ESM Training Manual

Punch-Out Catalog Orders -
OfficeMax, Grainger & Fastenal

Direct Voucher - Purchases Under $4000
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Select OfficeMax
In the training environment, OfficeMax is just a Demo site; in the production environment, when
you select OfficeMax, you will be taken directly to the OfficeMax site.
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Purchase Order will automatically be released to the vendor. Select Electronic only for the
Punch-Out Catalogs.

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order. OfficeMax does not read External Notes so it is recommended
that you do not provide any information in the External Notes if the order is going electronically to
OfficeMax.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: 615 Office Supplies

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011274

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Local Purchase order

Select Update
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Select Request
Requisition is now waiting for the Agency approval. When requisition has been approved, the

creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.
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Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and

needs to be submitted to the vendor.
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You can then select System Note: History
This will allow you to see that your purchase order was successfully released to the supplier.
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Purchasing Card - Purchases Under $4000

This is assuming you have added items to your cart and are ready to checkout; for instructions on
selecting and adding items to your cart see page 1. The instructions below are starting from
Checkout after you have added items to your cart.

m =
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Payment Form: Credit Card

Release Method: Electronic

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order. OfficeMax does not read External Notes so it is recommended
that you do not provide any information in the External Notes if the order is going electronically to
OfficeMax.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: 615 Office Supplies

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011275

This is referred to as a Local Purchase Order which will not be encumbered through the State’s

accounting system.

GL Acct. Code: Can be left blanked since it is a Purchase Card purchase
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Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the
creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.

Select Checkout
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Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and
needs to be submitted to the vendor.
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Provide the information as described below. The first time you will enter your name, phone
number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each
purchase due to federal rules and guidelines.

Name on Card:
Contact Phone Number:
Card Type: MC

Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual
credit card number in the live production site.

Expiration Date:

Select Continue
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solicitation govern. These terms and conditions may be obtained from the Office of Procurement
Managemant. Foss Building. 523 E. Capitol, Parre, SO 57501 (E05-773-3405). The requiremarts of the Office
of Procurement Management relating 1o equal employment oppartunity are akio available from the same

(Fed. Excise Tax) State of 50, BOA, made application and received 3 validated certificate of registry #46-73-
0079-K from US Treasury Dept. IRS, and is qualified for tax free transaction under CH 32 of IRS Code.

Steven L. Berg, Director BOA - Office of Procurement Management
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You can then select System Note: History
This will allow you to see that your purchase order was successfully released to the supplier.
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Non-Catalog Item Purchases Under
$4000

Non-Catalog Purchasing Card - Purchases Under $4000
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Select Shop; then Non-Catalog Item
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Santch for 3 supplier sbewe 15 ples noa catalog Rems,

Type in the Supplier Name and select Go

If vendor is not available, search to see if vendor is on the State’s Accounting System. If the
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and
have it added to the State’s Accounting System; be sure to check the box to add it as a
Purchasing Vendor. The vendor will be available in ESM two days later after it has been added
to the State’s Accounting System.
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Select the Vendor with the proper address of where your order is to be received.
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Select New Item

ESM Solutions Page 15



'G & nips esmsoiutions.com/NonCatalogliemBindlonCataioghe P+ BBCGX|Enomc @ |Govenm_ | @ sdgov
Lreait v B Post to Blog
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cart (0) checkout approve

Item Service: Is the name of the product. Provide the name as you see on the vendor’s quote.
This information will print on the purchase order and will tell the vendor exactly what it is you are
ordering.

UOM: Stands for Units of Measure. The default is “Each” but you may change the UOM as per
stated on the quote.

Qty: Is the quantity you are purchasing per the UOM.

List Price: Is the price of the item

MFG/Provider: Is the Manufacturer of the product you are ordering

MFG/Provider Part #: Is the vendor’s part number for the product you are ordering

Catalog Item #: Is not always provided on a quote and this isn’t required if there is no catalog item
available on the quote.

UPC: Stands for Universal Product Code; | don't think you will use this much but if a quote has it
listed, then | would add it to the requisition, otherwise, you can leave it blank.

CAS Number: Stands for Chemical Registry Service. This is a unique numerical identifier

assigned by Chemical Abstracts Service to every chemical substance. More than likely this will
not apply and you can leave it blank.

Select Add to Cart
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Supplier; Frips
I Progress: Frai
Suppiier Namse:

HeanStan FRX AED ¢

Catalog fem #;
MFG/Provider: Fralcs

Supplier: - AR

Contract Name: fva - Non-Catsiog item

List Price: 1,268.80 USD
UOM: Each

R ==

Fem Total: 1,268,080 USD

Select New Item If you have another item to add to the requisition; fill out the information just as

described above.
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= ﬂon-c,al.llog item -w@!mmm!ﬂlﬂgﬂvmm“l ' niZ) v ]

cart(2) checkout

approve

Supplier; Frips
I Progress: Frai
Suppiier Namse:

HeanStan FRX AED ¢

Battery Long-Life LIMNOZ, MS1FRx el

Catalog fem #;
MFG/Provider: Fralcs

Supplier: - AR

Contract Name: fva - Non-Catsiog item

‘Catatog fem #:
MFG/Provider: Frilgs
Supplier: PS MEAL THCARE
Contract Namw: 1V - Non-Casaiog ltem

List Price: 1,268,080 USD
UOM: Each
aty: 1

Fem Total: 1,268,80 USD

List Price: 106 60 LISD
UoM: Each

aty: 1
em Total: 106 60 LSO

Select Cart(2) when you have added all of your items to purchase. Your cart quantity will vary
with the number of items you are purchasing. When your cart reaches over 99 items, the cart will

state 99+.
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Im;l {2} hiips//iraining esmsotutions com/ Cart/ BindViewC ariMasterData - ~ :

x intue Gredit = BPostio

il cart - kathy @ south dakota state government ™ canizl menuv  help logown

shop « m checkout  approve

sortby | | Price kw o high 3 rows | pg “33 [ oo | CmunnCm!niuamdinMsj:m

—

| | Eater. Lon Catalog Hem & List Price: 106 60 LISD ATreem
W L2 HS MFGIProvider; Ergs oM Eacn
image uescancen o ==
available Contract Name: ra Fem Total: 106 60 USD
z | Hennsan FRXAFD Catalog em #: List Price: 1.268.80 USD Updsts
MFGProvider: Frips UOM: Each
Supplier: PHILIPS HEALTHCARE oty 1 m
‘Contract Namw: n'a Hem Total: 1268 80 USD
| Total iteenis] in Cart 2
o Number of Suppliers: 1
Cant Subtotal: 1.375.80 USD
Tax: 000 USD
Cart Total: 1375.80USD

