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Introduction

What this Guide will do:

This booklet will highlight the basic procurement methods that are used by State agencies.

Cost saving methods will be revealed as well as provide the user with a desk reference for doing
day-to-day purchasing tasks. This guide will step you through the different funding types and
dollar limits, term contracts, explain purchasing limitations, taxpayer information, sole source
justifications, and collegiate licensing.

This booklet is a supplement to your training and training documents.

What this Guide will not do:

This booklet is not designed to provide a comprehensive guide to State purchasing.

This booklet will not replace the State of Texas Procurement Manual by the Texas Building &
Procurement Commission (TBPC) nor Texas A&M University System purchasing policies.

This document will not replace asking questions.

Contact Information:

Purchasing: Carol Dickinson 886.5220

Accounts Payable: Beverly Graves 886.5213

Purchasing help: 468.3000

Purchasing website: http:// www7.tamu-commerce.edu/purchasing/



Section 1

Limited Orders



Section 1: Limited Purchase Order Procedures

The Limited Purchase document is designed to facilitate the purchase of
smaller items that do not require purchasing office review. The total for each
transaction cannot exceed the threshold amount requiring a bid, currently set
at $3,000. General document information that pertains to the entire document
such as category, departments, vendor, and ship to/invoice to addresses
should be entered using Screen 240. Before placing an order the
Compliance requirements must be reviewed and adhered to by the
purchaser to remain in compliance with State Law. The steps to follow
when entering the information for a Limited Purchase document begin on page
6.

Compliance Requirements:

As a State agency we must be compliant with Prompt Payment Law or we must pay interest on
all delinquent payments to our vendors.

Certain Software Purchases must be purchased through DIR pursuant to HB 1895. Please see
the following website:

http://www.dir.state.tx.us/servlet/products

HEF-Article VII, Section 17, Texas Constitution, places limitations on the use of these funds by
an institution of higher education.

The following types of purchases must be processed using a requisition and forwarded to
Purchasing for processing, as authority has not been delegated to departments, and cannot be
purchased using a Limited Purchase Order.

1) All Software and major Hardware Purchases

2) All Telecommunication Purchases

3) All State Term Contract Purchases

4) All Furniture Purchases

5) All TIBH set-aside purchases, ex. nameplates, furniture, etc.

6) All Printing (except when utilizing the University Printing Services)

Please consult the Purchasing Reference Guide provided by Purchasing for further purchasing
guidelines. It is the department’s responsibility to follow State and System policy regarding the
purchase of goods and services within their delegated purchasing authority.



o Limited Purchasgsezs ---—- *
240 Limited Purch. Header

241 Limited Purch. Items

242 Limited Purch. Closze

243 Limited Purch. Flag Maint.
244 Limited Purch. Notes

245 Copy Limited to Limited

Step 1: Creating the Limited Document Header Record

Go to Screen 240 to create a Limited Purchase Header record

= training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 g@gl
File Edit Options kews Clear FReset PAL PAZ PA3Z Help

F213Z Daocument mumber will be created autematically
240 Limited Furcha=e Header ofoLoe 11: 34
FY 004 CC EC

Screern: Daoc: !D
Doc Year: 2004 Order Dare: Ca_: LF IState:
Dept: PURCH Subdept: Total Awt:

Doc Summary:

Wendor: LDT Cd: _
Reimbur=se ID: FOE: __
Tser Ref: 211 Item= Receiwed:
Date Receiwed:
Ship Teo Addre== Wbr: Invaice To Addre== Wbr: _
Hazie : Hane :
&ddr: &ddr:
Cityr: State: Cinyr: State:
2ip: Countzy: _ 2ip: Country:
Phone: Fax: FPhone: Fasx:

Enter-PFl---FFi---PF2---FF4---PF5---PFE---FPF7---PF&---FF?---FF1l0--FPF1l1--FF1li---
Hmeroa Help EHelp ADDE  Hext Hotes 2dDpt

CWTELNZZ 04-22 Shift: | MWurnLock IBM-3278-2

Type an “L” followed by a zero in the “Doc” field. Press <ENTER>

The message “Document number will be created automatically” will appear in
the message line.

Enter the Order Date (mm/dd/yy).

The Department Code will automatically default to the code associated with
your name. If you are using an account with a different department code,
enter it in the “Dept:” field. If you are using multiple account numbers, list the
department code, if different, for each account number. Press <F11> to
access the ‘add department’ screen. Enter the applicable department codes
and press <ENTER>. Press <F4>,



W 1 _ Default 3270 (tammvs1.tamu.edu) - Encrypted
FEle Edit Iransfer Fonts Options Tools Yiew Window Help

{Qxé AA{ 2R b ok PR PAZ FAS [ (7

F3182 Document number will be created automatically

250 Req. Header Create/Modify 03/08/05 16:00
Fy 2005 CC 21

Screen:

Ooc Enter all Campus Codes and Departments/SubDepartments
Req that will have accounts on this document

Sta

End ﬂept SubDept cc

Cha
Ooc
Sol

Yn I

Press <PF4> to Exit

& |1 Sess-1[128.194.103.18 TAMT4055 11/27 | ::

Note: To find the department code, go to screen 68. Enter the account
number and press <ENTER>. The department code is listed to the right of the
account number.

W 1 - Default 3270 (tammvs1.tamu.edu) - Encrypted
Fle Edit Transfer Fonts Options Tools View Window Help

e B % &S B[R] A AL RS e < @

068 Support Account Search 08/08/05 15:58
FY 2005 CC 21
Screen: Account: ] Title Search:
Dept/SDept Search: Resp Person Search:
Include Deleted Accts:

Sel Description Account Dept SDOept Responsible Person
MEDIA RELATIONS & PUBLICATIONS 202297-00000 YPHR DAYIES, DEBORAH K
MEDIA RELATIONS & PUBLICATIONS- 202297-20300 YPHR DAYIES, DEBORAH K
MEC-COMMUNITY DEVELOPHMENT 202297-20301 CCR BELCHER, PENNY A
WEB SERVICES 202298-00000 WEB HARPER, JAIME J]
WEB SERVICES 202298-20300 WEB HARPER, JAIME 1]
WORK STUDY-MATCHING-ENHANCEMENT 202301-00000 ENRO FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING STUDENT SER 202301-20300 ENROD FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING/ACADEMIC 202302-00000 ENRD FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING/ACADEMIC 202302-20300 ENRD FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-ACADEMIC 202304-00000 ENRO FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-ACADEMIC 202304-20300 ENRO FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-STUDENT 202305-00000 ENRD FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-STUDENT 202305-20300 ENRO FNAID HARRIS, SMITHENIA
E&G SUPP ORP-INSTRUCTION 202701-060000 FRNG2 ANDERSON, JANET G

**x Press ENTER to View More Accounts *x*

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PFB---PF9---PF10--PF11--PF12---

Hmenu Help EHelp Dload

& |1 | Sess-1128.194.103.18 TAMT4058 426

You are now ready to enter the Limited header record information by filling in
the following fields:



Document Summary

Enter the Document Summary information. This is a brief description of the
items being purchased on the Limited Order. Place the most important
information of the description first.

Vendor

Type in the first 3 or 4 characters of the vendor name to which the order is
being placed and hit enter. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct Purchase Order address
press the PF11 key, this will show the vendor addresses. Place an “X” to the
left of the vendor name you wish to use. Press <ENTER>.

Should your desired vendor not be located in the list, contact Accounts
Payable to request that the vendor be set-up.

The pop-up screen will disappear. The header record will appear with the
vendor chosen.

Reimburse ID

This field is to be utilized when reimbursements are required. The Reimburse
ID field is for the person being reimbursed. Use the *Vendor field as directed
above for the merchandise or service acquired. *This helps keep track of the
total dollar amount spent to each vendor for accounting and auditing purposes.

Type in the first 3 or 4 characters of the person named to be reimbursed and
hit enter. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct address press the PF11
key. Place an “X” to the left of the name you wish to use. Press <ENTER>.

The pop-up screen will disappear.

User Reference Number

This is your department’s tracking number. It usually consists of the
department’s account number followed by a sequence number of 4 digits with
a dash in between. Example: 242062-0001

LDT Code (Legal Descriptive Text)

Select a value for this field if necessary. To view the LDT codes, type a “?” in
the LDT field, then hit enter. Place an “X” to the left of the LDT code you
need. Press <ENTER>.

FOB (Free On Board)




FOB is a legal term of title transfer. It is important to know that FOB
determines who is responsible for the goods during the shipment of those
goods. To view the FOB values, type a “?” in the FOB field then press
<ENTER>. Select a value for this field. It is our policy to always ship goods to
our location as “FOB Destination”.

All Items Received

Select a value of “Y” or “N”. If all items have been received, value = “Y”. If
order has not been received, value = “N”.

Date Received
If “All ltems Received” value = “Y”, this field is required (mm/dd/yy).

Ship To - Address Number and Invoice To - Address Number

To view the choices for the ship to and invoice to addresses, place a “?” in the
“Address Nbr:” field and hit enter. The choices will appear in a pop-up
window. Place an “X” next to the desired address and hit enter. Or you can
simply type “001” for the “Ship To” address and “002” for the “Invoice To”
address.

The “Ship To” address is almost always: “001” (Texas A&M University-
Commerce, Central Receiving, 2600 South Neal Street, Commerce, TX
75428). The “Invoice To” address is always: “002” (Texas A&M University-
Commerce, Fiscal Office, P.O. Box 3011, Commerce, TX 75429-3011).

After both addresses are complete, press <ENTER>. The ship to and invoice
to addresses will appear in the header record screen. The header record is
now finished.

The message “Record has been successfully added” will appear in the
message line. A Document Number is assigned to the Limited Order. This
document number will carry forward on all the next screens until the document
is closed.

Press the PF5 key to continue to the next screen.

Step 2: Creating the Limited Purchase Line Items

The next screen number is 241, the Limited Purchase Item screen. This
screen is used to enter accounting information, quantity, unit, price, and
description of each item on the document.



= training - CWTELNET - tammvs1.tamu.edu - 128.194.103.18 E@E|

File Edt Options kKeys Clear Resst PA1 PAZ PAS Help
0012 Please enter desired medifications
241 Limited Purchase Item 10401 03 11: 40
DALLAS MOENING HEW3 ¥ 2004 CC EC
Screen: _ Dec: L300002  Igem: 1.0
Tnit Ext.
Item 3t Bccount ey, oM Price --Disc.-- Price
1.0 162160 20200 4025 100 TR__ E&0_0000 _ 260._00
Corvmn: De=zc: Dallax Morning Fews, daily deliwvery.
Fart:
Froc cd: _ 3x: Cost Ref 1: Z: 2
IC v : - Desc: - B
Part:
Proc «d: _ Bt: Co=t Bef 1: 2 2
Coaim: I TYTT _ B
Part:
Froc cd: _ 3x: Cost Ref 1: Z: 2
Page [FFE): _ Documant Total: 2E0_00
In Proces=ss=
Erter-PF1---PFZ---PF2---PF4---FF&---PFE---FPF7---PFi---FF?---PFl0--FF11--PFlZ---
Hmera Help EHelp Hext IDe=c Bhkwd Frwd Clcct Macct Tazns
CWTELMSZ 04-12 Shift  [MurnLaock IBM-3275-2

Tab to the blank field listed under “Account”. Type the account number
followed by a support account.

The next 4 spaces are for the object code. Object Codes are used to classify
the products and services purchased. Type in the object code for the item
being purchased. To access the object codes list, type a “?” in the field and
press <ENTER>. Either partial object codes or words may be used to search
this list. Put an “X” to the left of the object code to be used and press
<ENTER>.

Type the quantity, unit of measure, unit price, and, if applicable, the discount.

Description

This is the line item description of the merchandise being ordered. Type the
description as it would appear on the supplier’s invoice. This information is
important as the Limited Order line item description and the supplier’s invoice
must match to be paid. Press <ENTER>.

