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Welcome

*

*

GAAP Reporting
Consolidation of Agencies (BU)
OFA Searchable Database & FOls

«» 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




Grant Coding

% 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.

correct your coding, you must correct the coding within the month it occut. - _, _. _+

% OSC Monitors and reconciles grant coding on a monthly basis. If you are |CO]{'€-D-H
immediate open period. These corrections should be posted ASAP. i 4



UPK - Online Help

The UPK will pop up in a new box .
— New Window | %%IJ | =
b - -
nts C -C
s urcnase Order without taking you out of Core-CT
Fration | Fi
! Business Unit:[DASH1
;ﬁ PO ID: [MEST
- ﬂ' UPK - Financials - Windows Internet Explorer . - | |_>g|
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"“t 5 R YA ccounts Payable 21 The Accounts Payable Module is fully integrated with ather financial modules, used to pay
‘ - @ Accounts Receivable vendars and other state agencies for goods or services rendered. A voucher is created using
it @ 2ssetlianagement information from the vendor's invoice. Either a non-PO voucher or a voucher from a source
@ Billing document {purchase order or PO receipt) is created. Once saved, it must then process
! @ SIS Gt through stages in AP which includes matching. approval, budget check and voucher post.
jons 5. @ eProcurement Finally, it is picked up in the "State’ Pay Cycle, which is run daily by the Office of the State
[ T i Coomntroller Central Arcnnnts Pavahle Divisinn The Pav Curle rreates navments A% naner ﬂ
:S [pore ’_ ’_ ’_ ’_ l_ l_ | & Imtermet [Pa = [ w0 - 4
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UPK - Where are they?

fé Employee-Facing registry cantent

Core R

Perscnalize Content Layout

Enterprise Menu

[- Supplier Contracts

[» Benefits

[- Enterprise Learning

[» Customers

[ Pariners

[» Products

[- Catalog Management
[= Promotions

[ Customer Contracts
[ Order Management

[ Pricing Configuration
[ Customer Returns

[ Itemns

[» Cost Accounting

[ Vendors

[ Purchasing

[+ Inventaory

[ eProcurement

[» Services Procurement
[ Sourcing

[ Engineering

[> Manufacturing Definiticns
[= Production Control

[> Configuration Modeler
[ Product Configurations
[ Cruality

[ Demand Planning

[= Inventary Palicy Planning
[ Supply Planning

[ Grants

Home

My Reports = — X

No Reports To Display

Eeport Manager

CoreCT Links E E

e ST TR STERE et
= Financial UPK Exercises I
-m,.blubbb

= EPM User Support

= Core-CT EPM Hot Topics

= Core-CT FIM Daily Mail

= Core-CT HRE Daily Mail

Mare...

View All Aricles and Sections

Worklist



UPK - Print It

@ IUPK, - Financials I I 13:;‘. - |

[~ £

search il B (»)seer ™ @Tﬁ,rm' E)’rm'nwlt? FClpem - @-'Pmtm

I 1y Roles

=0 Accounts Payable
o Core P
l,],g Creating Vouchers 0 re-

B Creating a Regular Non-PQ Voucher

,:I Creating a RegularVoucher w/PO Only
Creating a Partial Payment Regular Youcher,
Creating a Voucher with Fayment Terms
Creating an Adjustment Voucher

Mon-PO Vouchers do not copy from a purchase order or PO receipt The use of Non-PO voucher
Division




UPK - Printed

_peprd_UPK_pub_doc. .. | | 15:} B - m

Core P

[Creating a Regular Non-PO Voucher

Step Action

1. Click Voucher Style drop down list.

[Regular Voucher =
2. Select Regular Voucher
3. Click the Add button.
Add
4. Enter 875061 in the Invoice Number field.
5. The Invoice Date is the date the agency receives the vendor's ivoice at the agency. Itis

usually date-stamped when recetved. This date i critical for timing of payments, as it i3
the basis for determining the payment due date. The Invoice Date 15 not the vendor's
mvoice date or the date the agency processes the mvoice.

The Receipt Date is the actual date the goods or services were recerved or were
contractually due. For payments made m arrears for a period of tune, enter the ending date
of the pertod.

Because the receipt date defaults to the current date, it is important to remember to
overwrite it with the actual receipt date.

. Enter 04/29/2009 in the Invoice Date field.
T Click in the Receipt Date field to delete the defaulted date.
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ePro Agenda

eProcurement
** Define Requisitions
» Sourcing Workbench
» Catalog Search Tips
> Tiered Pricing

» Database

* Reminders
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ePro — Define Requisitions

Create Requisition
E‘ 1. Define Requisition Eh]; 2. Add Items and Services é, 3. Review and Submit

Specify requisition name, requester, and other infarmation that applies ta the entire requisition.

Business Unit: Q Dept of Administrative Sves

*Reguester: |CDREAndersunKa QU CT- Anderson Kathleen M.(FIN) “Currency:

Requisition | CDRE' Care10 AttributePriority:
Name: 10

* Line Defaults

Nete: The defaults specified below will be applied to requisition lines when there are no predefined values for these

f .
Vendor: ) Vendor Locations Q
Measure:

Shipping Defaults
Ship To: |0B400000% =] Modify Shipping Address

Due Date: 5 Attention: |

Accounting Defaults
[ Chartfields1 I Details I Asset Information

Location |GL Unit  |Fund Program |Account ChartFleItH ChartField Bud Ref Unlt Project Activity e

ACOREQ [STATEQ | & |DA523Q \ Ql Q| Q| Q | Q| Q

F
3

Jei

1



eP’ro - Define Requisitions

Purchasing Attributes |

1 ]

SetlD: STATE

PO Available 074281200751
Date:

ltem  ~1y 9157 44405
ID:

Description: APPOINTMENT BOOK - TELEPHONE/ADDRESS - 3.75 X B - BROWEEKLY

“Item Descr: APPOINTMENT BOOCK - TELEPE |APPGINT,

Unavailable: El
Standard Price: B.51000 Ea
Last PO Price: 270000
*Currency: USCA Dallar

Lead Time Days: | 1

*Long Description:

Standard Unit of
Measure:

Categony: 44000000
Model:

Asset Profile 1D: Q
Ultimate Use Q

Code:
Physical Nature: Goods

Primary Buyer: Q

APPOINTMENT BOOGK, - TELEPHONEADDRESS - 375 X B - A Associated Picture
Bk AWEEKLY APFOINTMENT BOOK - JARNUARY - File Name:

DECEMBER - BAM - 8PM - 2PPWW - 3-3/4 INCH X 8 INCH - v

o] LY P

File
Extension:

12



eP’ro - Sourcing Workbench

Purchasing > Purchase Orders > Stage and Source requests > Sourcing Workbench

Sourcing Workbench

Sourcing Details

Feturn to Sourcing Fage

Process ERE1RSD Item ID: CM 2157 44495
Instance:
Business Unit: D D&AYMINDER - APPOINTMEMT BOOK -
Line: 2 PO Stg Type: Requisitn
Schedule: 1 PO Stage ID: 0000026176
Expand Al Collapse Al %
= Staging Information
*Stage Status: PO Process: AutoSelect I’
Staged VYendor: 061043422F-001 System Source: eFrocure
Yendor Loc: . Sourcing Basic SE
Yendor Details y
) Method: u-
Let POCalc Override Vendor? i - .
Eligihle Yendars Fricing Information
PO ID: [ =T SchedulE et
Message: Calculated PO Price is greater than the requested price plus the percentage of unit price tolerance

* Source Transaction Informaviw.,

* Requested Price

B Save | [ElMotify | "‘:.;R'efresh| ElRelated Lint

13



eP’ro - Sourcing Workbench

Create Requisition

F 1. Define Requisition E!;; 2. Add Items and Services \;33

3. Review and Submit |

Add lines to the requisition, specifying the information necessary to procure each itern or service

Search:

Special Request

Cisco Routers
150.00000

*Iltem Desecription:

*Price: *Currency:
*Quantity: 3.0000 *Unit of Measure: EA Q&
| soategery Soo000 Due Date: &

Vendor ID: Sugnest New Vendor

Ven -
Mfg ID: Q
Mfg Item ID:

Additional Infermation

[J5end to Yendor [Show at Receipt []Show at Veucher

Add Item‘ Can:e\| Add or Start New Type

Q Search

Create Requisition
ﬁ 1. Define Requisition Eh;

Review the details of your requisition, make any necessary changes, and subrmit it for approwval.