Convert Cart to 1 transaction(s): m

SMEokuions com

Select Continue

raininG esmsoiutions.com/Requisition BindflequisitionMaster Data

.'_G@Ie nitgs 7era : o} 3
Eite Edit Yiew Favorites Tools Help
W can (D) e Sl g

checkout - kathy @ south dakota state government

i
i shop ~ cart (0) m approve

vcnan st [5] ot [Taenasen 5] e (0] 20

" Trasaaction 8 11277 * Paymant forme @ Coost Cord & PO Setrcman: ke m
* Tramsaction Mame: 07/ 32414-13 23 Stancs- Mo Moo s = St Uittt Framoiton
Mhm:ﬂm p Appreve oo Apey e (5] ot et ey
Suppier: FILIPS MEALTHCARE h-mx::::;; st St | Provce Whaneg Dots [x]
Total i o 3 e
Srebne S Commety Code: (473 - WOSTTAL $2| 6
Fiscal Dote: 111700 | T o
* Parchame Order & 1560811377
o of Aceowtnc
s Coder ooty
=] ety

L Aeet Code: | Saincs hcsount 2|

I —--25mM T —

Payment Form: Credit Card
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Release Method: Manual Only the Punch-Out Catalogs for now will be sent out as an electronic
purchase order.

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011277

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Purchase Card purchase

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the

creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.
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Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and

needs to be submitted to the vendor.

(2 hitps//eraining esmsolutions com/Re
File Edit View Favorites Tools Help

Sl

P-BBEOX 2 shop| @|Gove. (DR~ @slg

checkout - kathy @ south dakota state government

shop » cart (0} m approve

ol 3] et [Taenasn (5] e e (95

Trassacosn & 945777 * Papmat roms: Creat ot

* Tranusction Mame: 07718001413 23 Stasch. Oeiesss Memos Larus

SR SEALT = v Approval Workow: Agancy Wondon

Crene w7118 i N il

Suppter P FEALTHCARE e e
JaIA e .2 Commonity Code: 475 - HOSITAL
Tott Vata: 137548 050 i

P
Faca e Fr1cune

 Purchase Orer &

Chart of Accounts:

1sPoRET

L Acen Cose: gotaty

Select Prepare

St OO inboematon Reguind

b e ==

Mt Sangec | Fropass £ Cooae

51
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2 nitps e

Eite Edit Yiew Favorites Tools Help

 esmsolutions.com/ O

Sl

2+ @B O X| D shop. | @|Goe 2

shop » cart (0) m approve

credit card order
Sl

PHILIDS MEALTHEAR
3000 MINUTEMAN FID M3 0450
ANDOVER, WA 08810.0333
Urises States.

A € e
Phiara: 846.434.731)

B

Dreyerster Emal: bathy slonch S site 52 on
Aurthoriped By: Kamy S

Ship Te.

Sut Uahota Slate Gverremps
M 0210831 PACCUREMENT

ity Marmar: Soum Dasta Slae Giompenesel
* Warret o Cavel: Kaly Sasch

v Commenes:
mem s Descrption o ary
—y Bach
Dateey, Long e LuslZ HEAFR: [ 1

1 iMaMse

-
Urst Price Line Totsl
L3488 USD
WEHRLSD  1EUSD
Subeout  13TS43USD
Tox: 200US0
san: 200 USD
Totst  LAMEABUSD

@ sig

m =

Provide the information as described below. The first time you will enter your name, phone
number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each
purchase due to federal rules and guidelines.

Name on Card:

Contact Phone Number:

Card Type: MC

Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual
credit card number in the live production site.

Expiration Date:

Select Print
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re Print =X
General Options

Select Printer

%/ Add Printer “ ADPR2P02 on ESPR10045
iw Adobe PDF i = ADPR2P02-FAX on esprl0045
= ADPRZP01 on ESPR10045 = DYMO LabelWriter 400 on adpr2

< | 1 [

P

Status: Ready Print to file
Location:
Comment:
Page Range
@ Al Mumber of copies: 1 =

Selection Current Page
I.:_.'F’ages: 1 Collate

AP o2 3

Enter either a single page number or a single
page range. Forexample, 5-12

[ pint || cancel || apply |

Select Adobe PDF, Print and Save in the file location you created for Purchase Orders. Name
the file with the Local Purchase Number such as 15P001127.
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{2 Save PDF File As

Organize ~ New folder

I My Webs

| n22406Add1 files
I N22535-2 files
I NASP_WSCA
| NASPO Contracts

| New Folder

| Office

| Old Proposals and Contracts
)

|

|

m

POs_Quotes Mercury Commerce
POWERPNT
Purchase Orders 7_1_12

| KP51410770 Quote_files

-

‘T‘|i « My Documents » Purchase Orders7_1.12 »

|

Name

| KPS1410770 Quote_files

| OneSource Procurement_files

“X - ARRA 1512(c) Guidelines Instr.pdf

“X 15KPS68407.pdf

L 15KPS68815.pdf

"X 15KPS69016 Quote.pdf
“L 15KPS69016.pdf

X 15P0010662.pdf

“X 15P0010725.pdf

gt AttachmentDownload.pdf

- | +y | | Search Purchase Orders.. 2 |

= 9
Date modified

03/28/2014 7:47
03/28/2014 7:47
05/09/2014 2:00
07/09/2014 3:48
07/11/2014 8:04
07/11/2014 11:4
07/11/2014 11:5
06/26/2014 3:48
06/27/2014 4:46
08/27/2012 2:08 ¥

I

| »

File name: 15P0011277.pdf -
Save as type: | PDF files (*PDF) -|
+ Hide Folders Save ] l Cancel ]
After saving the file close the Adobe purchase order and print screen.

