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Revisions to Manual

October 2016:

Updated the FAQ's section of the manual.

General Procurement Information

Two new fields have been added to the Performance Info page to gather
additional contract data elements to meet on-going reporting
requirements pertaining to State contracting.

Updated Contract Amendment section to add that the contract
amendment number from the AA-14 must be included in the contract
activities documentation.

October 2010:

Performance Info

A new page has been added to the contract area called the Performance Info
page. The performance info page provides a mechanism to track
performance contracts and compliance with performance measures.

VT_PERF_CONTRACTS query
Query reports a list of contracts that fall under the Performance Contracting
“challenges for change”.

March 2010:

FINDING A CONTRACT
Additional wording has been added to clarify how to find contracts available for
use from the Office of Purchasing and Contracting website. Two sections were
updated:

1) Is There a State Contract for the Item I Need to Purchase?

2) How to determine if a Commaodity is on Contract

Query reports a list of contracts that fall under the Performance Contracting
“challenges for change”.

February 2009:

PRINT/DISPATCH A CONTRACT
Contract printing instructions have been modified to reflect how to print a
contract with the Department address showing on each page of the contract.
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Introduction to Contracts

Overview of VISION financial system:
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There are several documents which should be reviewed to understand
contracting requirements. All are accessible on the Finance & Management

website.

e VISION procedure #3 - http://finance.vermont.gov/policies-
and-procedures/vision-procedures

e Operational Guidance OG#2 -
http://finance.vermont.gov/training-and-support/vision-job-

aids-and-operational-guidance

e Bulletin 3.5 - htt
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Bulletin #3.5 and VISION Procedure #3 require the use of purchase orders when
making payment against all contracts if the payment is being made in VISION.
Through VISION, a purchase order directly ties the expense to the available
contract balance providing the greatest assurance that a contract will not be
overspent, while also providing interested parties with real-time information
regarding contract utilization. While a department may feel it's more efficient to
track contract payments through a spreadsheet and not use purchase orders,
there is no direct link or system control between a department’s spreadsheet and
the processing of that payment in VISION...thus increasing the risk of
overspending the contract.

A contract must be entered into the VISION system to comply with Bulletin 3.5
Standards. It is recommended that you visit the Agency of Administration’s
website and review Bulletin 3.5.

The Purpose and Policy from Bulletin 3.5 reads: “This Bulletin applies to the
procurement of all goods and services and the required documentation of such
procurements, regardless of dollar amount, for all agencies, as defined herein, of
the State of Vermont government. This Bulletin provides guidelines for
conducting procurements and contracting and establishes minimum benchmarks
and protocols to ensure the solicitation and awarding of contracts for services
are completed with sufficient competition. The State process is designed to:
ensure fair and open competition; guard against favoritism, improvidence,
extravagance, fraud and corruption; ensure the results meet Agency/department
needs; provide for checks and balances and oversee Agency procurement
activities; and protect the interest of the State and its taxpayers. Agencies and
departments may develop individual processes and procedures applicable to their
needs, in addition to the minimum stated requirements of this Bulletin.”

** Agencies must enter the contract into the VISION financial system
to obtain a contract number, regardless of the dollar amount.

The only way to draw down on a contract is by entering a purchase order.

Tracking Performance Contracts:

Challenges for Change is a plan to make Vermont government and services more
effective so that better results are delivered at lower cost to taxpayers. Challenges
for Change was authorized by Act 68 (the Challenges Bill) of the 2009-2010
legislative session. See additional information in Bulletin 3.5, Performance Measures
and Accountability. Bulletin 3.5 can be found at the following link:
http://aoa.vermont.gov/bulletins.

As a result of the Challenges for Change initiative, a new page called “Performance

Info” has been added to the contracts section of the Purchasing module. This page
Page 6 of 68

Contracts

June 2012


http://aoa.vermont.gov/bulletins

is @ mandatory page that must be filled in and approved before new contracts added
to the financial system can be approved. The performance info page provides a
mechanism to track performance contracts and compliance with performance
measures.

Contracts with a start date >= 7-1-10 are automatically designated as challenges for
change contracts. The performance info page must be filled out and approved
before the contract can be approved.

General Procurement Information:

In order to meet on-going reporting requirements pertaining to State
contracting, additional contract data elements must be captured when entering
contracts and contract amendments into VISION. These new elements include
designating the “Process Used” to secure the agreement and the "Agreement
Type”. Although these elements are already required and captured when
preparing Form AA- 14, additonal “"Agreement Types” have been added to reflect
the changes with the reissue of Administrative Bulletin 3.5. Use of this General
Procurement Information area begins July 1, 2016. The General Procurement
Information Job Aid can be found on our Finance and Management website at
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-

guidance.

The VISION Contract Amendment process is as follows:

> All Departments will create and maintain one contract without copying and
creating new iterations.

» Contract Activities link — The comments fields behind the “Contract
Activities” link MUST be used to identify all amendments. You MUST
enter the contract amendment number from the AA-14 here. Entering
information on this page will give you a quick view of all amendments.

» Add/Edit Comments link — Explanation for any amendments MUST also be
entered on this page. This can be done easily with a cut and paste
process. Entering information on this page allows all current and prior
contract amendment information to be printed out and easily viewed
(assuming “copy to vendor” is checked).

Departments are reminded that all documentation required by Bulletin 3.5 must
be maintained off line and made available upon demand for audit purposes.

**x* Finance is the only Department that processes contract
adjustments. ***
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Frequently Asked Questions (FAQs)

I added a contract that I no longer need or was entered with incorrect
information (i.e., wrong vendor). What do I do with it?

You cannot delete the contract, instead you can close the contract and create a
new one if necessary. If you no longer need to use the contract, navigate to
Purchasing > Procurement Contracts, change the status to Closed, and save.
We do not use the Cancel function in VISION.

Why am I receiving an “Invalid Value” error message when I try to
enter a PO against a valid contract?

Typically, this happens because of a couple of different reasons. On the Contract
Header page, check the begin and expire dates to confirm the contract is
available for use. If the dates are valid, verify the contract is in Approved status.
If the dates are fine and the contract is approved, contact VISION Support at
VISION.FinHelpdesk@vermont.gov for assistance.

Why aren't the PO Defaults I put in my Contract coming into my
Purchase Order?

PO Defaults set up on a Contract will only come into the Purchase Order if the
PO is copied from the Contract. If you enter the Contract number on the
Contract tab of your PO the default information will not come forward.

What do I do if the remaining amount of my contract is incorrect due to
the PO that I entered incorrectly.

o If the PO has not been completed, then you will need to process a change
order to the PO to properly update the remaining amount of the contract.
For information on processing change orders, please refer to the
Purchasing 102 manual located on the Finance and Management website
at http://finance.vermont.gov/training-and-support/vision-manuals

e If the PO had been completed, then you will need to contact a member of
Financial Operations to have a manual contract adjustment processed.
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Is there a State Contract for the item I
need to purchase?

To determine if there is a State contract for a specific item you need to
purchase, go to the Office of Purchasing and Contracting website located on the
State of Vermont website under Dept. of Buildings and General Services.

Navigation: Go to the Purchasing and Contract website at
http://bgs.vermont.gov/purchasing-contracting/contract-info

VERMONT OFFICIAL STATE WEBSITE /\)’\ ‘V’TERPV’[ONT
AGENCY OF ADMINISTRATION m
Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE STATE PHONE BOOK

Home CONTRACT INFORMATION

Commissioner's Office The text of statewide commeodity contracts that are utilized by more than one agency/department are
available for view. To view or print the text of a contract click on the contract number. Statewide Commodity

Facilities Operations Contracts that are utilized by more than one agency/department {including those for use by Towns and Schools)

Property Management * Download a list of all commodity contracts that have been issued by the Office of Purchasing and

Contracting.
« Download a list of contracts that have been added or amended in the last 30 (thirty) days by the Office of

Vermont Information Centers Division

. . il [ il a
Government Business Services Purchasing and Contracting,
Purchasing and Contracting Additional Information

Contact Inf ti
ontactinformation s Environmentally Preferable Purchasing (EPP)

Forms and Publications
Envirenmentally Preferred Purchasing Online Forms
Frequently Asked Questions . 8 .
« Online Contract Comments Form -- tell us how we're doing.

Debarment List
Bid Information

Contract Information

Current Contracts

Communications

Computer Hardware, Software adJraining
Information Technology Retainer Contrads

Print Braciremant

Click on Current Contracts

NOTE: Please note that when accessing Current Contracts from the Office of
Purchasing & Contracting website at http://www.bgs.vermont.gov/purchasing-
contracting/contract-info/current (including those for use by Town and Schools),
these contracts are statewide use contracts and do not include individual agency-
specific contracts issued by the Office of Purchasing & Contracting.
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VERMONT OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION

Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE

Home

Commissioner's Office

Facilities Operations

Property Management

Vermont Information Centers Division
Government Business Services

Purchasing and Contracting
Contact Information
Forms and Publications
Environmentally Preferred Purchasing
Frequently Asked Questions
Debarment List

Bid Information

STATE PHONE BOOK

CURRENT CONTRACTS

CONTACT

To see the text of a contract click on the contract number. If you need further information, send the purchasing

agent an e-mail by clicking on their name. In order to view, navigate, download or print the contracts you will

need the free

See the complete list of contracts where the purchasing card may be used as a method of payment

To Search This Page Press "Control + F"

Audio Visual

Automative

Beds and Bedding

Building Supplies

Clothing and Footwear

Communications

Computer Hardware. Software and Training
Custodial Supplies

Document Destruction Services

Electrical Equipment and Supplies

Interior Coverings

Laboratory and Field Equipment
Lawn and Grounds Equipment
Markers and Signs

Mail and Express Services
Medical

Newspaper Advertising

Office Furniture

Office Machines

Office Supplies

: Fasteners Paper and Plastic Products, Disposable
Contract Information
Filters Paper, Envelopes and Forms

Current Contracts

Fire Protection Equipment and Supplies Police Equipment and Supplies

Elags Printing

Communications

Computer Hardware, Software and Training Food Safety Equipment and Services
Information Technology Retainer Contracts Fuel Scrap Metal Recycling

Highway Materials and Equipment Translation Service

Print Procurement

Hospital and Surgical Equipment Training
Equipment Maintenance Insurance . . " " .
aup Industrial Supplies Visual and Auditory Aids
Purchasing Card Waste Hauling and Recyclin:

Reciprocal Preference Information Welding Supplies

To search the page press “Control + F” or select a category

Building Supplies

» Harwood Plywood : Atlantic Plywood, Contract 26425
Plumbing and HVAC Supplies : Granite Group, Contract 30953
s Plumbing and HVAC Supplies : F. W. Webb, Contract 31324

* Plumbing and HVAC Supplies : Granite Group, Contract 30953

Clothing and Footwear

+ Safety Shoes and Boots : Industrial Protection Product, Contract 24377

* Inmate Uniforms : Uniforms Manufacturing Inc, Contract 26834

* Inmate Sweatpant and Shirts : Acme Supply Co Ltd, Contract 26835

* Inmate TShirts, Socks, Shoes, and Baseball Caps : The Liberty Store Contract 26840
s Gloves, Thermals, Underwear : O.D. Taragin and Bros LLC, Contract 27036

« Corrections Officer's Uniform : Ben's Uniforms, Inc., Contract 27564

* Security Uniforms : Ben's Uniforms, Inc., Contract 22501

+ Shirts and Caps : ScreenPrint Plus, Contract 29409

* Rough Duty Uniforms : Ben's Uniforms, Inc, Contract 26949

+ High Visibility Clothing : Safety Source of New England, Inc, Contract 31754

+ High Visibility Clothing: Williston Workwear, Contract 31753

* Information Center Clothing : Aramark Uniform Services, Inc, Contract 27727
+ State Police Uniforms : Ben's Uniforms, Inc, Contract 24008

+ Uniform Rental & Cleaning: Alltex Uniform Rental Inc., Contract 23191

+ Winter Gear : Mach V Group, LLC, Contract 23754

s Police Supplies: Galls LLC, Contract 27186

Click on the contract number to view a particular contract.
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g Favorites |35+ | @ Office of Purchasing & Co... | @ hitp://bgs.vermont.go... X |
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G- v [ @ v Pagev Safetyv Tools~ @+
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CONTRACT £
State of Vermont
Buildings and General Services
Office of Purchasing & Confracting
10 Baldwin St
Montpelier VT 05633-7501
USA Contract ID Page
0000000000000000000012412 1of 4
Vendor ID 0000009824 Contract Dates Origin
Ben's Uniforms Inc 11/01/2007 to 11/01/2011 CPS
20 Main Street Description: Contract Maximum
Amesbury MA 01913 CPS - CORR. OFFICER'S UNIFORM $9,999,999.99
USA Buyer Name Buyer Phone Contract Status
LaRose,Deborah L 828-4635 Approved

Phone #: 978-388-0471

Unit Max Max
Line # Item ID Item Desc uom Price Qty Amt

1

PANT, UNIFORM EA 46.99000 0.00 0.00

PANTS, UNIFORM, DOC, 65/35 WASHABLE COTTON BLEND FABRIC WITH 10% STRETCH WAISTBAND CONSTRUCTION WITH SILCONE SHIRT
GRIP AND DOUBLE HOOKS, RELAXED FIX, PROCESSED FOR CREASE RETENTION, FRONT QUARTER POCKET STYLING, PLEATED DOUBLE
THIGH POCKETS, TWO HIP POCKETS WITH BUTTON TAB, COTTON BLEND POCKETING, HEAVY DUTY NYLON ZIPPER WITH AUTO LOCK
SLIDER, SPLIT SEAM TAILORED CONSTRUCTION, THIGH LET QUTS, 3X DRY FABRIC, EXTRA STRENGTH TANDEM SEAT SEAM, OUTSIDE
CELL PHONE POCKET, ELASTIC STRAP INSIDE CARGO POCKET, REFLECTIVE STRIP ON CARGO POCKET, HOME LAUNDERED, OR DRY
CLEANED. COLOR: DARK GREY, , BLAUER #8810X

SHIRT, SHORT SLEEVE, UNIFORM EA 39.99000 0.00 0.00

SHIRT, SHORT SLEEVE, UNIFORM, DOC, 6.5 OZ. TWILL, 65/36 WASHABLE COTTON BLEND WITH 10% STRETCH, PLEATED POCKETS
WITH SCALLOPED FLAPS, PENCIL SLOT, HOOK & LOOP CLOSURE, TRADITIONAL 5 CREASE MILITARY STYLE, EXTRA LONG SHIRT

TAILS, HOME LAUNDERED OR DRY CLEANED, EPAULETS, VENDOR SUPPLIED EMBROIDERED BADGE AND EMPLOYEES NAME TAPES ON
SHIRT, 2 EACH CUSTOMER SUPPLIED SEWN ON SHOULDER PATCHES TO BE APPLIED AT NO EXTRA CHARGE. 3 X DRY FABRIC.,
COLOR: GREY, BLAUER #58713X. PRICE OF SHIRT INCLUDES EMBROIDERED BADGE PATCH, NAME TAPES AND APPLIED SHOULDER
PATCHES.

SHIRTS, LONG SLEEVE, UNIFORM EA 44.50000 0.00 0.00

& Unknown Zone | Protected Mode: Off Q-

Contract page opens displaying information regarding what items are on this
contract.

