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Revisions to Manual
February 2024
— Updated for PeopleTools 8.60 upgrade
December 2022

- Added a note to the Create Contract Change/Amendment section of the manual starting on page 41.
If your agency/department uses a maximum line amount you must also update the maximum line
amount(s) when you process a change order.

August 2019:

— Added a note to step 29 on page 31 that the amount must be set to at least .01
March 2019:

— Manual finalized
December 2018:

— Manual written
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Overview of VISION financial system:

There are several documents which should be reviewed to understand contracting requirements. All are
accessible on the Finance & Management website.

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

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

Bulletin 3.5 - http://aoa.vermont.gov/bulletins

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

Contracts - February 2024 Page 4 of 73


http://finance.vermont.gov/policies-and-procedures/vision-procedures
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-guidance
http://finance.vermont.gov/training-and-support/vision-job-aids-and-operational-guidance
http://aoa.vermont.gov/bulletins

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 is a 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, additional
“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.
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The VISION Contract Amendment process is as follows:

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

e 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.

e 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 supplier” 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.

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

I added a contract that | no longer need or was entered with incorrect information (i.e., wrong
supplier). What do | 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 | receiving an “Invalid Value” error message when | 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 | 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 | do if the remaining amount of my contract is incorrect due to the PO that | entered
incorrectly?

e |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 | 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

An Official Vermont Government Website 7> VERMONT =

Agency of Administration

Buildings and General Services

Vermontgov  OutlookOnline  State PhoneBook  Transparency

Home > Office of Purchasing and Contracting

Home Contracts - Current Statewide Contract Information

I Purchasing and Contracting

VTBuys. OPC Home | VTBuys | Forms | Bid Information
Contact Us

All current Statewide Contracts - Statewide Contracts can be used by all Agencies and Departments in the State. All Contracts contain information on the
Bid Information products and the method of ordering. If you need assistance, do no hesitate to contact the Purchasing Agent listed in the Contract.

Construction Retainer Services - Trade,
Professional Consulting &Project Management
Contracts

Contract Lists & Reports: Up-to-date information about current Statewide Contracts

CONTRACTS - Statewide

All Current Statewide Contracts . R
. Cell Phone & Wireless Cloud Services
All Towns, Schools & Political Subdivisions StaleWIde Conlracls .
Contracts Services Contracts Contracts
Cell Phones & Wireless Services Contracts
All Current Statewide Contracts Cell Phone Providers & Wireless Services For PaaS, laa$ & SaaS

Cloud Service Contracts

Click on Statewide Contracts

NOTE: Please note that when accessing Current Contracts from the Office of Purchasing & Contracting
website at http://www.bgs.vermont.qov/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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Current Statewide Contracts

OPC Home | eProcurement - VTBuys | Forms | Bid Information | Contact Us |

Current Categories:

Aerial Photography
Auction Services

Audio Visual Equipment & Accessories

Automotive, Tires & Parts
Beds & Bedding
Building & Plumbing Supplies

Cell Phones & Wireless Service

ICIothinE Footwear & Uniforms I

Cloud Solution Services

Communications

Computer Accessories & Peripherals

information by Purchasing Agent can be found here.

TRL F) or Command+F (CMD F) on a Mac, to bring up the search box and it'll locate the text.

Webpage Error: Let us know if you find a broken link/error on this webpage. Send us an email. Thanks!

Hospital & Surgical Equipment (See Medical and Lab

Equipment)

Industrial Equipment & Supplies

Interior Coverings

Information Technology Retainer Services
ITS75 Software & Services

Janitorial Supplies

Law Enforcement Equipment & Supplies

Lawn & Grounds Equipment

Mail & Small Package Delivery Services & Mailroom

To view a Contract, click on the Contract number. If you need additional information, please contact the Purchasing Agent named within the Contract. Contact

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

Fire Fighting Pants & Coats - Turn out Gear

47016 Municipal Emergency Services Inc. Matt Wilson 800.560.8030 11/01/2024
Police & Security Uniforms, Equipment & Gear

44513 Galls LLC David Adams 850.787.0428 09/02/2024
Rough Duty Uniforms

44330 Ben's Uniforms Inc. Kathy Brace 978.388.0471 08/01/2024
State Police Uniforms

42283 Ben's Uniforms Inc. Kathy Brace 978.388.0471 07/08/2024
Uniform Rental & Cleaning

45048 Unifirst Corporation Philip Breen 603.448.0011 12/31/2024

Related Products: Law Enforcement Equipement & Supplies, Safety & Security Equipment & Supplies

Click on the contract number to view a particular contract:
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ATTACHED SPECIFICATIONS.

5. BROOME £450154503545065

CONTRACT i
State of Vermont
Buildings and General Senvices
Office: of Purchasing & Contracting
109 State 5t
Montpelier VT 05609-3001
UzA Confract 1D Fage
0000000000000000000034 114 1of 3
Vendor I D0000D3E24 Contract Dates Origin
Ben's Uniforms Inc 081572017 to 06142010 CPS
20 Main Strest Descripion: Contract Maximum
Amesbury MA 01913 CPS - STATE POLICE UNIFORMS $000,000.00
UsA Buyer Name Buyer Phone Contract Status
LaRose Deborah L 8284835 Approved
Phome #: 978-388-0471
Unit Max Max|
Line # ltem ID Item Desc Uom Price Gy Am|
Ii VERMONT STATE POLICE DRESS ELOUSE PER EA 405.00000 0.00 0.00
ATTACHED SPECIFICATIONS.
FECHHEIMER #WTSP - BLOUSE COAT
2 VERMONT STATE POLICE HONOR GUARD BLOUSE EA 505.00000 0.00 0.00
PER ATTACHED SPECIFICATIONs.
FECHHEIMER #VTSF-HONOR: GUARD BLOUSE
3 VERMONT STATE POLICE LONG SLEEVE MEN'S EA 114.00000 0.00 0.00
SHIRTS PER ATTACHED SPECIFICATICNS.
FECHHEIMER #WTSP-LS
4 VERMONT STATE POLICE SHORT SLEEVE MEN'S EA 9000000 0.00 0.00
SHIRTS PER ATTACHED SPECIFICATICNS.
FECHHEIMER #WTSF-55
5 VERMONT STATE POLICE SUMMER TROUSERS PER EA 100.00000 0.00 0.00
ATTACHED SPECIFICATIONS.
FECHHEIMER #UTSP-5T
] VERMONT STATE POLICE WINTER TROUSERS PER EA 115.00000 0.00 0.00
ATTACHED SPECIFICATIONS.
FECHHEIMER #UTSP-WT
T VERMONT STATE POLICE NECKTIE PER EA £.00000 0.00 0.00

Contract page opens displaying information regarding what items are on this contract.
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How to Find and Interpret a Contract

WorkCenter navigation: Purchasing WorkCenter > Links Pagelet > Contracts > Add/Update Contracts
Navigator Menu navigation: Procurement Contracts > Add/Update Contracts

The Contract Entry page displays, click on the Find an Existing Value button:

Contract Entry

Find an Existing Value (® Add a New Value

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

) Recent Searches | Choose from recent searches v|# [ Saved Searches [Choose from saved searches v| &

*SetlD STATE Q
Contract ID | begins with ~
Contract Version
orign

Version Status | = v] | v

Confract Style | begins with v

Contract Process Option | = v] v

Q
Q
Short Supplier Name | begins with ~ Q,
Q
Q

Supplier Name | pegins with

Master Contract ID | pegins with +

Description | begins with

A~ Show fewer options

[Jcase Sensitive [L] Correct History

Search Clear

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.

3. Short Supplier Name - Enter part or as much of the Supplier Name as you wish, click the
magnifying glass to return a list of suppliers 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.
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Once you have selected the contract and clicked Search the following page will display:

| Contract ([ T ParbrmEnce it |

Contract Entry

Contract
Sl SIS Contract Version
IElPrI.hMtJD 0000003000000000000035070 I
Vergion 1
s3tatyg | ADDTOED -
“Origin jco
AdministratonBupsr LVORTHAN Lingz T Wwarman
¥ Header 7
Contract $tyle Purchesa Crder Ean Commentz
Cantract Actiflles

Procass Ophon Purchase Onosr
Supplisr CASSLLA MA-001
SupplierID 00012996580
Bafin Gate 2540172013
Expire Date 04/30/2020

Primzry Cortact i
Faala Vst At Saess LLC DR R

Amount Summary 7

Renswsl Date
Curmengy USD CRANT Mzzmum Amount
Primary Contsct Line ftem Relsased Amount
Rsdsasen amount
e Dm Rslezsed Amount

WASTEBRECYC kS RE-4 R
Deseription CA-WASTERRECYC STRAAKS RG -

Master Contract 1D
Tax Exsmpt ID Remaining smount
|_i_m ot Ramaining Percant
* Order Contract Options

|| aom mutbcumrency PO || amow open ttam Retersncs || maust 1ise Contrect Rats Date
|| corporsts contract || aojust suppasr pricing First [ pusto maraust
|| L oex chartrsiss | I prics can Bs Changsd on Orssr “Dispateh Mstnod  Privt -
PO Detaufs Add Open fem Price Adjustments Prica Adjustment Templzte

* Contract Items

Casiog Search Bam Seanch Seanch for Comtrast Lines

TRASH REMOWVAL | DiEP03AL 3ERW

Coniract | VT Perfonmance il

Staties Cumment
Approved Date 25012013

AN LOZ
Documeant Stakus
Thresholds & Notifcations

30000 USD

000
000
000
000

50,000 00
10300

Rats Date 04HEI0HE

[ ooeen |

Lines Percoraitzs | Fiod | viewan |62 | [ Am 4 1ot 0Lt
| Dstams || orosrsyamoe || 2emimrmenon || pesunsmese || meksse Amous || Retesse cuemes || Lie Growngs | [
noduds for
Lins = Desanipton LeDa ‘Caimgory S Eiatus
- WASTE AND RECYCLING = @® || = =

' L] COLLECTION SERVICE Bz i il bl b e

“iew Categary Hierarchy C=egary Saarch

* Contract Categories

Lines Persorcitze | Find | Wiewan | 07| [GE First 4 1att b Lsst
| Detalls || Pricng omions | melesse Amares | [FTTH

Line Cedmgory D soription Eimtus

1 B T e
isee | |Gr Remmpseamn | |4 Predmsmust | |d] Netwper | |2 Nom | |9 Retesh | 3oAcd | | B comeatisiony |

1. The Contract ID number displays on the top of the contract
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Contract VT Perfnmance ink

Contract Entry
Contract
Syl EPIE Contract Varsion
Contract 10 OOCEOEE T ST
e Version 1 Status Current
s staty proned
siaii T Approved Date 050172018
':‘r; n iCP.

