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 Welcome   Donalynn Black

 ePro           Kathleen Anderson

 Inv              Steven Beaulieu

 PO          Noreen Camara             Carol 
Wilson

 AP              Cynthia Babbitt

AM               David Bonola

EPM          Barbara Jacius

Security       Tracy Douglas

Closing        Donalynn Black

Agenda
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Agenda
 GAAP Reporting

 Consolidation of Agencies (BU)

 OFA Searchable Database & FOIs

 Each module will touch on where 
this can appear

 EPM is the source 
 Bundles 30-38

 Grant Coding – explanation and hand 
out

 UPK – online help when you need it

Welcome
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Agenda
 55110/55120 Coding 

 55110 used only if the invoice is from another state agency, and it must be a GT.

 Send it back to AR if it isn’t correct, the invoice needs to start with GT or coded differently

 Invoices received from UOC, UHC, CCC and CSU will be an ST or ET and the voucher should be 
coded to an expenditure account other than 55110.

 Grants being transferred to UOC, UHC, CCC and CSU should use 55120.

 DO NOT CODE Purchases of services or goods to account 55110.  

 55050 Coding

 Account to be used for pass through to external entities.

 This account is used to report pass through funds provided to sub-recipients to the federal 
government.  Incorrectly coded will impact SEFA (Schedule of Expenditures of Federal Awards).

 DO NOT CODE purchases of goods and services to account 55050.

 OSC Monitors and reconciles grant coding on a monthly basis.  If you are notified to 
correct your coding, you must correct the coding within the month it occurred, or the 
immediate open period.  These corrections should be posted ASAP.

 Any questions, please call Tony Torcia 860-702-3354

Grant Coding
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UPK – Online Help
The UPK will pop up in a new box
without taking you out of Core-CT
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UPK – Where are they?
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UPK – Print It
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UPK - Printed

8



 Welcome    Donalynn Black

 ePro           Kathleen Anderson

 Inv              Steven Beaulieu

 PO          Noreen Camara             Carol 
Wilson

 AP              Cynthia Babbitt

AM               David Bonola

EPM          Barbara Jacius

Security       Tracy Douglas

Closing        Donalynn Black

Agenda

9



ePro Agenda

eProcurement
 Define Requisitions
 Sourcing Workbench
 Catalog Search Tips
 Tiered Pricing
 Database 
 Reminders
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ePro – Define Requisitions
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ePro – Define Requisitions
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ePro – Sourcing Workbench
Purchasing > Purchase Orders > Stage and Source requests > Sourcing Workbench
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ePro – Sourcing Workbench
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ePro – Sourcing Workbench
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ePro – Sourcing Workbench 
Navigation: Purchasing > Purchase Order > Stage and Source Request > Sourcing Workbench

Reset and Purging a Requisition in Error 

16



ePro - Catalog Search Tips

Click on the Search
Tips link to display

Navigation – eProcurement > Create Requisition > Add Items and Services > Catalog
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ePro – Catalog Search Tips
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ePro - Catalog Search Tips

19



ePro – Tiered Pricing

   An item(s) is loaded into the catalog 
with price breaks for different 
quantities purchased. 

For example, quantities for: 
1 – 100 will cost $100/box
101 – 500 will cost $85/box
501 – 5000 will cost $70/box

20



ePro - Tiered Pricing

Search for an item 
and once it displays 

click on the Item 
Description link.
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ePro Tiered Pricing
Click on the Blue         .
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ePro – Tiered Pricing

Price breaks will then display 
and users can see what the 
corresponding price for the 

item is.

23



ePro – Tiered Pricing
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ePro – Tiered Pricing
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ePro – Tiered Pricing
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ePro – Tiered Pricing

Contract # 
10PSX0262

Displayed on DAS 
portal

Price breaks 
displayed in 

Core-CT
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ePro – Sensitive Data
 When creating requisitions, especially special requests, users should ensure 
that SENSITIVE DATA is not added in the description and/or comments fields. i.e., 
names, phone numbers, DOBs, social security numbers…etc.