You have completed Is there a State Contract for the item I need to

Contracts
June 2012

purchase?
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How to Find and Interpret a Contract

Navigation: Purchasing>Procurement Contracts>Adad/Update Contracts
The Contract Entry page opens.

Click on Find an Existing Value tab

Favorites = Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

g an s vaus | |

Maximum number of rows to return (up to 300); | 300

SetiD: = - STATE Q,
Contract ID: begins with ~ ||

Contract Process Option: = - -
Origin: begins with - QL

Short Vendor Name: begins with - QL

["| Correct History

Search | Clear |EaaicEearch B save Search Criteria

SetID = STATE defaults in.
There are three ways to search for a contract:

1. Contract ID: If you know the contract number, enter the number in the
Contract ID field and be sure to include the leading zeros. You can also
click on the drop down arrow, change “begins with” to “contains” and
search by part of the number.

2. Origin Code: This is a good way to search for contracts belonging to
your department. You can also search for Central Purchasing contracts by
using their origin codes of CP and CPS however this may be a long list.
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3. Short Vendor Name: Enter part or as much of the Vendor Name as you
wish, click the magnifying glass to return a list of vendors with a similar
short name to select from, then click the Search button. Remember,
sometimes putting in too many letters reduces your chance of success.

Once you have selected the contract and clicked on Search the following page
will display

Favorites | Main Menu > Purchasing : Procurement Contracts > Add/Update Contracts

Convact | I I 1

SetiD: STATE *Status: Approved

Contract ID: *0rigin Code

0000000000000000000014938

Process Option: hase Order Edit Comments Activity Log

Vendor: INDISTRIAL-017 Contract Activities Document Stafus

Vendor ID: 00obo16603 Industrial Protection Primary Contact Info Contract Thresholds

Products Inc

Beqgin Date: 05/42/2009

Expire Date: 0512012 Maximum Amouht: 9,999,999.99 UsD

Currency: us CRRNT Total Line Relefsed Amount: 23509551

Primary Contact: Open Item Arflount Released: 0.00

Vendor Contract Ref:

Description: CPE-SAFETY SHOES & SHOEMOBILE Total Relegsed Amount: 23509551

Master Contract ID: Remainigg Amount: 9,764,904.48
Tax Exempt ining Percent: 9765

* Order Contract Options

Allow Multicurrency Pj Allow Open [tem Reference Must Use Contract Rate Date

Corporate Contract Adjust Vendor Pricing First Rate Date: 04/21/2009
[] Lock Chartfields Price Can Be Changed on Ofder
*Di . Print - Dispatch
PO Defaults PO Open ltem Pricing Dispatch Method: P

Add ltems From

Catalog ltem Search

The Contract ID number displays on the top of the contract.

The Contract must be in “approved” status in order to use the contract
in a purchase order. If the contract status is something other than
approved and:

Origin code = CP or CPS - contact the Purchasing Agent (828-2211)
(To find the agent click on the Contract Thresholds
link or look in the Current Contracts list)

Origin code = Your Dept — contact the appropriate person in your
department.
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Contract Process Option: The process option should be Purchase Order in
order for the contract to be used in a purchase order and to be able to print the
contract.

Vendor ID Number: The Contract number and the Vendor ID number form a
partnership. If you are creating a Purchase Order and do not have the correct
Vendor ID number you will not be able to bring in a line from that contract.

Origin Code: To see if you can use this contract. (Origin code must be your
department origin code or the origin codes CP or CPS)

Expiration Date: The last date the contract is available to use. If the
expiration date of the contract has already gone by, in order to use the contract
you will need to make the PO date prior to the expiration date of the contract.
(This should only be done if the services were for the time period the contract
was valid.)

Maximum Amount: The maximum dollar amount of the contract.

Remaining Amount: The maximum amount of the contract minus the total
released amount. This tells you how much is left on the contract to spend.

Favorites © Main Menu > Purchasing : Procurement Contracts > Add/Update Contracts

I ! 1

SetiD: STATE *Status: Approved v
Contract ID: 0000000000000000000014938 *Origin Code
Process Option: Purchase Order Edit Comments Activity Log
Vendor: INDUSTRIAL-017 Contract Activities Document Status
i i i | C | ( eshold

Vendor ID: 0000016603 Industrial Protection Primary Contact Info Caontract Thresholds

Products Inc
Begin Date: 05/02/2000 Amount Summary
Expire Date: 05/01/2012 Maximum Amount: 9,999,999.99 UsD
Currency: uso CRRNT Total Line Released Amount: 235,095.51
Primary Contact: Open ltem Amount Released: 0.00

Vendor Contract Ref:

Description: CPS-SAFETY SHOES & SHOEMOBILE Total Released Amount: 23509551

Master Contract ID:

Afroumt: TS

Tax Exempt ining Percent: 97.6
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date
Corporate Contract Adjust Vendor Pricing First Rate Date: 04/21/2009
[] Lock Chartfields Price Can Be Changed on Order
PO Defaults PO Open ltem Pricing *Dispatch Method:  Frint | _Dispateh |
Catalog ltem Search
Page 14 of 68
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Under Order Contract Options

Allow Multicurrency PO: This box defaults in as checked. Currently the State
of Vermont only processes transactions in US Dollars so this box should be
unchecked.

Corporate Contract: This box defaults in as checked. This allows all business
units to potentially use this contract. All CP or CPS contracts should have this
box selected. In addition, if your department has multiple PO Business units,
you must leave this box selected.

To restrict use of the contract to your BU only, uncheck the Corporate
Contract checkbox and click on PO Defaults to enter department-
specific information.

Click the Edit Comments link (or Add Comments link, if there aren't any
comments yet) towiew additional comments regarding the contract.

Favorites | Main Menu > Purcllasin ¥ PrncuremegtContmcts » Add/Update Contracts

[ Reeuraesces | 1
SetiD: STATE *Status: Approved  ~
Contract ID: 0000000000000000000014938 ;Origin Code
Process Option: Purchase Order Edit Comments Activity Log
Vendor: INDUSTRIAL-017 Contract Activities Document Status
) ) . . : ’ eshold
Vendor ID: 0000016603 Industrial Protection Primary Contact Info Contract Thresholds
Products Inc
Begin Date: 0510212009 (Amount Summary |
Expire Date: 05/01/2012 Maximum Amount: 9,999,999.99 UsSD
Currency: UsD CRRNT Total Line Released Amount: 235,095.51
Primary Contact: Open Item Amount Released: 0.00

The Edit Comments link opens the Header Comments page and is available to
enter additional information about the contract.
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Favovr'rtes MainvMenu b Purcllasing b Prncuremegt Contracts > AddfUpdate Contracts

Maintain Contracts

Header Comments

SetlD: STATE Contract ID: 0000000000000000000014938

Retrieve Active Comments Only Retrigve |

*Sort Method: ~ Comment Time Stamp v *Sort Sequence; Ascending = Sort

Comments Find | View A1 First B 1 or 14 O Last
Copy Standard Comments Comment Status:  Active _nactate |
THIS CONTRACT IS ISSUED IN ACCORDAMCE WITH THE STATE OF VERMOMT RFP FOR SAFETY @
SHOES AND SHOE MOBILE ISSUED MARCH 13, 2009 AND VENDOR'S RESPONSE DATED MARCH 26,
2009.

Send toVendor [ | Shown at Receipt [ Shown at Voucher [| Copy to Purchase Order

Associated Document

Attachment Aﬂach| | Delete Email

From -= CNT STATE-0000000000000000000014938

OK | Cancel | Refresh |

Any Contract Amendments MUST be entered here as well as on the Contract
Activities page.

Send to Vendor: Click on this box if you want comments to be seen on the

printed version of the contract. If the comments are for internal use only, leave
the check box unchecked.

Copy to Purchase Order: Select this box if you want comments to copy over
to the PO.

Click OK at the bottom of the page.

Click the Contract Activities link to view additional information.

Favovr'rtes MainvMenu » Purchasing » Procure
H -

ent Contracts » Add/Update Contracts

Contract Create Releases Review Releases

SetiD: STATE *Status: Approved -

*QOrigin Code S

Contract ID:

0000000000000000000014938

Process Option: Purchase Order

Edit Comments Activity Log

Vendor: INDUSTRIAL-017 Conftract Activities Document Status
Vendor ID: 0000016603 Industrial Protection Primary Contact Info Contract Thresholds
Products Inc
Begin Date: 05/02/2009 Amount Summary
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Favc;r'rtes Mainvru'lenu » Purchasing : Procurement Contracts : Add/Update Contracts

Maintain Contracts

Activities

SetlD: STATE ContractID: 0000000000000000000014938

- g <
Activities customize | Find | View Al | 1] 88 First B0 4 op 1 B st

| [-Due Date Done |:Comments .
! 5 O € =]

OK | Cancel | Refresh |

This is the page where all contract activity, such as approvals and
amendments, MUST be recorded. This information is required. You should also
include initials of the person who updated this information. For example:
“Approved on 3/31/12 with signatures. TJ”
“Amended 4/15/12 to add Section 3. TJ”
In the case of an amendment, provide a description of what was updated and
you must include the contract amendment number from the AA-14.

Click OK Scroll down the page

Allow Multicurrency PO Allow Open ltem Reference Must Use Contract Rate Date
Corporate Contract Adjust Vendor Pricing First Rate Date: 04/21/2009
[T Lock Chartfields Price Can Be Changed on Order
. =D . Print ~  Dispatch
PO Defaults PO Open ltem Pricing Dispatch Method: B
Add ltems From
Catalog Item Search
Lines Customi d | View All| E‘| # First [4] 170r17 O Last
" Details | Order By Amount | temnformation | Defaut Schedule | Release Amounts | Release Quantiies
Line ftem Description uom Category b L
8" SPORT UTILITY _
.| B WATERPROOF INSULATED B Pr 20119 BB Active
BOOT - MENS
8" SPORT UTILITY _
2 | B WATERPROOF INSULATED B Pr 20119 W B Active
BOOT - WOMENS
8" LOGGER BOOT _
Y = WATERPROOF INSULATED - B Pr 20119 B2 Active
MENS
8" LOGGER BOOT _
4 B WATERPROOF INSULATED - B Pr 20119 B Active
WOMENS
5 B HIKER - WATERPROOF - MENS ¥, PR 20119 ® ® B Aclive
HIKER - WATERPROOF - =! "
WOMENS B 20119 % L Active
SPORT HITOP - MENS B Pr 20119 G2 T B Active
Category Search
B save | L4 Return to Searc\] +[E Previous in List | +E] Next in List | [=] Motify | % Refresh | E Addl Update/Display | [EF Correct History |

Click on the Line Details icon to view additional contract information for each
line.
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Favorites H Main Menu > Purchasing » Procurement Contracts > Add/Update Contracts
H - -

Maintain Contracts

Details for Line 6

Contract ID: 0000000000000000000014938 Vendor: INDUSTRIAL-017

Line: B ftem ID: HIKER - WATERPROOF - WOMEMNS
Category: 20119 Status: Active

Category Desc: FOOTWEAR: BOOTS AND SHOES

Category ID: 00131 Physical Nature: Goods

Transaction ltem Description:
HIKER - WATERPROOF - WOMENS

Expand All Collapse All
} ltem Infor sation

* Release Amuunts | Quantities
* Pricing Informa‘ion

Click the Expand All link and scroll down the page

Favo_rtes Main'Menu ¥ Purcrlasing ¥ Procuremegt Contracts » Add/Update Contracts

Expand All Collapse All
* Iltem Information

Vendor's Catalog: Device Tracking
Vendor Iltem ID:

Manufacturer ID:

Manufacturer's Item ID:

UPH ID:

~ Release Amounts / Quantities

Minimum Line Amount: Minimum Line Quantity:

Maximum Line Amount: Maximum Line Quantity:

Total Line Released Amount: 60.00 Total Line Released Quantity: 1.00
Remaining Amount: 0.00 USD Remaining Quantity: 0.0000 PR
Remaining Amount %: 0.00 Remaining Quantity %: 0.00

* Pricing Information

Use Contract Base Price Use Vndr Price UOM Adjustments
Price Can Be Changed on Order Use Vndr Price Shipto Adjust
Price Date: Due Date Adjust: Before Contract Adjustment
3 Order By Amount
Price Qty: Line Quantity
Amount Only
Qty Type: Current Order Quantity

Merchandise Amount:

Schedule Defaults

Selectthe eligible UOM / Pricing combinations that are available for this coniract line. The Release
Default row will be used for pricing the next set of releases from the contract

UOM(Pricing e Earl A First B0 1 of 1 I Last

Release
Default

SINGLE PR 60.00000 USD

Price Loc Base Price |Curr

Enterthe lead times and schedule quantities to be used for contract generated purchase order
releases. Quantity is in standard UOM, and will be converted to the LUOM that is selected as the

This is the page that determines whether or not the “Price Can Be Changed on
Order”. If this option is checked, you are able to change purchase order prices
that default in from the contract.
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This is also where the base price is entered. Any maximum or minimum line
quantities are entered here. For example, if when the contract was negotiated it
was determined that line 6 of the contract should only have $60,000 spent
against it, a maximum line amount of $60,000 could be entered for the
maximum line amount. This would only allow up to $60,000 in purchase orders
to go against line 6.

Click OK at the bottom of the page to return to the Contract page.

Click on the Performance Info page.

Favnvrites Main_Menu » Purchasing » Pro ment Contracts > Add/Update Contracts

Contract | Create Releases | Review Releases | Performance Info

SetiD: STATE *Status: Approved -
Contract ID: 0000000000000000000014938 *Origin Code
Process Option: Purchase Order Edit Comments Activity Log
Vendor INDUSTRIAL-01T Contract Activities Document Status
Begin Date: 0510212009
Expire Date: 05/01/2012 Maximum Amount: 9,999,999.99 USD
Currency: UsD CRRENT Total Line Released Amount: 235,085.51
Primary Contact: Open ltem Amount Released: 0.00
Vendor Contract Ref:
Description: CPS-SAFETY SHOES & SHOEMOBILE Total Released Amount: 235,095.51
Master Contract ID: Remaining Amount: 9,764,004.48
Tax Exempt Remaining Percent; a7 65
Allow Multicurrency PO Allow Open [tem Reference Must Use Contract Rate Date
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Contract Create Releases Eeview Releases

Agency/Dept: CP35 Central Purch Political SubDiv Contract ID: 0000000000000000000014938
Vendor Name: Industrial Protection Products Inc Vendor ID: 0000016503

Address: PO Box 685
City, State, Zip: Wilmington, MA 01887

Start Date: 05/02/2009 Expire Date: 05/01/2013 Description: CPS-SAFETY SHOES & SHOEMOBILE
Maximum Payable: $0,990 999.060 C4C Contract: Approved:
Does this agreement include performance measures tied to outcomes and'or funding? Yes No
3| s -] C S d 20| d the
Estimated G-Fund F-Fund S-Funds GC-Fund Cther
Funding Split: % % % % %
Total funding splits: %
Process used: r
Agreement type: v

All of the information filled in above comes directly from the Contract page.