I?l.lI"I".’H-SﬂE.t‘_'—h'EU?@I’ ISWORTRAN Linda T Wareman

Header

AciMRy Log
Docamant Statis

Thneshalds & Nolifications

Amount Summary |

Curraney USD CRRNT I Maximum Amount 3.000.00 --b-I
Primary Contact Lins rtem Rekased Amount i)
Category Released Amourt aoa
suppssr Contract Rat tegory

o
Orpeny haimy Risbesedd Ao dint aoa
Description  CR-WASTESRECYC STRARKS RE-4 SO I e .
Master Contract ID
Tax Exsmpt ID 0$ Remaining Amount 31,0000
ey Remaining Percant 10010

2. 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

3. Contract Process Option - The process option should be Purchase Order for the contract to be
used in a purchase order and to be able to print the contract

4. Supplier ID Number - The Contract number and the Supplier ID number form a partnership. If you
are creating a Purchase Order and do not have the correct Supplier ID number, you will not be able
to bring in a line from that contract. The Supplier Address for the Contract will default from the
Supplier record. There will be no ability in VISION to change the Supplier Address directly on a
Contract

5. 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)

6. Maximum Amount - The maximum dollar amount of the contract

7. 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
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Under Order Contract Options

Order Contract Optiony

Auow Multicurrsncy 0

Corpofate Contract

Lock Chartfisdds
PO Detubs

ABow Op=n Hem Risference

najust Suppisr Pricing First

Prics Can Ba Changed on Ondst
Add Open Rem Price Adusimants

Must Uss Contract Rate Date

Auto Detaurt
*Dispatch Methoa P

Price Adjustment Template

= Disgatch

Rate Dats 04182018

8. Allow Multicurrency PO - This box defaults in as unchecked and cannot be changed. Currently the
State of Vermont only processes transactions in US Dollars

9. 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) to view
comments about the contract:

Contract

Contract

Header

WT Pernmance ink

Contract Entry

eliD STATE

Contract Version

Contract ID D0D0000000000000000026070

sStatus Aporoved

*Origin .cp.

sdministratorBugsr LVORTMAN

Contract $tys Purchzss Order
Procsss Option P
SUppBsT CASS
Supplier ID (
Bagin Date

Expire Date 04502000

Indz T Wvorman

Lzselia Wjor Accoun Senioes LL

Wersion

e Corvract Rekeases

Status Cun

Approved Date 05012013

ACIMRy Log
Docaman Status

Threshalds & MNoifications
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The Header Comments page displays and is available to enter additional information about the contract:

Contract Comments

Help
Contract Entry

Header Comments

SetiD STATE Contract ID 0000000000000000000028070  Version I

Retriewe Active Comments Only R_'?UiEVF—‘

*Sort Method Comment Time Stamp o *5ort Sequence Ascending

- | Sort
Comments Find | View &Il First ‘& 1of1 & Last
Use Standard Comments Comment Status Active Inactivate +
1. Parties. This is 2 contract for services between the State of Vermont, Department of Buildings and General i %

Services, Office of Purchasing and Contracting, on behslf of the Wermont Department of Forest, Paris, and
Reoeation [hereinafter called "State™), and Casella Major Accounts, LLC, with & principal place of business in -

Williston, Vermont, {hersinafter called “"Contractor™). Contractor's form of business organizetion is LLC. It is

Contractne’s resnnnsihilite to cnntact the Wermnnt Denadment of Tayes to determine if b lsw Contractor is

S-E-I'Id to Supplier Dshnw at Receipt I:‘Cnmrtn Purchase Crder
|_|Shuwat‘ufnut:her

Associated Document

Attachment Attach sle [emair

From = CWNT STATE-00D0000000000000000028070

Ok Cancel Refresh

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

10. Send to Supplier - 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

11. Copy to Purchase Order - Select this box if you want comments to copy over to the PO
12. Click OK

13. Click the Contract Activities link to view additional information

Contract || T Perormance m
Contract Entry
Contract

=D STATE Contract Version
Contract ID 00000020000000000000032070
[ Vb 1 Stetus Current
wstatys | ADDTOEd

Approved Date 05012018
“0irigin iCp

AdministrstorBuger BWORTRIAN Linda T Warman

Header
Contract 3tye Purchaze Onder ACINRy Log
Procass Option  Punchase Orosr T Docamen Siatis
SUPpBST CASELLA MA-001 Primany Comact i Thnesnolds & NOIMSToNE
Suppler ID 0000192529 Casailz Major Accourt Sendoss LLC CroeRrac Rekases

Bagin Date 050172018
Expirs Date 04502020
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The Contract Activities page displays:

Contract Activities
Help
Contract Entry
Contract Activities
SetlD STATE ContractID 0000000000000000000036070 Version 1
Activities Personalize | Find | View all | 23 | B First ‘4 10of1 ‘B Last
Version *Due Date Done *Comments
11 111562018 |[5] Amended for price change - 1115M8. ET @ +] [=]
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.

14. Click OK
Order Contract Options
Allow Multicurrency PO Allow Open ltem Reference Must Use Contract Rate Date Rate Date 04/18/2018
Corporate Contract Adjust Supplier Pricing First Auto Default
Lock Chartfields Price Can Be Changed on Order *Dispatch Method Print - Dispatch
PO Defaults Add Open ftem Price Adjustments Price Adjustment Template

Contract Items

Catalog Search tem Search Search for Contract Lines
TRASH REMOVAL / MSPOSAL SERVI
Lines Personalize | Find | View All| £ | E First ‘4 10f1 ‘2 Last

Details Order By Amount ltem Information Default Schedule Release Amounts Release Cuantities Line Groupings Spend Threshold | =20

. - Include for
Line Itern Description (Wfal} Category Release Status
En WASTE AND RECYCLING gu e =~ e ™ .
iy & 3] 3 b i
! B COLLECTION SERVICE iQ EA 1027 § £ Active
View Category Hierarchy Category Search

15. Click the Line Details icon to see additional contract information
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The Details for Line 1 page displays:

Details for Line 1

Contract [D 0000000000000000000038070 Version 1 Supplier CASELLA MA-D01
Line. 1 ltemn 1D WASTE AND RECYCLING COLLECTICN
Line Details

Category 21027
Description Status Active
Category ID 00788 Physical Nature Goods
Transaction ltem Description:
WASTE AND RECYCLING COLLECTION SERVICE

Expand All Collapse All
ltem Information
Supplier's Catalog Device Tracking

Supplier Item D

Manufacturer [D

Description

Manufacturer's Item D

GTIN

Release Amounts / Quantities

Minimum Line Amount Minimum Line Quantity
Maximum Line Amount Maximum Line Guantity
Total Line Released Amount 79,488 570 Total Line Released Quantity 2,948.857.00
Remaining Amount uso Remaining Guantity 0.0000 EA
Remaining Amount % Remaining Guantity % 0.00

Pricing Information

Use Contract Base Price Use Supp Price UOM Adjustments

Price Can Be Changed on Order Use Supplier Price Shipto Adj
Price Date Due Date Adjust Before Contract Adjustments
Price Gty Line Quantity Order By Amount

Qty Type Cument Order Quantity Rimcunt Okl
Merchandise Amount

Schedule Defaults

Select the eligible LOM / 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

A |

= i

UOMIPricing Personalize | Find | View All | & First 1 of1 Last
Price Lo (i]e, | Base Price Curr
]| MULTIPLE EA 0.01000 USD
il

Enter the |ead times and scheduls guantities to be used for contract genersted purchase o

santity is in standard FOM, and will be converted to the DM that is selected as

the Release Default at the time of release

Shipping Template Personalize | Find | View All | 2| E& First ‘% 1of1 * Last
Lead Time Time Due Oty Sched UOM
0 1.0000| EA +| =

s
oK I Cancel Refresh

This is the page that determines whether the “Price Can Be Changed on Order”. If this option is checked,
you can change purchase order prices that default in from the contract.

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.

16. Click OK
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You are returned to the Contract page:

Contract VT Performance Info
Agency/'Dept: CP Central Purchasing Confract [D: 0000000000000000000038070
Vendor Hame: Casella Major Account Services, LLC Supplier ID: 0000239895
Address: PO Box 1283
City, State, Zip: Williston, WT 05485
Start Date: 05/01/2018 Expire Date: 04/20/2020 Description: CP-WASTE&ARECYC S5T.PARKS RG-4
Maximum 520,000.000 CAC Contract: Approved:
Payahle:

Contract | VT Performance Info

Financial Information

Does this agreement include performance measures tied to outcomes and/or funding? Yog Mo
E-Fu F-Fund S-Funds GL-Fund Other
Estimated = Hn -
Funding Split: %% % % e 10024
$30,000.00
Total funding splits: 100 % Explain: PURCHASING CONTRACT

General Procurement Information

Process used: Standard bid or RFP -
Agreement type: Other contracts for services -
iii Save || |[i"Return to Search =i Notify || 2% Refresh & Add date/Displa |"F Comect History

17. Click the VT Performance Info tab

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

C4C Contract box:

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

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

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.

G-Fund = general fund
F-Fund = federal fund
S-Fund = special fund
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e GC-Fund = global commitment fund

e 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 DI, 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:
« Qualifications based selection = Architectural/Engineering
s 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
« Privatization

= Professional Services

= Retired or Former Employee
« Zero Dollar (or No-Cost)

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. (l.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.

Finding and Interpreting a Contract is Complete
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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 .

OFFICIAL STATE WEBSITE

AGENCY OF ADMINISTRATION

Buildings and General Services

VERMONT.GOV OQUTLOOK ONLINE STATE PHONE BOOK

e CONTRACT INFORMATION

Commissioner's Office

The text of statewide commodity contracts that are utilized by more than one agency/department are

Design & Construction available for view. To view or print the text of a contract click on the contract number.

Operations & Maintenance » Statewide Commodity Contracts that are utilized by more than one agency/department (including thoge

for use by Towns and Schools]

Planning & Property Management

+ Download a list of executed contracts that have been issued by the Office of Purchasing and Contracting

Vermont Information Centers Division

* Download a list of contracts that have been added or amended in the last 30 (thirty) days by the Office of
Government Business Services Purchasing and Contractin

Purchasing and Contracting « Environmentally Preferable Purchasing (EPP)

Bid Information

N
Construction Services and Professional ﬂ

Consulting Retainer Contracts

. . Statewide Contracts Environmentally
Contact Information - Purchasing Agents Preferred Purchasing
Contract Information (EPP)

Current Contracts
Communications Contracts

Computer Hardware, Software and Training
Contracts

Information Technology Retainer Contracts

1. Click on Statewide Commodity Contracts that are utilized by more than one
agency/department (including those for use by Towns and Schools)

NOTE: Please note that when accessing Current Contracts from the Office of Purchasing &
Contracting website at http://www.bgs.vermont.qgov/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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CURRENT CONTRACTS

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
Automotive
Beds and Bedding
Building Supplies

Clothing and Footwear
Communications

Computer Hardware. Software and Training

Custodial Supplies
Document Destruction Services

Electrical Equipment. Supplies and Service

Easteners
Eilters
Fire Protection Equipment and Supplies

Flags
Food

Fuel

Highway Materials and Equipment

Hospital and Surgical Equipment
Industrial 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

Paper and Plastic Products. Disposable

Paper. Envelopes and Forms

Police Equipment and Supplies
Printing

Safety Equipment and Services
Scrap Metal Removal
Translation Service

Training

Visual and Auditory Aids
Waste Hauling and Recycling
Welding Supplies

2. Tosearch the page press “Control + F” or select a category

Building Supplies

s Lumber and Building Supplies
= LaValley Building Supply Inc, Contract 34436

= Poulin Lumber, Contract 34441

« Hardwood Plywood
= Atlantic Plywood Corporation, Contract 36064
¢ Plumbing and HVAC Supplies

= Granite Group, Contract 30953

= F.W.Webb, Contract 31324

3. Click on the contract number to view a particular contract
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CONTRACT

State of Vermont

Buildings and General Services
Office of Purchasing & Contracting

(SOLENOQIDS, ZDNE CONTROLS,
THERMOSTAT S, DIGITAL INTERFACES. etc).