Line Items

Continue each line item as listed above until all items have been entered.

Message will appear “x item(s) added, y item(s) updated, z item(s) deleted”

You are now ready to continue to the next screen to close the document.
Press PF5.
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Step 3: Closing the Document

You will be on screen 242, Limited Purchase Close Screen.

training - CWTELNET - tammvs1.tamu.edu - 128.194.103.18
File Edit Options Keys Clear Resst PA1 PAZ PA3 Help

FO01l2? Plea=e enter desired modifications
242 Limited Purcha=e Close iofolfoe 11: 41
¥ 004 CC ECQ

Screen: Doc: La00002 In Proces=s=s

Clo=e Document:

Doc Summary: DALLAS MOENING NEWS SUBSCRIFT ION
Doc Year: 2004 Doc Date: 10/01/200% Cat: LF State:
Dapt: FURCH  Sub Dapt: Total Awe: 260.00

Wendoxr: 145657939740 DALLAS MORNING HEWS LDT C4d:
Reimburse Id: FOE:

VUser RBef: LEEZ160-000Z &l1l Items Received: N
Date Received:

Enter-PFl---FPFZ---PF2---PFd---PF5---PFE---FF1---FPF5---FF9---PFl0--FF1l1--PFli---|
Hmenu Help EHelp Hext Item Route Recal Warns=

CWTELNZZ 0412 | shift Nomlock | [ Emarez |

Verify that all information is correct. If correct, tab to the document close field
and type a “Y” for yes. If you do not wish to close the document, type an “N”
for no. Press <ENTER>.

If you typed “Y” the document is now closed.
After the document is closed a message will appear “Type ‘Y’ to submit to

Routing & Approval.” Type in ‘Y’ and press <ENTER>. The document has
been submitted to the signer for approval.

The message “Additional Routing (FYI/FYA)” is used in special circumstances.

Always ask Accounts Payable first!

Cat: RO uUser ReT: 2
Contact HEATHER K

Fh:
i L Type Order: FURN

Total Amount:
Close Document?
Budget Bala

Enter-FF1 FF. FF4 FF5 FFG PFT
Hmenu Help  EHelp Mext Item Route

& 1 Seas 11110000 TAMTESER TR
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Modifying the Document

A document cannot be modified when the document is closed. If you need to
modify the document, open the document by going to screen 242. Enter the
document number and place an “N” in the document close field. Press
<ENTER>. The document now can be updated. Close the document on the
242 screen when finished.

Please note that a document cannot be modified if Accounts Payable has paid
the invoice in full and/or when the document is “completed”.

An AP-500 is always required if the invoice is received in the
department!

Required fields:

e Purchase Order# - Limited, Exempt, or Purchase (only)
Department — department that the purchase is being made for
Contact Name — name of the individual that created the document
Date — date that the AP500 is created
Dept Code — department code that the merchandise or service is
purchased for
Phone: - phone number of Contact person
e Amount submitted for payment/reimbursement
e Name and Social Security Number for individual seeking

reimbursement
¢ Date invoice received in department (Payment will not be made unless

this information is provided.)

In special circumstance there is a box at the bottom of the AP500 to be used if
the check will be disbursed by the department or the check will be picked up!
Always check with Accounts Payable first!

If you would like to avoid having to prepare Form AP-500
Please Read The Following

When placing an order to the vendor it is necessary to request the invoice be
mailed directly to Accounts Payable with the Limited Purchase Order number
listed on the invoice. If the invoice is sent directly to Accounts Payable from
the vendor and no additional documentation is required, the process of
entering the invoice in the system will be made without using an AP-500.

Vendor Certification

Form AP-500 will also be used for vendor certification. Vendor Certification is
required for any payments being requested without an invoice. Examples of
such payments would be services provided by individuals for services
rendered.

12



Questions relating to the Form AP-500 should be directed to Accounts
Payable. You can reach Lee Riddle at X5061, Ginger Bostick at X5057 or
Stacey Preas at X5227.

13



Texas A&M University-Commerce
Voucher Payment Request AP-500

Purchase Order #: Date:
Contact Name: Phone:
Department: Dept. Code:

I Required

The attached invoice, receipt, advertisement tear sheet, completed registration form, completed membership form,
subscription form, and other documentation are for the purchase order number listed above.

Amount Submitted for payment/reimbursement: $

(Below is only required if for reimbursement for expenses incurred by an employee or student):
Name and social security number of person being reimbursed: (if reimbursement for expenses incurred):

Name

Social Security Number

| Required

Date invoice received in department; :
This is arequired field (payment will not be made unless this information is provided)

Vendor Certification (use when invoice or original receipts are not available — attach screen print of items on screen 241 if
Limited Order/or signed receiving report stating date payment is to be made available if Purchase Order was created)

| certify the described articles or services were contracted for and the account is true, correct and unpaid.

Vendor Signature:

Date:

Please supply remittance address below if not clearly stated on documentation.
(this will ensure that payment is made to correct name and address)

Remit to:

Name:
Street and/or PO Box:
City, State and Zip:

Specify contact person and telephone number of person to call if check is to be disbursed by the department rather than
mailed directly to vendor.

Please call

at ext when check is ready.

14
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Formatted: Indent: Left: 40.5 pt,
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Tabs: 234 pt, Left + Not at 216 pt
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\‘[ Formatted: Tabs: 234 pt, Left

Formatted: Indent: Left: 40.5 pt,
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Section 2

Exempt Orders
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Section 2: Exempt Purchase Order Procedures

An exempt purchase screen is used to capture information that pertains to the
purchase of tangible and intangible goods that are exempt from TBPC
purchasing requirements. The following is a list of purchases that are
considered “Exempt Purchases”:

Travel — In-state or Out-of-state

Membership Dues

Registration

Advertising Services

Procurement Card Purchases (Note: $2,999.99 limit)

Fo———— Exempt Purchases —--——- *
233 Copy Exempt to Exempt

235 Exempt Purch. Header

236 Exempt Purch. Itens

237 Exempt Purch. Closze

238 Exempt Purch. Flag Maint.
237 E=xempt Purch. Notes

Step 1: Creating the Exempt Document Header Record

Go to Screen 235 to create an Exempt Purchase Header record

=8 training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 E@g|
File Edit ©Options Kews Clear Reset PAL PA2 PA3 Help

F7133 Only Exemnpt FO= can be acces=ed on thi= screen
225 Esxempt Purchass Hzad:sr 1001 02 11:1
¥ 2004 CC EC

Screen: Doc:
Doz ¥ear: 2003 Ordasz Date: Cat.: EP Stats:
Dept: Subdept: Total Awk:

Doc Summary:

Wendor: LDT Cd: _
Beimburse ID: POE: _
User Ref: 211 Items Beceived:
Date Recziwved:
Ship Te &ddress Wbr: _ Inwaice To iddress Hbr: _
Hame: Hame:
&ddr: Addr:
City: State: Cityr: State:
Zip: Country: _ Zip: Countzy: _
Fhone: Fax: Fhone: Fax:

Enter-FFl---FPFZ---PF3---FPF4---PFS---FF&---FF7---FF§---FF3---PFl0--FF11--PF12-—|
Hmenu Help EHalp ADDE Next Hotes adlpe

CWTELNGZ 04-22 MurnLeck [BM-3275-2

Doc: Type an “E” followed by a zero in the Document number field.
Press <ENTER>

The message “Document number will be created automatically” will appear in
the message line.
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Order Date: Enter the “Order Date” (mm/yy/dd).
(Change the Department code, if necessary.)
Enter the purchase header record information by filling in the following fields:

Document Summary

Enter the Document Summary information. This is a brief description of the
items being purchased on the Exempt Order. Try to put the most important
information of the description first. For example: Subscription/Wall Street
Journal.

Vendor

Type in the first 3 or 4 characters of the vendor to which the order is being
placed. Press <ENTER>. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct Purchase Order address

press the PF11 key, this will show the vendor addresses. Place an “X” to the
left of the vendor name you wish to use.
Press <ENTER>.

Should the vendor and/or vendor’s address not be located on the list, contact
Accounts Payable (Stacey Preas at X5227) to request that the vendor be set-

up

The pop-up screen will disappear. The header record will appear with the
vendor chosen.

Reimburse ID
This field is to be utilized when reimbursements are required. The Reimburse

ID field is for the person being reimbursed. Use the *Vendor field as directed
above for the merchandise or service acquired. *This helps keep track of the

total dollar amount spent to each vendor for accounting and auditing purposes.

Type in the first 3 or 4 characters of the person named to be reimbursed and
hit enter. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct address press the PF11
key. Place an “X” to the left of the name you wish to use. Press <ENTER>.

The pop-up screen will disappear.

User Reference Number

17



This is your department’s tracking number. It will usually consist of the
department’s account number followed by a sequence number of 4 digits with
a dash in between. Example 162062-0001

LDT Code (Legal Descriptive Text)

Select a value for this field if necessary. To view the LDT codes, type a “?” in
the LDT field, then hit enter. Place an “X” to the left of the LDT code needed.
Press <ENTER>.

FOB (Free On Board)

FOB is a legal term of title transfer. It is important to know that FOB
determines who is responsible for the goods during the shipment of those
goods. Select a value for this field. It is our policy to always ship goods to our
location as “FOB Destination”.

All Items Received

Select a value of “Y” or “N”. If all items have been received, value = “Y”. If
order has not been received, value = “N”.

Date Received
If “All tems Received” value = “Y”, this field would be required (mm/dd/yy).

Ship To - Address Number and Invoice To - Address Number

To view the choices for the ship to and invoice to addresses, place a question
mark in the “Address Nbr:” field and hit enter. The choices will appear in a
pop-up window. Place an “X” next to the desired address and hit enter. Or
you can simply type “001” for the “Ship To” address and “002” for the “Invoice
To” address.

The “Ship To” address is almost always: “001” (Texas A&M University-
Commerce, Central Receiving, 2600 South Neal Street, Commerce, TX
75428). The “Invoice To” address is always: “002” (Texas A&M University-
Commerce, Fiscal Office, P.O. Box 3011, Commerce, TX 75429-3011).

After both addresses are complete, press <ENTER>. The ship to and invoice
to address will appear in the header record screen. The header record is now
finished.

The message “Record has been successfully added” will appear in the
message line. The Document Number is assigned to the Exempt Order. This
document number will carry forward on all the next screens until the document
is closed.

Press the PF5 key to continue to the next screen.
Step 2: Creating the Exempt Purchase Line Iltems

18



The next screen number is 236, the Exempt Purchase Item screen. This

screen is used to enter accounting information, quantity, unit, price, and

description of each item on the Document.
training - CWTELNET - tammvs1.tamu.edu - 128.194.103.18

File Edit Options Keys Clear Reset PA1 PAZ PAZ Help
F0012 Please enter desired modifications
£26 Exempt Furchase Item 1001702 LL1: 1§
EBEARWICE ENTERFRIZEZ Y 2004 CC EC
Boreen: Doc: E40000% Ivem: 1.0
Tnit Ext.
Item 3t Account =108 oM Frice --Disc.-- Price
Coman: Dese: _
FPart:
Froc cd: _ 3% Co=t Ref 1: 2: 2
Coma: Dezc: B
FPart:
Proc cd: _ B Co=t Ref 1: 2: 2
Comm: Tesc: B
Fart:
Froc cd: _ B Co=t Ref 1: 2: 2:
Fage [(E/E): _ Document Tewal:
In Frocess
Enter-FF1---FFi---FFi---FF4---FF5---FF6---FF7---FPF&---FF9---FFl0--PFl1--FFli---|
Hrerma Help EHelp Next IDe=c Bhwd Frwd Clcect MAcct Tarns
CWTELNZZ 0412 | shift [WumLock | | [1BrM-3275-2 p|

Tab to the blank field listed under “Account”. Type the account number
followed by a support account.

