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SERVICES | | A little bit about us...

&%;_/ * Kevin Jones, Deputy Director of Procurement,
ES Contract, and Grant Administration (DPCGA)

* Lisa Peters, Procurement Manager
* Robin Smith, Procurement Specialist, “Buyer”
* April Molley, Procurement Specialist, “Buyer”

The Office of Procurement concentrates on the bid solicitation
process, terms contracts, etc. and oversees the purchasing
functions of the GEARS system, including:

* Contracts

* Requisitions

e Purchase Orders

e Express Purchase Orders

e Judiciary’s Procurement Credit Card (P-Card) Program

{j GEARS
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. Introduction — About DBF w\\:i%fs»f)

A little bit about us...
* LauralJones, Director District Court Finance
* Larry Tucker, Deputy Director- District Court Finance

The Department of Budget and Finance handles the accounting,
budgeting, and financial services of the Judiciary. Key functional
responsibilities include:

e Accounts payable / Receivable / Revenue

e Justification and execution of the Judiciary budget

* OQversight of the security and operational aspects of the financial
computer operating system (GEARS).

o
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Introduce Yourself...

* Your Name

Your Title

Your Court/Program Location

oy
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By the end of training, you will be able to:

* Understand the lifespan of a Procure to Pay Document

* Define how different types of purchases are handled at the Judiciary
* Understand in general terms how the Judiciary does business

* Explain the purpose of the Chart of Accounts (Chartfields)

* Explain the different features of the GEARS purchasing system and how they
function together

* Understand, create, and manage: Requisitions, Purchase Orders (POs)
* Understand how to receive goods and services

* Understand how to voucher and invoice for paying vendors

* Understand various online inquiries and reports

* Understand how to manage and maintain procurement documents

' GEARS
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What is Procure-to-Pay (PTP)?

LIFE SPAN OF A PTP DOCUMENT
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. What Is Procure To Pay (PTP)? i
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A term used in the software industry to designate a specific subdivision of
the procurement process

* Procure-to-pay enables the integration of the purchasing department with
the account payables department

e All procurement related documents (purchase orders, requisitions,
vouchers/invoices) must include the correct budget coding for proper
allocation and validation of funding

e Each court or program has a budget and/or grants established for spending
throughout the fiscal year

* Must become familiar with the correct budget codes for your court and/or
program

Q{:}: GG E\EAPR ASdR
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What is a Requisition?
* Requisitions “pre-encumber” (reserve) dollar amounts from
the budget before a PO is entered

* All requisitions must be entered, budget checked, and
approved before moving ahead in the process

When and Why is a Requisition Needed?

* For any intended purchase that is more than $2500 ($500 for
District Court) and/ or requires a corporate purchase order to
be created

* To enter into a contract for services or goods with a specific
or an awarded vendor

\ )

' NOTE: When creating Requisitions for “service maintenance”,
be sure the serial number is listed on first part of the description

General Enterprise And Resource Support
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What is a PO?

* POs “encumber” (liquidates) the dollar amounts from the budget
* Request to the vendor to order the goods / services

*  Commitment to purchase the goods / services from vendor

* POs can be created from a requisition, a contract, manual entry or
copying an existing PO
PO must be approved and budget checked before dispatching

When and Why is a PO Needed?

Purchase * Express POs created by Field users purchases less than $2500 (S500
Order (PO) for District Court)

* Regular POs created by Procurement, includes approved

Requisitions sourced to a PO (assigned to a Buyer)
Two Types of POs
* Quantity PO (for purchases that you can order in quantities)
7« Amount Only PO (for services-related purchases)
(%I GEARS

Q General Enterprise And Resource Support
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Approval/
Dispatch

What is an Approval?

Functionality which enables you to automatically trigger workflow
notifications to inform the approver of the pending transaction

After successful budget check, Requisition is submitted for approval
POs are submitted for approval first; budget checked after approved

Required approvals may include: (1) local supervisor, (2) DBF Review
(>$25K), and in some cases (3) JIS (for IT category purchases)

What is Dispatch?

(j GEARS

-G General Enterprise And Resource Support

PO must be approved and budget checked before dispatching
Purchase orders can be dispatched by email or by print
Dispatch sends copy of PO to vendor

POs must be dispatched before receiving and/or vouchering against
PO
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Receiving

What is Receiving?

* Once the goods (items) are received, it is required that you
acknowledge so in GEARS system by using Receipts

* You have the ability to partially receive or fully receive the goods
(items)

NOTE: More on receiving/receipts in GEARS later in the training session

YIGEARS
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Voucher

What is a Voucher?
In general:

e After the PO (good or service) has been received in full or in part, the
vendor may send you an invoice

* The PO number and/or the Receipt number is used to pull the
information into the Voucher screen for payment

* Accounts Payable will use the voucher/invoice information to
reconcile budgets and to submit vouchers to the State for payment

NOTE: More on vouchers / invoice, including variations, exceptions, and best
practices for processing vouchers/invoices later in the training session

{f’, GEARS

Q General Enterprise And Resource Support
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What is a PO Reconciliation?

*  Purchasing documents (POs/Requisitions) that will no longer be
utilized to purchase goods or services or that has completed its
purchasing lifecycle through to payment, should be closed

* Reconciling POs, requisitions, and receipts involves running inquiries
and reports to determine which of these items can be closed

PO
Reconciliation

NOTE: More on PO reconciliation in the PO Managing and Monitoring part of
the training session

{f} GEARS

Q General Enterprise And Resource Support
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What is a PO Close?

full, canceled, or will no longer be needed to purchase

, e Thisis the process run to remove POs (and Reqs) that are received in
‘ ;‘ goods/services

NOTE: More on PO close in the PO Managing and Monitoring part of the
training session

% GEARS

it General Enterprise And Resource Support
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Tracking Purchases

HOW THE JUDICIARY DOES
BUSINESS
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. Doing Business at the Judiciary gD

Budgeting
Allocating Funds:
» Operating

e Grants

. Judiciary’s .
Managing Fiscal Spending
Using reports to Cvcl Purchasing and paying
manage spending: yclie for goods and services:
« PO Buydown Report (‘J‘UI - J U.Iﬂ!) Vouchers (Invoice)

« Voucher Inquiry * Requisitions
* Budget Detall » Purchase Orders
 EXpenses

P—

{f%?EARs
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GEARS Purchasing Modules Flow

e Purchase from

Purchasing Module

a Vendor
» Receive Goods (Contracts, Requisitions, Express
/ Services Purchase Orders, Corporate
¢ Procurement

Purchase Orders, Receipts,
Corporate P-Card)

~

Commitment Control
Module

(Controls expenditures against
predefined, authorized budgets)

Contracts

* Perform
budget
check from
other
modules

N

Accounts Payable
Module

(Vouchers / Invoices)

individuals)

YIGEARS

{} General Enterprise And Resource Support pa.yment

* Pay a Vendor
(companies and

* Create vouchers for
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. Tracking Purchases Against Budget

What is the Chart of Accounts (COA)?