2. Add ltems and Services \& 3. Review and Submit

Business Unit: Dept of Adrinistrative Sves

*Requester: COREAndersanka @ CT- Anderson Kathleen M.(FIN) *Currency:
Eequisition CORE- | ... Priorty
ame: 10

Requisition Lines
Line Description

O 1
[ Select Al / Deselect Al
L &  Addtofavaorites

Vendor Nan,>

150.000 450.00 2 )

Cisco Routers

Total Amount: 45000 50

Eodify Line / Shipping £ A:count| i} Deletw|

JustificationiComments

[Send to Vendor []Show at Receipt [] Show at Voucher

[ISave as Template
Find mare

[,

Save & subn| ga Save & preview appr|| ¥ Cancel requisitiol

14



eP’ro - Sourcing Workbench

¥ Staging Information
Select a different vendor here to change the vendar that will be used on the purchase order. Then, change the Stage Status to ‘Recycle!
and run the PO Calculate and PO Create processes.

'Stage Status: B
Staged Vendor: f Q
Vendor Loc; MAIN Q)

PO Process: AutoSelect
Vendor Search  System Source: eProcure

Sourcing Method:  Basic

v i i ? = i :
W Let POCalc Override Vendor Eligible Yendors Fricing Infarmation

PO ID: LARETGHNED schedule Details

O Mo vendorwas found for order by description item. Either (1) Purge and enter a vendaor on the transaction or (2) Recycle
age: and navigate to ltems = Define Controls = ltem Categories, and enter a vendor for this item's category. PO Calculate will

|oak for & vendor set up atthe category for items ordered by description and, if found, will create the PO using this vendno
¥ Source Transaction nwormation

* Requested Price

5 Save | [=] bty | ) Refresh 7 Felated LitGs:



eP’ro - Sourcing Workbench

Navigation: Purchasing > Purchase Order > Stage and Source Request > Sourcing Workbench

Reset and Purging a Requisition in Error

~ Staging Information

*Stage Status: | ooetf ¥ PO Process: AutoSelect
Staged Vendor: | <OMPEEY | g 4g3385F-001 System Source: eP
aged Vendor: | S ' Ty - ystem Source: eProcure
Vendor Loc: Error . Sourcing Basic
In Process Wendaor DEta”SMethod:
Let POCalc O dor?
gégzingnd Eligible “endors Fricing Information
PO ID: Pending  p Schedule Details
THFeady Ecified on the transaction is not valid at this time. It is most likely that the Contract is
Message:  naECYCIElstatus, or the vendor on the transaction does not match that of the contract, ar the PO
WE mesetiburg ge of the contract begin or expire date, or the contract maximums have already been
i Staged
Warning

Click on the Pricing Info page to verify the contract D, Purge this transaction, and view the contract to
verify its content.

» Source Transaction Infoermation
» Requested Price

[F Save | [EIMotify | ¢Refresh| A Related Lin

16



eP’ro - Catalog Search Tips

Navigation — eProcurement > Create Requisition > Add Items and Services > Catalog

Catalog | 1 1 |
Browse Catalog
*Select a Purchasing ltems Tree & ® Choose from availahle
catalog: catalogs in_the
B dropdown list
O | Al Iterns

* [Mavigate categories by
clicking folders

e iew itemsina
category by clicking the
category Name

» |lsethe checkboxes to
select categaries to
search bhelow

Click on the Search
Tips link to display

Search Catalog

Search Al |+ | of the following search fields entered: Q Searct
contains ]
Description: SabetrSmia o

Manufacturer: @

Manufacturer's
Item ID:
Yendor:

Vender Item ID:

Item ID:

Meodel:

UPN ID:

Price Range: From To il [ [

17



eP’ro - Catalog Search Tips

Search Tips

Any Words
Use an OR between words to include any of the words.
For Example: pen or paper

All Words
lse an AND between words to include all of the words,
For Example: long and shirt

Phrases
Enter the words as a phrase or use quotes around them.
Faor Example: white paint or “white paint”

Find Within Words

Use an * to find text anywhere in a word for wildcard search.

Faor Example: pen®

Exclude Words
lse g NOT before a word to exclude it.
For Example: paint not white

Other Examples
wihite paint or blue pen
(bike and cycle) or ski

Return |

Search Catalog

Search Al ~ | of the following search fields entered: Q Search
contains _
Description: *tiered pricing Search Settings
Manufacturer: Search Tips
Manufacturer's

Item ID:

Vendor:

Vendor Item ID:
Item ID:

Model:

UPN ID:

Price Range: From To *In| US »

Search Catalog

Search All |+ | of the following search fields entered: Q Searct
contains }
Descriptien: Red AND Shirt Search Settings
Manufacturer: Search Tips
Manufacturer's

Item ID:

Vendor:

Vendor ltem ID:
Item IC:
Model:
UPN ID:

Price Range: From To *InUS +

18



eP’ro - Catalog Search Tips

Search Cataloy

Search Al s~ | of the following search fields entered: & Search
contains _
Description: Search Settings
Manufacturer: Search Tips
Manufacturer's

Item ID:

Yendor:

Vendor Item ID:

Item ID: *a713456
Model:

UPN ID:

Price Range: From To

Show Additional Attributes

[(JInclude Images [ Match Case
[1] ExactWord

*In| LIS

19



eP’ro - Tiered Pricing

An item(s) is loaded into the cataloc
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 Catalog

Search Al ~ | of the following search fields entered: Q Search
contains _
Description: derky™ Search Settings
Manufacturer: Search Tips
Manufacturer's

Item ID:

Yendor:

Yendor ltem ID:

Item ID:

Model:

UPN ID:

Price Range: From To *In|US ~

Show Additional Attributes

Cinclude Images [1 Match Case
[l ExactWord

14 Results

Sort ltems: *Show Items from: sShow Images
ltern Description  ~ B Al Vendors > First 4] 1 .14 of14 [¥ Last

Details ltem IDs /
jrem Descripyon Vendor |7 Mfy Name Price  |Curr |UOM Quantity

DERBY
MATTRESS
0 WWIPILLLOWY

FIEER FILLED

DEREY
INDUSTRIES DERBYINDUS 148500 USD Each 4 |1.001

4 12"

B

Search for an item
and once it displays
click on the Item
Description link.

21



ePro Tiered Pricing

Click the BI ﬂ Create Requisition
ICK on € ue - ‘E‘ 1. Define Requisition Eh; 2. Add Items and Services \g, 3. Review and Submit

DERBY MATTRESS W/PILLLOW FIBER FILLED PART #C453075P 4 1/2"X

Item ID: CM_2157_2478054
Standard Price: 14950000

Categony: Furniture and Furnishings
Catalog ID: ALL CT_ITEMS

EA

nit of Measure:

i s YN =S Thi A
BNJescription: |FIRE CUDES ACOSUNEE TomeRL_ 2

bb2-02, INVOLVES TIERED PRICING, ITEM
#12 ON CONTRACT-1/EA "

o | Find | Tusl |_| 10f1 |E| Last

ar Oy ] Hnn-' Details

Vendor Location |Vnd Itm ID PTICI:. Unit ’7 Manufacturer |Mfy ltm ID ﬁ:::_l

DERBY ORDER &

INDUSTRIES REMIT-  DERC453075PEAT 149.50000 LSD ERBYINDUS C453075P B Adc

CHECKS

Inventory Availability
Ship Te Location:
064000004E <, There are no items available to this shipping location from inventory.

