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Preface

1. Document History

Significant changes made to this document are as follow:

	Version
	Date
	Author
	Description of Change

	1.0
	4/9/2012
	Joe Thompson
	Created initial working draft.

	1.1
	5/17/2012
	Joe Thompson
	Updated and reviewed “as is” sections.

	1.2
	5/31/2012
	Joe Thompson
	Initial review and edit.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


2. Review and Approval

1.1 Reviewers

This document was reviewed by the following:

	Reviewer
	Project Role
	Date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


1.2 Approvers

This document was approved by the following:

	Approver
	Project Role
	Date

	
	
	

	
	
	

	
	
	

	
	
	


Integrated Business Process

3. Procure to Pay 
The SAP for Public Sector Procure to Pay business process is designed to support integrated management of procurement activities for LAUSD.  This includes the sub-processes involved with managing information related to LAUSD’s suppliers and vendors; identifying and integrating relevant products and services utilized by LAUSD operations; integration of the LAUSD organizational structure for procurement-related activities; submission and approval of requests by employees to procure products or services; acquiring products or services using different methods aligned with LAUSD legal, managerial and operational requirements including formal and information bids, legal contracts and purchase orders; and the analysis and reporting of procurement-related activities and results.

Supported Requirements

The following Procure to Pay requirements are determined to be in scope for the LRP SAP Finance and Procurement Implementation.  These requirements have been mapped to the corresponding sub-process, activity and/or sub-activity supporting each requirement.

<to be completed>

	Req. ID
	Traceability ID
	RICEFW ID
	Description
	Comments

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Unsupported Requirements

The following Procure to Pay requirements are determined to be out of scope for the LRP SAP Finance and Procurement Implementation.  

<to be completed>

	Req. ID
	Description
	Comments

	
	
	

	
	
	

	
	
	


Supported Internal Controls

Individual roles will be created to facilitate the separation of duties for staff responsible for maintaining vendor master records and those responsible for processing vendor payments. 

<internal controls supported with the envisioned “To Be” business process>

3.1 Manage Master Data

<to be completed> 

3.1.1 Manage Organizational Structure

Overview

Defining the District’s organizational structure is required to support the Supplier Relationship Management (SRM) business scenarios.  This organizational structure forms the framework under which all business transactions are processed and controlled, including establishing employee access to the appropriate transactions and catalogs as well as electronic routing of transactions for approvals. 

Organizational units, positions, employees, SAP users and SRM-specific attributes form the foundation for the District’s SRM organizational plan. The existing LAUSD ECC organizational structure, maintained by the Information Technology Division (ITD), will be synchronized with SRM using Application Link Enabling (ALE), with the SRM-specific attributes maintained directly in SRM. 

In addition, LAUSD will utilize SAP Supplier Self-Services (SUS) for various vendor / supplier functions. The organizational structures necessary to facilitate SUS functions will be created and managed directly in SRM and SUS.

Key Owners

The key owner for the Manage Organizational Structure activity is as follows:

· ERP Director, Information Technology Division, Business Applications Supporting Education [BASE] (Marvin Cruz) (Teri Lyons)

Existing “As Is” Overview

Access to the Integrated Financial System (IFS) is currently managed manually, with employees submitting a paper-based form with the proper approvals to ITD.  ITD will establish the appropriate end-user profile for the employee, including required manual checks and validations, and send the employee a confirmation that his or her user ID has been established, as well as the initial steps necessary to log in to IFS.  There is currently no existing integration between IFS and the organizational structure maintained in SAP.

Existing Pain Points

· There are many user profiles in IFS, some of which are very similar which causes difficulty determining the differences between the profiles.

· Employees no longer requiring a particular role are responsible for submitting a form to either modify or deactivate their IFS access.  This is not always done and, because there is no existing integration between IFS and the organizational structure maintained in SAP to validate employee access, there is an opportunity for an employee to process transactions in IFS within an area for which they no longer have responsibility.  

· Accuracy of IFS users and profiles are heavily reliant on manual processes and each LAUSD department’s exiting process for employees.

Envisioned “To Be” Overview

ITD will continue to maintain the District’s organizational structure.  