* An organized listing of an organization’s accounts that helps track
financial transactions against the correct budget

* Segregate expenditures, revenue, asset and liabilities
* Allows for sophisticated financial reporting
* Known as ‘Chartfields’ in GEARS system

General Enterprise And Resource Support

(ﬁbGEARS



. Overview of the Judiciary’s COA/ Chartfields

Account

Batch

Agency

Approp

Fund hisdian Number
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 Seven fields of information

Approp
Year

PCA

*  When combined define the proper allocation of transactions within

general ledger, budgeting and procure to pay, i.e. PO’s, vouchers
* The type and purpose of the transaction determines which Chartfields

to complete

* All fields of the Chartfields are required to define and validate funding

For more details regarding budget and finance chart of accounts and object
codes and definitions, visit the budget and finance site at:
http://courtnet/finance/index.html

' GEARS

('} General Enterprise And Resource Support
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Accounting Lines
Chartiields1 Charthields2 Dreta Details 2 Assaei Information Asset I
Auocooounrt O EZLCh O Fund O Program O :{T&FI?EPFO Approp H’EEOF"CJ!-. O
0902 C25 OO0 BO0S A0009 AN 2017 SO0
1 Account This represents how the expense is being categorized (e.g., 0902 —

General Office Supplies, 0809 Equip Maintenance & Repair)

2 Batch Agency Identifies AOC and Circuit Court (C25) vs District Court (C50)
3 Fund Type of money being spent, e.g., general vs special fund
4 Program Identifies the court or program (e.g., BO04 — District Court)

5 Appropriation Identifies the appropriation program in which the program resides under
Number

6 Appropriation The budget year that the money was assigned to be expensed from. The
Year year is based on when the fiscal year ends. (State Fiscal Year runs July 1 —
June 30). E.g., AY2016 for spending during July 1, 2015 and ends, June 30,
2016. For past encumbrances and accruals, the AY entered would be
from a previous year.

7 Program Cost Identifies the court or program responsible for the transaction (e.g.,
Account (PCA) 90001 Judiciary Information Services)
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A SpeedChart code is used to automatically populate 5 of the 7 fields that make
up the Chartfield string

* Increases data efficiency by reducing the number of keystrokes

* Enter your Program Cost Account (PCA) in SpeedChart field, the system auto
populates (Batch Agency, Fund, Program, Appropriation Number, and PCA)

* In most cases, you will need to enter the two other fields, account and
Appropriation Year.

° For Express PO’s only, the Account code will auto populate from the category

* Enter the Appropriation Year (year is based on the year that the current fiscal
year ends, unless the expense was accrued or encumbered)

*Distribute By | Qfy W { SpeedChart 20001 Cl]
Accounting Lines
Chartfields1 Chartfields2 Details Details 2 Asset Information Asset Information 2 Budget Info
Approp Approp
Account Batch Agy Fund Program Number Year PCA Dept PC Ev

Do02 C25 @, o001 |@ [Booe |o [ADoog |@ [Avz01]@y |soooday Q
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Let’s take a break!
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Setting Up Procurement Documents in GEARS

CREATING REQUISITIONS



Things to Remember When Setting Up Procurement é;é%r%

Documents In GEARS e

J Record important information such as serial number and period
of coverage dates in the Name and Item Description fields

PL e Helps to identify the purchase and expense
e Especially when creating requisitions for “service maintenance”
e Do no use special characters (e.g., ‘/:;) in the name; vouchers

J Attach contracts to Express POs for blanket (BPO) contract
vendors

J Must set-up your Requisitions/Express POs in the manner in
which you wish to Receive goods and services

e Goods/service at the SAME unit cost should be Quantity
e Service(s) with VARYING price should be Amount Only

J Unit of measure (UOM) for “Amount Only” purchase documents
should be AMT

J Remember to check the Amount Only checkboyx, if you are
creating an “Amount Only” purchase document

* Located under the Attributes section on the Line Details icon
J Know the correct budget codes (PCA) for your transaction(s)

(%I GEARS

-G General Enterprise And Resource Support
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Create Requisition Clink here

Requisition Setting

Create Requisition (2

Welcome Robin Smith

Home /¥ My Preferences Requisition Setlings l = 0 Lines
Request Options = search |Al v| Search Advanced Search
Enter search criteria or select
from the menu on the right to Catalog @ web _ _ [5] ExpressttemEntry
begin creating your requisition. Browse Catalogs Browse Supplier Websites Create an Express Requisition
MDJUD - Iltem Category NEW
Special Requests Forms D_f Favorites
Create a non-catalog request Create and Submit Forms Browse Favorite ltems and Services
Business Cards
Templates [33 ePro Services IE Recently Ordered
Browse Company and Personal Request Services View recently ordered items and
Templates senvices
Fixed Cost Service SUPPLIES
Variable Cost Service office supplies
Time and Materials Office Supplies
software maintenance
more paper
More...
{ External Catalogs
Browse Suoolier Website ltems
Qe
(' GEARS

General Enterprise And Resource Support
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Requisition Settings
1. Fill in requisition name- something you can identify with for future use.
2. Click on Override button - The defaults entered will populated on ALL your requisition lines.