Item Attributes Customize | Find | View All | 28 First 4 1071 [ Last

Attribute Name Value uom

LIOM_5TD EA

Return to Previous Page

22



eP’ro - Tiered Pricing

YVendor Price Breaks

Gluantity Currency
1 EA, 1489 5 LsD
4 EA 147 .9 LsD
10 EA 146.9 LSO

A\

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

item is.

23



eP’ro - Tiered Pricing

Create Requisition
E‘ 1. Define Regquisition Eh}; 2. Add Items and Services \g, 3. Review and Submit

Feview the details of vour requisition, make any necessary changes, and submit it for approval.

Business Unit; Dept of Administrative Svcs

*Requester: COREAndersonka S CT- Andersan Kathleen M.(FIN) *Currency:
Requisition CORE-| | o iqpey, Priority
Name: 10

Regquisition Lines
Line Description

Vendor Hame

p] 1 DERBYMATTRESS DERBY INDUSTRIES |1.0001  Each 149500 149,50 g, ®
WWIPILLLOWY F
O Select Allf Deselect All Total Amount: 149.80 sD
L ¥  Addto favorites | “odify Line / Shipping ¢ Accuunt| m DE!Iet||

Justification/Comments

[1Send to Vendor [1Show at Receipt [] Show at Voucher

[OSave as Template
Save & SubrT| an Save & preview appru| ¥ Cancel requisitiol Find rmare

e

24



eP’ro - Tiered Pricing

Create Requisition
|f' 1. Define Requisition Eh};

2. Add Items and Services \& 3. Review and Submit
Feviews the details of yvour requisition, make any necessary changes, and submit it for approval.

Business Unit; Dept of Administrative Sves

*Requester: COREAndersonka A CT- Anderson Kathleen M (FIN) *Currency:
ame:

10

Requisition Lines

Line Description

p0 ! DERBYMATTRESS DERBY INDUSTRIES [4.0001  gaep 147900
VWIPILLLOW FI

Vendor Hame

591 R0 B '
[ Select Al f Deselect All Total Amount: 89160 1UsD
L &  Addto favorites | “Aodify Line / Shipping IAI:I:Dunt| i} Deletu|

Justification/Comments

[1Send to Vendor [ Show at Receipt [ | Show at Voucher

[JSave as Template

Save & subrr| ga Save & preview appru| ¥ Cancel requisition Find more

iterms
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eP’ro - Tiered Pricing

Create Requisition
E‘ 1. Define Requisition

Feview the details of your requisition, make any necessary changes, and submit it for approval.

Eh}; 2. Add ltems and Services \& 3. Review and Submit

Business Unit; Dept of Administrative Sves

*Requester: \COREANdersonka & CT- Anderson Kathleen M. (FIN) *Currency:

Requisition | CORE- ¥ cooqpapp PriOni:

Name: 10

Requisition Lines

Line Description

p[0 1 DERBYMATTRESS DEREY INDUSTRIES 10.001  Each
WPILLLOWY FI

[ Select All f Deselect All
L &  Addto favorites ‘ “eblodify Line / Shipping fAl:l:l:nunt| m Deletu|

Vendor Name

146.900 146900 = >

Total Amount: 146900 |sp

Justification/C emments

[1Send to Vendor [|Show at Receipt [| Show at Voucher

[1Save as Template

Save & subrr| ga Save & preview appru| 2K Cancel requisitial Find mare

itRrns 26




eP’ro - Tiered Pricing

PRICE SCHEDULE Bid No.: 10P§X0262
WHITE WOVE Sutstance 24 EXHIBIT B
BROWN KRAFT - Sub 28

Plainor  Regular!
ltem#  Trade Designation  Size Printed  Window M 100 13 M M 300 100M 00 300M 400M

13 [#10 Official 4183812 Plain Regular
Pt Contract #
Andrew Graphics 5 548(3 4ear|s 4T3 42275 073 waT|s § nls nals nu 1OPSX0262
Colonial Business § wes|s nee|s 6|5 8|3 anes|s e § MER|s NeE|s 66
Fleet Business Proucts 5 s 4005 R[5 ;es{s u|s wwm|s 2|3 2|3 0|5 2688 .
Budget Printers 5 ols weoofs teoo|s seo0|s seoo|s tamo|s  woo|s wers|s s wes D I d DAS
Suburban Stationers § 2|5 was|s msd|s was|s |3 oa|s §oEE4|s 1684]5 t6m4 |5p aye on
The John W. Gross Company s 23 0|5 0435 2010)3 5 17at]s T3 emls um|s uu rt I
Printed  Regluar
| Ancrew Graphics s 7mss|s eao|s mesn|s seas|s sl esaafs nHnls 32..‘-5_'
onia) BUsingss T ] ) O ) ] ol ]
Fleet Business Proucts 5 5 «no|s 4m|s 4ooofs amse|s oo|s nmls 277
Budget Printers 5 z:25|s 2e0|s s’ x:ea|s 2|3 (s 17505 1660
Suburban Stationers s omez|s wee|s mst|s me2|s mmols mat|s 19665 103
The John W. Gross Compnay 5 m7a|s 2sa|s mma|s x4e|s 2|3 teer|s 17155 1620
MOTE: em No. 13 must be composed of 3 minimum of 50% racoversd
(recycled) matenals of which 30% must be post consumer waste.
Gluantity UomMm Price Currency
15 TH 73.55 s
10 TH g3.2 s
14 TH 8.6 s
20 TH 8515 s
25 TH 817 s
50 TH 4543 UsD price breaks
100 TH 349.68 s
200 TH 37.38 UsD displayed in
300 TH 33.93 s
400 TH 32.78 Uso C T
O




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, DOBSs, social security numbers...etc.

* Any attachments added to CORE-10s should be thoroughly reviewed and edited

if necessary prior to attaching to a requisition. ®°® —==~

Create Requisition
‘E‘ 1. Define Requisition E‘; 2. Add Items and Services \& 3. Revie

Add lines to the requisition, specifying the information necessary to procure each item or service.
Search:

Catalog | Favorites
Variable Cost Service

lemplates | Special Request

Service Foof repair - John Adams - 55 042-54-5664

Description:
“# of Units of Work: 5 *Unit of Work:
*Rate: 50.00 *Currency Codd
“Category: 45000000 Q,

Vendor ID: Q . ey Yendar
Guote Number: Guote Date: el

Beginning Date: & Date of &

Completion:

10

Line Comments

Line Description Quantity Unit
g INMATE UNIFORMS SHORT 4 goon Each 9520 UsD
SLEEY

lohn Q. Public - 047-80-45568

[]Send to Yendor [1Show at Receipt []Show at Vol

Add Attachment

0] Cancel
28



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.