The next 4 spaces are for the object code. Object Codes are used to classify
the products and services purchased. See below for the Exempt Object
Codes to be used.

ol

Fle Edt Transfer Forks Optirs Tooks Wiew Window Help
¥ 8xXRS B AAAS DG w7

screen: Acct Type: S Exempt/Delq: E

Func
STATE EMPLOYEE RELOCATION
TRAVEL IN-STATE -- OTHER
TVL- IN-MILEAGE.-OFF CAMPUZ COURSES
TRAVEL OUT-OF-STATE -- OTHER
TELECOM - MONTHL

WMEWMBERSHIP DUES- COUN
MEMBERSHIP DUES/FEES
REGISTRATION

TISING SERVICES - ALL OTHER
EUENT CARD PURCHASES
\TERING SERVI
ALCOHOL PURCHA!
End oT D& LAk
Enter-PF1---PF2---PF3---FF4-- -PF5- - -PFG- - -PF7---PFB PFQ- - -PF10--PF11- -PF12- - -
Hmenu Help EHelp

1 Sessl LHLISLI0XL0 TAMTOGE iz

Type the quantity, unit of measure, unit price, and, if applicable, the discount.

Description

19



This is the line item description of the merchandise being purchased. Type
the description as it would appear on the vendor’s invoice.

Line Iltems

Continue each line item as listed above until all items have been entered.
Press <ENTER>.

Message will appear “x item(s) added, y item(s) update, z item(s) deleted”
Continue to the next screen to close the document. Press PF5.

Step 3: Closing the Document

You will be on screen 237, Exempt Purchase Close Screen.

=& training - CWTELMET - tammvs1.tamu.edu - 128.194.103.18 g@gl
File Edit Options Keys Clear Reset PAl PAZ  PAZ  Help

FO0l? Please enter desired medificavions
£27 Exempt Furchase Close infolfoz 11: 25
¥ 2004 ©C EC

Screen: I_ Doc: E400002 In Frocess

Cloze Document:

Deoc Summary: AUSTIN/DICKINGONS FAMIS SEMINAR
Doc Fear: 2004 Doc Dase: 10501720032 Cat: EF Zrtate:
Dept: FURCH Sub Dept: Total Amt: 1E250.00

Wendor: 17854522670 BARWICK ENTERFERISES LDT Cd:
Reimbur=s Id: FOE:

User Bef: 162160-0001 &11 Items Receiwed: N
Date Received:

Enter-FPFl---FFi---FPF2---FF2---FPF5---PF6---FF7---PF&---FF3---PFl0--PF1l1--FFli---|
Hmerma Help EHelp Next Item Foute Recal Tarns

CWTELMSZ 04-12 Shift MumLock. IBM-3278-2

Verify that all information is correct. If correct, tab to the document close field
and type a “Y” for yes. If you do not wish to close the document, type an “N”
for no. Press <ENTER>.

If you typed “Y” the document is now closed.
After the document has closed a message will appear “Type ‘Y’ to submit to

Routing & Approval.” Type in 'Y’ and press <ENTER>. The document has
been submitted to the signer for approval.

The message “Additional Routing (FYI/FYA)” is used in special circumstances.

Always ask Accounts Payable first!
Modifying the Document
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A document cannot be modified when the document is closed. If you need to
modify the document, open the document by going to the 237 screen. Enter
document number and place an “N” in the document close field. The
document now can be updated. Close document on the 237 screen when
finished.

Please note: A document cannot be modified once Accounts Payable has
paid the invoice in full and/or when the document is “completed”.
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Section 2a

Exempt Orders - Travel
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Section 2a: Exempt Travel Purchase Order Procedures

An exempt purchase screen is used to capture information that pertains to the
purchase of tangible and intangible goods that are exempt from TBPC
purchasing requirements. This screen will be used to take the place of the
travel application. General travel information that pertains to the entire travel
document such as department code, vendor, and document summary should
be entered using screen 235.

Step 1: Creating the Exempt Travel Document Header Record

Go to Screen 235 to create an Exempt Travel Purchase Header record

= training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 Q@E|

File Edit Options Kews Clear FReset PA1 PAZ PAZ Help
F7123 Only Exempt FO= can be accessed on this screen
225 Exempt Purcha=e Header 1040102 11:11)

¥ Z00% CC EC

Screen: Doc:

Doc Wear: E004 Ordez Date: Cat.: EF State:
Dept: Subdept: Total Amt:
Doc Bummaryr:
Wendor: LDT Cd: __
Reimburse ID: FOE: __
U=er Ref: &l1 Items Receiwed: _
Date Receiwed:
Ship To Addres=s Nbr: _ Inweoice To Addre==s Mbz:
Harie : Harie :
Addz: Addz:
Citer: Jtate: Citer: Jtate:
2ip: Country: 2ip: Country:

Fhorne: Fax: Fhorne: Fax:

Enter-FFl---FFZ---PF2---FIF4---PF3---FF6---FI7---PF&---FF9---FFl0--FFll--FFlZ-—-|
Hrerma Help EHelp ADDE  Hext Hotes 240pt

CWTELM3Z 04-22 MumLock, IEM-3278-2

Type an “E” followed by a zero in the Document number field.
Press <ENTER>

The message “Document number will be created automatically” will appear in
the message line.

Enter the “Order Date” (mm/dd/yy).
If necessary, change Department code.
Enter the Travel Header Record information by filling in the following fields:

Document Summary

Complete the document summary field by identifying the destination and
traveler. Example: Travel/Austin/Giddens

23



Vendor

Enter the traveler’s last name or as much as will fit in the space allowed.
Press <ENTER>.
(Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with the
characters entered. To search for the name with the correct address press
the PF11 key, this will show the addresses. Place an “X” to the left of the
name and address needed. Should the name and/or correct address not be
located on the list, contact Accounts Payable to request that the person be
set-up in the vendor file.

Press <ENTER>.

The pop-up screen will disappear. The header record will appear with the
vendor chosen.

Reimburse ID

This field is to be utilized when reimbursements are required. The Travel
exempt purchase document should be created with the person traveling as the
vendor and the reimbursing vendor is the current contracted credit card
company. Example:

Vendor: Rex Giddens

Reimburse ID: Bank One Travel Card

Type in the first 3 or 4 characters of the vendor to be reimbursed and hit enter.
(Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct address press the PF11
key. Place an “X” to the left of the name you wish to use. Press <ENTER>.

The pop-up screen will disappear.

User Reference Number

This is your department’s tracking number. It will usually consist of the
department’s account number followed by a sequence number of 4 digits with
a dash in between. Example 162062-T001

LDT Code (Legal Descriptive Text)

Leave this field blank.

FOB (Free On Board)

Leave this field blank.
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All ltems Received

Enter “N” in this field.

Date Received

Enter the first date of travel or leave this field blank.

Ship To - Address Number and Invoice To - Address Number

Enter “001” for the “Ship To” address and “002” for the “Invoice To” address.
Press <ENTER>.

The ship to and invoice to addresses will appear in the header record screen.
The header record is now finished.

The message “Record has been successfully added” will appear in the
message line. The Document Number is assigned to the Exempt Travel
Order. This document number will carry forward on all the next screens.

Notes

Required: The note section will be required on an Exempt Travel document.
The note section is used to identify the itemization of the cost of the trip.

Press <PF9> to add the itemization of expenses.

= training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 g@g|
File Edit Options Keys Clear Reset PA1 PAZ PAZ Help

FO012 Flease enter desired modifications

225 Emenpt Purchase Header 10/01f02 11:18
F¥ Z0o0d CC EC|
B oo e o +
| FOO0Z Record has been succes=fully added |
| E400003 0.0 Fosition at line: |
| Lins TEEXEEEE Wote Tamt FEEEEELE |
Toc | 1 >3fobe enbered 10/01/02 BY DICKINSON, CAROL__ |
| z MUTETIN, TEXAZ |
Eeim | 2 0-12-200% - l0-16-2002 |
| q LODGING:  $a00. |
| 5 MEALS: $150. I
Ehi | E PARKING: % Z5. |
Ham | 7 MILEAGE: §l23. I
add | & [—
| L] [
| 10 I
| 11 I
ciw | 1z | TX
2i | FF4=Exit FE7=FItem FF&=Hltem Fage (F/BSE): _ |
Phen | I
B e +
Entez-PFl---FF2---PF3---PF4---FPF§---PFE---FF7---FF&§---FF9---FFl0--PFL1--FFlZ-—-
Hmerss Help EHelp ADDE  Wext Hotes 240t
CWTELNZZ 06-55 Shift MNumLock, IBM-3275-2

Enter the itemization of expenses on the pop-up screen: Meals, Lodging,
Mileage, Parking, Taxi, etc.

Press <ENTER>.
Press <F4> to exit. You will be back on screen 235.

Press the PF5 key to continue to the next screen.
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Step 2: Creating the Exempt Travel Line Iltems

The next screen number is 236, the Exempt Travel Item screen. This screen
is used to enter accounting information, quantity, unit, price, and description of
the trip.

= training - CWTELNET - tammvs1.tamu.edu - 128.194.103.18 g@@

File Edit Options Keys Clear Reset PAl PA2  PAS Help
FOOL1l2 Please enter desired modifications
26 Emampt Purcha=s Item 10/01 02 14:0Z
EAFWICK ENTERFRISES Iy Z004 CC EC
Screen: _ Doc: E40000%8 Item: 1.0
Tnit Ext.
Item 3t Account Ny LLlel S Frice —-Di=c.-- Frice
1.0 162160 Z0200 2011 1l.00 LOT_ 1&50.0000 _ 15000
Cognmn: Da=zc: duscin/Dickinson l0-12-2002 - L0-1E-Z20032
Fart: FAMIZ Beminar
Proc cd: _ Bt Cost Bef 1: = 2
C i - Desc: - B
Pare:
Froc cd: _ 3t Co=t Bef 1: Z: 2:
Coman: T Dec: - -
Fart:
Froc cd: _ 3t Cost Ref 1: = kN
Page [E/B): _ Document Total: 15000
In Froces:s
Enter-FFl---FFZ---FPT3---FF4---FI5---FFE-—-FF7---FF&---FF#---FFl0--FFll--FFli---
Hmenu Help EHelp Mestt IDesc Ekwd Frwd Ciacct Macct TWarns
CWTELMEZ 04-12 Mook, IEM-3278-2

Tab to the blank field listed under “Account”. Type the account number
followed by a support account.

The next 4 spaces are for the object code. The Object Codes for Exempt
Travel are:

3011 Travel In-State
3017 Travel In-State Mileage — Off Campus Courses
3111 Travel Out-Of-State

Type the quantity, unit of measure, unit price.

Description

This is the line item description of the trip. It should include the destination,
date of trip, traveler, and purpose of trip. (An Exempt Travel document should
have only one line item for the total amount of expected funds to be expensed
by the traveler.) Due to the limited amount of characters in this field, restrict
the description to: Last name, date of travel, and location.

Example: Giddens/10-2 — 10-7/Austin
Press <ENTER>.
Message will appear “x item(s) added, y item(s) update, z item(s) deleted”

Press PF5 to continue to the next screen to close the document.
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Step 3: Closing the Document

You will be on screen 237, Exempt Purchase Close Screen.

=& training - CWTELMET - tammvs1.tamu.edu - 128.194.103.18 g@gl
File Edit Options Keys Clear Reset PAl PAZ  PAZ  Help

FO0l? Please enter desired medificavions
£27 Exempt Furchase Close infolfoz 11: 25
¥ 2004 ©C EC

Screen: I_ Doc: E400002 In Frocess

Cloze Document:

Deoc Summary: AUSTIN/DICKINGONS FAMIS SEMINAR
Doc Fear: 2004 Doc Dase: 10501720032 Cat: EF Zrtate:
Dept: FURCH Sub Dept: Total Amt: 1E250.00

Wendor: 17854522670 BARWICK ENTERFERISES LDT Cd:
Reimbur=s Id: FOE:

User Bef: 162160-0001 &11 Items Receiwed: N
Date Received:

Enter-FPFl---FFi---FPF2---FF2---FPF5---PF6---FF7---PF&---FF3---PFl0--PF1l1--FFli---|
Hmerma Help EHelp Next Item Foute Recal Tarns

CWTELMSZ 04-12 Shift MumLock. IBM-3278-2

Verify that all information is correct. If correct, tab to the document close field
and type a “Y” for yes. If you do not wish to close the document, type an “N”
for no. Press <ENTER>.