Qo

g esmsRORS.COm/ e GerCE
_ flle Edit View Favorites Tools Help

O~ 88 C0X|Dode. @Gove | @ sdgov 2 r

shop ~ cart {0) m approve

credit card order

o oy Stasch
Pacen: B4 TT3 8278
B To
ety Mo S Dkt St lovmmmet
Mo o G K S
* Contact Phone Member: #35 7716377
J— =
[ — g

* Expirason Dase: My [7] 314]w

SEMAE 1484

| | e

Select Continue

ESM Solutions

Dase: TLTAM

Prrchass Orser £ 150011
Tramasction & D111ET
Feguented By Kahy Snch

Dreyerster Emal: bathy slonch S site 52 on
Aurthoriped By: Kamy S

Urst Price Line Totsl

HEUSD  HIeUSD

BAILSD TAWUSD

NTHOUSD  WTHUSD

Subeolsl: 1034 39USD
™ 200UsD
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i 2 nttps/riraining esmsolutions.com) Order/Geb

Fil= Edit Yiew Favorites Tools Help

E=RE=n

P+ @2 0X| Do | @|Gove.| @) sdgov| 2 FL >

shop ~ cart (0) m approve

credit card order

Canom Date: TriATEML
Be 8062 Prrsans Orer #: 1500V
Tramsaction #: 0111EF

Feguented By Kainy S

Attn: Breston Rauman Drcpester Ermml. 408 slesch G oiie 52 on
Aurthoriped By Kathy S

nip To

South Dakata Saie Govemment Tha achon il fevu e arder bewg Fasamiied i e pppier
Dot Locaten :

Cce ol Frocussrment Managrmart A0 o B o e 5 ot

529 Capht Avemee

e, 5087601

oy g == =3

sty Marmar: $oum Dasta Slae Gimpeneset
* Marma on Caret: Kathy Siasch
" Contact Phons Nember: 605 1736477

3

* Care Type: |G
- Card s [$54558485 0040

* Expirason Dase: My [7] 314]w

o ary

Urst Price Line Totsl
HEUD  HIUSD

BADUSD  AT4BUSD

WTHOUSD  WTaUSD

Subtolsl: 1034 39USD

Tax: 208USD

Select Place Order The order will not go to the vendor because you selected Manual and not
Electronic. But you have to do this final step to complete the order.

Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a
confirmation from the vendor that they received the purchase order.

Non-Catalog Direct Voucher - Purchases Under $4000

Follow all the steps as listed with Non-Catalog Purchasing Card - Purchases Under
$4000 starting with page 12 but you will Select PO instead of Credit Card, Release,
Print and Continue; you will not need to fill out the credit card information.
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Contract Catalog Item Purchases
Under $4000

Contract Catalog Purchasing Card - Purchases Under $4000

o
sl | (2 hitps./Teraining esmsolutions com/Shoo/ BindShophasterlat P~ @B 0X| Bode | @|Gove. (25 x| @y ) 1
Eite Edit Yiew Favorites Tools Help

3hop - Kathy @ 3oulh dakota state government ——

m cart (0) checkout approve

58 Sohrton Trarng Marsl Office Products
i teop 8 oo drriaons procursment sosn.

MG Commoany Codes 7 OfficeMax.
e 'boa 24 Govdimenoy P et sy
——

Indusirial Supplies

GRAINGER
ettty
Cemran
ontract Eatalogs
Dok Wakes neaives oo o
Bt = e
Eisory sty Lomau Esftutar Listurs
Ard 5 Tochmoiogen  Famse Communcrbons ar Dcic O i rey s
ety Istecors Posprerd  Ieiestons fommesl  Tetestune Exupmes) Dt Sy

Select the Contract Catalog from the list of catalogs listed under the Contract Catalogs of the
product you wish to purchase.
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@le hktps /ftraining esmsolutions.com/ Shop/BindShopiasterData

regit = ElPost to Blog

sy

E_(\
op
&

x|@s« @0 |Bo |@r | Ba | |1 i

Shuibhbo

=2 shopping results - kathy @@ south dakota state government - total items found: &

m cart(0) checkout

approve

Teseprcne Equipment A Supes - Go. () [x

T | iS00 Tekotone Lin

Satus Indicalon
Bepiacement Conuml
it

Shatus Indicaios
3 1 Sangarg wat Moun
Telephone
no
image
available

Twe Lne Cenirex
Sompsiibie Telephons

‘Catalog nem #: L04.24M

MFG/Provider: ikngs.
Supplier: Cal One

Contract Namw: 15505

Catalog Hem #; L1245

Supplier: Tl L
Contract Name: 16505

Catslog nem ¥ SCITEC 7554

Catalog em #: ATT 523
MFG/Provider: ATAT

Contract Name: 16505

™ canit) menuv  help logow

sorby | Resevance [z] rewsipg: 10z

List Price: 16833
Contract Price; 155 13 USD
UomM: EA
ey 1

Mam Total: 158 13 USD

List Price: 5545
‘Contract Price: 307 40 LSO
UaM: £
Gty 1

fem Total: 307 40 USD

List Price: 2406
Cantract Price: 21,05 LSO
UOM: EA

Mam Total: 000 USO

List Price: 4550
‘Contract Price: 4870 USD
UOM: EA

Rem Total: 0.00 USD

e

Ad to Cart

Agd to Cart

Add to Gart.