105 State St
IMartpelier VT 05609-3001
usa ContractID Page
0000000000000000000031324 1of 4
Vendor ID 0000010786 Contract Dates Origin
Webb F WCo 04/01/2016 o 03431/2019 CPS
10 Clark Rd D escription Contract Maximum
Barre VT 05641 CPS-PLUMBING & HVAC SUPPLIES $9,599,299.00
Usa Buyer Name Buya Phone Contract Status
Befini Brian Jon  8020828-2717 Approved
Phone #:
Unit Rhax Rdax
ne# ItemiD HemDese uomM Price oty Amt
d PIFE AMND FITTINGS (VALVES, ELBOWS, EA 001000 oon 0.00
COUPLINGS, etc) OF YARIOUS SIZES
(APPROX 174" TO 47) AND MATERIALS
(COPPER, IRON, PLASTIC, etc.).
J0%OFF RETAIL
2 WATER HAMDLING PUMPS (CIRCULATOR, SUMP, EA 00000 0.og 0.00
et INCLUDING MOTORS AND THEIR
ASSOCIATED MANTENANCE AND ACCESSORY
PARTS (TEMP AND PRESSURE CONTROLS,
GASKETS, COUPLINGS, eic.).
35% OFF RETAIL
3 BOILER &ND FURNACE BURMERS FOR MULTIPLE EA 001000 0og 000
FUELE AMD THEIR ASSOCIATED
MAIMTENAMCE AND ACCESSORY PARTS (FUEL
PUMPS, FUEL WALVES, NOZZLES, IGNITER
POINTE, etc).
20% OFF RETAIL
4 AR HAMDLING F ANS AND DAMPERS INCLUDING EA 0000 0oo 0.00
THEIR MOTORS AND ASSOCIATED
MAINTENANCE AND ACCESSORY PARTS (TEMP
AND PRESSURE CONTROLS, FILTERS,
GASKETS, COUPLINGS, ACTUATORS, etc).
J0% OFF RETAILL
5 SYSTEM COMTROL DEMCES AND CONTROLLERS EA 0. ooo 0.og 0.00

Contract page opens displaying information regarding what is under contract for building supplies with

this supplier.

How to Determine if a Commodity is on Contract is Complete
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Enter Services Contract

WorkCenter navigation: Purchasing WorkCenter > Links Pagelet > Contracts > Add/Update Contracts
Navigator Menu navigation: Procurement Contracts > Add/Update Contracts

The Contract Entry page displays:

Contract Entry

Find an Existing Value
Add a New Value o -

SetlD |STATE |Q
*Contract ID |NEXT
Siyle ID | PO Q.
*Contract Process Option | Purchase Order w |

Add

Note: In the Contract Process Option field, the value defaults as Purchase Order. Accept the default so
that you can dispatch and print the contract. If you enter a contract and you selected an option other

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

1. Click Add
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The Contract page displays:

Contract T Performance Info
Contract Entry
Contract
5etil STATE  Copy From Confract Contract Version
Contract ID WEXT ~
= Version Status  Current
“Staws | D80 u e
- Approval Due Date Ll
“Origin Q,
Administrator/Buyer Q
Header
*Contract Styie Purchase Crder a, Add Commerts
Process Option Purchasa Order Contract Activities
EORr Caat e Contact ind i
*Supplier L uppliar Seanh antact info tifie abans
P P t 3
*Supplier ID Q Contract Releases
“Begin Date 11727720 [
EXDMe Cane e
s Amount Summary 7
Renewal Date L1
Currency USD |3, CRRNT|Q, I Maximum Amount 000 UsD I
Primary Contact Q Line ltem Releasad Amount 0.00
Supplier Contract Ref Category Released Amount 0.00
I Description I Open Item Releasad Amount ooo
Master Contract ID L&} Total Released Amount 0.00
Tax Exempt ID
Tax Exempl
Order Contract Options
¥ Aliow Multicurrency PO Allow Open llem Reference Must Use Contract Rate Date Rate Date 112772018
# Corporaie Coniract Adjust Supplier Pricing First # Auto Defaul
Lock Chartfields Price Can Be Changed on Order “Dispatch Mathod | Print ¥ Dispaten
PO Defaulls Add Open |tem Prce Adustments Frice Adusiment Templals
* Contract ltems
Catalog Search Item Seanch Search for Contract Lines
Lines Fi 1 Last
Detaits | Oroer By Amount || item information || Defain Scheduie | Helease Amounts | Bsiease
Line Ham Description o Category ":E:I‘r':,","' Status
m® Q i i Q q & i v Actrve + =
Wiew Categary Hierarchy Calagory Search
Contract Categories
Lines Personaize | Find | View Al | el L,1. Fi tof1 ‘& Last
Details || Pricing Options || Release Amounts | [T
L Category Description Statua
a B T At i =
T Save | [=] Nobfy | &% Refresh [Zs Aca || ] UpdamiDispiay “» Comect Hstory

Origin Code - Enter an Origin Code
Administrator/Buyer - Enter the Administrator/Buyer

Supplier ID - Do not utilize the Supplier search link on this page, searching for the supplier number
should be done using the following Navigation: Suppliers > Supplier Information> Add/Update >
Supplier

Begin Date & Expire Date - Select the Begin and Expire dates for the contract

Contracts - February 2024 Page 24 of 73



6. Description - If you want to see a description on reports that you run, you should enter a
meaningful description here

7. Maximum Amount - You can select a maximum amount if desired

Contract VT Performance Info

Cantract Entry
Contract

Administrator/Buyer

* Header (2

*Supplier

Renewal Date

Primary Contact

Supplier Contract Ref

Master Contract ID

Tax Exempt D

* Order Contract Options (7

1#/ Allow Multicurrency PO

#| Corporate Contract
Lock Chartfields

PC Defaulis

SetlD STATE
ContractID NEXT

*0rigin FM

Copy From Contract

*Status | OPEN X

aQ

*Contract Style Purchase Order Q
Process Option Purchase Crder

Q Supplier Search

*Supplier 1D 0000084643
*Begin Date 11/27/2013

Q
E
Expire Date [12/31/2018 B
B
Q

Currency USD |@, [CRRNT

Q

Description Oracle Tech Services

1 Tax Exempt

| Allow Open ltem Reference

| Adjust Supplier Pricing First

! Price Can Be Changed on Order
Add Open Item Price Adjustments

Contract Version

Add Comments

Version 1 Status Current

Approval Due Date El

Activity Log
Contract Activities Document Status
Primary Contact Info Thresholds & Notifications

Contract Releases

Amount Summary (7

Maximum Amount 100000.00 USD

Line Item Released Amount 0.00
Category Released Amount 0.00
Open ltem Released Amount D.00
Total Released Amount 0.00

! Must Use Contract Rate Date Rate Date 11/27/2018
| Auto Default
*Dispatch Method | Print M Dispatch

Price Adjustment Tempiate

8. Click the Add Comments link
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The Contract Comments window opens:

Contract Comments

Contract Entry
Header Comments

SetlD STATE Contract ID NEXT Version 1
*Sort Method | Comment Time Stamp v *Sort Sequence | Ascending
Comments

Use Standard Comments Comment Status Active

Send to Supplier
Show at Voucher

Show at Receipt Copy to Purchase Order

Associated Document
Attachment Aftach ew Delete
From -= CNT STATE-NEXT

oK Cancel Refresh

Find | View All First 1of1

Help

Sort

b Last

Inactivate [+]

A

9. Enterall appropriate requirements and/or enter the Standard Comments

10. To enter Standard Comments, Click the Use Standard Comments link
The Standard Comments page displays:

Standard Comments

Comments

Action | Gopy Comment v

IComment Type C5 QL Comment ID CS01 |Q I

ST AT

*Effective Date 11/27/2013 ~gtatus  Active v

S tioe B Sary Contracis P
Description Fariies,Pers Serv Contracts, 1

Short Desc Parties

Comments ;
Vermont, (hereinafter called "State™), and
, with a principal place of business in

of business organization is Itis Coniracior's
responsibility to contact the Vermont Department of Taxes o
determine if, by law, Contractor is required to have a Vermoni

oK Cancel Refresh

1. Parties. This is a contract for services between the State of

, {hereinafter called "Contractor”). Contractor's form

Help

. El

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

magnifying glass to select the appropriate comment type

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

13. Click OK - The comments will be copied into your contract and active for entry of specific

information
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You are returned to the Contract Comments page:

Contract Comments

Help
Contract Entry
Header Comments
SetiD STATE ContractID NEXT Version i
*Sort Method | Comment Time Stamp v *Sort Sequence | Ascending v ”Sort
Comments Find | View All First ‘&' fof1 &' Last
Use Standard Comments Comment Status Active I [#

1. Parties. This is a contract for services between the State of Vermont (herei called "State"), and - E—'@
, with a principal place of business in nafter called "Centractor”). Contractor's form of
i It is Contractor's res ontact the Vermont Depariment of Taxes to
dtoh of Taxes Business Account Number.
is contract is services generally on the subject of Detailed services
g =rinr ara doscribad in Aftack i
¥ Send to Supplier Show at Receipt I ¥ Copy to Purchase Orderl
Show at Voucher

Associated Document

Attachment 4 Delete Email

Cancel Refresh

14. Click on the Send to Supplier checkbox for comments to be seen on a printed copy of the Contract

15. Click on the Copy to Purchase Order checkbox for comments to be seen on a printed copy of the
PO

16. If you need to add an Attachment to be included with the standard comments, click the Attach
button

The File Attachment box opens, click on Chose File to find file attachment and click Upload

File Attachment

Choose File

Cancel

Mo file chosen

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

17. Click OK
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You are returned to the Contract Entry page:

Contract || VT Performance Info

Confract Entry
Contract
SetlD STATE Copy From Contract
Contract ID NEXT
*Status | D0 4

*Origin FM |G

Contract Version

Version 1 Status Current

Approval Due Date E
Administrator/Buyer @,

Header s

*Contract Style Purchase Crder Edit Comments Activity Log
¥

Process Option Purchase Crder vi Document Status
*gupplier CHERRYROAD-DIQ Supplier Search rimary Contact Info Thresholds & Naotifications

“supplier DJ00008643 @ chemyRoad Technologies ine o oo

*Begin Date |11/27/2018 Ex

18. Click the Contract Activities link to view additional information
The Contract Activities page displays:

Contract Activities

Sl STATE Comract i NEXT WeErsion

= X 3
srsonakize | Fing | View a3 | B¥ | B8

Weenrn [hse Chate lrey *Lormatsirmiy

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.
Example(s): “Approved on 11/27/18 with signatures. ET” “Amended 12/01/18 to add Section 3. ET”

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.

