PURCHASING MANUAL

JANUARY 2012 Page 1

January 2012
FOREWORD

This manual contains the updated policies and procedures for purchasing related activities. Its
purpose is to provide guidance and instruction for all employees new to the purchasing process as
well as a reference for staff and management. This version supersedes any and all previous
versions.

The primary function of the Purchasing Office is to provide cooperative assistance that is efficient
and effective in obtaining the supplies and services needed. It is our intention to buy these items at
the lowest economical cost consistent with quality and time.

Legal and organizational changes as well as data processing improvements will bring about policy
and procedural changes. Revisions will be issued that reflect these changes in order to keep this
manual current.

The latest revision was approved by City Council on January 17, 2012 by Resolution 011-12 which
raised the change order or minor contract modification amount from $25,000 to $50,000. The City
Manager has the authority to approve change orders and minor contract modifications less than
$50,000 with written notification to the City Council listing the purpose and cause of such change
order and certifying the availability of funds. Major modifications (Change Orders) that change the
scope of work and increases the original contract amount by more than $50,000 must be approved
by the City Council.

In addition the most current updated Financial and Fiscal Policies include the following:

“All purchases should be in accordance with the City’s purchasing policies as defined in the
Purchasing Manual and Chapters 252 and 271 of the Texas Local Government Code as amended.
Purchases under $50,000 but exceeding $15,000 require the approval of the City Manager in
addition to the Department Director. An exception to this rule is the delegation of authority for
purchases up to $25,000 to the Director of Public Works and Development.”

If there are any questions left unanswered, please feel free to contact Purchasing at 972/412-6189,
972/412-6198 or 972/412-6131. Any comments or suggestions for improving this manual are also
welcome.

Allyson Wilson, Purchasing Agent

Ann Honza, Director of Financial Services

Lynda K. Humble, City Manager
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DIRECTORY OF PURCHASING STAFF

PURCHASING AGENT ......ccciiiiiiiiiiiiiii e, ALLYSON WILSON......... (972)412-6131

BUYER....coo VICKI ALFARO ............... (972)412-6198
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|. DEFINITIONS

The basic methods for obtaining supplies, equipment and services are explained in detail in
this manual, but for the purpose of introduction, they are briefly outlined below.

Purchase Requisition

The purchase requisition is used to inform Purchasing of the needs of individual
departments/divisions. It is used to obtain items not available through Office Supply or
Material Services.

Field Purchase Order (FPO)

The FPO on the AS400 allows individual departments/divisions to place minor purchase
orders directly with approved vendors for certain miscellaneous items and services. The
total order must not exceed $2,999.99, including shipping and handling charges.

Annual Contract

Contracts protect pricing for a period of one year and are awarded to vendors for supplies,
equipment and services routinely required by one or more departments/divisions. User
departments/divisions place orders directly with suppliers, eliminating requisitions and
processing time.

Maintenance Agreements

The City maintains service agreements with manufacturers and authorized service centers
for most of its office machines such as typewriters and copiers. For more information on
which machines are covered, please contact Purchasing.

Emergency Purchase Order

At times, circumstances will occur that require obtaining goods or services without following
normal purchasing procedures. Under certain circumstances, Purchasing will issue a verbal
P.O. number. A confirming requisition, authorized by the department/division head, must be
submitted by the next working day as described in detail on page 53.

Petty Cash

Any item bought with petty cash cannot exceed $100.00. User departments/divisions make
these non-routine, below-minimum purchases directly with the vendor and are reimbursed
provided the proper form and receipts are presented to Accounting as described on page
81.
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II. POLICY STATEMENTS

Purchasing Office Mission Statement:

To procure services, supplies, and equipment for the City of Rowlett in accordance with
state law and city charter, to foster sound purchasing practices, and to stimulate
competitive bidding in order to provide materials and services at the lowest price and
highest quality possible.

Purchasing is under the Department of Financial Services. Purchasing procedures are
guided by several established policies and practices. These are:

To conduct all purchasing in accordance with State of Texas law, including Chapters
252 and 271 of the Texas Local Government Code.

To foster an understanding and appreciation of sound purchasing practices throughout
all departments/divisions of the City.

To be responsible for obtaining the lowest possible price and highest quality consistent
with delivery terms and vendor service reputation.

To eliminate high cost, convenience buying.

To approve and process purchase orders and contracts in a timely manner in response
to requisitions.

To prepare, receive, distribute and evaluate requests for bids on a routine basis.

To prepare bid tabulations, evaluate, and prepare or assist with preparing the
recommendation to the City Manager/City Council.

To stimulate competitive bidding in order to obtain materials and services at the lowest
possible cost, and to provide all interested vendors with an opportunity to offer their
products to the City.

To maintain a comprehensive, current list of vendors classified according to materials,
equipment, supplies and services, and to identify new vendors for inclusion on the list.

To promote good vendor relations.

To establish specifications, which will encourage competition and accurately describe
the equipment and materials needed.

To consolidate purchase requisitions when possible to take advantage of quantity
discounts.

To maintain continuity of supply to support on-going service, operations and
construction schedules.

To advise the user department/division of any unusual delay in delivery schedules.

To ensure the proper disposition of surplus City property and impounded Police
property at public auction, Internet auction, or by sealed bids.
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lll. PURCHASING ETHICS

The Code of Ethics (Code) of the City of Rowlett Purchasing Office is designed to provide
guidance for the behavior of the practitioners of purchasing in the governmental sector. The
City of Rowlett has provided guidelines to help the governmental purchaser apply the Code
of Ethics in a reasonable and prudent manner.

The Code is designed to help the buyer diligently follow laws and regulations and treat
vendors in a fair manner, while avoiding a perception of immoral, illegal, or unethical
behavior. It serves as a reminder that behavior, which is considered acceptable in private
enterprise, may be inappropriate for the public sector, owing to the political nature of the
public sector in which buyers work, and the public trust which is assumed by a
governmental purchasing organization.

The Code is dedicated to the professional public buyers and managers who must live in the
real world but conduct business in a nontraditional manner. Only by strictly adhering to
ethical guidelines can public purchasers retain the respect of elected officials and the public.

Code Of Ethics

Responsibility to Your Employer

e Follow the lawful instructions of the employer.

e Understand the authority granted by the employer.

e Avoid activities that would compromise or give the perception of compromising
the best interest of the employer.

e Reduce the potential for any charges of preferential treatment by actively
promoting the concept of competition.

e Obtain the maximum benefit for funds spent as agents of the employer.

. Conflict of Interest

e Avoid any private or professional activity that would create a conflict between your
personal interest and the interests of your employer.

e Avoid engaging in personal business with any company that is a supplier to your
employer.

¢ Avoid lending money to or borrowing money from any supplier.

e As stated in the Personnel Rules, Section 3.2 as follows:

A. No employee shall have a monetary interest in any exchange, purchase, or
sale of property, goods, or services with the city except in full and impartial
compliance with state statutes, the city charter, city ordinances, and all
regulations applicable thereto, and provided further that:

1. The employee discloses his/her interest to his/her director (or city
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manager or assistant city manager if appropriate) before any contract with
the city concerning the transaction and receives a written determination of
no conflict of interest;

2. Such persons shall receive no favor or special concession or inducement
not customarily available and granted by the city in such a transaction; and

3. Any discretion by officers or employees of the city in connection with any
such transaction shall be exercised impartially and upon the same
standards applied to all Rowlett citizens.

Perception

Avoid the appearance of unethical or compromising practices in relationships,
actions and communications.

Avoid business relationships with personal friends. Request reassignment if the
situation arises.

Avoid noticeable displays of affection, which may give the impression of
impropriety.

Avoid holding business meetings with suppliers outside the office. When such
meetings do occur, the meeting location should be carefully chosen so as not to
be perceived as inappropriate by other persons in the business community or
your peers.

Gratuities

Never solicit or accept money, loans, credits or prejudicial discounts, gifts,
entertainment, favors or services from your present or potential suppliers which
might influence or appear to influence purchasing decisions.
Never solicit gratuities in any form for you or your employer.
Items of nominal value offered by suppliers for public relations purposes are
acceptable when the value of such would not be perceived by the giver, receiver,
or others as posing an ethical breach, generally in amounts of $25.00 or less.
Gifts offered exceeding nominal value ($25.00) shall not be accepted.
In the case of any gift, care should be taken to evaluate the intent and perception
of acceptance to ensure that it is legal, that it will not influence your buying
decision, and that it will not be perceived by your peers and others as unethical.
Please note the following guideline relative to gratuities:
No reward, qift, or other form of remuneration in addition to regular
compensation shall be received from any source by employees for the
performance of their official duties.
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VI.

VII.

Business Meals

There are times, when during the course of business, that it may be appropriate to
conduct business during meals. In such instances, the meal should be for a
specific business purpose.

Avoid frequent meals with the same supplier.

The purchasing professional should be able to pay for meals as frequently as the
supplier. Budgeted funds should be available for such purposes.

Relationships With The Supplier

Maintain and practice, to the highest degree possible, business ethics
professional courtesy, and competence in all transactions.

Association with suppliers at lunches, dinners or business organization meetings
is an acceptable professional practice enabling the buyer to establish better
business relations provided that the buyer keeps free from obligation.
Accordingly, it is strongly recommended that if a seller pays for an activity that the
buyer reciprocate.

Purchase without prejudice, striving to obtain the maximum value for each dollar
of expenditure.

Refrain from showing favoritism or being influenced by suppliers through the
acceptance of gifts, gratuities, loans or favors.

Adhere to and protect the supplier's business and legal rights to confidentiality for
trade secrets, and other propriety information.

Refrain from publicly endorsing products.

Relationships With The Employer

Remain free of any and all interests and activities which are or could be
detrimental or in conflict with the best interests of the employer.

Refrain from engaging in activities where the buyer has a significant personal or
indirect financial interest.

Exercise discretionary authority on behalf of the employer.

Avoid acquiring interest in or incurring obligations that could conflict with the
interests of the employer.
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VIll. Relationships With Other Agencies and Organizations

e A buyer shall not use his position to exert leverage on individuals or firms for the
purpose of creating a benefit for agencies or organizations that he may represent.

e All involvement and transactions shall be handled in a professional manner with
the interest of the buyer’s employer taking precedent.

IX. Relationships With Professional Purchasing Organizations and Agencies

e |t is the obligation and the responsibility of the buyer, through affiliation with a
professional organization, to represent that organization in a professional and
ethical manner.

e A buyer shall not use his position to persuade an individual or firm to provide a
benefit to an organization.

e Remember, the money you spend to support lawful activities is not your own — it
belongs to the public trust.
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IV. PURCHASING PROCEDURES
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IV. PURCHASING PROCEDURES

A. Purpose

The following procedures are to be adhered to when processing goods and services for the
City.

B. Bidding Parameters

1. Petty Cash (0 to $100.00)

No quotes are required when purchasing items with petty cash. Any item bought with
petty cash cannot exceed $100.00. User departments/divisions make these non-routine,
below minimum purchases directly with the vendor and are reimbursed provided the
proper form and receipts are presented to Accounting.

2. Purchases less than $3,000.00 (0 to $2999.99)

No quotes are required but are recommended when possible. Orders may be placed by
an authorized member of a department/division directly with vendors by procurement
card, or by a field purchase order (FPO).

3. Purchases of $3,000.00 to $49,999.99

These purchases require at least three written or informal sealed bids called “Non-
Council” bids, with the appropriate method being left to the discretion of the Purchasing
Manager. At least two (2) of the contacts solicited for quotations must be from vendors
on the Texas Building & Procurement Commission Listings for Historically Underutilized
Business (HUB’s). The written quotes/bids must be retained in the Purchasing Office and
the original quotes attached to the Payment Purchase Order copy. Also see “Guidelines
for Price Quotations” within this manual.

4. Purchases $50,000.00 and over.

Formal bids, called “Council Bids”, are required. Notice to bidders must be publicly
advertised in the newspaper for two (2) consecutive weeks, with the first date of
publication being at least fourteen (14) days prior to the opening of the bids or proposals.
All formal sealed bids must be submitted to Purchasing. Purchasing will conduct a
public bid opening and tabulate the bids. Formal Sealed Competitive bids are awarded
by the City Council. Formal Competitive sealed proposals, used for high technology
procurements, are opened so as to avoid disclosure of the contents of proposals to
competing bidders until after the award of the bid.
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5. Exceptions to the $50,000.00 Bid Threshold.

Insurance, which has a bid threshold of $5,000.

Professional or personal services.

Sole source procurements.

Other exemptions as outlined in the Texas Local Government Code Chapter
252.022.

C. Historically Underutilized Vendors

The City of Rowlett, in making an expenditure of more than $3,000 but less than $50,000, is
required by Texas Local Government Code Section 252.0215 to contact at least two
historically underutilized businesses on a rotating basis, based on information provided by
the Texas Building & Procurement Commission. If the list fails to identify a historically
underutilized business in the county in which the municipality is situated, the municipality is
exempt from this requirement.

Please contact the Purchasing Office for a listing of historically underutilized businesses
within the particular commaodity for which you may be soliciting pricing.

D. Turnaround Time

Purchasing will be responsible to see that orders are placed promptly. Normal requisitions
are usually placed within four (4) working days or less. Requisitions that require the written
bid process normally take from two (2) to four (4) weeks to process, and council bids
generally take as long as eight (8) weeks.

E. Acceptance of Bids

Purchasing has the discretion to select which vendor to buy from on purchases from $3,000
to $49,999.99 but will normally consider the desires and needs of the department. On
orders $50,000.00 and over, the City Council will make the final award. The decision is
based on a combination of price, quality, delivery time, adherence to bid specifications, and
service reputation. The bid will be awarded to the lowest responsible bidder, but Purchasing
reserves the right to reject any or all bids and reopen the bidding process if it is in the best
interest of the City.
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F. ELOWCHART OF PURCHASE REQUESTS
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Specifications and method of procurement
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v
Award determined
4 v
Awarded by council
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A
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G. SPECIFICATIONS

Definition

A specification is a concise description of a good or service an entity seeks to buy,
and the requirements the vendor must meet in order to be considered for the award.
A specification may include requirements for testing, inspection or preparing an item
for delivery, or preparing or installing it for use. The specification is the total
description of the purchase.

Purpose

The purpose of any specification is to provide purchasing personnel with clear guides
to purchasing, and to provide vendors with firm criteria of minimum product or service
acceptability. A good specification has four characteristics:

1. It sets a minimum acceptability of the good or service. The term “minimum
acceptability” is key, since the vendor must know the minimum standard to
determine what to provide. A standard too high means tax dollars will be
wasted. A standard too low means the goods or services will not meet the
expectations of the user.

2. It should promote competitive bidding. The maximum number of responsible
vendors should be able to bid the specification. Restrictive specifications
decrease competition.

3. It should contain provisions for reasonable tests and inspections for
acceptability of the good or service. The methods and timing of testing and
inspection must be indicated in the specification. Tests should refer to
nationally recognized practices and standards, whenever possible.

4. It should provide for an equitable award to the lowest responsible bidder. The
buyer obtains goods or services that will perform to expectations, and the
vendor is able to provide the goods or services at an agreeable price.

Preparing Specifications

The specifications may be prepared by the Purchasing Office, the applicable
department/division, or by a professional consultant hired by the City. The final
acceptance of the specifications rests with the Purchasing Office taking into account
the desires of the applicable department. This is to ensure proper quality control and
to avoid the proliferation of conflicting specifications in different departments/divisions
of the government. For more information or assistance on writing proper bid
specifications, please call the Purchasing Office.
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V. THE PURCHASING PROCESS
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A. BASIC STEPS FOR REQUISITION ENTRY

Sign on to the AS/400

Key in 12 (Purchasing/Inventory) and press enter.
Key in 4 (Purchasing/Receiving) and press enter.
Key in 1 (Requisition Entry) and press enter.

Key in F6 to pull up a blank requisition (add new requisition). (Make a note of the
requisition number found in the upper left corner of the screen...only the last four digits
are necessary.)

(This is the “header screen”)

In the “REASON field” type in a reason for the requisition. Tab to next field - By.

By - Type in your name or initials and four digit extension number — example VAW 6131.
Tab to the VENDOR NAME field.

Vendor Name - If you are suggesting a vendor, type in the part of the name and tab to
next field and key in b and press enter, then key 1 next to the desired vendor from the
list and press enter. Or you can key F4 and press enter tab to desired vendor key 1 and
press enter. Tab to the SHIP TO field.

Otherwise tab to the SHIP TO field

Ship To - Key in F4, type in the ship to location name and press enter, tab to selected
location key in 1 and press enter. Tab to DELIVERY DATE field.

Delivery Date - Type in requested delivery date (000000 — year, date, month- example
102503). Press enter twice.

Use the “COMMENTS SECTION” (Key F20 which is Shift F8) for any comments or notes
that are for the Purchasing Office’s reference only and are not part of the actual line item
description. The “COMMENTS SECTION” does not print on the PO.

(F20 = shift F8) and enter the information. Press enter twice.

Press F6 to enter the item.
Item desc - Type in the description of the item(s) being ordered. If there is not enough

room for the description press F8 for more lines. (Press enter twice when you are
finished with description.) Tab to VENDOR PART #.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 22

Vendor part # - Type vendor part number if applicable — example DMI 7350-26. Tab to
COMMODITY.

Commodity - Key F4, press tab twice to extended line, type name of commodity of item
press enter, tab to selected commodity code key 1 press enter. Most often the sub
commodity code will be part of the commodity code selected and will be applied at the
same time in each field.

Ship to should be already filled in since it defaulted from the previous screen. Tab to
Quantity.

QUANTITY — Key in number of items to order then Field exit (+ key on key pad) to UOM.
UOM — (UOM = Unit of Measure) Key F4 for unit of measure, type name of unit of
measure i.e. each, ton, etc, tab to selected unit of measure press 1 and enter. Tab to
UNIT COST.

Unit Cost - Key in the cost (either actual cost if known or budgeted/estimated cost).
Field exit (+ enter) to account number.

Account Number - Key in account number. (All 14 digits, no spaces or dashes)

Project — Project not currently used much. Key F4 and tab to selected project, key 1 next
to the selected project name and press enter.

Press enter twice.

Item 2 — Repeat above steps. Enter as many items as needed. After the last line is
entered make sure that you are on a blank line item screen and press F12.

Press enter all the way through the requisition until you return to the “header screen”
(usually three (3) to four (4) times) till you reach main menu
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B. AUTOMATED PURCHASE REQUISITION

Purpose

The purchase requisition serves to inform Purchasing of a request for goods or services. It
also provides a record of the request and an approval to encumber funds. The purchase
requisition is the first step after the need for a good or service is recognized. Requisitions
must be approved by the Department Head or an authorized alternate.

Preparation of the requisition must be done far enough ahead of the date that the goods or
services are needed to allow Purchasing and the vendor to do their job properly, including:

1) Advertising for bids, if necessary.
2) Obtaining bids or price quotations.
3) Processing bids, placing purchase orders or concluding contracts.

4) Allowing for the delivery of goods or services.

The requisition is to be used to obtain materials, supplies and equipment not available
through the following sources:

1) Field Purchase Order (See page 56)
2) Annual Contracts (See page 78)
3) City Inventory — Office Supply (See page 99)

4) City Inventory — Pre-printed Materials  (See page 99

Procedure

1. Sign-on to the AS/400. The City of Rowlett Menu will appear.

2. Select- Option 1, HTE Application Menu or HTE Main Menu.

3. Select- Option 12, Purchasing/Inventory. The Purchasing/Inventory Menu will
appear.

4. Select- Option 4, Purchasing/Receiving. The Purchasing/Receiving Menu will
appear.

5. Select- Option 1, Requisition Entry. Follow the instructions outlined below.
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Purchase Requisition Maintenance Screen

The first screen of the requisition entry sequence will display: “Position
to " and a list of previously entered requisitions. To call up a specific
requisition already placed into the system, insert a number and press the Field
Exit key, select with a ‘2’ and press Enter. Press F13 to display requisitions by
requisitioner. Notice the options at the top of the screen. These options allow
you to change, display, print, comment and place quotes for the requisitions
listed. Note: HTE applications have a select range of security. Your security
representative may limit general users to requisitions within their
department/division or account area. Also, be aware that once a requisition is
approved, any changes made by the originator will electronically mark the
requisition as again requiring approval.

To Copy A Requisition

This feature allows you to copy requisitions that you may use more than once
within a year or from year to year. You can copy all or some of the information
from as many requisitions as needed. Begin by going into OPT ‘1’
‘REQUISITION ENTRY” and press F6 to create a new requisition. Pressing
F21 will bring up a list of previous requisitions. Using OPT ‘1’ will allow you to
copy with no review. This option immediately pulls the line items and header
information from the old requisition onto the new one. OPT ‘2’ allows you to
review the line items first and make changes to the “Quantity” and “Unit Cost”
fields. After pulling the line items from the old requisition over to the new one
you can correct the information on the header screen and then continue the
requisition process.

To Start A New Requisition

Press the F6 key. The system assigns the next available number, never
duplicating a number in the assignment process. When the next screen
comes up you will see the requisition number in the upper left-hand corner. It
is best that you make note of this number (last four digits only), but it is not
required that you write it down or memorize the number. You can always
identify a requisition by going into “REQUISITION INQUIRY” and using various
options found in the “F17 Subset” feature, using a variety of fields, such as
range, requisition status, or account number.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 25

C. Purchase Requisition

Note: In the “PURCHASE REQUISITION” screen of this application, pressing the
Enter key signals the system to verify that all the mandatory fields have input and
that all information entered is in the proper format in preparation for advancing to the
next screen. If you press the Enter key before keying information into certain fields,
the system will flash an error message and indicate (by reverse lighting) any
mandatory fields lacking information. The following fields are mandatory for this
screen:

Reason

By

Ship to

Deliver by Date

Whenever you receive an error message, pressing the Error Reset key (Ctrl key to
the left of the space bar). Remember, if you get an error message, read the
message for a clue to any misstep and press the Error Reset key (Ctrl key to the left
of the space bar).

REASON and BY FIELDS (Required)
Reason: This field contains a brief explanation of the purpose of the requisition.

By: This field contains the name or initials and your 4 digit telephone extension
number of the person preparing the Requisition.