Search Catalog

Search Al | of the following search fields entered: Q Searct
containg )
Description: Search Settings
Manufacturer: Search Tips
Manufacturer's

Item ID:

Vendor Correctional Enterprises of Connecticut

Vender Item |D:

Item 10

Model:

UPN ID:

Price Range: From To *In|Us | v

Show Additional Attributes

CInclude Images [1 Match Case
Exact Word
- 29



ePro - Reminders

** Items loaded to Vendor Number 9999910002 Correctional
Enterprises of Connecticut (CEC)

1177 Results

Sort Items:
lterm Description |«

Show Images
1-25 of 11770 Last

*Show Items from:
Al vwendors First []

Details

Item Description Yendor

| [ [Mfg Name [Price

Curr |UOM

2 IMNCH T CORRECTIOMNAL
BRACKET W [TH ENTERPRISES State of

DOUBLE SIDED OF Cannecioue |20 20|LER|EEER 1.00
MNAME PLATE COMMECTICUT

2 IMCH X 10 INCH  CORRECTIONAL

MNAME PLATE ENTERPRISES State of

WITH SLOTTED OF Camneciour |2 Ld|LEbD EaER 1.00
WOODD BASE COMNECTICUT

2 IMNCH X 10 INCH  CORRECTIONAL

WALL PLATE ENTERPRISES State of

HOLDER WITH  OF Cannecioue |20 2oL |EEER 1.00
MAME COMMECTICUT

2 IMNCH X 10 INCH  CORRECTIONAL

WODD DESK ENTERPRISES State of

BLOCHK WITH OF Camneciour |20 2oL |EEER 1.00
BRASS PLATE COMMNECTICUT

2 INCH X BINCH CORRECTIONAL

WODD DESK ENTERPRISES State of

BLOCHK WITH OF Camneciou: | BetllLeb EaEn 1.00t
BRASS PLATE COMNECTICUT

30



ePro - Reminders

* Users should call in a Core-CT Help Desk ticket for
any RFls 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.

Don’t
FORGET!

A
® o

31



Core R



Agenda

£ Welcome Donalynn Black

K ePro Kathleen Anderson
K Inv Steven Beaulieu
K PO Noreen Camara Carol
Wilson
£ AP Cynthia Babbitt
HKAM David Bonola
EPM Barbara Jacius

~<Security Tracy Douglas
~ZClosing Donalynn Black

33



Inventory Agenda

Communication

Integration with other modules
Catalog Management item IDs
Units of Measure

Developed EPM queries

World Café

34



Communication

s Communication is KEY — share the knowledge you gain today
with your co-workers. They will appreciate it.

/

s 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.

38



Units of Measure

» 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.

L)




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

»ldentifies 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

s»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?”

ssParticipants 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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Agenda

£ Welcome Donalynn Black

K ePro Kathleen Anderson
< Inv Steven Beaulieu
XK PO Noreen Camara Carol
Wilson :
£ AP Cynthia Babbitt
HKAM David Bonola

EPM Barbara Jacius

~<Security Tracy Douglas
~ZClosing Donalynn Black
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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 Data

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
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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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Contract Critical Reminders

“* 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
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Contract Critical Reminders

* Once a contract is created, NEVER change ‘Allow Open Item Reference’

Navigation: Purchasing > Procurement Contracts>Add/Update Contracts

Comtract  Re 4= itrot Justity

SetiD: STATE *Status: IApprDved vI

Contract ID:

CT Comntract Type:

Process Option: Furchase Order Add Comments Activity Log
vendor: 061546792F-001 Contract Activities Docurment Status
vendor ID- Qooooz7Foad PROS Primary Contact Info Thresholds & Motifications
Begin Date: 100152003 Amount Surmmany 1
Expire Date: 09/30/2008 Maximum Amount: 4289000 UsSD
<« |

currency: LIsD CRRMNT Total Line Released Amount: 19,049.00
Primary Contact: Open hem Amount Released: 36,519.00 <« 2
Yendor Contract Ref:
Description: STS O5SHA MEDICAL EVALIATIONS Total Released Amount: 55,568.00
Master Contract ID: Remaining Amount: -12,678.00 ——— 3
™ Tax Exempt Hemaining Percent: oo
* Order Contract Options

™ Allow Multicurrency PO < allow Open tem Reference [ Must Use Contract Rate Date

I Corporate Contract I Adjust Vvendor Pricing First Rate Date: 09/04i2003

I Lock Chartfields ¥ Price Can Be Changed on Order

Iy - IF'rint vI Eispatch I
PO Defaults OPM Reporting PO Open lterm Pricing Dispatch Method: E
Add kems From

Catalog Iterm Search

Lines
r Details T Crcler By Amount T ftem Information T Crefault =il % A MOUN..2 I' =]

Description

STS MEDICAL EVALLUATIONS 25000000




Contract Critical Reminders

Contract Entry

Details for Line 1

Contract ID: 030MRT 07 0AD VYendor: 061 546792F-001

Line: 1 em ID: STS MEDICAL EvALILIATIONS
Line Details

Categorny: sSa000000 Status: Active
Category Desc: Healthcare Services
Category ID: oooq 7 Physical Mature: Soods

Transaction hem Description:
STS MEDICAL EVALUATIONS

Expand All Collapse All
= hem Information

YWendor's Catalog: I Device Tracking
vendor kem ID:

Manufacturer ID:

Manufacturer's ktem ID:

UPH ID:

~ Release Amounts / Quantities

Minirmum Line Amount: Minimum Line Quantitye 1.00
Ma=irmum Line Amount: Ma=irmum Line Quantity:

Total Line Released Amount: 19,0459.00 Total Line Released Quantity: 12.00
Remaining Armount: o0 UsD Remaining Guantity: o.0000 EA
Remaining Armount % o.a0 Remaining Quantity % 0o.oo

= Pricing Inform-="_.an
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Contract Critical Reminders

Navigation: Purchasing > Procurement Contracts>Add/Update Contracts

Comtract
SetlD: STATE *Status: [2pproves =]
Contract ID: 04D P01 6625
CT Contract Tvpe: I FSC Comp =l
Process Option: Furchase Order Add Cormments Activity | oo
wendor: OE0925036F-001 Contract Activities Document Status
wvendor ID: ooooo10192 SERYUIS MARAGEMERT Frimary Contact Info Thresholds & Hotifications
CORPORATICON
Begin Date: Q90 fZo04 Amount Sumrmanry 1
Expire Date: Oss3142009 Maxirmum Armourt: 7,800,000.00 L,V
currencys LIsD CRREMNT Total Line Released Amount: 2,791 ,99?.?54/
Primary Contact: Open term amount Released: 2.1 D?,SBQ.D%* 2
Yendor Contract Ref:
Description: Frioty bgt- 79 Elm & 10 Clinto Total Released Armournk: 10,899 2366.78
Master Comtract ID: Remaining Armount: -3,099,266.72 < 3
I~ Tax Exempt Remaining Percent: 0.0a0

= Order Comtract Options

™ Anow Multicurrency PO Il:lw Open tem Reference ™ Must Use Contract Rate Date

™ Corporate Contract Adjust Yendor Pricing First Rate Date: OS2 004
T Lock Chartfields I~ Price Can Be Changed on Order
=y - Frint al Eispatehy
FO Detaults OFM Reporting FO Open lterm Pricing pispatch Method: [ Frin =l BT
Add kems From 4

Catalag lterm Search

Lines
r Details T order By Amount T kem Information T Default =

Descripy n

Provide property gt for ¥9 Elm

St & 10 Clinton St sOooooooon

Wieww Category Hierarchy Category Search 50



Contract Critical Reminders

Contract

“Status: I Approved - I

SetiD: STATE

Contract ID: 0apPSx001 1.8

CT Contract Type: I Bl Auweard j'

Process Option: Furchase Order Add Comments Activity Log

Vendor: 0B1202453F-001 Coniract Acfivitie s Document Status

viendor ID: 0000011565 THE STOME Pritmary Contact Info Thresholds & MNotifications
COMSTRUCTION CO