Find the item(s) you wish to purchase; enter the quantity and Select Add to Cart and Cart(2)

R

®| (2 https:/firaining esmsolutions.com/ Cart/ SndViewC artMasterData

sy

PL-@BOGX

o Uredgit = EiPost to Blog

[ec@a[@o [@n @x | |15

Shuibhboe

= car - kathy @ south dakota state government

Review your cart; make any changes you need and Select Continue

shop + m checkout

approve

sonty: [Proerwmngn [v] rowsipe: 0] 20

150N ]Em Ling:

Contract Namw: 16505

W canil) menuv  help legow

Convert Cart to 1 transaction{s): m

Contract Price: 156,13 USD
uom: E4
oty 1

R Total: 156,43 S0

‘Contract Price: 307 40 LISD
UOM: EA
aty: 1

Fem Total: 307 40 USD

Total iteen(s] in Cart:
Humber of Suppliers:
Cant Subtotal:

Cart Total:

48553 USD
Tax: 000 USD
48553 USD

Upsre

Uipdate

Convert Cart to 1 transaction(z): m

Customer Suppaort at supponi@esmsaiuions.com
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=
i nipse 3 esmsolutions.com/ Requisition/BnchequisitionMaserData P+ BB20X|Dode | @|Gove| DR » @sdg ,

Eite Edit Yiew Favorites Tools Help

Sl

checkout - Kathy @ $0uth dakota state govemment e T—

shop » cart (0} m approve
Jovcton B st CECSTBTON <

Payment Form: Credit Card

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Route: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011182

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Local Purchase order

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the

creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.
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'G | (2 https/raining esmsolutions com/ Requisition/ BincfegquisitionMasierData

£ - 880X|Boue | Ofcve B * | @sg |

_ flle Edit View Favorites Tools Help B -

[ checkout - kaify @ south dakota state govemment -
shop v cart(0) m approve
son lpcrt 5] serbu: [Toemams 3] WOON o
Trammacisn & 911182 * Papmest Fom: Crvdt Cans P —
* Tranusction Mame: 0FOS2014 M 35 Stascs. leass Memon Llarus Saunc CC imtormaton Regueed
Cal O e Approal WarkSos: gancy WanSoe Sywhen Mot licre
Ereste Duse: TET0M Extormel Mo: sisimests
Suppber: i G o Mt Saoge | Prepaee 00 Cvowe %]

Total Line Rema: 3

Commedity Code: 775 - HADIO

Toas Valea: 1,034 39 U150 = i
TeLEPHONRE
Fincal Date: TA2B14
* Purchass Order & 15P0F11ET

Chart of Accounts:
s Conte: otnts
G Acet Coder ala

Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and

needs to be submitted to the vendor.

Select Prepare

'G | (2 nttps/riraining esmsolutions.com e/ GetCC

_ flle Edit View Favorites Tools Help B -

£ - B2CX|Bove | Ot Bn« Osdg- | | (1]

shop ~ cart {0) m approve

credit card order

- .‘. £ .
Al
o

Cape Cansverat, Fl, 15838
Staten.

Nsusman
Phiore: 500 140-3180 £x1 128

Dt TLTIN
Prrchass Orser £ 150011
Tramasction & D111ET

Feguented By Kahy Snch

Vircpwesber Esmail: bathy stanch Gokate o v

Aurtnoried By: Kalhy Sesh

Cart Typa: W =
Cant 1 Sassssssssssassa
* Explrson Dot Miay [%] 30155
Proor—
[ Descrptin
sermne 2404 Standard Ve Moustnd Tonghons
Contract . T Ecutomert And Basicd
ez -
Contract . Toeghane Bt And faceh
[ e 15 Toaghoe Lne Stakn il
Conract . T Bt Aod Basich

uom ary
[ e

[ 3
[ 1

Urst Price
6850

BaILSD

¥Tauso

Subtotal:
™

Line Totsl
340080

mamuse

W7 asusD

LEMINUSE
200UsD

i
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Provide the information as described below. The first time you will enter your name, phone

number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each

purchase due to federal rules and guidelines.

Name on Card:
Contact Phone Number:

Card Type: MC

Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual

credit card number in the live production site.

Expiration Date:

Select Print

E-E_e‘l Print

General Options

Select Printer

%Add Printer
== Adobe PDF
= ADPRZP01 on ESPR10045

< | 1

“#¥ ADPR2P02 on ESPR10045
= ADPRZP0O2-FAX on esprl0045
= DYMO LabelWriter 400 on adpr2

P
Status: Ready Print to file
Location:
Comment |
Page Range
@ Al Mumber of copies: 1 =
Selection Current Page
-._:_.-Pages: 1 Collate
. . . 14| 212l 313

Enter either a single page number or a single f f f
page range. Forexample, 5-12

Brint ] ’ Cancel ] ’ Apply

Select Adobe PDF, Print and Save in the file location you created for Purchase Orders. Name
the file with the Local Purchase Number such as 15P0011182.
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{2 Save PDF File As

Organize ~ New folder

I My Webs

| n22406Add1 files
I N22535-2 files
I NASP_WSCA
| NASPO Contracts

| New Folder

| Office

| Old Proposals and Contracts
)

|

|

m

POs_Quotes Mercury Commerce
POWERPNT
Purchase Orders 7_1_12

| KP51410770 Quote_files

-

‘T‘|i « My Documents » Purchase Orders7_1.12 »

|

Name

| KPS1410770 Quote_files

| OneSource Procurement_files

“X - ARRA 1512(c) Guidelines Instr.pdf

“X 15KPS68407.pdf

L 15KPS68815.pdf

"X 15KPS69016 Quote.pdf
“L 15KPS69016.pdf

X 15P0010662.pdf

“X 15P0010725.pdf

gt AttachmentDownload.pdf

- | +y | | Search Purchase Orders.. 2 |

= 9
Date modified

03/28/2014 7:47
03/28/2014 7:47
05/09/2014 2:00
07/09/2014 3:48
07/11/2014 8:04
07/11/2014 11:4
07/11/2014 11:5
06/26/2014 3:48
06/27/2014 4:46
08/27/2012 2:08 ¥

I

| »

File name: 15P0011182.pdf -
Save as type: | PDF files (*PDF) -|
+ Hide Folders Save | l Cancel ]
After saving the file close the Adobe purchase order and print screen.