 Any attachments added to CORE-10s should be thoroughly reviewed and edited
if necessary prior to attaching to a requisition.
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ePro – Reminders
 The vendor name in Core-CT for DOCS1 Inventory has been updated
to Correctional Enterprises of Connecticut.  This change makes it 
much easier for users to search in the State Catalog on the updated 
vendor name to return all of Correctional Enterprises' loaded items. 

29



ePro – Reminders
  Items loaded to Vendor Number 9999910002 Correctional 
Enterprises of Connecticut (CEC)
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ePro – Reminders

  Users should call in a Core-CT Help Desk ticket for 
any RFIs  initiated with a CORE-10 that need to be closed.

 Core-CT only supports one vendor on each requisition.
If there is an issue with a requisition and there is more 
than one vendor it is more difficult to rectify.
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ePro
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Inventory Agenda
Communication
Integration with other modules 
Catalog Management item IDs 
Units of Measure 
Developed EPM queries
World Café
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Communication
 Communication is KEY – share the knowledge you gain today 

with your co-workers. They will appreciate it. 

  Participate in user groups, user acceptance testing  (UAT), and
future procurement forums.    

  Please communicate your agencies business  requirements.  
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Inventory Statistics
Inventory module is one of the Supply Chain modules.  
Almost 900 people currently use the Inventory Module with 
great success. 
25 active Business Units within 8 agencies.  
Inventory transactions recorded annually:
216,000 in 2008
221,903 in 2009 
216,892 in 2010 

Recorded on-hand value at the end of 2010 was over $23 
million
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Inventory Integration
  Items maintained in warehouses or stockrooms must have 

Catalog Management item IDs. 

  Item IDs contain specific detailed information used throughout
the procurement-to-pay process.

  Item IDs reduce unnecessary key strokes during the 
procurement process. It’s simply point and click. 

  Using an item ID allows the system to move the item quantity 
on a PO directly into the Inventory module.      
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Advantages of an Item ID
An association to a specific contract and specific vendor or 
vendors.

Contains purchasing attributes such as Manufacturer, 
Manufacturer Part Number, Price & Unit of Measure. 

One of the best identifiers to capture & analyze proper spend.

Used to negotiate better contracts.

Several EPM queries have been developed based on the use of 
item IDs.   
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 Within Core-CT there are Units of Measure which are specific to
the applicable modules – Purchasing Unit of Measure and 
Standard Unit of Measure.

 When requesting Catalog Management item IDs, be cognizant 
of the fact vendors may supply product with one UOM when the
agency itself issues it out at using a different UOM.

 Ex. A case of glass cleaner is purchased through ePro but 
the business unit issues it out per can.  

 Please contact our help desk (core.support@ct.gov) if current 
Catalog Management item IDs have units of measure that do 
not support your operation. We will work with you to meet your 
needs.           

Units of Measure
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Developed EPM Queries
Here are a few of the public queries that have been developed 
based on agency specific needs: 
CT_DAS_ALL_ITEMS_W_WO_BU
Identifies active catalog items associated with a contract or 
vendor and if items are active in the BU 
CT_DAS_CATALOG_ITMS_BY_CNTRCT
Displays all items associated with a contract 
CT_DAS_INV_ITEMS_BY_CONTRACT
 Displays all Inventory items associated with a contract
CT_DOC_INV_USAGE_INFO_ITEM_ID
 provides item usage, shipping and accounting info
DOTOTH_11_STORES_CATALOG
List of items and item info by BU 
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World Café 
A meeting involving agency staff, DAS Procurement and Core-CT
together to discuss “How can we do better?”