The BY field contains 25 characters and the REASON field contains 50 characters of
space.

In the “Reason” field, you can key in anything that you like that will indicate why you
are submitting this requisition.

In the “By” field, enter your name or initials followed by a space with your 4 digit
telephone extension number.

Vendor Field (Required)

This field is used to suggest vendors that the Purchasing Office can contact for
acquisition of the items being requested.

Departments/Divisions are required to select a vendor. The selected vendor may
change depending on the final quotes etc. but for the initial enter a suggested vendor
name since it is required for entering and/or processing the requisition.
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Vendor Suggested by Department/Division

To suggest a vendor, move the cursor (using the Tab key) to either the “Vendor
Name” field or the “Vendor Number” field.

If you are aware of a frequently used vendor (good price, good service, high quality,
convenient location, large choice, good technical support, etc.) or you may have
already contacted a vendor for a product that is not readily available elsewhere, you
may suggest them by entering their number (if known) in the “Vendor Number” field
or their name in the “Vendor Name” field.

Using Vendor Name Search For Current Vendors:

If a vendor has previously been placed in the system vendor file it will have certain
spelling and punctuation associated with its unique vendor number.

There are three methods to search the vendor file.

Method One — F4

Directly under the Vendor number field is the Name (Vendor name field).
Enter F4 on the line beside Name and press enter and the vendor file will
appear. On the line next to “Position to” enter part of the vendor name and
press enter, then a list of vendors will come up on the screen. Next to the
selected vendor Key 1 and press enter and that vendor name and vendor
number will be display on the screen.

Method Two - Name Begins With

NAME BEGINS WITH is used if you remember how the name starts (e.g.
“Baker” for ‘Baker and Taylor Books’)

Key in the first few characters of the name.
Tab to the “Search Type” field.

Place a ‘B’ for “Begins with “ in this field.
Press Enter.

This will cause the system to search for all vendors whose title begins with the
letters entered and generate a screen with the list of these vendors when the
Enter key is pressed. The vendor file is very specific as to the spelling and
punctuation associated with the vendor numbers. What you key in must
match exactly with what is in the vendor file. Therefore, it is best to only key in
the first few characters or words of a name instead of trying to type in the
complete name. A search list will then appear and you may choose the
vendor that you need.

When the “Vendor Name Search” list is presented, the F7 key can be toggled
to see more detail to assist in selecting the desired vendor. Use care in
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selecting the vendor. Many vendors have the same name but are located in
different parts of the country and many vendor names are similar. Use the F7
feature to identify the correct vendor.

To select a vendor from the list: Key ‘1’ to the left of the appropriate vendor
name and press Enter. The ‘PURCHASE REQUISITION” screen will re-
appear with the vendor name and number you selected filled in. You can then
continue to complete the requisition.

Method Three-Name Contains

NAME CONTAINS is used if you are only sure of a word within the title
(Smith’s Auto Supply? Auto Parts by Smith?)

Key that word in the “Vendor Name” field.

Key in ‘C’ for ‘Contains’ in the “Search Type” field. Press Enter.

This will cause the system to search for all titles containing the word or word
part (“auto”).

In a large vendor list, the ‘Contains’ search may take longer than the ‘Begins
With’ search because of the greater number of possibilities. Also, it may give
you some rather unexpected combinations.

Either type of search will assist in you in selecting the correct vendor with the
correct name and vendor number.

If there is only one vendor in the system matching your input, the name and
number will be immediately inserted in the appropriate fields of your
requisition.

You may get an error message that will state GMBA VENDOR NAME DOES
NOT MATCH PI VENDOR NAME: RESET & F14 TO OVERRIDE. In this case
press F14 to override and continue on.

Remember, numbers assigned to requisitions, purchase orders and vendors
need not be memorized by the user since there are many ways (date, vendor
name, account number, etc.) to trace a requisition or purchase order.

If The Suggested Vendor Is A New Vendor

If the suggested vendor is a new vendor, please complete a New Vendor Set Up
Request Form and fax to the Purchasing Office or Accounting Division. The basic
vendor information can also be emailed to either Purchasing or Accounting Division.

Proceed to the “Ship To” field
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Ship To Field (Required)
The “Ship To” field requires an entry, even if only one address is recorded in
the location file. This entry is required to indicate an inventory point or other
delivery address recorded in the system’s location file.

Notice the ‘F4’ preceding this field. This indicates that you can press F4 to
see a list of locations. Place the two-character abbreviation of the desired
location in the “Ship To” field.

Note: The “Ship To Locations” are maintained by the Purchasing Office and
MUST be one recognized in the system. Please contact the Purchasing Office
if a “Ship To Location” needs to be set up or changed in the system.

Delivery Date Field (Required)

The “Deliver By Date” field is the final mandatory field on this screen. Enter a
realistic, numeric, date in this field. The terms “ASAP”, “One Week”, etc. or a
date earlier than the current date will not be accepted.

This date must be entered in six-digit, Month-Day-Year, format without any
dashes or slashes. (e.g. 093004 for September 30, 2004)

Item Entry Fields
You are now ready to enter your line item(s): Press F6 to begin.

Note: If F6 does not show at the bottom of your screen, press Enter until it
appears.

Required

Item desc (Description) - Key a description of the item in this field. If your
description is too long for the field, you must use the “F8= Extended desc”
option to continue. Information keyed in by using the F8 function will print on
the purchase order as part of the line item description. THEREFORE, DO
NOT USE THIS KEY TO ENTER ANY COMMENTS OR NOTES THAT ARE
FOR REFERENCE ONLY OR FOR PURCHASING'S USE ONLY. ANY
COMMENTS ENTERED HERE WILL PRINT ON THE PURCHASE ORDER.
If it is not an actual part of the item description it does not go here; use the F20
function instead for comments that will not print — for internal use only. Tab to
the “Vendor part #.

“Vendor part # - Type vendor part number is applicable — example DMI 7350-
26. Tab to the “Commaodity ” field.
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Commodity — Commaodity Code - Key F4, press tab twice to extended line,
type name of commodity of the item press enter, tab to the selected
commodity code, key 1 press enter. Most often the Sub-com (sub-commodity
code will be part of the code selected and will be applied in the sub-com field
as the Commodity field. You may also refer to the hard copy list of commodity
codes. Please contact Purchasing if a hard paper copy list of commodity
codes are needed. Tab to the “Quantity” field. **

Quantity- Key the quantity of items requested, press Field Exit (+ key on
numeric key pad)

UOM- Key unit of measure, e.g. ‘EA.’ for “each.” The unit of measure that you
key in must match exactly with what is in Purchasing’s UOM code list. You
can press F4 in this field and choose the appropriate abbreviation from a list.
Tab to the next field.

Unit Cost- Key the cost of the item for the unit of measure entered. Do not
enter ‘$’; but do enter a decimal point if appropriate. Press Field Exit to
advance to the next field. You must put a figure in this field even if it is an
estimated cost or the cost that you budgeted for the item. The field exit key is
the tall + key on the numeric key pad)

Account Number- Key in the account number you are charging this line item to
but, only if you wish to charge 100% of this item to this account number. If you
wish to charge a line item to several account numbers you will need to bypass
this field and use the “ACCOUNT INFORMATION SCREEN". You may also
use the Account Information Screen if you have numerous line items charged
to one account number and do not want to continuously type the number in.

Use the Field Exit key after entering the numerical values in the “Cost” and
“Quantity” fields.

After entering the first line item press Enter to enter more line items. Notice
that the line item number changes at the top of your screen. Continue
entering information and pressing Enter until you have entered all your line
items. When you have entered your last line item press Enter one more time
to bring up a blank line item screen. Press F12 to return to the “PURCHASE
REQUISITION” screen. This completes the basic requisition. YOU MUST BE
AT A BLANK LINE ITEM SCREEN WHEN YOU PRESS F12; OTHERWISE
YOU WILL DELETE YOUR LAST LINE ITEM.
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OPT-Options

Before leaving the “PURCHASE REQUISITION” screen with the second press
of the Enter key, note the options field to the left of each line item.

Each numbered option affects the individual line item on the line where the
letter is placed.

“2= Change” allows you to change the line item information when Enter is
pressed.

“8= Item extended description” displays the additional description lines
previously entered.

“4= Delete” deletes the line item completely.
“9= Quote” permits quotes for the line item. (See Quotes)
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QUOTES

There are two types of quotes. The F8 key is used to enter a quote for the
entire requisition. For example: City Hall needs a tool shed for the grounds
keeper. A supplier gives a quote for the entire lot of building materials rather
than pricing each item individually (Lumber, cement, reinforcing rods, etc.).

To record a vendor quote for the entire requisition press F8

“QUOTES FOR REQUISITION” screen will appear. A message, QUOTES DO
NOT EXIST FOR THIS REQUISITION will appear at the bottom of the screen
until a quote is entered. After being entered, the actual quote(s) will appear on
the screen when it is displayed.

To add a vendor quote, press the F6 key

A “QUOTE FOR REQUISITION” screen appears, containing fields for:
Number (Vendor)

Name (Vendor) (Required Field)

Search Type Enter “B” (Begins with) or “C” (Contains) if you know that this
vendor is already in the vendor file.

Selected Quote Field used by the buyer to select a listed quote. Tab past this
field leaving it blank.

Contact Person Person who gave out the quote and who Purchasing can
contact if there are any questions.

Phone Number (Tab from area code sub-field to phone number sub-field to
avoid error.)

Dollar Amount Quoted (Required Field) Do not enter “$” but do enter the
decimal point if appropriate.

F14 Vendor Quote Comments - Allows the user to add internal comments/free
form notes for this quote.

Pressing Enter brings you back to the initial information entry screen.

Press the Enter key again and the vendor quote information is updated and
the “QUOTES FOR REQUISITION” screen is re-displayed containing the
vendor name and quote amount for the vendor(s) for which quotes have been
entered.

Press the Enter key again and the primary “PURCHASE REQUISITION”
screen is re-displayed.

Only the “Vendor Name” and “Requisition Quote” fields are mandatory fields in
the quote screen.
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Quotes: Specific Line Item

To insert a quote for a specific line item, the process is very similar to the
Requisition Quotes. To enter a quote for a line item,

Key ‘9’ in the “OPT” field corresponding to the line item for which you wish
guotes to be entered.

Press the Enter key to bring up the QUOTES FOR LINE ITEM screen. Until
guotes have been entered for that line item you will see the message
“‘QUOTES DO NOT EXIST FOR THIS LINE ITEM”.

Press the F6 key to access the “QUOTE FOR LINE ITEM” screen. This
screen will resemble the overall requisition quote screen and require the same
procedures. However, in place of the “Requisition Quote” field, you will see
other numerical fields:

UNIT COST

UNIT OF MEASURE (Defaults from line item entry)
CONVERSION FACTOR (Defaults to “17)
QUANTITY (Defaults from line item entry)

These fields are required so the system can calculate the unit cost (in the
event of a conversion factor other then “1”) and extended cost. These
calculated costs appear in the protected fields at the bottom of the screen.

There is also an optional “Vendor Part Number” field that can be used to
inform Purchasing of the specific part number if available.

“VYendor Name” is mandatory, but the vendor need not yet be on the system
vendor list. If the vendor already exists on the system the user can follow the
same procedure as outlined above to obtain the correct vendor name and
number.

The “Conversion Factor” field is provided in the uncommon event that the item
is quoted in a different lot size than normally handled by other vendors.

‘F14=Vendor quotes comments”, permits the user to add internal comments
for this quote. Note that the requisition number, the requisition date and the
description of the line item being quoted appear at the top of the screen.

After completing the screen, press Enter to return to the initial “QUOTES FOR
LINE ITEM” screen showing the line item quote(s) with numbered options for
selecting, changing, or deleting the quotes.

If you wish to enter additional quotes while in this quote screen, press F6 and
repeat the process as often as necessary. Press Enter again to return to the
main screen.
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To Insert Any Internal Remarks

At the initial “PURCHASE REQUISITION” screen press F20 to enter
comments or remarks. Comments are free-form and can continue up to 9,999
lines (roll for additional lines as indicated by the “+” in the lower right of the
screen.)

These general comments can be seen by the approving authority and buyer
as the requisition is being processed, and by personnel authorized to view
your department’s/division’s requisitions in the “REQUISITION INQUIRY”
option. They are for internal viewing only and will not be printed on the
purchase order.

The sequence number column (F22) can be used to switch the position of
comment lines. For example, line 3.0 can be placed in front of line 1.0 by
over-keying 3.0 with a number lower then 1.0. This will cause old line 3.0 to
become line 1.0, old line 1.0 to become line 2.0, etc.

Pressing Enter again will bring you back to the main screen.
Pressing Enter one more time will take you to the Account Information Screen.

Entering Account Information

The “ACCOUNT INFORMATION SCREEN” will display all account numbers
that were entered at the line item entry stage. If an account number was not
keyed in at that time then enter it now. Only expense account numbers can be
entered on a requisition.

To enter account numbers tab to the “Line #” column, key in the line number
and press the Field Exit; key in the “Expense Acct” and field exit; tab over to
either the “Percent” field or the “Amount” field. If charging all or 100% of an
item to an account number then enter 100 in the “Percent” field and press
Field Exit. (Do not type the %.)

If you wish to expense a line item to two or more accounts you would enter the
line #, the first expense account and the percent that you wish to charge to
that account number. Drop down to the next line and enter the same line item
number in “Line #’, a different account number in “Expense Acct’” and the
“Percent” that you wish to charge to that account number. You may do this as
many times as you want as long as the total percent equals 100.

You may also use the “Amount” field instead of the “Percent” field if you have
specific amounts that you want to be charged to an account number or you are
having a problem with the percentages equaling 100.

Remember that you may use either the “Percent” field or the “Amount” field.
You cannot enter information in both fields.
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If you have numerous line items and you want to distribute 100% to each line
item using the same account number, enter in only the account number and
the percentage on the first line and press F15. The account distribution will
automatically take place for all line items.

Pressing Enter twice after entering the required information will display the
‘“ACCOUNT INQUIRY” screen, which will show whether the account has
sufficient funds available. If insufficient funds are available in a budgeted fund
account you will get an error message ACCOUNT AMOUNT EXCEEDS
BUDGET BALANCE. You must put the requisition on hold by pressing F7 or
you may go back and change the account number. When funds become
available for that account number you may go back into “REQUISITION
ENTRY?”, pull up the requisition and finish processing it. If the account is not a
budgeted fund you may press F14 to override the error message and continue
with the requisition.

Pressing Enter will return you to the “PURCHASE REQUISITION” screen.

Printing Your Requisition (For Departmental Copy)

To print a copy of your requisition at the ‘“PURCHASE REQUISITION
MAINTENANCE” screen: Key ‘6’ next to your requisition number and press
Enter. You may also display the requisition and press F9 to print. Either way
will send a copy of the requisition to either a print queue or your individual
printer. F3 to exit. Press F18 to find your print and do one of the following: If
the Device/Print Queue has your printer name then it will automatically print to
your printer. If the Device/Print Queue has a name that ends in “Q” then enter
a ‘2’ in the OPT field and then press Enter. At the flashing cursor enter your
AS/400 printer name and press Enter. To print your requisition after it has
been received in Purchasing use “REQUISITION INQUIRY”. Key a ‘6’ next to
your requisition number and press Enter. Follow the steps above to print from
your print queue. In both cases it may be necessary to answer a message the
first time that the printer is used. If the STS column shows MSGW then key a
‘7’ in the option column and press ENTER. Key a ‘G’ on the reply line and
press ENTER.
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D. NAVILINE REQUISITION ENTRY

Naviline: http://rwitnav/  (Use your AS400 login and password)

Enter the Requisition Entry function via the following path:

Financial Systems
Purchasing/Inventory Main Menu
Purchasing/Receiving Menu
Requisition Entry

Note: All ‘shortcut’ function keys used in Green Screen are functional in Naviline.

B2 Purchase Requisition Maintenance - CITY OF ROWLETT
Application  File Edit List Commands Wiew Help
- - TR

Home | MNew Window | Suppon

Purchase Requisition Maintenance Email | | Help

Add requisition

Requisition number:

Sort by requisit...

HNumber Reguisitioned Ev Vendor

0000060546 VAW FOR SHAWN POE/EOBEY J QOZCAR RENDA CON ASSIST CITY MNGR

0000060835 D=sel21 2007 GARLAND PAPER C READY FOR BUYER PR
0000070195 DIANE HAYES DALLAS COUNTY H DEPARTMENTAL APPRO
0000070207 vTe177 IMPEX TECHNOLOG READY FOR BUYER PR
0000070218 CLE WHELEN ENGINEER READY FOR EBUYER PR
0000070217 CLE PURSUIT SAFETY, ASSIST CITY MNGR

0000070219 CLE KAUFFMAN TIRE O DEPARTMENTAL APPRO
0000070228 FIRE G3SA 6230 BELUE EAGLE PROD READY FOR BUYER PR
0000070231 VALFARD FOR FIRE RODD HANNA'S AT NEEDS ADDITIONAL I
0000070232 DIANE HAYES CHANDLER COMMER DEPARTMENTAT APPRO

¥

=L e

o]

Choose ‘Add requisition’ from the column on the left.
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Purchase Requisition screen:

B2 Purchase Requisition
File

Application

Edit List Commands View Help

Purchase Requisition

Home | Mew Window |

Email | |

Requisition type:

Reason:

Requisition date:

Yendor number:
-—-- or -—--

Yendor hame:

Ship to:
Deliver by date:

Fiscal year code:

Requisition number :

Requisitioned by:

Contract number:

0000070233 Requisition total:

l Requisition Line items

|Purchase requisition |

12/27/2008 -

Search type:

| )

|

Current 7

Support
Help

Cancel

Exit

OK

Mo line items to display.

CLaET

o]

There are two tabs here that require entry — ‘Requisition Entry’ and ‘Requisition Line Items’.

At this point ‘Copy’ can be chosen and any requisition previously entered can be copied if desired.

Enter the requisition number you would like to copy. Choose copy with review if changes to

requisition will be necessary.
Requisition header:

Reason:
Requisitioned by:
Vendor name:
Contract number:

Enter login

Skip

Explain purpose of purchase

Enter partial name tab over to ‘Search type’: Enter B
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Delivery by date: Enter date we would like delivery (MM/DD/YYYY)
Fiscal year code: Current
(At the end of the budget year some requisitions can be entered for ‘Future’ year.)

Completed ‘Purchase Requisition” screen:

E Purchase Requisition

Application  File Edit List Commands View Help

Home | Mew Window |  Support

Purchase Requisition Email | | Help

Aoy

Add item...

Requisition number: 0000070231 Requisition total: F329.00

Alternate view

] Requisition Line items

Requisition quo...
: | Requisition type:  |Purchase requistion |

Comments...

Reason: |ADDITIONAL ASC UNIT FOR EOC COMPUTER ROOM
Requisitioned by: |VALFARO FOR FIRE

Requisition date: 122772006 -
Vendor number: 7306

Copy...

oot fooo Search type:
Vendor name: |RODD HANNA'S AIR PERFORMANC p | | |
Contract number: Iﬁ

Ship to: F§  » FIRE STATION 1 NEW

Deliver by date: 01/13/2007 -
Fiscal year code: Current =

Cancel
Exit
(0]
|

Line items cannot be added until requisition header is complete. Press enter and the option ‘Enter
line item’ will appear in the left column.

Choose ‘Add item’ from left column.
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Line item entry screen:

B= Purchase Requisition - Item Information
Application  File Edit Commands  View Help
2 A .'L\

Home | Mew Window |  Support

Purchase Requisition - Item Information Email | | Help

Extended desc... Line momlber 1

Iltem description:

QD Search type:

I
b
Vendor part number: |
Commodity: [ 2
|
4
|

Sub-commodity:

ltem number:
Reference: b
Ship to: Fr 3 FINANCE DEFARTMEMNT
Order unit of measure: ’—L|
Gluantity: ’W
Unit cost: | 0.0000
Account number: | I3
Project: ’—L|
Cancel
0K
SN
|

Enter the information as follows:

Item description: Enter a full description of the product or service to be purchased, enter as many
details as you can. F8 or ‘Extended description’ from the left column will give more lines for the
description.
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Sample ‘Extended Description’ (F8) screen:

File Edit Commands View Help

Item Extended Description

|z0 #
CASE OF 10 EEAMZ

4

SE[]UEI][:E num ...

Cancel

Search type: Leave blank.
Vendor part number: If you have a vendor or manufacturer’s part number you may enter it here.

Commodity: A drop down list is available here. A description can be entered to look up the code.
Enter description or partial description and ‘go to” or enter. Page down to find the correct product or
service. When the correct product is located, right click and select from the menu and fields will be
filled.

Note: All line items must have a commodity & sub-commodity code. If they do not, H T E will give
an error code during buyer processing.
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Example commodity/sub-commaodity screens:

& Commo dity/Sub-commodity Selection
File Edit List Commands Wiew Help

Commodity: II
Sub-commodity: I
Description: |

Coreen Sub Description
EPC ELANKET PURCHASE ORDEER
EPC ool ALL
FPO FIELD PURCHASE ORDEER
FPO ool ALL
oas ABRASIVES
oas 014 COATED, CLOTH FIBEER PAPEER
z
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Description is entered:

22 Commo dity/Sub-commodity Selection
File Edit List Commands Wiew Help

Commodity: I

Sub-commodity: I
Description: | COPY PAPER]

Corrrn Sub Description
EPC ELANKET PURCHASE ORDEER
EFO ool ALL
FPO FIELDI' PURCHASE ORDER
FFO 001 ATL
oas ABRASIVES
nos 014 COATED, CLOTH FIBER FPAPER
-

Results:

2 Commo dity/Sub-commodity Selection
File Edit List Commands “iew Help

Commodity: II
Sub-commodity: I
Description: |

Comm Sub Description

645 033 COPY PAPER-HIGH SFEED

&00 037 COPYEOQARDS, ELECTRONIC
o15 COPYING MACHINE SUPPLIES
&00 o3 COPYING MACHINES, BOND

Q56 0zo COPYING 3ERVICES

450 0z4 CORDS & ROPE3 INCL. ACCES

44
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Item number: leave blank

Reference: leave blank

Ship to: Choose the department name from the list that will receive the delivery.