Qo

g esmsRORS.COm/ e GerCE
_ flle Edit View Favorites Tools Help

O~ 88 C0X|Dode. @Gove | @ sdgov 2 r

shop ~ cart {0) m approve

credit card order

o oy Stasch
Pacen: B4 TT3 8278
B To
ety Mo S Dkt St lovmmmet
Mo o G K S
* Contact Phone Member: #35 7716377
J— =
[ — g

* Expirason Dase: My [7] 314]w

SEMAE 1484

| | e

Select Continue

ESM Solutions

Dase: TLTAM

Prrchass Orser £ 150011
Tramasction & D111ET
Feguented By Kahy Snch

Dreyerster Emal: bathy slonch S site 52 on
Aurthoriped By: Kamy S

Urst Price Line Totsl

HEUSD  HIeUSD

BAILSD TAWUSD

NTHOUSD  WTHUSD

Subeolsl: 1034 39USD
™ 200UsD
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| Hie Edit Aiew Favorites Tools Help

wal| (2 hitps//eraining esmsolutions com/Order/ GetCl

2~ &80 X|@ode | @|Gove.| @ sdgou| (2 F

shop ~ cart (0) m approve

credit card order

a0 Datet Tr1ATRNL
B $082 Parcuae Orer £: 1EPOON1ED
] B Trasmaction & 0E11EF
Cape Camraral, FL XHH .
staten Roguented By: Kathy S

Urises
Attn: Bresto fawman Drcpester Ermml. 408 slesch G oiie 52 on
Aurthoriped By Kathy S

3 O i ke

Ths acton Wil 189wl e Geder Deing FaREMISed 1o e BuRpker
A o w4 contnea?

i 3 2

sty Marmar: $oum Dasta Slae Gimpeneset
* Marma on Caret: Kathy Siasch

" Contact Phons Nember: 605 1736477

3

- Card Type: |
- Card s [$54558485 0040

* Expirason Dase: My [7] 314]w

uom ary

(" 1

Urst Price Line Totsl
HEUSE  HIUSD

BADLSD  TAWUSD

WTHUSD  WTHUSD

Subtolsl 1034 39USD

Tax: 200USD

Select Place Order The order will not go to the vendor because you selected Manual and not

Electronic; you have to do this final step to complete the order.

Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a
confirmation from the vendor that they received the purchase order.

Contract Catalog Direct Voucher - Purchases Under $4000

Follow all the steps as listed under Contract Catalog Purchasing Card - Purchases
Under $4000 starting with page 24 but you will Select PO instead of Credit Card,
Release, Print and Continue; you will not need to fill out the credit card

information.
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Encumbrances of Non Contract and
Contract Item Purchases Under $4000

Encumbered Purchases - Purchases Under $4000

This is assuming you have added items to your cart and are ready to checkout; for instructions on
selecting and adding items to your cart see page 1. The instructions below are starting from
Checkout after you have added items to your cart.

=
i nitpsy 3 esmsolutions.com/ Requisition/BnchequisitionMaserData P+ @2 0X| Do | @ Gove | ®|sdgov 2R i LF
Eile Edit Vew Favorites Tools Heip

Sl

checkout - Kathy @ $0uth dakota state govemment e T—

shop » cart (0} m approve
satnman [ ] sobe: i 1 [E] ewsinnr [0

Payment Form: PO

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Workflow: Encumbrance To OPM

Your agency approvers will still receive the requisition to be approved. When the agency has
finished the approval stage the requisition will then be routed to OPM for approval and for a
purchase order to be written through the State’s Accounting System.

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed
only by the State Agency and Office of Procurement Management. Information you may want to
provide is who the item is for or any other information you may find pertinent to the requisition.
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NIGP Code Required: Select a code that comes closes to what you are purchasing.
Purchase Order #: Enter the Transaction # 011280.

GL Acct. Code: You will need to select the proper account code since this will be encumbered
through the State’s Accounting System

Select Update
Select Request
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow.

OPM will then process the requisition into a purchase order and the ordering process has been
completed.

You will receive an email message from ESM Solutions stating the Transaction is complete and
that you must now share a copy of the purchase order to the Supplier/Vendor. DO NOT send a
copy of this purchase order to the Supplier/Vendor. OPM will send a copy to the Supplier/Vendor
and to the Agency Contact Person.

Example of Email from ESM Solutions:

e

From: noreply@esmsolutions.com [mailto:noreply@esmsolutions. com]

Sent: Wednesday, July 09, 2014 9:42 AM

To: Steven, Berg

Subject: SYSTEM MESSAGE - Transaction 067805 - 07/08/2014-11:01-Berg-Hewlett-Packard Company

Dear Steven,

The following transaction is complete. Since this is a manual order, vou may need to share a copy of the included order with the
i/supplier. Otherwise, no additional action is required.
Transaction #: 067803
Transaction Name: 07/08/2014-11:01-Berg-Hewlett-Packard Company
Release Method: Manual
Order Tvpe: Standard
If vou have any questions, please contact vour system administrator for assistance.

Thank you,
ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not reply to this email.

purchase order

a__n
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Encumbrances of Non Contract and
Contract Item Purchases >=$4000

Non Catalog and Contract Purchases >=$4000 - Office of Procurement
Management Purchase Order

This is assuming you have added items to your cart and are ready to checkout; for instructions on
selecting and adding items to your cart see page 1. The instructions below are starting from
Checkout after you have added items to your cart.

{2 nitps//training esmsolutions.com/ Requisition/BnchequisitionMaserData P+ @2 0X| Do | @ Gove | ®|sdgov 2R i LF
File Edit View Favorites Tools Help

Sl

checkout - Kathy @ $0uth dakota state govemment e —

shop » cart (0} m approve
satnman [ ] s ] owsrna: [n]E] B

Payment Form: PO

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Workflow: Agency Workflow

Select Agency Workflow when the dollar amount is equal to or greater than $4000. The
requisition will automatically be routed to OPM for approval and for a purchase order to be written
through the State’s Accounting System.