Participants were from Department of Corrections, Department of
Environmental Protection, Department of Developmental Services, 
Department of Mental Health & Addiction Services, Department of 
Children and Families, Department of Transportation

Outcome:  a new World Café Group is being formed and we have 
common themes to begin to work on
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INV

42



 Welcome    Donalynn Black

 ePro           Kathleen Anderson

 Inv              Steven Beaulieu

 PO          Noreen Camara             Carol
Wilson

 AP              Cynthia Babbitt

AM               David Bonola

EPM          Barbara Jacius

Security       Tracy Douglas

Closing        Donalynn Black

Agenda

43



PO Agenda

OFA-Sensitive Data
Hot Topics
Critical Contract Reminders
PO Workflow and Approvals
Over expended distribution lines
Fiscal Year End Reminders
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Sensitive Information such as: 

 Social Security Numbers
 Employee/Client Names
 Employee Address

Should never be entered in the description and/or comment
     section of the Purchase Order

Sensitive Data
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PO Hot Topics
 
 

 Bundles 2011 
 Applying Bundles #30 – 38

 They will be applied to the Production environment in March 2011

 Volunteers will be needed for testing. 
         Please email: noreen.camara@ct.gov
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 Do not dispatch Contracts

 All contracts must have Max Amounts

 Once a Contract has been created and saved, you should never
make changes to the “Allow for Open Item Reference” 
checkbox. Changing the checkbox causes the contract to 
calculate incorrectly, which will cause negative amounts.

 Agency established contracts should never have the Corporate
Contract checkbox selected

 

Contract Critical Reminders
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Contract Critical Reminders

1

2

3

4

 Once a contract is created, NEVER change ‘Allow Open Item Reference’
Navigation: Purchasing > Procurement Contracts>Add/Update Contracts
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Contract Critical Reminders
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Contract Critical Reminders

1

2

3

4

Navigation: Purchasing > Procurement Contracts>Add/Update Contracts
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1

2

3

Contract Critical Reminders
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PO Workflow and Approvals

Workflow runs every 30 minutes

52



PO Workflow and ApprovalsPO Workflow and Approvals
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PO Workflow and ApprovalsPO Workflow and Approvals
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PO Workflow and ApprovalsPO Workflow and Approvals
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PO Workflow and ApprovalsPO Workflow and Approvals
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PO Workflow and ApprovalsPO Workflow and Approvals
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Although you can now add funds to fully matched 
lines, please note:

 Never add funds to an over expended line – as always, do 
a change order to your PO prior to creating a voucher so that 
encumbrances will be properly reflected. Over Expending a 
line takes funds directly from the unencumbered funds 
WITHOUT creating PO accounting entries.

 You must have funds available on each distribution that 
you intend to roll – fully matched lines do not qualify to roll.

PO Reminders
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How can I tell if my PO is fully expended?

 PO Activity Summary- Navigation/Purchasing/Purchase 
Orders/ Review Purchasing Information/ Activity Summary

 PO Balance Report- Navigation/Purchasing/Purchase 
Orders/Reports/PO Balance Report

 PO/AP Interface- Navigation/Accounts Payable/Review 
Accounts Payable Information/ Purchase Orders/Interfaces

   

PO Reminders
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The following are examples of POs that must be closed
prior to PO roll as they do not qualify to roll:

 Fully reversed POs (aka fully matched) 
 Pending Approval, Pending Cancel and Open POs
 POs in Budget Error 

Make a Fiscal New Year Resolution:
 CLOSE POs EARLY (don’t wait until year end) 
 CLOSE OFTEN (run PO Reconciliation at least once a month)

Fiscal Year End Reminders
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 PO, Accounting and Budget dates should be identical on new 
POs;  rolled POs will have a PO date from a previous FY the 
Accounting Date and Budget Date on rolled distribution will 
change to the first day of the new fiscal year

 You can no longer delete Distribution Lines Created By the Roll
Process – these lines have already gone through budget check.
Reduce or cancel lines.

 E-mail Core-CT PO Team to bring your close days down to 0.
  amanda.starbala@ct.gov 

noreen.camara@ct.gov 
joann.bellamo@ct.gov 

Fiscal Year End Reminders
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PO
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PO and Pay Tips from DAS/Procurement
Agenda

Taking Advantage of Prompt 
Payment Discounts

Invoice Discrepancies

Contract Maximum Amounts

Importance of Selecting 
Correct Contract # on 
Purchase Orders

Buylines
64



Prompt Payment Discounts

 Review Contract Award Document to identify prompt 
payment discounts (i.e., 3%10/net 45) Could vary by Vendor.