C4C Contract box:

e This box will be checked and grayed out for all contracts entered with a
start date >= 7-1-10. This indicates that the contract is a challenges for
change contract and will require the Financial Information section to be
filled in.

e If the contract has a start date <= 6-30-10 the box will not be checked
and the Financial Information section will not need to be filled in.

o If the contract has a start date <= 6-30-10 and it is determined that the
contract is a challenges for change contract, the box can be checked and
the Financial Information area would need to be filled in.

If the contract is a C4C contract; then the Financial Information area must be
filled in:

The question “Does this agreement include performance measures tied to
outcomes and/or funding” must be answered by choosing “Yes” or “"No”.

Estimated Funding Split: A percentage must be entered for how the contract
money will be spent. The total funding splits must equal 100%. These splits will
automatically calculate the dollar amount based on the percentages entered per
each fund.
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G-Fund = general fund

F-Fund = federal fund

S-Fund = special fund

GC-Fund = global commitment fund

Other (If “Other” is chosen, a text box will open and a description of the
funding source must be entered)

Note: For contracts that can be used throughout the state, such as Purchasing
and Contract Administration contracts with an origin code of CP or CPS or master
contracts such as those for Marketing and DII, if the funding source cannot be
determined then use 100% “Other”. A suggested description of the funding
source would be “Central Purchasing” or “Master”.

Approval box: This box must be checked if the C4C box is checked. Only users
with security to approve a contract will be able to approve the Performance Info
page. A contract that is a C4C contract must have the Performance Info page
approved before the contract can be approved.

General Procurement Information:

Based on information captured when preparing Form AA-14.

Drop Down Values

Process Used: Agreement Type:
e (Qualifications based selection e Architectural/Engineering
e Simplified bid « Commodity
« Sole sourced « Construction
« Standard bid or RFP « Data Usage and/or Data Sharing
= Statutory « Financial Transaction
e Grant
« Information Technology
» Marketing

« (Other Contracts for Services
e Privatization

« Professional Services

« Retired or Former Employee
« Zero Dollar (or No-Cost)
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The General Procurement Information area is designed so that selecting values
in the drop down fields are required fields.

New contracts: If a new contract is entered into VISION, the drop down values
must be selected before the contract can be moved to “approved” status.

Existing contracts: If an existing contract, in an “approved” or “closed” status, is
moved to “open” and then to “approved” status, the General Procurement
information area needs to be complete. (I.e., if values do not exist they need to
be selected.) If an existing contract, whether “approved” or “open”, is moved to
“closed” status the General Procurement information area will not need to be
filled in.

You have completed Finding and Interpreting a Contract
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How to determine if a Commodity is on
Contract

Navigation: Go to the Purchasing and Contract
Administration website at http://www.bgs.vermont.gov/purchasing-
contracting/contract-info .

VERMONT OFFICIAL STATE WEBSITE

SEARCH

AGENCY OF ADMINISTRATION
Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE STATE PHONE BOOK

Home CONTRACT INFORMATION

The text of statewide commodity contracts that are utilized by more than one agency/department are
available for view. To view or print the text of a contract click on the contract number. Statewide Commodity

Commissioner's Office

Facilities Operations Contracts that are utilized by more than one agency/department (including those for use by Towns and Schools)
Property Management ¢ Download a list of all commedity contracts that have been issued by the Office of Purchasing and

Contracting.
¢ Download a list of contracts that have been added or amended in the last 30 (thirty) days by the Office of

Purchasing and Contracting.

Vermont Information Centers Division

Government Business Services

Purchasing and Contracting Additional Information

Contact Information . .
¢ Environmentally Preferable Purchasing (EPP"

Forms and Publications
Environmentally Preferred Purchasing On"ne Forms
Freguently Asked Questions . , .
® Online Contract Comments Form -- tell us how we're doing.
Debarment List
Bid Information

Contract Information

Current Contracts

Communications

Computer Hardware, Software and Training

Information Technology Retainer Contracts

Click on Statewide Commodity Contracts that are utilized by more than one
agency/department

NOTE: Please note that when accessing Current Contracts from the Office of
Purchasing & Contracting website at http://www.bgs.vermont.gov/purchasing-
contracting/contract-info/current (including those for use by Town and Schools),
these contracts are statewide use contracts and do not include individual agency-
specific contracts issued by the Office of Purchasing & Contracting.
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VERMONT OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION

Buildings and General Services

VERMONT.GOV QUTLOOK ONLINE

Home

Commissioner's Office

Facilities Operations

Property Management

Vermont Information Centers Division
Government Business Services

Purchasing and Contracting
Contact Information
Forms and Publications
Environmentally Preferred Purchasing
Frequently Asked Questions
Debarment List

Bid Information

STATE PHONE BOOK

CURRENT CONTRACTS

CONTACT

To see the text of a contract click on the contract number. If you need further information, send the purchasing

agent an e-mail by clicking on their name. In order to view, navigate, download or print the contracts you will

need the free

See the complete list of contracts where the purchasing card may be used as a method of payment

To Search This Page Press "Control + F"

Audio Visual

Automative

Beds and Bedding

Building Supplies

Clothing and Footwear

Communications

Computer Hardware. Software and Training
Custodial Supplies

Document Destruction Services

Electrical Equipment and Supplies

Interior Coverings

Laboratory and Field Equipment
Lawn and Grounds Equipment
Markers and Signs

Mail and Express Services
Medical

Newspaper Advertising

Office Furniture

Office Machines

Office Supplies

: Fasteners Paper and Plastic Products, Disposable
Contract Information
Filters Paper, Envelopes and Forms

Current Contracts

Fire Protection Equipment and Supplies Police Equipment and Supplies

Elags Printing

Communications

Computer Hardware, Software and Training Food Safety Equipment and Services
Information Technology Retainer Contracts Fuel Scrap Metal Recycling

Highway Materials and Equipment Translation Service

Print Procurement

Hospital and Surgical Equipment Training
Equipment Maintenance Insurance . . " " .
aup Industrial Supplies Visual and Auditory Aids
Purchasing Card Waste Hauling and Recyclin:

Reciprocal Preference Information Welding Supplies

To search the page press “Control + F” or select a category

Building Supplies

» Harwood Plywood : Atlantic Plywood, Contract 26425
Plumbing and HVAC Supplies : Granite Group, Contract 30953
s Plumbing and HVAC Supplies : F. W. Webb, Contract 31324

* Plumbing and HVAC Supplies : Granite Group, Contract 30953

Clothing and Footwear

+ Safety Shoes and Boots : Industrial Protection Product, Contract 24377

* Inmate Uniforms : Uniforms Manufacturing Inc, Contract 26834

* Inmate Sweatpant and Shirts : Acme Supply Co Ltd, Contract 26835

* Inmate TShirts, Socks, Shoes, and Baseball Caps : The Liberty Store Contract 26840
s Gloves, Thermals, Underwear : O.D. Taragin and Bros LLC, Contract 27036

« Corrections Officer's Uniform : Ben's Uniforms, Inc., Contract 27564

* Security Uniforms : Ben's Uniforms, Inc., Contract 22501

+ Shirts and Caps : ScreenPrint Plus, Contract 29409

* Rough Duty Uniforms : Ben's Uniforms, Inc, Contract 26949

+ High Visibility Clothing : Safety Source of New England, Inc, Contract 31754

+ High Visibility Clothing: Williston Workwear, Contract 31753

* Information Center Clothing : Aramark Uniform Services, Inc, Contract 27727
+ State Police Uniforms : Ben's Uniforms, Inc, Contract 24008

+ Uniform Rental & Cleaning: Alltex Uniform Rental Inc., Contract 23191

+ Winter Gear : Mach V Group, LLC, Contract 23754

s Police Supplies: Galls LLC, Contract 27186

Click on the contract number to view a particular contract.
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p:

File Edit GoTe Favorites Help

x

X £ WindowsLive Bing B v | WhatsNew Profile Mail Photos Calendar MSN Share | 58 v [ v a3 Sign in

i Favorites | & http://bgs.vermont.gov/sites/bgs/files/pdfs/purc.. &~ ~ [ @ v Pagev Safety~ Took~ @~

Hﬁ@-@ $ 1/t @@ Box - R -

CONTRACT i
State of Vermont
Buildings and General Services
Office of Purchasing & Confracting
10 Baldwin St
Montpelier VT 05633-7501
USA Contract ID Page
(0000000000000000000012412 1of 4
Vendor ID 0000009824 Contract Dates Origin
Ben's Uniforms Inc 11/01/2007 to 11/01/2011 CPS
20 Main Street Description: Contract Maximum
Amesbury MA 01913 CPS - CORR. OFFICER'S UNIFORM $9.999.999.99
UsSA Buyer Name Buyer Phone Contract Status
LaRose Deborah L 828-4635 Approved
Phone #: 978-388-0471
Unit Max Max
Line # Item ID Item Desc uom Price Qty Amt
1 PANT, UNIFORM EA 46.99000 0.00 0.00

PANTS, UNIFORM, DOC, 65/35 WASHABLE COTTON BLEND FABRIC WITH 10% STRETCH WAISTBAND CONSTRUCTION WITH SILCONE SHIRT
GRIP AND DOUBLE HGOKS RELAXED FIX, PROCESSED FOR CREASE RETENTION, FRONT QUARTER POCKET STYLING, PLEATED DOUBLE
THIGH POCKETS, TWO HIP POCKETS WITH BUTTON TAB, COTTON BLEND POCKETING, HEAVY DUTY NYLON ZIPPER WITH AUTO LOCK.
SLIDER, SPLIT SEAM TAILORED 'CONSTRUCTION, THIGH LET OUTS, 3X DRY FABRIC, EXTRA STRENGTH TANDEM SEAT SEAM, OUTSIDE
CELL PHONE POCKET, ELASTIC STRAP INSIDE CARGO POCKET, REFLECTIVE STRIP ON CARGO POCKET, HOME LAUNDERED, OR DRY
CLEANED. COLOR: DARK GREY, , BLAUER #8810X

2 SHIRT, SHORT SLEEVE, UNIFORM EA 39.99000 0.00 0.00

SHIRT, SHORT SLEEVE, UNIFORM, DOC, 6.5 OZ. TWILL, 65/36 WASHABLE COTTON BLEND WITH 10% STRETCH, PLEATED POCKETS

WITH SCALLOPED FLAPS, PENCIL SLOT, HOOK & LOOP CLOSURE, TRADITIONAL 5 CREASE MILITARY STYLE, EXTRA LONG SHIRT

TAILS, HOME LAUNDERED OR DRY CLEANED, EPAULETS, VENDOR SUPPLIED EMBROIDERED BADGE AND EMPLOYEES NAME TAPES ON
SHIRT, 2 EACH CUSTOMER SUPPLIED SEWN ON SHOULDER PATCHES TO BE APPLIED AT NO EXTRA CHARGE. 3 X DRY FABRIC.,
COLOR: GREY, BLAUER #8713X. PRICE OF SHIRT INCLUDES EMBROIDERED BADGE PATCH, NAME TAPES AND APPLIED SHOULDER
PATCHES

3 SHIRTS, LONG SLEEVE, UNIFORM EA 44.50000 0.00 0.00

known Zone | Protected

Contract page opens displaying information regarding what is under contract for

uniforms with this vendor.
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Enter Services Contract

Navigation: Purchasing > Procurement Contracts > Add/Update Contracts

In the Contract Process Option field the value defaults as General Contract. Click
on the dropdown and choose Purchase Order. This will allow you to enter a
Purchase Order against the contract.

* You must select “"Purchase Order” so that you can dispatch and print
the contract. If you enter a $ontract and realize you forgot to select

“purchase order”, you will need to close the contract and create a new
one to be able to dispatch/print.

Favorites = Main Menu > Purchasing |> Procurement Contracts » Add/Update Contracts

Contract Entry

| 1

SetlD: STATE Q,

Contract ID: MEXT v

Contract Process Option: Purchase Order -
Add

Click the Add button
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Favovrites MainvMenu > Purchasing » Procurement Contracts > AddfUpdate Contracts

Contract | Create Releases Review Releases Performance Info

SetiD: STATE Copy From Contract *Status: Open -
Contract ID: NEXT *Origin Code Q
Process Option: Purchase Order Add Comments Activity Log
Vendor: @, vendor Search Contract Activities Document Status
- . Primary Contact Info Lontraci [Nresnolas
Vendor ID: Q Primary Contact Info Contract Thresholds
*Begin Date: 111022011 [ Amount Summary
Expire Date: & Maximum Amount: 000 ysp
Currency: USD @ |CRRNT S Total Line Released Amount: 0.00
Primary Contact: Q Open Item Amount Released: 0.00
Vendor Contract Ref: |
Description: | Total Released Amount: 0.00
Master Contract ID: X
[ Tax Exempt
* Order Contract Options
Allow Multicurrency PO [T Atlowr Open ltem Reference [C] Must Use Contract Rate Date
Corporate Contract Adjust Vendor Pricing First Rate Date: 11022011 5
[] Lock Chartfields Price Can Be Changed on Order
*Nji . Print Dispatch
PO Defaults PO Open ltem Pricing Dispatch Method: "M - _Dispateh |
Add tems From
Catalog ltem Search

Enter the following information:

Origin Code
Vendor ID - do not utilize the Vendor search link on this page, searching
for the vendor number should be done using the following navigation:
Vendors> Vendor Information> Add/Update > Vendor
Contract Begin and Expire Dates
Description
e If you want to see a description on reports that you run, you
should enter a meaningful description here.
Maximum amount
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Favorites Main Menu > Purcrlasing > Procuremegt Contracts » Add/Update Contracts

Contract Create Releases Review Releases Performance Info

SetiD: STATE Copy From Contract  *Status: Open -

Contract ID: NEXT *Origin Code fm_Q

Process Option: Purchase Order dd C If Activity Lo

Vendor: CHERRYROAD-0 C,  vendor Search Contract Activities Document Status
Primary Contact Info Contract Thresholds

*Vendor ID: 0000084643 @, CherryRoad Technologieg

Inc

*Begin Date: 11/02/2011 [#]
Expire Date: 110212013 El
Currency: UsSD G, |CRRNT G,

Amount Summary

Maximum Amount: 100000.00 | )gp

Total Line Released Amount: 0.00
Primary Contact: Q ‘Open ltem Amount Released: 0.00
Vendor Contract Ref: |
Description: [Oracle Tech Senices Total Released Amount: 0.00

Master Contract ID: Q
’7

[T Tax Exempt

* Order Contract Options
Allow Multicurrency PO
Corporate Contract Adjust Vi
[CLock Chartfields

[T Allow Open Itgm Reference [] Must Use Contract Rate Date

dor Pricing First Rate Date: 1102/2011 5

Be Changed on Order
PO Defaults *Dispatch Method: Print - Dispatch |

Add items From

Catalog ltem Search

Click on the Add Comments link

Fa\rovr'rtes MainvMenu > Purchasing > Procurement Contracts > Add/Update Contracts
i - -

Maintain Contracts

Header Comments

SetiD:  STATE Contract ID: NEXT

*Sort Method:  Comment Time Stamp - +Sort Sequence: Ascending - Sort
Comments ' a0 First B 4 or 1 I Last
Copy Standard Comments Comment Status: Active Ml

[] send to Vendor || Shown atNeceipt [_| Shown at Voucher [ | Copy to Purchase Order

Associated Document

Attachment Aftach I L Delete Email

From -= CNT STATE-NEXT

OK | Cancel | Refresh |

Enter all appropriate requirements and/or enter the Standard Comments.
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To enter Standard Comments click the Copy Standard Comments link

Fa‘.fnvr'rtes i MainvMenu > Purchasing > Procurement Contracks > Add/Update Contracts
Standard Comments

*pction: Copy Comment -

Comment Type: Q Comment 1D: Q

*Effective Date: *Status: Active

Description:

Short Desc:

Comments:

oK | Cancel | Refresh |

Standard Comments for service contract have a Comment Type = CS or use the

magnifying glass to select the appropriate comment type.