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

Order Contract Options (2
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date 11/30/2013
| Corporate Contract Adjust Supplier Pricing First | Auto Default
Lock Chartfields Price Can Be Changed on Order *Dispatch Method | Print M Dispatch
IPO Defaul'.sl Add Cpen Item Price Adjustments Price Adjustment Template

20. 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 specific information

21. Departments with contracts that serve multiple PO business units should leave Corporate
Contract checked

22. Click the PO Defaults link
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The Contract Defaults by BU page displays:

Contract Defaults by BU

Contract Entry

PO Defaults
SetiD STATE ContractID NEXT
Header
*Business Unit 01110 a,
Supp Loc MULTIPLE Q
Buyer ETEST
Origin a
Currency |USD |@_ [CRRNT |Q,
Payment Terms ID NET30 a,

Shipping Information

Ship To Q.
Location Q.
IN Unit Q
Freight Terms FOBDEST Q
Ship Via x:
Charge By | Quantity v
Distributions

Distributions

Ship To Address

Help
Version 1 Supplier ID 0000034643
Find | View All First ‘&' 1of1 &' Last
Copy from BU Defaults il :]
Billing Location PFMMTPO02 i
| Tax Exempt
Tax Exempt ID:
AM Business Unit Q,
Capitalize
Profile 1D Q
Cost Type Q
Ultimate Use Code Q
Where Performed | v|

Personalize | Find | View Al | E—'| E;’

*GL Unit Account Fund Dept Program Class Project Affiliate
pt110 | Q Q Q Q Q Q
Add Comments
Cancel Refresh
23. Enter all appropriate defaults and click OK
The Maintain Contracts page displays:
Lines Personalize | Find | View All i | E;.J First ‘&' 10of1 W' Last
Details QOrder By Amount item Information Default Schedule Release Amounts Release Quantities Line Groupings
: e Include for
Line ltem Description uomM Category Reloase Status
% Q| [TEcHNOLOGY Bl By EA |qQ [pa19s al © & v Active =] [=]
View Category Hierarchy Category Search

24. 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

25. UOM (unit of measure) - use the magnifying glass for look up

26. Category - use the magnifying glass for look up

27. Click on the Line Details icon to the left of the Item field
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The Details for Line 1 page displays:

Details for Line 1
Help

Contract ID NEXT Version 1 Supplier CHERRYROAD-001
Line 1 Item ID TECHNOLOGY

Line Details

Category 03195

Description Status Active

Category ID 00022 Physical Nature | G00ds

Transaction ltem Description:
TECHNOLOGY Ea

244 characters remaining

Expand All Collapse All
tem Information

Release Amounts / Quantities
Pricing Information

QK Cancel Refresh

28. Change the Physical Nature as appropriate for the contract and Click the Expand All link

Expand All Collapse All
Item Information

Supplier's Catalog Device Tracking
Supplier ltem ID
Manufacturer ID Q
Description
Manufacturer's ltem ID Q
GTIN

Release Amounts / Quantities

Minimum Line Amount Minimum Line Quantity
Maximum Line Amount Maximum Line Quantity
Total Line Released Amount 0.000 Total Line Released Quantity 0.00
Remaining Amount usD Remaining Quantity 0.0000 EA
Remaining Amount % Remaining Quantity % 0.00

29. 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)

30. 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

Contracts - February 2024 Page 30 of 73



Pricing Information

¥ Use Contract Base Price Use Supp Price UOM Adjustments

[l price Can Be Changed on Order Use Supplier Price Shipto Adj

Price Date| Due Date v | Adjust | Before Confract Adjusiments v
Price Qty | Line Quantity v | Order By Amount

Qty Type Current Order Quantity v | Amount Only

Merchandise Amount
Schedule Defaults

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

UOM(Pricing Personalize | Find | View All | 2| = First '8 1of1 &/ Last
Price Loc wom Base Price Cumr
@  |MULTIPLE Q EA aQ 01 USD = =

Enter the lead times and schedule quantities to be used for contract generated purchase order rajeases.
Quantity is in standard UOM, and will be converted to the UOM that is selected as the Release Default
at the time of release.

Shipping Template Personalize | Find | View Al | 2 | B First ‘&) 1of1 ‘&) Last
Lead Time Time Due *Qty Sched UOM
30 1.0000 EA +] [=]

I Cancel Refrash

31. Enter a Base Price amount Note: Base Price must be entered with dollar amount of .01 or greater
— If the price can be changed on order, the 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

32. Click OK
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You are brought back to the Contract Entry page, click on the Performance Info tab:

Contract I VT Performance Info I

Agency/Dept. FM Finance & Management Contract ID: NEXT
Vendor Name: Supplier ID:
Address:
City, State, Zip: |
Start Date: 12/01/2018 Expire Date: Description: Cracle Tech Services

Maximum Payable: $0.000 C4C Contract: Approved:

Financial Information

Does this agreement include performance measures tied to outcomes and/or funding? Yes No
2 G-Fund F-Fund S-Funds GC-Fund Other
Estimated >
Funding Split: % % % Y% %
Total funding splits: %

The Performance Info page must be filled in for all contracts that are challenges for change contracts
(C4C). Contracts with a start date >= 07/01/10 are automatically designated as challenges for change
contracts. Contracts with a start date <= 06/30/10 can be designated as challenges for change contract by
clicking on the C4C box.

Note: The Information above the Financial Information area is filled in from the Contract page

33. The C4C (challenges for change) box is checked and grayed out as will be the default for all
contracts entered with a start date >= 07/01/10

34. A “Yes” or “No” must be selected for the question of ‘Does this agreement include performance
measures tied to outcomes and/or funding?’

35. 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 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 DI|, 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”
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Contract || VT Performance Info

Agency/Dept: FM Finance & Management Contract ID: NEXT
Vendor Name: Supplier ID:
Address:
City, State, Zip: |
Start Date: 12/01/2018 Expire Date: Description: Oracle Tech Services
Maximum Payable: $0.000 C4C Contract: ¥ Approved:

Financial Information

Does this agreement include performance measures tied to outcomes and/or funding? * Yes No
Estimated G-Fund F-Fund S-Funds GC-Fund Gther
Funding Split: 5010 L % L %

Total funding splits: %

General Procurement Information section:

General Procurement Information

Process used: | Standard bid or RFP v

Agreement type: | Information technology v

36. The Process used field and the Agreement type field must be filled in based on information
gathered from the AA-14 form

37. Approved checkbox -This box must be checked when all sections of the VT Performance Info page
are complete. 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

The following message appears if you are using a Master Contract for marketing services:

Message

Media buying payment terms reminder (23200,12)

The contractor shall be paid for media buying in two installments.
1. The Confractor shall bill the State ninety percent (90%) of media buying costs at the time of placement.
2. The Confractor shall bill the State the remaining ten percent {10%) at the end of the campaign.

OK

Note: This message will also appear each time you click Save.
38. Click OK

39. Click back on the Contract tab
40. Click Save

Contracts - February 2024 Page 33 of 73



A Contract ID number is assigned:

Contract VT Performance Info

Contract Entry

Contract
S&UD STATE
IContractID 0000000000000000000037314 I
*Status | OPEN o
*Origin FM |G
Administrator/Buyer ETEST & Ella Test
Header (7

*Contract Style Purchase Crder

Process Option Purchase Crder

*Supplier ID 0000084643

*Begin Date |11/27/2018 5
Expire Date 12/31/2013 5
Renewal Date ki
Currency [USD @ [CRRNT |Q
Primary Contact Q

Supplier Contract Ref
Description [Oracle Tech Services

Master Contract ID

Tax Exempt ID

Tax Exempt
Order Contract Options (2

*Supplier CHERRYROAD-Oq  Sunslier Search

@ CheryRoad Technologies Inc

Contract Version

Version 1 Status Current
Approval Due Date e
Edit Comments Activity Log

Contract Activities Document Status

Primary Contact Info Thresholds & Motifications

Contract Releases

Amount Summary (7

Maximum Amount 100,000.000 USD
Line ltem Released Amount 0.00
Category Released Amount D.00
Open ltem Released Amount D.00
Total Released Amount 0.00

41. Follow the 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

Entering a Service Contract is Complete
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Define Contract Alert Notification Parameters for a Contract

Possible situations when this function is used: Individuals responsible for Contract Maintenance have the
need to identify Contracts that are nearing renewal, expiration, approval or maximum amount. Contract Alert
Notifications can provide directed email messages for contracts that are nearing renewal, expiration, approval
or maximum amount.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Add/Update Contracts
Navigator Menu navigation: Procurement Contracts > Add/Update Contracts

The Contract Entry page displays, click on the Find an Existing Value button:
Contract Entry

Find an Existing Value @ Add a New Value

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

') Recent Searches [ Choose from recent searches v|# [ Saved Searches [Choose from saved searches v| &

*SetiD STATE Q
Contract ID
Contract Version
orgin

Version Status [ = v| v

Confract Style | begins with +

Contract Process Option [ = v| | v

Q
Q
Short Supplier Name [begins with v Q
Q
Q

Supplier Name | begins with w
Master Contract ID | pegins with
Description | begins with w

A Show fewer options

[Jcase Sensitive [ correct History

1. Contract ID - Enter a Contract ID number
2. Contract Process Option - Should always be Purchase Order

3. Origin - Your depts. origin code - You should at least enter your dept.’s origin code to keep
the search results more manageable

4. Short Supplier Name - Enter Short Supplier name if known

5. Click Search
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The Contract Entry page displays:

[ Contract I \H‘F‘erformance Info .
Conftract Entry
Contract

SetiD STATE

*Origin |Fi
Administrator/Buyer RMCCUEN2
v Header (7

Contract Style Purchase Order
Process Option Purchase Order
Supplier VERMONT TR-002
Supplier ID 0000327756

Contract ID_00000000000000000D0030250
*Status v

Contract Version

Version 1

McCuen Raya

‘ermont Transparency, Inc.

Add Comments
Contract Activities
Primary Contact Info
Contract Releases

Begin Date 10/01/2015
Expire Date 07/31/2017

Status Current

Approved Date 10/01/2015

Activity Log

ITh resholds & Notifications I

“iew Changes

Current Change Reason

6. Clickthe Thresholds & Notifications link

The Thresholds & Notifications page displays:

Thresholds & Notifications

I M send Date/Amount Notification I
Expand Al

p Date Notification

Collapse All

P Maximum Amount Notification

v Notification Assignments

Notification Type User ID User Description

1 [KSYMONDS | @, Karen L Symonds

2 KSYMONDS |Q Karen L Symonds

¥ Amount Summary

Maximum Amount

Total Line Released Amount
Total Category Released Amount
Open ltem Released Amount

Remaining Amount
Remaining Percent

OK | ©Cancel

12,000.00
11,125.00
0.00
0.00

875.00
7.29

Personalize | Find | View All | | | @ First ‘4

Email Address

karen symonds@vermont.gov

karen symonds@vermont gov

usD

Help

1-20f2 ‘&) Last

# =
® =

7. Click the Send Date/Amount Notification checkbox

8. Click the Expand All link
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The Date Notification and Maximum Amount Notification sections expand:

Thresholds & Notifications

Help
~

E Send Date/Amount Notification

Coliapse All
Date Motification
Motify User when coniract is within specified days of Expire Date.
Expire Date 07/31/2017 I Notify Days Before Expires 20 |
Expiration Notification Date 07/01/2017

Motify User when contract is within specified days of Renewal Date.