Use Encumbered to OPM only when the dollar amount is less than $4000 and you want it written
through the State’s Accounting System.

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.
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Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed
only by the State Agency and Office of Procurement Management. Information you may want to
provide is who the item is for or any other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.
Purchase Order #: Enter the Transaction # 011280.

GL Acct. Code: You will need to select the proper account code since this will be encumbered
through the State’s Accounting System

Select Update
Select Request
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow.

OPM will then process the requisition into a purchase order and the ordering process has been
completed.

You will receive an email message from ESM Solutions stating the Transaction is complete and
that you must now share a copy of the purchase order to the Supplier/Vendor. DO NOT send a
copy of this purchase order to the Supplier/Vendor. OPM will send a copy to the Supplier/Vendor
and to the Agency Contact Person.

Example of Email from ESM Solutions:
From: noreply@esmsolutions.com [mailto: noreply@esmsolutions.com] M

Sent: Wednesday, July 09, 2014 9:42 AM
To: Steven, Berg
Subject: SYSTEM MESSAGE - Transaction 067805 - 07/08/2014-11:01-Berg-Hewlett-Packard Company

Dear Steven,

The following transaction is complete. Since this is a manual order, vou may need to share a copy of the included order with the
i/supplier. Otherwise, no additional action is required.
Transaction #: 067803
Transaction Name: 07/08/2014-11:01-Berg-Hewlett-Packard Company L
Release Method: Manual
Order Tvpe: Standard
If you have anv questions, please contact vour system administrator for assistance.

Thank vou,
ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not reply to this email.

purchase order

R
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How to add an individual to a
requisition for review — Ad Hoc

Do not use this feature; this feature does not work the way we were initially instructed to use it.

You are not able to add an individual to a requisition for their review. Instead you can attach an
email in the Internal Notes-Attachment of the requisition with the individual’s approval, account
code information or any other pertinent information you would like with the requisition.
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How to Print a Purchase Order for

later use

If you want to print a purchase order for example after you receive an invoice you can do so at

the Checkout screen.

Have your search criteria set as you wish in Checkout

i 2 nitps./iraining esmsolutions.com/ Requisitron Binh
file Edi View Favosites Tools Help

ESREE
O« @B O X| €lemsid-_ (@ snoprse. | £ Requi x| | (1] 5.7 12

B checkout - kathy @ South dakata state government

shop » cart (0} m approve

. B seby: [Tammacsoas 5]

Trasasction & 00
* Tramaction Mame: DRTOT1E 15 Slancs.
ot Waler I
Creste Duse: 5292014
Suppber: G Vet indusies. sz
Tiotal Linw e 3
Teau Valea: 90 87 USD)

Trasasction B: 00MAZ

* Tramaction Mame: PLTACH 190 Stasch Relsans Mamos: Ductonic
Oftcamar

Crasts Dase: 5392014
Suppler: Oficema (Dema)

Teolal Liest Mo 1 [ —
I e . _

In the Next Step: field Select View Order and View

]
Shats: Subrntied 1o Sucpier

Syvtem Mote: 130y [ v |

Bt Bhepe | View Svder =

Setectan: ctve
Stamun: £ Inbsemation Raared

e e ==

Wt S Prvpen G G (7]
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] | B wapssa

rctert Theay

Select Print

purchase order

Tk Water Iy, b Do STHNE

T2 5 Wensem Ave Prrchase Ordes B §

Trasasction & 004

Alin: Gedd Water s, In. Requeted Iy Kashy Sssch

Phone: 1734547890 Requesier Lmait: kay RakhGvme s v
Autherined By: Kathy Stisch

Mo Bancription o ary Unit Prica.

uie0d Low Top Camvan PR 1 Ao
Contract 18 184TF

s Dok Luathes §° Work st PR 4 1M
Contract I 18477

Subtotal:

Tax:

S

Totsk:

General Termy

This PO number must appear on all packing slips, shipping containers, invoices, statements, and
f all claims. This purchase order ks subject to and incorporates
J f thi South Dakats Bureau of Adminitration, Office of
d cond i ding insurance,

indemnity, liability, acceptance, billing, irmpection, warranty, infri '  patarits,
copyrights, use of inf: . supplier’ Bcerses. k

federal, state and local laws, tax,

quantity H this

Lina Totsl
A3use

S5STUSD

WaTusD

Fuse
aTuSe

Hi
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Cliff Notes

The notes below are a quick way of submitting information you must provide when creating
requisitions in ESM without the print screens.

Punch-Out Catalog Orders -
OfficeMax, Grainger & Fastenal

Direct Voucher - Purchases Under $4000

The information provided is after you have shopped and added items to your cart.

Payment Form: PO

Release Method: Electronic

Purchase Order will automatically be released to the vendor. Select Electronic only for the
Punch-Out Catalogs.

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order. OfficeMax does not read External Notes so it is recommended
that you do not provide any information in the External Notes if the order is going electronically to
OfficeMax.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: 615 Office Supplies

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011274

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Local Purchase order

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the
creator of the requisition will receive an email stating the requisition has been approved and they

may now write the purchase order and release it.

Select Checkout
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Select the proper requisition to be submitted. You may have more than one requisition that has
been approved and needs to be submitted to the vendor.

Select Release

Select Continue

Select Place Order

You can then select System Note: History

This will allow you to see that your purchase order was successfully released to the supplier and
you can also print a copy of the purchase order.

Purchasing Card - Purchases Under $4000

The information provided is after you have shopped and added items to your cart.

Payment Form: Credit Card

Release Method: Electronic

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order. OfficeMax does not read External Notes so it is recommended
that you do not provide any information in the External Notes if the order is going electronically to
OfficeMax.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: 615 Office Supplies

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011275

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Purchase Card purchase

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the
creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.

Select Checkout

Select the proper requisition to be submitted. You may have more than one requisition that has
been approved and needs to be submitted to the vendor.

Select Prepare
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Provide the information as described below. The first time you will enter your name, phone
number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each
purchase due to federal rules and guidelines.