Use the magnifying glass to select the Comment ID(s) you wish to include.

Fa\fovr'rtes : MainvMenu » Purchasing » Procurement Contracts > Add/Update Contracts
; - -

Standard Comments

*Action: Copy Comment -

Comment Type: ’KQ Comment ID: ’bSTQ
*Effective Date: *Status: Active
Description:

Short Desc:

Comments:

STANDARD CONTRACT FOR SERVICES

1. Parties. This is a contract for services between the State of '3
Yermont, (hereafter called 4 5tate;,), and
with ____ principal place of business in
(hereafter called ;Contractorg,).
Contractorg,s form of business organization is

o

oK | Cancel | Refresh |

Click OK at the bottom of the page the comments will be copied into your
contract and active for entry of specific information.
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Click on Send to Vendor for comments to be seen on a printed copy of the

contract. Click on Copy to Purchase Order for comments to be seen on a
printed copy of the purchase order.

Favuvr'rtes Main'Menu b Purcllasing b Procuremegt Contracts > Add/Update Contracts

Maintain Contracts

Header Comments

SetlD: STATE Contract ID: NEXT

*Sort Method:  Comment Time Stamp - *Sort Sequence: Ascending Sort

Comments Find [ view Al First B 4 o1 I st
Copy Standard Comments Comment Status:  Active _inactivate |
STANDARD COMTRACT FOR SERVICES o @
1. Parties. This is a contract for services between the State of Vermont, =1

(hereafter called ¢ State;,), and with __ principal place of business in

(hereafter called ;Contractory,). Contractorgs form of business
. Itis the contractor;s responsibility to contact the Vermont i

araanization is

Send to Vendor [_] Shown at Receipt [ Shown at Voucher Copy to Purchase Order

Associated Document

Attachment AﬁﬂChI EW I Delete Email

ok | cancel | Refresn |

If you have questions about which Standard Comments should be used, please
contact BGS Purchasing and Contract Administration at 828-2211.

Click the Contract Activities link to view additional information.

Favovr'rtes MainvMenu » Purchasing » Procure
H -

ent Contracts » Add/Update Contracts

Contract Create Releases Review Releases

SetiD: STATE *Status: Approved -

*QOrigin Code CPS

Contract ID:

0000000000000000000014938

Process Option:

Purchase Order Edit Comments Activity Log

Vendor: INDUSTRIAL-017 Conftract Activities Document Status
Vendor ID: 0000016603 Industrial Protection Primary Contact Info Contract Thresholds
Products Inc
Begin Date: 05/02/2009 Amount Summary
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Favc;r'rtes MainvMenu » Purchasing : Procurement Contracts : Add/Update Contracts

Maintain Contracts

Activities

SetlD: STATE ContractID: 0000000000000000000014938

- g <
Activities customize | Find | View Al | 1] 88 First B0 4 op 1 B st

| [:Due pate Done [-Commems | |
‘ B O € FHE

OK | Cancel | Refresh |

This is the page where all contract activity, such as approvals and
amendments, MUST be recorded. This information is required. You should also
include initials of the person who updated this information. For example:
“Approved on 3/31/12 with signatures. TJ"
“Amended 4/15/12 to add Section 3. TJ”
In the case of an amendment, provide a description of what was updated and

you must include the contract amendment number from the AA-14.

Click OK

Click on the Contract Thresholds link.

Fa\rovrtes MainvMenu > Purchasing > Procurement COR{racts > Add/Update Contracts
H - -

Contract Create Releases Review Releases Performance !afo

SetiD: STATE Copy From Contract  *Status:
Contract ID:

“Origin Code

Process Option: Purchase Order Edit Comments Activity Log

Vendor: CHERRYROAD-0 C  Vendor Search Contract Activities Document Status

*Vendor 1D: 0000084643 ), CherryRoad Technologies Primary Contact Info Contract Thresholds

Inc

*Begin Date: 110212011 & Amount Summary

Expire Date: 111022013 ] Maximum Amount: 100.000.000 ,5p
Currency: usD Q [CRRNTQ, Total Line Released Amount: 0.00
Primary Contact: Q Open Item Amount Released: 0.00
Vendor Contract Ref: |

Description: [Oracle Tech Senices Total Released Amount: 0.00

Master Contract ID: Q
[ Tax Exempt

~ Order Contract Options

Allow Multicurrency PO [ anow ‘Open ltem Reference [T] Must Use Contract Rate Date

Corporate Contract Adjust Vendor Pricing First Rate Date: ’m [5)

[T1Lock Chartfields Price Can Be Changed on Order

PO Defautts PO Open Item Pricing *Dispatch Method:  Print - _Dispaten |
Cataleg ltem Search
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Enter Buyer and click OK at the bottom of the page.

Favnvrrtes MainvMenu » Purchasing > Procurement Contracts > Add/Update Contracts

Maintain Contracts

Contract Thresholds

[T Notify on Expired/Exceeds Max
Buyer: TJARVIS Q
Expiration Date Notification

MNotify Buyer when contract is within specified days of expiring.

Expire Date: 11/02/2013 &)
Notify Days Before Expires:

Notification Date:
Maximum Amount Notification

Motify Buyer when the total contract released amount is either within the specified
amount , or within the specified percentage, of the maximum contract amount.

Amount Less than Maximum: uso
Percent Less than Maximum:

Notification Amount:

Amount Summary

Maximum Amount: 100,000.000 ygp
Total Line Released Amount: 0.00

Open Item Amount Released: 0.00

Total Released Amount: 0.000
OK | Cancel | Refresh |

Once the Maintain Contracts page returns, uncheck the Allow Multicurrency PO
checkbox (SOV only processes transactions using US Dollars)

Favorites | Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract | Create Releases | Review Releases [ Performance Info

SetiD: STATE Copy From Contract  *Status: Open -
NEXT *Origin Code i Q

Contract ID:

Process Option:

Purchase Order Edit Comments
Vendor: CHERRYROAD-0/Q  Vendar Search Contract Activities

=vendor ID: 0000084643 Q. Il’.‘herryRuadTechnulugies Primary Contagfnfo
nc

Activity Log
Document Status
Contract Thresholds

*Begin Date: 11/02/2011 EJ AmovZc Summary

Expire Date: 11/0212013 ] faximum Amount: 100,000.00 ;gp
Currency: JusD @ [crRRNTE, Total Line Released Amount: 0.00
Primary Contact: [ a Open Item Amount Released: 0.00
Vendor Contract Ref: | /

Description: [oracle Tech Services Total Released Amount; 0.00
Master Contract ID: '7 Q

[C] Tax Exempt '7
~ Order Contract Options

[ Allow Multicurrency PO [ Allow Open ltem Reference [] Must Use Contract Rate Date

Corporate Contract Adjust Vendor Pricing First Rate Date: ’m el

[ Lock Chartfields Price Can Be Changed on Order

PO Defaults PO Open ltem Pricing *Dispatch Method:  Print M —IDispatch

If you want to restrict use of the contract to your Business Unit only, uncheck
the Corporate Contract checkbox and click on the PO Defaults link to enter dept
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specific information. Departments with contracts that serve multiple PO
business units should leave Corporate Contract checked.

Favorites | Main Menu > Purchasing > Procurement Contracts > Add/Update Contracts

Contract | Create Releases | Review Releases [ Performance Info

SetiD: STATE Copy From Contract  *Status: Open -

Contract ID: NEXT *0Origin Code Mm@

~ Header

Process Option: Purchase Order Edit Comments Activity Log

Vendor: CHERRYROAD-U' Q. Vendor Search Confract Activities Document Status

=yendor ID: 0000024642 @, CherryRoad Technologies Primary Contact Info Contract Thresholds
Inc

*Begin Date: 11102/2011 EJ Amount Summary

Expirs Date: 1022013 Maximum Amount: 10000000 |,qp

Currency: USD/Q [CRRNTIQ, Total Line Released Amount: 0.00

Primary Contact: Q Open Item Amount Released: 0.00

Vendor Contract Ref: |

Description: [Oracle Tech Senices Total Released Amount: 0.00

Master Contract ID: Q

[~ Tax Exempt

~ Order Contract Options

[ Allow Multicurrency PO [ Allow Open ltem Reference [] Must Use Contract Rate Date

Corporate Contract Adjust Vendor Pricing First Rate Date: ’m £l

|| Lock Chartfields Price Can Be Changed on Order

PO Defaults PO Open ltem Pricing *Dispatch Method:  1int T m'

Clicking the PO Defaults link opens the page to allow entry of default
information.

Fa\rovrrtes MalnvMenu > Purch_asmg > Procuremegt Contracts : Add/Update Contracts

Maintain Contracts

PO Defaults

SetlD: STATE Contract ID: NEXT Vendor ID: 0000084643
First L] 1 of 1 2] Las|

*Business Unit: ’W Y Copy from BU Defaulis =
Vendor Loc: MULTIPLE |,

Buyer: | Q

origin: [

Currency: [usp/@ [cRRNT QL Billing Location: PFMMTPO02 Q

payment Terms ID:  |NETOO Q [T Tax Exempt

ship To: Q. sShipTo Address AMBusmessumt: | R

Location: Q [CI capitalize

IN Unit: [ & Profile ID: Q

Freight Terms: FOBDEST @ Cost Type: [a

Ship Via: Q Ultimate Use Code: Q

Charge By: Quantity v Where Performed: M

*GL Unit Account Fund Code |Dept Program Class Project Affiliate

o [ [ @ | Qa [ & [\ | Qa [

Add Comments

OK | Cancel | Refresh |

Enter all appropriate defaults and click the OK button.
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Once the Maintain Contracts page opens, enter the following information on the
Details tab under the Lines section:

Description — The description field for the services provided on all Personal
Services contracts must be descriptive enough to ascertain the type of
service being provided. Entering descriptions such as “"Contractual
Services”, "Third Party Services”, department name or acronym is
NOT sufficient.

UOM (unit of measure) — use the magnifying glass for look up

Category — use the magnifying glass for look up
First B 4 or 1 I Last

Lines
r
Details T Order By Amount T Item Information T Default Schedule T Release Amounts T Releaze Quantbﬁ.

Frﬁﬁfﬁfrfrf

1 B (% TECHNOLOGY = B [Ea @ fp31ee @ O ® B M Active [=]

F\rsln 101 B Last

Custo ml__IFlnjl fie ~|I||

% EE

gQ |—q

View Cateqory Hierarchy Cateqory Search

The Details for Line 1 page opens.

Favorites : Main Menu Purchasing > Procurement Contracts » Add/Update Contracts

Maintain Contracts

Details for Line 1

Contract ID: MNEXT Vendor: CHERRYROAD-001

Line: 1 Item ID: Technology Support senvices fo

Category: Status: Active

Category Desc:

Category ID: Physical Nature: Goods -

Transaction item Description:

Technology Support senvices for FY 2011 and 2012 for VISION Financials System &
Expand All Collapse All

¥ ltem Infon -3tion
} Release Amoxnts | Quantities

} Pricing Informarion

Change the Rhysical Nature as appropriate for the contract.

Click the Expand All link
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Favorites | Main Menu . purchasng > Procurement Contracts > Add/Update Contracts

Expand All Collapse All
~ Item Information

Vendor's Catalog: Device Tracking
Vendor ltem ID: |

Manufacturer ID: | Q

Manufacturer's Item ID: | Q

UPHN ID:

~ Release Amounts | Quantities

Minimum Line Amount: Minimum Line Quantity:
Maximum Line Amount: Maximum Line Quantity:
Total Line Released Amount: 0.00 Total Line Released Quantity: 0.00
Remaining Amount: 0.00 USD Remaining Quantity: 0.0000
Remaining Amount %: 0.00 Remaining Quantity %: 0.00

~ Pricing Information

Use Contract Base Price [Tl use vndr Price UOM Adjustments
[T Price Can Be Changed on Order [Tl use Vndr Price Shipto Adjust
Price Date: Due Date - Adjust: Before Contract Adjustment -
brceqty. | Line Quantly =

[] Amount Only

Merchandise Amount:

Qty Type: Current Order Cuantity -

Schedule Defaults

Enter any appropriate Min/Max Line Amount information as well as Min/Max
Line Qty information (this information is contract line specific and is optional).

Select the Price Can Be Changed on Order checkbox - if you want to be able
to change the system calculated price on POs for this contract. If you do not

select this option, the price field on the PO is unavailable to change.

Enter a Base Price amount — If the price can be changed on order checkbox is
marked for this line, it is the user’s choice on the UOM Base Price Amount. If the
Price Can Be Changed On Order checkbox is NOT marked, enter the per unit

price.
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~ Release Amounts / Quantities

Minimum Line Amount: Minimum Line Quantity:

Maximum Line Amount: 100000.00 Maximum Line Quantity:
Total Line Released Amount: 0.00 Total Line Released Quantity: 0.00

Remaining Amount: 0.00 USD Remaining Quantity: 0.0000

Remaining Amount %: 0.00 Remaining Quantity %: 0.00

Use Contract Base Price [Tl use Vndr Price UOM Adjustments

Price Can Be Changed on Order 7] use Vndr Price Shipto Adjust

Price Date: Due Date - Adjust: Before Contract Adjustment -

oy, [Line Cumnil =
Qty Type: Current Order Quantity - Blamount Onty

Merchandise Amount:

Schedule Defaults

Selectthe eligible UOM / Pricing combinations that are available for this contract line. The Release
Default row will be used for pricing the next set of releases from the contract

0 BE rrst B g or g I st

Base Price [Curr

<& Q [ oluso =
Click OK at the bottom of the page

Click on the Performance Info tab

Favarites Main Menu . purchasing > Procurement Contracts » Add/Update Contracts

Contract Create Releases Review Releases Performance Info

Agency/Dept: ContractID: NEXT
Vendor Name: CherryRoad Technologies Inc Vendor ID: 0000084643
Address: PO Box 18041
City, State, Zip: Newark, NJ 07191
Start Date: 11/02/2011 Expire Date: 11/02/2012 Description: Oracle Technology semnvices

Maximum Payable: $100,000.000 CA4C Contract: Approved: [

Does this agreement include performance measures tied to outcomes andior funding? @ Yes @ No

G-Fund F-Fund S-Funds GC-Fund Other
Estimated

Funding Split: | % [ % [ % [ % [ %

Total funding splits: %6

The Performance Info page must be filled in for all contracts that are challenges
for change contracts. Contracts with a start date >= 7-1-10 are automatically
designated as challenges for change contracts. Contracts with a start date <=
6-30-10 can be designated as a challenges for change contract by clicking on the
C4C box.

Information above the Financial Information area is filled in from the Contract
page.