 Upon Receipt of Invoice, if accurate, work to make payment 
within discount timeframes.

 Huge Opportunity for Savings!
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Invoice Discrepancies

 Prior to Making a Purchase – Review Contract to ensure correct 
contract Price is utilized on PO

 If Invoice is less than PO amount, pay the lower amount;

 If Invoice is more than PO amount, research before making 
payment, contact Core-CT Helpdesk to validate pricing and 
advise of Vendor Invoice breach.

 Catalog Contracts – May need to get help desk involved to 
ensure it’s not user error when creating the requisition.
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Contract Maximum Amounts

Agency Users should not change Contract Maximum Amounts
on any DAS Contracts Ex:10PSX1234

Call DAS Procurement Hotline 860-713-5095 when amount is 
nearing limit or has reached limit.

DAS staff will fix immediately. DAS will be monitoring max 
amount reports/changes.
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Importance of Selecting Correct Contract # 
on PO’s

 When establishing PO, it’s critical to select correct contract #.

 When this isn’t done – misapplies purchase information; DAS 
has inaccurate information on spend when negotiating 
contracts; 

 Review Contract first prior to establishing PO to ensure 
accurate Contract #.

Importance of Selecting Correct Contract # on 
Purchase Orders
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Buylines
 Bi-monthly Newsletter for 

Agency Purchasers
 Electronic
 Free
 Updates on new contracts
 Tips on State Contracting Portal 

and Other Contract topics.
 Link to subscribe to Buylines:
 http://www.das.state.ct.us/cr1.as

px?page=164
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PO
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Break
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AP Agenda
Hot Topics
Reminders
Updates to Voucher Activity Report
Managing Vouchers
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AP Hot Topics
 
 

 Voucher Comments –
 When to write them, when it isn’t necessary

 Closing Vouchers –
 When, Why, Who and How

 Voucher Activity Report –
 Report redesigned

 Bundles 2011 –
 Applying Bundles #30 - 38
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AP Reminders
 Use of ‘Sensitive’ Information

 SS#s, Client #s, Names, etc.

 Discounts -
 Ensure Prompt Payment Discounts are awarded

 Journal Vouchers -
 Always insert related Voucher ID

 Vendor Self Serve –
 Program is expanding

 APD Audit Training –
  To review repeating errors
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AP-Voucher Activity Rpt
Report Redesign:
 Now includes PO & Non-PO vouchers
 New ‘Budget Date From & To’
 Removal of ‘Accounting Date From & To’
 Results can now include multiple Budget Ref Years
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AP-Voucher Activity Rpt
Navigation: Accounts Payable>Reports>Vouchers> Voucher Activity
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AP-Voucher Activity Rpt
Budget Date 

Range

Includes Multiple 
Bud Refs

Includes PO & 
Non PO Vchrs
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  Understanding Payment Terms
  Reviewing Vouchers for Discounts
  Analyzing Your Discounted Payments

AP – Managing Payments
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XXXM1

Gross Amount:      379.62
Discount:                   3.80

Scheduled Due: 10/04/2010
Discount Due:      9/25/2010

Invoice Date: 9/15/2010

Payment Date: 10/06/2010

Pay Terms: 1.0/10-30

AP – Managing Payments
 Reviewing Vouchers for Discounts
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 Reviewing Vouchers for Discounts

AP – Managing Payments

Discount was
Lost Here

Discount was 
Awarded Here

XXXM1
XXXM1
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 Reviewing Vouchers for Discounts

AP – Managing Payments

XXXM1

MonroeMar

DiMaggioJ

Navigation: Accounts Payable>Vouchers>Add/Update
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Reviewing Vouchers for Discounts

AP – Managing Payments

________
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 Analyzing Your Discounted Payments

AP – Managing Payments

Compares Vouchers for Invoice Dt to Entered Dt and to Payment Dt

Shows vouchers that don’t agree with Contract Pay Terms
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AP - OSC Classes
Course Title