3. Fill in your SpeedChart info. Everyone should know there Program Information
Requisition Settings

Business Unit MOJUD Administrative Office of Court 0 Requisition Mame
Requester ROBIN.SMITH Robin Smith Priority

*Currency usD

Default Options (7

) Default If you select this option, the defaults specified below will be applied to reguisition lines when there are no predefined values for these
- fields.
®) Override If you select this option, the defaults specified below will override any predefined values for these fields,only non-blank values are assigned.

Line Defaults (¥

Vendor Q Category (&}
Vendor Location Q Unit of Measure &'}
Buyer (&'}
Shipping Defaults
Ship To |AOQC-DPFCA o Add One Time Address
Due Date [Ex1| Attention

Distribution Defaults

SpeedChart e

Accounting Defaults Personalize | Find | 2 | Ll First ‘4 10of1 ‘&' Last
Chartfields1 Details Asset Information == M

Batch
Agy

1 AOC-DPCA |Q, MDJUD |q Q, Q, Q, Q, Q, Q,

Approp

Dist Percent Location GL Unit PCA Fund Account Program Number

Approp Yr Dept

Ok Cancel
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Creating A Requisition i
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Click on Special Requests
Create Requisition (2
Welcome - Robin Smith Home /My Preferences 386 B 0 Lines EEso
Reguest Options v search |Al v| Search Advanced Search

Enter search criteria or select
from the menu on the right to Catalog @ Web E Express Iltem Entry
begin creating your requisition. Browse Catalogs Browse Supplier Websites Create an Express Requisition

MOJUD - Item Category NEW

Dg Special Requests Forms E»f Favorites

Create a non-catalog request Create and Submit Forms Browse Favorite ltems and Services

Business Cards

Templates Ej ePro Services IE Recently Ordered
Browse Company and Personal Request Services View recently ordered items and
Templates Senvices
Fixed Cost Service SUPPLIES
Varable Cost Senvice office supplies
Time and Materials Office Supplies
software maintenance
mare paper
IWore...

{ External Catalogs
Browse Supplier Website ltems

YIGEARS

4 General Enterprise And Resource Support
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Create Requisition 2
Welcome Robin Smith T checkot
Home /* MyPreferences %8 Requisition Settings | B2 0 Lines | Checkout |
Request Options v search |All v | Searth | agvanced Search

All Request Options Special Requests (7
Catalog

Enter information about the non-catalog item you would like to order:
MDJUD - ltem Category NEW

Iltem Details
Web

*Item Description
Express [tem Entry

*Price *Currency USD
Special Requests *Quantity *Unit of Measure Q
Furgljsiness Cards “Category Q Due Date By
Favorites Supplier
Templates Vendor ID Q,
ePro Services Supplier Name Q Suggest New Supplier

Fixed Cost Service
“ariable Cost Service
Time and Materals

Supplier Item 1D

Manufacturer
Recently Ordered
Mfg ID Q
Additional Information
g
[Jsend to Supplier [ Show at Receipt [] Show at Voucher
Q
(:] Request New ltem
5 [ Request New Itemn A notification will be sent to a buyer regarding this new item request.

|  addtocart |
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Review and Submit — Add Ship To, Distribute By (Quantity vs Amount),
Accounting Lines (Chartfields / SpeedChart), Req Header Comments
Requisition Lines (?
Line Description Item D Vndr Name Quantity UOM Price Total Details  Comments
1 ﬁ? JIS 176 Prince Frederick 1.0000 AMOUNT 15000.0000 15000.00 Fl%l (& Edit
Distr
Shipping Line 1 *shipTo IS - MAIN Q Quantity 1.0000 3]
Address 2661 RIVA ROAD Add One Time Address Price  15000.0000 Price Adjustment
SUITE 900 e
ANNAPGLIS, MD 21401 =aang naury
Peqging Workbench
Attention To  |Liz Clarke / Tom Sasscer
Due Date &
Accounting Lines
*Distribute By  |Qty v SpeedChart Q
Accounting Lines
Chartfields? || Chartfields2 | Details | Details 2 | AssetInformation || AssetInformation2 || Budget Information
Batch Approp B .
Account Agy Fund Program Number Approp Year PCA Dept PCBus Unit  Project
0312 C25 |@ (3003 |@ [To14 Q [A0012 @ [av2017|Q [12143]Q Q Q Q
[] Select All / Deselect All Select lines to: Eq}. Add to Favorites '@ Add to Template(s) E Delete Selected ?E',,Mass Change

0
(I GEARS
General Enterprise And Resource Support



Creating A Requisition

Enter Req Line Comments and Attachments (e.g., quotes) —
click ‘Send to Supplier’ box for Vendor to see comments

Requisition Lines |7
Line Description Item ID

1 g? JIS 176 Prince Frederick
" Distr

Vndr Name Quantity UOM Frice Total

1.0000, AMOUNT 15000.0000 15000.00
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Detailz fs

FI%

Line Comment

Business Unit MDJUD

Requisition ID 0000006006
Line 1

Comments

Requisition Date 02/09/2017
Status Pending

First ‘4’ {of1 ‘&' Last

Entered On: 02/09/2017 7-56:33AM

1[== See attached SOW. Y EL
ServiceMow Incident INCO0725838 W
¥ send to Supplier ] L] show at Receipt [] show at Voucher
l Add Attachments ]
Attachments
Attached File User/Date Time View Send to Supplier
JIS_176_SOW_Prince_Fre COLLEEN.CANTLER
1 derick_DC_Data_Wiring_-_ 2017-02-00- Wiew [l .:l
MDEC.docx 08.03.16.018
Ok Cancel

0
(I GEARS
General Enterprise And Resource Support
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Save & Preview Approvals / Check Budget — Check and validate
budget before submitting for approval. GEARS assigns Req ID
number, verify total amounts, number of lines, etc.;

E@ Check Budget

Save & submit ] Save for Later

Confirmation
Your requisition has been submitted.

Requested For Colleen Cantler

Requisition Name AY17 JIS 160 CO 1 Allegany Co.

