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This contract was bid out using the APCAT principle. All orders against this contract are to be placed using the APCAT ordering process.  The non asset APCAT ordering process/instruction manual is included later in this document.

Key Contract Information
If there are any questions about how to use this contract please send an e-mail to the content team at content.group@tn.gov or to the Contract Administrator, Richard Kotler, at Richard.Kotler@tn.gov.  The winning vendors for this contract are: Liberty Communications, Inc. and Call One, Inc..
The NIGP code for most of the purchases against this contract will start with 839-12. If these codes do not fit what is being purchased, you will need to go to the link below to find the appropriate NIGP code for each item being purchased;  http://www.tn.gov/generalserv/cpo/documents/NIGP%20Codes.xls
The awards for this Statewide Contract are as follows:
Liberty Communication, Inc.: Awarded Telephones and Telephone Accessories (Centrex, IPT, Cordless Phones, Answering Machines, Conference Phones and Telephone Accessories such as Modules and Cords). Edison Contract number 41490
Call One, Inc.: Awarded Headsets and Headset Accessories. Edison Contract number 41491
Liberty Communications, Inc. (Vendor #000123452) 
The contract administrator for Liberty Communications, Inc. is Boyd Perttu, who can be reached via telephone at 651-731-9603 and via e-mail at Libertycom@msn.com.

Call One, Inc. (Vendor #00000824)
The contract administrator for Call One, Inc. is Michael Evans, who can be reached via telephone at 800-749-3160 x 142 and via e-mail at mevans@calloneonline.com




Contracts, Terms and Conditions, Catalogs and Line Items
https://supplier.edison.tn.gov/psp/suprd/SUPPLIER/ERP/c/PORTAL_COMPONENTS_AU.TN_CNTRCT_CMP_V2.GBL?Page=TN_CNTRCT_EVAL&Action=U&TargetFrameName=None 
Click on above link and you will be directed to the SWC Website. Locate the SWC 307 and click 
on the folder to the right and you will get a list of the contracts. Click on the vendor contract number 
you need and you will get the document (T’s&C’s, Spec’s and Catalog and Line Items.
Call One: Edison Contract Number 41491
Liberty: Edison Contract Number 41490


Assets
In the event that what you are buying from this contract is considered an asset, you will need to request an Item ID from the Content Team.  
An instruction document (“Asset Ordering”) showing how to determine what is considered an asset and how to purchase an asset is available at the following link:
http://www.tn.gov/generalserv/cpo/for_training.html
If you have concluded that what you are buying is considered an asset, you will need to submit an Item ID request spreadsheet to content.group@tn.gov before you start creating your requisition.
The Item ID request spreadsheet (“Item Request Spreadsheet”) and instruction (“Item Request Instructions”) documents are both available at the same web page as the Asset ordering document.
Items on Contract
Liberty Communications, Inc.
All Line Items (All items with a Line Item ID number are fixed price for the initial Term and all renewals thereof). The Catalog Items, other than the fixed price items, (Contract Line number 21) are at a zero (0) percentage discount for the initial Term and all renewals thereof. 
Call One, Inc.
All Line Items (All items with a Line Item ID number are fixed price for the initial Term and all renewals thereof even if listed in the Catalog). The Catalog Items, other than the fixed price items, (Contract Line number 17) are to be discounted by 43 percent from the listed MSRP. 







APCAT Ordering Process

Procurement requests to order from an Existing Term Contract are processed through the eProcurement Requisition method. Contracts must be set up prior to having releases processed. There are several different subtypes of Contract Release Orders, but the only difference is where the Line Items are entered in ePro.

1. Contract Lines with existing Item IDs that are not assets are pulled through the Catalog tab.

1. Contract Lines bought through Direct-Connect contracts are pulled from the Web tab. Current Direct-Connect vendors are viewable on the Web tab. 

1. Contract Lines without a set price must be done through the Special Request tab. This includes "generic" Assets, "parts plus" lines, "APCAT" lines, "Time and Labor" lines and any other contract item or service that cannot have one pre-set, unchanging price. 

Creating a Special Request

Some contracts have the option to purchase from a vendor’s catalog, which allows you to purchase items that are not contracted but can be received at a discount.  The vendor’s catalog may be provided by the vendor or it may be located in Edison as a contract attachment.  From the Special Request tab click on the [image: ] link to enter all necessary line information that was obtained through the catalog.  
To confirm that a contract allows you to purchase from a catalog confirm that the[image: ]checkbox, under the order contract options, is checked.   HINT


[bookmark: _Toc387646112][image: ]
[image: ]
Follow the steps below to navigate to the Create Requisition screen.  

1. Click Main Menu.
2. Click FSCM.
3. Click eProcurement.
4. Click Create Requisition.




[image: ]
HINT

Confirm that your business unit and your requester have defaulted correctly.

5. Enter a Requisition Name that will be easy for you to identify for future use. 
6. Enter the Doc Type.
7. Click Continue to be automatically be brought to the Add Items and Services tab.