If you typed a “Y”, the document is now closed.
After the document has closed a message will appear “Type ‘Y’ to submit to

Routing & Approval.” Type in 'Y’ and press <ENTER>. The document has
been submitted to the signer for approval.

The message “Additional Routing (FYI/FYA)” is used in special circumstances.

Always ask Accounts Payable first!

Modifying the Document

A document cannot be modified when the document is closed. If you need to
modify the document, open the document by going to the 237 screen. Enter
document number and place an “N” in the document close field. The
document now can be updated. Close document on the 237 screen when
finished.

Please note: A document cannot be modified once Accounts Payable has
paid the invoice in full and/or when the document is “completed”.
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TRAVEL VOUCHER HELP

1. Complete back of voucher first. Meals, lodging and mileage will be

automatically forwarded to the front page.

2. See travel web site to determine whether hotel, airline, or rental car is contracted with the
state. The Texas A&M University-Commerce Certification form should be completed, signed,
and attached to all vouchers.

3. Original receipts are required for everything except meals; all receipts must show full payment
of the expense.

4. Do not use abbreviations, names of conferences and organizations must be written one time
on voucher.

5. Travel to Washington, D.C. requires completion of the State's approval form before departing.
6. Employees of the State of Texas are exempt from State hotel tax. The Hotel tax exemption
form should be presented to the hotel upon check in. (Form is on web site).

7. State tax for lodging is not reimbursable.

8. See 2005 updates on Travel web site.

FRONT OF VOUCHER

___Section 2: Agency Number 751

___Section 3: Agency Name Texas A&M-Commerce

____Section 9: Document Amount Same as TOTAL-Section 18

____Section 10: Pay to: Name and Address of traveler

___Section 11: Title: Traveler's title

___Section 12: Designated Headquarters Commerce, Mesquite, etc.

___Section 13: Texas ldentification Number Social Security Number

___Section 16: Service Date Last date of trip

____Section 17: Description City, State traveled to and Exempt Purchase number.

____Section 18: DISTRIBUTION Same for in-state and out-of-state

___Fares, Public Transportation

___Taxi Bus, taxi, train, cab, shuttle, etc.

____Air Fare (If not direct billed to the University).

___Rental Car: Rental cost
(Contract-Avis, Advantage, Enterprise)

___Personal Car Mileage is automatically forwarded to the front of voucher.

____Meals and/or lodging: Section k or Section w are automatically forwarded to the front of
voucher

__Parking: Total of parking expenses

___Incidental expenses: Hotel tax, registration, gas for rental car, business calls, toll way
charges

__Section 19: Signatures

____Claimant: Signature of traveler and date of signature

____Supervisor Required when claiming Actual Expenses

BACK OF VOUCHER

In-State Meals and Lodging

___Section a Leave headquarters Date and time traveler left headquarters for trip
___Section b Arrive headquarters Date and time traveler arrived back from trip
____Sectiond Meals not to exceed $30 Meals for overnight travel not over $30.00
___Section e Lodging not to exceed $80 Lodging per night not over $80.00

28



___Sectionf TOTAL meals and lodging for each day

___Section k Total meals and lodging Total meals and lodging for entire trip
___Section g, h, i, | Actual expense Used instead of d, e, f when claiming over $80
Out-of-State Meals and Lodging

___Section m Leave headquarters Date and time traveler left headquarters for trip
____Section n Arrive headquarters Date and time traveler arrived back from trip
____Section p Meals not to exceed State Rate Meals for overnight travel not over State
___Section g Lodging not to exceed State Rate Lodging per night not over State Rate
___Sectionr TOTAL meals and lodging for each day

____Section w Total meals and lodging Total meals and lodging for entire trip
____Section s, t, u, x Actual expense Used instead of p, q, r when claiming over State Rate
___Sectiony Information Required... List travel dates, duties, mileage, etc.

___Date: each date of trip.

___(Center) List by day duties completed and places visited

___Mileage Point-to-Point List mileage from each town, school, site, etc.

Select | for in state and O for out-of-state. Mileage will be brought forward to front page.
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Section 3

Requisition Order Procedures

30



Section 3: Requisition Procedures

A requisition is used to capture information that pertains to the request for
purchase of goods and services. Any purchase for goods or services of
$3000.00 or more requires a requisition. The types of goods on the following list

also require a requisition.

All Software and major Hardware Purchases
All Telecommunication Purchases

All State Term Contract Purchases

All Furniture Purchases

DR WN -
oo ——

All TIBH set-aside purchases, ex. nameplates, furniture, etc.
All Printing (except when utilizing University Printing Services)

Please consult the Purchasing Reference Guide provided by Purchasing for further
purchasing guidelines. It is the department’s responsibilities to follow State and System
policy regarding the purchase of goods and service within their delegated purchasing

authority limit.

The following is a list of the Requisition screens. Usually only screens 250, 251, 254, and

256 are needed.

Fomm Requisitions * ——--—--—- *
250 Reg. Header Create/Modify

251 Req. Shipping and Text Info.
252 Req. Additional Header Text
253 Req. Sole Source Justification
254 Reg. Item Create/Modify

255 Reqg. Item Description Cont'™d
256 Req. Document Close

258 Req. Flag Maintenance
258 Req. Notes

247 Copy Document to Redq.

Step 1: Creating a Requisition Header Record

Go to Screen 250 to create a Requisition Header record.

= training - CWTELNET - tammvs1.tamu.edu - 128.194,103.18 EI@EJ
File Edit Options Keys Clear Reset PA1 PAZ PAS Help

F219% Decument rumber will b creaced amcomatizally
250 Rag. Headsr Craate/Modify

Screen Doc: G0

10/01/0% 11:42
FY 2004 CC EC

Dept: PURCH SubDept:
Doc Summary:

Doc. ¥ear: z00d Total Ameunt:
<< Daves >

Decument: 10/01/0%  Cat.:  User Ref 9t Req:

Bequized Contack Person: Ph:

Zrare Buayer: _ Th:

End Rarsarch (BN _ Type Pands: _ Type Oxdes:

Change Wa. Frint Dac? _

etachment=: |

Sele Souzce (WH): _  Emezgency(W/H): _ Cavalegae Ocdez(T/W): _
< Buggested Wendozs 33
Un IO =z FEI Un ID: »z FEI:
2ddr: hddr:
FH: TaK: FH: Tak:
Enter-FFLl---FF2-——FF&---FT4---F[§——FF6-—-FT7---FF4—--F[§---FF10--FF1l--FTlz---
Hmeros Help EHelp W SResn EResn Nowes Adien AdDps

CWTELMSZ 04-21 Shift MumLock IBM-3278-2
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Type an “R” followed by a zero in the “Doc:” field.
Press <ENTER>

The message “Document number will be created automatically” will appear in
the message line.

You are now ready to enter the requisition header record information by filling in
the following fields.

Category

The category defines certain characteristics of the requisition for accounting and
receiving. The following is a list of Categories:

RO  Regular Order

BU Blanket Unencumbered — used for a Master Order
BO Blanket Order references a Master Order

BE Blanket Order Encumbered — used for a Master Order

User Reference Number

This is your department’s tracking number. It usually consists of the
department’s account number followed by a sequence number of 4 digits with a
dash in between. Example 242062-0001

Contact Person and Phone

The name and phone number of the person whom Purchasing should contact if
further information is needed or there are questions about this requisition.

Research (Y/N)

Is this purchase part of a research grant/project? Y/N.

Type of Funds
Indicates the highest restricted fund used for purchases (i.e.,
state/local/federal/HEF). A “?” in this field will access the database for “Type of

Order”. Place an “X” to the left of the selected type of order. (See Index for the
list of Type of Funds and Type of Order.)

Type of Order

Classifies the order based on Type of Funds. Enter the “Type of Order” code.
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Department Code

The Department Code will automatically default to the code associated with your
name. If you are using an account with a different department code, enter it in
the “Dept:” field. If you are using multiple account numbers, list the department
code, if different, for each account number. Press <F11> to access the ‘add
department’ screen. Enter the applicable department codes and press
<ENTER>. Press <F4>.

- Default 3270 (tammvs1.tamu.edu) - Encrypted
Fle Edit Transfer Fonbs Options Tooks Yiew Window Help

e DX BES AA‘{ 3B Tt | pAd PR2 PR3 | <

F3192 Document number will be created automatically

250 Req. Header Create/Modify 08/08/05 16:00
FY 2005 CC 21

Screen:

Doc Enter all Campus Codes and Departments/SubDepartments
Req that will have accounts on this document

Sta

End Dept SubDept cc

Cha

Doc

Press <PF4> to Exit

|1 Sess-1 128,194.103.18 TAMT4055 11/27 |

Note: To find the department code, go to screen 68. Enter the account number
and press <ENTER>. The department code is listed to the right of the account
number.

W 1 - Default 3270 (tammys1.tamu.edu) - Encrypted

File Edit Transfer Fonts Options Tools Wiew Window Help

e QX BES E,A‘A‘A' a L | PA1 PRZ PAI |« ¢7

068 Support Account Search 08/08/05 15:58
Fy 2005 CC 21
Screen: Account: [ Title Search:
Dept/S0ept Search: Resp Person Search:
Include Deleted Accts:

Sel Description Account Dept SDept Responsible Person
MEDIA RELATIONS & PUBLICATIONS 202297-00000 YPHMR DAVIES, DEBORAH K
MEDIA RELATIONS & PUBLICATIONS- 202297-20300 YPHMR DAYIES, DEBORAH K
MEC-COMMUNITY DEVELOPMENT 202297-20301 CCR BELCHER, PENNY A
WEB SERVICES 202298-00000 WEB HARPER, JAIME 1]
WEB SERVICES 202298-20300 WEB HARPER, JAIME 1]
WORK STUDY-MATCHING-ENHANCEMENT 202301-00000 ENROD FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING STUDENT SER 202301-20300 ENROD FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING/ACADEMIC 202302-00000 ENRD FNAID HARRIS, SMITHENIA
WORK STUDY-MATCHING/ACAODEMIC 202302-20300 ENRD  FNMAID HARRIS, SMITHENIA
STATE WORK STUOY MATCH-ACADEMIC 202304-00000 ENROD FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-ACADEMIC 202304-20300 ENROD FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-STUDENT 202305-00000 ENROD FNAID HARRIS, SMITHENIA
STATE WORK STUDY MATCH-STUDENT 202305-20300 ENRD FNAID HARRIS, SMITHENIA
E&G SUPP ORP-INSTRUCTION 202701-00000 FRNG2 ANDERSON, JANET G

*x% Press ENTER to Yiew More Accounts #xx

Enter-PF1---PF2---PF3---PF4---PF5---PFE---PF7---PFB---PF9---PF10--PF11--PF12---

Hmenu Help EHelp Oload

& |1 Sess-1[128.194,103.18 TAMT 4058 4iz6




Document Summary

Type in the Document Summary. This is a brief description of the items being
purchased on the Requisition. Always place the most important information of
the description first. For example: Gateway, E4200 Computer or, if you are
using a state term contract, type the words “State Contact” before the
description of the goods requested to be purchased.

Sole Source

Is the merchandise requested a sole source item? Values: Y/N. If “Y”, a pop-
up window and Screen 253 (Sole Source) will need to be completed when they
appear.