LAUSD has decided to implement SRM and SUS, which require replication and synchronization of the organizational structure from ECC to SRM.  Roles will be assigned to positions which are assigned to the LAUSD cost centers defined within the District’s organizational hierarchy. One position within each cost center will be identified as the “Head of Organization.”  All purchasing processes will be assigned to the appropriate roles and all transactions performed by employees assigned to the relevant positions and roles will be restricted to their appropriate areas of responsibility, with any electronic routing for approval directed to the proper Head of Organization based on the organizational hierarchy.  

Various attributes supplementing the organizational structure will be maintained directly in SRM.  These attributes enable the procurement processes to be aligned with additional elements such as the appropriate purchasing groups required for electronic routing for approval to the responsible LAUSD staff responsible for centralized procurement activities.  Centralized procurement support functions will be enabled by assigning the appropriate staff to the purchasing groups (buyers) using the Purchasing Root organizational structure maintained in SRM.

A Vendor Root organizational structure will also be maintained in SUS and SRM to support collaboration with the District’s suppliers and vendors.
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Key Configuration Changes

a. Create Distribution Model

	Transaction code
	SPRO

	IMG menu
	IMG( SAP NetWeaver(Application Server(IDoc Interface / Application Link Enabling (ALE) ( Modelling and Implementing Business Processes(Maintain Distribution Model and Distribute Views

	Activity Description
	The ALE distribution model describes the message flow between logical systems. The distribution model defines which messages are exchanged between systems. HR distribution model will be created with message HRMD_ABA to replicate the organization structure into SRM
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b.   Maintain Purchasing Organization

	Transaction code
	SPRO,PPOCA_BBP, PPOMA_BBP

	IMG menu
	IMG( SAP Supplier Relationship Management( SRM Server(Cross-Application Basic Settings(Organizational Management (Create Organizational Plan/Display Organizational Plan/Change Organizational Plan

	Activity Description
	In this activity, root organizational unit will be created. This is the starting point for the organizational plan. Here, the following information on the root organizational unit is displayed:

Name and validity period

Address data
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c. Set up Integration with Organizational Management

	Transaction code
	SPRO

	IMG menu
	Supplier Relationship Management ( SRM Server  ( Cross-application Basic Settings (  Organizational Management ( Integration Business Partner-Organizational Management ( Set Up Integration with Organizational Management

	Activity Description
	The purpose of this activity is to setup integration between HR and SRM organizational structure objects.
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Gaps and Resolution

Certain procurement processes may not be fully supported using the standard Head of Organization structure for electronic approvals.  As a result, a hybrid approach will be used to address unsupported workflow requirements.  This approach will include use of the organizational structure, as well as responsibility-based, hard coded, table-based and authorization-based methods.  Certain requirements, such as Service Level Agreement (SLA) approvals, may also be addressed using organizational structure attributes maintained in SRM.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

LAUSD will be using organizational structures tied to employee data to dictate end users’ ability to purchase goods and services..
Technology Changes

Electronic workflow and the ECC organizational structure will be used to determine an end-user’s ability to purchase goods and services.  This will require updating of relevant information within the ECC organizational structure, replication to SRM and maintenance of additional attributes in SRM.

People Changes

ITD staff will be responsible for additional attribute maintenance (in addition to what is currently maintained in ECC) to support SRM.

Policy Changes

None identified.

Training Impacts

All users will require training on the transactions relevant to their roles and responsibilities.  This includes an understanding of electronic routing for approvals, the impact of the organizational structure on electronic workflow and the importance of the roles and electronic workflow in enabling critical controls within the procurement processes.

Additional Considerations

The information required to support the SRM organizational structure must be available within the existing ECC organizational structure prior to replication (e.g., site addresses).

3.1.1.1 Maintain Organizational Structure

Once the appropriate roots and organizational structures have been replicated to SRM using the PFAL transaction / task, various attributes and extended attributes will be maintained in SRM using the PPOMA_BBP transaction / task in order to support purchasing activities.  

Certain attributes will be set at the LAUSD organizational level, with the attributes used by the lower organizational levels.  Other attributes will be maintained at the cost center organizational levels due to differences from one cost center to another (e.g.,  plants and storage locations).  