»[ Requisition ID 0000005999 |

Business Unit MDJUD

Status Pending

Priority Medium

Budget Status “alid

=]

Wiew printable version & Edit This Reguisition

YIGEARS

General Enterprise And Resource Support

Budget Checking Status:Valid

et

Add More [tems

Number of Lines 1

Total Amount 30,534 68 USD

ﬂﬁ Check Budget
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Contractor/Vendor Supplier Solicitation

Data Title Data Information to be viewed or written in Exercise
Vendor/Vendor ID: N/A

Line Description: Solicit for Bid — Professional Movers

PO Qty. 1

Length: 3 days of work

Category: Professional Services

Unit of Measure: Hours or Dollar Amount

Merchandise Amt: N/A

(W[ R ET R g T CEH Amount Only - Checked

Due Date: Ship To:

Distribution:

Justification: Needed to move all electronic equipment and install furniture within
the new office location for [your office name hergl].

Comments: Solicit for bids and ensure that movers can meet all requirements to
disassemble and reassemble all furniture & equipment from the old
location to the new properly. See attachment for a list of the must
have requirements.

é&EGEARS

{} General Enterprise And Resource Support
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Setting Up Procurement Documents in GEARS

CREATING PURCHASE ORDERS



Before You Begin — Look Up Vendor First
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Review Vendors — look up by Tax Identification Number, Social Security
Number or by Name (must verify address); If Vendor is not correct, the
voucher will not process accurately and must redo documents

Short Name

Review Vendors
Search Criteria
*SetlD |SHARE Q, Vendor ID Q
[Equalto V| Name [Equalto V|
[Equal to v Withholding Name Classification [
Vendor Status | V] Type|
Persistence |
[Equal to v| Address City
Customer Number Country Q.
[ ID Type [ Tax Identification Number v| 202603133 ] State Q
VAT Registration ID Postal
Bank Account #

Withholding Tax ID

Max Rows 200

Clear

Add Supplier

Search Results

Main Information Additional Vendor Info Audit Information

Personalize | Find | View All | @l @

First ‘&) 1of1 &) Last

Postal Code Status

Actions Vendor ID Short Name FEIN Mumber Mail Code Name 1 Address Address Line 2 City State
THE ABUNDANCE GLEN
~ Actions 0000009335 THEABUNDAN-001 202603133 000 CATERING 9WVERNON AVE MD 21061-0000 Approved
COMPANY BURNIE

YIGEARS

General Enterprise And Resource Support
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Purchase Order Header — Enter Vendor ID/Vendor (ID from
Review Vendor page); enter PO Reference (e.g., Catering — Fall

Conference)
Express Purchase Order
Purchase Order
Business Unit MDJUD PO Stafus Open ¥
POID NEXT Budget Status Not Chkd
Copy From v| (] Hold From Further Processing
Header (2
*PQ Date (041912017 [ Vendor Search Doc Tol Status Vald
“VEI'I{'D[ THE)E\EUNDAN'DD‘I Q Vendur Deta”s -
| “VendoriD[0000009335 | THE ABUNDANCE CATERING COMPANY Recelpt Stafts Not Recvd

“Dispatch Method Pt V] Dispaich

Amount Summary (7

=P  Buyer FIELD_BUYER  Q

PO Reference
Header Details Activity Summary Merchandise 0.00 —
PO Defautts Add Commerts FreightiTax/Misc. 000 dluiae
PO Activifies Add ShipTo Comments Total Amount 000 UsD

* Actions

0
(I GEARS
General Enterprise And Resource Support
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Creating an Express PO i
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Purchase Order Line Information — description, PO Qty, Unit of
Measure (Amt or Ea), Category,
Schedules — Due Date, Ship To, Price, Distribute By (Amount vs
Quantity),
Distributions — Chartfields (including Bath Agency, Fund,
Program, Approp Number, Approp Year, Account, PCA)
ines (7 Find  First ‘4 10f1 ‘& Last
Line ltem Description POQty *UOM  Category Merchandise Amt  status
;B Q(Food Services - Con. 9/6 - 9/15 | & 1.0000 [AMT | Q0401 Q 535000 pen & B[]
El
o st
Schedules Find  First ‘&' 10f1 '} Last
Sched  *Due Date *Ship To *PO Qty Price Merchandise Amt Status *Distribute by
1 B (04182017 [[[AOC-ADMN |Q 1.0000 535.00000 535.00) Active B =
Distributions Personalize | Find | View All | £ B Fist (U q0f1 (b Last
Chartfields | Details/Tax | AssetInformation | ReqDetail || Statuses || Budget Information
Dist Status Percent rchandise Amt Curr *GL Unit Eag:['_‘:h PCA Fund *Account Program ‘:ﬂgggr Approp Yr
1 Open 100.0000 535000USD  (MDJUD |@ [c25 |@ (90001 |@ [0o01 |@ 0401 BOO®  |Q (D009 |@ Av2017
< >

0
(I GEARS
General Enterprise And Resource Support
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PO Defaults Link — Use the SpeedChart field to populate 5 of the
7 Chartfields fields (Batch Agency, Program, Approp Number, Fund,
and PCA); you can manually add the Approp Year (e.g., AY2016)

Purchase Order Defaults
Business Unit MDJUD PO ID NEXT Vendor THEABUNDAMN-001
Default Options (7
) Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are only applied if no other
default values are found for each field. If default values already exist in the hierarchy, they are used, and the values on this page are not
used.
® Qverride ) ) ) ) ) )
IT you select this option, all default values entered on this page override the default values found in the default hierarchy.
Line
Category [} Unit of Measure [}
Schedule
Ship To AOC-ADMN QA A0C J ADMINISTRATIVE SERVICES Ultimate Use Code e}
Due Date [ Original Promise Date [5)
Ship Via [COMMON (&) Freight Terms Code DES QL
Arbitration (&} Freight Charge Method | hd |
*Distribute By | Quantity it One Time Address
Distribution
——b[ SpeedChart [20007] x Q]
Distributions Personalize | Find | View Al | 2| B First @ 10f1 @ Last
Chartfields Asset Information ===
Dist Percent GL Umit Batch PCA Fund Account Program Approp Approp ¥t Dept PC Bus
Agy Number
= :{ 100.0000 MDJUD |@ [C25 |@ [000071 | 0001 |Q BO09 @, (0002 Q] a
< >
OK Cancel Refresh

0
(I GEARS
General Enterprise And Resource Support



Creating an Express PO

Apply SpeedChart to all PO Lines, Schedules, and
Distributions — Click Select All and OK

PO Default Retrofit

Express Purchase Order

Retrofit field changes to "all" existing PO lines/schedules/distributions.....