Emergency Purchase

Is this an emergency purchase? Values: Y/N. If “Y”, a pop-up window will need
to be filled out.

Emergencies occur as the result of unforeseeable circumstances and may
require an immediate response to advert an actual or potential public threat. If a
situation arises in which compliance with normal procurement practice is
impracticable or contrary to the public interest an emergency purchase may be
warranted to prevent a hazard to life, health, safety, welfare, property or to avoid
undue additional cost to the state.

Catalog Order (Y/N)

Type “N”.

Vendor

The Vendor Identification Number (VIN) or Federal Employer Identification
Number (FEIN) for your suggested vendors is required. The Vendor
Identification number can be found by searching the FAMIS Vendor database.

Type in the first 3 or 4 characters of the vendor to which the order is being
placed and hit enter. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with those
characters. You will search for the vendor with the correct Purchase Order
address (pressing the PF11 key will show the vendor address) and place an “X”
next to the desired vendor. Press <ENTER>.

The pop-up screen will disappear. The header record will appear with the
vendor you chose.

The message “Record has been successfully completed” will appear in the
message line. The Document Number is assigned to the Requisition. This
document number will carry forward on all the next screens until the document is
closed. Press PF5 to continue to the next screen.
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Reimburse ID

This field is to be utilized when reimbursements are required. The Reimburse ID
field is for the person being reimbursed. Use the *Vendor field as directed above
for the merchandise or service acquired. *This helps keep track of the total
dollar amount spent to each vendor for accounting and auditing purposes.

Type in the first 3 or 4 characters of the person named to be reimbursed and hit
enter. (Or use an asterisk (*) and hit enter.)

A pop-up window will appear with a listing of all vendors that start with these
characters. To search for the vendor with the correct address press the PF11
key. Place an “X” to the left of the name you wish to use. Press <ENTER>.

The pop-up screen will disappear.

Step 2: Creating the Requisition Shipping and Text

The next screen number is 251 - Requisition Shipping and Text

= ! training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 g@g|
File Edit Options Keys Clear Reset PAl PAZ PA3 Help

FO0l2 Plea=se enter desired modificavions

251 Feg. Shipping and Text 10405402 11: 48
¥ 2004 CC EC

Screen: Doc: RE000O05

Ship Te &ddress Nbr: 001 Invoice To Addre=s=s Nbr: 00Z

Ware: Wame:

&ddr: &ddr:

Cityr: Jtate: Cityr: Jtate: _ |

2ip: Country: 2ip: Country:
Fhone: Fax: Fhone: Fax:

Text codes:

additicenal
Test Lines:

More test

lires=:
Enter-FF1---FFZ---PF2---FF4---FF5---FF&---PF7---FPFi---FF9---PFl0--FPFl1--FFli---
Hmern Help EHelp Haxt Hotex

CWTELM3Z 07-10 Shift [MumLock IEM-3275-2

Ship To - Address Number and Invoice To - Address Number

To view the choices for the ship to and invoice to addresses, place a question
mark in the “Address Nbr:” field and hit enter. The choices will appear in a pop-
up window. Place an “X” next to the desired address and hit enter. Or you can
simply type “001” for the “Ship To” address and “002” for the “Invoice To”
address.
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The “Ship To” address is almost always: “001” (Texas A&M University-
Commerce, Central Receiving, 2600 South Neal Street, Commerce, TX 75428).
The “Invoice To” address is always: “002” (Texas A&M University-Commerce,
Fiscal Office, P.O. Box 3011, Commerce, TX 75429-3011).

After both addresses are complete, press <ENTER>. The ship to and invoice to
address will appear.

Text Codes

Special vendor instruction text codes pertaining to the entire requisition may be
entered on this screen. To view text messages, place a “?” in the text code field
and press <ENTER>. Place an “X” next to the desired text code(s) and press
<ENTER>.

The message “record has been successfully modified” will appear.

Press the PF5 key to continue to the next screen.

Step 3: Creating the Requisition Line Items

The next screen number is 254, the Requisition Line Iltem Create/Modify screen.
This screen is used to enter accounting information, quantity, unit, price, and
description of each item on the Document.

= [E[=]

File Edit ©Options Keys Clear Feset PAl PAZ PAS Help

FO01l2? Plea=ze enter desired modifications
254 Bag. Line Item Create/Modify 10/ 01502 11: 54
F¥ 2004 CC EC

Screen: _ Dec: RA00005S  Item: _ 1.0
Estimated
Quant ity TN Trit Price Extended Price
1 TR 2000
Commodityr: Froc Cd: _ Cost Ref 1 Z: 2
Fart Wbz: Desc: PJER Joftware and Service

Contract Peried: #/1L/2002 thru &/ 2172004,

Eefff FY'03:  F20000E.

F¥ CC ---- Account ---- PFct. Amt ¥
__ lbZle0 Z0200 55E1 100
Moare De=c (YWD _ Moare Items (T/H): _ Print Line: _ Item Deleted:
Enter-FPF1---FFi¢---FF2---FF4---PF5---PFE---FPF7---PF&---PF3---FFl0--PF1l1--FFli---
Hmerm Help EHelp Hext Hote=s Chcot Ma3cco

ST R 1= A e ke ool TRRA AmmA A

Type the quantity, unit of measure, unit price, and, if applicable, the discount.

Commodity

Identifies the code for classifying goods and services. These commodity codes
will be developed in the future. At this time leave this field blank.
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Pro Cd

Procedure Codes are used to identify vendor discounts, trade-ins, and no
charge line items. Use a “?” to access the database. The choices will appear in
a pop-up window. Place an “X” next to the desired code and hit enter.

W | - Default 3270 [tammvs ] tamu,edu] - Enciypted
Fie Bl Tewde Foots Oplors Took View Wrdew Help

FOXES LR (R A KSR e 2

FOO ite I L T T T
254 Req.
*A* D ICTIONARY HELP #*»
screen: Doc: RS01223
W VALUES MEANING

! COMMMENT {NOT PRINTED)
BLANK HORMAL PROCESSING
F FINAL
Commodity: g u MULTIPLE INVOICE(OTY NOT MATCHED)
Fart Hbr: - N HNO CHARGE
R TRADE- IN/REDUCTION IN INVENTORY
T TEXT (PRINTED ON PO}
v VENDOR DISCOUNT

DeTault:
Rule: IAFPR-PD-ITEM-PROC-CD
: IAFPR-DOCUMENT
Field: PD- ITEM-PROC-CD

Select a Value or Press <PF4> Lo Quit
More IT
Enter-PF1 D...PF3---PF4---PF5---PFG---PF7---PFA---PFO- - -PFi0--PF11--PFi2---
Hmenu Help EHelp Next 5 CAcct MACCT

& 1 Sess-1120.194.103.18

Inventory Part Number

The inventory part number is used to define specific items within a department.
This is especially useful for supplies that are repeatedly ordered. (Optional)

Description

This is the line item description of the merchandise being ordered. Enter the
pertinent information about the item to be purchased. Such as, brand name,
model number, version, color, manufacturer’s part number, etc. Type the
description as it would appear on a Purchase Order (do not use all capital
letters).

Account Information

Tab to Account field. (FY and CC will default to the current fiscal year and our
campus code-21.)

Account: - Account number followed by a support account. The next 4 spaces
are for the object code.



Object Codes

(http://www7 .tamu-commerce.edu/fiscal/Property_Management/objcodehlp.html )

Object Codes are used to classify the products and services purchased. Type
in the object code for the item being purchased. Some definitions for Object
Codes are:

Equipment:
Non-consumable property that is owned or received by A&M-Commerce. The

three areas of concern are capitalized, controlled and non-controlled.

Capitalized:
Equipment costing $5,000.00 or more with a useful life of at least one-year must

be recorded as a capital asset in FAMIS and the inventory system. FAMIS
Object codes 8400-8479 are for these capital purchases.

Controlled:

Certain items are controlled that are considered to be highly susceptible to theft
or misuse and cost less than $5,000.00 but more than $499.99. These items
are controlled in the inventory system, but not recorded as a capital asset.
Object codes 5775-5779 are used for these controlled items. Examples of
controlled equipment are computers, printers, projectors, etc. Please note that
firearms and cash registers are always controlled regardless of cost.

Non-Controlled:
FAMIS object codes 5750-5774 are specified for non-controlled equipment with
a unit cost from $0 — 4,999.99.

Policy: Asset value must be recorded at the actual cost of the asset plus all
costs required when placing the asset into service, such as freight and other
related professional expenditures incurred in the purchase of the item. Contact
Jennifer Perry (5042) with any questions about Object Codes.

Pct: - Specify the percentage of the total dollar amount of the line item to be
paid by the specified account. Type: “100”, if only one account is being used. If
multiple accounts are being used, on the first account leave the Pct field blank,
fill in the amount to be paid from that account, and on the second account, type
“100” in Pct and leave the amount field blank. Press <ENTER>.

Message will appear “Record has been successfully added”.

Additional Line Items

Press <ENTER> for additional line items.
Continue each line item as listed above until all items have been entered.

You are now ready to continue to the next screen to close the document.
Press PF5.
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Step 4: Closing the Document

You will be on screen 256, Requisition Document Close screen.

training - CWTELNET - tammys1.tamu.edu - 128.194.103.18

File Edit ©Options Keys Clear Reset PAl PAZ PA3 Help

FO013 Flease enter desired modifications
256 Requisition Document Close 10/0L/0% 11: 5§
FY 2004 CC Ec|

Screen: _ Doc: R40000S
<< Date= >

Document: 1040172008 Cat: RO User Ref: 1621E0000% 3t Req:

Start  : 09/0L/200% Contact Ferson: CAROL DICKINZON Ph: 202-5386-5220

End : 08/21/2004  Buyer: Ph: - -

Bequized: Besearch (%/N): N Type Funds: 5  Type Order: HIED

Change : Ho. Last Frint Date:

Sole Bource: ¥ Emergency: N
Doc Bummary: FJE ANNUAL RENEWAL
Total Amount: 2,000.00 Untransferred Total: 2,000.00
In Praocass

Close Document? N

Budget Falance Owerride: _ Bession: 2E19CD Date: 03/20/02
Enter-PFl---FF2---FF2---PF4---FF5---FF6---FF7---FPF&---FF9---FF1l0--PFl1--FFl&---|
Hmers Help EHelp Wewt  Item Route Warns
CWTELNZZ  [04-12 | Shift [NumLock [ 1BM-3278-2 A

Verify that all information is correct. If correct, tab to the document close field
and type a “Y” for yes. If you do not wish to close the document, type an “N” for
no.

If you typed “Y” the document is now closed.

After the document is closed a message will appear “Type ‘Y’ to submit to
Routing & Approval.” Type in Y’ and press <ENTER>. The document has been
submitted to the signer for approval.

The message “Additional Routing (FYI/FYA)” is used in special circumstances.
Always ask Accounts Payable first!

@ "Y' to submit to Routing & Approval:
Doc Summary:
Additional Routing (FYI/FYA)
Total Amount:

- -PF5- - -PFG- - - Pl
Next Item Rout

@1 Sl 12000800 TAM TO 133
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Closing the document generates encumbrances, which set aside funds to pay
for the purchase. All requisitions, except those that are set up as a blanket
order, are encumbered. The encumbrances are established using the 7 digit
document ID created when the requisition was entered. The user reference
number entered on the header of the requisition, and the encumbrances will be
transferred to the purchase order. These encumbrances may be viewed on
Screens 20, 21, 22, and 26, and 62.

Modifying the Document

A document cannot be modified when it is closed. If you need to modify the
document, open it by going to the 258 screen. Enter document number and
place a “Y” in the Reopen Document field. The document can now be updated.
Close document on the 256 screen when finished.

Please note that a document cannot be modified once it has been transferred to
a Purchase Order.