The C4C (challenges for change) box is checked and grayed out as will be the
default for all contracts entered with a start date >= 7-1-10.
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“Yes” or "No” must be selected for the question of ‘Does this agreement include
performance measures tied to outcomes and/or funding?’

Estimated Funding Split: Enter the percentage in the appropriate area for what
fund or funds the contract amount will be spent against. The Total funding splits
will automatically calculate and must equal to 100%. If part or all of the funding
source falls under “Other”, a description of the funding source must be entered
in the text box that opens.

Note: For contracts that can be used throughout the state, such as Purchasing
and Contract Administration contracts with an origin code of CP or CPS or master
contracts such as those for Marketing and DII, if the funding source cannot be
determined then use 100% “Other”. A suggested description of the funding
source to enter into the text box would be “Central Purchasing” or “Master”.

Approved box: This box must be checked when the performance info page has
been completely filled out and this page must be approved before the contract
can be approved.

Note: Only VISION users with the security to approve contracts can approve
the performance info page.

Favorites © Main Menu , purchasing > Procurement Contracts > Add/Update Contracts

! !

Agency/Dept: Contract ID: NEXT
Vendor Name: CherryRoad Technologies Inc VendorID: 0000034643
Address: PO Box 13041
City, State, Zip: Mewark, NJ 07191
Start Date: 11/02/2011 Expire Date: 11/02/2012 Description: Oracle Technology senices

Maximum Payable: $100,000.000 C4C Contract: Approved:

Financial Information

Does this agreement include performance measures tied to outcomes andior funding? @ Yes Ho

. G-Fund F-Fund S-Funds GC-Fund Other
Estimated
Funding Split: 50 9% % 50 % | % %

$50,000.00 $50,000.00
Total funding splits: 100 %

General Procurement Information section:

The Process used field and the Agreement type field must be filled in based on
information gathered from the AA-14 form.
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Process used: | Standard bid or RFP v

Agreement type: | Information technology v

Click on the Contract tab

Scroll down the page and click the Save button

A contract number is assigned

Favorites | Main Menu , purchasing > Procurement Contracts > Add/Update Contracts
Contract Create Releases Review Releases Performance Info
SetlD: STATE *Status: Open v
Oridi FM
Contract ID: 0000000000000000000020775 Origin Code Q
¥ Header
Process Option: Purchase Order Edit Comments Activity Log
Vendor: CHERRYROAD-0 | Vendor Search Contract Activities Document Status
“Wendor 1D: 0000084643 @, CherryRoad Technalogies Primary Contact Info Contract Thresholds
Inc
*Begin Date: 11/02/2011 B Amount Summary
Expire Date: 1110272012 ] Maximum Amount: 100,000.001 ;5
Currency: USD @ [CRRNT Total Line Released Amount: 0.00
Primary Contact: Q Open Item Amount Released: 0.00
Vendor Contract Ref: |
Description: (Oracle Technology senvices Total Released Amount: 0.00
Master Contract ID: Q
[[ITax Exempt
~ Order Contract Options

Follow specific controls in place in your department for contract approval of both
the performance info page and the contract page. A purchase order can be
applied to the contract only if it is in Approved status.

You have completed Entering a Service Contract
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Create Contract Change/Amendment

Situations when this function is used: To extend the expiration date of a
contract, to increase the maximum amount of the contract, or to designate a
contract as a challenges for change contract. This should only be done after all
required signatures have been obtained for the contract amendment.

Navigation: Purchasing > Procurement Contracts > Add/Update Contracts
Click on the Find an Existing Value tab

Favorites | Main Menu . pyrchasing > Procurement Contracts » Add/Update Contracts
b b

Contract Entry

Enter any information you have and click Search. Leave fields blank for a list of all values.

o an s vauo )

Maximum number of rows to return (up to 300); |300

SetiD: = - STATE a,
Contract IDx begins with ~ D00000000000000H3729

Contract Process QOption: = - -
Origin: begins with - QL

Short Vendor Hame: begins with Q

[ Correct History

Search | Clear ‘Easiceearch B save Search Criteria

Enter the contract number that you wish to update and click the Search button

*It will be helpful to enter some search criteria on this page to keep the results
to a more manageable list.
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The Contract page opens.

Change the Status to Open, this will allow access to fields on the contract for
updates.

Favorites - Main Menu . pyrchasing > Procurement Contracts >
k- -

I ]

d/Update Contracts

1

SetiD: STATE ~Status: [Open [y

Contract ID: 0000000000000000000013729 *Origin Code

Process Option: Purchase Order Add Comments Activity Log

Vendor: ADVIZEXTEC-001  Vendor Search Contract Activities Document Status

*Vendor ID: 0000016748 Q,  AdvizeX Technologies LG Primary Contact info Contract Thresholds

“Begin Date: a0
Expire Date: 06/30/2071 & Maximum Amount: 73788100 y5p
Currency: USD @ |CRRNTQ, Total Line Released Amount: 737,881.00
Primary Contact: Q Open Item Amount Released: 0.00
Vendor Contract Ref:

Description: Total Released Amount: 737,881.00
Master Contract ID: Q Remaining Amount; 0.00
[CTax Exempt Remaining Percent: 0.00

- Order Contract Options

[T Atlow Multicurrency PO [ Atlow Open liefn Reference Must Use Contract Rate Date
[7I Corporate Contract [7] Adjust Venfdor Pricing First Rate Date: 08/05/2008
[ Lock Chartfields [7] Price CanfBe Changed on Order

*Dispatch Method: Print - _ Dispatch

PO Defaults
Add ltems From
Catalog Item Search

In this example, the new contract maximum amount has been
increased by $200,000 and the contract is now a challenges for change
contract so the performance page must be filled out.

Click on the Contract Activities link.

This is the page where all contract activity, such as approvals and
amendments, MUST be recorded. This information is required. You should also
include initials of the person who updated this information. For example:
“Approved on 3/31/16 with signatures. KS”
“"Amendment #1 on 4/15/16 to increase maximum amount by $200,000
from $537,881.00 to $737,881.00. KS”

In the case of an amendment, provide a description of what was updated and
you must include the contract amendment number from the AA-14.

To insert a row be sure your cursor is in the Due Date field and click the plus
sign (+) at the end of the row.
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Enter the current date in the Due Date field, check the Done box, enter all
comments related to this amendment, and click OK.
Maintain Contracts

Activities

SetiD: STATE Contract ID: 00000000000000000000137249

¥
m|m|\fmmlﬁ|l i First £ q0f1 I Last

*Due Date Done *Comments
104152015 o] Amendment#1 on 411516 to increase max. amount by 4@ El
.~ OK | Cancel Refresh
Click Ok

Click on the Add Comments link

Favorites | Main Menu  purchasing > Procuremdqt Contracts » Add/Update Contracts

Contract Create Releases Review Releases Ferformance Info

*Status: Open M
N:Origin Code Fi

SetiD: STATE

Contract ID: 0000000000000000000013729

Process Option: Purchase Order Add Comments Activity Log
Vendor: ADVIZEXTEC-001 Vendor Search Contract Activities Document Status
*Vendor ID: 0000016748 @, AdvizeX Technologies LLc Erimary Contact Info Contract Thresholds
+Begin Date: 080112008 5
Expire Date: 06/3012011 B Maximum Amount: 73788100 )
Currency: IEQ M Q Total Line Released Amount: T37,881.00
Primary Contact: ,—O‘ Open ltem Amount Released: 0.00
Vendor Contract Ref: |
Description: | Total Released Amount: 737,881.00
Master Contract 1D: Q Remaining Amount: 0.00
[]Tax Exempt Remaining Percent: 0.00
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In the Comments line click View All (if available). If there are multiple
comments, all comments will appear\on the page.

Favorites - Main Menu , purchasing > Procurement Contracts > Add/UNdate Contracts
v -

Maintain Contracts

Header Comments

SetlD: STATE Contract ID: 0000000000000000000013729

Retrieve Active Comments Only w
*Sort Method: Comment Time Stamp - *Sort Sequence: Ascending\ - Sort
Comments Find | View Al Flrstn 10of1 o Last
Copy Standard Comments Comment Status:  Active Inactivate
€

[Tl send to Vendor [_] Shown at Receipt [ shown at Voucher [ Copy to Purchase Order
Associated Document
Attachment Attach | | | Email

From -» CNT STATE-0000000000000000000013729

oK | Cancel | Refresh |

Place your cursor in the last comment text box and click on the plus sign = on
the right side of the screen. This will insert a row for you to add the comments
about the amendment. In this example there is no need to insert a row as the
current row is blank.

These comments can either be typed in again or copied from the Contract
Activities link and pasted in the new row.
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Favaorites © Main Manu Purchasing > Procurement Contracts > Add/Update Contracts

Maintain Contracts

Header Comments

SetlD: STATE ContractID: 0000000000000000000013729
Retrieve Active Comments Only Retrieve
*Sort Method:  Comment Time Stamp - *Sort Sequence: A~scending v Sort

First K1 2 of 2 Il Last

. Inactivate | E3)]
&

Comments

Copy Standard Comments Comment Status:  Active

Amendment#1: Toincrease the maximum amount of the contract by $200,b00 fram original amount of
$737,881 10 $937 881 and to designate the contract as a challenge for change contract. TJARVIS

Send to Vendor [ Shown at Receipt [ | Shown at Voucher [| Copy to Purchase Order

Associates Document

Delete Email

From -= CNT STATENQ000000000000000000013729

OK | Cancel | gfresh |

Click on Send to Vendor if the comments should be displayed on the contract
when it prints.

Click OK at the bottom of the page the screen will return to the Contract page.

Change the Maximum Amount from $737,881.00 to $937,881.00.

Favorites | Main Menu Purchasing » Procurement Contracts > Add/Update Contracts

Contract Create Releases Review Releases Performance Info
SetiD: STATE *Status: Open -
Contract ID: 0000000000000000000013729 “Crigin Code .

Activity Log

Document Status

Purchase Order Edit Comments

Contract Activities

Process Option:
Wendor Search

[T Allow Multicurrency PO
Corporate Contract
[T Lock Chartfields

PO Defaults

Add Items From

Catalog ltern Search

|| ndjust Vendor Pricing First

PO Open ltem Pricing

Vendor: ADVIZEXTEC-001
“Vendor ID: (0000016748 | O, AdvizeX Technologies LLC Priman Contact infa Contract Thresholds
“Becin e woross 5
Expire Date: 06/30/2011 & Maximum Amount: 9p7,88100 |)qp,
Currency: [USD|Q, [CRRNTQ Total Line Released Amount: 737,881.00

Primary Contact: ’_ Q Open Item Amount Released: 0.00

Vendor Contract Ref: ‘

Description: ‘ Total Released Amount: 737,881.00

Master Contract ID: Q Remaining Amount: 0.00

[ Tax Exempt Remaining Percent: 0.00

* Order Contract Options

[T Allow Open Item Reference

Must Use Contract Rate Date

Rate Date: 08/05/2008

[ Price Can Be Changed on Order

Print

~  Dispatch

“Dispatch Method:

Click on the Performance Info tab

Contracts
June 2012
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This contract has a start date of <=6-30-10, therefore the C4C box automatically
designating the contract as a challenges for change contract is not checked off.

Click on the C4C box. This designates the contract as a challenges for change
contract and allows entry into the Financial Information area.

Note: Once the C4C box has been checked the Financial Information
section must be completely filled out. The “Yes” or "No” button must
be selected and the Estimated Funding Split must total 100%. If
“Other” is chosen as a funding source a text box will open and a
description of the funding source must be entered. The performance
Info page must be approved before the changes to the contract can be
approved.

Review the Financial Information section to see if any updates should be made
to the Process used field and the Agreement type field.

Contract Create Releases Review Releases

Agency/Dept: FM Finance & Management Contract ID: 0000000000000000000013728
Vendor Name: Rolta AdvizeX Technologies LLC Vendor ID: 0000016748

Address: 5480 Rockside Woods Blvd. #190
City, State, Zip: Independence, OH 44131

Start Date: 08/01/2008 Expire Date: 0&/30/2011 Description:
Maximum Payable: §737.881.000 C4C Contract: Approved: ¥
Does this agreement include performance measures tied to outcomes andi/or funding? Yes No
. G-Fund F-Fund S-Funds GC-Fund Cther
Estimated
Funding Split: 100 % % % % %
§737881.00

Total funding splits: 100 %

Process used: | Standard bid or RFP v

Agreement type: | Information technology v

Click on the Contract tab
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Favorites Main Menu » purchasing > Procurement Contracts > Add/Update Contracts
- -

Contract Create Releases Review Releases Performance Info

SetlD: STATE *Status: Open T
Contract ID: 0000000000000000000013729 “Origin Code i
Process Option: Purchase Order Edit Comments Activity Lo
Vendor: ADVIZEXTEC-001 Vendor Search Contract Activities Document Status
“Vendor ID: WQ AdvizeX Technologies LLC Primary Contact info Contract Thresholds
“Begin Date: 000172008 53
Expire Date: 06/30/2011 e Maximum Amount: 937,88100 |,op
Currency: [usD @ [cRRNT S Total Line Released Amount: 737,881.00
Primary Contact: ’_ Q Open ltem Amount Released: 0.00
Vendor Contract Ref: |
Description: | Total Released Amount: 737,881.00
Master Contract ID: Q Remaining Amount: 200,000.00
[CTax Exempt Remaining Percent: 21.32
[Z] Allow Multicurrency PO [Tl Aliow Open Item Reference Must Use Contract Rate Date
Corporate Contract [T Adjust Vendor Pricing First Rate Date: 08/05/2008
[T Lock Chartfields [CIPrice Can Be Changed on Order
PO Defaults PO Open Item Pricing *Dispatch Method:  Print | _Dispatn |
Catalog ltem Search

Lines Customize | Find | View Al B First Bl g o1 B ast
Details T Order By Amount T ftem Information T Default Schedule T Release Amounts Release Quantities

= Q VISION SYSTEM 2 56 I_Q o101 @ 2 W

-h-

Click Save on the bottom of the page.

Follow your department’s internal control procedures for approval of the
performance info page and the contract.

You have completed Creating a Contract Change/Amendment
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Print/Dispatch Contract

A Contract can be dispatched (printed) using the “Dispatch Contracts” selection
from the menu after the contract has been approved and saved. General
contracts cannot be printed/dispatched.

Navigation: Purchasing > Procurement Contracts > Dispatch Contracts

Click on the Add a New Value tab and create a run control, such as
“Dispatch_Contract”.

Favorites | Main Menu . purchasing > Procurement Contracts » Dispatch Contracts

Dispatch Vendor Contracts

Find an Existing Value Add a New Value

Run Control ID; |Dispatch_ContraI:t|

Add

Click Add

The Dispatch Vendor Contracts tab opens up.

Favorites - Main Menu , purchasing > Procurement Contracts > Dispatch Contracts

Dispatch Vendor Contracts

Run Control ID: Dispatch_Contract Report Manager Process Monitor
Language: English ~ (@ Specified ) Recipient's

Run

Process Request Parameters

Dispatch Methods to Include

SetiD: STATE C  Business Unit: |PURCHC, Print FAX E-Mail Phone
Contract ID: |000DD000000D00D0000014580 Miscellaneous Options
Vendor ID: Q
| [] Test Dispatch [T print Duplicate
Fax Cover Page: | Q

[C] Print Copy

SetID = STATE

Business Unit —

— For CPSjusers only — To print a CP or CPS contract,
enter "PURCH" for the business unit.
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— If this is a CP or CPS contract and you want to print it but
don’t have the PURCH option then leave the business
blank. The contract will print and the only difference will
be the State of Vermont address in the left hand corner
will not appear.