Business Unit MDJUD PO ID NEXT Vendor THEABUNDAN-001

For Line and Schedule defaults, Select "Apply’ to apply changes to all lines and schedules.
For Distribution defaulis, Select "Apply’ to apply changes to the Distrib Line.

Example: If you select "Apply’ for Distrib Line 3, the change is applied to each Distrib Line 3 on the PO.
Select "Apply to All Distribs' to apply changes to all distribution lines on the PO.

Retrofit Field Selection Personalize | Find | View All | B2 | E First ‘&' 1-7of12 '*' Last
Apply Diztrib Line  Field Name Field Value Apply to All Distribs
¥ Ship To AOQC-ADMN
| Ship Via COMMON
;| Freight Terms Code DES
1 1 Pct 100
1 1 GL Unit MDJUD |
Moo Batch Agy C25 O
PCA 90001 O

Belect AlE] [O Clear Al

Cancel Refresh

YIGEARS

4 General Enterprise And Resource Support
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(For Amount Only Pos) Line Details > Attributes / Assign
Amount Only — Click Amount Only checkbox

Lines (2 Find  First ‘4 10f1 ‘& Last
Line Description POQty *UOM  Category Merchandise Amt  §iatus
Food Services - Coni. 9/6 - 915 1.0000, |AMT 0401 535.00 = ][]
: o & Q Q O opn  H
Details for Line 1 x
Help
PO ID MNEXT Vendor THEABUNDAMN-001
Line 1 Item 1D Food Services - Conf. 36 - 915
Line Details
Category 0401 Line Status Open N
Description 0401 - In State Operations Backorder Status Not Backordered
Category ID 00307 Amount Summary
Amount to Receive usD Merchandise Amount 535.00 usD
Quantity to Receive Doc. Base Amt 535 .00 usoD
Transaction Item Description
Food Services - Conf. 9/6 - 915 @

222 characters remaining
Preferred Language Item Description

Expand All Collapse All
Item Information
Attributes
Physical Nature | Go0ds ~
*Price Qity | Schedule Quantity L]
*Price Date | PO ~
: & amount Only
3 e e
Contract

Receiving

_? Cancel Refresh
% ARS

General Enterprise And Resource Support




RY LA
L

Creating an Express PO i
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(For Contracts) Contract Search > Attach the Contract — Click
Search button. Choose contract and click OK.
Lines (7 Find First 2
Line Item Description POQty =*UOM  Category Merchandise Amt  status
; % QKJE-EDQS_EQGWTSUWE“DHm 3 E‘d 210.2500, |MHR |y 0893 o} 14-29?.0& Pending
Contract Search x
Help

Search Criteria

SetlD SHARE Vendor SetlD SHARE
Contract 1D [K17-0006-29 Q, Vendor ID 0000003643 INFOJINI ING
Contract Style aQ Item SetlD SHARE
Contract Process Option | v| Item 1D Q.
Description Item Description [K15-0025-29G modification to add hours fi
Master Contract ID &} Category (0398 Q
Contract Reference Type v Corporate Contract

PO Date 02/08/2017

Contract Details Personalize | Find | View All | 2 | E First ‘&' 1of1 &' Last
Item Detail || Contract Reference || Contract Detail

Contract
Select Contract |ID 32?;{::1 Reference Category Item 1D Itemn Description Contract Base Price Use Contract Base Price
Type
K17-0006-29 1 Cat Cnirct 0298

oK Cancel Refresh

0
(I GEARS
General Enterprise And Resource Support

Once you click Search, the active
‘Contract ID’ associated with the
vendor populates. Select the
checkbox and click ‘OK’

iE
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Creating an Express PO i
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Save, Submit for Approval, Budget Check, Dispatch PO

Purchase Order

Save PO,
GEARS
assigns PO
Number

Business Unit MOJUD
—>[ PO ID DDEI-DGE‘HQB]

Copy From

|;ﬂSave |‘i] Motify % Refresh

A
<

PO Status Cpen
Budget Status Mot Chk'd it

Submit PO for
Approval

o After Approval,
PO Status: Approved perform the
Budget Status: NetChikd | (T ) Budget Check
PO Status  Approved ] i After Budget
Budget Status “alid )< Check, Check

. Budget Status
[ Hold From Further Processing

Doc Tol Status Valid

Choose Dispatch
Method and
Dispatch PO

Receipt Status Mot Recvd
*Dispatch Method | Print v] Dispatch
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Creating Express POs — Your Turn- using BPO )
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* Amount Only

DATA TITLE DATA INFORMATION TO BE VIEWED OR WRITTEN IN EXERCISE
VENDOR: SHURA INC.

PO AMOUNT AMT. ONLY CHECKBOX CONTRACT ID K16-0064-25
ONLY

CATEGORY 0401 In State Operations

UNIT OF AMT. ONLY

MEASURE

MERCHANDISE $225.00

AMT

JUSTIFICATION N/A

COMMENTS FOOD SERVICES FOR COURT OPERATION TRAINING

YIGEARS

General Enterprise And Resource Support


Presenter
Presentation Notes
Range: 0000043038 – 49, 21


Creating Express POs — Your Turn

Data Title
Vendor:

Line Description:
PO Qty:
Category:

Unit of Measure:

Merchandise Amt:

Line Description:
PO Qty:
Category:

Unit of Measure:

Merchandise Amt:

Line Item:

PO Qty:
Category:

Unit of Measure:

Merchandise Amt:

Due Date:

Distribution:

Justification:

General Enterprise And Resource Support

oy
{:%j(iE.AIQS

Quantity Based

Data Information to be viewed or written in ExXercise
Staples Advantage

Davtimer Refill— 2014 Year

10

Office Supplies

Pkgor ea.