Order unit of measure: Choose the unit of measure desired. (Example: Each, Job, Pair)
Quantity: Enter quantity needed

Unit cost: Enter the cost per unit of measure.

Account number: Enter the account number to be expensed for this order.

Project: Leave blank

Completed line item information screen:

E Purchase Requisition - Item Information
Application  File Edit Commands VYiew Help
T h

Home | Hew Window | Support

Purchase Requisition - ltem Information Email | | Help

he N i

Extended des.c... L Frilbem 1
Item description: |8.5" W1"WHITE COPY PAPER
QD Search type: [
Vendor part number: | 348047
Commodity: 645 » PAPER (QFFICE PRINT SHOP)
Sub-commodity: 033 » COPY PAPER-HIGH SFEED
ltem number: l—ﬂ
Reference: | »
Ship to: PU » PURCHASING DEPT
Order unit of measure: CSE > CASE
Quantity: ’W
Unit cost: | 21.0000
Account number: |10120204306001 b
Project: m
Cancel
OK
]
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Press enter and advance to the next line number before choosing ‘Cancel’ or all information entered
will be lost.

Sample of completed ‘Requisition Line Items’ tab:

E Purchase Requisition

Application  File Edit List Commands Wiew Help

N}

Home | MNew Window|  Support

Purchase Requisition Email | | Help

Add item...

0000070233

Requisition number : Regquisition total:

Alternate view Requisition Header Requisition Line items

Requisition quo... . - —
opt Line# Quantity UDM Description

Comments...

1 20.00(|C3E 8.5" X 11" WHITE COPY PAFPER
20 #
CASE OF 10 REAMS

Copy...

Cancel
Exit
OK
|
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Press enter and the ‘Account Information’ screen will show the line items and account number
summary for the order.

E Account Information - CITY OF ROWLETT
Application  File Edit List Commands View Help

Home| HNew Window| Support

& Account Information Email | | Help

Refresh

Requisition number: 0000070233
Alternate view... Requisition date: 12/27/08
Global distribution Requisition total: 42000

Account Information

Line

e nt Muwmber Project Percent Amount
100.00 420.00
0 0.00 0.00
0 0.00 0.00
0 0.00 0.00 T
Distribution Total: 42000

Line ltem Information

1 20.00 CSE 8.5" X 11" WHITE COPY PAPER
0 #
CAZE OF 10 REAMZ

]

«

Cancel
Exit
0K

Press enter again and the ‘Account Balance Inquiry’ screen will show the amount budgeted in that
account and let you know if the account is over the amount budgeted.

&= Account Balance Inguiry - CITY OF ROWLETT
Application File Edit Commands “iew Help

Home| New Window| Support

i Account Balance Inquiry Email | | Help

Fiscal year: 2007

Account number:  10120204306001

Fund: 101 General
Department: 20 Fiscal Services
Division: 20 Purchasing

State activity: 43 General Government
Sub activity: 0 General Government
Element: 60 Supplies

Object: 01 Office

Annual Account Infermation
Budget: 2,100.00
Encumbered amount: .00

Pre-encumbered amount: 0o
Expenditures: 710.53
Total expenditures: 710.53
Balance: 1,388.47

Requisition number: Requisitioned by: Requisition account amount:

Cancel 0000070233 YALFARD 420.00
Exit

OK
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Press enter once more and you will exit requisition entry and will go back to the ‘Purchase
Requisition Maintenance’ screen.

At this point you will see a list of all of the requisitions that have not been approved yet:

E Purchase Requisition Maintenance - CITY OF ROWLETT
Application File Edit List Commands “iew Help
" ”~ e B TR

Home | New Window | Support

Purchase Requisition Maintenance Email | | Help

Add requisition

Requisition number:

Sort by requisit...

Munber Requisitioned By Vendor Atatus
0000060546 VAW FOR SHAWN POE/BOBBY T OSCAR EENDA CON ASSIST CITY MNGR
00000605835 pe/6121 2007 GARLAND PAFPER C READY FOR BEUYER PR
0000070195 DIANE HAYES DATLAS COUNTY H DEPARTMENTAT AFFRO
0000070207 VTe177? IMPEX TECHNOLOG READY FOR BUYER PR
0000070216 CLE WHELEN ENGINEER READY FOR BUYER PR
0000070217 CLE PURSUIT ZAFETY, AZSIST CITY MNGR
0000070219 CLE KAUFFMAN TIRE O DEPARTMENTAL APFPROC
0000070228 FIRE &3A 6230 ELUE EAGLE PROD READY FOF BUYER PR
0000070231 VALFARO FOR FIRE EODD HANNA'S AI NEEDSZ ADDITIOMAL I
0000070232 DIANE HAYES CHANDLER COMMER DEPARTMENTAL AFPFPRO
0000070233 VALFARD OFFICE DEPOT NEEDS ADDITIOMAL I

¥

If the requisition status is ‘NEEDS ADDITIONAL I’ this means all information has not been
completed in the requisition.

The requisition entered is now ready for Department Head Approval.
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Department Head Approval

All requisitions must be approved by the department head or an authorized
agent. To approve a requisition the authorized user must select option ‘2’ from
the Purchasing/Receiving menu. Enter the requisition number in the “Position
to” field, field exit and press Enter to bring up a list of requisitions awaiting
approval. Select the requisition with a ‘1’ and Enter. If the requisition already
shows on the screen, tab down to that requisition number, key a ‘1’ and Enter.
Either way will display the requisition on the screen. Pressing F9 will approve
it.
Returned Requisitions

A requisition may be returned by Purchasing for more information. In this
event, both the person responsible for entering it and the person responsible
for approving it will receive a message stating that the requisition was rejected
for further information. Check the comments section to see why the requisition
was returned.

Requisition Inquiry

To determine the status of a requisition you have generated, you may select
option ‘13’ “REQUISITION INQUIRY” in the Purchasing/Receiving menu or
option ‘7’ “REQUISITIONS” in the Inquiry menu.

Pressing Enter will call up a screen showing all requisitions that the user may
view.

The first screen will include the following columns for each displayed
requisition: req. #, vendor name and requisitioned by.

You may search and/or select requisitions by keying F17. This will open a
window allowing searches or selections from numerous fields. You may select
one or more of these fields to narrow the selection down and then press Enter.
This will bring up a list of requisitions that meet your selected criteria.

Based on this information, the desired requisition should be identified and
selected by keying a ‘1’ in the OPT column to the left of the requisition.
Pressing Enter after making the selection brings up the main screen of the
desired requisition.

Additional details about this requisition can be accessed by function keys
listed at the bottom of the screen. Reverse lighting will indicate items that
have been ordered. If a purchase order has been issued for a requisition,
pressing F21 will show the associated purchase order number.
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Purchase Order Inquiry

Purchase Order Inquiry is similar to Requisition Inquiry. Select option ‘14’
‘PURCHASE ORDER INQUIRY” in the Purchasing/Receiving menu or option
‘8" “PURCHASE ORDERS?” in the Inquiry menu.

The first screen displays: purchase order number, vendor number and name,
date purchase order issued, buyer initials and status code.

STATUS CODES

H-Held for printing

P —Pending Receipts
0-Reserved-manual
1-Incomplete

2-Waiting to be printed
3-Awaiting receipt

4-Partially received-no invoice
5-Partially received and invoiced
6-Received-no invoice
7-Received-partially invoiced
8-Completed

9-Canceled

You may search and/or select purchase orders by pressing F17. This will
open a window allowing searches or selections from numerous fields. You
may select one or more of these fields to narrow the selection down and then
press Enter. This will bring up a list of purchase orders that meet your
selected criteria. Key a ‘1’ in the OPT column and press Enter to select the
desired purchase order.

Note: If you know your requisition number you can trace the status of items
that have been processed to a purchase order.
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Blanket Order Inquiry

Blanket Order Inquiry is similar to Purchase Order Inquiry. Select option ‘15’
“‘BLANKET ORDER INQUIRY” in the Purchasing/Receiving menu or option ‘9’
‘BLANKET ORDERS?” in the Inquiry menu.

The first screen allows the viewer to see all blanket orders starting with the
highest number.

Once a specific blanket order is selected on the first screen, the second
display will show: the blanket order #, starting and expiration dates, description
and amount of blanket order, amount already purchased and amount
available. Pressing Enter will display the purchase order information
concerning the blanket order. The following function keys are displayed at the
bottom of the screen:

F2- Display items (This screen is usually blank)
F8- Display remarks (This screen shows the items that may be
ordered on this purchase order and the pricing for the items.)

F9- Display invoices. The “Display Invoices” screen also has an F7
toggle key for “Amount Breakdown”.

Note: Blanket orders appear in both “Purchase Order Inquiry” and
“Blanket Order Inquiry” options but there are differences in the way that they
are viewed. Only “Blanket Order Inquiry” will give you the dates and the
dollar limit of the purchase order.

Should you have any questions regarding the on-line requisition process or the
purchase order inquiry process, please call the Purchasing Office for assistance.
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E. Sample Automatic Requisition form
PURCHASE REQUISITION NBR: 0000003294

STATUS: REQUISITION APPROVAL

REQUISITION BY: ALTA DAVIDSON REASON: PO#971964 DATE: 6/20/97
SHIP TO LOCATION: LIBRARY SUGGESTED VENDOR: MULTI-CULTURAL BOOKS & VIDEOS DELIVER BY DATE: 7/30/97
LINE UNIT EXTEND

NBR DESCRIPTION QUANTITY UOM COST COST VENDOR PART
NUMBER

1 FAXED ORDER FOR FL BOOKS 15.00 BK 9.6166 144.25

COMMODITY: PUBLICATIONS & AUDIOVISUA
SUBCOMMOD: BOOKS, MAGAZINES, PAMPLET

REQUISITION TOTAL: 144.25

ACCOUNT INFORMATTION

LINE # ACCOUNT PROJECT % AMOUNT
1 1140105617491 100.00 144.25
144.25

REQUISITION IS IN THE CURRENT FISCAL YEAR.
REQUISITION COMMENTS:

NEW VENDOR

MULTI-CULTURAL BOOKS AND VIDEOS, INC
28880 SOUTHFIELD ROAD, SUITE 183
LATHRUP VILLAGE, MI 48076

PH: 800-567-2220

FAX: 810-559-2465
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F. PURCHASE ORDER

Purpose

The end result of a requisition is the purchase order. The P.O. form is used to place the
actual order with the vendor. The purchase order is a legal contract and gives the vendor
authorization to ship the materials, as specified. It is designed to expedite and control
buying for the City.

Procedure

Once the requisition is approved by Purchasing and the vendor is selected, the P.O. is
computer generated and printed on a four (4) part purchase order form. The copies are
distributed as follows:

Vendor's Copy: This white copy is the original copy of the P.O. When a confirming
P.O. is required, it is clearly marked as a “confirming order” and
mailed to the vendor. Various terms and conditions are printed on
the back.

Payment Copy This pink copy is sent to the user department/division to be held in a
pending file until all of the items or services are received.
Then the department/division must use option #10 to receive the
items in the system (See Receiving and Inspection, page 72.)

Departmental Copy:  This yellow copy is sent to the user department/division for their
records.

Finance Copy: This blue copy is retained in Purchasing and filed numerically for
their records.

Comments

In order to comply with state statutes (Texas Local Government Code, Subtitle F. State and
Local Contracts and Fund Management, Chapter 2251. Payment for Goods and Services)
and avoid the interest penalty, invoices must be paid within thirty (30) days after delivery.
Attach all packing slips, delivery tickets, and invoice to the pink receiving form or a Copy of
the Pink Payment PO for Partial Receipt and submit them to Accounting no later than the
next working day.

The “Delivery Date” is the factor which determines the period in which an expenditure will
be recorded or charged.

For detailed instructions on receiving see Receiving and Inspection, page 72.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012

Page 51

G. Sample Purchase Order

City of Rowlett » 4004 Main Street PURCHASE ORDER
0W[6tt P.O. Box 99 » Rowlett, Texas 75030-0099 NO.: 070345
972-412-6189 « FAX 972-412-6144
PO.DATE  oz/pp/07
T E X A S
TO: SHIP TO:

HD SUPPLY WATERWORKS CITY OF ROWLETT

FO BOX 840700 WATER DEPARTMENT

DalLLAS, TX 75284 ATTH: BOBBY JACOBS
4310 INDUBTRIAL
ROWLETT, TX 75088

DELIVER BY SHIP VIA | F.0.B. TERMS
f
0@/1%/07 | BEST WAY [ ROWLETT NET/30
CONFIRM BY CONFIRM TO HEQUISITIONED BY
BOBR BLACKERBY VICKI ALFARD CLB
FREIGHT CONTACT NO. ACCOUNT NO. PROJECT REQ. NO. REQ. DATE
16045625006024 70299 02/01/07
QUANTITY uvomM ITEM NUMBER AND DESCRIPTION UNIT COST EXTENDED COST
1 2,00 Ea &£YX12" REPAIR CLAMP(705-745) 71.99 863, 88
2 12. 00 EA B"X12% REPAIR CLAMPS(899-939) 34. 85 1018. 20
3| 100. 0C FT 1 1/2% SDR—-9 POLY .85 85, 00
4 | 100. 00 FT 2" SDR-9 POLY 1. 36 136. 00
E &. 00 [EA g Xz2" DOUBLE STRAP BRONZE TAFPING 84, 64 507. 96
SADDLE~CC THREAD
& &. Q0 [EA QY1 1/2" DOUBLE STRAP BRONZE 83. 93 503, 58
TAPPING SADDLE-
| CC THREAD
7 &. 00 [EA 1G"X1 1/2" DOUBLE STRAP BRONIE 106. 24 &37. 44
TAPPING SADDLE
CC THREAD
B 8. 00 [EA 1 1/2" METER FLANGE GLAND PAKS 51. 28 331. 04
3 B. 00 [Ea STYLE 242 HYMAX COUPLING FOR 146, 75 1174. 00
§ 54-%. 17 OD
10 20. 00 [Ea 3/4" FLAIR ANGLE STOP/LOCK WING 16. 85 337. 00
11 ] 20. 00 EA 2 SCHEDULE 40XSDR-% INSULATING 8. 10 162 00
{ ADAP TER
12 40 00 Ea 4% PVYC TO PYC CT ADAPTER 2. 95 118. 00
SUB-TQTAL 5874, 10
TOTRL 5874. 10

RECEIVER AUTHORIZED
SIGNATURE SIGNATURE __ Ve e .

DATE RECEIVED FORWARD ALL INVOICES TO:  CITY OF ROWLETT, ATTN: ACCOUNTS PAYABLE
P.0. BOX 99, ROWLETT, TX 75030-0099
VENDOR COPY
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H. EXPEDITED AND EMERGENCY PURCHASES

The City realizes that emergencies do occur. Emergency purchases are those needed to
avoid interruption in City Services or to protect public health and safety.

Purchases made in expedited and emergency situations are generally more costly than
routine purchases. Therefore, they must be kept to a minimum. Poor planning, overlooked
requirements, or negligence may cause the need for expedited purchases but are not true
‘emergencies.”

Expedited Purchases

Requisitions for expedited purchases are handled differently than routine purchases. There
are two types of expedited purchases:

1) Purchases required within ten (10) days to prevent unacceptable work slow down
or service deficiencies;

2) Purchases required immediately to prevent actual work stoppage or service
interruption.

Expedited purchases are not emergency purchases. They are for items needed quickly to
prevent costly delays, and therefore, warrant the additional cost and effort caused by the
interruption of the normal work routine.

Requisitioning Expedited Purchases

The normal on-line requisition procedure should be used for both types of expedited
purchases. The requisitioning department/division should contact the Purchasing Office by
telephone, e-mail, and via the on-line system to advise them that special attention should be
administered by the buyer to receive the products or services as needed. Special
comments relative to the expedited purchase should be entered in the “F20=Comments”
portion of the on-line requisition.
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Emergency Purchases

Requisitions for purchases defined as emergency purchases are handled similarly to those
for expedited purchases with one major difference. They must meet one of the fifteen (15)
gualifications for exempt purchases in Chapter 252.022 of the Texas Local Government
Code. However, the three (3) true emergency exemptions, as listed in the above statute,
are listed below:

1) There is a case of public calamity and the prompt purchase of items is required
to provide for the needs of the public or to preserve the property of the City.

2) The item is necessary to preserve or protect the public health or safety of the
residents of the City.

3) The item is made necessary by unforeseen damage to public property.

When emergencies arise that are not covered by maintenance agreements, Blanket
contract POs, FPOs, or City Inventory, please notify Purchasing immediately for a verbal
P.O. number. The information needed to receive a verbal P.O. number is the vendor
arrangements, the complete description of the item or service required and the specific
costs involved.

Emergency purchases require a confirming requisition to be sent through the on-line
requisition system after the fact. The confirming requisition MUST reference the confirming
P.O. number given over the telephone.

For true emergency items as stated above, quotes are not necessary.

Requisitioning of Emergency Purchases

Normal Working Hours. All emergency purchases occurring during normal working hours
are processed through the Purchasing Office as follows:

1. The using department/division will immediately notify the Purchasing Office by
telephone with as much information as possible about the emergency purchase
required, so that the appropriate action can be initiated.

2. Simultaneously, a purchasing requisition is to be prepared by the using department
/division and sent through the normal channels.

3. The Purchasing Office or using Department/Division Head contacts as many vendors
as necessary to arrange the emergency purchase. If time permits, the purchase order
is completed according to procedure. Otherwise, the purchase is completed by
telephone, and the purchase order is completed, after the fact, and delivered to the
vendor.
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4. The buyer requests expedited delivery. The person making the requisition may be
required to pick-up the emergency purchase from the vendor if the expedited delivery
is not available.

Evening, Weekends and Holidays. For other than normal working hours, when purchasing
support is unavailable, process emergency purchases as follows:

1. The responsible official of the using department/division takes whatever steps are
necessary to procure needed supplies, services or equipment to relieve the
emergency situation. If possible, only those goods or services needed during the
evening, weekend or holiday are procured.

2. On the first working day following the emergency, the responsible official prepares an
on-line requisition and personally delivers any invoices, packing slips, or receipts to
the Purchasing Office to be attached to the requisition for processing.

The official in charge of the using department must certify, in writing, the next business day,
or as soon thereafter as possible, that the purchase involved was necessary because of one
of the reasons listed on the previous page.

IN SUCH CIRCUMSTANCES, THE USING DEPARTMENT BEARS THE BURDEN OF
ENSURING THAT THE EMERGENCY PURCHASE MEETS THE REQUIREMENTS OF
STATE LAW.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 55

Purpose

|. FIELD PURCHASE ORDER

The FPO allows individual departments/divisions to place orders up to a maximum of
$2,999.99 for certain supplies, materials, or services directly with vendors. It is an AS400
designed requisition to eliminate the processing time and expense of minor purchase
orders. FPOs shall be used as a payment mechanism for purchases under $3,000.00 with
the following exceptions as specified on page 57.

For every FPO issued, each department/division is responsible for assuring that sufficient
funds are available within the appropriate budget, and that the purchase meets the criteria
established especially for purchase orders.

Abuse or misuse of this system will result in the withdrawal of authorization to use the FPO.
Examples of misuse include:

1.
2.
3.

Using the FPO for unauthorized items or services.
Exceeding the $2,999.99 maximum limit.

Using FPOs when sufficient funds are not available within the appropriate
budget.

Using FPOs during the period when purchases are suspended at the end of
each fiscal year.

Splitting, dividing or separating requirements to keep FPOs under the $3,000
limit and thus avoid submitting a standard requisition or to avoid the
competitive bidding process in any way.

Authorization will be withdrawn after three (3) violations during any one period from October
through September.

Authorized Purchases By FPOs:

1.

Goods and services up to a maximum of $2,999.99, including freight, delivery
and installation, which are not covered under contract or are not available from
City Inventory.

Memberships, subscriptions and registration fees for conferences and
seminars, when a vendor will take a FPO number and invoice you at a later
date.
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Unauthorized Purchases By FPOs:

1.

ardwbd

Procedure

City inventory items carried in Accounting.

Items covered by annual contracts.

Maintenance agreements.

Travel related expenses such as airfare, lodging, rentals, etc.

Splitting, dividing, or separating requirements to keep FPOs under the $3,000
limit and thus avoid submitting a standard requisition or to avoid the
competitive bidding process in any way.

Computer hardware or software (except for the IT Division).

The using departments/divisions are responsible for the materials or products for FPOs. To
avoid charges of favoritism and price collusion, purchases should be rotated among
vendors offering comparable prices, quality and service.

The City is exempt from paying any local or state sales tax, and federal excise tax. For
more information, see Tax Exemption Certificates, page 84-85.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 57

FIELD PURCHASE ORDERS

. Department/Division - Enters FPO — Menu Option - 1. Field Purchase Order Entry
(requisition entry people only)

. Department/Division - Approves FPO — Menu Option - 6. FPO Payment Approval
(dept. requisition approval people only). F9 -This option will result in the account
being encumbered for the amount of the FPO after nightly or early morning updating.
An Encumbrance batch will be created.

Dept. print FPO.

Dept. Receives Merchandise.

Dept. Send copy of FPO and Invoice to Accounting.

Accounting — Check will be cut and matched to supporting paperwork then
filed in Accounting.

cpop

. AS/400 — After Approval for Payment, a batch will be created for Accounts Payable
with nightly or early morning update processing.

. Accounting — Post encumbrance batch and process A/P batch as they are created.

. FILE MAINT = Menu Option - 3. Field Purchase Order Maintenance may be used as
needed by the department to add an invoice number or other information after the
merchandise has been received. This option should be used prior to the Approval of
the FPO.

. CANCEL AN FPO.

e An FPO can be cancelled any time prior to approval for payment (Step 2).
e To cancel an FPO use Option 1. Field Purchase Order Entry, or, Option 3.
Field Purchase Order Maintenance.