Pick the correct link that corresponds with the type of purchase that is being made. [image: ]
1. Click on the Special Request tab.

2. Click the Special Item link in the Select a Request Type box.  This will open up a Special Item box.
[image: ]

3. Enter the Item Description; in this example this will be the product description.
4. Enter the Price; this should include the discount received.  
5. Enter the Quantity; this is the number that you need
6. Enter the Unit of Measure; this is the measurement of the requested item.
7. Enter the Category; this is the NIGP code category.  The NIGP code is used to classify products and services.
8. Enter the Vendor ID; this can be found by clicking the look up icon [image: ].
9. Enter the Vendor Item ID.  
10. Add Additional Information if necessary.  
11. Click Add Item.



The Review and Submit tab allows the user to review the items that have been entered on the Add Items and Services tab of the Requisition.  The requester will review the header, lines, and chartfields to ensure the requisition is correct and completed as desired before submitting for approval.  The Review and Submit tab is used to input shipping and accounting information into the Requisition.
[image: ]

1. Click on the Review and Submit tab at the top of the page.
2. [image: ]To enter any necessary comments or attachments to the Requisition click on the Comments icon.  Comments or attachments may include required documentation or special instructions.  
3. Click [image: ]to return to the Review and Submit tab.
4. [image: ]To attribute the contract click on the Line Details icon [image: ]to go to the Line Details screen.  Click on the expand arrow on the Contract line and enter the correct Contract ID.  
5. Click [image: ]to return to the Review and Submit tab.

Follow the steps below to add shipping and accounting information to all lines.  Instead of following the process below the Speedchart information can also be input here.  
[image: ]

[image: ]
1. Click on the Select All link to check the boxes beside all Requisition lines.
2. Click the Modify Line/Shipping/Accounting box to go to the Modify Line/Shipping/Accounting screen. 
3. [image: ] Type in the code of the Ship To location.  This determines where your good is shipped to.
4. Type in the accounting information in the Account field.

5. Click[image: ]. 
6. Confirm that All Distribution Lines is selected.  
7. Click[image: ].  This will return you to the Review and Submit tab.

		
Writing a detailed justification ensures that your Requisition gets approved in a timely manner.  Justifications should always include the date, your name, detailed explanation of why you need the product or service and any necessary internal approvals.  The Approval Justification checkbox must be checked for justification comments to be viewable during approvals.   
[image: ]
1. Type in your Justification in the Comments field.  
For Training:  Enter “Justification”
2. Click the Approval Justification checkbox.  
3. Click Save & Preview Approvals.  

When writing technical procurement justifications please follow the link provided for more information:  http://tn.gov/generalserv/cpo/documents/Final_Procurement.pdf 
HINT


[image: ]After the Requisition is created it must be budget checked before processing further.  When a Requisition is successfully budget checked funds are subtracted from the available budget and a pre-encumbrance is generated for the Requisition amount.


1. Click Check Budget, and confirm that the budget status has changed to valid.
2. After the status has changed click Submit to finalize your Requisition.
 

The Requisition is now submitted for approval.  Use the Manage Requisitions module to track the status of your requisitions.  Navigate to Managing Requisitions by following the links below.
[image: ]
1. Click Main Menu.
2. Click FSCM. 
3. Click eProcurement.
4. Click Manage Requisitions. 
[image: ]

Use the Select Action drop-down menus to analyze copy, edit, print, or view approvals for the Requisition.  Confirm that the requisitions status is approved and the budget is valid.  HINT
HINT
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Copying a Purchase Order from a Requisition

When items are purchased off of a Statewide Contract and not auto-dispatched, or if requisitions are created for small or informal purchases and not copied into an event, it will be necessary to copy in a Requisition to a Purchase Order to finalize the purchase.  A purchase order is the formalized document for the purchase of goods or services.  It allows for the online approval of purchases as well as an encumbrance of funds.  All one time purchases for commodities, professional and non-professional services should result in the issuance of a purchase order.

[bookmark: _Toc387646123][bookmark: _Toc390075259]Getting Started 

Before beginning the Purchase Order process it is necessary to confirm the following information below:
· Confirm that you have the Requisition Id, the lines that must be copied into the Purchase Order, the Vendor ID and any required attachments.  
· For the Requisition the Budget must be Valid and the Status must be Approved.
· Any type of necessary solicitation documentation relative to the threshold or method of procurement, including the small purchase or informal purchase models.  


[image: ]Navigate to the Purchase Order screen by following the links below.  

1. [image: ]Click Main Menu. 
2. Click FSCM.
3. Click Purchasing. 
4. Click Purchase Orders.
5. Click Add/Update POs.

Once at the Purchase Order screen confirm that the Add a New Value tab has defaulted, the business unit has populated and that the PO ID is set to next.  