Name on Card:

Contact Phone Number:

Card Type: MC

Card #: Use 5555555555554444 wen in the training site, otherwise, you will submit your actual
credit card number in the live production site.

Expiration Date:
Select Continue
Select Place Order

You can then select System Note: History
This will allow you to see that your purchase order was successfully released to the supplier.

ESM Solutions Page 41



Non-Catalog Item Purchases Under
$4000

Non-Catalog Purchasing Card - Purchases Under $4000

Select Shop; then Non-Catalog Item

Type in the Supplier Name and select Go

If vendor is not available, search to see if vendor is on the State’s Accounting System. If the
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and
have it added to the State’s Accounting System; be sure to check the box to add it as a
Purchasing Vendor. The vendor will be available in ESM two days later after it has been added
to the State’s Accounting System.

Select the Vendor with the proper address of where your order is to be received.

Select New Item

Item Service: Is the name of the product. Provide the name as you see on the vendor’s quote.
This information will print on the purchase order and will tell the vendor exactly what it is you are
ordering.

UOM: Stands for Units of Measure. The default is “Each” but you may change the UOM as per
stated on the quote.

Qty: Is the quantity you are purchasing per the UOM.

List Price: Is the price of the item

MFG/Provider: Is the Manufacturer of the product you are ordering

MFG/Provider Part #: Is the vendor’s part number for the product you are ordering

Catalog Item #: Is not always provided on a quote and this isn't required if there is no catalog item
available on the quote.

UPC: Stands for Universal Product Code; | don't think you will use this much but if a quote has it
listed, then | would add it to the requisition, otherwise, you can leave it blank.

CAS Number: Stands for Chemical Registry Service. This is a unique numerical identifier
assigned by Chemical Abstracts Service to every chemical substance. More than likely this will
not apply and you can leave it blank.

Select Add to Cart

Select New Item If you have another item to add to the requisition; fill out the information just as
described above.
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Select Cart when you have added all of your items to purchase. Your cart quantity will vary with
the number of items you are purchasing. When your cart reaches over 99 items, the cart will
state 99+.

Select Continue

Payment Form: Credit Card

Release Method: Manual Only the Punch-Out Catalogs for now will be sent out as an electronic
purchase order.

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011277

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Purchase Card purchase

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the
creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.

Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and
needs to be submitted to the vendor.

Select Prepare

Provide the information as described below. The first time you will enter your name, phone
number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each
purchase due to federal rules and guidelines.

Name on Card:

Contact Phone Number:

Card Type: MC
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Card #: Use 5555555555554444 when in the training site, otherwise, you will submit your actual
credit card number in the live production site.

Expiration Date:

Select Print

Select Adobe PDF, Print and Save in the file location you created for Purchase Orders. Name
the file with the Local Purchase Number such as 15P0011275.

After saving the file close the Adobe purchase order and print screen.
Select Continue

Select Place Order The order will not go to the vendor because you selected Manual and not
Electronic; you will have to do this final step to complete the order.

Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a
confirmation from the vendor that they received the purchase order.

Non-Catalog Direct Voucher - Purchases Under $4000

Select Shop; then Non-Catalog Item

Type in the Supplier Name and select Go

If vendor is not available, search to see if vendor is on the State’s Accounting System. If the
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and
have it added to the State’s Accounting System; be sure to check the box to add it as a
Purchasing Vendor. The vendor will be available in ESM two days later after it has been added
to the State’s Accounting System.

Select the Vendor with the proper address of where your order is to be received.

Select New Item

Item Service: Is the name of the product. Provide the name as you see on the vendor’s quote.
This information will print on the purchase order and will tell the vendor exactly what it is you are
ordering.

UOM: Stands for Units of Measure. The default is “Each” but you may change the UOM as per
stated on the quote.

Qty: Is the quantity you are purchasing per the UOM.

List Price: Is the price of the item

MFG/Provider: Is the Manufacturer of the product you are ordering

MFG/Provider Part #: Is the vendor’s part number for the product you are ordering

Catalog Item #: Is not always provided on a quote and this isn't required if there is no catalog item
available on the quote.
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UPC: Stands for Universal Product Code; | don't think you will use this much but if a quote has it
listed, then | would add it to the requisition, otherwise, you can leave it blank.

CAS Number: Stands for Chemical Registry Service. This is a unique numerical identifier
assigned by Chemical Abstracts Service to every chemical substance. More than likely this will
not apply and you can leave it blank.

Select Add to Cart

Select New Item If you have another item to add to the requisition; fill out the information just as
described above.

Select Cart when you have added all of your items to purchase. Your cart quantity will vary with
the number of items you are purchasing. When your cart reaches over 99 items, the cart will
state 99+.

Select Continue

Payment Form: PO

Release Method: Manual Only the Punch-Out Catalogs for now will be sent out as an electronic
purchase order.

Approval Workflow: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011275

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Local Purchase order

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the
creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.

Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and

needs to be submitted to the vendor.

Select Release
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Select Print

Select Adobe PDF, Print and Save in the file location you created for Purchase Orders. Name
the file with the Local Purchase Number such as 15P0010725.

After saving the file close the Adobe purchase order and print screen.
Select Continue

Select Place Order The order will not go to the vendor because you selected Manual and not
Electronic; you will have to do this final step to complete the order.

Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a
confirmation from the vendor that they received the purchase order.
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Contract Catalog Item Purchases
Under $4000

Contract Catalog Purchasing Card - Purchases Under $4000

Select the Contract Catalog from the list of catalogs listed under the Sourcing Contract of the
product you wish to purchase.

Find the item(s) you wish to purchase; enter the quantity and Select Add to Cart and Cart
Review your cart; make any changes you need and Select Continue
Payment Form: Credit Card

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Route: Agency Workflow

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Internal Note is information that can be viewed only by the State Agency and Office
of Procurement Management. Information you may want to provide is who the item is for or any
other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15P0011182

This is referred to as a Local Purchase Order which will not be encumbered through the State’s
accounting system.