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	PFAL
	PFAL
	
	Replicate Organizational Structure
	Job Scheduling Manager,

SRM Administrator

	PPOMA_BBP
	PPOMA_BBP
	
	Change SRM Organizational Structure
	SRM Administrator


3.1.1.2 Display Organizational Structure

The SRM organizational structure and attributes will be available for display using transaction / task PPOSA_BBP.  The ECC organizational structure will be displayed using transaction PPOSE.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	PPOSA_BBP
	PPOSA_BBP
	
	View SRM Organizational Structure
	Restricted Procurement Display

	PPOSE
	PPOSE
	
	Display Organization and Staffing
	Restricted Procurement Display


3.1.2 Manage Materials
Overview

The material master record is the main source of material specific data. It is used by all areas of logistics. The integration of all material data in a single database object eliminates the problem of data redundancy. All areas, such as purchasing, inventory management, materials planning, and invoice verification, can jointly use the data stored.

The data stored in the material master record is required for many purposes. These include:

· Purchasing data for ordering purposes

· Inventory management data is needed to post goods movements and carry out physical inventories

· Accounting data is required for material valuation

· Materials planning data is needed for material requirements planning.

Since different departments work with a material, and each user department enters different information relating to it, the data in a material master record is subdivided according to area of use. Each department has its own view of a material master record and is responsible for maintaining the data covered by this view.

The data screens used to process material master records can be subdivided into the following types:

· Main data – These are the screens for the individual user departments, such as basic data, materials planning, etc.

· Additional data – these are the screens on which you find additional information such as alternative units of measure, material short descriptions, and consumption values.

The data maintained within a view may be valid for different organizational levels.  Some data is valid for all organizational levels, while some is valid for certain levels only. So that the material data can be administered centrally, without unnecessary load on the database due to redundant information, the material master is organized in such a way that it reflects the structure of an enterprise.

· Data at client level: General material data that is valid for the whole enterprise is stored at client level. Examples include material number, material short text, material group, base and alternative units of measure.

· Data at plant level: All data that is valid within a plant and for all storage locations belonging to it is stored at plant level. Examples include purchasing data, MRP data and forecasting data.

· Data at storage location level: All data that is valid for a particular storage location is stored at storage location level. Examples include storage bin description and picking area.

Material Master and Material Groups in SAP will be modeled on NIGP (National Institute of Governmental Purchasing) Codes. External numbering shall be used to align with the NIGP Codes. A custom inventory type ‘L’ and a custom material type, ‘ZLSD’, shall be established for LAUSD. 

Key Owners

Mark Hovatter, Procurement Executive

Existing “As Is” Overview

LAUSD uses National Institute for Governmental Purchasing (NIGP) commodity codes for grouping goods and services. The District procures goods and services of over a broad spectrum, e.g., hand tools to law enforcement uniforms.  Defining commodity and service groupings in a broad enough manner allows the District's central procurement organization to more easily track procurement activity as well as factors that affect procurement performance such as number of suppliers for a given commodity and service grouping.  Examples of commodity and service groupings are Facilities Management and Related Services, building materials and power tools, textbooks and project management services. For Fleet Maintenance, the District also uses American Trucking Association commodity codes.

Requests for new commodity codes or changes to the description are submitted to Procurement for updating the commodity tables, COCL (commodity class), CSCC (commodity class/subclass), and COMM (commodity). The Specification Assistant is responsible for additions, changes and deletions to these tables.

Existing Pain Points

None were identified at this point in time.

Envisioned “To Be” Overview

Material Master and Material Groups in SAP will be modeled on NIGP (National Institute of Governmental Purchasing) Codes. External numbering shall be used to align with the NIGP Codes. A custom inventory type ‘L’ and a custom material type, ‘ZLSD’, shall be established for LAUSD. 

The data stored in the material master record include:

· Purchasing data for ordering purposes

· Inventory management data is needed to post goods movements and carry out physical inventories

· Accounting data is required for material valuation

· Materials planning data is needed for material requirements planning.

Since different departments work with a material, and each user department enters different information relating to it, the data in a material master record is subdivided according to area of use. Each department has its own view of a material master record and is responsible for maintaining the data covered by this view.

The data screens used to process material master records can be subdivided into the following types:

· Main data – These are the screens for the individual user departments, such as basic data, materials planning, etc.

· Additional data – these are the screens on which you find additional information such as alternative units of measure, material short descriptions, and consumption values.

The data maintained within a view may be valid for different organizational levels.  Some data is valid for all organizational levels, while some is valid for certain levels only. So that the material data can be administered centrally, without unnecessary load on the database due to redundant information, the material master is organized in such a way that it reflects the structure of an enterprise.