%15 /ea

3-tab Manila File Folders — 100 pack

5

Office Supplies

Bx

$9 /bx

Green Hanging File Folders — Letter Size (100 / bx)

5

Office Supplies

Bx

$13/
I ship To:
|

N/A

See attached online order form for more details



Presenter
Presentation Notes
Range: 0000043050 – 59, 24
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Creating Express PO’s —Your turn using BPO i
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e Amount Only

DATA TITLE DATA INFORMATION TO BE VIEWED OR WRITTEN IN EXERCISE
VENDOR: MARYLAND CORRECTIONS ENTERPRISE

PO AMOUNT ONLY AMT. ONLY CHECKBOX  CONTRACT ID BPO000034063-2017
CATEGORY 0902 OFFICE SUPPLIES

UNIT OF MEASURE AMT. ONLY

MERCHANDISE AMT $500.00

JUSTIFICATION N/A

COMMENTS NAME PLATES: 1. AVERY CLARK — LAWYER
NAME PLATES: 2. BILL JONES — CHIEF CLERK
NAME PLATES: 3. HONORABLE CHRIS WALL - JUDGE

oy
;:}%jGEARS

General Enterprise And Resource Support
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Procurement Documents in GEARS

MANAGING PROCUREMENT
DOCUMENTS
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P,
. Managing Documents in GEARS i@

*  Requisitions & Express POs
* Find Documents

Edit Documents

Copy Documents

Cancel Documents
* Receipts

* Find

* Looking at Information inside document
« GEARS Reports Matrix

O e
{5 GEARS
Q General Enterprise And Resource Support


http://mdcourts.gov/gears/pdfs/gearsreportsmatrix.pdf
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L

Manage Requisitions — Sample Activity Timeline )

e

L
/‘\/DIC IAS

Requisition Activity — activity status timeline, actions: cancel,
copy, edit, view approvals, view printable version

Manage Requisitions

Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

. _ - Approvals
Business Unit MDJUD aQ Requisition Name Cancel
Requisition 1D 0000005705 Q Request State | All but Complete hd Budget & COEI"_J

Date From Bl Date To [04/19/2017 Bl Edit
Requester [COLLEEN.CANTLEF|Q, Entered By a View Print
[Select Action]
Search Clear Show Advanced Search

Requisitions (7

To view the lifespan and line items for a requisition, click the Expand tniangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

ReqID Requisition Mame BU Date Request State Budget Total - 3
0000005705 Ay17 JIS 131 Change Order  MDJUD 1042572016 PO(s) Completed Walid 17,609.84 UsD| [Select Action] vl o
Requester Colleen Cantler Entered By Colleen Cantler Priority Medium
0on Usp
'—-\.:z \
& - &% §
. Purchasze Change . .
Requisiticn Approvals Inventory Orders Reguest Receiving Returns Invoice Payment y
Line Information Personalize | Find | 2 =5 First ‘& 10f1 & Last\
Line Description Status Price Quantity uom Vndr Name
5 SCD INFORMATION
2 JIS 131 Change Order for Cal... PO Completed 17609.84000 USD 1.0000 AMT TECHNOLOGY LLC 4 )

o
(' GEARS
General Enterprise And Resource Support
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Finding Your Express POs i
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Main Menu > Purchasing > Purchase Orders > Add/Update Pos >
Find Existing Value

Favorites ~ | Main Menu ~ > Purchasing -~ > Purchase Orders ~ > Add/Update Express POs

Express Purchase Order

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

Find an Existing Value Add a MNew WValue

Search Criteria

Business Unit MDJUD L=}
PO ID| begins with s ||%572
Purchase Crder Date E
PO Status[= ~] ~
Short Vendor Name | begins with L&}
wendor ID| begins with S L=}
“endor Mame| begins with s Q,
Buyer| begins with s L&}
Buyer Name | begins with s (&}
PO Type[= | ~
Purchase Order Reference | begins with
Hold From Further Processing 1
[Jcase sensitive
N
Search Clear Basic Search [E7 Save Search Criteria
Search Results
Wiew All
Business Unit PO ID Purchase Order Date PO Status Short Vendor Name Vendor 1D Vendor Name
MDJUD 0000052572 10/07/2016 Dispatched RUDCLPHSOF-001 0000005387 RUDOLPHS OFFICE & COMPUTER SUPPLY ING F
MDJUD DODDD57 290 D5/06/2016 Dispatched COURTSMART-001 0000000193 COURTSMART DIGITAL SYSTEMS INC A ]
MDJUD D000057 286 05/06/2016 Dispatched VECTCORSECU-001 0000008529 VECTOR SECURITY INC £
MDJUD 0000057284 D5/06/2016 Dispatched GRAPHICSEX-001 0000005538 GRAPHICS EXCHANGE INC £
MDJUD DODD057 267 0O5/05/2016 Dispatched CIRDANGROU-001 0000010864 CIRDAN GROUFPF INC [
MDJUD DODD057 247 DO5/04/2016 Dispatched DOURONINC-001 0000005044 DOUROM INC L
MDJUD 0000057245 D5/04/2016 Dispatched DOURCNING-001 0000005044 DOURON INC k
MDJUD D000057 244 O5/04/2016 Dispatched DOURONINC-001 0000005044 DOUROM INC L
MDJUD 0000057237 O7/01/2016 Dispatched R&EAMOVWERSI-001 0000012106 R & A MOVERS INC k
MDJUD 0000057200 D5/02/2016 Dispatched PITNEYBOWE-014 0000008741 PITNEY BOWES INC E

GEARS

General Enterprise And Resource Support
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Finding Information on Express POs i

/‘\/DIC i Pﬂ“

Activity Summary — view receipts, invoices, and match related to the PO

Favorites - | Main Menu - » Purchasing - > Purchase Orders » > Review PO Information » > Activity Summary

Activity Summary

Business Unit MDJUD

Purchase Order 0000057252

Merchandise Amount
Merchandise Receipt
Merchandise Returned
Merchandise Invoice

Merchandise Matched

Lines
Details Receipt Invoice Watched

Line Item Item Description

1 F'E‘I office supplies

 Return to Search (=] Motify

Q GEARS
{:} General Enterprise And Resource Support

891.52 USD
81.52 USD
000 usD
81.52 UsSD
91.52 UsD

RIV | [

uomM Manufacturer ID

AMT

PO Status Compl

Vendor STAPLES ADVANTAGE
Supplier Location 002

Personalize | Find | View All | B | E First ‘&' 1of1 ‘&' Last

Mifig Itm 1D GTIN



Finding Information on Express POs

PO Activity Summary — Receipt Info

Favorites = Main Menu -
Unit MDJUD PO ID 0000057252
Receipt
nched  BURecv  ReceiptNo  foociPt
1 MDJUD 1