— If this contract originates from your Department, enter
your Business Unit.

Enter Contract ID #
Click the Run button

Favorites = Main Menu Purchvasing > Procurement Contracts > Dispatch Contracts

Process Scheduler Request

User ID: TJARVIS Run Control ID: Dispatch_Contract

Server Name: Run Date: 110212011 E

Recurrence; *  Run Time: 1:30:29PM Resetto Current Date/Time |

Time Zone: a

Process List

Select |Description Process Name Process Type Type *Format Distribution
= Contract Dispatch & Email CONDISP P3Job (Mone) = (Mone) ~ Distribution
Vendor Contract Dispatch/Print POCNT100 S0R Report Web * PDF « Distribution
] Email PO_CON_EMAIL  Application Engine  Web * THT ~ Distribution

OK | Cancel |

Select the checkbox next to Vendor Contract Dispatch/Print (POCNT100), and
click OK

Favorites = Main Menu Purchasing > Procurement Contracts > Dispatch Contracts

Dispatch Vendor Contracts

Run Control ID: Dispatch_Contract Report Manager Process Monitor R
Language: English  ~ @ Specified © Recipient's Process Instance:5506777
Process Request Parameters Dispatch Methods to Include
SetlD: STATE C  Business Unit: [PURCH Print FAX E-Mail Phone

Contractin:  [0000000000000000000014580 /' Q. | TS,
Vendor ID: | / Q

[[Test Dispatch [ print Duplicate

Fax Cover Page: | / Q e

/

Click the Report Manager link.
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Click on the Administration tab.

Favorites - Main Menu Purchasing > A#focurement Contracts > Dispatch Contracts

List Explorer Administration Archives

View Reports For
UserID: ITJARVIS Type:

Status: ~ Folder:

Daye  ~|  _Rofesh |

Report List First B 4 o1 I Last

Report Prcs

ri 1D Instance

Description DatelTime Format |Status Details

. . 11/02/2011  Acrobat .
JELE RS S Bt A - T
=1 1025902 5506777 Vendor Contract Dispatch/Print 1:3201PM  (*pdf) Posted Details

Click the Refresh button until the Status = Posted.

Once the status = Posted, click on the Vendor Contract Dispatch/Print link in the
Description column. A new window will open displaying the contract.

File Edit GoTo Favortes Help
L3l & McAfec” jiIRd

% &% Windows Live Bing [ ~ | What'sNew Profile Msil Photos Calendsr MSN Share | 58 v [ ~ a% | Sign in
G- - [ deh v Pagew Safetyr Tooks~ @+

¢ Favorites | @ nttps, peoplesoftstate vius/psreport...
HH@'@ * 1 /4 = £ Fnd -
CONTRACT & 3
State of Vermont
Buildings and General Services E m
Office of Purchasing & Contracting
10 Baldwin St
Montpelier VT 05633-7501
USA Contract ID Page
0000000000000000000014580 1of 4
Vendor ID 0000018606 Contract Dates Origin
Center for Technology Commercialization 02/02/2009 to 02/02/2010 CPS
134 Flanders Rd Ste 225 Description: Contract Maximum
Westborough MA 01581 CPS EDSS $14,811.50
USA Buyer Name Buyer Phone Contract Status
Smith,Steven D 828-4681 Closed
Phone #:
Unit Max Mﬂ
jne # Iltem ID Item Desc uom Price Qty Amt
1 EDSS - ENVIRONMENTAL DESIGN FOR SAFETY & EA 14,811.50000 0.00 0.00

SECURITY

CONTRACTORS' RESPONSIBILITIES:

1). RESEARCH THE SPECIFIC NEEDS OF THE STATE OF VERMONT DEPARTMENT OF BUILDINGS AND GENERAL SERVICES, SECURITY
IVISION.
. WORK WITH THE VERMONT DEPARTMENT OF HOMELAND SECURITY AND THEIR LIST OF CRITICAL INFRASTRUCTURE.

3\ DEVELOP A CURRICULUM THAT BEST MEETS THE NEEDS OF THE ENVIRONMENTAL DESIGN FOR SAFETY AND SECURITY PROGRAM.

THE PROGRAM WILL BE BASED ON NATIONAL MODELS AND METHODOLOGIES THAT ARE DERIVED FROM SUCH PROGRAMS AS CARVER,
CP\ED, AND THE HOMELAND SECURITY BUFFER ZONE PROTECTION METHODOLOGY FOR FACILITIES BOTH INTERNAL AND EXTERNAL.

COMNIRACTOR WILL APPROACH THE PROJECT IN TWO PHASES. THE FIRST PHASE WILL BE THE DEVELOPMENT OF THE TRAIN THE
TRAINER CURRICULUM. THE CURRICULUM WILL BE SUBSEQUENTLY REVIEWED BY REPRESENTATIVES OF THE BGS SECURITY DIVISION,
VERMONT HOMELAND SECURITY UNIT AND THE VERMONT CRIMINAL JUSTICE TRAINING COUNCIL. ONCE REVISION IS MADE,

CON CTOR WILL PROCEED TO PHASE Il

€ Unknown Zone | Protected Mode: Off A

~Mle cEWRYE = ...

Click the printer icon in the tool bar to print the Contract.

You have completed Print/Dispatch a contract.
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Close a Contract

Situations when this function is used: The contract period has expired and
all related purchase orders are in complete status. Follow specific controls in
place in your department for closing contracts.

Navigation: Purchasing > Procurement Contracts > Add/Update Contracts

Click on the Find an Existing Value tab

Favorites = Main Menu . pyrchasing > Procurement Contracts : Add/Update Contracts

Contract Entry

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

i anGuisingvalue | |

Maximum number of rows to return (up to 300y |300

SetiD: = - STATE Q,
Contract ID: begins with - |0000000000000000000C

Contract Process Option: = - -
Origin: begins with - |FM Q,

Short Vendor Hame: begins with - Q

["| Correct History

Search | Clear |E:35i|:Eear|:h i=l Save Search Criteria

Enter any or all of the following Search criteria
Contract ID
Contract Process Option (should always be Purchase Order)
Origin (your depts. origin code)
Short Vendor Name

*You should at least enter your dept.’s origin code to keep the search
results more manageable.

Click the Search button
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The Contract page is displayed.

Click on Contract Activities link.

Favorites = Main Menu . purchasing > Procurement O\itracts > Add/Update Contracts

Contract Create Releases Review Releases Penarmance Info

SetiD: STATE *Status: Approved

Origin Code Fil

Contract ID: 0000000000000000000014319

Process Option: Purchase Order Add Comments Activity Lo
Vendor TRANSAMERI-005 Contract Activities Document Status
Vendor ID: 0000281185 TransAmerica Training ~ Primary Contact Info Contract Thresholds
Management Inc
Begin Date: 1112112008
Expire Date: 10/3142009 Maximum Amount: 60,850.00 UsD
Currency: usD CRRMT Total Line Released Amount: 11,650.00
Primary Contact: Open Item Amount Released: 0.00
Vendor Contract Ref:
Description: Total Released Amount: 11,650.00
Master Contract ID: Remaining Amount: 49,200.00
Tax Exempt '7 Remaining Percent: 20.85
Allow Multicurrency PO Allow Open ltem Reference Must Use Contract Rate Date
Corporate Contract Adjust Vendor Pricing First Rate Date: 141/21/2008
[7] Lock Chartfields Price Can Be Changed on Order
PO Defautts PO Open Item Pricing *Dispatch Method:  Print - _Dispatch |
Catalog ltem Search

Click on to add a comment line.

Favorites =~ Main Menu . purchasing > Procurement Contracts > Add/Update Contracts

Maintain Contracts

Activities

SetlD: STATE ContractID: 0000000000000000000014319

Activities Customize | Find | View 41| GJ] B8 First BN 4 o5 4 BN Last

*Due Date Done [*Comments
1 1102172005 Entered Contract 11-21-08. KSymonds. - E (=]

0K | Cancel | Refresh |
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A new line opens.

Favorites ~ Main Menu , purchasing > Procurement Contracts > Add/Update Contracts
= =

Maintain Contracts

Activities

SetlD: STATE ContractID: 0000000000000000000014319

Activities tustomize | Find | View AN E0] 8 First B 12 o2 B (st
*Due Date Done |*Comments
1 [11/24/200 =) Entered Contract 11-21-08. KSymonds. ;@ =]
2 11112011 3 Contract no longer needed. Closing it. TJarvis - ¥ [=]
oK | cancel | Refresn |

Enter current date in Due Date and add a comment describing why the contract
is being closed. When entry is complete, click OK.

*Special Note: The contract will not be available to close if any of the
associated purchase orders are not in Completed status. To determine
which purchase orders are not in Completed status, refer to the
instructions for Contract Document Status Inquiry.

Using the drop down list change the Status to Closed

Favorites | Main Menu Purchasing > Procurement Contracts > Add/Update Contracts \
Contract Create Releases Review Releases Performance Info v
SetiD: STATE *Status: M
Contract ID: 0000000000000000000014319 *Origin Code
Process Option: Purchase Order Add Comments Activity | og
Vendor: TRANSAMERI-005 Contract Activities Document Status
Vendor 1D 0000281185 TransAmerica Training Primary Contact Info Caontract Thresholds
Management Inc
Begin Date: 1112112008
Expire Date: 10/31/2008 Maximum Amount: 60,850.00 USD
Currency: usD CRRENT Total Line Released Amount: 11,650.00
Primary Contact: Open Item Amount Released: 0.00
Vendor Contract Ref:
Description: Total Released Amount: 11,650.00
Master Contract 1D: Remaining Amount: 49,200.00
Tax Exempt Remaining Percent: 30.85
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date
Corporate Contract Adjust Vendor Pricing First Rate Date: 11/21/2008
| Lock Chartfields Price Can Be Changed on Order
PO Defaults PO Open Item Pricing *Dispatch Methog:  Print - _Dispaten |

Scroll down thé_ﬁééhe and click the Save button.

You have completed Closing a Contract
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Contract Document Status Inquiry

Situations when this function is used: Determining what Purchase Orders
have been entered against a Contract, the document date, what status the
purchase orders are in, and the amount released against the Contract.

Navigation: Purchasing > Procurement Contracts > Review Contract
Information > Document Status

Enter the SetID = STATE and the Contract ID be sure to include the leading
zeros

Fa\fovr'rtes MainvMenu > Purchasing > Procurement Contracts » Review Contract Information > Document Status

Contract Document Status Inq

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
Maximum number of rows to return (up to 300); |300

SetlD: begins with - |[STATE
Contract ID: begins with - ﬁUUUUUUUUUUUUUmaBSBl

Search Clear |Basic Search Save Search Criteria

Click the Search button

Favn'r'rtes Mainvl\flenu » Purchasing > Procurement Contracts » Review Contract Information » Document Status

Contract Doc Status

SetiD: STATE Contract: 0000000000000000000018353 Status: Approved

Document Date: 10/01/2010 Document Type: Contract
Currency: usD Released Amount: 18,283.50 Short Vendor Name: ATWOODGAR-001

Buyer: Patry John B

J\SSOCIated Document Customize | Fing | view A | 2| # First Bl 48 or2z B Last
Documents T Related Info

STATE 0002252006  Payment Posted 11/04/2010 0000082775 MULTIPLE
STATE 0002272893  Payment Posted 12M3/2010 0000082775 MULTIPLE B
STATE 0002288693  Payment Posted 0112/2011 0000082775 MULTIPLE
STATE 0002302038  Payment Posted 02/07/2011 0000082775 MULTIPLE
nnnnnnnnnnnnnnn Flsimn nmd Flmmdnnd AT IR 4 ARAARANTTE LETRTIE ST T =

Click on any of the links (contract number or purchase order humbers) to view
additional information for those specific links.

You have completed running the Contract Document Status Inquiry
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Inquire on Purchase Orders against a
Contract

Situations when this function is used: You need to know what Purchase
Orders have been issued drawing down this contract.

Navigation: Purchasing > Procurement Contracts > Review Contract
Information > Review Contracts by PO

Enter your contract number (in this example use #8355 with the leading zeros),

when you tab out of the field the check boxes in the upper right become
active. Click the PO with Contract check box, once you click the check box the

Search button becomes active.

Fa\.fovr'rtes MainvMenu » Purchasing > Procurement Contrackts » Review Contract Inforrmation > Review Contracts by PO

PO Contract Line

*SetiD: STATE @ PO with Contract
“Contractip: |  0000000000000000000008355 X gas - moilER WATER SERVICES [P0 without Contract
Search
ftem ID: | Q __Search_|

List of Purchase Orders Customize | Find | View Al] B0] B8 First Bl 4 op 1 B Last

r’E POID ’E";—:_T UpToDtQty| UpToDtAmt FT_m
[

Click Search

Favorites | Main Menu > Purchasing > Procurement Contracts : Review Contract Information > Review Contracts by PO
e - - - -

PO Contract Line

*SetiD: STATE @ [7] PO wiith Contract
“Contractip: | 0000000000000000000008355/ Q% ggs - goiLER WATER SERVIGES DIpo without Contract

Item ID: | @

List of Purchase Orders customize | Find | View Al | B0 ] 88 First T 440 or12 B Last

[] 01181 0000004272 1 Closed 25375.0000 253.750 USD

Provide water reatment senvices and
chemicals necessary to maintain the
boiler at the Plymouth Historic Site

Cheese Factory in Plymouth, Yermoni
Provide water treatment services and
chemicals necessary to maintain the
boiler at the Plymouth Historic Site

Cheese Factory in Plymouth, Vermoni

Provide water treatment senvices and

[C] 01181 0000004344 1 Closed 25375.0000 263750 USD

hemicals r y to maintain the
boiler at the Plymouth Historic Site
Cheese Factory in Plymouth, Vermont
Provide water reatment services and
chemicals necessary to maintain the
boiler at the Plymouth Historic Site
Cheese Factory in Plymouth, Vermaont

Provide water treatment senvices and

[] 01181 0000004489 1 Closed 25375 0000 253750 USD

[C] 01181 0000004540 1 Closed 25375.0000 253.750 USD

Scroll down the page
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Provide water reatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont

Provide water reatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont
Provide water treatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont

Frovide water reatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont

Provide water reatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont

Provide water reatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont
Provide water treatment services and
chemicals necessary to maintain the
boiler atthe Plymouth Historic Site

Cheese Factory in Plymouth, Vermont

[7] 01181 0000004540 1 Closed 25375.0000 253.750 USD

[7] 01181 0000004652 1 Closed 25375.0000 253.750 USD

[7] 01181 0000004749 1 Closed 25375.0000 253.750 USD

[7] 01181 0000004916 1 Closed 25375.0000 253.750 USD

0000004917 1 Closed 25375.0000 253.750 USD

BQO0005005 1 Closed 25375.0000 253.750 USD

7] 01181 0000005072 Closed 25375.0000 253.750 USD

Inquire Update  Activity Summary

By selecting the check box next to a specific PO, the Inquire and Activity
Summary links at the bottom of the page become active allowing you to drill
back further for additional information. In this example the Update link is not
active because the PO is in a Closed status. If the PO Status was Active, clicking
on the Update link would open a new window displaying the Maintain Purchase
Order page.