· Data at client level: General material data that is valid for the whole enterprise is stored at client level. Examples include material number, material short text, material group, base and alternative units of measure.

· Data at plant level: All data that is valid within a plant and for all storage locations belonging to it is stored at plant level. Examples include purchasing data, MRP data and forecasting data.

· Data at storage location level: All data that is valid for a particular storage location is stored at storage location level. Examples include storage bin description and picking area.
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Key Configuration Changes

a. Create Middleware sites for Customizing 

	Transaction code
	SMOEAC

	IMG menu
	N/A

	Activity Description
	Middleware sites required for the Basis and Customizing data download will be created
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b. Set Middleware parameters

	Transaction code
	SM30

	IMG menu
	N/A

	Activity Description
	Middleware parameters needs to be maintained in the following tables: CRMCONSUM, CRMSUBTAB, CRMPAROLTP, CRMRFCPAR
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c. Set material filters

	Transaction code
	R3AC1

	IMG menu
	N/A

	Activity Description
	Material that are relevant for the SRM can be filtered in this activity
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d. Define catalog

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management (SRM Server (Master Data (Content Management (Define External Web Services

	Activity Description
	The purpose of this activity is to define Internal-MDM and External punch out catalogs(e.g. Distribution Center catalog, Arey Jones ) 
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZMMOUT1006
	Interface
	Interface of material master information from SAP to CMS.

	ZMMCNV1002
	Conversion
	Conversion of materials.

	ZSRENH1007
	Enhancement
	Mapping of material groups for PunchOut catalogs.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

None have been identified.

Technology Changes

Materials created in ECC will have to be replicated in SRM.
People Changes

None have been identified.

Policy Changes

None have been identified

Training Impacts

None have been identified.
Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.1.2.1 Maintain Material Groups
To create a material you first establish the views you want to process. Next, you specify the relevant organization levels. After this, the data screens appears. The order in which screens appear may also be established. 

When creating a new material master record, you must choose a material type and an industry sector to which the material will be assigned. Materials with the same properties are assigned to the same material type.

Material type controls:

· The type of number assignment

· Permissible number range intervals

· Which screens appear and in which order

· Which user department specific data is suggested for entry

· Which procurement type is allowed for a material

Once a material has been created, the material master record exists in the database. If someone from another department later wishes to enter data, he or she does not have to create the material master record from scratch, but only has to extend the existing record by adding the information from his or her department. A material master is also extended when data pertaining to the material is stored for further organizational levels. 

NIGP Standards will be used at the Material Group level (at least five digits). The material groups will be replicated in SRM.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	OMSF-Create
	OMSF
	
	Create Material Group
	SRM Administrator

	OMSF-Change
	OMSF
	
	Change Material Group
	SRM Administrator

	R3AS
	R3AS
	
	Update Material Group
	SRM Administrator


3.1.2.2 Maintain Materials

When creating a material master the data needed is material, industry sector, material type, plant, base unit of measure, material group, purchasing group, valuation class, price control, and moving average price. Materials may be changed one at a time or as a mass change.  Once a material master record is created changes can be made to the data for existing views only. A material master record cannot be changed to add a new view. Once the material field(s) have been changed, the material is saved. 

If it is decided that the material will never be used in the system again it can be flagged for deletion. The transaction MM06 does not delete the material, but flags the material master for deletion. There are options to delete the material at different levels. It could be system wide, at the plant or warehouse level. Any changes are logged in a change document to allow for tracing and verifying the change history at any time.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MM01
	MM01
	
	Create Material Immediately (general)
	Central Master Data Administrator

	MM02
	MM02
	
	Change Material Immediately
	Central Master Data Administrator

	MM17
	MM17
	
	Change Materials (mass)
	Central Master Data Administrator

	MMAM
	MMAM
	
	Change Material Type (mass)
	Central Master Data Administrator

	MM06
	MM06
	
	Flag Material for Deletion Immediately
	Central Master Data Administrator


3.1.2.3 Display Materials

Used to display products and services available for selection by schools and offices. A material master record can be displayed as it currently is or as it will be at a key date. There are certain data that will always display as it currently is:

· All types of long text

· Document data

· Average plant stock

· QM inspection data

· Consumption values and forecast values

· Classification data

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MM03
	MM03
	
	Display Material (current)
	General Display

	MM19
	MM19
	
	Display Material (at key date)
	General Display

	MM04
	MM04
	
	Display Material Changes (active)
	General Display


3.1.3 Manage Addresses

Overview

The LAUSD Procurement Services Division will be responsible for information within the vendor master including addresses, with maintenance of certain vendors shared with other District organizations. In addition, maintenance of school and office internal / delivery addresses will be performed by the Procurement Services Division to support various SAP processes.