If you cancel/delete an FPO after approval for payment, a negative
encumbrance results; thus FPOs should not be canceled/deleted after approval
for payment. If an adjustment needs to be made, contact Accounting.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012

Page 58

Step 1 -Add A New FPO And Department Approval

Sign on to the AS/400:
Path to Field Purchase Order Menu, from HTE Main Menu:
12. Purchasing/Inventory
1. Purchasing/Inventory Main Menu
10. Field Purchase Order Menu

FPO Main Menu

HT135MPI CITY OF ROWLETT 8/03/03
Field Purchase Order Menu 10:26:08

Select one of the following:

. Field Purchase Order Entry

. FPO Pending Invoice Entry

. Field Purchase Order Maintenance
. Field Purchase Order Inquiry

FPO Department/Division Approval
FPO Payment Approval

. Field Purchase Order Report

. FPO Pending Invoice Inquiry

ONOUIAWN R

90. Sign off

Selection 1

Menu Option 1. Field Purchase Order Entry, Existing FPOs “Cancelled” or “Needing Additional
Information” will be displayed. Existing FPO data can be changed using option 2 on this screen.

F17=Subset will allow the user to limit the FPQO’s that appear on the screen.

PI1348P01 CITY OF ROWLETT
Field Purchase Order Entry

Positionto .....
Type option, press Enter.
2=Change 4=Cancel 5=Display 6=Print

Opt FPO # Vendor name Status
F00011 NEED ADDITIONAL INFO
D00007 SCIENCE PLACE CANCELLED
D00006 SCIENCE PLACE CANCELLED
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F7=Additional information, Pressing F7 will display Invoice:, Invoice date : and Due Date: if the
data has been entered. Press F7 a 2™ time will redisplay the basic list.

PI1348P01 CITY OF ROWLETT 8/03/01
Field Purchase Order Entry 10:27:56

Positionto .....
Type option, press Enter.
2=Change 4=Cancel 5=Display 6=Print

Opt FPO # Vendor name Status
FO0011 NEED ADDITIONAL INFO
Invoice : Invoice date : 000000 Due date : 000000
D00007 SCIENCE PLACE CANCELLED
Invoice : 123456TEST Invoice date: 072401 Due date :081001
D00006 SCIENCE PLACE CANCELLED

Invoice : 123457TEST Invoice date: 072501 Due date :073001
F3=Exit F6=Add FPO F7=Additional information F17=Subset

F6=Add An FPO

PI1349U01 CITY OF ROWLETT 8/03/01
Field Purchase Order Entry 10:33:36

Type information, press Enter. Assigned
Field PO number ... F00015 Date.__ 080301 User (F4)_GLEN
Remarks . ... ...
Received by ... .GLEN
GM vendor # (F4) ..10263 THE SCIENCE PLACE

Invoice number (F4) Invoice date . .. 000000
Payment due date .. 000000 (MMDDYY)
Invoice amount . . . Line total . . . . .00

Account number Project  Amount Transaction description

01105405146101 1.00 TEST FPO

F3=Exit F4=Prompt F7=Additional info F8=Comments F9=Retrieve
F10=PI vendors F12=Cancel F16=Reserve FPO#
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BLUE ITALICIZED = SYSTEM ASSIGNED FIELDS

BLUE= REQUIRED FIELDS to Add a new FPO

NOTES

o All fields can be changed at this point Except “Field PO number”
e FPO can be created without the “Account number” and “amount”, by pressing F16 Reserve

FPO#. Status will change to “Needs Further Information”

e CAUTION —When reserving a Field PO number using “F16 Reserve FPO#", it is important
to key enough of a description, or comment, to allow the user to remember what the FPO
was reserved for when further processing detail is available.

Step 2- Menu option 5 = Department Approval Processing:

PI327P01 CITY OF ROWLETT 8/03/01
Field Purchase Order Department Approval 10:54:18
Positionto .. ...
Type option, press Enter.
1=Select for approval 5=Display
Opt FPO# Vendor name Invoice # Amount
1 FO00015 SCIENCE PLACE $1.00
__ F00161 COCA-COLA BOTTLING CO. $66.00
___ F00160 PARTY CITY $1.00
__ F00156 SAM'S CLUB $200.00
__ F00154 FLAGHOUSE, INC. $144.48
__ F00153 BEST ACCESS SYSTEMS $18.00
__ F00152 SAM'sS CLUB $150.00
__ F00149 FITNESS WHOLESALE $224.90
__ F00140 SAM'S CLUB #8299 $300.00
__ F00137 SAM'S CLUB #8299 $300.00
___ F00134 HIGHTECH SIGNS $21.30
__ F00128 MJ DESIGN $1.00
___ F00080 ARCHIVE SUPPLIES, INC. $360.00
___ FO00065 WALMART SUPER CENTER $1.00

Select an FPO to approve, press Enter: The following screen will appear.
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PI327U01 CITY OF ROWLETT 8/03/01
Field Purchase Order Department Approval 10:55:32

ENTERED - NEED APPROVAL
Type information, press Enter. Assigned

Field PO number ... F00015 Date.. 080301 User.. GLEN

Remarks . ......

Received by . . . .. GLEN

Vendor ....... 0010263 SCIENCE PLACE

Invoice number . .. Invoice date . .. 000000

Payment due date .. 000000 (MMDDYY)

Invoice amount . . . Line total . . . . $1.00
Account number Project Amount Transaction description
01105405146101 $1.00 TEST FPO

F3=Exit F4=Prompt F7=Additional info F8=Comments F9=Approve Fl1=Reject
F12=Cancel

Step A — Select the FPO to be Approved. Key any additional information or comments(F8).

Step B — Press F9 To Approve the FPO. The amount approved will be encumbered for the account
when the nightly or early morning update processing is performed. Example, if an FPO is approved
Today, the Encumbrance will not appear on the account until Tomorrow.

End of Procedure - Creating and approving an FPO is complete.

OTHER PROCEDURES

CANCELING AN FPO

An FPO can be cancelled at any time Prior to approval for payment. To cancel an FPO use Menu
option 1, Field Purchase order entry or Menu option 3, Field Purchase Order Maint.

RESERVING AN FPO NUMBER

An FPO can be created without the “*Account number” and “amount”’, by pressing F16
Reserve FPO# AFTER F6 has been pressed from Menu Option 1. The status of the FPO
will change to “Needs Further Information” until required information is entered.

CAUTION - When reserving a Field PO number using “F16 Reserve FPO#”, it is important
to key enough of a description, or comment, to allow the user to remember what the FPO
was reserved for when further processing detail is available.
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DELETING AN FPO

FPO NUMBERS CANNOT BE DELETED

Please use the ADD and RESERVE functions with caution. The numbers should be cancelled
PROMPTLY, if it is determined that they are not to be used.

F17 SUBSET

The Subset function key is used throughout all the HTE systems. If it is available for the particular
application you are using, it will be listed on the bottom of the screen along with other F keys.

Purpose: To allow the user to limit the information to be displayed. For example, if using the FPO
inquiry (Option 4. Field Purchase Order Inquiry) the following prompt will appear.

Field Purchase Order Inquiry Subset

Type information, press Enter.
Assigned user (F4) . .

GM Vendor # (F4) . . .

Name
Invoice number . . ..
FPO date range ... to

Approval date range to

FPO status (F4) ...

Account number range . (From Acct)
(To Acct)

Project number (F4). .
Item description

F4=Prompt F10=PIl Vendors F12=Cancel

Select any field to key information, press enter, and the data will be displayed based on the
selection made. For example, if the user only wanted to see the FPO’s for Assigned user GLEN;
the user would key GLEN in the field and only my Glen’s FPO’s would display.

Pressing F4 on the FPO status line will display the following options

Opt Code Description

1 NEED ADDITIONAL INFO
ENTERED - NEED APPROVAL
DEPT APPROVD NEED INVOICE
AWAITING PAYMENT APPROVAL
INVOICED
COMPLETED
CANCELLED

~NoO oM WN
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If the user only wanted to see the FPQO’s with a status of DEPT APPROVED NEED INVOICE for
“Assigned user GLEN”; the user would key “GLEN” in the field for “Assigned user” and “3” in the field
for “FPO status” and only GLEN'’s FPQO’s that are approved and needing an invoice would display.

PRINTING A LIST OF FPO’S
Menu Option 7. Field Purchase Order Report

Key Menu option 7 Field Purchase Order Report, press enter and the following prompt will appear.

P1347P01 CITY OF ROWLETT 10/04/01
FPO Report 10:42:14

Type information, Press F8 to submit.

Reportorder ....... 1 1=FPO order

2=Account order

3=Vendor name order
Print line items .. ... Y (Y orN) Forreport order 1 only
Vendor number (F4) . ...
Invoice number ... ...
Acct range from (F4)

99999999999999

Project number range (F4) to
Assigned user (F4) .. ..
FPO status (F4) . ... .. .

FPO date range . ..... to 10042001
FPO invoice date range .. to 10042001
FPO department approval

date range .. to 10042001

F3=Exit F4=Prompt F8=Submit

The user can then select any combination of data to include on the report by reviewing and changing
the various prompts on this screen. If F8 is pressed and no selective information is keyed a detailed
list of all FPQO’s on the system will be printed.

F8 is used to create the report, pressing the enter key will not cause the report to be printed.
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PRINTING AN FPO

The FPO Receiving Report can be printed from 2 sources.

Menu Option 1. Field Purchase Order Entry, then key Option 6=Print

Menu Option 4. Field Purchase Order Inquiry, then key Option 6=Print

The receiving report is printed in the following format.

PI328L
PAGE: 1
FPO ENTRY / RECEIVING REPORT

FPO NUMBER : F00175 DATE RECEIVED: 9/18/01
REMARKS : REPAIR PARTS FOR HALE HOUSE
RECEIVED BY: D HALE ENTERED: 9/18/01 16:07 BY: VOORHIESD
VENDOR: 0012544 - HANDYMAN HARDWARE, INC.
INVOICE NUMBER: 64238 INVOICE DATE: 9/18/01
INVOICE POSTED: 9/20/01 9:50 BY: HODGESD
PAYMENT DUE: 9/27/01 AMOUNT: $ 19.99
ACCOUNT# PROJ# AMOUNT  ITEM DESCRIPTION

01130615414502 $ 19.99 INV #64238 DATED 9/17/01
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J. SAMPLE FPO

PI348T01 CITY OF ROWLETT 2702707
Field Purchase Order Inguiry 16:27:56
INVOICED
Type information, press Enter. Aggigned
Field PO number . . . F50428 Date . . 113006 User . . VALFARQ
Remarks . . . . + .+ = BID 2007-18-ADVERTISEMENT-DEMOLITION SERVICES
Received by . . . . . VALFARC
Vendor . . .« « « + 0004302 STAR COMMUNITY NEWSPAPER
Invoice number . . . 377114 Invoice date . . . 011507
Payment due date . . 011907 (MMDDYY)
Invoice amount . . . 891.00 Line total . . . . $91.00
Account number Project Amount Transaction desgcription
10120204307608 $91.00 STAR/BID AD/DEMOLITION SERVICES 2007-19

Fi=Exit F7=Additional info FP8=Comments F9=Approval info  Fl2=Cancel

Changes or Cancellations

The person signing the FPO is authorized to make changes or cancel a FPO as long as the
total price does not exceed $2,999.99.

Expediting

Each department/division is responsible for all follow-up pertaining to FPO purchases.
Purchasing may be contacted for advice or assistance if a problem develops.

Receiving

See Receiving and Inspection.
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K. NAVILINE FPO ENTRY

Naviline: http://rwitnav/  (Use your AS400 login and password)

Enter the Field Purchase Order Entry Function via the following path:

Financial Systems
Purchasing/Inventory Main Menu
Field Purchase Order Menu
Field Purchase Order Entry

B3 Field Purchase Order Entry - CITY OF ROWLETT
Application

File Edit List Commands View Help

Home | New Window | Support

& ¥ Field Purchase Order Entry Email | | Help

Add Field Purch...

Field purchase order number:

Additional info...

Subset...
Vendor Mame Status
Fo0237 3TAR COMMUNITY NEWIPAFPER INVOICED
Fo0230 3TAR COMMUNITY NEWIPAFPER INVOICED
Fo02z29 3TAR COMMUNITY NEWIPAFPER INVOICED
Fo0zz21 NEOQPOST INC. INVOICED
F50013 3TAR COMMUNITY NEWSPAPER INVOICED
Fo0012 3TAR COMMUNITY NEWIPAFPER INVOICED
F494997 3aM'S CLUE DIRECT INVOICED
F49933 DFlW METROPLEX CHAPTEER OF NIGE INVOICED
F49932 DFlW METROPLEX CHAPTEERE OF NIGE INVOICED
F49931 PRA-NCT INVOICED
F49930 PRA-NCT INVOICED
F49954 FEDERAL EXFPRESS INVOICED
F49953 ATFARO, WVICEI CANCELLED
F49373 3TAR COMMUNITY NEWIPAPER INVOICED -
.| [ :

mEE e

Choose ‘Add Field Purchase Order’ from the column on the left.
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Order entry screen:

E Field Purchase Order Entry - CITY OF ROWLETT
Application  File Edit Commands  View Help

Home | MNew Window | Support

Field Purchase Order Entry Email | | Help

Y

Additional info...

Field purchase order number: Assigned user: | UANFOES

Comments... Field purchase order date: 12/26/2006 v| Status:

Retrieve data... l

Rapid Entry Inwoice Infarrmation
Pl vendors...
Received by:
Remarks: |
Reserve number... GM vender number: 0 >
- - or -—--
Vendor name: | |
nt MNunber Project Amount Transaction Description
» o.on
o.oo
0.o0
0.o0
0.o0
0.o0
o.on
0.00 =
Cancel )
Line total: .00

Exit

0K

YL e

There are two tabs here that require entry — ‘Rapid Entry’ and ‘Invoice Information’.

Rapid Entry tab:
Received by: Enter login
Remarks: Describe purchase and purpose

Tab to ‘“Vendor Name’ and enter partial vendor name.
Tab and enter ‘B’ (for Begins with); choose vendor name from list
Enter account number in designated area along with amount and the transaction description.
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(Note: Standard form for the ‘Transaction Description” area is ‘ Vendor name/description’; vendor
name can be abbreviated here.)
Project is not usually applicable.

Rapid Entry (Order Information) example screen: (This example is from the inquiry function.)

B Field Purchase Order Inquiry - CITY OF ROWLETT
Application  File Edit Commands  View Help
S e W

Home | Hew Window | Support

% . BB¥ Field Purchase Order Inquiry Email | | Help

gamitinmal ... Field purchase order number:  F50230 Assigned user: VALFARD
Comments... Field purchase order date: 111606

Approval histony... Status: [NYOICED

Invoice Information

Received by: VALFARO
Remarks: BID AD 2007-14 LEASE OF HARLEY DAVIDSON
Vendor: 0004302 STAR COMMUNITY NEWSPAPER

unt Number Project Amount Transaction Description -

10120204307608 97.50||STAR/BID AD 2007-14 LEASE OF HARLEY DAVI

44

Cancel Line total: 97 50
Exit

OK

BV

**Important:

Click on the ‘Invoice Information’ tab
Enter Invoice number

Enter Invoice date
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Enter Payment due date
Enter Invoice amount
Note: “Field purchase order date’ and ‘Invoice date’ must be the same.

‘Invoice Information Tab’ example screen:

B Field Purchase Order Inquiry - CITY OF ROWLETT
Application  File Edit Commands  View Help

Home |

New Window | Support

Field Purchase Order Inquiry Email | | Help

il

gaitiopal ... Field purchase order number:  F50230 Assigned user: VALFARD
Comments... Field purchase order date: 111606

Approval history... Status: INYOICED

Ordler Information |

Inveice number: 373954
Invoice date: 121206
Payment due date: 121506
Invoice amount: 97.50
I unt Nurber Project Lrmount Transaction Description i
10120204307608 97.50 || 3TAR/EID AD 2007-14 LEASE CF HARLEY DAVI
¥
Cancel Line total: 97 .80

Exit

OK

WYL

Press enter when you are finished and the system will return to the main Field Purchase Order Entry
screen. Changes can be made here or in ‘Field Purchase Order Maintenance’. When the FPO is
approved and has a status of ‘Invoiced’ changes can no longer be made.
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L. FIELD PURCHASE ORDER FLOW CHART

Need determined by department

l

Amounts up to $2,999.99

l

Quotes recommended

l

Vendor selected

l

Terms of the sale are determined
(Delivery/ pick-up, shipping costs)

}

FPO issued

}

Merchandise is received

l

Paperwork prepared for payment
(attach packing slip, invoice, etc.)

l

Paperwork sent to Accounting

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 71

M. GUIDELINES FOR PRICE QUOTATIONS

Bidding limits are established to ensure that sizable purchases are subject to fair
competition among available, responsible vendors. To effectively expedite and control
purchases of goods and services that are under the sealed bid limits established by the
Local Government Code, Chapter 252, the following guidelines have been established by
the City of Rowlett Purchasing Agent to assist Purchasing Office employees, as well as
other city employees, in obtaining competitive quotes. These guidelines are based on the
Texas Comptroller of Public Accounts Model Purchasing Manual for Texas Cities and
Counties. Even though certain purchases are exempt from the statutory requirements for
formal sealed bids, they should have adequate controls and be subject to all practical
competition.

The following statutes are quoted from the Texas Local Government Code, Chapter 252
and are listed as a reference for any representatives of the City of Rowlett in obtaining
quotations for goods or services under $50,000.00.

A. 252.021 LGC - Competitive Bidding and Competitive Proposal Requirements
(a) (a) Before a municipality may enter into a contract that requires an expenditure of
more than $50,000 from one or more municipal funds, the municipality must
comply with the procedure prescribed by this chapter for competitive sealed
bidding or competitive sealed proposals.

a. B. 252.0215 LGC - Competitive Bidding in Relation to Historically
Underutilized Business

A municipality, in making an expenditure of more than $3,000 but less than $50,000 shall
contact at least two historically underutilized businesses on a rotating basis, based on
information provided by the Texas Building & Procurement Commission pursuant to Chapter
2161, Government Code. If the list fails to identify a historically underutilized business in the
county in which the municipality is situated, the municipality is exempt from this section.

C. 252.062 LGC - Criminal Penalties

(@) A municipal officer or employee commits an offense, if the officer or employee
intentionally or knowingly makes or authorizes separate, sequential, or
component purchases to avoid the competitive bidding requirements of Section
252.021. An offense under this subsection is a Class B misdemeanor.
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D. 252.001 LGC — Definitions

(2) “Component purchases” means purchases of the component parts of an item that
in normal purchasing practices would be purchased in one purchase.

(6) “Separate purchases” means purchases, made separately, of items that in
normal purchasing practices would be purchased in one purchase.

(7) “Sequential purchases” means purchases, made over a period, of items that in
normal purchasing practices would be purchased in one purchase.

Guidelines for Purchases Below $50,000

If competitive sealed bids are not used, price quotations should be solicited from an
adequate number of vendors to ensure competition. Procedures for obtaining price
guotations are not established by state law and are structured to the needs of the
City of Rowlett. City employees should use the following guidelines. To protect the
integrity of the process, all solicitations of quotes shall comply with the following.

A.

Vendors should be informed that only price quotes are being solicited at
this time.

Vendors should not be privileged to quotes from other vendors.

Vendors should be rotated to ensure competition.

. Justification for any sole source request should be documented on the

requisition.

Purchasing should be contacted if additional vendors for a particular
product or service are needed.

Purchasing should be contacted for historically underutilized businesses
for purchases over $3,000.

. Purchases should be monitored to determine if separate, sequential, or

component purchases might exceed the bid limits.

. Quotes should be submitted with a requisition to the Purchasing

Department/Division for vendor selection, processing, and ordering.
The lowest price should always be accepted, all other factors being equal.

The user department/division shall never place orders unless a purchase
order has been obtained through the procedures established in the
Purchasing Manual.

Contact Purchasing staff with any concerns or questions you may have.
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Purchases less than $3,000.00

No quotes are required but are recommended when possible. Orders may be
placed by an authorized member of a department/division directly with vendors by
procurement card, or by a field purchase order (FPO).

Purchases between $3,000 - $49,999.99.

Written quotes should be obtained from a minimum of three vendors and
documented on purchases in this category either by the using department/division
or by the Purchasing staff. Two of the vendors solicited shall be from historically
underutilized vendors as stipulated in 252.0215 listed above. The attached
‘quote form” is provided for use by the departments/divisions in receiving written
guotes. The form can be modified to fit the exact needs of the purchase, yet
should be consistent for all vendors for each item. The quote form should include
a complete description, quantity required, complete vendor information and
contact person with signature, delivery terms and any other pertinent information.
The use of the fax machine or Internet for these procedures is acceptable and
encouraged. Purchasing will process the PO.

An on-line requisition and all forms of written quotations shall be forwarded
to the Purchasing Office for purchase order processing and retention.

Purchases $50,000.00 and over

Formal bids, called “Council Bids”, are required. Notice to bidders must be
publicly advertised in the newspaper for two (2) consecutive weeks, with the first
date of publication being at least fourteen (14) days prior to the opening of the
bids or proposals. All formal sealed bids must be submitted to Purchasing.
Purchasing will conduct a public bid opening and tabulate the bids. Formal
Sealed Competitive bids are awarded by the City Council. Formal Competitive
sealed proposals, used for high technology procurements, are opened so as to
avoid disclosure of the contents of proposals to competing bidders until after the
award of the bid.
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4. Exceptions to the $50.000.00 Bid Threshold

Insurance, which has a bid threshold of $5,000.
Professional or personal services.
Sole source procurements.

Other exemptions as outlined in the Texas Local Government Code
Chapter 252.022.

Telephone/fax/electronic quotations may be used by the Purchasing staff or by the
using department/division and should include a description of the item to be
purchased, the quantity to be purchased, the unit cost of the item/items, and
complete delivery and shipping information and associated cost, if any.

An on-line requisition and all forms of written quotes shall be forwarded to the
Purchasing Office for purchase order processing and retention.
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N. SAMPLE REQUEST FOR QUOTATION FORMS

PRICE QUOTATION FORM

B. Purpose

The request for quotation form provides City employees a consistent means of
soliciting quotes from prospective vendors for those items under $50,000. A
sample Request for Quotation (RFQ) is available in the P Drive in the Purchasing
folder as “Sample RFQ form”.