Renewal Date Notify Days Before Renewal

Renewal Notification Date

Maximum Amount Notification

Motify User when the total contract released amount is either within the specified amount | or within the specified

perceniage git I nfr moynt
Amount Less than Maximum 1,000.00} y=p

Percent Less than Maximum 8.33

Notification Amount 11,000.00
Notification Assignments Personalize | Find | View All | L] | ksl Frst ‘& 120f2 W Last
Nofification Type User ID User Description Email Address

1 | Maximum A | |[KSYMONDS Q Karen L Symonds karen.symonds@vermont.gov 1| j

2 KSYMONDS |Q Karen L Symonds karen.symonds@vermont gov = =
Amount Summary

Maximum Amount 12,000.00 USD
Total Line Released Amount 11,125.00
Total Category Released Amount 0.00
Open ltem Released Amount 0.00

Remaining Amount 875.00
Remaining Percent 7.29

9. Fora notification on Expiration Date, enter a value in the Notify Days Before Expires box. (Note that
the Expire Date of the Contract is displayed in this box. This value entered represents the Number
of Days prior to this Expiration Date that the notification should be generated)

10. For a notification on Renewal Date, enter a value in the Notify Days Before Renewal box. (Note

that the Renewal Date of the Contract (if applicable) is displayed in this box. This value entered
represents the Number of Days prior to this Renewal Date that the notification should be
generated)

11. For a notification on Maximum Amount, enter a value in the Amount Less than Maximum box.
(Note that the Maximum of the Contract is displayed in this box. This value entered represents
the dollar amount less than this maximum amount that the notification should be generated.
Also note that the Percent Less than Maximum is automatically calculated based on this dollar
amount)
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To select the specific users that should receive a notification, first identify the Notification Type in the
Notification Assignments section. (Note that the various types of notification include: Approval Due Date,
Expiration, Maximum Amount and Renewal.)

Thresholds & Notifications
Expand All Collapse All
Date Motification
Notify User when contract is within specified days of Expire Date.
Expire Date 07/31/2017 Notify Days Before Expires 30
Expiration Notification Date 07/01/2017
Notify User when contract is within specified days of Renewal Date.
Renewal Date Notify Days Before Renewal
Renewal Notification Date

Maximum Amount Notification

Motify User 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 1,000.00| 5p

Percent Less than Maximum 8.33

Notification Amount 11,000.00
Notification Assignments Personalize | Find | View All IE—‘I & First ‘&' 1-20f2 ¥/ past
Mofification Type User ID User Description Email Address
1 [Maximum Am s | [ KSYMONDS |G ] Karen L Symonds karen.symonds@vermont.gov j
2|[Expiraion  ~| [KSYMONDS |Q, Karen L Symonds karen.symonds@vermont.gov ] [=]
Amount Summary
Maximum Amount 12,000.00 UsD
Total Line Released Amount 11,125.00
Total Category Released Amount D.o0
Open Item Released Amount 0.00
Remaining Amount 875.00
Remaining Percent 724
OK Cancel

Select the User ID for the Notification Type via the User ID lookup. After you select the user, you will see the
User Description and Email Address are then displayed

12. To specify an additional Notification Assignment, click the plus sign icon in the Notifications
Assignments section, and then specify the Notifcation Type and User ID (Step 12). (Note that you
can have multiple Notification Types for the same User ID, or multiple User IDs for the same
Notification Type based on your specific needs for the Contract)

13. Click OK
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You are returned to the Contract Entry page:

* Order Contract Options
Allow Multicurrency PO | Allow Open Item Reference Must Use Contract Rate Date Rate Date 10/02/2015
+/| Corporate Contract Adjust Supplier Pricing First +| Auto Default
Lock Chartfields Price Can Be Changed on Order *Dispatch Method Dispatch
PO Defaulis Add Open Item Price Adjustments Price Adjustment Template
Contract ltems
Catalog Search item Search Search for Contract Lines
Services
Lines Personalize | Find | View All | £2| E First ‘& 10f1 &' Last
Details Order By Amount Item Information Default Schedule Release Amounts Release Quantities Line Groupings
Line Item Description uoM Category '“ggfg:;‘” Status
i =i Database work on vendors & salaries = o
= for SPOTLIGHT B A LI, TR ™ Active
“iew Category Hierarchy Category Search
Contract Categories
Lines Personalize | Find | View All | 22| B First ‘4 fof1 ‘4 Last
Details Pricing Options Release Amounts
Line Category Description Status

1 B T Active

11| Save [ Return to Search [=] Notify +* Refresh 4 Add

splay [» Correct History

Contract | VT Performance Info

14. Click the Save button to save the Contract

A Reason Code page will appear to allow you select a Reason Code and enter Comments related to the
changes made for the Contract Thresholds and Notification:

Reason Code Page

Help
Enter a reason code and comment for making changes that are being tracked.

SetlD STATE Contract ID 0000000000000000000030250

Reason Code CHANGE Q

Comment Updated Contract Alert Motifications as @@
per the request of Agency.

[use same Reason Code

0K Cancel Refresh

15. Select a Reason Code by clicking the magnifying glass icon to display all eligible values
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Look Up Reason Code

Reason Code | begins with w
Description | begins with »

Search Results

Loock Up Clear Cancel

SetliD STATE
Reason Type Prac

urement Contract

Basic Lookup

Wiew 100 First ‘4 1808 '®/ Last
CHANGE Change Order
CRRUM™ =]

EXPIRE Contract Expired
EXTENSION Extension

RELERROR Release Ermor
STATUS STATUS

Help

SetlD STATE

Reason Code Page

Reason Code [CHANGE &)

Comment |Updated Contract Alert Notifications as

per the request of Agency.

Contract ID 0000000000000000000030250

B

[

[ use Same Reason Code

Cancel Refresh

Enter a reason code and comment for making changes that are being tracked.

Help

16. To enter further description related to your change, you can enter comments in the Comment box

17. Click OK to return to the Contract Entry Page

The Contract is now saved with the defined Contract Alert Notifications.

Note — The steps above to set up contract alert notifications can also be executed at the time a new contract

is added.

Note — The contract alert process will run nightly to produce notification emails. You must have “Email
User” checked under Workflow Attributes on your My System Profile page for contract notifications to be
sent. If this is not check, no notification will be sent. It is also important to “mark as worked’ any contract
notification that you have received on your worklist once it has been addressed. Additional notifications for
the same contract will not be sent unless all previous notifications have been “marked as worked”.

Defining Contract Alert Notification Parameters for a Contract is Complete
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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 challenge for change contract. This
should only be done after all required signatures have been obtained for the contract amendment.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Add/Update Contracts

Navigator Menu navigation: Procurement Contracts > Add/Update Contracts
The Contract Entry page displays, click on the Find an Existing Value button:

Contract Entry

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

@ Add a New Value

&) Recent Searches | Choose from recent searches v|# K Saved Searches [Choose from saved searches

=V

*SeflD [= v | STATE Q
Contract ID
Contract Version
orin

Version Status [= v v|

Contract Style | begins with v

Contract Process Option = ~| ~|

Q,
Q
Short Supplier Name [ pegins with ~ Q
Q
Q

Supplier Name | beging with «
Master Contract ID | beqgins with v
Description | begins with +

A Show fewer options

[[JCase Sensitive [_JCorrect History

Contract ID - Enter the contract ID number
Contract Process Option - Should always be Purchase Order

Origin - Enter your depts. origin code

P W NPR

Short Supplier Name - Enter the short supplier name if known

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

manageable
5. Click Search
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The Contract page displays:

Contract [vT Performance Info
Contract Entry
Contract
SetlD STATE Contract Version
Version 1 Status Current
— Approved Date 10/01/2015
*Origin FM
Administrator/Buyer RMCCUEN2 Q. McCuen,Raya
Header 2
*Contract Style |Purchase Order (&} Add Comments Activity Log
Process Option Purchase Order Contract Activities Document Status
*gupplier VERMONT TR-002 Q) Supplier Search Primary Contact info Thresholds & Notificafions
*Supplier ID 00003277556 . TSR, Contract Releases View Changes
TrmTTTTm—— Current Change Reason
*Begin Date | 10/01/2015 [#]

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

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.

Contract || VT Performance Info

Contract Entry

Contract
SetiD STATE Contract Version
Contract ID 0000000000000000000030250 o ] Status Current
*statys |Open v
s Approved Date 10/01/2015
*0rigin FM
Administrator/Buyer RMCCUEN2 Q, McCuen Raya
Header (2
*Contract Style |Purchase Order (&} dd n Activity Log

Document Status
Thresholds & Motifications

Process Option Purchase Order Contract Activities

*Supplier VERMONT TR-00iQ, Supplier Search L
=Supplier ID (0000227755 [ Transparency, Inc. Contract Releases View Changes
Current Change Reason

*Begin Date | 10/01/2015 B
Expire Date [07/31/2017 &
Amount Summary (2
Renewal Date [5]
Maximum Amount 15,000.00| USD
Currency USD |Q [CRRNT |G
il B
Primary Contact Q Line Iltem Released Amount 11,125.00
] Category Released Amount 0.00
Supplier Contract Ref
Open Item Released Amount 000
Description SPOTLIGHT
Total Released Amount 11,125.00
Master Contract ID Q

Tax Exempt ID Remaining Amount 3,875.00
[ 7ax Exempt Remaining Percent 2583

7. Click on the Contract Activities link
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The Contract Activities page displays:

Contract Activities
Help

Contract Entry
Contract Activities

SetlD STATE Contract ID 0000000000000000000030250 Version 1
Activities Personalize | Find | View All | @I Eﬁi First '‘# 1of1 & Last

Version *Due Date Done  *Comments

i 10/08/2015 |[5) [Approved on 3/31/16 with signatures. KS [ ==

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 3/31/16 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.

Contract Activities
Contract Entry
Contract Activities
SetldD STATE Contract ID 0000000000000000000030250 Version 1
Activities Personalize | Find | View All | ﬂ_Ei| Q First '4
Version *Due Date Done  *Comments
11 10/08/2015 |[7] |Approved on 3/31/16 with signatures. KS |
oK Cancel Refresh

Help

1of 1 & Last

=

8. Toinsert arow click the plus sign + at the end of the row
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A new Activities line opens:

Contract Activities
Help

Contract Entry
Contract Activities

SetlD STATE Contract D 0000000000000000000030250 Version 1
Activities Personalize | Find | View All | 2 | = First ‘& 1-20f2 &' Last

Version *Due Date Done  *Comments

11 10/08/2015 |5 @  |Approved on 3/31/16 with signatures. KS [ EILA = [=]

21 1oez018 [ |+ |Amendment on 10/3/18 to increase value by $200,000. K8 ﬁ]@ [+] [=]

OK || cancel || Refresh |

9. Enter the current date in the Due Date field, check the Done box, enter all comments related to
this amendment

10. Click OK
The Contract page displays:

| contract . \.’.T Perfo;mance Info .

