

Valerie L. Mitchell
Procurement Officer
410-260-3591




Any Questions?

Please feel free to Contact Us:

Budget & Finance Accounts Payable
Dana Brazerol
Accounting Operations, Manager
410-260-1379

Brandy Lee
Supervisor
410-260-1748

Trudy Brown
Lead Worker
410-260-1378