For example, clicking the Inquire link will open a new window displaying the
Purchase Order Inquiry page

Fa\fuvr'rtes MainvMenu > Purch_asing > Purchasve Orders > Re\fie\.'.lPOvInformation » Purchase Qrders

Purchase Order Inquiry
Purchase Order

Unit: 01181 PO Status: Compl
POID: 0000004917 Budget Status: Valid
PO Date: (03/23/2006 Doc Tol Status: valid
Vendor: JOHNSONDIV-001 Backorder Status: None
Vendor ID: 0000011256 Vendar Details Receipt: Received

Hold From Further Processing
Buyer: Watson,Barbara L Amount Summary
PO Reference: BGS - BOILER WATER SERVICES Merchandise: 25375
Header Details All RTY Iatching FreightTax/Misc.: 0.00
Header Comments Document Status Total: 25375 USD
Change Order Select Lines to Display

N o
Lines customize | Find | View A1 | | B First B 4 or 1 Bl Last

1 = Provide water freatment servic 00101 25375.0000 EA 253.75 USD Closed Q @
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Clicking on the Activity Summary link will open a new window displaying the
Activity Summary page

Favovr'rtes Mainvl'v'lenu » Purchasing > Purchase Orders > Review PO Inforrmation >  Activity Summary

Activity Summary

Unit: 01181 PO Status:  Compl
POID: 0000004917 Vendor: JohnsonDiversey Inc
Customize | Find | View Al] B0 B8 First [l 4 or1 Il Last

[ Details T Receipt T Invoice T Matched T RTV

_ Amount
ftem Description LU Iy
Itemn Description Uom Order Oty on

Provide water treatment sernvic EA 25375.0000 253.750 USD

You have completed Inquiring on Purchase Orders against a Contract
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Contracts by Origin Code Report

Situations when this function is used: A report of all Approved, Open, or
Closed contracts for your department.

Navigation: Purchasing > Procurement Contracts > Reports > VT Contracts by
Origin

Click on Add a New Value

Enter a Run Control ID

If you already have a Run Control ID click the Find an Existing Value tab, enter
the Run Control ID or a portion of it and click the Search button.

(Run Controls are operator specific — it is important to remember you
should not cross modules with your run controls — doing so may cause
the run control to become corrupt.)

Fa\.fl:uvrites MainvMenu > Purchasing > Procurement Contracts > Reports > VT Contracts by Origin

VT Contracts by Origin

| [ i vaus

Run Control 1D; VT_Contracts Elyr_Origin|

Add

Click the Add button
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Favuvr'rtes MainvMenu ¥ Purcllasing ¥ Prucuremegt Contracts » Replrurts » VT Contracts by Origin

Vtpor0o1

Run Control I VWT_ContractsBy_Origin Report Manager Process Monitor
English -

Run |

Language:

Report Request Parameters

Origin:[FM 2 {Optional)
Vendor ID; Q (Cptional)

Contract Status: Approved - (Optional)

Primary Buyer: | i) (Optional)

Enter your department origin code or you can enter CP or CPS to view
Central Purchasing Contracts

Enter Vendor ID if you are searching for a specific vendor contract

Enter a Contract Status value from the drop down menu to help keep the
report size manageable

Enter Primary Buyer if you are interested in viewing contracts for a
specific Primary Buyer
Click the Run button

Fa\.rovr'rtes MainvMenu » Purchasing > Procurement Contracts > Reports > VT Contracts by Origin
: - - v

Process Scheduler Request

User ID: TJARVIS Run Control ID: WVT_ContractsBy_Crigin
Server Name: Run Date: [1/02/2011 El
Recurrence: ¥ Run Time: 2:01:07PM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format Distribution

Contracts by Origin Report YTPOROO1 SOR Report Web * PDF « Distribution

OK | Cancel |

Click OK
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Click the Report Manager link

Fa\ruvr'rtes Mainvrv'lenu b Purchvasing b Prucuremegt Confracts F‘.epvnrts » VT Contracts by Origin

Vitpor001

Run Control ID:  VT_CaontractsBy_Crigin Report Manager Process Monitor
English T Process Instance:5506778

Run

Language:

Report Request Parameters

Origin:|[FM <, {Optional)

Vendor ID: % Q (Optional)

Contract Status: Approved - (Optional)

Primary Buyer: % Q (Optional)

Click on the Administration tab and click the Refresh button until the Status =
Posted

Fa\.rovrites Mainvl\-'lenu » Purchasing » Procurement Contracts > Reports : VT Contracts by Origin

List Explorer Administration Archives

View Reports For
Refresh |

User ID: TJARVIS Type: v Last - 1 Days -
Status: * Folder: ¥ Instance: | to:|
First Kl 1.2 o 2 I Last

Report |Prcs o Request -
) Instance Description DatelTime Format |Status Details

Report List Customize | Find | View A1l | (1| 8§

Select

antracis rgin ~epo . 0sle elals
1025003 5506778 Contracts by Origin Report \;{;{1)?4%{;1: ‘(‘f;;'f’)at Posted  Detail

11/02/2011  Acrobat Posted Details

[l 1025902 5506777 Vendor Contract Dispatch/Print 132:01PM  (*pdf)

Once the Status = Posted click the Contracts by Origin Report link in the
Description column
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A new window will open displaying the report

/€ https://fintraining.peoplesoft.state.vtus/psre|

e

] https://fintraining peoplesoft.statet.us/psreports/TRAINING/1025903/vtpord01_S506778 PDF

File Edit GoTo Favorites Help
* [ -
X ¥ Windows Live Bing e~ What'sNew  Profile Mail Photos Calendar MSN  Share #Hr B v oag Sign in
i Favorites | (@ https://fintraini T o~ - [ = v Pagew Safety~ Took~ @+
1 /1 - i k] Find -
State of Vamment
Report ID: VIFOR001.50R List of Contracts by Origin Cods (Departments) 02-509-2011
02:02:08. 000000_P
Ozigin: TM  Pimenss & Management
Contract  Comtract Contract Contract  Comtract
1 Deseriptie Vendor 14 Vendor Nams  Status  Buyer 14 Hogin Date  Expire Date
a00000602 ooonnasses 06/04701

NEW STATEWIDE FI Q000013121
EXTENDED END DATE Q000000952
VIEION PROJECT  0000DDOSS2

M Admin Rmsistan 0DOODII3L7 Eelly Servize Apprew
Mentored 0000000282 Eymquest Grow Approw
R 51 0000007288 Mudgett Jenne Approw

oooop14010
ce issue 0000014010
Functional suppor 000DUE16E9
Kirancial 5

Commulting
Performa

ix ant 0000

Masterson, Law
REfinity Clob
Tanner, Carral
Affinity Glob

Ntem suppert an 00000EB50T

2000087128
0000DEBSDT
0000130658
r 0000DB4EA3
ooooD1ET2R
ooooDagon

Vermont Parur
K =i, Approw

000008816 00000€8607 Affinity Glab

000018215 < e E

rmoat Fanur

Unifisd Benomic

Enalling Cent
Green Mountai

o Consult
Eymauest Grow
or

200001330
2000072545
a000281185

€10

Eallengs werk
PecpleCeft Ene Ex 0DODOB4SE3
2000304081

000018623

RPIERCE

. s
Contracts by Oe

in Code Repert Run Cu

06/30/10
05/01/13
10/16/11

@ Unknown Zone | Protected Mode: Off

203PM

3
Desitop ~ + 4 B @ '3

You can print this report using the printer icon in the tool bar.

You have completed running the VT Contracts by Origin Report
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Contract Expiration Report

Situations when this function is used: Periodically the Contract Expiration
Report should be run as part of managing your department contracts. The
report will show what contracts have expired or are due to expire by the date
you enter.

Navigation: Purchasing>Procurement Contracts>Reports>VT Contracts to
Expire

Click on Add a New Value

Enter a Run Control ID
Favu:uvr'rtes MainvMenu » Purchasing > Procurement Contracts > Reports » VT Contracks To Expire

VT Contracts To Expire

Find an Existing Value Add a New Value

Run Control 1D; |‘u"T_Cnntra cts_Tn_Expirel

Add
Click the Add button

Report selection criteria

Fam‘r'rtes MainvMenu » Purchasing > Procurement Contracts > Reports » VT Contracts To Expire

Contracts To Expire
Run Control Il:  VT_Contracts_To_Expire Report Manager Process Monitor s |
Language: English M

Report Request Parameters
*SetlD: [STATE O

Origin:|FM  C,  (Optional)

Primary Buyer: % Q (Optional)

Through Date:| 11112011 [

Page 60 of 68
Contracts
June 2012



All contracts are up under the SetID of STATE, do not change the default.

This report should always be run using your department Origin code
(Example: FM, DPS, FPR, etc... Running this report using your origin code
will help keep the report size manageable).

Enter Primary Buyer if you have this information, keep in mind if you enter
a primary buyer the report results will be only for that primary buyer and
not for all buyers. Entering a % will return data for all buyers.

Enter a Through Date (Example: 06/30/2007 this will also help keep the
results manageable).

Click the Run button

Favo_r'rtes Main_Menu > Purchasing > Procurement Contracts > Reports > VT Contracts To Expire

Process Scheduler Request

User ID: TJARVIS Run Control ID: VT_Contracts_To_Expire
Server Name: Run Date: h 110212011 E
Recurrence: ¥ Run Time: 2:09:26PM Resetto Current Date/Time |
Time Zone: Q
Process List
Description Process Name Process Type *Type *Format Distribution
Contracts To Expire Report YTPOO04B Crystal Web * FDF + Distribution
OK Cancel
Click OK

Click on the Report Manager link

Favarites Main Menu > Purchasing > Procurement Contracts > Reports > VT Confracts To Expire

Contracts To Expire

Run Control ID:  VT_Contracts_To_Expire Report Manager Process Monitor Run

Language: English h Process Instance:5506770

Report Request Parameters
*SetiD: STATE O

Origin: FM  C,  (Optional)

Primary Buyer: |% Q (Optional)

Through Date: |11/01/2011 [3]
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Click the Administration tab and the Refresh button until the Status = Posted

Fa\.rovr'rtes MainvMenu » Purchasing > Procurement Contracts > Reports : VT Contracts To Expire

List Explorer Administration Archives

View Reports For
User ID: TI'JARVIS Type: * Last - 1 Days - Refresh |

Status: ~ Folder: ~ Instance: | to:|

Report List B st Bl o B Last

Select Report |Prcs
- 1D Instance

Description Format |Status Details

11/02/2011  Acrobat
2A0:11PM (*.pdf)

Acrobat

[ 1025904 5506779 Contracts To Expire Repo Posted  Details

= 1025903 5506778 Contracts by Origin Report *.pdf) Posted  Details
0 1025002 5506777 Vendor Contract Dispatch/Print 11022011 Posted Details

1:32:01PM

inndﬂll Dhnenlndﬂll
Once the Status = Posted click on the Contracts To Expire Report link in the

Description column

A new window will open displaying the report click the printer icon in the toolbar
to print the report.

€ https:/fintraining.peoplesoft.statevtus/psreports/ TRAINING/1025

1025904/VTP0004B_5506779.PDF

File Edit GoTo Favorites Help

Bl o merresIRd

X ¥ WindowsLive Bing B - . What'sNew Profile  Mail Photos Calendar MSN Share | @ ~ [ ~ Signin

s Favorites | @ htips://fintraining, peoplesoft. state vi.us/psreport... B v B - @ v Pager Sefetyr Toosv @+

1/1 ®® 1% - o ]| Fnd

EminDt  Commact Der Yendar Name, Mz amt Relewsed At
Q715201 OGOO0MONUONDNNGS VISION PROIECT 000000095 Sipplee Govermment Sevies e sLs000 4650000

Q7272001 0O0ND00GIDONNDNONONOSI 000003558 RaodRavertC 720000 720000
SI7X01  OOOODOOOMONUOOODNOSS  EXTENDEDENDDATE 0000000952 Spplee Govermment Sevies e 550000 430000
Q200 O Mesiorsd snsnesring Ciin NI SyaaestGooup - S0 S0
0423000 OOODOOOMOONOUNOOODNSTS®  Consuing Services Modifican 00000400 Peoplsson 150000 1350000
423000 OGONMOONGONDNSTT]  Perormance e esnehar OO0014O10  PuopleSioR 1150000 000

13031300

PP S Upgde VISION.
Il et apgrate VISION

Novesmber 2,201

€ Unknown Zone | Protected Mode: Off LR

Desktop  « ) (@ 0

You can print this report using the printer icon in the tool bar.

You have completed running the Contracts to Expire report
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VT_Contract_Usage_Report

The Contract Usage Report will show what purchase orders have been processed
against a Contract . The information provided will include, Purchase Order
Number, Contract Number, Amount, Business Unit, and Date.

Navigation: Reporting Tools > Query > Query Viewer

Enter the query name or a portion of the query name and click Search. (A
portion of the query name will reduce the volume of search results returned)

Fa\.ruvr'rtes Main‘[denu > Reporting Tools > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name »  begins with VT_CONTRACT_USAGE_REPORT

[_search |avanced search

Search Results

*Folder View: — All Folders — -

Query Customize | Find | View A1 B B8 First B 4 o1 Bl Last

o Runto (Runto |Runto Add to
Query Hame Description Owner |Folder HTML |Excel |xmL Schedule Favorites

VT_COMTRACT_USAGE_REPORT Contract Usage Report Public HTML Excel XML Schedule Favorite

Once the search results return click the Run to Excel link on the right side of the
page in line with the query name.
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A new window opens requesting criteria for the report.

Enter:
SetID = STATE - All contracts are set up under the SetID of STATE
Contract ID — be sure to include all leading zeros
From PO Date — date specified by user (usually begin date of the contract)
Thru PO Date — date specified by user (usually end date of the contract)
PO Unit like — entering the % in this field will return all values — it helps in
determining if another department has mistakenly used the contract

VT_CONTRACT_USAGE_REPORT - Contract Usage Report

SetiD: STATE
ContractID:  |0000000000000000000012245

From PO Date: ’WE{J

Thru PO Date: [11/212011 [+

POUnitike: [%  |Q
View Results

Contract Line Long Descr

PO Date

PO Unit

PO Gty

Amount

Start Date End Date

Click View Results. An excel window opens and returns the requested data.