Contract Entry

Contract
SetiD STATE Contract Version
Contract ID 0000000000000000000030250 o ] Status Current
*status |Open v
s Approved Date 10/01/2015
*0rigin FM
Administrator/Buyer RMCCUENZ Q@ McCuenRaya
+ Header 2
*Contract Style Purchase Order 'Q Add Comments Activity Log
Process Option Purchase Order ontract ACtiviies Document Status
*Supplier VERMONT TR-00: @ Supplier Search Primary Contact info Thresholds & Motifications
=Supplier ID (0000227755 [ Sy — Transparency, Inc. Contract Releases View Changes
Current Change Reason
*Begin Date 10/01/2015 B
Expire Date |07/31/2017 5]
Amount Summary (2
Renewal Date Y
i 15,000.00
Currency|[USD |@ [CRRNT |@ Maximum Amount ] usD
. 4
Primary Contact Q Line Iltem Released Amount 11,125.00
] Category Released Amount 0.00
Supplier Contract Ref
Open Item Released Amount 000
Description SPOTLIGHT
- - Total Released Amount 11,125.00
Master Contract ID Q
Tax Exempt ID Remaining Amount 3,875.00
[JTax Exempt Remaining Percent 25.83

11. Click on the Add Comments link
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The Contract Comments page displays:

Contract Comments

Help
IContract Entry
Header Comments
SetlD STATE Contract ID 0000000000000000000030250 Version 1
I Retrieve Active Comments Only Retrieve
*Sort Method |Camment Time Stamp e | *Sort Sequence |A5cending L | Sort
Comments Find First ‘4’ 10f1 ‘&' Last
Use Standard Comments Comment Status Active Inactivate [ 4]
B
[ send to Supplier ] show at Receipt Ul copy to Purchase Order
L] show at Voucher
Associated Document
Attachment Attach View Delete Email
From -= CNT STATE-D000000000000000000030250
OK Cancel Refresh
12. In the Comments line click View All (if available). If there are multiple comments, all
comments will appear on the page
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Contract Comments
Help
Contract Entry
Header Comments
SetlD STATE Contract ID 0000000000000000000030250 Version 1
Wl Retrieve Active Comments Only Refrieve
*Sort Method [ Comment Time Stamp w *Sort Sequence [Ascending v| Sort
Comments Find | View All First ‘& {of1 ‘&' Last
Use Standard Comments Comment Status Active {nacinae +]
A
[Isend to Supplier I [ Show at Receipt DCopy to Purchase Order
LI Show at Voucher
Associated Document
Attachment Attach View Delete Email
From -= CNT STATE-0000000000000000000030250
OK Cancel Refresh
13. Place your cursor in the last comment text box and click on the plus sign on theright 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

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

15. Click OK
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You will be returned to the Contract page:

Contract | VT Performance Info I

Contract Entry

Process Option Purchase Order

*SupplierVERMONT TR-00: @,  Supplier Search

Contract
SetlD STATE Contract Version
Contract ID 0000000000000000000030250 T > Status Curment
*Statys [Open v
s Approved Date 10/01/2015
*0rigin FM
Administrator/Buyer RMCCUEN2 &} McCuen Raya
Header
*Contract Style |Purchase Order (&} Add Comments Activity Log

Document Status
Thresholds & Motifications
“iew Changes

Contract Activities
Primary Contact info
Contract Releases

Vermont Transparency, Inc.

*Supplier ID |D000327755 aQ,
*Begin Date 10/01/2015 B
Expire Date 07/31/2017 1]
Renewal Date [#]
Currency USD |Q [CRRNT |3

aQ

Primary Contact
Supplier Contract Ref
Description |SPOTLIGHT

Master Contract ID

Tax Exempt ID

[7ax Exempt

Current Change Reason

Amount Summary (2

Maximum Amount

200,000.00| USD

Line Item Released Amount 11,125.00
Category Released Amount 0.00
Open ltem Released Amount 0.00
Total Released Amount 11,125.00
a
Remaining Amount 188,875.00
Remaining Percent 04 44

16. Change the Maximum Amount from $15,000.00 to $215,000.00. Note: If you have set a maximum
line amount you must also update that:

h [tem Search

Search for Contract Lines

Personalize | Find | View All | @l E First ‘4 1
der By Amount || Item Information Default Schedule Release Amounts Release Quantities Line Groupings
A Minimum Line  Maximum Line Total Line Releazed Remaining -
Item Description Amount Amount Amount Amount Curr Remair|
OPG Guardianship Evaluations 80,000.00 7922878 577022 USD
17. Click on the Performance Info tab
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Contract VT Performance Info

Agency/Dept: FM Finance & Management Contract ID: 0000000000000000000030250
Vendor Name: “ermont Transparency, Inc. Supplier ID: 0000327756
Address: P Q Box 942
City, State, Zip: Montpelier, VT 05601
Start Date: 10/01/2015 Expire Date: 07/31/2017 Description: SPOTLIGHT

Maximum Payabile: $200,000.000 C4C Contract: &
s o e e

Financial Information

Does this agreement include performance measures tied to outcomes and/or funding? O ¥es ® No

. G-Fund F-Fund S-Funds GC-Fund Other
Estimated
Funding Split: 1001 1% s % w,
$12,000.00

Total funding splits: 100 %

General Procurement Information

Process used: | Sole sourced it |
Agreement type: | Professional services v|
SlSave ||[@h Return to Search = Notify ||&3 Refresh & Add [ correct History

Contract | VT Performance Info

This contract does not have a start date of <=6-30-10, therefore the C4C box automatically designating
the contract as a challenge for change contract is checked off.

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.

18. Click the Approved checkbox. A Reason Code page will appear to allow you select a Reason Code
and enter Comments related to the changes made for the Contract Thresholds and Notification
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Reason Code Page

Reason Code |CHANGE QL

per the request of Agency.

Comment |Updated Contract Alert Motifications as

[ luse same Reason Code

Ok Cancel Refresh

SetlD STATE Contract ID 0000000000000000000030250

I

Enter a reason code and comment for making changes that are being tracked.

Help

19. Select a Reason Code by clicking the magnifying glass icon to display all eligible values

Look Up Reason Code

Reason Code|begins with s
Description | begins with s

Search Results

View 100 First ‘4 18of8

CHAMNGE Change Order
ERRORH Eror

EXTENSION Extension
RELERROR Release Error
STATUS STATUS

SetlD STATE

Reason Type Procurement Contract

Look Up Clear Cancel

k' Last

Reason Code Description

EXPIRE Contract Expired

Basic Lookup

x

Help

20. Click on the appropriate reason code. (Note that after you select the Reason Code, the

Comment box will display a default value)

Contracts - February 2024

Page 49 of 73



Reason Code Page

Help
Enter a reason code and comment for making changes that are being tracked.

SetlD STATE Contract ID 0000000000000000000030250

Reason Code CHAMNGE '

Comment |Updated Contract Amount as per the @@
reguest of Agency.

[ Juse Same Reason Code

(] Cancel Refresh

21. To enter further description related to your change, you can enter comments in the Comment
box.

22. Click OK

You are returned to the VT Performance Info page:

VT Performance Info
Contract Entry
Contract
SetlD STATE Contract Version
Contract ID 0000000000000000000030250 bt 1 Status Curment
v
— Approved Date 10/01/2015
*Origin FM
Administrator/Buyer RMCCUENZ2 McCuen Raya
+ Header 2
Contract Style Purchase Order Add Gomments Activity Log
Process Option Purchase Order Contract Activities Document Status
Supplier VERMONT TR-002 Primary Contact info Thresholds & Notifications
Supplier ID 0000327756 Vermont Transparency, Inc Contract Releases View Changes
Current Change Reason
Begin Date 10/01/2015

23. Click on the Contract tab
24. Change the Status of the Contract to Approved

25. Click Save at the bottom of the page. Reason Code page appears with the Reason Code and
Comments entered during the update of the Approved checkbox of the VT Performance Info Page
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Reason Code Page

Help
Enter a reason code and comment for making changes that are being tracked.

SetiD STATE Contract ID 0000000000000000000030250

Reason Code CHANGE o'}

Comment | Updated Contract Amount as per the @@
request of Agency.

[ luse Same Reason Code

(0]:4 Cancel Refresh

26. Click OK
You are returned to the Contract Entry page.

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

Creating a Contract Change/Amendment is Complete
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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.
WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Dispatch Contracts
Navigator Menu navigation: Procurement Contracts > Dispatch Contracts

The Dispatch Supplier Contracts page displays, click on the Add a New Value tab:

Dispatch Supplier Contracts

Find an Existing Value
Add a New Value Q 0

*Run Control ID | DISPATCH_CONTR
Add

1. Run Control ID - Enter a new run control ID, ex: DISPATCH_CONTRACT
2. Click Add
The Dispatch Contracts page displays:

Dispatch Contracts
Run Control ID DISPATCH_CONTRACT Report Manager Process Monitor Run
Language | English ¥ | ® specified Language Recipient's Language
Process Request Parameters Dispatch Methods to Include
SetiD & ¥ Print #| FAX
Business Unit & ¥l E-Mail #| Phone
Contract ID Q Miscellaneous Options
S lier ID
RINEL & Test Dispatch Print Duplicate
Fax Cover P
ax Cover Page Q Print Copy
[Fsave |[=] Notify [Es Add || .7 Update/Display

3. SetID - Enter STATE

4. Business Unit - For CPS users only - To print a CP or CPS contract, enter “PURCH” for the business unit. 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

5. ContractID - Enter Contract ID #
6. Click Run

Contracts - February 2024 Page 52 of 73



The Process Scheduler Request page displays:

Process Scheduler Request
Help
UserlD DBROCHU Run Control ID DISPATCH_CONTRACT
Server Name | M Run Date [11/28/2018 )
Recurrence | v | Run Time [10:31:20AM Reset to Current Date/Time
Time Zone Q,
Process List
Select Description Process Mame Process Type *Type *Format Distribution
] Contract Dispatch & Email CONDISP PSJob [(None) v |[{None) | Distribution
D Vendor Contract Dispatch/Print POCNT100 SOR Report [Web v |[PDF | Distribution
O  Emai PO_CON_EMAIL  Application Engine [Web v |[TXT v Distribution
[ canca
7. Select the checkbox next to Vendor Contract Dispatch/Print (POCNT100)
8. Click OK
The Dispatch Contracts page displays:
Dispatch Contracts )
Run Control ID DISPATCH_CONTRACT Report Manager | Process Monitor | Run
Language | English ' ® Specified Language ' Recipient's Language
Process Instance: 9196627
Process Request Parameters Dispatch Methods to Include
SetlD [STATE |Q * Print ¥ FAX
Business Unit PURCH |Q < E-Mail ¥ Phone
Contract ID (0000000000000000000014530 Q Miscellaneous Options
5 lier ID
it R || restDispatch [l print Duplicate
Fax Cover Page a @ Print Copy
[F] Save ||[=] Notify EW Add || 5 Update/Display

9. Clickthe Report Manager link
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The Report Manager page displays, click on the Administration tab:

List Explorer Administration Archives
View Reports For
User ID |EHOEFEL | | V|| Last V| | 1| | Days V| l Refresh
Type
| V| | V| Instance | | to | |
Status — Folder
Report List
‘g;ﬂ. ‘Q‘ 117 of 17 ~ | ViewAl
Report Prcs s Request .
Select D THETED Description Date/Time Format Status Details
. o 01/18/2024 Acrobat )
O 5514028 12437162 Vendor Contract Dispatch/Print 156:35PM (* pdf) Posted Details

10. Click Refresh until the Status = Posted. Once the status = Posted, click on the Vendor Contract
Dispatch/Print link in the Description column

A new browser window will open displaying the contract:

CONTRACT i
State of Vermont
Buildings and General Services E
{Office of Purchasing & Contracting
109 State St
Monipelier VYT 05609-3001
Usa Contract ID Page
0OO00000000000000014580 1of 4
Supplier 0000018606 Contract Dates Origin
Center for Technology Commercialization 02/02/2009 to 02/02/2010 CPS
134 Flanders Rd Ste 225 Dascription: Contract Maximum
Westborough MA 01581 CPS-EDSS 514 811.50
usa Buyer Name Buyer Phone Contract Status
Smith, Steven D B28-4681 Clozed
Phone #:
L Unit Max Max
ine # Item 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
DIVISION.

2). WORK WITH THE VERMONT DEPARTMENT OF HOMELAND SECURITY AND THEIR LIST OF CRITICAL INFRASTRUCTURE.

