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03/12/2015
New Billing Location Functionality

This quick reference guide will address several updates that have been made related to the Billing Location field
that impacts ePro requisitions, sourcing events and purchase orders.

Added Billing Location field to the ePro requisition.

2. When an event is created by copying requisition line(s), the Billing Location entered on the requisition
populates the event Billing Location field.

3. Event Billing Location value is populated in the Billing Location field on the Award Details page when
events are awarded.

4. When the Expedite Requisition process is used to source requisition line(s), the Billing Location entered
on the requisition populates the PO Billing Location field.

See below for more detailed information related to each of the updated areas.

1. New Billing Location field on the ePro Create Requisition Definition page

Faworites  Main Menu eProCLrement Create Raguisiion

Create Requisition

B 1. Define Requisition __':; 2. 8dd lrem= and Services _F_.J;; 3. Review and Submit

Specity nequistion nams, requesier, and other information that appies 1o he enline requison

Business Unit s | ppatment of Adminsyaton  Origin: 44l L  Commissoners  Doc Type (Buyer CMR-Cpan Market Regl =]
Cifice Ondyl: -
"Hoquasien FIFERD 3 Efik Famsirom Sunnasiea] Wisndoey “Currency:
Requisition Mams: Agency Pricrity: [T T!
Rederenco
Billing ARBOL010T w |
Lacation:
O
Continue
Py

The new Billing Location field is on the Requisition Definition page.

e The Billing Location field is only required when the Document Type = OMR or CEO. If the document type
is left blank (for inventory transactions), the Billing Location is not required.

e If the document type equal CEO or OMR and the Billing Location field is not populated, the following
error message displays:
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Field Billing Location is reguired (25000,240)

Billing Location is required when Doc Type is not blank

oK

To address the error:

e Return to the Requisition Definition page and either enter a Billing Location or update the document type

field depending on the transaction.

2. Billing Location Entered on Requisition Populates Event Billing Location Field

|
Favqrrl:es H’illll'lﬂﬂ-l.i * S-uug:hg ) Create’Eventi - Event Detals

Create an Event

Event Contact Details

“Currency: usD q

Exchange Rate *Rate Type: CRRNT o *Cirigin: -14.3 o
Pay Method: - Rate Date: 03110:2015 &
Payment Terms: [ & Allow bids in other currencies
| Billing Location: (Go20010000 G | I Tax Exempt
Buyer: FIFER0Z  |Q Exempt ID;
Contact Hame: Erik Fernstrom View Address
Email I0: MTEiﬁnﬁ@s.laté.mn us
Phone: (555 555 5555
Fax Number: [
Save Event Changes GoTo: - Go

< Refym ip Event Quendew

s Refresh

[T agd ] UpdateDapiay

e A Billing Location value is required on all events. The value defaults from the Sourcing Business Unit
setup.

2|Page-Quick Reference Guide



SWIFTHS

Statewide Integrated Financial Tools

e When an event is created without referencing a requisition line(s), the default Billing Location value is

not updated automatically but can be updated manually until the event has been posted.
Famvrtes Hahyenu ] Sﬂu‘rli'_'l'lﬂ * c;eabe‘Evenu » Ewvent Detais

Create an Event

Event Contact Details

Payment & Currency Information
“Currency: uso Q schange Rat *Rate Type: [CRRNT @ -grigin;  |446 a,
Pay Method: - Rate Date: [03ror2015 |5
Payment Terms: a Allow bids in other currencies
| Billing Location: ARBO4DTT O | [7) Tax Exempt
Buyer: FIFER02 @ Exempt ID:

Contact Hame: Erik Femstrom

'.-'I",W F‘\.ergi g

Ernail ID: Swil Testingi@state. mn.us
Phon: 585 555 5555
Fax Humber:

Save Event Changes GoTo: = GO
= R m 1 wenl Cvendgw
% [T Add | 20] Update/Display

°

When a requisition line(s) is used to create the event line, the Billing Location value from the requisition
populates the Billing Location value on the event when the event is saved. Again, this value can be
updated as needed until the event is posted.

If line(s) from multiple requisitions where used to create the event lines and the Billing Location value on

the referenced requisitions are not the same, the following error message displays when the event is
saved:

Billing Location value between copied requisitions is not the same. (25000 241)

Billing Location value between copied requisitions is notthe same. Please anly copy requisitions where the Billing Location is the same.

To address the error:

Edit the event and ensure that all referenced requisitions have the same Billing Location value.
o If needed update the requisitions or create separate events.
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3. Event Billing Location Populates Billing Location Field on Award Details Page

Mantan Ewvents » Event Workbench »  Analyze Events » Award Events

wndow T

]

Buy

Favortes  Man Menu > Sourcng >
B Hew
Award Details
Az Datails Award Semmary Bedew Conshaints | Hodd Froam Furiher Procassing
Busiess Unit:  Origin:  Event I0c Howmnd: Werssoa: Even] Hame: Hesponses Recehoed:
G201 446 2000003535 1 1 TST
Fvend Format Eveni Typsc Curmrency: End Dale: Stahes Go Tee
Panding Award -

GArae01s >80P COT
(o] Displary RaCiors

Vendor

Bidcer Typs:

o Display Did"s 100al bid price

[¥] Dimplary bads ' Display oll bads I Displary bid seares
e —— ) Buyor; |FIFERDZ Q

Q

Biddar Raimes
|A'wur|!| Type: Purchass Qeder - |hm|u:I:urrnn-|:'r. Evern = usD Tarmns:
PO Business Unit L g ql Billing Location; | 7720001000 |0, |
Fward Humber: 7 Total Award: 8.0000
Lime  Hem D "'"‘::1"'“ Hem Descrigtion Grosp D wou n:::: Awarded Price Exiended Price
1 1811 EA 1.0000 80000 #0000 [ &
Post heard
e When an event is awarded, the event Billing Location populates the Billing Location field on the Award
Details page.
e The value can be updated before the award is posted.
e The Billing Location value is only populated when the Award Type = Purchase Order.
e |f the Award Type does not equal Purchase Order, the Billing Location is left blank.
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4. Requisition Billing Location Populates PO Billing Location when the Expedite Requisition Process is
Used

The Expedite Requisition process is currently only used for construction related business processes.