W 1 - Default 3270 (tammys1.tamu.edu) - Encrypted =18 x|

Fie Edit Transfer Fonts Options Tools View ‘window Help

FAXEE LR AALS R R o P

F6501 Update not allowed because document is routing
258 Req. Flag Maintenance NO VENDOR ON DOCUMENT 08/09/05 15:56
FY 2005 CC 21
screen: Doc: R501223
Cancel / Delete Document:
Freeze Document: R
Reopen Document: b

Delete all Items: b

Delete/Undelete Item: thru Item:

Enter-PF1---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PFQ---PF10--PF11--PF12- - -
Hmenu Help EHelp Track Accts Extnd Items Warns

& 1 Sess-1128194103.18 TAMTO968
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Copying a Purchase Order to a Requisition

Purpose: Copying from a purchase order to a requisition is useful when
renewing annual maintenance purchase orders (such as, copiers, software
maintenance, etc.) or making a new requisition for a recurring order (such as,
bookbinding, dissertations, etc.). Copying from the prior year’s purchase order,
in the case of an annual renewal, or from the last purchase order, in the case of
a recurring order, insures that all of the required information is on the new
requisition.

Step 1: Copying a Purchase Order to a Requisition

Go to Screen 247.

- ! train - CWTELNET - tammvs1.tamu.edu - 128.194.103.18 (= |[B[X]

File Edit Options Keys Clear Fesek PAl PAZ PAS Help
Fz922 End of line item= on file

247 Copy Documents - to Beguisition 1040802 10: 04
¥ 2004 CC EC
Screen: I_ Doc: FE0000L Item: From Wendoer: HECKMAN EINDERY
From Doc F¥: 2003
Hemw Doc: RO F¥: 004 Cat_: RO Dt: 100172002

or
Existing Daoc:

Header Screen:

Punc Item  —--—- Desc —————- Quant ity Unit Frice o Ext. Price =1
< 1.0 Standard binding Z00.00 6.7500 E& lz50.00
Z£.0 PRecasing, per weol 40.00 F.E000 EA 1lzg.00
< 2.0 Hand sewing, pec En.oon 5.0000 EA 100,00
= 4.0 Ower 12" height 2000 07500 E& 15_00
= 5.0 Ower 2" thickness T7.00 1.0000 E& 7.0

Enter-FFl---FFi---FI2---FF4---FF5---PP6---FPF1---PI&---FI9---FF1l0--FFll--FFli---
Hmenu Help EH=lp AdDpt

CWTELN3Z 04-12 MumnLock, IBM-32758-2

In the “Doc:” field, enter the purchase order number you are copying from.
Press <ENTER>.

A pop-up window with a dept code will appear. Changes and/or additions to the
dept code(s) can be made at this time. Press <ENTER> twice.

In the “New Doc:” field, enter “R” followed by a zero. “FY:” will default to the
current fiscal year. It can be changed to the next fiscal year for an annual
renewal, if needed. “Cat..” is “RO”. “DT:” is the current date. Press <ENTER>.
The line items on the purchase order being copied will appear on the screen.

In the “Header Screen:” field, enter a “Y” (for yes). Under “Func”, enter a “C”
(for copy) by the line items you wanted copied to the new requisition. Press
<ENTER>.
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Step 2: Making Necessary Changes to the New Requisition

Screen 250 will appear with a new R#. Make any necessary changes. For
example: user reference number. Press <ENTER>. Press <F5>.

On screen 251, make any necessary changes. Press <ENTER>. Press <F5>.

On screen 254, make any necessary changes in the quantity, unit price,
description, fiscal year (FY)* and/or account number. Press <ENTER>.

*Note: the fiscal year is copied from prior Purchase Order. Check the fiscal
year on the account number line to make sure it is correct.

Press <ENTER> again to go to the next line item. Make any necessary
changes. Press <ENTER>. Continue through all of the copied line items.
Press <F5>.

On screen 256, if all of the information is correct, tab to the document close
field and type a “Y” for yes. If you do not wish to close the document, type an
“N” for no. Press <ENTER>.

If you typed “Y” the document is now closed. Routing pop-up window appears.
(See page 39 for more routing information)

Closing the document generates encumbrances, which set aside funds to pay
for the purchase. All requisitions, except those that set up a blanket order, are
encumbered. The encumbrances are established using the 7 digit document ID
created when the requisition was entered. The user reference number entered
on the header of the requisition, and the encumbrances will be transferred to
the purchase order. These encumbrances may be viewed on Screens 20, 21,
22, and 26, and 62.

Modifying the Document

A document cannot be modified when the document is closed. If you need to
modify the document, open the document by going to the 258 screen. Enter
document number and place a “Y” in the Reopen Document field. The
document now can be updated. Close document on the 256 screen when
finished.

Please note that a document cannot be modified once it has been transferred to
a Purchase Order.
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Requisition Status:

To check the status of your requisition, go to screen 914.

In the “Document” field enter your document number. For example:
“‘PRQ21R400111".

Press <ENTER>.
You will be able to see the status of your requisition.

“Transferred” means the requisition was transferred to a purchase order on the
date listed.

Kevs Clear Reset PA1 PAZ PA3 Help
FEZZEL This document has already received final approval
314 Document Routing History 10701703 14: 59
CC EC|
Zcreen: __ Document: PROECEZ00011
Position at line: _
Ln Description
1 The following people have seen this document:
Z Submitted 0zZ/08/03 14:23 DICEINSON, CAROL J (203-226-52ZZ0)
3 Approved 02706403 14:23 DICEINSON, CAROL J (303-886-52Z0)
4 Sigmed 0Z/10/032 10:11 EDWARDE, CONNIE J (000-22&6-E0&0)
£ Approved/FYI' 02710402 10:1F EDWAILDE, CONNIE J (000-22&6-E0&0)
& Approved/FYP O0Z/10/02 1E5:11 MCHNAIR, JOE L (903-462-30E56)
? Approved/FYP O0Z/10/02 1E5:1& MCNAIR, JOE L (903-462-30E56)
g Transfer 0Z/10403 1E:27 MCHAIER, JOE R (903-462-30E56)
2 The following people have an Info/Notify copy of this document:
10 Hotify 02710703 15:27 DICEINSO0M, CAROL J (303-886-52Z0)
11
12
1z
14
1kt
Page (F/BFE): _
Enter-PFl---PFZ---PF3---PF4---PF5---PF5---PF7---PF3---PF3---PFF10--PF1l1--FFlz---|
Hwmerma Help Eck Furd
CWTELNSZ 04-12 Shift  MumLock IEM-3275-2
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Section 4

Receiving Procedures
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Section 4: Receiving Procedures

Receiving is a Texas A&M University-Commerce internal function, which will
be a part of the 3-way match in the Purchasing Module. The data is compared
from the Purchase Order to the receiving information as well as the invoice
information for the 3-way match.

To begin receiving procedures you must know the document number (Exempt
Order Number, Limited Order Number or Purchase Order Number of the items
you are receiving.) Please note that you cannot do receiving with a
requisition number. The process of receiving entails creating a receiving
document, receiving one or more line items, and closing the receiving
document. The Receiving Closing process completes the match for receiving
the document. All invoices input to the system will be verified by a systematic
check to verify that the information matches the Purchase Order (“E”, “L”, or
“P” #s) and actual items received. If items had been invoiced and a pending
voucher was created, the items will be matched for receiving and the pending
voucher will pay through accounting.

If the merchandise ordered was delivered first to Central Receiving and
Central Receiving delivered it to you, then Central Receiving will do the
Header Record for the receiving.

To do your part of the receiving in this case, go to screen 321 and enter the
document number. Press <ENTER>.

The document information should appear on the screen. If it does, then press
PF5 to continue to screen 322 and Step 2.

If it doesn’t, then contact Central Receiving (5760) to have them enter the
receiving information, so that you can proceed with the receiving procedure.

If the merchandise came directly to your department from the vendor, then you
need to fill in the information required on screen 321 as described in Step 1.
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Step 1 Creating the Receiving Document

Go to Screen 321 to create a Receiving Document Create record.

= training - CWTELNET - tammvs1.tamu.edu - 128.194.103.18 E@E|
File Edt oOptions kKeys Clear Reset PAl PAZ PAZ  Help

FO012 FPlease enter desized modificacions
221 Receiwving Document Create [(Depts. ) 1001402 15: 0%

7 Z00& CC EC
Screen: I_ Doc: P200012  Bhipment: 1 of 1 244 Shipment:

Doc Bummary: SCANNER

Pec by Dept: FURCH Rec by U=er: DICEINSON,. CAROL Feow De: 027244 2002
Cazrriez: OTHER Carziesz Doc: Facking Dec:
Piece=: Total: Z Damaged: Weight-1h:

Ship to: Dept: PURCH

Wame: CENTRAL RECEIVING Fhone: Ext:
&44r: ZE00 ZO0UTH NEAL STREET Fax:
City: COMMERCE Stace: TX Zip: 75429 Country:

------------------------- Purchase Order Information —-—---—---—---—=---—--=-—---—
Document De: 02/ 10/ 2002 Vender: 17549539030 EBARWICK RECORD CORF

3tare jii-H Cat_: RO Wser Ref: 1EZ160-0101 FOE: DP

End ii-H Contact Ferson: CAROL DICKINION Fh: F03-G86-5ZE0)

Exp.Dlwry Dt: Euyer: JRM JOE MCHAIR Ph: F02-4E65-2055

Enter-FFl---FFZ---FF3---FF4---FF5-—--FF&---FF7---FI&§---FF3---FF10--FF1ll--FFlz---
Hmerm Help EHelp Hext DDe=c Cncl  A4dr PHote DNote INote

CWTELMGZ 04-12 MurLock IBM-3278-2

Type the document number in the action line. (Remember it must be an “E”,
“L”, or “P” document.) Press <ENTER>.

The message “please enter a valid shipment number or “Y” in the add
shipment” will appear. If the merchandise was delivered directly to your
department by the vendor, then type a “Y” in the add shipment field. Press
<ENTER>. The system will pull in the purchase order information.

Enter the following information:

Rcv Dt: Date you received the merchandise

Carrier: Carrier Delivering Shipment (you can
type “?” and <ENTER> for a list of
carrier ID’s)

Carrier Document#: From the Carrier's Document (optional)

Packing Slip Number of the packing Slip (optional)

Pieces: Total number of pieces delivered

Damaged?: Number of pieces damaged

Weight - Ib: Weight in Ibs. of delivery (optional)

Press <Enter>. The message “Record has been successfully added” will
appear in the message line.

Press the <PF5> key to continue to the next screen.
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Step 2

Create the Receiving Items

The next screen number is 322, the Receiving Item Create screen. This

screen displays the purchase order line item detail and allows entry to indicate

what items have been received.

= training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 E@@

File Edit Options Kews Clear

FOOL1? Plea=se enter desized
222 Beceiwing Item Create

Reset PAl

medifications
EARWICK RECORD CORF

PAZ PA3 Help

1040103 18: 2]
Yy go0d CC EC

Scresn: Doc: P2OO0LE  Bhipment: 1 Item: 1
Fg 1 of 1l Viewed Fgl=)
Ny Boceptad Total Current
Itbem o Ordered Other =hps Accepted Shipment Qlty
1.0 EA_ 1.00 1.00 Aeocept: 100
De=sc: HPF Scandet 7200 Feject: _
z.0 Ea l.00 l.00 Accept:  1.00
De=c: EBlack toner for HP Scandet 74500 Redect: _
Accept:
Desc: Feject:
Accept:
Des=c: Redect:
Accept:
Dasc: Reject:

*** End of Item= Li=zt ***
Entezr-PFl---FFZ---PI2---FIF4---PIi---FFE---FPI7---PT5---FF9---FPF1l0--FFl1--FFli-—-|
Hmerma Help EHelp MWext  AcBeocr Fhwd Frwd PBNokbe Acdll Rlesc

CWTELMN3SZ 04-12 MurnLock, IEM-3278-2

Receiving Line Item create options

Tab to the item that has been received and type the quantity received in the
Accept field. If an item is rejected, type the quantity of the items rejected and
enter the appropriate QLTY code. Type a “?” in QLTY field and press
<ENTER>. This will access the rejection reason options. Put an “X” to the left
of the reason that applies and press <ENTER>.