Home | Insert  Pagelayout  Fommulas  Data  Review  View  Adddns  PDF @ - =
& Cut - s = . 7 7| Sem Tx PR | T AutoSum - W
B ral Unicode N - |10~ &S 7 | Siwp Text Text ﬁ 3 = o [ i 3
" ramararne 912 850 A Shuenacoe - (829 +[ 8 ot fup G o e S0 e e
Clipboard = Font {0 Alignment o Number = Styles caits Editing
[ AL - = | Contract Usage Report
A B c D E F < 1
1 ract [ 36
2 |contract |tine Jitong Descr [Po Date PO Unit [PO No. JLine [Po Qty JAmount
3 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 1/23/2008'03410 0000001 1 2.5000
4 [00000000000000000000712345 1 Physician Consultant Frior Authorizations #712008'02410  Dooooo1408 1 340.0000
5_0000000000000000000012345 1 Physician Consultant Prior Authorizations 412200803410 0000001546 1 255.0000
6 [000000000000DO00000012345 1 Physician Gonsultant Prior Authorizations 5141200803410 0000001622 1 255.0000
7 0000000000000000000012245 1 Physician Consultant Frior Authorizations 717200803410 ‘boo0001686 1 170.0000
8 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 718/2008'03410 0000001702 1 212.5000
9 [0000000000000000000012345 1 Physician Consultant Prior Authorizations &81200803410 0000001759 1 255.0000
10 [0000000000000000000012245 1 Physician Consultant Prior Authorizations or0r200802410 0000001700 1 255.0000
11 [0000000000000000000012345 1 Physician Gonsultant Prior Authorizations 10/3/2008'03410 0000001806 1 212.5000
12 [0000000000000000000012245 1 Physician Consultant Frior Authorizations 1171812008'02410  Docooo1g6s 1 170.0000
13 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 12/9/2008'03410 0000001903 1 170.0000
14 [000O000O000000O00000012345 1 Physician Gonsultant Prior Authorizations 1121200903410 000001958 1 255.0000
15 [0000000000000000000012245 1 Physician Consultant Prior Authorizations 261200002410 'Docoo01002 1 212.5000
16 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 3121200903410 0000002050 1 127.5000
17 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 481200903410 0000002080 1 170.0000
18 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 4201200903410 ‘0000002003 1 212.5000 =
19 [000000000000DO00000012345 1 Physician Gonsultant Prior Authorizations 6121200903410 0000002141 1 212.5000
20 [00000000000000000000712345 1 Physician Consultant Frior Authorizations 77200003410 ‘0000002200 1 207.5000
21 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 86200903410 0000002238 1 170.0000
22 [00000000000000000000712345 1 Physician Consultant Prior Authorizations 9217200003410 ‘0000002315 1 255.0000
23 [00000000000000000000712345 1 Physician Consultant Prior Authorizations 10/5/2000'02410 0000002325 1 170.0000
24 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 1172/2009'03410 0000002871 1 170.0000
25 [00000000000000000000712345 1 Physician Consultant Frior Authorizations 1210120002410 0000002411 1 1275000
26 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 177201003410 0000002465 1 255.0000
27 [0000000000000000000012345 1 Physician Gonsultant Prior Authorizations 1128/2010'03410 000002504 1 170.0000
28 [00000000000000000000712345 1 Physician Consultant Frior Authorizations 241201002410 0000002562 1 212.5000
29 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 415201003410 0000002604 1 170.0000
30 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 5141201003410 0000002658 1 170.0000
21 [0000000000000000000012245 1 Physician Consultant Prior Authorizations 6111201002410 0000002702 1 1275000
32 [0000000000000000000012345 1 Physician Gonsultant Prior Authorizations 7M/2010'03410 0000002774 1 212.5000
32 [0000000000000000000012245 1 Physician Consultant Frior Authorizations 841201002410 0000002834 1 170.0000
34 0000000000000000000012345 1 Physician Consultant Prior Authorizations 977201003410 0000002008 1 127.5000
35 [000000O00000DO00000012345 1 Physician Gonsultant Prior Authorizations 9301201003410 0000002979 1 297.5000
26 [0000000000000000000012245 1 Physician Consultant Prior Authorizations 1112201002410 0000002075 1 170.0000
37 [0000000000000000000012345 1 Physician Consultant Prior Authorizations 1730201003410 0000003124 1 255.0000
38 [0 12345 1 Physician Consultant Prior 1217201003410 0000003139 1 2550.0000 2
H 4 » W] sheetl ¥ 0| m

Ready

You have completed running the VT_Contract_Usage_Report
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VT_AP_CASH_VCHR_PO_CNTRCT_DTL

This query can be run to show paid vouchers, with detail, against a PO and
Contract. You can run this report with the following navigation:

Navigation: Reporting Tools > Query > Query Viewer

Enter the query name or a portion of the query name and click Search. (A
portion of the query name will reduce the volume of search results returned)

Favgtes Mainvl\-'lenu > Reporting Tools = Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: QueryName ~  begins with |FT_AF_CASH_VCH R_PO_CMNTRCT_DTL
Search |Advanced Search

Search Results
*Folder View: — All Folders — b

|
customize | Find | View 41| B0 88 First Bl 4 or 1 B (st

e Runto |Runto |Run to Add to
Description Owner |Folder HTML |Excel |XML Schedule e

WT_AP_CASH_VCHR_PO_CNTRCT_DTL PdVchr detail with PO-Cntrct Public HTML Excel XML Schedule Favorite

Click, Run to Excel link
A new window opens requesting criteria for the report.

VT_AP_CASH_VCHR_PO_CNTRCT_DTL - Pd Vchr detail with PO-Cntrct

GL Business Unit = IW Q
AP Unit like: [o1110 @
Account like: l%— Q
Deptid like: [1110003000 | @
Fund like: [10000 1@
Program like: ,%— Q
Project like: e &
Class like: e &
From Payment Date: ,W ]
To Payment Date: W ]
View Results I

Invoice | Accounting Payment | Voucher Line Voucher

Distrib Line

Enter the criteria you want to search by, including any of the following:
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GL Business Unit
AP Unit like
Account like

Dept ID like

Fund like

Project like

Class like

From Payment Date
To Payment Date

Click on View Results

Results will be similar to this:

Home Insert Page Layout Formulas Data Review Ad
=& o Arial Unicode b - (10 = | A° o7| [= [[®] | Srwmop test Text - ij,‘ ﬁ‘:tﬂ' l__‘% E_ §< E\ . Autosum - ﬂ Cﬁ
= 123 Copy - = — 8] Fin~-
P romarar | 912 80 | [ Eveneacons (8% 1 [34:8) nstow e gt | e oo | (e s
Clipboard & Font & Alignment & Number & Styles Cells Editing
| a1 -0 J= | pd vehr detail with PO-Cntrct
A B c D £ F G H
+ [Pavenr] sor
2 |GL unit_|AP Unit [Voucher |invoice [invoice pate || ing Date _|[Pay Date || Line Number | Voucher Distrib Line T
3 [o1110 01110 ‘oooooo0Z 1896 716/2001 7/6/2001 711212001 1 1
2 o110 1110 ‘oooooose  PYs0142481 613012001 711312001 772112001 1 1
5 01110 01110 00000059  PY50142481 6130/2001 711312001 773112001 1 2
6 o110 1110 oococorz 176 6/21/2001 712012001 772312001 1 1
7 1110 1110 ooooooez  os1501 61512001 2/3/2001 2/6/2001 1 1
8 1110 01110 00000113  renewal 712772001 81012001 81312001 1 1
9 o110 1110 doooot24 713172001 81712001 812412001 1 1
10 o110 01110 "ooooor24 712172001 81712001 812412001 1 2
11 fo1110 01110 Toocootsz 212101 812812001 813112001 9/21/2001 1 1
12 o110 1110 Tooooote7  s0142481 1190 712172001 912112001 9/2412001 1 1
13 (01110 01110 Toooo167 50142481 1190 712172001 912112001 9/2412001 2 1
14 01110 1110 Toocooten  'so4st 9/25/2001 10/3/2001 10/1912001 1 1
15 01110 01110 0000181 ACCT #05600SVA10 10/3/2001 10/3/2001 10/2012001 1 1
16 01110 01110 00000200  Joshua Slen Utah 9/24/2001 10/23/2001 10/3012001 1 1
17 fo1110 01110 oooooz0s 66000006 7112001 10/20/2001 11/8/2001 1 1
18 01110 01110 "ooooo20s 62000051 10742001 1013012001 117812001 1 1
19 (01110 01170 ‘ooooozos ‘1001832 911872001 1073072001 11/812001 1 1
20 01110 01110 ooooozo7 63000466 10/2/2001 1073072001 117812001 1 1
21 /01110 01110 ‘ooocozoe 51000206 812012001 10/3012001 117812001 1 1
22 01110 01110 "ooocozoe  saooozzo 912012001 10/2012001 117812001 1 1
22 o110 01110 "ooooo2s4 71000320 10/21/2001 11/2012001 1211312001 1 1
24 o110 01110 "ooooo2s7  seoooizs 713172001 11£2012001 12/26/2001 1 1
25 01110 1110 "ooooo2e1 433202 6/14/2001 11/2012001 1211312001 1 1
26 [01110 01110 Tooocozes  71000022+71000157 712172001 1173012001 1211312001 1 1
27 01110 ‘01110 [ooooozra  'eozressesr.o 11/28/2001 12/10/2001 12/13/2001 1 1
28 01110 01110 Tooooozes ‘50142481 11/30/2001 12/13/2001 12/14/2001 1 1
29 lo1110 01110 ‘ooooozs4 50142481 11/20/2001 1201312001 1211412001 2 1
20 01110 01110 ooooozes  'ss000050 71112001 1201712001 12/26/2001 1 1
21 1110 1110 ‘oooo201 54000061 7/1/2001 120172001 12/26/2001 1 1
22 o1110 01110 ooooosoo  G2000370 11127/2001 1212812001 /312002 1 1
33 1110 01110 ‘0000301 63000931 12/11/2001 12/28/2001 /312002 1 1
24 o110 01110 "ooooosoz  7er2atoooozsosoz 12/6/2001 1212812001 /212002 1 1
35 (01110 01170 "ooooosos  ‘Gooo1213 8/31/2001 17212002 1412002 1 1
36 (01110 01110 ‘ooooozos 71000415 12/14/2001 17312002 172812002 1 1
27 01110 01110 0000312 70000120+70000064 9/130/2001 /312002 1/28/2002 1 1
28 01110 01110 TDooooz1s  793.3697.0 12123/2001 /312002 1/28/2002 1 1

W 4 b M| sheet1 /%] [ m
Ready

You have completed running the
VT_AP_CASH_VCHR_PO_CNTRCT_DTL report
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Run the VT_PERF_CONTRACTS query to Excel

Possible situations when this function is used: This query may be used to
review contract information entered into VISION. It reports a list of contracts that
fall under the Performance Contracting “challenges for change”. This query lists all
approved contracts for a given origin within a range of contract begin dates.

Navigation: Reporting Tools > Query > Query Viewer
The Query Viewer page loads.

Enter the query name or a portion of the query name and click Search.

Favovr'rtes MainvMenu > Reporting Took > Query > Query Viewer

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By: Query Name »  Dbegins with VT_PERF_CONTRACTS

Advanced Search

Search Results

*Folder View: - All Folders — -

s
Customize | Find | View All | EI| i First 4] 1-2 of 2 n Last

Runto |Runto |[Runto Add to
HTML |Excel [xmy |SChedule \po orites

VT_PERF_CONTRACTS Perf Cntrcts by Origin & Date Public HTML Excel XML Schedule  Favorite

Description Owner |Folder

Click Run to Excel link

VT_PERF_CONTRACTS - Perf Cntrcts by Origin & Date

Origin (% for All): %
Begin Dt Not Less Than: 01/1/2009 Ei]
Begin Dt Not Greater Than: |11/212011] [+

View Results I

Contract o Begin | Expire | Vendor ‘Contract Perf Page Perf C4C
Dt Dt

D 1] Status Approved? Measures? Contract?

The query page will load.
The query prompts for Origin and a range of Contract Begin Dates.

Enter the Origin
e Enter the appropriate origin code or
e Enter a percentage sign (%) for all origins

Enter the Begin Date Not Less Than
e Enter the starting Contract Begin date for the period to report
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Enter the Begin Date Not Greater Than
e Enter the ending Contract Begin Date for the period to report

Origin (% for All): %
Begin Dt Not Less Than:  01/01/2010 31
Begin Dt Not Greater Than: 09/30/2010] 31

View Results
Contract Begin Vendor Perf Max. | GF | FF | SF | GC | Other| Other
ID Dt ID Measures? | Amt | % | % | % | % % Descr | Cg

Click View Results

A B c D E F G H | J K
Perf Cntrcts by Origin & Date
SetlD_|Contract ID |origin_|Descr [Begin Di|Expire Dfvendor ID_[Name [ contract Status |Pert PadPert Me
STATE 0000000000000000000014013 C20 DOC-SUPPORT/SERY. SOFTWARE 1/15/2000 1/14/2012 0000008562 Information Process Design Approved For Purchasing Yes Yes
STATE 0000000000000000000014429 C20 DOC-Clinical Superv Sex Offend 1/19/2009 5/31/2012 D000023852 Williams, Melanie Approved For Purchasing Yes Yes
STATE 0000000000000000000014479 G20 DOC-Substance Abuse Tx NWSCF 2/2/2009 5/31/2012 D000016801 Phoenix Houses of New England Approved For Purchasing Yes Yes
STATE '0000000000000000000014522 C20 DOC-Sex Offender Tx 27212009 5/31/2012 0000282200 Blakeney, Tammy Approved For Purchasing Yes Yes
STATE D000000000000000000014563 C20 DOC-Sub Abuse Assessments SSCF 2/16/2009 5/31/2012 0000041889 Martin,Clara Center Approved For Purchasing Yes No
STATE D000000000000000000014564 C20 DOC-Sub. Abuse Assessments 2/16/2009 5/31/2012 D000041886 Northeast Kingdom Human Services Inc Approved For Purchasing Yes No
STATE 0000000000000000000014569 C20 DOC-Sub. Abuse Assessments 2/16/2009 5/31/2012 0000016801 Phoenix Houses of New England Approved For Purchasing Yes Yes
STATE D000000000000000000014570 C20 Sub. Abuse Assessments@ MVRCF  2/16/2009 5/31/2012 0000046073 Rutland Mental Health Services Approved For Purchasing Yes Yes
STATE [0000000000000000000014579 MIL. MASTER PLANNER/GIS SERVICES ~ 2/1/2009 1/31/2012 0000045059 GIS Consulting Services LLC Approved For Purchasing Yes Yes
CAC CdMax. Amt |eF HFF %sF %cc 9 other % |Other Descr |user |[DateTime
Y 50000000 1] ] 0 1] 100 ENTERPRISE FUNL TSTILWEL 172002011 14:35
Y 278320000 100 o 0 0 TSTILWEL 5242011 11:17
Y 1837301280 100 ] 0 1] 1] PGRANT 71282011 9:63
Y 182120.000 100 o 0 0 0 TSTILWEL 5242011 11:18
A 48345 000 100 o 0 0 0 MWHITEZ2 6/13/2011 15:21
Y 73050.000 100 o 0 0 0 PGRANT 7262011 9:22
A 163140.000 100 o 0 0 0 PGRANT 71262011 11:34
Y 47400.000 100 o 0 1] 1] TSTILWEL 42212011 14:22
Y 424925.000 0 100 0 0 0 BFIDGEON 172011 14:49

For additional information on reports and queries please visit the Finance &
Management website at http://finance.vermont.gov/training-and-support/vision-
manuals/reporting-manual.

This list is organized by module. For contracts, you will want to look at the
queries for the Purchasing module.
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