Begin Date: -

Expire Date: 01431/2013 Maximum Amount: 20,000,000.00 UsD

Currency: SD CRREMNT Total Line Released Amount: 0.onp —f— 1

Primary Contact: Open tem Amount Released: 28,115.01

vendor Contract Ref:

Description: Total Released Amount: 22115.01

Master Contract ID: Remaining Armount; 19,971,284 90 <+—f— 2

¥ Tax Exempt (06600079813 Remaining Percent: 099 .86

* Order Contract Options

I Allow Multicurrency PO I~ alow Open tern Reference ¥ mMust Use Contract Rate Date

I™ Corporate Contract I Adjust vendor Pricing First Rate Date: [01rzarz00a [[5H)

I Lock Chartfields ¥ Price Can Be Changed on Order

PO Defaults OPM Repotting PO Open lterm Pricing "Dispatch Method: [Print ol EERE

Add hemnms From

Catalog lterm Search

Include for

51
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PO Workflow and Approvals

Workflow runs every 30 minutes

Search:
)

L Employee Self-Service Purchase Order Amount Approval
> Manager SeltService

[> Supplier Contracts
[ tems

[ Wendaors - .
= Purchasing *Approval Action: IApprmre j" Approval Status: m View Printable PO |

[ Reqguisitions
[» Reguest for Quotes
[ Procurement Contracts ;I@
= Purchase Orders
[» StagefSource Reguests
[ mManage Change Orders
[ Reconcile POs

[» Review PO Information PO Amount

Unit: Do PO D ooo0oeE1 221 Vendor: oooootooog Change Order: 1

Comment

[ Reports
[ Budget Year End Buyer: DAS-Camara Moreen
Processing .
— Add/Update Express O (REETEEES
PO Date: 032652007
Merchandise Total Amount: 218.40 USD Merchandise Total Base: 218.40 UsSD
PO Total Yalue: 218.40 PO Total Base: 218.40

— Reserve PO IDs

_ Maintain Distributions

— Dispatch POs
[ Receipts
[ Return To Yendor B save I ELReturn to Search I [=] Motify |

O T N
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PO Workflow and Approvals

= Purchase Orders
[+ Etagei@urce Reguests
[+ Ackno dogements
[* Manage Change Orders
[ Reconcile POs
[ Review PO Infarmation
[+ Reports
[ Budget Year End

Processing
— AddfUpdate Express

— Maintain Distributions

— Dispatch POs
= Werify Document
Tolerance
— Budget Check
— Entry Event Request
— Create Backorders
— Approval Weorkdl ow
— Effective Dated IO PO
Lipdate
[ Receipts
[ Return To Yendor
[ Procurement Cards
[ Supplier Schedules
[ Anahze Procurement
[= Inventnre

I

Purchase Order Amount Approval

Unit:  DASKY POID: Q000004607 Vendor:

IApprcﬁxe 'I

0000045146

view Printable PO |

*Approval Action: Approval Status:

Comment

PO Amount

Bunyer: DAS-Saczawa Brian

PO Reference: Suburbans

PO Date: 0352712007

Merchandise Total Amount: 3.00 UsD Merchandise Total Base: 3.00 s
PO Total Value: 3.00 PO Total Base: 3.00

F Lines

& save | L4 Return to Search | Presious in List | +[E] Mext in List | [Z] Matify |
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PO Workflow and Approvals

Search:

| )

[ Employvee SelfService
[ Manager Selt-Serice
[ Supplier Contracts
[+ tems
[ Yendors
= Purchasing
[ Requisitions
[ Request for Qluotes
[ Procurement Contracts
= Purchase Qrders
[+ StagefSource Requests
[ Manage Change Orders
[ Reconcile POs
[ Review PO Information
[ Reports
[ Budget Year End
Frocessing
= Addilpdate Express
FOs

— Maintain Distributions

— Dispatch POs
[ Receipts
[ Return To Yendor
[ Procurement Cards

Purchase Order Amount Approval

Unit:  DOCM1 POID: 0000059280 Vendor: nooooz2594y Change Order: 1
*Approval Action: I’E*F'F”':'VE j' Approval Status: Complete | Wiew Printable PO l
Comment
PO Amount
Buyer: DoC-Giansanti Barbara
PO Reference:
PO Date: 101102006
Merchandise Total Amount: 1,113.25 UED Merchandise Total Base: 1,113.25 UsD
PO Total Value: 1,113.25 PO Total Base: 1,113.25

F Lines

Bl save | LELReturn to Search | [=] Matify |
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PO Workflow and Approvals

lke nu =

Search:
)

[ Employee Selt-Service
[ Manader Self-Service
[ Supplier Contracts
[ ltems
[ Yendors
7 Purchasing
[ Reqguisitions
[ Renuest for Gluotes
[ Procurement Contracts
= Furchase Qrders
[ StagefSource Reguests
[ Manage Change Orders
[ Reconcile POg
[ Review PO Information
[ Reparts
[ Budpet Year End
Processing
— AddiUpdate Express
Pis
= Addipdate POs

— Approve &

Purchase Order ChartField Approval

Unit:  DOCMI POID: 0000081207 Vendor: ooooo102e1

*Approval Action: IApprmre :I' Approval Status: m Wigw Printable PO |

Comment

=
= ' |

— Maintain Mistribitinns

T

Distributions

Line (Sched |Distrib |GL Unit Amount (Currency Fum:l Program |&ccount

1 STATE  500.00 11000  DOCEE251 10020 25002 54060

F Lines

Bl save | £\ Return to Search | [=] Matity |
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PO Workflow and Approvals

= Purchase Orders

[ BtagerSource Requests

[ Acknowledgements

[ Manage Change Qrders

[ Reconcile POs

[ Review PO Information

[ Repors

[ Budget Year End
Processing

— Add/Update Express
POs

= Addfll

date POs

= Approve Amounts

— Maintain Distributions

— Dizpatch POs

= ety Document
Tolerance

— Budget Check

— Entry Event Reguest

— Create Backorders

— Approval Workflow

— Effective Dated LI PO

pdate
[ Receipts
[ Return To Yendor
[ Procurement Cards

Purchase Order ChartField Approval

Unit; CAShMA PO ID; Qoooon4e07 Vendor: Q0000445146
*Approval Action: IF‘F'F'“:““E :I' Approval Status: @ Yiew Printable PO |

Comment

Distributions

Line (Sched |Distrib GL Unit Amount (Currency (Fund Program |Account

1 STATE 1.00 22003 DASZ23320 40001 13003 f5640
1 STATE  2.00 22003 DAS23320 40001 13003 f5640

2 1 LIS

k Lines

E save | <L Return to Search | +[E Previous in List | +E] Mext in List | [=] Metity |
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PO Workflow and Approvals

Search:

>

[ Emplovee Self-Service
[> Manager Self-Senice
[= Supplier Contracts
[> ltems
[ Yendors
= Purchasing
[ Reqguisitions
[ Reguest for Cluotes
[ Procurement Contracts
= Purchase Orders
[ StagerSource Reguests
[ Manage Change Orders
[ Reconcile POs
[ Review PO Information
[» Reports
[ Budget Year End
Frocessing
— Add/Update Express
POz

— Addipdate F'CI

- Malntam Distributions

— Dispatch POs
[ Receipts
[ Return To Vendar

Purchase Order ChartField Approval

Unit:  DOCHA POID:  Q0000DAG9G6R Vendor: 0000011300 Change Order: 1
*Approval Action: I.ﬂ.pprtl'-.fe TI Approval Status: Complete Yiew Printable PO I
Comment