C. ltems to include on a Request for Quotation Form

A. Enter your department/division and contact person.

B. Enter your department/division phone number.

C. Enter your department/division fax number.

D. Enter the name and address of the vendor, one for each vendor
selected.

E. Enter the vendor contact name.

F. Enter the vendor phone number.

G. Enter the vendor fax number.

H. Enter the complete description of the item(s) including any installation,

warranty or other pertinent information for consistent quotes.
l. Enter the estimated quantity to be purchased.
J. Enter the required delivery date.
K. Enter the fax number of the vendor to return the quote.

L. Enter the date by which the quote should be returned.
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City of Rowlett Request for Quotation
4004 Main St., Rowlett, TX 75088
Purchasing Phone - 972/412-6189 - Fax 972/412-6144
October 19, 2006

Please guote the following FOB Rowlett, 4310 Industrial Street, Rowlett, Texas 75088

UNIT TOTAL
ITEM QTY DESCRIPTION PRICE PRICE
1. 1 Each Opticom Cable, 1,000 foot roll $ $
2. 4 Each Model 721, Opticom Optical Detector  $ $
w/ mounting bracket
3. 2 Each Model 752, Opticom Phase Selector $ $
Module (2-channel)
GRAND TOTAL $
Comments:
If you have questions please contact Brad Hope at 214/463-5918.
Delivery time ARO:
Company Date

Sales Representative

Telephone & Fax Numbers /

Email Address

Complete quotation and fax to Vicki Alfaro at 972-412-6144, by Friday, October 27, 2006 at 2:00
PM.
If you are not interested in quoting please return with a “No Bid” response.
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O. ANNUAL CONTRACTS

Purpose

Purchasing awards annual contracts to vendors for supplies, equipment and services
routinely required by one or more departments/divisions. Contracts protect pricing for a
one-year period and allow a user department/divisions to telephone orders directly to the
vendor. This eliminates requisitions and processing time.

Procedure

Each user department/division is responsible for keeping a copy of the contract purchase
order on file. All releases against the contract during the contract year will be placed directly
by the using department/division under the same original P.O. number each time.

After the items have been received, attach the packing slip or delivery ticket to a completed
PO (See Receiving and Inspection, page 89) and send it to Purchasing no later than the
next day.

Comments

It is important for the using department/division to remember that they are actually
the “contract administrator” of these types of contracts. After Purchasing solicits the
bids and makes an award to a particular vendor, it is the responsibility of the using
department/division to notify Purchasing of any problems relative to the contract.
For example, the inability of the vendor to provide the products and/or services on a
timely basis. Proper documentation of problems is essential in determining the
responsiveness of the vendor. Without written documentation, it is difficult and often
impossible to prevent that vendor from bidding and receiving the award of the
contract again. Please submit, in writing, problems that you feel are pertinent so that
we may discuss the situation and possible repercussions with the vendor.
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P. MAINTENANCE AGREEMENTS

Purpose

The City maintains service agreements with manufacturers and authorized service centers
for many office machines such as typewriters, copiers, and other specialized equipment.

Computer equipment is now maintained through the Information Technology Division (IT).
No computer maintenance agreements will be contracted for, unless first approved by
Information Technology Division (IT).

It is the responsibility of the using department/division to budget funds for and to inform
Purchasing of any equipment that needs to be covered under a maintenance agreement. It
is also the duty of each department/division to inform Purchasing of any disposition of
equipment that make it necessary to cancel an existing maintenance agreement.

All lease purchases or capital leases need to be coordinated with the Finance Department.
This type of purchase and financing is unique and is accounted for through debt service
funds, not the customary departmental expenditure accounts.

Procedure

Purchasing is responsible for automatically renewing all maintenance agreements unless
notified in advance by written memo from the user department/division. Some contracts
require a thirty (30) day cancellation notice; therefore, if a department/division will not be
renewing a maintenance agreement, they must notify Purchasing forty-five (45) days before
the agreement expires.

Each City department/division is responsible for arranging repair service for equipment that
is covered under a maintenance agreement.

Should a piece of equipment need repair and a maintenance agreement does not exist,
submit either a standard on-line requisition or (if urgent) request an emergency purchase
order.

Q. LEASE PURCHASES

All lease purchases or capital leases shall be coordinated with the Finance Department.
This type of purchase and financing is unique and is accounted for through debt service
funds, not the customary departmental expenditure accounts.
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R. SOLE SOURCE PURCHASES

The following are reasons why a purchase might be practical from only one vendor.

1. There is no competitive product. The good/service is a one-of-a-kind or patented
product, a copyrighted publication available from only one source, or a unique item
such as a work of art.

2. The product is only available from a requlated or natural monopoly.
For example: utilities, gravel from the only pit in the area, etc.

3. The product is a component of an existing system that is only available from one
supplier. The replacement of a component or a repair part may be only available
from the original supplier.

Procedure

Sole source purchases are handled the same as other purchases, with these exceptions:

1.

A comment in the “Comments” section (F20) of the on-line requisition must be made
to verify that the requisitioning party has contacted a sufficient number of vendors
and has reason to believe that only one practical source of supply exists. An official
memo may be requested by the Purchasing Manger from the department/division, if
necessary.

The requisition is then completed in accordance with the on-line requisition system.
The Purchasing Office will determine if the item is a sole source purchase.

All sole source purchases should be approved by an official authorized to approve
such purchases. The approval should be done before a purchase order is issued.

After the requisition is approved, the purchase order is prepared.
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S. PETTY CASH

Purpose

Finance maintains a petty cash fund that can be used by City departments/divisions. Any
item bought with petty cash cannot exceed $100.00. User departments/divisions make
these purchases directly with the vendor and reimbursements are made providing the
proper “Petty Cash Voucher” is completed and a copy of the receipt is attached.

Comments

It is important to remember that the City is exempt from paying any local or state sales tax.
Therefore, you will need a signed Tax Exemption Certificate at the time of purchase to verify
that you work for the City. Otherwise, tax will be charged by the vendor and that amount
may not be reimbursed.

Preparation

A sample of the “Petty Cash Voucher” is provided on page 82. Explanations of the various
fields are as follows:

DATE OF VOUCHER: (current date)

DESCRIPTION: Reason for cash.

AMOUNT: Indicate, in numerals, the dollar amount.

CHARGE ACCOUNT NO.: Account number to be charged.

RECEIVED BY: Person requesting petty cash.

APPROVED BY: To be signed by the Director, Division Head, or Supervisor.

o gk wnh R
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T. Sample Petty Cash Voucher

PETTY CASH

( NUMBER ) ( DATE ]
.

DESCRIPTION OF ITEM/SERVICE PURCHASED AMOUNT

CHARGE TO ACCOUNT TOTAL
Rec ;;wd By Apprisved By
PETTY CASH
[NUMB&R /3 ?\{W[ /.., /5,' 07 j}

AMOUNT

m/le,{,eﬁ mrd')mspn/ G@ory
Office Miag
(Crceiot a‘f“‘fac/xm/)

CHARGE TO'ACCOUNT (o/-Jaso- $30-60abtac | /2 0§

Hecewverd IQM/% & Approved By -_ﬂﬂj
9672
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VI. TAX EXEMPTION CERTIFICATES
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TAX EXEMPTION CERTIFICATE

Purpose

The City is exempt from payment of all local and state sales tax, and federal excise tax, with
the exception of Hotel/Motel tax.

Procedure

Many times a vendor will ask for the City’s “Tax Exempt Number”. We do not have a
number; we are exempt by law because we are a municipality. Purchasing can provide the
vendor with a copy of a tax exemption letter when necessary. A sample of the Sales Tax
Exemption Certificate is provided on the next page.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 84

A. Sample Tax Exemption Certificate

01339 (Back)
{Rev. 12-02/4)

TEXAS SALES AND USE TAX EXEMPTION CERTIFICATION

Name o purchaser, Wi or Agency
City of Rowlett
Address (el & number, .0, Box or Route number) Phone (Area code and number)
P.O. Box 99 972/412-6100
City. State. ZIP code
Rowlett, Texas 75030-0099

I, the purchaser named above, claim an exemption from payment of sales and use taxes (for the purchase of taxable
items described below or on the attached order or invoice) from:

Seller:

Street add City, State, ZIP code:

Description of items to be purchased or on the attached order or invoice:

All items

Purchaser claims this exemption for the following reason:

Municipal Government / Tax ID 75-1233986

| understand that | will be liable for payment of sales or use taxes which may become due for failure to comply with the provisions of the
Tax Code: Limited Sales, Excise, and Use Tax Act: Municipal Sales and Use Tax Act; Sales and Use Taxes for Special Purpose Taxing
Authorities; County Sales and Use Tax Act; County Health Services Sales and Use Tax; The Texas Health and Safety Code: Spscial
Pravisions Relating to Hospital Districts, Emergency Services Districts, and Emergency Services Districts in counties with a population
of 125,000 or less.

| understand that it is a criminal offense to give an exemption certificate to the seller for taxable items that | know, at the time of purchase,
will be used in a manner other than that expressed in this certificate and, depending on the amount of tax evaded, the offense may range
from a Class C misdemeanor to a felony of the second degree.

Purchaser Titie Daie

A L S OpE. 0F F1mnrdc (s SEANCS

NOTE: This certificate cannot be issued for the purchase. lease, or rental of a motor vehicle
THIS CERTIFICATE DOES NOT REQUIRE A NUMBER TO BE VALID.
Sales and Use Tax "Exemption Numbers" or "Tax Exempt® Numbers do not exist.

This certificate should be furnished to the supplier. Do not send the completed certificate to the Comptroller of Public Accounts.,
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VIl. AFTER THE ORDER
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AFTER THE ORDER

A. Purpose

The purchasing function is not accomplished by simply placing an order with a supplier. Sometimes
satisfactory delivery requires expediting, cancellation or changes.

B. Expediting

Follow-up or expediting delivery of the order is part of the purchase process. Therefore, any
inquiries concerning late deliveries or long lead times should go through Purchasing.

C. Cancellation Or Change Order

Since a purchase order is a legal document, it cannot be amended unless a change order is
processed. To cancel or change a purchase order, the user department/division must inform
Purchasing, by written memo or e-mail as soon as possible. Purchasing will then notify the vendor,
and if approved, the change order will be completed and processed. Copies of the change order will
then be distributed for confirmation.

Occasionally the vendor will over-ship an item and the department/division will decide to keep the
extra or the vendor will under-ship an item and the department/division will decide to cancel the
remaining balance. In these instances, the department/division should make the proper notations on
the receiving copy of the purchase order so that Purchasing may make any needed adjustments.

The latest revision was approved by City Council on January 17, 2012 by Resolution 011-12 which
raised the change order or minor contract modification amount from $25,000 to $50,000. The City
Manager has the authority to approve change orders and minor contract modifications less than
$50,000 with written notification to the City Council listing the purpose and cause of such change
order and certifying the availability of funds. Major modifications (Change Orders) that change the
scope of work and increases the original contract amount by more than $50,000 must be approved
by the City Council. Major modifications (Change Orders) that change the scope of work and
increases the original contract amount by more than $50,000 must be approved by the City Council.

D. Returns To The Vendor

It is the duty of the individual department/division to inspect all items or services received. If the
items delivered are not acceptable, notify Purchasing at once. Purchasing will take immediate
action to obtain replacements by the vendor, or otherwise supply the department/division with the
correct materials.

E. Vendor Relations

If the user department/division experiences problems with a vendor pertaining to delinquent delivery,
guality of product or service, invoicing problems, etc., please notify Purchasing as soon as possible.
These problems should be handled professionally, and persistent problems should be documented
in writing for future vendor evaluation.
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VIIl. RECEIVING AND INSPECTION
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RECEIVING AND INSPECTION

A. Purpose

When any materials, equipment or supplies are received, the department/division that
placed the order is responsible for inspecting the shipment and initiating the payment
process. This should be done as promptly as possible to take advantage of early payment
discounts and/or give the Accounting Division the processing time it needs to avoid interest
penalties and comply with 30 day payment requirements by state law.

B. Inspection

All items must be inspected upon receipt, and whenever possible, in the presence of the
vendor or shipper. Inspection should include:

Verification of correct delivery site.

Verification of correct quantities.

Verification of correct P.O. number on the packing slip.
Checking for damaged or defective goods.

C. Receiving Complete Orders

When all items or services ordered on a purchase order are received complete (except for
contracts), attach the packing slip or delivery ticket to the P.O. receiving copy (pink), sign
and date the receiving copy in the spaces indicated (Date Received and Received By) and
immediately submit it to Accounting. Orders in amounts over $5,000 should be signed by
the director or division head. A sample of the receiving copy of a completed purchase order
is provided on the next page.

Someone in the user department must receive the order in the H T E Purchasing system.
This can be accomplished through the Purchasing Receiving Menu, selection #10 Receipts
processing. Enter your name next to By, packing slip #, PO #, press enter. On the next
screen which is the Purchase Order Received — Item Summary Screen enter F9 if all items
have been received. If a partial order has been received, indicate the quantities that have
been received for each line item, press enter and F5 to accept.
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D. Complete PO Form

City of Rowlett « 4004 Main Street  PURCHASE ORDER
P.O. Box 99 » Rowlett, Texas 75030-0099 NO.:
972-412-6100 » FAX 972-412-6132

Q304732

P.O. DATE 0B/06703

TO: \ SHIP TO:
NEE NATIONAL BANK EGUIFMENT CITY OF ROWLETT
B0 OpOY 2199 UTILITY BIL.L.INE
ROCKWALL, TH  75030-009% ATTN: DEBBIE GRIMES

ROWLETT, TX 75088

VENDOR NO.
4550
DELIVER BY SHIP VIA F.0.B. TERMS
0B/ 1503 NET 750
CONFIRM BY CONFIRM TO REQUISITIONED BY
DA IR FaT 0N VICKT ALTARD Vat.FaRo
FREIGHT CONTRACT NO. ACCOUNT NO. PROJECT REQ. NO. REQ. DATE
160R0L LBO0GO60 30518 07/31/03
QUANTITY O ITER MURMBER AND DESCRIPTION ST EXTENDED COST
SHEPLACE F‘NST TG MOSLER LETTER 2650, OO
DROP wi
2EUH K G X 20°D DROP SAFE WI1TH
DROP FACE PLATE WITH
ELD HCI‘:U
E.JP (M‘L.%JY}X%:% (L
AR -TOT BEGY. DO
. TOTAL REEO, OO
£~ 16 & .5
I 2, 4 527
Aece Aate 91597
Complite! L
AUTHORIZED o o ‘
srawmum«: /(XZJMW / s Jf/ SIGNATURE (Aol it ':fﬁm{;»‘:'-«&ﬁw“;y o
ra
DATE RECEIVED 703 FORWAHRD ALL INVDICES TO: CITY OF ROWLETY, ATTN: ACCOUNTS PAYABLE

£.0, BOX 99, ROWLETT, 'FX 75030-0099
PAYMENT COPY
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E. PARTIAL RECEIPT VOUCHER

Purpose

The Partial Receipt Voucher is the designated receiving form to be used when a shipment is
received in two (2) or more (partial) deliveries. It is also the receiving form used for all
annual contracts.

Procedure

After inspection of the goods or the services received, attach the packing slip or delivery
ticket to a completed Partial Receipt Voucher (Copy of PO) and immediately submit it to
Accounting for processing.

Preparation

To submit a Partial Receipt Voucher make a copy of the pink payment copy of the purchase
order. On this type of partial receipt, you would cross out any items that are not being
received (either still outstanding or have been previously received), sign and date the
partial, and submit it, along with the packing slip or delivery ticket to Accounting for
processing. A sample of this type of partial receipt is provided on the next page.
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F. Partial Receipt Voucher Sample Forms

City of Rowlett + 4004 Main Street PURCHASE ORDER
P.0O. Box 99 » Rowlett, Texas 75030-0099 NO.:
972-412-6100 » FAX 972-412-6132

G30485

P.O. DATE o700

TO: SHIP TO:

CDW GOVERN MEMT; e CITY OF RQML

230 N MILWAUKEE INFGRMATIBN TECHNBL aey
VERMN HTLLS; L &0061~-1518 ATTN: LINDA BONM

4000 MAJ’N STREE'!

ROWLETT, TX 75088

VENDOR NO.

L8990
DELIVER BY SHIP ViA F.0.B. TERMS

DH/04003 URE GROUND MET
CONFIRM BY CONFIRM TO REQUISITIONED BY
LD MONATHING T3rRSs TIO.‘E:"“?O YICKD ALFARD DL&LZL
FREIGHT CONTRACT NO. ACCOUNT NO, PROJECT REQ, NO. REQ. DATE
160056050046036 30511

07/30/03

EQCOST

FEM NURIBER AND

DESCRIPTION

CIBCO CATALYST 35680 48 PORT
SWKTCH
VEMDOR ITEM WO~ 370379

< TG0 Es CIECT ATl YBT 29508458 48 FORY =318 42 5436, 84
W ITCH
VEMDUR JTEM N - 358452

i & GO ED CisCl CATALYET k4848 MODULE 673, B4 1347, &8
VENDOR ITEM NO.~ 160778

a1V EoDDTES CIB0H OATALYET 3500 XL @RIC Lh&a D0 38R 00
MORUL .
WENDC PTEM NG -~ 177815

5l 20 Ee i';fb:(j() CHTALYET 2950648 48 PORT 2818 43 SH34, B4
B TOH
CEMDOR LYEM NO - 358452

v w Ul s DIB00 UaTALYET L48& MODULE &7 B 1347 48

VENDOR TTEM NGO~ LEDTP?E
- SUB-TOT 17445, 51
53 .
‘th’f-/ £74 TOTAL 17443, 51
1703
7110647

Tptrid. Aece et 7°/7-27
e LR BN U piasd Gl

e
DATE RECEWED (F / / 2T FORWARD ALL INVOICES TO:  CITY OF ROWLETT, ATTN: ACCOUNTS PAYABLE
P.O. BOX 99, ROWLETT, TX 75030-0099

PAYMENT COPY
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IX. INVOICES
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INVOICES

Purpose

An invoice is an itemized statement of merchandise or service provided by the vendor. It
contains the same information as the purchase order and is the means for settlement of
financial obligations incurred when the purchase order is issued.

A. Procedure

All invoices are be sent directly to the user departments where they are held until the P.O.
receiving copy (pink) or partial receipt voucher has been processed. If the shipping and
receiving forms are in agreement, they will be processed for payment.

If there is a discrepancy between the original P.O. and the receiving paperwork that affects
the quantity ordered or unit price, and results in the P.O. and invoice not matching, a
change order must be processed to insure invoice payment. The user department must
notify Purchasing so a Change Order can be generated. The Department shall submit by
email, fasimile (fax) or through inter-office mail a copy of the invoice and PO with the
discrepancies marked. Purchasing must be notified before the receipt of the order is
processed in the system.

Comments

Should an invoice be received by Accounting it will be forwarded to the user
department/division.

B. Prompt Payment Act

In order to comply with state statutes, Texas Local Government Code, (Subtitle F. State and
Local Contracts and Fund Management, Chapter 2251. Payment for Goods and Services)
and avoid the interest penalty, invoices must be paid within thirty (30) days of the delivery or
invoice date or interest is automatically imposed.

In order to comply with the prompt payment act and avoid the interest penalty, all invoices
must be sent to Accounting within twenty days to allow for processing time. This will allow
Accounting to comply with state statutes as indicated above.
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X. FREIGHT
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FREIGHT
Purpose

Most purchases require shipping materials to the City. The cost of shipping is either paid
directly by invoice, or indirectly when shipping is included in the quoted price of the goods.
Once shipping terms are established, they are specified on the purchase order.

A. Definition
The following terms are designated shipping arrangements:

Title and Control of Goods

1. FOB Destination (FOB ROWLETT)

The seller retains the title and control of the goods, and the invoice covering
them does not become payable until they are delivered. The seller selects the
carrier and is responsible for the risk of transportation, including the filing for
loss or damages. This is the preferred method of delivery.

2. FOB Shipping Point

The purchaser assumes title the moment the carrier signs the bill of lading. The
purchaser assumes risk of transportation, is entitled to route the shipment, is
responsible for getting the goods to the destination, and for filing claims for loss
or damage — regardless of who pays freight charges.

Payment Term Variations

1. Collect
This modifier simply means that the carrier collects the transportation charges

from the buyer.

2. Prepaid and Added
This modifier indicates that the seller will prepay the transportation charges,
but will add the charges to the invoice for reimbursement from the purchaser.

3. Prepaid and Allowed
This means that the seller will prepay the transportation charges and that they
are already included in the price of goods.
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B. Receiving

Each department/division is responsible for receiving and inspecting all items and services
requested. (See Receiving and Inspection for procedures.)

C. Shipping or Returns

If it becomes necessary to return goods to a vendor or ship a package, it is the responsibility
of each department/division to prepare the item for shipment.

City departments may utilize the services of a mailing service or USPS for return shipments.
An example a mailing service in Rowlett is Mail+. The purchasing commercial master card
or an FPO may be used for payment.
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XI. CITY INVENTORY
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CITY INVENTORY

A. Material Services

The Purchasing Office works in conjunction with Public Works to acquire motor fuel to be
stocked in inventory for disbursement, as needed. Motor fuel is purchased on annual
contract that secure fixed pricing and allow for the convenience of in-house inventory.
Vehicle Parts Inventory

Meter Inventory

Wet Zone Gift Shop

Water Parts

Sewer Parts

Postage

Electrical Parts

B. Pre-printed Materials

The City stocks various printed items that are used by the majority of departments/divisions.
City letterhead, envelopes, note cards, and mailing labels are purchased in quantity to
acquire the best price and are stored in Accounting for disbursement as needed. Contact
Accounting to obtain any of these items.

C. Office Supplies

The City currently has an agreement established with Office Depot for the purchase of items
on-line. The pricing had been established through an inter-local agreement with U.S.
Communities. Annually Office Depot provides a check to the City in the amount of 1% of
the total amount ordered. This is deposited in the miscellaneous revenue account for the
City.
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XIl. DISPOSAL OF SURPLUS PROPERTY
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DISPOSAL OF SURPLUS PROPERTY
Purpose

Purchasing is responsible for the final disposition of City-owned, surplus property, ranging
from rolling stock (automobiles, trucks, tractors, backhoes, etc.) to antiquated equipment,
furniture, or fixtures. It is also responsible in conjunction with the Police Chief and/or his
designee for disposing of all impounded abandoned vehicles, as well as stolen, or
recovered property that has remained unclaimed with the Police Department for more than
thirty (30) days.