11. Click the printer icon E in the tool bar to print the contract

Print/Dispatch a Contract is Complete
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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.
WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Add/Update Contracts
Navigation Menu navigation: Procurement Contracts > Add/Update Contracts

The Contract Entry page displays, click on the Find an Existing Value button:

Contract Entry
. e Add a New Val
Find an Existing Value ©] a New Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

D Recent Searches | Choose from recent searches v|# | Saved Searches [Choose from saved searches v| &

“SetlD STATE a
Contract ID 000000000000000014319
Contract Version
orgin

Version Status | = v| | v

Confract Style | begins with +

Contract Process Option | = v | v

Q
Q
Short Supplier Name [ begins with w Q
Q
Q

Supplier Name | begins with v
Master Contract ID | begins with ~
Description | begins with

. Show fewer options

[JCase Sensitive [_] Correct History

Search Clear

Contract ID - Enter the contract ID number

Contract Process Option - Should always be Purchase Order

Origin - Enter your depts. origin code

Short Supplier Name - Enter the short supplier name if known

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

5. Click Search
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The Contract page is displayed:

Contract | VT Perormance Info
Contract Entry
Contract

SetlD STATE Contract Version
Contract ID 0000D00000000000000014319

“Status | Approved

- ﬂ Version 1 Status Current

Approved Date 11/21/2008

*Origin FM
Administrator/Buyer KPEARSON Kim A Pearsons
v Header (7
Contract Style Purchase Order Add Comments Activity Log
Process Option Purchase Order Contract Aclivities Document Status
Supplier TRANSAMERI-D0S Primary Contact Infa Thresholds & Notifications
Supplier ID 0000231185 TransAmerica Training Contract Releases

Begin Date 11/21/20028

Expire Date 10/31/200%
Amount Summary ¢

Renewal Date
5 n USD
Cumency USD CRANT Maximum Amount £0,350.00
Primary Contact Line item Released Amount 11.650.00
Category Released Amount 0.00
Supplier Contract Ref
Open ltem Released Amount 0.00
Description
P Total Released Amount 11.650.00
Master Contract ID
Tax Exempt ID Remaining Amount 458 20000
Tax Exempt Remaining Percent 80.85
w Order Contract Options 7
Allow Multicurrency PO Allow Open Item Reference Must Use Contract Rate Date Rate Date 11/21/2002
Corporate Contract Adjust Supplier Pricing First ¥ Auto Default
Lock Chartfields Price Can Be Changed on Order “Dispatch Method | Print v Dispatch
FO Defaults Add Cpen Item Price Adjustments Frice Adiustment Template

6. Click onthe Contract Activities link

The Contract Activities page displays:

Confract Activities %

Contract Entr}_;
Contract Activities

SetlD STATE Contract ID 0000000000000000000014319 Version 1
Activities Personalize | Find | View All | B = First '& 1-20f2 &/ Last
Version *Due Date Done *Comments
11 04/03/2017 [[5] o |Expired contract closed via script, ses FP 3085 4@ [+] [=]
21 1172172008 @  [Entered Contract 11-21-08. KSymonds. 22¢ | )=
Ok |[ Cancel || Refresh |

7. Click on + to add a comment line
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A new line opens:

Contract Activities
Help
Contract Entry
Contract Activities
SetlD STATE Contract ID D0OOO0DD00000000000014319 Version : |
Activities Personalize | Find | View Al | 21 E First ‘& {1-30f3 &/ Last
Version *Due Date Done *Comments
111 04/032017 |[5] v "E'xpireﬁ contract closed via script, see FP 3085 ,;ll_-—.’l—‘@é [+ =]
21 11/21/2008 |[5] L :I_Enter_s_cl Contract 11-21-08. KSymonds ,gﬂj—'@ (] [=]
31 1172072018 |[5] o _'Coniract no !:Jngerneedeé. .Cl.osl'n_g _E_'[_e_g, ,;.@@ [+ [=]
Cancel Refresh

8. Enter current date in Due Date and add a comment describing why the contract is being closed
9. 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.

You are returned to the Contract Entry page:

Contract VT Performance Info
Contract Entry
Contract
SetlD STATE Contract Version
Contract ID_0000000000000000000014319 "
ey Version 1 Status Current
I *Status | Closed il I
— Approved Date 11/21/2008
*Origin FM
Administrator/Buyer KPEARSOMN Kim A Pearsons
» Header (2
Contract Style Purchase Order Add Comments Activity Log
Process Option Purchase Order Contract Activities Document Status
Supplier TRAMSAMERI-005 Primary Contact info Thresholds & Notifications
Supplier ID 0000231185 TransAmerica Training Contract Releases
Managementinc
Begin Date 11/21/2008
Expire Date 10/31/2009

10. Using the drop-down list, change the Status to Closed
11. At the bottom of the Contract Entry page, click Save
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A Reason Code page will display prompting you to record a reason for the closure:

Reason Code Page

Help
Enter a reason code and comment for making changes that are being tracked

SetlD STATE Contract1D 0000000000000000000032990

Reason Code | Q,

Comment g

[Juse Same Reason Code
OK Cancel Refresh

12. Select the appropriate Reason Code from the following values:

Reason Code Descripition
CHANGE Change Crder
ERROR Emor
EXPIRE Contract Expired

EXTENSION Extension
RELERROR Relaase Emor
STATUS STATUS

Once you have selected the Reason Code, default descriptive text will appear in the Comment box that
you can update accordingly:

Reason Code Page

Help
Enter a reason code and comment for makdng changes thal are being tracked

SetlD STATE Contract 1D 0000000000000000000032090

Reason Code STATUS Q

Comment [STATUS [

[Juse same Reason Code

Cancel Refresh

13. Click OK to return to the Contract Entry page

Close a Contract is Complete
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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.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Contract Document Status

Navigator Menu navigation: Procurement Contracts > Add/Update Contracts
The Contract Status Inquiry page displays:

Contract Document Status Inq

Find an Existing Value
Search Criteria
Enter any information you have and click Search. Leave fields blank for a list of all values

&) Recent Searches [ Choose from recent searches v|# [ Saved Searches [Choose from saved searches v|#

SetiD STATE
Contract ID 00000000000000018353
~ Show fewer options

1. SetID - STATE
2. Contract ID - Enter contract ID # (be sure to include the leading zeros)
3. Click Search

The Document Status page displays:

Document Status

SetlD STATE Contract 0000000000000000000013353
Document Date 10/01/2010 Status Closed
Currency LISD Document Type Contract
Buyer Patry.John B Released Amount 5179550

Short Supplier Name ATWOODGAR-001

*
i oo
Purchase
Orders(50)
[ [m] to 2 of &
Show All
Associated Document Personalize | Find | view Al | &) (R First ‘&' 12072 ‘& Last
Documents || Related Info
Actions Eﬁ;‘.ne” _I?YD::ment pocip Status Document Date Supplier ID Location
~Actions 02150 gﬂu’f“ 0000004235 Compl 1110312010 0000082775 MULTIPLE
~Actions 02150 Forchase  Doooop4278  Compl 12/00/2010 0000032775 MULTIFLE
Orde

[@h Return to Search

4. Click on any active link to view additional information for those specific links

Contract Document Status Inquiry is Complete
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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.
WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Review Contract Purchase Orders
Navigator Menu navigation: Procurement Contracts > Review Contract Information > Review Contracts by PO

The Review Contracts by PO page displays:

Review Contracts by PO

Search Options
*SetlD [STATE |Q
¥| PO with Contract

* 0000000000000000000008355 - o AT ACE
Contract D 3399QL BGS - BOILER WATER SERVICES PO without Contract
Version 1
Item 1D Q
Category Code Q,
Contract Line Q
Category Line Number Q,
List of Purchase Orders Personalize | Find | View All @l LE First ‘& 10f1 &/ Last
Details
. Business Purchase = Line Up-To-Date Up-To-Date .
Version Unit Order Line Status Quantity Amount Item 1D More Information
3
[=] Notify

1. Enter your Contract ID 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

2. Click Search - search results appear beneath List of Purchase Orders
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Review Contracts by PO

*Contract ID
Version

Item ID
Category Code
Contract Line

Category Line Number

*SetlD |STATE |Qy

0000000000000008355Q,  5Gs - BOILER WATER SERVICES

L L L L

Search Options

|#! pO with Contract
] PO without Contract

Search

List of Purchase Orders

Details

Version

Business Purchase
Unit Order

1 01181 0000004272

1 D1181 0000004244

Line

Line
Status

Closed

Closed

Up-To-Date
Quantity

Personalize | Find | View All | ET E First ‘4! 1-100f12 ‘*' Last

Up-To-Date
Amount

253.750 UsSD

Item 1D

More Information

Provide water treatment service
necessary to maintain the boiler a
Historic Site Cheese Factory in Ply

Wermont

Provide water treatment service

necessary to maintain the bo

Historic Site Cheese Factory in Ply

Vermont

3. Scroll down the page

D1181
01131

01131

01134

01131

|Inqu:re I Update

0000004489

0000004540

0000004652

0000004749

0000004917

0000005078

Closed

Closed

Closed

Closed

Closed

Closed

Closed

25375.00

25375.00

25375.00

25375.00

25375.00

253.7500USD

253.750/USD

253750 USD

Provide water treatment services a
necessary to maintain the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water freatment services a
necessary to maintzin the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water treatment services a
necessary to maintain the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water freatment services a
necessary to maintain the b at
Historic Site Cheese Factory in Ply
Vermont

Provide water freatment services a
necessary to maintain the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water freatment services a
necessary to ma n the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water treatment s:
necessary to maintain the boiler at
Historic Site Cheese Factory in Ply
Vermont

Provide water treatment services a
necessary to maintain the boiler at
Historic Site Cheese Factory in Ply
Vermant

4. 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.

Note: In this example the Update link is not active because the PO is in a Closed status. If the PO
Status is Open, Approved or Dispatched, clicking on the Update link would open a new window
displaying the Maintain Purchase Order page.
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5. Clicking the Inquire link will open a new window displaying the Purchase Order Inquiry page:

Purchase Order Inquiry
Purchase Order

Business Unit 011281
PO ID 0DOD005005

Header
PO Date 04/25/2006
Supplier Name JOHNSONDINV-001
Supplier ID 0000011256
Buyer BWATSON
PO Reference BGS - BOILER WATER SERVICES

Supplier Details

Header Details

Activity Summary

PO Status
Budget Status

Doc Tol Status
Backorder Status
Receipt Status

Amount Summary

Compl
Valid

Valid
Not Backordered
Recelved
Hold From Further Processing

Category

All RTV Header Comments
Matching Document Status
~ Actions
Lines
Line Item 1D Hem Description
4 =i Provide water treatment A gt
. = senvic 00101
[&" Return to Search | |[£F] Notify

Merchandise 25375
Freight/Tax/Misc. 0.00

Total 25375 USD

Encumbrance Balance 0.00 USD

Personalize | Find | View All _@ | L:_ﬁ‘ First ‘&' 10f1
Merchandise
POQty UOM i Status
25375.0000 EA 253.75 USD Closed o

b Last

=

JERelated Links

6. Clickingon the Activity Summary link will open a new window displaying the Activity Summary page

Activity Summary

Business Unit 01131

Purchase Order 000000500

5

PO Status Compl
Supplier JohnsonDiversey Inc
Supplier Location MULTIPLE

Merchandise Amount 25375 USD
Merchandise Receipt 0.00 USD
Merchandise Returned 000 USD
Merchandise Invoice 253.75 UsSD
Merchandise Matched 253.75 USD
Lines Personalize | Find | View Al | 20 | B First ‘&) 10of1 ‘&) Last
Details Receipt Invoice Matched RTV
Line ltem Item Description uom Manufacturer ID Mfg Hm 1D
1B Provide water treatment servic EA
»
Gt Returnto Search | |[=] Netify
Inquiring on Purchase Orders against a Contract is Complete
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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.