Distributions

Line (Sched (Distrib |[GL Unit Amount [Currency Fund Program |Accoumnt

1 STATE 11000  DOCE5251 10020 25002 52541
2 1 1 STATE LsD 11000 DOCE5251 10020 25002 52541
3 1 1 STATE LsD 11000  DOCE5251 10020 25002 52541
4 1 1 STATE LsD 11000 DOCE5251 10020 25002 52541

F Lines

& Save | L4 Return to Searchl +[E] Previous in List | +[E] Mext in List | [=] Motity |

[= Procnrarment Carde
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PO Reminders

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.
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PO Reminders

How can | 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
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Fiscal Year End Reminders

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)

L)

CR X 2

L)

L)
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Fiscal Year End Reminders

s 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.

s 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
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Agenda

£ Welcome Donalynn Black

K ePro Kathleen Anderson
< Inv Steven Beaulieu
XK PO Noreen Camara Carol
Wilson
£ AP Cynthia Babbitt
HKAM David Bonola
EPM Barbara Jacius

~<Security Tracy Douglas
~ZClosing Donalynn Black
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PO and Pay Tips from DAS/Procurement

Agenda

“*Taking Advantage of Prompt
Payment Discounts

*Invoice Discrepancies

s» Contract Maximum Amounts

“*Importance of Selecting
Correct Contract # on
Purchase Orders

“*Buylines o



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

s»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

Purchase Orders

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

s 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 #.
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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

L)

e

*%

e

*%

e

*%

e

*%

e

*%

e

*%
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Agenda

£ Welcome Donalynn Black

K ePro Kathleen Anderson
< Inv Steven Beaulieu
K PO Noreen Camara Carol
Wilson
K AP Cynthia Babbitt
HKAM David Bonola
EPM Barbara Jacius

~<Security Tracy Douglas
~ZClosing Donalynn Black
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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 —
s When to write them, when it isn’t necessary

“ Closing Vouchers —
s When, Why, Who and How

** Voucher Activity Report —

** Report redesigned

“* Bundles 2011 -
s Applying Bundles #30 - 38
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AL

AP Reminders

++» Use of ‘Sensitive’ Information
<+ SS#s, Client #s, Names, etc.

*+ Discounts -
s Ensure Prompt Payment Discounts are awarded

*» Journal Vouchers -
s 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

Voucher Activity Report

Run Control ID:  CINDYBABB Fepod Managet Process Manitar Fun |

Language:

Report Request Parameters

Business Unit: IW ')

Account: | Q

Department: |CAT45241 QY

*Post Status: Fosted w

Due Date: i | 1]

‘Budget Date From:  |07/01/2010 5] ‘Budget Date To: | 10/01/2010 5]

‘ ‘ ‘ ‘ Bud et ‘ .
Program ChartField 1 ChartField 2 Reference 3ﬁilness Project

12060 Q| Q| Q|




AP-Voucher Activity Rpt

Staze of Cornectioat
WOUCHEE. ACTINITY

Report 1D CT_APH14S

Budget Date
Range

Page Mo |
Rean Dwee GLO11200 ]
Run. [mse 13353500

Baasimess Lo AT Al LU Depanmeal CATT4EEIA] L. Basan=s L STATE Poea s P

Fund € onde 12ns 510 Program Progest ACEIIDY

Healpet Dhoae D0 LN dirsags PIWOLCOI0 Soamre Ty sy

Business Vil Faris Budget Dyrchase Vendar Vendor Budzst Expendad Amt  Todal Paxd Amt
TUlnat Feforence  Codar Names Diata By Crifeda) (AL Codag)
LCATMI KR0S ERV-3I03 Mo [MNHIEETS  (HEHHHED  Pom Comieancanoss Lic [ ke 6] 15, DG 15, 2% [N1
CATAMI inIme LTI 0604-T5 2010 [ 3005 - Wieey ol Hayen CRAATHHD 2 000G e LEE ]
LTI 1 L e S A | e 200 [N EEE [ osm LI 5 relary G 30 R} 0 N0 (M1

Includes Multiple
Bud Refs

Includes PO &

Non PO Vchrs
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AP - Managing Payments

* Understanding Payment Terms
“* Reviewing Vouchers for Discounts
“ Analyzing Your Discounted Payments
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AP - Managing Payments

“* Reviewing Vouchers for Discounts

i T q Paymems T 1 T )
. XXXM1 .

onenar i ooaara0s med INvoice Date: 9/15/2010

voucher Style Regular Actio

Wendor: e JAMNITORIAL SUPPLIES IMC Pay Terms: 1.0/1 0_30

EES REWY BRITAIMN AWVE
REWWIRGTOR, T 06111

Payanent Information

Fircl | g <l Firet [ 4 or 0 (B Lact

Scheduled Payinent: 1 =]
e to: = Gross Amount: 379.62 N

Discount: 3.80 =

Iz & C JARITORIAL SUFFLIES IMNG

BES MNEW BRITAIMN AWE
RIEWWIRGTOR, ©T 06111

Scheduled Due: 10/04/2010
N\ | Discount Due: 9/25/2010

Payment Method I
*Bank: Pay Group:
“Aoccount: *Handling:
*Method: ACH *Metting:
Message: Messanes
sz Payment Date: 10/06/2010 Zmmems
ay en a e ® old Paytnent Separate Payiment
Reference: Hold Reason:
Letter of Credit: Al

Eaviment [nouiny Holldawisurrency O pilons Express Faviment Mendor Bank Account 80




AP - Managing Payments

“* Reviewing Vouchers for Discounts

3ﬁzmess 1ul'll:nut:hlfzr [1] nl:luu:e Advice Date |Invoice Humber Gross Paid Amount Paid Amount Currem: Dlscuunt Taken

XXXM1 002373204 09152010 2348903 37462 3749.62 UsD

XXXM1  qpza7igl 1 0a/a0r2010 241028 7.424 56 7.350.31 USD 7425

Discount was
Awarded Here
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AP - Managing Payments

** Reviewing Vouchers for Discounts

Navigation: Accounts Payable>Vouchers>Add/Update

I Summary T Y Y Y 1
Business Unit: XXXMA1 Invoice Date: 093052010
Youcher ID: 00237181 Inmvoice Mo: 241028
Youcher Style: Regular Invoice Total: 7.424.496 s
Contract ID: Receipt Date: o9iz7r2010
Vendor Name: C & C JANITORIAL SUPPLIES INC Pay Terms: 1.0/10-30

BES MEW BRITAIN AVE Youcher Source: online
MEWINGTOMN, CT 06111
Entry Status: Postable Origin: 549
Match Status: Matched Created: 10/a452010
Approval Status: Approved Created By: MonroeMar
Post Status: Fosted Modified: 10:0452010
Modified By: DiMaggioJ
ERS Type: Mot Applicable
Budget Status: Walid Close Status: Qpen
Budget Misc Status: Walid
“Wiew Related Accounting Entries Inguiry
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AP - Managing Payments

“* Reviewing Vouchers for Discounts

Posting Process: Fayments GL Dist Status: Distributed
Customize | Find | wiesee Al | T Fir=t El 1-E of B El Last
[ Main Information T Chartfield= T Jaurnal
Description Monetary Amo.at DR l[u'luneta Amount CR gzrdr%‘[
Accounts Payahble 1,600.56 Ush MoD_ACCRL EBTATE
Cash Distribution ?1.,584.55 UsD MOD_ACCREL STATE
Discount Earned 16.01 UED MOD_ACCRL ETATE
Accounts Payahble f,824.00 UsD MOD_ACCRL STATE
Cash Distribution a8, TES.TE USD MOD_ACCRL ETATE
Discount Earned a8.24 UED MoD_ACCRL ETATE