The Public Works Department assists with the storage of items as well as provides digital
pictures of the items for on-line auctions. Public Works also coordinates the pick up of items
sold to the buyers.

Disposal of this surplus property is sold at a public auction, Internet sale, or by sealed bids
to the highest bidder.

Procedure

Annually the Purchasing Agent will notify each department/division to prepare and submit a
list of surplus properties. A comprehensive list will then be circulated to all
departments/divisions to determine whether any items could be used in other areas of the
City.

Each department/division is responsible for tagging and identifying items for auction, as well
as, physically moving the surplus items to Public Works for storage. The Purchasing Office
and Public Works personnel will prepare all properties for auction.

The public sale is conducted by a private auctioneer, with items being sold to the highest
bidder, and is usually held in June or July of each fiscal year. All proceeds derived from the
auction(s) are deposited into the miscellaneous revenue account in each respective fund.

Auction Tags

Auction tags may be acquired from the Purchasing Office and should be attached to the
items being identified for auction. The auction tags should be completed with the following
information:

1. The date that the item is being sent to Public Works.

2.  The name of the department/division submitting the item.
3. City tag number of the item, if any.

4. A brief description of the item to be auctioned.

Tags should be secured on the item in a prominent place. A memo should be sent to the
Purchasing Manager listing all items that are being delivered to Public Works for auction.
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A. Sample Auction Tag

CITY OF ROWLETT

TO BE SOLD AT
CITY AUCTION

DATE:

DEPARTMENT:

CITY TAG NO.

ITEM DESCRIPTION:

AUCTION TAG NO.
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X1, STATUTORY EXEMPTIONS
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The following exemptions are from Texas Local Government Code. The purchase of goods and

services are exempt if they pertain to any of the categories listed below.

§ 252.022. GENERAL EXEMPTIONS. (a) This chapter does not
apply to an expenditure for:
(1) a procurement made because of a public calamity

that requires the immediate appropriation of money to relieve the
necessity of the municipality's residents or to preserve the
property of the municipality;

(2) a procurement necessary to preserve or protect the
public health or safety of the municipality's residents;

(3) a procurement necessary because of unforeseen
damage to public machinery, equipment, or other property;

(4) a procurement for personal, professional, or
planning services;

(5) a procurement for work that is performed and paid
for by the day as the work progresses;

(6) a purchase of land or a right-of-way;

(7) a procurement of items that are available from
only one source, including:

(A) items that are available from only one source

because of patents, copyrights, secret processes, or natural
monopolies;

(B) films, manuscripts, or books;
(C) gas, water, and other utility services;
(D) captive replacement parts or components for

equipment;
(E) books, papers, and other library materials
for a public library that are available only from the persons
holding exclusive distribution rights to the materials; and
(F) management services provided by a nonprofit
organization to a municipal museum, park, zoo, or other facility to
which the organization has provided significant financial or other
benefits;
(8) a purchase of rare books, papers, and other
library materials for a public library;
(9) paving drainage, street widening, and other public
improvements, or related matters, if at least one-third of the cost
is to be paid by or through special assessments levied on property
that will benefit from the improvements;
(10) a public improvement project, already in
progress, authorized by the voters of the municipality, for which
there is a deficiency of funds for completing the project in
accordance with the plans and purposes authorized by the voters;
(11) a payment under a contract by which a developer
participates in the construction of a public improvement as
provided by Subchapter C, Chapter 212;
(12) personal property sold:
(A) at an auction by a state licensed auctioneer;
(B) at a going out of business sale held in
compliance with Subchapter F, Chapter 17, Business & Commerce Code;
(C) by a political subdivision of this state, a
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state agency of this state, or an entity of the federal government;
or
(D) under an interlocal contract for cooperative

purchasing administered by a regional planning commission
established under Chapter 391;

(13) services performed by blind or severely disabled
persons;

(14) goods purchased by a municipality for subsequent
retail sale by the municipality; or

(15) electricity.

(b) This chapter does not apply to bonds or warrants issued
under Subchapter A, Chapter 421.

(c) This chapter does not apply to expenditures by a
municipally owned electric or gas utility or unbundled divisions of
a municipally owned electric or gas utility in connection with any
purchases by the municipally owned utility or divisions of a
municipally owned utility made in accordance with procurement
procedures adopted by a resolution of the body vested with
authority for management and operation of the municipally owned
utility or its divisions that sets out the public purpose to be
achieved by those procedures. This subsection may not be deemed to
exempt a municipally owned utility from any other applicable
statute, charter provision, or ordinance.

(d) This chapter does not apply to an expenditure described
by Section 252.021(a) if the governing body of a municipality
determines that a method described by Subchapter H, Chapter 271,
provides a better value for the municipality with respect to that
expenditure than the procedures described in this chapter and the
municipality adopts and uses a method described in that subchapter
with respect to that expenditure.

Acts 1987, 70th Leg., ch. 149, § 1, eff. Sept. 1, 1987. Amended
by Acts 1989, 71st Leg., ch. 1, § 47(c), eff. Aug. 28, 1989; Acts
1989, 71st Leg., ch. 1001, § 1, eff. Aug. 28, 1989; Acts 1991,
72nd Leg., ch. 42, § 1, eff. April 25, 1991; Acts 1993, 73rd
Leg., ch. 749, § 7, eff. Sept. 1, 1993; Acts 1993, 73rd Leg., ch.
757, § 9, eff. Sept. 1, 1993; Acts 1995, 74th Leg., ch. 207, §

2, eff. May 23, 1995; Acts 1995, 74th Leg., ch. 746, § 1, eff.
Aug. 28, 1995; Acts 1997, 75th Leg., ch. 125, § 1, eff. May 19,
1997; Acts 1997, 75th Leg., ch. 1370, § 3, eff. Sept. 1, 1997;
Acts 1999, 76th Leg., ch. 405, § 41, eff. Sept. 1, 1999; Acts
2001, 77th Leg., ch. 1409, § 2, eff. Sept. 1, 2001; Acts 2001,
77th Leg., ch. 1420, § 8.290, eff. Sept. 1, 200L1.
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XIV. POLICY FOR PROFESSIONAL SERVICES
FOR
CAPITAL IMPROVEMENT PROJECTS
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ROWLETT CITY COUNCIL
FEBRUARY 4, 2003

7.H. Consider a Resolution to adopt a policy establishing a process to select professional
services firms.

TO: Mayor and City Council

Susan K. Thorpe, City Manager
FROM: Patrick Baugh — Director of Public Works and Utihities
BACKGROUND:

The City of Rowlett uses professional services firms to supplement staff efforts in specialized
fields of work. Engineers are the primary professionals used in this capacity. A process to select
these firms will provide an objective method to assure that the most suitable and qualified firm is
engaged to do the work. Staff offers the following policy as the foundation to create that process.

STATEMENT OF ISSUE:

Staff has used an abbreviated version of a process to consider selection of engineering firms for
the Storm Drainage Master Plan and the Capital Improvement Plan Program Management. ‘The
process consisted of solicitation of several “Statement of Qualifications”, evaluation of the firms’
qualifications according to preset criteria based upon the needs and complexity of the projects,
contacting the references of the top qualified firms, and interviewing the key project personne! in
the top firms for compatibility with staff. One firm will then be selected with which we will
initiate negotiations. The final negotiated agreement will be presented to Council for approval.
Should the negotiations falter, the next qualified firm will be contacted to negotiate an agreement
with.

Staff proposes that this process take on a more prominent role in the immediate future. This
selection process will run approximately the same way relative to the review of submittals,
interviews and finals selection, but the end result will be a group of several qualified firms per
discipline that the City will use over a three year period. The process will cycle once every three
years. This will better utilize staff time by not stopping al! other work to initiate the process to
review each firm for each project of the Capital Improvement Plan. This process will also
provide the firms some security of future work that should result in the City receiving better fee
proposals through an extended relationship with engineering firms. The attached document
describes this proposed process in a policy format.

FUNDING:
No funding is required in adepting the proposed policy.

RECOMMENDATION:
Staff recommends that Council adopt this Resolution establishing a policy to select professional
services firms.

ATTORNEY REVIEW:

ATTACHMENTS:
Resolution {2 pages)
BT AN

UL‘:JQE.}-'«;
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RESOLUTION NO §2-04-03

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF
ROWLETT, TEXAS, APPROVING THE TERMS AND CONDITIONS OF
A POLICY ESTABLISHING A PROCESS FOR THE OBJECTIVE
REVIEW AND SELECTION OF PROFESSIONAL SERVICES FIRMS
THAT PERFORM WORK FOR THE CITY OF ROWLETT, TEXAS FOR
THE PURPOSES OF PROVIDING HIGH QUALITY PROJECT DESIGN
AND CONSULTATION; AND PROVIDING AN EFFECTIVE DATE.

WHEREAS, the City Council of the City of Rowlett, Texas is interested in improving and
preserving the condition of city infrastructure and facilities, ancd

WHEREAS, City staff is supplemented through the use of professional services firms to provide
project design and consultation,

WHEREAS the most efficient way to select such firms is through an established process that
provides objectivity and efficient use of staff resources, and

WHEREAS, establishment of a policy will provide direction and promote consistency inn that
process, and

WHEREAS, upon full review and consideration of the attached policy and all matters related
thereto, the City Council is of the opinion and finds that the terms and conditions thereof should be
implemented in the City of Rowlett, Texas.

NOW, THEREFORE, BE IT RESOLVED BY THE CITY COUNCIL OF THE CITY OF
ROWLETT, TEXAS;

SECTION 1. That the Policy attached hereto having been reviewed by the City Council of the
City of Rowlett, Texas, and found to be acceptable and in the best interest of the City and its citizens, be,
and the same is hereby, in all things approved.

SECTION 2. That the Policy is operational in nature and may be amended, changed or updated
by staff as operational issues and priorities indicate.

SECTION 3. This Resolution shall become effective immediately upon its passage.

DULY PASSED AND APPROVED BY THE CITY COUNCH. OF THE CITY OF
ROWLETT, TEXAS, THE FOURTH DAY OF FEBRUARY, 2003.

APPROVED:

C. Shane Johnson, Mayor
ATTEST:

irin, City Secretary

APPRON] fm FORM:
2l ’J’%f’:{//

,'/

e e

Gotmuo
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THE PROCESS OF ENGINEERING FIRM SELECTION
FEBRUARY 4, 2002

POLICY STATEMENT

The City of Rowlett has a need to acquire outside professional services firms for plans,
specifications, and engineering design work. Consistency, dependability and responsiveness are
required of the firms performing such work. The City will strive to utilize the most qualified
firms available that offer these qualities through the following process:

1. Solicitation - by invitation or newspaper advertisement - of several firms working in the
primary disciplines of Architectural /Pavement /Water /Sewer /Storm Drainage
/Structural /Traffic design to submit “Statements of Qualification”,

2. Evaluation of the firms’ qualifications according to preset criteria based upon the type,

needs and complexity of the projects,

Contact (telephone, email, postal service) the references of the top qualified firms,

Interview the top firms for personal relationship with those assigned to Rowlett projects,

Initiate negotiations with one selected firm®*,

Final negotiated agreement of $25,000 or more will be presented to Council for

consideration of approval. Contracts of less than $25,000 may be approved by the City

Manager.

A

*Should the negotiations falter, the next qualified firm may be contacted to enter into
negotiations.

GUIDELINES

1. This process will occur every three years, or as needed for any single project or group of
projects. Typically, the first quarter of the calendar year will be the period designated for
implementation of this process.

2. Qualification of a firm is dependent upon one or more key principals/project managers
assigned to City of Rowlett projects. A change in one or more of those key individuals
may disqualify that firm.

3. Firms selected through this process may be engaged to design specific projects for a
period not to exceed three years, or for the duration of any extended project.

4. Firms in good standing desiring to continue working on Rowlett projects will be invited
to participate in subsequent processes. Good standing means all contract design work met
all established milestones.

5. Firms not in good standing may not be permitted to participate in the process for the next
three-year period.

6. This policy will be applied in the selection process of firms off this three-year cycle for
specific projects.

7. This policy may be revised as needed to serve the best interests of the City or a specific
project.

(e
AW "t bl T



PURCHASING MANUAL

JANUARY 2012 Page 109

XV. FINAL PAYMENT APPROVAL FOR CONTRACTS
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Final Approval for Construction Contracts

The Rowlett City Council shall approve the final payment for all construction contracts. An agenda
item must be prepared by the user department or by the Purchasing Agent. The agenda item shall
consist of a recommendation, resolution, and vendor invoice and/or pay application request.
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XVI. APPROVAL LEVELS FOR AUTOMATED REQUISITIONS
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XVI. APPROVAL LEVELS FOR AUTOMATED REQUISITIONS

Up to $14,999: Department Director or designee.

$15,000 to $49,999: Department Director, Asst./Deputy City Manager, City Manager, & Finance
Director.

$50,000+: City Council.

Any unbudgeted capital expenditure in excess of $5,000: Department Director & City Manager.
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Noncompliance Consequences

Attempts to circumvent the competitive bidding practices provides severe penalties for anyone
who intentionally or knowingly makes or authorizes separate, sequential or component purchases.
These terms are defined as follows:

1)

2)

3)

4)

Separate Purchases - Purchases made separately, of items that, in normal
practice, would be bought in one purchase.

Sequential Purchases - Purchases made over a period of time that, in normal
purchasing practice, would be bought in one purchase.

Component Purchases - Purchases of parts of an item that, in normal purchasing
practice, would be bought in one purchase.

Noncompliance Consequences - Municipal officers and employees are subject to
criminal penalties (Class B Misdemeanor) for violations of the competitive bidding
law. Additionally, a final conviction for certain violations for the competitive bidding
law results in the immediate removal from office or employment of that person. For
four years after the date of final conviction, the removed officer or employee is
ineligible in the following categories:
a) to be a candidate for or to be appointed or elected to public office in
this state,
b) to be employed by the city with which the person served when the
offense occurred, and
C) to receive any compensation through a contract with that city. These
provisions, however, do not prevent the payment of retirement or
worker's compensation benefits to the removed officer or employee.
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Excerpts from Texas Local Government Code:

Sec. 252.0215. COMPETITIVE BIDDING IN RELATION TO HISTORICALLY UNDERUTILIZED BUSINESS. A
municipality, in making an expenditure of more than $3,000 but less than $50,000, shall contact at
least two historically underutilized businesses on a rotating basis, based on information provided by
the comptroller pursuant to Chapter 2161, Government Code. If the list fails to identify a
historically underutilized business in the county in which the municipality is situated, the

municipality is exempt from this section.

Added by Acts 1993, 73rd Leg., ch. 749, Sec. 3, eff. Sept. 1, 1993. Amended by Acts 1997, 75th Leg.,
ch. 165, Sec. 17.18, eff. Sept. 1, 1997; Acts 2001, 77th Leg., ch. 115, Sec. 2, eff. Sept. 1, 200L1.
Amended by:

Acts 2007, 80th Leg., R.S., Ch. 434, Sec. 2, eff. September 1, 2007.

Acts 2007, 80th Leg., R.S., Ch. 937, Sec. 1.100, eff. September 1, 2007.

Sec. 252.022. GENERAL EXEMPTIONS. (a) This chapter does not apply to an expenditure for:
(1) a procurement made because of a public calamity that requires the immediate
appropriation of money to relieve the necessity of the municipality's residents or to preserve the
property of the municipality;
(2) a procurement necessary to preserve or protect the public health or safety of
the municipality's residents;

(3) a procurement necessary because of unforeseen damage to public machinery,
equipment, or other property;

(4) a procurement for personal, professional, or planning services;

(5) a procurement for work that is performed and paid for by the day as the work
progresses;

(6) a purchase of land or a right-of-way;

(7) a procurement of items that are available from only one source, including:

(A) items that are available from only one source because of patents,
copyrights, secret processes, or natural monopolies;

(B) films, manuscripts, or books;

(C) gas, water, and other utility services;

(D) captive replacement parts or components for equipment;

(E) Dbooks, papers, and other library materials for a public library that are
available only from the persons holding exclusive distribution rights to the materials; and

(F) management services provided by a nonprofit organization to a municipal
museum, park, zoo, or other facility to which the organization has provided significant financial or
other benefits;

(8) a purchase of rare books, papers, and other library materials for a public
library;

(9) paving drainage, street widening, and other public improvements, or related
matters, if at least one-third of the cost is to be paid by or through special assessments levied on
property that will benefit from the improvements;

(10) a public improvement project, already in progress, authorized by the voters of
the municipality, for which there is a deficiency of funds for completing the project in accordance
with the plans and purposes authorized by the voters;

(11) a payment under a contract by which a developer participates in the
construction of a public improvement as provided by Subchapter C,

Chapter 212;
(12) personal property sold:

(A) at an auction by a state licensed auctioneer;
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(B) at a going out of business sale held in compliance with Subchapter F,
Chapter 17, Business & Commerce Code;
(C) Dby a political subdivision of this state, a state agency of this state,

or an entity of the federal government; or
(D) under an interlocal contract for cooperative purchasing administered by a regional planning
commission established under Chapter 391;

(13) services performed by blind or severely disabled persons;
(14) goods purchased by a municipality for subsequent retail sale by the
municipality;

(15) electricity; or
(16) advertising, other than legal notices.

(b) This chapter does not apply to bonds or warrants issued under Subchapter A, Chapter 571.

(c) This chapter does not apply to expenditures by a municipally owned electric or gas
utility or unbundled divisions of a municipally owned electric or gas utility in connection with any
purchases by the municipally owned utility or divisions of a municipally owned utility made in
accordance with procurement procedures adopted by a resolution of the body vested with authority for
management and operation of the municipally owned utility or its divisions that sets out the public
purpose to be achieved by those procedures. This subsection may not be deemed to exempt a municipally
owned utility from any other applicable statute, charter provision, or ordinance.

(d) This chapter does not apply to an expenditure described by Section 252.021(a) if the
governing body of a municipality determines that a method described by Subchapter H, Chapter 271,
provides a better value for the municipality with respect to that expenditure than the procedures
described in this chapter and the municipality adopts and uses a method described in that subchapter

with respect to that expenditure.

Acts 1987, 70th Leg., ch. 149, Sec. 1, eff. Sept. 1, 1987. Amended by Acts 1989, 71lst Leg., ch. 1,
Sec. 47(c), eff. Aug. 28, 1989; Acts 1989, 71lst Leg., ch. 1001, Sec. 1, eff. Aug. 28, 1989; Acts
1991, 72nd Leg., ch. 42, Sec. 1, eff. April 25, 1991; Acts 1993, 73rd Leg., ch. 749, Sec. 7, eff.
Sept. 1, 1993; Acts 1993, 73rd Leg., ch. 757, Sec. 9, eff. Sept. 1, 1993; Acts 1995, 74th Leg., ch.
207, Sec. 2, eff. May 23, 1995; Acts 1995, 74th Leg., ch. 746, Sec. 1, eff. Aug. 28, 1995; Acts 1997,
75th Leg., ch. 125, Sec. 1, eff. May 19, 1997; Acts 1997, 75th Leg., ch. 1370, Sec. 3, eff. Sept. 1,
1997; Acts 1999, 76th Leg., ch. 405, Sec. 41, eff. Sept. 1, 1999; Acts 2001, 77th Leg., ch. 1409,
Sec. 2, eff. Sept. 1, 2001; Acts 2001, 77th Leg., ch. 1420, Sec. 8.290, eff. Sept. 1, 2001.

Amended by:

Acts 2007, 80th Leg., R.S., Ch. 434, Sec. 3, eff. September 1, 2007.

Acts 2007, 80th Leg., R.S., Ch. 885, Sec. 3.77(3), eff. April 1, 2009.
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§ 252.062. CRIMINAL PENALTIES. (a) A municipal officer
or employee commits an offense if the officer or employee
intentionally or knowingly makes or authorizes separate,
sequential, or component purchases to avoid the competitive bidding
requirements of Section 252.021. An offense under this subsection
is a Class B misdemeanor.

(b) A municipal officer or employee commits an offense if
the officer or employee intentionally or knowingly violates Section
252.021, other than by conduct described by Subsection (a). An
offense under this subsection is a Class B misdemeanor.

(c) A municipal officer or employee commits an offense if
the officer or employee intentionally or knowingly violates this
chapter, other than by conduct described by Subsection (a) or (b).
An offense under this subsection is a Class C misdemeanor.

Acts 1987, 70th Leg., ch. 149, § 1, eff. Sept. 1, 1987. Amended
by Acts 1989, 71st Leg., ch. 1250, § 3, eff. Sept. 1, 1989.

§ 252.063. REMOVAL; INELIGIBILITY. (a) The final
conviction of a municipal officer or employee for an offense under
Section 252.062(a) or (b) results in the immediate removal from
office or employment of that person.
(b) For four years after the date of the final conviction,
the removed officer or employee is ineligible:
(1) to be a candidate for or to be appointed or elected
to a public office in this state;
(2) to be employed by the municipality with which the
person served when the offense occurred; and

(3) to receive any compensation through a contract
with that municipality.
(c) This section does not prohibit the payment of retirement

or workers' compensation benefits to the removed officer or
employee.