5o Back To Activity Summary

[=] Motify

\af Return to Search

éﬁ}GEARS

{:} General Enterprise And Resource Support

Line 1

Status

Received

sSeq

1

Item 1D

Supp Rcpt Qty  Supp Reject Qty  Merchandize Amt Currency

1.0000

» Purchasing » > Purchase Orders = > Review PO Information » > Activity Summary

Personalize | Find | View All | EL | E

0.0000 91.520 USD

First

4

10f1

b

Last

[+] [=]
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Finding Information on Express POs i
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PO Activity Summary — Voucher Info

Favorites « Main Menu - > Purchasing» > Purchase Orders » > Review PO Information - > Activity Summary
Unit MDJUD PO No. 0000057252 Line 1 ltem ID
Invoice Personalize | Find | View All | 22| 3 First ‘4 1of1 '}/ Last
ﬁﬁ:_led AP Unit Voucher Invoice Date Line Cuantity Invoiced Amount Invoiced
1 MDJUD 031672016 1 1.0000 91.520 [#] [=]
Activity Summary
ah Return to Search = Motify
O
{:}C,ﬁ GEARS
{:} General Enterprise And Resource Support
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Finding Information on Express POs i
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PO Activity Summary — Matched Info

Favorites « | Main Menu - » Purchasing » > Purchase Orders - : Review PO Information » » Activity Summary

Activity Summary

Business Unit MDJUD
Purchase Order 0000057252

Merchandise Amount 81.52 USD
Merchandise Receipt 8152 UsD
Merchandise Returned 000 uUsD
Merchandise Invoice 81.52 USD
Merchandise Matched 81.52 UsSD

Lines
Details Receipt Invoice Matched RTV | =¥

Line Item Item Description Uom
1 & office supplies AMT
ot Return to Search =] Motify
9
(' GEARS

General Enterprise And Resource Support

PO Status Compl

Vendor STAPLES ADVANTAGE
Supplier Location 002

Personalize | Find | View Al | 2] E First ‘4 1of1 &/ Last

Gty Matched Amt Matched Currency

0.0000 91.520 USD =]
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General Enterprise And Resource Support
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Procurement Documents in GEARS

MONITORING PROCUREMENT
DOCUMENTS
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Monitoring Procurement Documents il
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Purchasing documents (POs/Requisitions) that will no longer be utilized
to purchase goods or services or that has completed its purchasing
lifecycle through to payment, should be closed

Monitor (Monthly)

Analyze and cancel requisitions no longer needed
Analyze and identify POs to be closed (Field)
Close eligible POs (DPGCA)

Close (Monthly / Year End)

Close ALL POs (except DBF Encumbered POs)

New POs to be issued for the remainder of contract period (POs that cross
Fiscal Years)

Create (Year End)

Create and Submit new Regs for POs with services beyond the Fiscal Year
(6/30)

No prior year POs entered after Fiscal Year End

o,
¥ GEARS
General Enterprise And Resource Support

*pbased on AOC Procurement guidelines
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Invoice and Payment — Sample PO and Voucher
. i
Activity Report Uoreratt

MARYLAND S Purchase Order Budgetary Activity Report Run Date January 12, 2015
) — | —
JUDICIARY S=m
S— Report Criteria:  Select: ACCOUNT = 0802 and VENDOR_ID = 0000005387 R Tane 933 AM
Exclude: Zero Balance PO's Page30f 3

Voucher ID: 00096321

Cf  Invoice Inv. Dt Line DistLn Bud Ref PCA Fund  Account Voucher Amt
NE 14725621 09/23/2014 1 1 AY2015 40651 0oo1 0s02 281.06

PO |D: 0000048892

PO Date Vendeor Id Status
11/18/2014 0000005387 A RUDOLPHS OFFICE & COMPUTER SUPPLY INC
Cf POLine Description DistLn  Bud Ref PCA Fund  Account PO Amt Vehrd Amt Balance
NE 1 misc. office supplies 1 AY2015 40661 0001 0902 1,367.79 1,349.23 38.56
PO Totals: 1,387.79 1,34923 3856
oucher ID: 0011231
Cf Invoice Inv. Dt Line DistLn Bud Ref PCA Fund Account Voucher Amt
NE  1491580-0 11/18/2014 1 1 AY2015 40661 ooo1 0302 1,349.23
PO Amt Vehrd Amt PO Balance
PO Report Totals: 5,773.33 4.996.23 777.10

{:} tGEARS
o *migration to Production (expected Jan, 2015)



Managing Procurement Documents — Sample PO SRy,
i
Close Request Page K

PersonalizelFind\ViewAJllﬁl@ st 4 1.500f99 ' Last

Close  Business Unit PONumber  PODate  VendorlD Vendor Status  Supplier Name PO Amaunt Wﬂm PO Balance PO Lines
1| clgsa | MOJUD 0000046408 06302014 0000005884 Approved  DATAPOWER INC 1186000 21186000 0.00 | PO Lines
2| Clgsa | MOJUD 0000052047 06052013 00000126%5  Approved  PLAN B TECHNOLOGIES ING B0 614063 1436865 | PO Lines
3| cose | MDJUD 0000056950 OTDM2016 0000012732 Approved  ADVANCE DIGITAL SYSTEMS INC 19917600  M39697 85250903 | POLines

41 cjose | MDJUD 000005696 0712016 0000D0BS23  Approved  ADVANCED SOFTWARE SYSTEMS INC 3240 W50 1976840 | PO Lines

Mo | MVD  OOLOGKST VI DODDT4  Avped  LOGCPELNEING W G0 3665 POlies
o Moo | VLD ODNCBEHO OTDUZCS CONDEGR gl MANSALCORP WERN DY 1576025  POLies
Tooge | VD OLLDOSTOD OOV DOUSEDS  Avwed  ANSACORP RN DME T4 poLes
[owe ] MOUD DT OVIDS OODEE Aol [yeion PR B9 173008 POl
oo | MWD OLNOSTI OO DOUODGED  Apoed  APVENTURESLLE WSNH 1SRN0 G40 PO Lies
0o | OND  DUNDGTI® DTOUPDAG CONDMERD Aol APVENTURESLL OEN A TR polies

o
(' GEARS
4 General Enterprise And Resource Support

*migration to Production (expected Jan, 2015)
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°* PO Buydown Report
PO Close Request Page