If all items have been received, press <PF6> to accept all items on the screen.

The message “record has been successfully modified” will appear in the
message line.

Press PF5.
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Step 3 Closing the Document

You will be on screen 326, Receiving Document Close screen.

=k training - CWTELNET - tammys1.tamu.edu - 128.194.103.18 EJEIS|
File Edit Options kKews Clear Reset PA1 PAZ PAS Help

FOOL1? FPlea=se enter desizred medificacions
226 Beceiwving Document Close 1040103 15: 26
My zo04 CC EC

Screen: Doc: P2OO0LE  Bhipment: 1 of 1
Doc Bummary: ISCANNER

Fec by Dpt: PURCH Bec by User: DICCEZLT Date: 0Z/24/2002
Carrier: OTHEER Carrier Doc: Pieces:Total: £ Damage:

Current Jtatus: IN FROCEZS

Close Receiving Document: N ['N' to RBeopen if clo=ed]
Cancel Receiving Deocument: W [('H' to reinstare if cancelled]

<< Dates= >3 VWendor: 17549599020 EARWICK RECOED CORP
Document @ 0EF 1020032 Cat.: RO Wear Raf: 1EZ1E0-0101

Exp Dlwry: Conmtact Person: CAROL DICEINZON Ph: 902-886-52Z20
Priez Inw. Forced: Euyez: JEM JOE MCHAIR Fh: J02-4585-2056
Enter-PFl1---FPFZ---PF2---FPF4---PF&i---FF&---PF1---PF&---PF9---PFl0--PFl1--FPFlZ---
Hmeru Help EHelp Hext Hotes Items
CWTELMNSZ 04-12 MurnLack. IEM-3275-2

Verify that all information is correct. If correct tab to the close receiving
document field and type a “Y” for yes.

If the Invoice has already been received in Accounts Payable, there will be a
screen that says “successfully matched” and the invoice number. Press
<ENTER> to confirm.

The document is now closed.

Modifying the Document

A document cannot be modified when the document is closed. If you need to
modify the document, open the document by going to the 326 screen. Enter
document number and place an “N” in the document close field. Press
<ENTER>. The document now can be updated. Close document on the 326
screen when finished. Modifying the Receiving document has to be done
before a 3-way match has occurred.
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Section 5

Encumbrances and Open Commitments
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Section 5: Encumbrances and Open Commitments

Encumbrances in the FAMIS purchasing module are established when a
document is closed. The encumbrances are created at the account and object
code level. An encumbrance is generated for each account and object code
combination on a document. The encumbrance is keyed primarily by the
document (E, L, R, or P) number.

All encumbrances established by the purchasing module are posted into the
financial account module. These encumbrances may be viewed on the Open
commitment screens (see the Open Commitment Section below).

Requisitions

Encumbering in the FAMIS purchasing system begins with the requisition. All
requisitions, except for those that set up a blanket order, are encumbered.
The encumbrances are established using the 7 digit document ID created
when the requisition is entered.

The encumbrances are not established until the document is closed on screen
256. Once the document is closed, no changes can be made unless the
document is reopened. If changes are made which affect any amount,
adjustments will be made in the encumbrances when the document is closed
again.

Purchase Orders

Purchase orders are also encumbered by FAMIS. In all cases, the purchasing
department transferring items from a requisition will establish a purchase
order.

When a purchase order document is closed, the system will check to see if
this purchase order was created from transferring a requisition. If it was, the
system will released the encumbrances created from the requisition and
establish new encumbrances under the purchase order number.

If a requisition is transferred to a bid document, the encumbrances will remain
under the requisition number until the bids are opened and the purchase order
is created and closed.

User Reference Number

The user reference number entered on the header of the requisition will be
transferred to the purchase order. Therefore the encumbrances will contain
the same user reference number for both the requisition and purchase order.
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Open Commitment Screens

Screen 62 — OC by User Ref or PO Number

This screen lists the encumbrances for a particular account.
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Appendix
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Recalling a Document from the Signer Desk

Step 1 Recalling a Document for Correction when document is on the Signer Desk

e Go to screen 912 (Document Out-Box). Select document to recall by placing the curser
on the document number and tapping <PF5>.

¢ A text box will appear asking to confirm recall. Type a “Y” to recall and tap <enter>.

¢ A text box will appear asking for reason for recall. Type reason for recall and tap
<enter>. (Message will appear at top of screen that document has been recalled to the
creator)

Step 2 Re-opening document, correcting, and rerouting

Use the following screens to re-open document

Limited Purchase Order: 243 — Flag Maintenance
Exempt Purchase Order: 238 — Flag Maintenance
Requisition: 258 — Flag Maintenance

e To re-open document type the Document Number in the document number field and tap
<enter>.

e Tab down to Re-open field and type “Y”. Tap <enter>. (This will re-open the document.)

e The document is now ready for correction. Once correction is made, document has to be
closed and sent back through the routing process.
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Recalling a Document
after Document has been Approved

Step 1 Recalling a Document when the document has completed routing

¢ The document has to be placed back into routing. Step 1 can only be done on Limited and
Exempt orders.

Use the following screens to place document into routing:

Limited Purchase Order: 242 - Limited Purchase Close
Exempt Purchase Order: 237 - Exempt Purchase Close

e Go to appropriate screen and type in document number in the document number field.
Tap <enter>.
e Tap <PF7> to place document into routing.
A pop-up window will appear with the following message: “This document has already

completed routing and received final approval. You may restart routing process by typing a 'Y’
below.”

e Type 'Y'to submit to routing and approval and tap <enter>.

The following message will appear at the top of the screen: “Document is now at desk SIGNER
DESK.”

e The document is now on the signer’s desk and can be recalled by following the procedures
for recalling a document from the signer’s desk.

Step 2 Recalling a Document when the document is on Signer Desk

o Go to screen 912 (Document Out-Box). Select document to recall by placing the curser
on the document number and tapping <PF5>.

o A text box will appear asking to confirm recall. Type a “Y” to recall and tap <enter>.

o A text box will appear asking for reason for recall. Type reason for recall and tap
<enter>.

(Message will appear at top of screen that document has been recalled to the creator)
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Step 3 Re-opening document, correcting, and rerouting

Use the following screens to re-open document

Limited Purchase Order: 243 — Flag Maintenance
Exempt Purchase Order: 238 — Flag Maintenance
Requisition: 258 — Flag Maintenance

e To re-open document type the document number in the document number field and tap
<enter>.

e Tab down to Re-open field, type “Y” and tap <enter>. This will re-open the document.

e The document is now ready for correction. Once correction is made, document has to be
closed and sent back through the routing process.

Please note Requisitions cannot be recalled after routing is complete. A Requisition
document would need to be rejected by the Purchasing Office. This sends the document
back to the creator. The creator can then re-open the document, make changes, and
send it back through the routing process.
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Status Check Screens
278 and 914

To check the receiving, invoicing, or paid status of an order, go to screen 278.

In the “Document” field enter the document number. For example: “P400541”.
Press <Enter>.

S8 - CWTELNET - tammws] . tamu.edu - 128.194,103.18

File Edit Options Keys Clear Reset PAL PAZ PAZ Help
F23Z1 Make =selection to procesd £o scresn 279
278 Document Incuiry QZfzE/04  S:0LATY
FY¥ Z004 CC 21
Socresn: Document: P400541

Doc Summary: & PRINTER CARTRIDGES - 2 HP C40%84'5 &4 4 HP QE8104
Vendor: 17600452541 T 5 TECH

Reinkurse IDI: Dog Fi; z00d Dec Amt: 520.00
Uszer Ref: L1lZ1020=-0042 Status=s: CO Amt Inwv: 520.00
Doz Dare: 103172003 Route 3t: FN Awt. Wehr: 530000
Clas=s: P oth ASP Srec: Inw Forced:
Category: RO T2AE Daoc Type: 2
LP Received: Buyer: JOE MCHAIR
Nby Invoice=: 1 Catalogue Order: Contact: ESANDYT EOND
S Line Quantity oM Description F Tmit Price Extended Price
_ 1.0 Z.00 EA Z printer cartridges for 27,0000 174,00
2.0 4_00 Ea 4 printer carvridges for 1la4._ 0000 41&._00

*** End of line ditems ***
Enter=PFl==<PFEZ===<PF2===PFd===<PFE==<PF&E===PF7===PF2===<PF9==<PFl0==PFll==PFlE==-
Hmenu Help EHelp Inwe Recw D1Pre Acets Prine Lefr  Righe

CWTELN3Z  [03-40 Mumlock | . [1Em-32782 2

“Status” and “Route St” (highlighted) show the status of the document (Status), and the routing
(Route St). Document status values include: in process (IP), closed (CL), deleted (DL), and
completed (CO). Routing status refers to the document’s status in regards to the routing and
approval system.

“Doc Amt”, “Amt Inv”, and “Amt Vchr” (highlighted) refer to the amount encumbered, the amount
invoiced, and the amount paid.

Using the <PF> keys more information can be viewed in regards to invoicing <PF5>, receiving
<PF6>, and accounts <PF8>.
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The <PF11> key allows viewing of receiving, invoice, and matched information (highlighted).
Note: Vendors generally mail the invoice the day they ship the merchandise. This means the
merchandise should arrive at Central Receiving within days of Accounts Payable receiving the
invoice. Accounts Payable enters the invoice information that shows on this screen. When a
department does it’s receiving, their information shows on this screen.

=& _ CWTELNET - tammws1.tamu.edu - 128.194.103.18

File Edit Options Keys Clear Reset PAlL PAZ PA3 Help
Fz3EZ1 Make selection to proceed tao screen 79
278 Document Incuiry OZ/25/04 10: 425
FT E004 CC E1
Socreen: Document: P400541

Doc Summary: © PRINTER CARTRIDGES - Z HP C402c6h'5S & 4 HP Q25104
Vendor: 17600458541 T 5 TECH

Beimburse ID: Doc FY: z004 Lioc bAmtc: E30.00
User Ref: 121030-0042 Status: CO Amt Imw: 59000
Doc Date: 1072152003 Eoute SE: FN Amt Wchr: ES0_00
Clas=: P Oth AP Sre: Inv Forced:
Category: RO T2AE Doc Type: 9
LPF FReceiwed: Buyer: JOE MCHATER
Nbr Inwvoices: 1 Cataloguae Order: Contact: SANDY EOND

% Line ([Receiwed Date Pecwd Inwoiced Date Inwed Hatched Date Mtchd

1.0 Z.00 1150472003 Z.00 11704720032 Z.00 117517720032
z.0 4_00 110472003 4.00 1170472003 4_00 1171772003

***% End of line items ***
Enter-PFl---PFEZ--—-PF3-—-PF4---PFL-—-PF&——-PF?-—-PF2---PF9---PF10--PF1ll--PFli---
Hmerma Help EHelp Inwve Becw DI1Prt Accts Print Left  Right

CWTELM3Z 10-37 Shift MumLock. IBM-3275-2

Hitting <PF10> shifts the screen back to the left where the item information is.
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Screen 914 will show the routing history of a document. The status and location (routing-wise)
of a document can be tracked using this information.