Added by Acts 1989, 71st Leg., ch. 1250, § 4, eff. Sept. 1, 1989.
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XIX. PROCUREMENT CARD
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XIX. PROCUREMENT CARD

The City of Rowlett has entered into an agreement with JP Morgan Chase that provides
qualified employees with a Commercial Card (also referred to as Procurement Card or P-Card) at
City expense to purchase selected materials and services costing less than $3,000 (including shipping
and handling) or as indicated under Procurement Card Dollar limitations as designated by department
director.
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A. PROCUREMENT CARDHOLDER AGREEMENT
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owlett

CITY OF ROWLETT PROCUREMENT
CARDHOLDER AGREEMENT

Introduction

The City of Rowlett has entered into an agreement with JP Morgan Chase that provides qualified
employees with a Commercial Card (also referred to as Procurement Card or “P-Card”) at City
expense to purchase selected materials and services costing less than $3,000 (including shipping
and handling) or as indicated under Procurement Card Dollar limitations described herein. Using the
Commercial Card benefits the City and Cardholder through:

e Promptly paying our suppliers
¢ Reducing overall processing costs
e Decentralizing purchasing responsibility

It is the City’s intent to utilize the Commercial Card program to supplement other procurement
processes, such as the Field Purchase Order (FPO) system, which is also limited to individual
purchases under $3,000 (please refer to the City of Rowlett Purchasing Manual) and for expenses
associated with training and travel. All purchases shall follow existing purchasing guidelines.

The policies contained in this agreement and in the City of Rowlett Purchasing Manual must be
followed by Cardholders in conducting City business. Policy violations may result in the revocation
of Cardholder privileges and disciplinary action up to and including termination of employment.

The City’s Purchasing Agent and Buyer are the Procurement Card Administrators and any questions
about these requirements or the Commercial Card program should be directed to those individuals.
In addition, the Accounting Manager may also be contacted for assistance if necessary. Complete
contact information is listed on page 5 of this agreement.

General Policy Guidelines

Cardholder Definitions:

Commercial Cards are issued at the discretion of the City of Rowlett to qualified employees.
Department Directors will determine which employees need a card.
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Ownership and Cancellation of the Commercial Card:

The Commercial Card remains the property of JP Morgan Chase. It may not be transferred to, assigned to, or
used by anyone other than the designated Cardholder. JP Morgan Chase or the City may suspend or cancel
Cardholder privileges at any time for any reason. The Cardholder will surrender the Commercial Card upon
request or immediately upon termination of employment to the City’s Procurement Card Administrator or an
authorized agent of the City of Rowlett. Use of the Commercial Card or account after notice of its cancellation
may be fraudulent and may cause the City to take legal action.

Spending Limits:

Each Commercial Card has pre-set spending limits which may not be exceeded except for pre-authorized
travel expenses. Travel expenses are exempt from purchasing policies and procedures. When costs for hotel
exceed or are anticipated to exceed $2,999.99 contact the Procurement Card Administrator. Card limits for
travel expenses can be increased on a temporary basis.

Emergency purchases may be exempt from “sequential” purchase violations; however, physical card
limitations prevent the cardholder from purchasing more the $2,999.99 at a time. Therefore, in situations
where emergency purchases are necessary and it is fairly certain that the purchase will exceed $2,999.99,
employees should use the procedures for emergency purchases in the City of Rowlett Purchasing Manual.

The Commercial Card may be used for charging materials and selected services costing under $3,000
(including shipping and handling) as indicated under Procurement Card Dollar limitations described herein.

NO PERSONAL EXPENSES ARE TO BE CHARGED TO THE COMMERCIAL CARD.
Commercial Card Misuse:

Misuse of the Commercial Card may result in revocation of the Card and disciplinary action, up to and
including termination of employment. Policy violations include, but are not limited to:

e Purchasing items for personal use.

o Exceeding city defined bank credit line limit (transaction, daily, monthly) without prior authorization.
(Includes violations detailed in Attachments A & B with regard to separate, sequential, and component
purchases.)

e Utilizing the Commercial Card for purchases more than allowed under Procurement Card Dollar
Limitations as specified herein (in excess of $2,999.99 in some situations) per City of Rowlett policies
& procedures.

e Failure to report lost or stolen card in a timely manner.

e Failure to report identity theft/fraud to supervisor and P-Card Administrator after being notified of
incident by MasterCard.

e Failure to return the Commercial Card when reassigned, terminated, or upon request.

o Failure to submit original receipt or transaction record to Accounts Payable with a complete
explanation for the purchase.

e Failure to submit documentation to A/P by the designated due date.
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e Failure to document why food/meals purchased with the card is a city expense. (Explain as if you
were telling an auditor.)

PLEASE NOTE: If the procurement card is used to purchase gas on a business trip and a mileage report
is filed for reimbursement the Finance Department will reimburse the difference between mileage cost and
p-card gas purchase if the proper paperwork is submitted.

VIOLATIONS AND CONSEQUENCES

Below is a list of common violations and the consequence (per occurrence) for each:

Loss of card 1 strike
Splitting transactions* 1 strike
Personal charge* 1 strike

Failure to notify supervisor and
p-card administrator of loss or theft as soon as known 1 strike

Lost receipt, per receipt 1/2 strike
Submitting a summary meal receipt without detalil 1/2 strike
Submitting any receipt without detail 1/2 strike

Violations will be recorded on a 12 month rolling period. If three strikes are recorded for a cardholder within
that 12 month period, procurement card privileges will be revoked and disciplinary action may be taken, up to
and including termination of employment. In addition, the employee will be required to reimburse the City for
any personal charges.

*Note: some violations can be so grievous as to justify the most severe penalties, such as revocation
of the procurement card and termination, even if no previous violations have occurred.

APPEALS:

Violations will be determined by the Purchasing Agent. If the Department Head or employee cardholder
wishes to appeal, they will appeal to the Director of Financial Services within five (5) business days from
the initial determination stating why they feel the action is inaccurate or is not justified. The appeal will be
heard by the Director of Financial Services or his/her designee. This appeal is strictly limited to the
determination of a violation and resultant “strike” against the cardholder and is not the venue to appeal
disciplinary action that may be taken by the employee’s supervisor.

Three incidences of misuse including loss of card, failure to report identity theft, etc. will result in revocation
of the card. Revocation of the card may also result in disciplinary action up to and including termination of
employment.

Usage
For additional specific usage guidelines, the Commercial Card Cardholder must refer to the supplemental

Cardholder’s Guide which is posted on the Publicfolders (P) drive of the City server, in the ‘Procurement Card’
folder and by this reference is incorporated and made a part of this agreement.
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Receipts

It is the Commercial Card Cardholder’s responsibility to obtain transaction receipts from the merchant or
supplier each time the Commercial Card is used. Cardholders are expected to notify vendors of the City’s tax
exempt status. The City’s Tax ID number is imprinted on the card as a reminder that the City is tax exempt.
Individual transaction receipts are to be attached to the monthly activity report and submitted to the
Cardholder’s supervisor for review and approval. Following supervisor approval, the activity report and
receipts must be forwarded to Accounts Payable for payment.

Note: When tax has been charged on the receipt in error, it is the responsibility of the cardholder to
obtain the tax credit. Failure to receive credit for tax charged on purchases (excluding meals & travel)
may result in personal responsibility of payment by the cardholder of the tax.

Disputed Items

It is the Commercial Card Cardholder’s responsibility to follow-up on any erroneous charges, returns or
adjustments and to ensure proper credit is given on subsequent statements. Please make an attempt to settle
the dispute with the merchant. If you do not reach a resolution, please complete a Dispute Form and fax to JP
Morgan Chase. The form is available on the Publicfolders (P) drive of the City server, in the ‘Procurement
Card’ folder.

Protecting the Commercial Card

The Commercial Card is valuable property which requires proper treatment by the Cardholder to protect it from
misuse by unauthorized parties.

Validation/Safekeeping

Sign the Commercial Card immediately upon receipt. When the expiration date has passed and/or after you
have received a new Commercial Card, cut the old Commercial Card in half and return it to the Procurement
Card Administrator (Purchasing Agent or Buyer) for disposal. Make sure the Commercial Card is returned to
you after each charge and verify that the returned card has your name on it. Carbon sheets, if applicable,
should be obtained and destroyed.

Lost/Stolen Commercial Cards and Identity Theft

If the Commercial Card is lost or stolen, contact the bank’s 24 hour toll free number at 1 800/848-2813. The
Cardholder is also required to contact the Procurement Card Administrator (Purchasing Agent) by phone
972/412-6131 or email awilson@rowlett.com or (Buyer) by phone 972/412-6198 or email valfaro@rowlett.com.
The City of Rowlett has been a victim of identity theft on multiple occasions. It is possible for an individual to
obtain the card number, expiration date and security code during a valid transaction and use this information to
make purchases (especially online).

If the fraud division at J.P. Morgan Chase detects unusual activity on the account they may notify the
Cardholder at the home or cell phone number provided. If fraudulent activity is detected on the card and the
Cardholder cannot verify the transaction(s) the card will be canceled and reissued.

Please exercise caution while using your procurement card. Try to be aware of someone that may retain your
card longer than necessary to complete a transaction or may try to make a copy of it.
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If you receive a call from J.P. Morgan Chase regarding possible identity theft, please notify your procurement
administrators in the Purchasing office immediately.

Purchasing and Accounting staff may be reached as follows:

Vicki Alfaro 972/412-6198 valfaro@rowlett.com

Allyson Wilson 972/412-6131 awilson@rowlett.com

Accounting Manager  972/412-6285
JP Morgan Chase Customer Service  800/890-0669 or 800/848-2813 or 888/508-9758
JP Morgan Chase Fraud Department  888/297-0778

The undersigned Commercial Card Cardholder applicant and supervisor request that a Commercial Card be
issued to the applicant. This applicant has read the five (5) page agreement and agrees to comply with the
terms and conditions thereof. In addition, the Cardholder applicant understands that they are also responsible
for the information found in the cardholder guide available in Publicfolder (P drive) in the Procurement Card
folder.

| have read the five (5) page agreement including Attachments A, B, & C and understand their contents and
agree to comply with the terms & conditions thereof.

Commercial Cardholder Applicant — Department Date

Director — Department Date

Commercial Card Cardholder Applicant and Supervisor
e Complete Application
¢ Retain one copy each of Agreement/Application
Forward original to the Procurement Card Administrator at the City of Rowlett Purchasing Office at 4004
Main Street, Rowlett, Texas 75088.
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Attachment A

BASIC RULES FOR PURCHASING SUPPLIES AND SERVICES

A purchase order can only be created by the Purchasing Department. Each department can create a
purchase requisition that will become a purchase order.

Amt. Of Purchase Special Handling
Under $3,000 Processed in department, quotes are recommended but not required (may use Field
Purchase Order system, P-card, or AFP)

**Purchase Order Required:
$3,000-49,999.99 3 competitive written quotes required
Enter the quotes in the requisition (under F8)
Comments (F20) are required if there are no quotes (under certain
circumstances, i.e. sole source, professional fees or emergency
repair) explaining the situation.
*Qver $2,999.99 (if not state contract pricing) 2 HUB vendors must
be given the opportunity to quote as required by state law. (Historically Underutilized
Business)

$50,000 and over Formal bid process required.

Purchasing checks the buyer-processing queue often and these are the things we look for. If we open a
requisition and it is over $2,999.99 and we have no written quotes and no comments, the process slows down
considerably because Purchasing will need to obtain the required quotes.

**Please note: Purchases made for similar products/services in succession that do not exceed individual
transaction amounts, but exceed amounts totaling $2,999.99 may be considered a violation of policies and
procedures (separate, sequential, or component purchases). See Attachment B.

Please refer to the Purchasing Manual for more information regarding City of Rowlett policies and procedures.
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Attachment B

NONCOMPLIANCE CONSEQUENCES

Attempts to circumvent the competitive bidding practices provide severe penalties for anyone who intentionally or
knowingly makes or authorizes separate, sequential or component purchases. These terms are defined as
follows:

Definitions - Local Government Code 252.001

1. "Component purchases" means purchases of the component parts of an item
that in normal purchasing practices would be purchased in one purchase.

2. "Separate purchases" means purchases, made separately, of items that in
normal purchasing practices would be purchased in one purchase.

3. "Sequential purchases" means purchases, made over a period, of items
that in normal purchasing practices would be purchased in one purchase.

See Criminal Penalties, Local Gov Code 252.062 & 252.063

Sec. 252.062. CRIMINAL PENALTIES. (a) A municipal officer or employee
commits an offense if the officer or employee intentionally or knowingly makes or
authorizes separate, sequential, or component purchases to avoid the competitive
bidding requirements of Section 252.021. An offense under this subsection is a
Class B misdemeanor.

(b) A municipal officer or employee commits an offense if the officer or
employee intentionally or knowingly violates Section 252.021, other than by
conduct described by Subsection (a). An offense under this subsection is a Class
B misdemeanor.

(c) A municipal officer or employee commits an offense if the officer or
employee intentionally or knowingly violates this chapter, other than by conduct
described by Subsection (a) or (b). An offense under this subsection is a Class
C misdemeanor.

Sec. 252.063. REMOVAL; INELIGIBILITY. (a) The final conviction of a
municipal officer or employee for an offense under Section 252.062(a) or (b)
results in the immediate removal from office or employment of that person.

(b) For four years after the date of the final conviction, the removed
officer or employee is ineligible:

(1) to be a candidate for or to be appointed or elected to a public
office in this state;

(2) to be employed by the municipality with which the person served
when the offense occurred; and

(3) to receive any compensation through a contract with that
municipality.

(c) This section does not prohibit the payment of retirement or workers'
compensation benefits to the removed officer or employee.
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1)

2)

3)

4)

5)

Attachment C

Examples of Possible Violations

A purchase is required that will cost $3,050. The vendor has offered to bill $1500 on one transaction and
$1550 on another in order to meet transaction limits. Is this a violation?

Yes - this is considered to be splitting a transaction under Local Government Code 252.001-
Separate Purchases (e.g. “Purchases made separately, of items that, in normal practice, would be
bought in one purchase”.) Remember, transactions exceeding $2,999.99 require a purchase order.

What if the vendor splits the transaction and | didn’t know he was going to do it?

Employees need to understand that regardless of intent, these types of purchases will be “deemed”
aviolation. In this example, the employee would have already known the purchase exceeded
$2,999.99 and should not have completed the transaction. On the other hand, if it is determined that a
vendor intentionally split credit card transactions to circumvent the restrictions on the card, that
vendor may be disqualified from transacting business with the City in the future.

A department needs generators for field operations. They purchase 4 generators totaling $1600 on
Tuesday. On Wednesday and Thursday, they purchase an additional 6 generators totaling $1400 and
$1200 respectively. Is this a violation?

Yes — these types of transactions meet the definition of sequential purchases, defined as
“Purchases made over a period of time that, in normal purchasing practice, would be bought in one
purchase.” Employees need to understand that regardless of intent, these purchases will be
“deemed” a violation.

Merchandise has been ordered totaling $2,800. At the last minute changes are deemed necessary that
would raise the total of the order to $3,300. What should | do?

You have two choices here. You may purchase the original merchandise as ordered for $2,800;
however, if you feel that the amended product/service totaling $3,300 is necessary, you must
abandon the planned purchase with the procurement card and switch to the purchase order
procedures (e.g. obtain 3 quotes) and complete a purchase requisition for this item.

A pump costing $2,750 is required to fix a water leak. The purchase is made and later in the afternoon it is
necessary to return to the vendor for $500 worth of pipes/valves to complete the repair. Is this a violation?

No — This is an example of unforeseen damage. In the process of arepair it is possible that more
parts may be necessary than expected. Please document as thoroughly as you are able to ensure
that others reviewing this transaction in the future can see it was necessary.

While obtaining hotel reservations, taxes are included on the bill. Is this a violation?

No — City employees are not exempt from hotel tax. Tax on hotels should be paid.
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B. RECONCILER OVERVIEW
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B. RECONCILER OVERVIEW

H T E Procurement Card Tracking Module

Advantages of using the Procurement Card Tracking module in H.T.E.:

1. Ability to view transactions for each purchase by:
e Card
e Merchant
e General ledger account
e Ability to run 1099

Ability to split transaction between an unlimited number of general ledger accounts.
Receiving better tracking and reporting of purchases.

Issuing one payment to JP Morgan instead of multiple vendors.

Ease of operation

e Familiar screens

e Not having to sign on to the internet

¢ No additional sign on IDs or passwords

agrwn

Projected monthly timeline of activities

e  7th of the month — close of business — transactions will be uploaded in H.T.E. and ready for departmental
maintenance / update. An email will be sent to procurement card reconcilers to advise that transactions are ready
to be processed.

o 20" of the month — close of business — transactions will be approved by the department heads. An email will be
sent to procurement card approval persons and reconcilers to advise that all transactions need to be approved by
close of business.

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 130

C. PROCESSING TRANSACTIONS
(DETAILED HT E INSTRUCTIONS)
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C1: Processing Transactions
Green Screen Detailed Instructions

Transaction processing in H.T.E. will take place in the GMBA module.

1.

2.
3.
4

From the H.T.E. main menu, select 7. GMBA (Accounting).

Select 14. Procurement Card Main Menu.

Select 4. Processing Menu.

Select 3. Transaction Maintenance. You should then see your card information, or a list of cards to
update.

Place a 1 on the line to select the card you want to update, as shown on diagram A. You should then see a
list of transactions, all of which will be on hold, as shown on diagram B.

A

CITY OF ROWLETT, TEXAS
Transaction Maintenance

Card Number Last Name First Name Transactions
0o 7 A E 3 ¥

00

00 1K / DA ¥

* = Inactive RAccount
F3=Exit Fd4=Prompt

04/020

CITY OF ROWLETT. TEXAS
Transaction Maintenance

Card Number:
Cardholder Name: BRENDA

Merchant Name Amount  Status
JW . REGONLINE.COM 40¢ i} {0LD
NCIT 3,90 {0LD
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Type a 2 on a transaction line and press enter to change information. At this point you will see the
transaction information as shown on diagram C.

=1 Session 4 - [24 x B0] ]

Fib EGL Ve Commeaton Acons Wi HEp

G &t & el

CITY OF ROWLETT, TEXAS
Transaction Update

KENNEDY BRENDA
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Vendor information will need to be entered. The cursor should be on the vendor line. Press the F4 button
for a listing of vendors that are set up in the system, and select the vendor used on the procurement card
purchase (shown in diagram D). If the vendor is not set up, fill out a vendor set up form and forward to the
Accounting or Purchasing office. After the vendor has been added into H.T.E., the transaction will need to
have the vendor selected. (After the vendor has been processed for this specific merchant, the system will
automatically enter the vendor information on any future purchases made from this vendor / merchant.)

D

[ 1 Session 4 - [24 x B0 [- =)
Fib EGE e GORKaon A

[ b

ons. window
C IR e

CITY OF ROWLETT, TEXAS
Transaction Update

Vendor Selection
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8. After the vendor information is entered, with the cursor on the GL Account line, type in the expense account
number or press F4 for a listing of account numbers and select the appropriate account (shown in diagram
E). If typing in the account number directly, no dashes or spaces should be used (diagram F).

= 1 Session 4 - [24 x B0 =)

Pl Bt Wem GorKaion Acans Winds Heb

B Ty d | %% )P 3 &P

CITY OF ROWLETT, TEXAS
Transaction Update

Account Selection

Frgpey

| | R B WP

CITY OF ROWLETT, TEXAS
Transaction Update

UP, ELAINE
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9.

If the purchase needs to be split between two or more expense accounts, use the_F20 option, Split
Transactions. Type in the expense account number, or press F4 for a list of expense accounts to select from
(diagram G). Enter the amount that should be posted to the specific expense account and press enter
(diagram H). The screen will then update and will show the remaining balance left on the transaction
(diagram 1). Enter any other expense accounts and the appropriate charge for each account until the
remaining balance shows a balance of zero (diagram J).

G

CITY OF ROWLETT, TEXAS
Split Transaction Addition

15/024

CITY OF ROWLETT, TEXAS
Split Transaction Addition
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10.
11.
12.

13.
14.

= Session 4. - [24 x Bo]
E

[T

| s 2P| B WP

CITY OF ROWLETT, TEXAS
Split Transaction Addition

=1 Session 4 - [24 x B0 E=x]|
Flo Edt Yem Conmuricaton Aduns Window Heb

B DD A B w8 s 2 o el

CITY OF ROWLETT, TEXAS
Split Transaction Addition

ALSUP, ELAINE
10/11/05

Enter project information if needed.
Enter detail information for the transaction.

After the vendor information, expense account, and detail information is entered, the transaction will need to be
taken off hold or released by pressing the F9 key. After the transaction is released, the status of the transaction will
change from HOLD to NA on the transaction update screen. All transactions will need to be taken off of hold in

order for the transaction to be approved for payment. All transactions will need to be approved by the
department head prior to payment processing.

Follow the above information to complete each transaction.
Print the Dept/div approval report.
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C2. SUMMARIZED INSTRUCTIONS

Green Screen:

H T E PROCUREMENT TRACKING MODULE
SUMMARIZED INSTRUCTIONS FOR PROCESSING TRANSACTIONS

1. Fromthe H T E Inc Application Menu, select GMBA (#7), Procurement Card Main Menu
(#14), Processing Menu (#4), and Transaction Maintenance (#3).

2. Enter”1” to select a cardholder from the list. Choose the transaction and enter ‘2’ to change.

3. Select a vendor in the “Vendor’ field.

4. Select an expense account for the transaction, or use the F20 option to enter multiple

ccounts to the transaction.

Enter a project if needed.

Enter detail information.

Press F9 to release the transaction.

From the Demand Reports Menu (#2), print a Department/Division Approval Listing (#3).

NGy
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C3: PROCESSING TRANSACTIONS
NAVILINE DETAILED INSTRUCTIONS

Enter ‘Transaction maintenance’ via the following path: (Double click each)

Financial systems
GMBA main menu
Procurement card main menu
Processing menu
Transaction maintenance

If you have multiple department numbers, click on ‘Subset’ and enter 4 digit department number as
shown in display A.

Application  File Edit List Commands View Help

e A

Home | New Window| Support

== o Procurement Card Selection Email | | Help
e (T |

View all

Procurement card:

E Subset Card Selection
File Edit Commands “iew Help u 04507

Subset

¥

THA 0321z 00200 ¥

Department: 4553 » TG GG v
Division: ’ﬁ‘ 00560 00100  |[¥
04046 00300 ¥

Cardholder: l—ﬂ 05508 00200  ||¥
04046 00200 ¥

o Qo 1] 2008 o010
03541 00200 ¥

03546 00100 |[¥

000000 FAMOZ, M. ROSANNA 03544 00200 ¥
000000 OLINGER, HEATH 03545 00100  |[¥
000000 FRYE, DAWN 05021 00200 ¥
000000 HARRIZ, LINDA 02510 00200 ¥
000000 KELLY, CRAIG 04047 00300 ¥
000000 PERRIN, DENISE 04047 00200 ¥
000000 TAYLOR, T 04507 00100 ¥
000000 POE, SHAWN 04910 00100 ¥

* = Inactive Account or Cardholder

lm 15 ol 1

Ta0[145 AL Zoopt

r@ Purchasing Manual 2-...