WorkCenter navigation: Purchasing WorkCenter > Reports/Processes pagelet > Procurement Contracts >
VT Contracts by Origin

Navigator Menu navigation: Procurement Contracts > Reports > VT Contracts by Origin

The VT Contracts by Origin page displays, click on the Add a New Value button:

VT Contracts by Origin

Add a New Value Q. Find an Existing Value

*Run Control ID |WT_CONTRACTS_
Add

1. Run Control ID - 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 Search

*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.

2. Click Add
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The Run Control page displays:

Vipor001

Run Control ID vT_CONTRACTS_BY_CRIGIN Report Manager Process Monitar A
Language | English v |

Report Request Parameters

Origin: FM |@,  (Optional)

Supplier ID: Q (Optional)
Contract Status: :/ : (Cptional)
Primary Buyer: Q. (Optional)
5] save ||[=] Motify [E} Add || 5 Update/Display

3. Origin Code - Enter your dept origin code or, enter CP or CPS to view Central Purchasing Contracts
4. Supplier ID - Enter a supplier ID if you are searching for a specific supplier contract

5. Contract Status - Choose a value from the drop-down menu to help keep the report size
manageable

6. Primary Buyer - Enter a primary buyer if you want to view contracts for a specific Primary Buyer
7. Click Run

The Process Scheduler Request window opens:

Process Scheduler Request
Help
UserID DBROCHU Run Control ID WT_CONTRACTS_BY_ORIGIN
Server Name v | Run Date (11/29/2018 El
Recurrence | v | Run Time [12:54:22PM Reset to Current Date/Time
Time Zone a,

Process List

Select Description Process Name Process Type *Type *Format Distribution

&4 Contracts by Origin Report YTPOROOD1 SOR Report [Web v |[PDF v Distribution

Gance

8. Click OK
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You are brought back to the Run Control page:

Vipor001

Run Control ID vT_CONTRACTS_BY ORIGIN

Language E_Englian v |

Report Request Parameters

Origin: FM  |@Q  (Optional)

Supplier ID: Q. (Optional)
Contract Status: (Optional)
Primary Buyer: QL

Report Manager

(Cptional)

Process WMonitor

Run

5] save | =] Motify [Es Add || 5] Update/Display
9. Click the Report Manager link
The Report Manager page displays, click on the Administration tab:
List Explorer I Administration I Archives
View Reports For
User ID |EHOEFEL | | V|| Last V| ‘ 1| ‘ Days V| |l Refresh
Type
V| | V| Instance | | to | ‘
Status — Folder
Report List
‘EF' ‘0“ 5 v | View All
Select I%eport r:::tsan = Description g:?et;%s:q o Format Status Details
. 01/18/2024 Acrobat )
O 5514029 12437163 Contracts by Crigin Report 2-17-43PM (* pdf) Posted Details

10. Click Refresh until the Status = Posted

11. Click the Contracts by Origin Report link in the Description column

Contracts - February 2024

Page 65 of 73




A new browser window will open displaying the report:

State of Vermont

Raport I0: VPBOROOL.SQR List of Contracts by Origin Coda (Departments)

Origin: FM Finance & Managesent

Contract Contract Contract Contract Contract
1d Description Vendor Id Vendor Name status Buyer Id Begin Date Expire Date

1 20-NOV-2018

12:55:38.000000_FM

Amt Relsd on
Contract

chnolog Approv

S ocoo

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

VT Contracts by Origin Report is Complete
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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.

WorkCenter navigation: Purchasing WorkCenter > Reports/Processes pagelet > Procurement Contracts >
Vt Contracts to Expire

Navigator Menu navigation: Procurement Contracts > Reports > VT Contracts to Expire

The VT Contracts to Expire page displays, click on the Add a New Value button:

VT Contracts To Expire

Add a New Value Q, Find an Existing Value!

*Run Control ID |WVT_CONTRACTS_1
Add

1. Run Control ID - Enter a Run Control ID
2. Click Add
The Contracts To Expire page displays:

Contracts To Expire

Run Control ID vT_CONTRACTS_TO_EXPIRE Report Manager Process Monitor RUn

Language | English v
Report Request Parameters
*SetlD: [STATE |Q
Origin: FM Q. (Optional)
Primary Buyer: % Q, (Cptional)

Through Date: [11/01/720138  |[5]

5l save ||=] Notify E Add || 5 UpdateiDisplay

3. SetlD - STATE, do not change the default

Origin Code - 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)

5. Primary Buyer - Enter 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

Through Date - Example: 11/01/2018, this will also help keep the results manageable
Click Run
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The Process Scheduler page displays:

Process Scheduler Request

User ID DBROCHU

Server Name
Recurrence

Time Zone &}

Process List
Select Description

4 VT_RPTPCO0S

e conce

Run Control ID WT_CONTRACTS_TO_EXPIRE

v Run Date [12/01/2018 el

Y Run Time 3:36:14AM

Process Name

VT_RPTPCODS

Reset to Current Date/Time

Process Type *Type * Format [Distribution

-

Distribution

Application Engine Web v ||FDF

Help

8. Ensure the *Type = Web and the *Format = PDF

9. Click OK

You are brought back to the Run Control page:

Contracts To Expire

Language| Eh-glish

Report Request Parameters
*SetlD: STATE |Q
Origin: FM Q)

Primary Buyer: %

[Z] save ||[@h Returnto Search

Through Date: |12/01/2018 |[5]

[=] Motify

Run Control ID VT_CONTRACTS_TO_EXPIRE

(Optional)

Pracess Monitor |__RUD

Process Instance: 23471630

&} {Cptional)

[E A |LE U

10. Click on the Report Manager link
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The Report Manager page displays, click on the Administration tab:

List Explorer Administration Archives
View Reports For
User ID |EHOEFEL | | V|| Last V| | 1‘ | Days V| I Refresh I
E— Type
| V| | V| Instance | | to | |
Status — Folder
Report List
‘ i ‘ Q ‘ | ViewAl
Report Prcs - Request .
Select D Trerenrs Description Date/Time Format Status Details
0 5514031 | 12437164 | VTRPTPOO005 - VT Contracts to Expire pdf o ff;g?}at Posted | Details

11. Click the Refresh button until the Status = Posted

12. Click on the VT Contracts to Expire Report.pdf link in the Description column

A new browser window will open displaying the report:

Report Definition: VTRPTPO005

State of Vermont Page: 10f1

Contracts Due To Expire Run Date: 12/1/2018

Run Time:  08:37:23 AM
Origin Buyer | Expire It | Contract Number | Contract Deser | Supplier | Name | Max Ami Released Amt
FM RMCCUEN2 | 2017-07-31 | 000000000000000000030250 | SPOTLIGHT [ 0000327756 | Vermont Transparency, Inc. 12.000.00 11.125.00

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

Contracts - February 2024

Contracts to Expire Report is Complete

Page 69 of 73




Review Contract Change History

Possible situations when this function is used: Auditing and tracking of changes to contracts require the need
to review changes made to a Contract. VISION Contract change tracking provides an audit trail of key contract
transactional information that identifies who made what change and when the change was made.

WorkCenter navigation: Purchasing WorkCenter > Links pagelet > Contracts > Add/Update Contracts
Navigator Menu navigation: Procurement Contracts > Add/Update Contracts

The Contract Entry page displays, click on the Find an Existing Value button:
Contract Entry

Find an Existing Value (® Add a New Value

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

D) Recent Searches | Choose from recent searches v | [ Saved Searches | Choose from saved searches v|&#

*SefiD STATE Q
Contract ID 00000000000000030250
Contract Version S

Version Status | = v| v |

Confract Style | begins with

Contract Process Option [= v v

Q,
Q
Short Supplier Name | begins with Q
Q
Q

Supplier Name | begins with
Master Contract ID | begins with v
Description | begins with

~ Show fewer options

[Jcase Sensitive [ Correct History

1. Contract ID - Enter a Contract ID number

2. Contract Process Option - Should always be Purchase Order)

3. Origin - Your depts. origin code - You should at least enter your dept.’s origin code to keep
the search results more manageable

4. Short Supplier Name - Enter Short Supplier name if known

5. Click Search
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The Contract Entry page displays:

[ Contract [ v F'erfo:mance Info .
Contract Entry
Contract
SetlD STATE Contract Version
Contract ID 0000000000000000000030250 Fvsion ] SEatis e
“Status
L Approved Date 10/01/2015
*0rigin |FM
Administrator/Buyer RMCCUEN2 MecCuen, Raya
v Header (2
Contract Style Purchase Order Add Comments Activity Log
Process Option Purchase Order Contract Activities Document Status
Supplier VERMONT TR-002 Primary Contact Infio Thresholds & Notifications
Supplier ID 0000327756 Vermont Transparency, Inc Contract Releases
urrent Change Reason
Begin Date 10/01/2015
Expire Date 07/31/2017

6. Click the View Changes link

The Contract Change History page displays in a new window:

SetlD STATE Contract ID 0000000000000000000030250

Check the records you wish to view, and optionally, select a field on that record.

i Contract Header Changed Field

¥l PO Defaults Changed Field

vl Price Adjustments Changed Field

[ Thresholds and Notifications

vl Related Contracts Changed Field

x| Supplier Locations Changad Ciald

Search and Filter Criteria

Changed Field

P L0 L0 0 0 0

Enter any additonal search or filter information you have. Leave fields blank for all the
results. Then hit search to view the resulis.

Modified By Q
Reason Code QL
From Date El To Date [5]
Version From QL Version To &}
Search Clear Expand All Collapse All

7. You canrefine search criteria by populating fields in the Search and Filter Criteria section. Examples of
search criteria you may want to refine include Modified By, and From/To Dates

8. Click Search
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The search results populate:

Contract Header Personalize | Find | View Al | E—'\ LE;* First ‘& 1-100of21 ‘b Last

Version Sequence Change Type Description Value Modified By Last Changed Reason

1 1 Change Change Order Source ONL JKENNERK 10/01/18 9:50:10AM CHANGE
1 1 Change Notify Days Before Expires 30 JKENNERK 10/01118 9:50:10AM CHANGE
1 1 Change Amount Less than Maximum 1000 JKENNERK 10/01/18 9:50:10AM CHANGE
1 i} Original Maximum Amount 12000 JKENNERK 10/01/18 8:54:D8AM CHANGE
1 o Criginal Buyer RMCCUENZ JKENNERK 10/01/18 8:54:08AM CHANGE
1 o Original Change Crder Source ONL JKENNERK 10/01/18 3:54.08AM CHANGE
1 i} Criginal Contract Beginning Date 10/01/2015 JKENNERK 10/01718 8:54:08AM CHANGE
1 1} Criginal Corporate Contract Y JKENNERK 10/01/18 8:54:08AM CHANGE
1 o Criginal Expire Date 07/31/2017 JKENNERK 10/01/18 8:54:08AM CHANGE
1 o Criginal Send Date/Amount Notification il JKENNERK 10/01/18 8:54:08AM CHANGE

Note - You can repeat these steps for each of the tabs on the Contract Change History page.

Review Contract Change History is Complete
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Reports & Queries

Reports and Queries for Contracts can be found in the Contracts Reporting Manual.
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https://finance.vermont.gov/sites/finance/files/documents/Train_Support/VISION_Manuals/Reporting_Manual/FIN-Contracts_Reporting_Manual.pdf
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