GL Acct. Code: Can be left blanked since it is a Purchase Card purchase

Select Update

Select Request

Requisition is now waiting for the Agency approval. When requisition has been approved, the

creator of the requisition will receive an email stating the requisition has been approved and they
may now write the purchase order and release it.

Select Checkout

Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name,
Supplier and Total Value. You may have more than one requisition that has been approved and
needs to be submitted to the vendor.

Select Prepare
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Provide the information as described below. The first time you will enter your name, phone
number, card type and expiration date; from this point on this information will be retained for
future use. Your card # will not be retained. You will always have to enter your card # for each
purchase due to federal rules and guidelines.

Name on Card:

Contact Phone Number:

Card Type: MC

Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual
credit card number in the live production site.

Expiration Date:

Select Print

Select Adobe PDF, Print and Save in the file location you created for Purchase Orders. Name
the file with the Local Purchase Number such as 15P0011182.

After saving the file close the Adobe purchase order and print screen.
Select Continue

Select Place Order The order will not go to the vendor because you selected Manual and not
Electronic; you will have to do this final step to complete the order.

Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a
confirmation from the vendor that they received the purchase order.
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Encumbrances of Non Contract and
Contract Item Purchases Under $4000

Encumbered Purchases - Purchases Under $4000

This is assuming you have added items to your cart and are ready to checkout; for instructions on
selecting and adding items to your cart see page 1. The instructions below are starting from
Checkout after you have added items to your cart.

Payment Form: PO

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Workflow: Encumbrance To OPM

Your agency approvers will still receive the requisition to be approved. When the agency has
finished the approval stage the requisition will then be routed to OPM for approval and for a
purchase order to be written through the State’s Accounting System.

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed
only by the State Agency and Office of Procurement Management. Information you may want to
provide is who the item is for or any other information you may find pertinent to the requisition.
NIGP Code Required: Select a code that comes closes to what you are purchasing.

Purchase Order #: Enter the Transaction # 011280

GL Acct. Code: You will need to select the proper account code since this will be encumbered
through the State’s Accounting System

Select Update
Select Request
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow.

OPM will then process the requisition into a purchase order and the ordering process has been
completed.

You will receive an email message from ESM Solutions stating the Transaction is complete and
that you must now share a copy of the purchase order to the Supplier/Vendor. DO NOT send a
copy of this purchase order to the Supplier/Vendor. OPM will send a copy to the Supplier/Vendor
and to the Agency Contact Person.

Example of Email from ESM Solutions:
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From: noreply@esmsolutions.com [mailto:noreply@esmsolutions. com] M
Sent: Wednesday, July 09, 2014 9:42 AM -

To: Steven, Berg
Subject: SYSTEM MESSAGE - Transaction 067805 - 07/08/2014-11:01-Berg-Hewlett-Packard Company

Dear Steven,

The following transaction is complete. Since this is a manual order, vou may need to share a copy of the included order with the
i/supplier. Otherwise, no additional action is required.
Transaction #: 067805
Transaction Name: 07/08/2014-11:01-Berg-Hewlett-Packard Company
Release Method: Manual
Order Tvpe: Standard
If you have any questions, please contact vour system administrator for assistance.

Thank vou,
ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not reply to this email.

purchase order

Encumbrances of Non Contract and
Contract Item Purchases >= $4000

Non Catalog and Contract Purchases >=$4000 - Office of Procurement
Management Purchase Order

This is assuming you have added items to your cart and are ready to checkout; for instructions on
selecting and adding items to your cart see page 1. The instructions below are starting from
Checkout after you have added items to your cart.

Payment Form: PO

Release Method: Manual
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order.

Approval Workflow: Agency Workflow

Select Agency Workflow when the dollar amount is equal to or greater than $4000. The
requisition will automatically be routed to OPM for approval and for a purchase order to be written
through the State’s Accounting System.

Use Encumbered to OPM only when the dollar amount is less than $4000 and you want it written
through the State’s Accounting System.

External Note: External Note is information or instructions to the vendor. This information will be
printed on the purchase order.

ESM Solutions Page 50



Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed
only by the State Agency and Office of Procurement Management. Information you may want to
provide is who the item is for or any other information you may find pertinent to the requisition.

NIGP Code Required: Select a code that comes closes to what you are purchasing.
Purchase Order #: Enter the Transaction # 011280.

GL Acct. Code: You will need to select the proper account code since this will be encumbered
through the State’s Accounting System

Select Update
Select Request
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow.

OPM will then process the requisition into a purchase order and the ordering process has been
completed.

You will receive an email message from ESM Solutions stating the Transaction is complete and
that you must now share a copy of the purchase order to the Supplier/Vendor. DO NOT send a
copy of this purchase order to the Supplier/Vendor. OPM will send a copy to the Supplier/Vendor
and to the Agency Contact Person.

Example of Email from ESM Solutions:
From: noreply@esmsolutions.com [mailto: noreply@esmsolutions.com] M

Sent: Wednesday, July 09, 2014 9:42 AM
To: Steven, Berg
Subject: SYSTEM MESSAGE - Transaction 067805 - 07/08/2014-11:01-Berg-Hewlett-Packard Company

Dear Steven,

The following transaction is complete. Since this is a manual order, vou may need to share a copy of the included order with the
i/supplier. Otherwise, no additional action is required.
Transaction #: 067803
Transaction Name: 07/08/2014-11:01-Berg-Hewlett-Packard Company L
Release Method: Manual
Order Tvpe: Standard
If you have anv questions, please contact vour system administrator for assistance.

Thank vou,
ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not reply to this email.

purchase order

R
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How to add an individual to a
requisition for review — Ad Hoc

Do not use this feature; this feature does not work the way we were initially instructed to use it.

You are not able to add an individual to a requisition for their review. Instead you can attach an
email in the Internal Notes-Attachment of the requisition with the individual’s approval, account
code information or any other pertinent information you would like with the requisition.

How to Print a Purchase Order for
later use

If you want to print a purchase order for example after you receive an invoice you can do so at
the Checkout screen.

Have your search criteria set as you wish in Checkout
In the Next Step: field Select View Order and View

Select Print
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