83




AP - Managing Payments

*+ Analyzing Your Discounted Payments

CT_CORE_FIN_AP_VCHRE_DT_COMPARE Invoice Date ws EntrdiPmit Dis

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

CT _CORE_FIM_AFP _PYMMT _TERMS Contract vs Voucher Pay Terms

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

Course Title

s FAP901--Withholding/1099Reporting
» FAP902--Understanding the Vendor File
* FAP905--Payment Cancellations Forms & Process
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AM Agenda

“ Software Licenses

“* Physical Inventory “Unders”

“ Accounting Dates and Loading

“ Adjustments and Transaction Dates
“ Sensitive Data



AM Software Licenses

— GASB 51 Intangible Assets

+ Licensed Software Capitalized
+ Permanent Land Easements

s Summary Reporting FY 2005-2010
+» Detail Reporting FY2011 and beyond




AM Software Licenses

New CO-59
CATEGORIES




AM Software Licenses

EASE LSOFT

Profile ID Profile ID
1EASEMENTS 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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DATA GENERATED FROM THE EFM QUERIES CAM BE REPLICATED AMD IF THE WALUES RECORDED OMN THE CO-53 DO NOT RECONCILE WITH
CORE-CT, AGENCY MUST PROVIDE A WRITTEN EXPLANATION OF DISCREFANCY IN AN ATTACHMENT.

AGEMCY ACROMYM | AGENCY MAME AND ADDRESS DATE OF PHYSICAL INVEMTORY
! 2 COSTDATA OR FAIR MARKET VALU CURRENT VALUE
3 1 5 B 7
CA'GT‘SESGEJRY ITEMS OF PROPERTY LAST YEAR'S ADDITIONS DELETIONS CURRENT PRESENT VALUE
BALANCE BALANCE THIS YEAR
0B/30/ 0B/30¢
LAND
LAND NO. OF ACRES -
IMPRO SITE IMPROVEMENTS
BUILDINGS
BUILD TOTAL NUMBER
LIMPR LEASED PROPERTY (IMPROVEMENTS )
CONST CONSTRUCTION IN PROGRESS
EASE EASEMENTS O
—

TOTAL REAL PROPERTY

EQUIP EQUIPMENT

LEQUIP LEASZED EQUIPMENT (CARPITALIZED)
SOFTWARE (CAPITALIZED)

SOFT OWNED BY STATE

INE A, -

STRUCTURE| poaDns, ERIDGES, RAILWAYS,
(DOT ONLY} | AIRPORT LANDING AREAS

LSOFT LICEMSED SOFTWARE

GAAP GROUP PERSONAL
PROPERTY SIUE- TOTAL

ART FINEART

MATERIALS AND GOODSE-
INVENTORY |IN-PROCESS
MODULE

((e]

STORES & SUPPLIES

MTHED ODDOADEDTY b Er vindl TR




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: /ndividual 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

S vt ERS



AM PI Unders

Asset Management> Physical Inventory> Review Matching Results

Results

Physical Inventoryo o) cEcHGHPRINCECHGH
1D:

Asset |D:

The Match Status is now JEhasiies

Pl Match Status Greyed Out

Scanned By:
Results Motification

I Send Email Description:
I Send Worklist

User ID:

Message Text:

Description:

Savel EReturn to Seartl tEPravious in Lisl HEMext in LiS'I Nntifg,rl

FHesults | Detaills




AM PI Unders

Asset Management> Physical Inventory> Load/ﬂjlgtch/Reconcﬂe info

{ Physical Inventory

Run Control i Feport Frocess

ID: Manager Monitor

pIID: |PRINCECH® PRINCECHGH
wiew'Diownload CSy File

File Name: scn_ COREBD t«

Last Pl Step 4

Executed:
Extract | —.. GenkExrFil —.. LoadScan FiIEl —.. en Fv,'esultsl —.. [Gen Trans

Fl Results Generated

— Del Trans

B Save | SReturn to Searc]  +EPrevious in Lic Mext in Lisl Nutifj.rl 98




AM PI Unders

Asset Management> Physical Inventory> Load/ﬂjlgtch/Reconcﬂe info

{ Physical Inventory 1

Run Control i Feport Frocess
ID: Manager Monitor

PID:  |JPRINCECHQ PRINCECHGH
WiewDownload CSW File

File Name: scn_COREBD B

Last Pl Step 3 Scan File Loaded
Executed:

Extract | _.. Gen E:»:trFihl _ (5en Reaults' _., [Gen Trans
— Delete Hesl <= DelTrans

99
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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

Asset Management> Send Receive Information> Approve Financial
Information > Review

{ Financial Transactions

Interface ID: 10012337 Interface Line 24
NMumber:
Pl ID: Mass_l:?hange
D efinition:
Financial Information Eind | “iews All First [l 1or1 [* Last
M Auto Approwval Status
LInit: IFF‘CM QU Trans Code: I X
“psset ID: IMNEXT Load Eap |Pending (=]
TypelStatus:

Book | xQ Trans Date:  |0405/2011[5H

Mame:

Category: [ < Acctg Date: [Oarzar20711

Cost Typed = Cost: 894528 | sp
Fund Code: [12080 &) Base Cost 37 945 28 USD
Department: [FFCz6531 <. Quantity: | 2.0000

Special ID: |35192 (s} Depr Amt: I

Program Code: |ooooo (=} Proceeds:

- Femowval Cost I

ChartField 1: | i,

ChartField 2: | (]

Budget Reference: [2010 =]

Project: [FPC_MNONPROJEC @

Errar -
Mes=sage: — 1

E Save I SReturn to Searcl [=lroatify I




AM Accounting Dates

Asset Management> Send/Receive Information> Approve Physical Information> Review A

Search Results

Interface Interface Line Business Trans System  Mass Change Ph¥mal
Number Unit Load Type Source  Definition

FPCM1  FEinAdd AP Page  (hblank)

. DatelTime Stamp

)

(blank) 04/28/2010 702194k

The Date Stamp on
the pending display is
NOT the Accounting
Date
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AM Accounting Dates

-Accounting Date

¢ Accounting Dates will NOT be updated

% Closes on the 10" of the Month

(for preceding month)

** Reminders E-Mailed every Month

*» Dictates when Depreciation is Accounted for




AM Adjustment Transaction Dates

- Transaction Date

** Transaction Date = Date Event Took Place
s» Date should be entered to reflect
retroactive changes
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AM Adjustment

Transaction Dates

{ Cost History List ¥ Cest History Detail Y MNon Cap History List % MNon Cap History Detail

Unit: oscp1fisset  gqgp HP DC5100 Computer Tag:0150 In Service
1D:
Find | First [4] 1 or1 [¥] Last
Book GASB GASB34 Base UsD
MName: Currency:
Find | Wiews All First [l 1011 [" Last
Acctg Date: 10/13/2006 Trans 08/20/2006 Date/Time 10/23/2006 3:59:19F M
Date: Stamp:

Trans Type: ADD Asset Addition
Trans Code: Unit:
Cost: 205,19 UsD Asset ID:
Base Cost: 805.19 USD Book:
Salvage:
Quantity: 1.0000 Rate Type:
Convention: A Rate Effdt: 09/20/2006
User ID: LugliJ Exchange 1.00000000
Category: CHTRL Controllable Personal Property :
Cost Type:
Fund Code: 17051 Capital Improvements&FPurposes
Department: 0315250 Information Technology
Special ID: 427349 Core Financial System
Program Code: 13012 Information & Technology

ChartField 1:
ChartField 2:

Budget 2006 2006 BUDGET
Reference:

Project: Os5C NOMPROJECT  OSC Mon Project
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AM Adjustment

Transaction Dates

sset anagement> sset ransactions> Financial Transactions> Cost
Adjust/Transfer Asset
Main Transaction % Asset CostWrk % Asset Cost01Wrk V' Asset CostWrk2 Y Asset Book Wrkl Y Asset Cos

Unit: 0scm1ASSet s HP DCS100 Computer Tag:0150 In Service
ID:
Transaction W Copy Changes to Other Books

Date:
Accounting

Date: ;ransfer Other Books Iﬁmuunt - I
T ti | Q IE
Croadn;ac o Adjust Other Books |Amuunt vl

Rate Type:  |CRRNQ By: [Exclude =]

Include Convention:

Action: —- Select Action -- ~] col

E]Sauel EReturn EE':t ction UpdatefDispI:l Hlnclude Histnrj,l
Ifon

Main Transaction | {Adjustment 01 Wk | Asset CostWrk? | Asset Book Wirk] | Asset Cost Wirka | Depr Hd
Fixed Price MarkUp
Interlnit Transfer
Fecategorize
Fewvaluation
Transfer 106




AM Sensitive Data

*» Data elements that might be
considered sensitive.