- @ Original Forms
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Press enter and a screen with only the cardholders that have unprocessed transactions will appear
(display B).

E Procurement Card Selection - CITY OF ROWLETT, TEXAS
Application  File  Edit
% o 0 0 -

List Commands View Help
Y |

J‘. \- Home | New Window | Support

| Procurement Card Selection Email | | Help

View all

Procurement card:
Subset

I

Nurber holder

ooooooo JACOES, ROEERT T
0000000 CARTER, DAVID 04563 00100 ¥
0000000 KAMINSEI, STEVE 04563 00100 ¥
0000000 HUBBARD, CLAY¥TON 04563 00100 T
0000000 HIGDON, SAMUEL 04563 00100 ¥
0000000 DRYMAN, JUSTIN 04563 00100 T
0000000 RICE, JAMES 04563 00100 ¥
0000000 ELAM, MARK 04563 00100 T
0000000 MAY, PATRICK 04563 00100 ¥

A

* = Inactive Account or Cardholder
SUNGARD

Ve

o owg

Tao 90

* /2 4 Internet Explorer - | & Original Farms r@ Purchasing Manual 2-... EOE B IR B e

Right click and select the employee you would like to update.
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To work with all or several cardholders in succession, left click and highlight the entire
cardholder column then right click and choose ‘select’ as shown in display C. The system
will automatically move to the next employee as you finish each one.

C

B Procureme ard Selectio OF RO
Application  File Edit List Commands View Help

B B

!
h .
Al = Procurement Card Selection

Home |

Email |

Procurement card:

1 Number

00ooooo 04563 00100 ¥
0000000 04563 00100 ¥
[fulu]u]u]u]u] 04563 00100 ¥
0000000 04563 00100 ¥
00ooooo 04563 00100 ¥
0000000 04563 00100 ¥
00ooooo 04563 00100 ¥
0000000 04563 00100 ¥
00ooooo 04563 00100 ¥

New Window |

Support

| Help

A

* = Inactive Account or Cardholder

Tage 191 oec 1 Ta190

15 Start r 2 Micros

2 4 Internet Explorer

T oeept [ 155§
o r- Original Forms

Transactions will appear with the most current listed first.

r@ Purchasing Manual 2-...
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Highlight the entire ‘Merchant Name’ column (as shown in display D), right click and choose
‘Change’.

Transactions will roll automatically to the next as completed.

E Transaction Maintenance - CITY OF ROWLETT, TEXAS

Application  File Edit List Commands View Help
e 5 A ' -4 Ry

Home | New Window |
Transaction Maintenance Ematl |

Support
View 2

Card number:

| Help
Subset

Cardholder name:

CARTER, DAVID
Gard information

Amount
12/12/06 i S OOK 153.77
12/08/06 A INGER 195 109,58
12 /06/06 [anH A A 308.27

Gancel
Exit

OK

P ——

15 Start '@ 2 Microsor

= /£ 4 Internet Explorer - Original Farmns f DY Purchasing Manual 2-...
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Transaction information will be displayed as shown in display E:

If no vendor number is filled in the box, vendor information will need to be entered.

&= CITY. OF ROWLETT, TEXAS (=3

Naviline S§ioano

Email | Home | Mew Window | Support| Help

Lorcviows ]
Gard humberfname: _ CARTER, DAVID

Department: 04863 WASTEWATER OPERATICNS

Division: 00100 CARDCHOLDERS

Transaction type: O CEBIT

Amount: 18377

Transaction date: 1212/06 Posting date: 1212/08

Status: HOLD Approved ID: Date: 0/00/00
Merchant: USA BLUE BOOK, Gity:

Vendor number: 2251 k| USA BLUEBOOK,

GL account: |16045635006008 ﬂ Supplies / Minar Tools
Project: 4

Wisc. Information line 1 | minar 10olsi286263

Misc. Information line 2 |

Misc. Information line 3 |

I Transaction approved
[* Hold transaction

15 Start '8 2 Micro [s] /2 4 Internet Explorer .| Criginal Forms f DY Purchasing Manual 2-... < 2 O\~ el TV G 1234 PM

Place cursor in vendor number box, press the drop down menu symbol on the ‘Vendor
number’ line (or Press F4) and right click and select the correct vendor from the list.

Note: If the vendor is not set up, fill out a P-card New Vendor Set-Up form and
forward to the Accounting or Purchasing office.
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Application  File Edit Commands  View Help

Naviline

series HTE INC.

Email | Home | New Window | Support| Help

E Y¥endor Selection
File Edit List Commands Yiew Help
Gard numberfnam

Department:
Division:

Transaction type: II
Amount:

Vendor name:

Transaction date: Vendor Name
Status:
869 2 & E BUSINESS PRODUCTS 1507 NORTH PORTLAND
Merchant:
14754 & I CONSTRUCTION 402 WEST LAMAR, SUITE
Vendor number:
5554/A & M PRESS 3814 MARQUIS DE.
GL account:
64994 & M RENT-A-FENCE 627 CRESTSIDE DRIVE
Project:
1 5/A & W BEARINGS & SUPPLY CO. P.0O. BOX 561069
Misc. [nformation 4645|a ACCREDITED LOCK & SAFE 3129 H. HWY. 67 #G S

Misc. Information

p——_-- - 1"~ -~ ]
o I = 1

T ction ap

™ Hold transaction

;',' start ['8 2 Microsoft OFfice ... = . 5 Internet Explorer .| Original Forms f T Purchasing Manual 2-... < Ol el VG 1236 PM

After the vendor has been added into H T E, the transaction will need to have the vendor
selected. (After the vendor has been processed for this specific merchant, the system will
automatically enter the vendor information on any future purchases made from this
vendor/merchant.)
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After the vendor information is entered, with the cursor on the GL Account line, type in the
expense account number, use the drop down menu, or press F4 for a listing of account
numbers (display G) and select the appropriate account. If typing in the account number
directly, no dashes or spaces should be used (display H).

[ C1o]

Application File Edit Commands View Help

Naviline SUNGARD'

L HTE INC.

Email | HOme | oy window| Support] Help

— "
I Account Selection FEX

Gard humber/nam| File Edit List Commands View Help
Department
Division:

T type:

Amount: 2007 | 3] 0 0 0 0

Transaction date:

Account Number:

Status: A unt Nuxber D iption

Merchant 101-0000-125.01-01 Inventory / Inventory—-Supplies

Vendor number: 101-0000-125.01-02 Inventory / Inventory-vehicle Maint

GL account: 101-0000-125.01-05 Inventory / Inventory-cGasoline

Project: 101-0000-125.01-06 Inventory / Inventory Postadge

Wisc. Informatiorg 101-0000-125.01-07  ||Inventory / Inwentory-Diesel

Misc. Informatiorg 101-0000-125.01-08  ||Inventory / Propane

Misc. Information 101-0000-125.01-20  ||Inventory / Gift Shop Merchandise =

T
[x Hold transaction

I CITY OF ROWLETT, TEXAS (=]

Application File Edit Commands View Help
SUNGARD

HTE INC.
Email | HOme | oy window| Support] Help

Gard numberiname o CARTER, DAVID

Department: 04563 WASTEWATER OPERATIONS

Division: 00100 GARDHCLDERS

Transaction type: D LDEBIT

Amount: 100,58

Transaction cate: 12/0806 Posting date: 12008006

Status HOLD  Approved ID Date: /0000
Merchant: VW GRAINGER 195 Gity:

Vendor number: B

GL account 6045635006027 >

Project: >

Misc. Information line 1 wEntilator turbine/inad h

Wisc. Information line 2 [

Misc. Information line 3 T

[~ Transaction approved
[x Hold transaction

‘ystann. [@ar
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If the purchase needs to be split between two or more expense accounts, use the ‘Multiple
acc...’ button (the 5™ button across the top of the transaction screen).

Type in the General Ledger Account number or press the drop down menu and choose from
the list (display I) of expense accounts.

Naviline

series

HTE INC.

Gard numberfmamfl riz Edit List Commands View Help
Department:

Division: Account Mumber:

Transaction type: 2007 0 0 [s] 0 -@
Amount: I " I I I

Transaction date:

Status: 101-0000-125.01-01 Inventory /
101-0000-125.01-02 Inventory /
101-0000-125.01-05 Inventory /
101-0000-125.01-06 Inventory / Inventory Postage

/

/

/

Inventory—Supplies

Merchant: Inventory-Vehicle Maint

Inventory—Gasoline
Vendor number:

Misc. Informati
G- Information 101-0000-125.01-07 | Inventory

101-0000-125.01-08 Inventory
Misc. Information 101-0000-125.01-20 | Inventory
™ Transaction ap

e < I o ]

16 —

16045635006008 METRIC TOOL 3ET SHARED BY Wi & W

Inventory-Diezel

Misc. Information
Propane

Gift 3hop Merchandise

A

[re

W
i e

A

;',' start '8 2 Micro [s] . 5 Internet Explorer .| Criginal Forms f DY Purchasing Manual 2-... < 2 0|~ el TV G | 2:46 PM
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Enter the amount that should be posted to the specific expense account and press enter.
Enter any other expense accounts and the appropriate charge for each account (display J).

Enter project information if needed.

Enter detail information for the transaction.

J
[ CITY OF ROWLETT, TEXAS EE&X

Application  File Edit Commands  View Help

Naviline SUNGARD'

B HTE INC.

Email | Home | New Window | Support| Help

Gard numberfname: _ CARTER, DAVID

Department: 04563 WASTEWATER OPERATIONS

Division: 00100 CARDHOLDERS

Transaction type: O DEBIT

Amount: 168377

Transaction date: 12M12/06 Posting date: 1212/06

Status: MNA Approved ID: Date: 0/00/00
Merchant: USA BLUE BOOK Gity:

Vendor number: [2251 ] USA BLUEBOOK

Misc. Information ling 1 |METRIC TOOL SET
Misc. Information line 2 |SHP.F|ED BY WATER & WASTEWATER

Misc. Information line 3 |

[ Transaction approved Entered: 16377
[ Hold transaction Balance: oo
e General Ledger Account Amount c Detail Information i
r - 16045625006008 76.59 METRIC TOOL SET
- - 16045635006008 T6.58 METRIC TOOL 3ET SHARED BY Wi & W
= r
= r

A

.'.' start f 2 Microsoft Office ... 2 4 Internet Explorer - f ] Original Forms f '@I Purchasing Manual 2-...

After the vendor information, expense account, and detail information is entered, the
transaction will need to be taken off hold Remember to delete the x from the ‘Hold
transaction’ box to complete the process (or by pressing the F9 key).
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All transactions must be taken off hold in order for the transaction to be approved for
payment. All transactions will need to be approved by the department head prior to
payment processing.

The transaction screen will reflect the removal of ‘Hold’ on the transaction (display K).

E Transaction Maintenance - CITY OF ROWLETT, TEXAS
Application  File Edit List Commands View Help
Yk

Home | New Window| Support

Transaction Maintenance Email | | Help

"3 Cardnumber: | EEEEEEEEE
Subset Cardholder name: CARTER, DAVID
Gard information Merchant Name Amount
12/12 /06| USA BELUE BOOK 153.77
12/08/06 Wi GRAINGER 195 109. 58
12/06/06  CLEARWATER & ASSOCIATE 308.27

Gancel
Exit

OK

. T E 4 Internet Explarer -l Criginal Farms f DY Purchasing Manual 2-...
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Print the Dept/Div approval report.
From the Demand Reports Menu, Choose Dept/Div approval report (display L).

L

B2 HTE Inc Application Menu -
Application  File Edit Commands  View Appearance Launch Help

Naviline

Home | New Window| Support

HTE Inc Application Menu Email | Shortcut | Help

Refresh
E-M@ HTE Inc Application Menu
e

Commmunity Service
Financial Systems
Fixed Assets Main Menu
zlobal Financial Systems
GMBA Main Menu
Inquiry Menu
Demand Reports Menu
Eudgeting Menu
Procurement Card Main Menu
Ingquiry Menu
Demand Reports Menu
Card information list
Current transaction listing
Dep app al report
Department/division listing
Group detail listing
Statement of account
Transaction summary by GL acct
File Maintenance Menu
Processing Menu
Payroll/Personnel Main Menu
Purchasing/Inventory Main Menu

Work with spool. ..
Work with user. ..

Remove messag...

O

----- e Utility Systems
""" e Public Safety & Justice
""" B Change user password
Signoff
v
+
-]
¥
|
Fage 199 oec 1 LTt 1 T S W R T 155§

- Original Farrns f T Purchasing Manual 2-...

(P —— [
s Start 2

= 7 4 Internet Expl
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Enter the four digit account number and division 001 on both lines under
“‘Department/Division Range Report Selection”. Press enter. The report will go to the print
gueue. (See message at bottom left of display N — ‘Department/division approval report
Submitted’ in pink.)

I Department/division Approval Report - CITY OF ROWLETT, TEXAS
Application  File Edit Commands View Help
3 oy

Home| Newwindow| Support

Department/division Approval Report Email | | Help
Single Department/Division Report Selection

Department: |0 »| Leave blank to select all
Division 0 »| Leave blank to select all

_or-

Department/Division Range Report Selection

Depariment/divisions range from: 4583 » »| Leave blank to select all

Department/division range to: 4583 M1 | Leave blank to select all.

[ Print miscellaneous information line 1

[~ Print miscellaneous information line 2

[ Print miscellaneous information line 3

-t orignal Forms

[B2 HTE Inc Application Menu -
Application File Edit Comrmands View Appearance Launch Help

Naviline

series

Home | Support

New Window |
HTE Inc Application Menu Email | Shortcut | Help

Refresh

[EW@ETE 1nc Application Menu
e Community Service
2 Financial Systems
Fixed Assets Main Memu
Global Financial Systems
GMBA Main Memu
e Inquiry Menu
d Dewsnd Reports Menu
S Budgeting Menu
2 Procurewent cCard Main Menu
8

Work with spool...

Work with user...

99

Remove messag...

B

[}

e Inquiry Menu
o Demand Reports Menu
Card information list
Current transaction listing
Department/division listing
Group detail listing
statement of account
Transaction suaeary by GL acet
e File Maintenance Memu
L] Processing Menu
e Payroll/Personnel Main Menu
e Purchasing/Inventory Main Menu
e Urility Systems
e Public Safety &£ Justice
5] Change user password

DODHHBm

Signoff

pepartmentiansion approval report Submitted
P c3 T

Wstart &

Manual 2-...

City of Rowlett e Purchasing Manual



PURCHASING MANUAL

JANUARY 2012 Page 150

D. TRANSACTION APPROVAL INSTRUCTIONS
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D1. TRANSACTION APPROVAL INSTRUCTIONS
GREEN SCREEN DETAILED INSTRUCTIONS

H T E PROCUREMENT TRACKING MODULE
SUMMARIZED INSTRUCTIONS FOR APPROVING TRANSACTIONS

1. Fromthe H T E Inc Application Menu, select GMBA (#7), Procurement Card Main Menu (#14), Processing
Menu (#4), and Mass Approve Transactions (#6).

2. Enter ‘1’ to select a cardholder.

3. F14 (shift F2) Approve All Eligible

=i Session A - [24 x BO]

N Edit  “iew Communication Ackions  Window Help

B B SA% BE =@ %%

2t 3 &

PC1o0zU02 CITY OF ROWLETT, TEXAS 1/12/06
Transaction Approval Selection 15:36:40

Card Number:
Cardholder Mame: ALFARO, YICKI

Type options, press Enter.
1=Approve
Trans.

Date Merchant Name Amount Errors
12/29/05 FEDEX PAY-BY-PHONE 156.40
12/14/05 OFFICE DEPOT #1079 22.00
12/13/05 WESTBRODK BROTHERS 41 .00
12/13/05 WESTBRODK BROTHERS 82.00
12/13/05 WESTBRODK BROTHERS 41 .00
12/08/05 OFFICE DEPOT #1079 358.80

F3=Exit Flo=View 2 Fi1Z2=Cancel F14=Approve all eligible
F16=5how eligible only

11/003

& HTE Track
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4. Message: Press enter to confirm approval of selected transactions.
Press F12 to return without approving.

=¥ Session A - [24 x BO]

File Edit “iew Communication Actions ‘Window Help

By 0% @m0 w8 %

| e

al e

PC102U04 CITY OF ROWLETT, TEXAS 1/12/06
Confirm Transaction Approval 15:33:29

Card Number:
Cardholder Hame: ALFARD, WYICKI

Press Enter to confirm approval of slected transactions.
Press F12 to return without approving.
Transaction
Date Merchant Name Amount

12/29/05 FEDEX PAY-BY-PHONE

12/14/05 OFFICE DEPOT #1079

12/13/05 LESTBROOK BROTHERS

12/13/05 LESTBROOK BROTHERS

12/13/05 LESTBROOK BROTHERS

12/08/05 OFFICE DEPOT #1079

F3=Exit F1Z2=Cancel

MA a
3" 1902 - Session successfully started
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D2. TRANSACTION APPROVAL INSTRUCTIONS
NAVILINE DETAILED INSTRUCTIONS

H T E PROCUREMENT TRACKING MODULE
INSTRUCTIONS FOR APPROVING TRANSACTIONS

Enter ‘Mass approve transactions’ via the following path:

Financial systems
GMBA main menu
Procurement card main menu
Processing menu
Mass approve transactions

If you have multiple department numbers, click on ‘Subset’ and enter 4 digit department number.

Application  File Edit List Commands View Help

Home | New Window| Support

2]==53{ Procurement Card Selection Email | | Help

Procurement card:

'

113

[ Subset Card Selecti AEE
File Edit Commands View Help u 04507 00100 ¥
THA 03212 00zZ00 ¥
Department: 3542 » TG GG v
Division: ,ﬁ‘ 00580 00100 ¥
04046 00300 ¥
Cardholder: l—ﬂ 05508 00200 ¥
04046 00Z00 ¥
[ Lo ] ot oon 3
n3541 00zon 4
03546 00100 ¥
RAMOZ, M. ROSANNA 03544 00200 ¥
CLINGER, HEATH 03545 00100 ¥
FRYE, DAWN 05021 00zZ00 ¥
HARRIS, LINDA 02510 00200 ¥
KELLY, CRAIG 04047 00300 ¥
PERRIN, DENISE 04047 00200 ¥
TAYLOE, T 043507 00100 ¥
POE, SHAWN 04910 00100 ¥

4 w

r * = Inactive Account or Gardholder *

SUNGARD @

v T

>

Fage 145 oec 1 Ta5/198 M 5/opf Lo 19 ol 1 (55§

15 Start r Inbo - Mic rﬁ Bid tab for light... 2 5 Internet Ex,.. ~ r- Criginal Farms r'@. Purchasing Ma...
Press enter and a screen with only the cardholders that have unapproved transactions will appear.
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Select cardholder by right clicking and choosing ‘Select’.

E Procurement Card Selection - CITY OF ROWLETT, TEXAS
Application File Edit List Commands “iew Help
e

Home | New Window| Support

Procurement Card Selection Email | | Help

View all
Procurement card:

' I

Card Number Cardholder

Subset

KRAJC, ALEERT ooioo
HEWITT, ROEBERT ooioo
HIGHT3HOE, TIMOTHY ooioo
JONES, JTASON ooioo

* = Inactive Account or Cardholder
SUNGARD'

v

T I 1 1 I B o

;.'; start f ﬂ Bid tab Far light... 2 4 Inke
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A list of processed transactions will appear.

E Transaction Approval Selection - CITY OF ROWLETT, TEXAS
Application  File Edit List Commands Yiew Help

4 i
kY \| Home | NewWindow| Support

| Transaction Approval Selection Email | | Help

View 2 Card number:

LY  Cardholder name: JONES, JASON

Showr eligible only
~hant Name Amount Errors

12/14/06 |EWING IRRGTN PRDTS H63 321,108
12/05/06|EWING IRRGTN PRDTS #63 197.03 |8

Gancel
Exit

0K

[— - = =
?.‘.’ start '8 trtos - E® &id tab For ight... = 4 Internet Ex... - | Criginal Forms F T purchasing Ma. .. B el VG w1101 &M

Click on ‘Approve all eligible’ or F14 (shift F2).
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‘Confirm Transaction Approval’ screen will appear (see below).

L= Co ansd on Approva OF RO
Application  File Edit Commands  View Help

Home | New Window| Support

Email | | Help

=== Confirm Transaction Approval

cardnumeer: | NNEEEEEENE

Cardholder name: JOMES, JASON

Merchant Name Amount

EWING IRRGTN PRDTS #68
12/05/06 | EWING IRRGTN PRDTS H6S 197.03

A

w
O 3
SUNGARD @
T :
>
Tage 199 oec 1 Taq 99 M oot 1
[ O Purchasing Ma... EBS 2 0106 | 11zt am

Inkernet Ex, .. .r- Criginal Forms

Press enter.

Press F12 to return without approving.
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XX. AMENDMENT 1 TO PROCUREMENT CARD AGREEMENT
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AMENDMENT 1

AMENDMENT TO P-CARD AGREEMENT

Addition
Refer to Page 3 of the Procurement Card Agreement, First Paragraph & Page 123 of the
Purchasing Manual in regard to fuel and mileage reimbursement

Procurement card may be used for gas purchases. Finance will reimburse the difference
between mileage cost and p-card gas purchase if the proper paperwork is submitted.

Clarification
When a receipt is lost and a supplemental report form is submitted, the consequence is 1/3
strike.
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XX1. AMENDMENT 2 TO PROCUREMENT CARD AGREEMENT
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AMENDMENT 2

AMENDMENT TO P-CARD AGREEMENT
Change has been implemented:
Refer to page 122 (page 2 of Cardholder Agreement) — Bullet #10

Utilizing the card for automatic/recurring charges will be allowed.
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