 FAP901--Withholding/1099Reporting
 FAP902--Understanding the Vendor File
 FAP905--Payment Cancellations Forms & Process 
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AP
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AM Agenda
 Software Licenses
 Physical Inventory “Unders”
 Accounting Dates and Loading 
 Adjustments and Transaction Dates
 Sensitive Data
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AM Software Licenses 
– GASB 51 Intangible Assets

 Licensed Software Capitalized
 Permanent Land Easements

 Summary Reporting FY 2005-2010
 Detail Reporting FY2011 and  beyond
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AM Software Licenses 

– XXXNew CO-59
CATEGORIES

EASE

LSOFT
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AM Software Licenses 

EASE LSOFT

Profile ID
1EASEMENTS

Profile ID
LSOFTWARE
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AM Software Licenses 
Profile ID

1EASEMENTS

Permanent Land 
Easements Acquired 
Regardless of Cost

Profile ID
LSOFTWARE

Licensed Software 
Acquired Meeting 
the Capitalization 
Threshold of 
$1000.00 Dollars
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AM Software Licenses 

– XXX
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AM Software Licenses 
 Annual Renewal Fees should be Expensed

Maintenance Costs should be Expensed

 Upgrades to Existing Software should be Capitalized

 Old Versions should be Retired as Deletions

 Internally Generated Software is NOT a License

Frequently Asked Questions 
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AM Software Licenses 
 Non-Reportable Software
 Defined as: Individual Licenses' Costing    
Less than $1000.00 dollars

OSC will be contacting select Agencies to obtain feedback for 
development of a Statewide standard for Non-Reportable Software 
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AM PI Unders 

New Process Physical Inventory “UNDERS”
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AM PI Unders 
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AM PI Unders 
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AM PI Unders 
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AM Accounting Dates 
Critical Date = Accounting Date
 Accounting Date = Voucher Accounting Date
Current Open Financial Period
Interfaces MUST be Loaded in Open Period
Many Reports and Queries Driven by   
Accounting Date
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AM Accounting Dates 
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AM Accounting Dates 
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AM Accounting Dates 
-Accounting Date
  Accounting Dates will NOT be updated
  Closes on the 10th of the Month 
(for preceding  month)
  Reminders E-Mailed every Month
  Dictates when Depreciation is Accounted for
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AM Adjustment Transaction Dates 
- Transaction Date
 Transaction Date = Date Event Took Place
  Date should be entered to reflect          
retroactive changes

104



AM Adjustment 
Transaction Dates 
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AM Adjustment 
Transaction Dates 
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AM Sensitive Data

 Data elements that might be 
considered sensitive.
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AM Sensitive Data

Suppressed License Plates
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AM Sensitive Data
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AM
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EPM
Public Act No. 10-155:  AN ACT REQUIRING THE 
ESTABLISHMENT OF A SEARCHABLE DATABASE 
FOR STATE EXPENDITURES

 Approved June 7, 2010 
 To increase transparency in state spending
 Core-CT Teams are assisting OFA in populating this 
dbase
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EPM
P.A. 10-155 (a) 
 On or before July 1, 2011, the legislative Office of 
Fiscal Analysis shall establish and maintain 
searchable electronic databases on the Internet and 
located on said office's Internet web site for 
purposes of posting state expenditures, including 
state contracts and grants. 
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EPM
P.A. 10-155 (e)
 Nothing in this section shall be construed to 
require a state agency to: (1) Create unavailable 
financial or management data or an information 
technology system that does not exist, or (2) 
disclose consumer, client, patient or student 
information otherwise protected by law from 
disclosure. 
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EPM
Searchable Database will include:

 Payroll Detail
 Purchase orders/Contracts Detail
 Voucher Detail
 Ledger Summary Data
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EPM
Payroll Detail

 Includes:  Employee ID, Name, Agency, 
Compensation 

 Excludes Sensitive data:   Employee address and 
any monetary entry NOT associated with a state 
accounting string
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EPM
Purchase orders/Contracts Detail