6. Click Add.  This will bring you to the Maintain Purchase Order Screen.
From the Maintain Purchase Order screen the Requisition will be copied into the Purchase Order.  
[image: ][image: ]
 
7. Confirm the PO Date or enter a new date.
8. Enter a PO Reference.  This field can be used provide Requisition reference information.  
9. Click on the lookup icon [image: ] next to the Vendor ID field to search for the correct vendor.  The Vendor can be searched for by the Vendor ID or the Short Vendor Name.  Once the Vendor has been located click on the Vendor ID to have them populate on the Maintain Purchase Order screen.  This will also populate the Vendor and Buyer information.  
10. [image: ]Click on the Copy From drop down menu and select Requisition.  This will bring you to the Copy Order from a Requisition screen.  
11. [image: ]Enter the Requisition number into the Requisition ID field. 


12. Clear the Max Rows field and enter 999.  
13. [image: ]Click Search to populate the Requisition Lines.
 

14. Select all lines that are to be pulled into the Purchase Order.
HINT

Although multiple vendors can be put on one Requisition, it is necessary to put each vendor on a separate Purchase Order.  

15. Click[image: ].  This will return you to the main Purchase Order screen.  Confirm that all necessary information copied over from the Requisition. 

If the item being requested is located on a contract it will be necessary to click on the Contract tab to confirm that the Contract ID has defaulted.  If the Contract ID has not defaulted, click on the lookup icon [image: ] to search for the contract.  To perform an advanced search for the Contract ID, click on the Contract Search icon [image: ].  
[image: ][image: ]

16. Click on the Edit Comment link to be taken to the PO Header Comments screen. 
If no comments have been added or no comments pulled over from the Requisition this link will be called Add Comments.HINT



[image: ]All documentation associated with the purchase being made should be attached to the Purchase Order on the PO Header Comments screen.  This screen can also be used to include any comments or justifications. 
Scenario 1:  For this scenario it will not be necessary to attach any documentation

17. Click Attach to populate the File Attachment box.  
18. Click Browse to locate a file.
19. Click Upload.  To repeat this step for each file or attachment it will be necessary to click the plus icon [image: ] to get an Attach button.
20. Once all attachments are included click OK to return to the Maintain Purchase Order screen. 
21. From the Maintain Purchase Order screen click[image: ]. 

22. [image: ]Click the PO Status Icon to approve the Purchase Order.  This will populate the Budget Check icon.  

23. Click the Budget Check icon located at the top right of the screen. It will show as Processing for a few seconds, then it will come back with Budget Status: Valid. This encumbers funds for the Purchase Order.  


The process for dispatching a Purchase Order is the same, regardless of the process that is used to get there.  
[image: ]
24. Select Print from the Dispatch Method drop down menu on the Maintain Purchase Order screen.  The Dispatch Method should always be set to Print.
25. [image: ]Click the Dispatch button to finish the Purchase Order process and generate the print job in your Process Monitor.
26. Leave the defaulted information and click OK.  It is most effective to not select a server, because when left blank it will access the next available server.  
27. [image: ]A message will pop up asking, “Would you like to wait for confirmation that the PO Dispatch process has completed? “ Click Yes.

28. This brings you back to the PO. Click [image: ]. 

The Purchase Order should be signed by a signature authority, scanned and then emailed along with the specifications and terms and conditions to the awarded vendor and any other necessary personnel.  To print the Purchase Order follow the instructions below.

29. [image: ]Click on the [image: ].  This will populate the Process List screen.  

30. Click on the Process Name PODISP, confirm the PO by Run Date/Time.

If Process name PODISP has not defaulted for your PO, this can be confirmed by Run Date/Time, it may be necessary to change the Run Status.  Click on the Run Status drop-down menu and select Success.  Click Refresh to populate new results.Hint

[image: ][image: ]

31. Click the TNPO005 Success link.
32. [image: ]Click on the View Log/Trace link.  


33. Click on the PDF link on the File List.  This will populate a PDF copy of the Purchase Order.  It must be signed by a signature authority and emailed to the vendor and any necessary procurement personnel.  

If the award is made to a certified diversity vendor a copy of the award should be provided to GODBE by contacting the specified GODBE vendor or the address go.dbe@tn.gov. HINT



[image: ]Once a purchase order has been signed it will be necessary to attach the paper copy to the purchase order configured in Edison.  This ensures that there is record of the signed PO should it ever need to be accessed.

[image: ]Follow the navigation provided to update the purchase order.
1. Click Main Menu.
2. Click FSCM. 
3. Click Purchasing.
4. Click Purchase Orders.
5. Click Add/Update Pos.
6. Click the Find and Existing 	Value tab.
7. Select contains from the PO ID drop-down menu.
8. Enter the PO ID.
9. Click [image: ].
10. [image: ]Identify your PO ID in the search results and   	click on the link.  
[image: ]

11. From the Maintain Purchase Order 	screen click on the Edit Comments 	link.



12. [image: ] Click on the [image: ] icon to receive an empty comment box.
13. Enter any necessary comments.
14. Click Attach to upload the signed purchase order.
15. Click Ok to return to the main purchase order screen.
16. Once at the main purchase order screen click on the [image: ] button.
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