O e
{5 GEARS
Q General Enterprise And Resource Support
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Resources and Tools

CONTACTS AND ADDITIONAL
INFORMATION
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 Vendors
* Find
* Which vendor to choose when creating documents?

e http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf
* When needing to add or update a vendor:

* Complete and submit Vendor Maintenance Form
(GEARS Website > Forms)

http://mdcourts.gov/gears/pdfs/newsletter/vollissue2/exte
rnalvendormaintenanceformfillable.pdf

O e
. GEARS
{} General Enterprise And Resource Support


http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf
http://mdcourts.gov/gears/pdfs/newsletter/vol1issue2/externalvendormaintenanceformfillable.pdf

Additional Information

* Vendors

VENDOR NAME

AJ STATIONER

Certified Mail
Done Fast

Penn Jersey

*Lincoln Rubber
Stamp Co, Inc.

*Maryland

Cpera¥
* Find
* Which vendor to choose when creating documents?
e http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf
VENDOR PHONE & FAX VENDOR ID Required 252500 BLANKET
DESCRIPTION NUMBERS VENDOR CONTACT NAME (use this ID # q CONTRACT
on Express
PO’s) DC;XPJ;ZZPO AOC& DC- Express
q PO Required
Office Supplies
Tel:855-846-2257 Donna Myers 410-360-4900
0000005491 -
foner, computer Fax: 877-859-1875 Pam Shaffer 866-379-1601 BPO0000034140-2017
accessories
Certified Mailers Tel: (513) 481-6116 Terilyn Reber 0000004403 BP0O0000034142-2017
Fax: (513) 481-6119
Cleaning supplies & Tel: (410) 268-7877 Joann Rogers 00000012898 BP0O0000034064-2017
misc. janitorial Fax: (410) 268-7886 g
supplies
Tel: (443) 749-4940 Elwood Abbott 0000010621 BP0O0000034058-2017
Rubber Stamps Fax: (443) 749-4941 orders@lincolnstamp.com
Stationery/Envelopes X .
Business Cards/Name Tel: (410) 540-5555 Customer Services 0000006439 BP0O0000034063-2017

Corrections
Enterprises

plate

u{} General Enterprise And Resource Support

Fax: (410) 799-8604


http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf

Additional Information

* Vendors
* Find
* Which vendor to choose when creating documents?
e http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf

*Inter Sign National

LLC

*Nic’s Toggery

Big &Tall

Pitney Bowes

Rudolph’s Office
Supply

Rudolph’s Office
Supply

RGH Enterprises

Shura Inc.

Rubber Stamps

Bailiff Jackets

Mailroom supplies

Office supplies, toner,
computer accessories

Copy Paper Item #'s
8 % x11 # ROSEAGLES0
8% x 14 # AME31500502
11 x17 # AME31500503
8% x 11 (3hp) #
HAM 86702 - 3hole
punched paper

Office supplies, toner,
computer accessories

Catering Services

Tel: (410) 342-9100
Fax: (410) 327-0656

Tel: (850) 385-6866
Fax: (850) 385-0794

Tel: (800) 243-7824
Fax: (800) 882-2499

Tel: (800) 673-8438
Fax: (866) 383-3146

Tel: (800) 673-8438
Fax: (866) 383-3146

Customer Service
Tel: 866-648-8349
Fax: 844-294-5898

Justin Beeler, Ext. 3625
Brian Wise, Ext.3609

Barbara Myers

Mike Gavalas

Customer Service

Customer Service
orders@rudolphsupply.com

joshua@rudolophsupply.com

Tel: 410-931-4150 ask first for
Michelle Masters
michellem@rudolphsupply.com
Or Nikki Gaeklein
ngaecklein@rudolphsupply.com

Rghe@eviversitynetwork.com
Clifton@rghproduts.com

0000001048

0000007337

0000008741

0000005387

0000005387

0000013381

0000013507

BPO0000034133-2017

BPO0000034044-2017

BPO0034059-2017


http://mdcourts.gov/procurement/pdfs/bpofy2016.pdf
mailto:orders@rudolphsupply.com
mailto:michellem@rudolphsupply.com
mailto:ngaecklein@rudolphsupply.com
mailto:Rghe@eviversitynetwork.com

Contact Us — DPCGA

procuen s
Kevin Kelly Director, Procurement (410) 260-1594 Kevin.Kelly@mdcourts.gov
Kevin Jones Deputy, Procurement (410) 260-1411 Kevin.Jones@mdcourts.gov
Lisa Peters Manager, Procurement & | (410) 260-1465 Lisa.Peters@mdcourts.gov

P-Card Manager
Robin Smith Procurement Specialist (410) 260-1421 Robin.Smith@mdcourts.gov
Lisa Lee Procurement Specialist & | (410) 260-1463 Lisa.Lee@mdcourts.gov

P-Card Administrator

Karen Hoang

Procurement Specialist

(410) 260-1582

Karen.Hoang@mdcourts.gov

Yashica Forrester

Procurement Specialist

(410) 260-3591

Yashica.Forrester@mdcourts.gov

Khyrstine Bunche

Procurement Specialist

(410) 260-1416

Khrystine.Bunche@mdcourts.gov

Whitney Williams

Procurement Specialist

(410) 260-1265

Whitney.Williams@mdcourts.gov

April Molley

Procurement Specialist

(410) 260-1538

April.Molley@mdcourts.gov

Alisha Allmond

Procurement Specialist

(410) 260-1265

Alisha.Allmond@mdcourts.gov

O - A
{3< GEARS
Q General Enterprise And Resource Support


mailto:Lisa.Peters@mdcourts.gov

. Just Ask...
8 6

Any Questions?

o,
(I GEARS
5 General Enterprise And Resource Support
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Cengratalations!! !/

You have successfully completed the course!!!!
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