 Includes: Purchase Order Number, Contract   
Number, Vendor name, PO Merchandise Amount, 
Maximum Contract Amount, Contract Line description, 
Vendor Name
 Agencies need to ensure Contract Line description, 
Vendor Name fields do not include any sensitive data
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EPM
Voucher Detail

 Includes:  Vendor ID, Name, Voucher, Voucher Line 
Description, Issuing Business Unit, Monetary Amount

 Agencies need to ensure that Voucher Line 
Descriptions do not include any sensitive data
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EPM

Ledger Summary

 No exclusions necessary

 All data is at a summary level
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EPM
OSC MEMORANDUM NO. 2010-28, October 4, 2010:  Use 
of Personal Information in the Financial Modules of 
Core-CT 

 State agencies shall not use the personal taxpayer 
identification number (TIN) including SSN, FEIN, or ITIN for 
anything other than federal and state tax withholding and/or 
reporting purposes.  

 http://www.osc.state.ct.us/2010memos/numbered/201028.htm
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EPM

OSC MEMORANDUM NO. 2010-28, cont.

…Therefore, the TIN should not be recorded in ANY 
financial transaction, including the Comments, 
Conversations, Descriptions, Invoice Numbers, 
Messages, Notes, or any other field not specifically 
reserved for this purpose. 
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EPM 
Asset Management

New Reporting Table:

CTW_ASSET_NBV 
 Net book value of in service assets

New Supporting Public Query:

CT_CORE_FIN_AM_ASSET_NBV

122



EPM
Asset Management

New AM Public Queries:

CT_CORE_FIN_AM_DUP_SERIAL_NBRS 
 Audit for duplicate serial numbers

CT_CORE_FIN_AM_ASSET_LIST 
 Asset/Physical Inventory information

CT_CORE_FN_AM_ASSETS_BY_FY 
 Replicates AMAS2000; Fiscal year & Accounting period
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EPM
Inventory

New Reporting Table:
CTW_EVENT_INV
 Inventory Counting Event Reporting

New Supporting Public Query:
CT_CORE_FN_IN_COUNTNG_EVENT
 Assist staff in performance of physical Inventory
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EPM
Inventory

Enhanced Reporting Table: 

CTW_IN_ITEM
Now includes all inventory items associated with an inventory 
business unit whether or not the item is physically put away in the 
inventory business unit; for example, a timing scenario where an item 
is purchased but not put away.
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EPM
Purchasing

New PO Public Query:

CT_CORE_FIN_PO_CNTRCT_PRC_CMPR
List of purchase orders and related vouchers where the purchase 
order unit price is more than the catalog item contract unit price. Results 
produced from this query are intended to be a preliminary list 
necessitating further in-depth research.  
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EPM
Accounts Payable

New Reporting Table:

CTW_VCHR_PO_VW - Voucher Purchase Order View

 Combines voucher and purchase order information where the 
agency is the same but the business units differ.
 Designed for agency Internal Service Business Unit reporting 
 DAS, DOC and ITD
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EPM
Accounts Payable

Supporting Query:
CT_CORE_FIN_AP_M1_S1_RPT 

EPM only role required:
CT_E_APBUS1REPORTING 

Pre-requisite: Access to both M1 and S1 Business Units
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EPM
Job Aid Enhancements

 General Ledger/Payroll Reconciliation 

 Query Design Analytical Tool 

 Query Quick Reference Job Aid 

http://www.core-ct.state.ct.us/epm/jobaids/Default.htm
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EPM
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Closing        Donalynn Black
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Security Update

New Security Functionality

Automated Forgotten Password Reset Feature in 
Core-CT

• Agency users must first update their System profile in Core-CT.
• Users must have a state email address and be able to receive 

external emails in their agencies.
• Users without a state email address must continue to contact their 

Agency Security Liaison for a password reset. 
• Users are NOT to contact the Core-CT Help Desk for password 

resets.

Security Update
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My System Profile
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Thank you for your 
participation today

We hope this information 
proved helpful

Reminder – Grant Coding 
handout

• Look for this presentation on the
   Core-CT website www.core-ct.state.ct.us

Closing
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