Favorites | Main Menu > eProcurement > Buyer Center » Expedite Requisitions
E - - -

B New Window  ‘? Help
Expedite Requisitions

Search Requisition Schedule Lines

To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, edit the criteria below and click the Search

button
*Business Unit: G0201 s} Category: s}
Requisition ID: 1000000074 Q Vendor Name: Q

Requisition Name: Q Include Lines With No Vendor
Requester: | Q
Buyer: [ Q,
~ Search || Clear |
Requisition Schedule Lines personalize | Find | View A1 | B B Frat B 43003 0 Last
Include  Requisition ID Line Sched Item Description Select Vendor Name Location PO Qty UOM  Price Curr. Amount Only
1000000074 1 1T8T LN1 O BITUMINOUS-001 001 10.0000 EA 1.00UsSD N
1000000074 2 1TS8T LN2 L BITUMINOUS-001 001 1.0000 EA 15.00/UsD N
1000000074 3 1TST LN3 u BITUMINOUS-001 001 1.0000 EA 20.00 USD N
Include AlVExclude All Select AlllDeselect All :
[ a | Apply Vendor to Selected Lines |
Build Purchase Order

To send all included requisition schedule lines to the staging tables where they will be converted into purchase orders, select a default buyer and click the Submit button
The default buyer is used on the purchase order only if another buyer is not found on the staging tables or default hierarchy, or if the transactions are consolidate by

buyer.
*Default Buyer ID: FIFER0Z s} "] Build POs as Approved
| Submit | | Preview |

Go to Process Monitor

e Select the applicable requisition lines and submit the request for processing.
e C(Click the Go To Process Monitor link.

Fi'i'ﬁ:ﬂ! Hmyenu * eﬂrncuimnt ¥ Buwr;:enm * émﬂ:umUmnt +  Process Monitor

[ Process st IECCCTUIN

UseriDFFERDZ @ Type - Last - 1 Hours = Refresh
Sarver - Hamse O Instance o
Run Siatus - Distribution Status = [ Save On Refrash

Seioct Instance  Seq. Procens Tupe Processlame  User  BunDateTime BunStatus BB pesgiy
1901931 PSJob M _POCRE FIFERD2 031120115 8:245TAM COT Success Posted Dataits
1801930 Application Enging F3_BF FIFERDZ 0212015 E231440 COT Success Posted Datilg

Go back to Expedite Reguisiions
& Save  [Z] Moty
Process List| Servar List

When the Run Status for the M_POCRE process is Success and the Distribution Status is Posted, navigate
to the PO search page.
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Favovrites Ma'nvMenu > Purdlas'ng = Purchasve Orders > Add/Update POs

B New Window  ? Help [

Maintain Purchase Order
Purchase Order

Header Details

Business Unit: o201 Origin: (4458 [ S commissioners Office PO Status: Open ™ Eif x

POID: 3000003576 Approval Exception Budget Status: Mot Chk'd B iE

Copy From: hd Hold From Further Processing
*PO Date: 03/M11/2015 [5] vendor Search Response Documentation poc Tol Status: valid Agency Reference:

Expiration Date: :
*Vendor ID: 0000192548 Q. BITUMINOUS ROADWAYS ING Receipt Status: Mot Recvd Doc Type: CEO-Contract Encumbering Order -

Phone -

D

Bispateh |

Activity Summary

Lines

PO Defaults Document Status
Requisitions Add Comments
PO Activities Add ShipTa Comments

Add Items From

Catalog

~Vendor: BITUMINOUS001 | @, Vendor Details
i
Buyer: 01012278 @ Bacchus Roger A A -
PO Reference: [Online Src From Req 1000000074 Merchandise: 210.00
AREaaTioT @, g A FreightTax/Misc.: 076 Calculate |
e . illing Address
Billing Location: Total Amount: 21076 USD

Encumbrance Balance:

Select Lines To Display
[ Qe [ @l Reuieve |

Iltem Search Line:

EEE I Svio TomueDeie | Ststuses ) llem information | Afiribuies | RFG_) { Contraci )( Receiving |
Line ttem Description PO Gty *UOM  Category Price Merchandise status
1 B | @ | TST_LN1 £ .EL 10.0000EA |@, [4323000/@, ([1.00000 [ 10.00/ Open (& =
2 B G TST_LMZ = 1.0000[EA @, [4322250/@, [100.00000 [ 100.00/ Open [} =1
By | G TST_LNZ oy ) 2 1.0000 EA | @ [4322330 @, [100.00000 [ 100.00 Open » [=]
e The PO is created and the Billing Location value from the requisition is populated on the PO. The value

can be updated as needed before the PO is dispatched.

If line(s) from multiple requisitions where selected for the process and the Billing Location value on the
referenced requisitions are not the same, the following error message displays when the request is submitted
for processing:

Billing Location value between selected requisitions notthe same. (25000,242)

To address the error:
e Ensure that the Billing Location value is the same for all referenced requisitions based on the selected
requisition lines and submit the request again.
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