S NQT

ENT
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AM Sensitive Data

4] § LocationfCommentsiattributes Y ManufacturelLicensel/Custodian Y Asset Entry Work ¥ Asset Entry Woaork

Unit: passt ASSet  g4ngy 2007 Chevrolet Impala LS as pe  Tag: 34087 Disposed
10:

o

Serial ID: |

Manufacturer ID: |

Manufacturer Make:
Name:

Model: | Year:

Product Version: I Production

Date:
Plant: | Contact:

VIN: |
~ License Information i First (4] 101 ¥ Last
Supporting Doc¢ ILicense -]

Type:
Agency ID:

1 .
G307 B ' Suppigssed License Plates,

Date:

Renewal Date: | [
|

Reg. Name:

Address
Address | 108

Comment:




AM Sensitive Data

4] /1 LocationdCommentsiatiributes ¥ ManufacturelLicense/Custodian W Asset Entry Wiork Y Asset Entry Work

Unit: pass 1 Asset  a4pg7 2007 Chevrolet Impala LS as pe Tag: 34087 Disposed
1D:

=

Serial ID: |

Manufacturer ID: |

Manufacturer Make:
MName:

Model: | Year:

Product Version: I Production I [=1

Date:
Plant: | Contact:

VIN: |

~ License Information i wiiEnn Al First [ 10f1 [¥] Last

Supporting Doc ILicenSE vI
Type:
Agency ID: I

:‘ | @ Software Key
Code
ssue Date: ID1I13IQD1 Eﬂ Expiration I 5]

Date:
Renewal Date: | [
|

Reg. Name:

Address |

Comment: 109
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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




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

117



EPM

Voucher Detalil

* 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




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://lwww.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




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

Inventor

New Reporting Table:
CTW_EVENT _INV

/

% Inventory Counting Event Reporting

New Supporting Public Query:
CT _CORE_FN_IN_COUNTNG EVENT

/

s Assist staff in performance of physical Inventory
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EPM

Inventor

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

ssList 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 Pavyable

New Reporting Table:

CTW_VCHR _PO_VW - Voucher Purchase Order View

s 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 Pavyable

Supporting Query:
CT _CORE_FIN_AP_M1_S1 _RPT

EPM only role required:
CT_E_APBUST1REPORTING

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

ob 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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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.

132




o WL
rIM Worklist
> HRMS Worklist
[ Warklist
[ Application Diagnostics
[ EFM Application Diagnostics
[ FIMN Application Diagnostics
[* HRMS Application
Diagnostics
[* EFM Tree Manager
[ FIM Tree Manager
[ HRMS Tree Manager
[> Tree Manager
[ ARRA File Upload
[ ARRA Crystal Reports
[+ EFM Reporting Tools
[* FIN Reporting Tools
[* HRMZ Reporting Tools
[> Reporting Tools
[ EPM FeopleTools
[ FIN PeopleToaols
[* HRMS PeopleTools
[ PeopleTools
[» Development Liilities
= Tax Center
= FileMover TSM Log Location
= Payroll Text Validation
PYW470
= Treasury Management
Center
= Treasury Processing Center
= Treasury Definitions Center
= Careers
= FileMover Upload-Download
= FileMover Interface/Part Sefup

= My Account Sign On
= Change My Password
= My Personalizations

My System Profile

“w Dictionary

My System Profile

Ead

|

Change password

Change or set up forgotten password help

Personanzawvons

My preferred language for PlA weh pages is: English

My preferred language for reports and email is: English w
Currency Code: ')
Default Mobile Page: | Q

Alternate User

If vou will be temporarily unavailable, vou can =elect an alternate uger to receive your routings.

Alternate User ID: | Q

From Date: e (example: 12/31/2000)
To Date: &) (example: 12/31/2000)

Workflow Attributes

Email User Worklist User

Miscellaneous User Links

Emall Customize | Find | B First (] 4 of 1 [*] Last
Primary Email [ [ e
Account ——— s ——
—
‘ |E”5i”955 V| |tf3'3‘f-UUUQIES@DU.StatE.m_us =
I
Bl save
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Security Update

State c:-f Connectlcut

. Core- W

Welcome to the Core CT Wel Slte

Production

= FProduction Login Fage  welcome to the home page for Core-CT,

[ Help Desk |

Al Uisersy Connecticut state government's integrated Hours and Information
= Help Desk Information financial, human resources and payroll Inguiries:
= HREMS User Suppoart system. Based on your role, use the links Report a Problem
= Financials User on the right to nawigate to pages designed Fhone: 860 622 2300
Suppaort for wou. email; core.supportEct . gow
e EFM User Support
= lUlsar Training MNew andfor Useful [ Your RHole ]

e Security

September HEMS User Group Presentation Financials User

Quick Facts ==

= Core-CT Staff . HEMS User
Diiractories Password Reset Instructions

= Fact Sheet " 5 ; EPM User
- Lloafintodinchien Catalog of Cnline Financial Beports and

ERPM Cueries (HERMS CQueries Added)

e Zare-CT Daily Mails

State

EFPM is now available 3 am. to g porn .

Adgency Security Liaison

Saturdayws
and Hot Topics — . .
&« Docurment Library =] Training Registration
s ——. Core-CT Mew Extra (May 20103 =] Contact
= blewshtehies Customer Contracts/Project Cclst_lr‘n::l SFE/Atlas User
- - - Reporting Forum Presentation | (=]
Site Mavigation s T,
= Flow oo se Thisaie User Productivity it (P (Interactive,
= Site Map animated online tralr‘nng for bhoth FIk and
- L e e LIk AT e b o e
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Security Update

Production

Core-CT Agency Security Liaisons Support Web Site

FProduction Login Fage
Al Usears)

MR . . This site is for those designated by their agencies as Agency SecuUriby

Liaisons. On this page wou can see job aids and other documents and

HREMS Liser Support links to help with transactions for Einancials, HEMS, and EPM users.
Financials User

Suppott

GCeneral Securi Procedures, Guidelines and Information

EFM User Suppoart
;5‘3"15””‘”9 Password Reset FAC M (Updated Juky 15, 20103
2l

. EFr Public Qrueries for Security Ligison Reporting [ow]

Core-CT Staff
Directories

Fact Sheet
U=zer Introduction

Mass Agency Updates

Mayw 29, 2009 Security Liaison User Group kMeeting Presentation :‘

User Sroup COnline Evaluation Form

Coare-CT Daily Mails
and Hot Tapics

Docurment Library
Fresentation Library
Pewes Archives

Security Liaison Suide E|

Security Bulletins

Arienrss Seciiriby | iaisnns | ist |-“l
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Closing

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



http://www.core-ct.state.ct.us/