The “Document” prefixes are:

PLP21_ for Limiteds (ex: PLP21L401182)

PEP21 for Exempts (ex: PEP21E400182)

PRQ21 for Requisitions (ex: PRQ21R400812)
PPO21_ for Purchase Orders (ex: PPO21P400812)

=8 - CWTELMET - tammys1.tamu.edu - 128.194.103.18
Eile Edit Options kews Clear Reset PAL PAZ PAZ Help

FzzizLt This document has already received final approwal

914 Document Routing History QZ/2E704 11:-47
cc 21
Screen: _ Document: PPOZ1P40081F
Pozition at line: _
Ln Description
1 The following people hawe seen this document:
Z Approved/FYP 12723703 08:14 EDWAPDE, CONNIE 7T (803-88&-50e0)
3 Approved 12/23/03% 08:51 EDWAPRDE, CONNIE T (S03-38&6-50&0)
4 Discarded 1lz/22/02 08:51  EDWAPDE, CONNIE 7T (9032-285-50e0)
5
5
7
a8
9
10
11
1z
13
14
15

Page (F/B/E): _
Enter-PFl---PFZ---PF3---FF4-—-FFE---PF&---PF7---PF5---PF9---PF10--PF11--PFlzZ--—
Hmenu Help Eck Frrd

CWTELNSZ 04-12 Shift MurnLock IBM-3275-2

See page 36 for more information regarding requisition status.
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Tracking Documents
Screens 290 and 291

Purpose: Screen 290 will track a document from requisition number to purchase order number,
or requisition number to bid number to purchase order number. Screen 291 will track a
document from purchase order number to requisition number, or purchase order number to bid
number to requisition number.

Screen 290:

=8 _ CWTELMET - tammys1.tamu.edu - 128.194.103.18

File Edit Options kews Clear Reset PAL PAZ PAZ Help

290 Docunent Tracking Ingquirsy OZ/2E/04 11: &AM
FY 2004 CC E1
Soreen: I_ LDioc: R400S21E
C To To To Action Action
L Document Item Cls | Document | ITtem Action Date Time By User
il R400215 CREATE 12/1&8/0% 1E5:25% BMIDZ1P
E R400Z15 CLOSED 12/1&/03 1E5:47 SMIDEZLP
B B40021E5 1.0 E E400051 1.0 TEMN2FER 1271603 0%:41 EDWCELP
E R400Z15 z.0 E E400051 Z.0 TRNSFR l2/la/03 095:41 EDWCELPR
E R400215 3.0 E E40005L 3.0 TERNESFR l2f1l&s02 05:41 EDWCELPR
il R400216 CREATE 12718702 17:13 WHEDZ1P
E R400Z1E CLOSED 12718703 17:34 TWHEDZLP
B B400216 REOPEN 1271803 17:3% TWHEDELP
E R400Z1E CLOSED 12718703 17:42 WHEDZLP
B B400216 1.0 P P400720 1.0 TEMN2FER 1271603 14:51 EDWCELP
E R400317 CREATE 12/1a/03 08:41 WRIBZL1P
E R400217 CLOZSED l2/1l&s02 05:08 WRIBELP
More records - Press ENTER to scroll
Enter-PF1---PFE---PF3---PFd4---FFLE---PF&---PF?---FFE---FPF3---PF1l0--PF1l1--PFlz—-—--
Humenu Help EHelp
CWTELM3Z 04-12 Shift | MurnLock, IEM-3275-2

In the “Doc:” field, enter the requisition number. Press <ENTER>.

The requisition number entered will appear under the “Document” heading on the left. The
number of the document it was transferred to (“TRNSFR” under “Action” heading) will be under
the “To Document” header (highlighted).

In the example above, requisition R400815 was transferred to bid B400051. Entering the bid
number (B400051) in the “Doc:” field will track the bid to the purchase order number.
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Screen 291.:

=8 _ CWTELNET - tammys1.tamu.edu - 128.194.103.18

File Edt Options Keys Clear Reset PAl PAZ PAZ  Help
291 Document Tracking Cross Beference Ozs28/04 1Z2:19PMQ)
FT zZood4 cC 21
Zcreen: Doc: P400735
C To To From From From Aotion  Action
L Document ITtem Cls Document Item Action Date Time By User
P P400735 1.0 E E400051 1.0 TERMEFR 12718402 14:4% ANDEZLP
P P400795 z.0 E E400051 2.0 TEMSFR 12/718/03 14:-4% ANDEZ1P
I D4007as z.0 E E400051 .0 TRHEFR 12718703 14:4% ANDEZLP
s P40073E 1.0 E R400227 1.0 TEMEFR 1271802 15:11 DICCELP
I 400798 Z.0 L R400227 2.0 TRMEFR lz/18/02 15:11 DICCEZLP
P P4007a7 1.0 E P400716 1.0 TERMEFR 12718402 15:368 DICCELP
I D40070g 1.0 L E40071e 2.0 TRMEFR lz/18/02 1&:11 DICCELP
I Dp4007as 1.0 L L400z33 1.0 TRHEFR lz/1l8/03 1le:-le ANDEZLP
s P400200 1.0 E P4008332 1.0 TEMEFR 12718402 16:17 ANDEZLP
I 400201 1.0 L R4002321 1.0 TRMEFR lzs1l2/02 1e:1% ANDEZLP
P P40020Z 1.0 E R400830 1.0 TERMEFR 12718402 16:Z1 ANDEZLP
I 400203 1.0 L R400225 1.0 TEMEFR 1lz/18/02 1&:zEZ ANDEZLP
More records - Press ENTER to scroll
Enter-PFl---PFE---PF3---PF4---PFE---PF&-—--PF7---PFE---PF3---PFl0--PFll--PFli---
Hmerm Help EHelp
CWTELMSZ 04-12 Shift [MumLock IBM-3275-2

In the “Doc:” field, enter the purchase order number. Press <ENTER>.

The purchase order number entered will appear under the “Document” heading on the left. The
number of the document it was transferred from (“TRNSFR” under “Action” heading) will be
under the “To Document” header (highlighted).

In the example above, purchase order P400795 was transferred from bid B400051. Entering
the bid number (B400051) in the “Doc:” field will track the bid back to the requisition number.
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Type of Funds & Type of Order Text for FAMIS

1. S — State Funds
HIED — Higher Education
2. H—-HEAF Funds

ADVT — Advertisement

CAPT — Acquisition of Capital Equipment
CNST - Construction & Building Materials
INAG — Inter-Agency Purchase

LAND - Purchase of Land

LIBR — Library Purchases

OFEQ - Office Equipment

OFSP - Office Supplies

QISV - QISV Catalog Order

RENT - Rental

REPR — Building Repairs & Renovations
SERV - Service

3. L — Local Funds

ADVT - Advertisement

AUTO — Automated Term Contract
BLDG - Building Repairs & Renovations
COMM - Commodity, Other

CONT - Contract

CNST - Construction & Building Materials
DIRP — Direct Publications

EMER - Emergency

FARM — Farm Purchase

FOUN - Foundation Expenditures
FUEL — Fuel Purchase

FURN — Furniture

GAS - Gas Purchase & Cylinder Rental
GRAN — Grant Expenditures

GROU - Group Purchase

INAG - Inter-Agency Purchase

LAB — Lab Equipment

LEAS - Lease

LIBR — Library Purchase

NONC — Non-automated Contract
OFEQ - Office Equipment

OFSP - Office Supplies

OPEN - Open Market

QISV - QISV Catalog Purchase

RENT — Rental

SCHD - Scheduled Purchase

SERV - Service

SPOT - Spot Purchase



4. F - Federal Funds

ADVT - Advertisement

AUTO — Automated Term Contract
BLDG — Building Repairs & Renovations
COMM - Commodity Purchase

CONT - Contract

CNST - Construction & Building Materials
DIRP — Direct Publication

EMER — Emergency

FED — Federal Expenditures

FUEL — Fuel Purchase

FURN — Furniture

GAS - Gas Purchase and Cylinder Rental
GRAN - Federal Grant

GROU - Group Purchase

INAG - Inter-Agency Purchase

LAB — Lab Equipment

LEAS — Lease

NONC — Non Automated Term Contract
OFEQ - Office Equipment

OFSP - Office Supplies

OPEN — Open Market

QISV - QISV Catalog Purchase

RENT - Rental

SCHD - Scheduled Purchase

SERV - Service

SPOT - Spot Purchase
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OBJECT CODES

Equipment:

Non-consumable property that is owned or received by A&M-Commerce.
The three areas of concern are capitalized, controlled and non-controlled.

Policy: Asset value must be recorded at the actual cost of the asset plus all costs required

when placing the asset into service, such as freight and other related professional expenditures

incurred in the purchase of the item.

Remember " UNIT COST" when determining your object code!!

8400-8479 CAPITALIZED Object codes specified for equipment with a unit cost of $ 5,000 or

more with a useful life of at least one-year must be recorded as a capital asset in FFX.

8410 |Motor Vehicles-Passenger Cars
8415 |Motor Vehicles-Other

8420 |Classroom Teaching Aids

8421 |Office Furnishings and Equipment
8422 |Medical, Science & Lab Equipment
8423 |Specimens and Collections

8424  |Other Institutional Furnishings and Equipment

8425 |Shop and Industrial Equipment
8426 |Marine Equipment

8430 |Purchase of Aircraft

8435 |Computers and Related Equipment
8440 Computer Software

8445 |Telecommunications - Equipment
8450 |Fabrication of Equipment

Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
Cost $5,000+
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Code Ranges for Specific Capital Purchases Other Than Equipment:

The following are object codes that should be used for the processing of major projects.
Please contact Property Management if you have any questions concerning the use of these
codes.

8001-8099 Land

8100-8299 Buildings

8200-8299 Improvements Other Thank Buildings
8300-8349 Leasehold Improvements
8700-8799 Construction in Progress

5775-5799 CONTROLLED In addition, A&M-Commerce is required by the state to control
certain items with a unit cost more than $ 500 but less than $ 5,000.00. These items are
considered to be highly susceptible to theft or misuse. These items are controlled in the FFX
system, but are not recorded as a capital asset. Object codes 5775-5799 are for controlled
items. Examples of controlled equipment are computers, printers, projectors, etc. Please note
that firearms are always controlled regardless of cost. A specific list of these assets are
provided below.

Note: These codes are NOT for consumable purchases.

5775 |Firearms (Handguns/Rifles) Cost$ 0-%4,999
5777 |[FAX Machines Cost $ 500 - $4,999
5780 |Stereo Systems Cost $ 500 - $4,999
5781 |Cameras Cost $ 500 - $4,999
5782 |VCR's and Television Cost $ 500 - $4,999
5783 |Projectors (Agency Controlled) Cost $ 500 - $4,999
5785 |Cash Registers (Agency Controlled) Cost$ 0-%4,999
5787 |Computers and Microcomputers Cost $ 500 - $4,999
5788 |Printers (for computers) Cost $ 500 - $4,999
5797 |Scanners-Agency Controlled Cost $ 500 - $4,999
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5750-5774 NON-CONTROLLED Furnishings & Equipment

FAMIS object codes 5710-5745 no longer exist.

FAMIS object codes 5750-5774 are specified for non-controlled equipment with
a unit cost of $ 0to $ 4,999.00.

The below category offers object codes for specific items with specific amounts.

Only apply these objects when the description fits. Check object codes for consumable
purchases if necessary.

5750 | Office Furniture & Equipment Cost  $0 - $4,999
5751 |Medical & Lab Equipment Cost  $0 - $4,999
5752 |Institutional Furniture & Equipment Cost  $0 - $4,999
5753 Shop and Industrial Equipment Cost  $0 - $4,999
5754  Marine Equipment Cost  $0 - $4,999
5755 |Uniforms & Clothing Cost  $0 - $4,999
5760 |PC Equip/External Add On/Peripherals (Not CPU) Cost  $0 - $4,999
5761 |Computer Software Cost  $0 - $4,999
5765 |Educational Books, Film & Ref Cost  $0 - $4,999
5770 |Telecom-Equip Purchase Cost  $0 - $4,999
5772 |Fabrication of Equip Cost  $0 - $4,999

4000-4899 CONSUMABLE Supplies and Other Materials
Object codes for consumable supplies and other material purchased can be found in this
object code range.

TBPC Website
http://www.tbpc.state.tx.us/
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