Key Owners

The key owners for the Manage Addresses activity are as follow:

· Director of Procurement Services (Mark Hovatter) 
· (Judith Reece, Anthony Gomez)
· Facilities Services Financial Specialist (Chris Alejo)

· Controller (Luis Buendia)
· (Mark Harris)
Mark Hovatter is the owner of the Vendor Master and Procurement will be maintaining vendor master records for all vendors with the exception of two Account Groups.  There is an already existing Account Group specific to Garnishment vendors maintained by Payroll.  There will also be one Account Group maintained by Facilities Program Support Services, Facilities Procurement Payment Services specifically for Facilities Imprest vendors.

Luis Buendia, Controller, will continue the practice of Payroll maintaining the vendor master records specific to the Account Group for garnishments.

Existing “As Is” Overview

Address information is entered by Procurement end-users with the appropriate profile to access the vendor table (VEN2) and is required for completing a vendor master record in IFS.  See Section 2.1.5 – Manage Vendors for additional information on maintaining vendors in IFS.  Delivery or “Ship To” addresses are maintained in the Shipping Address Table (SHIP) in IFS and maintained by Procurement buying staff.

Existing Pain Points
· IFS has field length limitations that result in non-standard abbreviations to be used for longer addresses, making locating of vendors difficult and which may result in duplicate vendor records.

Envisioned “To Be” Overview


Address information must be provided for a vendor to exist in ECC/SRM/SUS.  Sections 2.1.4 - Manage Suppliers and 2.1.5 - Manage Vendors, contain additional information relating to upkeep of supplier information and upkeep of the Vendor Master.
Key Configuration Changes

Vendor account groups will be configured in SAP to restrict access for maintenance of vendor address to the responsible end-users.  See Section 2.1.5 – Manage Vendors for additional information with respect to the vendor account groups to be configured.

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Web Application Server ( Application Server (  Basis Services ( Address Management ( Maintain Address and Person Number Range

	Activity Description
	In this activity Number ranges for the address are maintained
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Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

The responsibility for maintenance of vendor addresses will be shared amongst the Procurement Services Division, Payroll Administration and Facilities Services Division (Facilities Program Support Services,  Facilities Procurement Payment Services).

Procurement Services Division maintains complete control of vendor address maintenance in IFS.  In SAP, however, the Procurement Services Division will  be responsible for maintaining vendor addresses for all vendors with the exception of Garnishment vendors and Facilities Imprest vendors.  

Payroll Administration currently maintains garnishment-related vendor addresses in SAP and will continue to do so.  

The Facilities Services Division (Facilities Program Support Services, Facilities Procurement Payment Services) will maintain addresses for Facilities Imprest vendors.

Technology Changes

The SAP system, which uses a different technology than both IFS and the QuickBooks software used to support the Facilities imprest accounts, will now be used to maintain vendor address information.

People Changes

Appropriate staff will have to be identified as Central Vendor Master Data Administrators within Procurement and Facilities.  (Payroll is already operating in Production with the appropriate role to support maintenance of the Garnishment Account Group.)  These staff members will be tasked with vendor master maintenance for the designated Account Groups.
Policy Changes

Vendor Services functions will no longer reside only within Procurement.  Procurement, Payroll, and Facilities will share in the task of maintaining vendor master records.

Training Impacts

Procurement and Facilities staff will need to be trained on how to create, change, block/unblock, set for deletion, confirm sensitive field changes, and display vendor master records.  Accounts Payable staff will need to be trained in how to display vendor master records.
Additional Considerations

None identified.

3.1.3.1 Maintain Addresses

Addresses for trade vendors will be established in SUS / SRM and synchronized with ECC using the process described in Section 2.1.5 – Maintain Vendors.  Changes to addresses for trade vendors, as well as maintenance of school and office addresses, will be performed using the business partner application in SRM.

After the initial vendor master record creation as defined in Section 2.1.5 – Maintain Vendors, non-trade vendor address information will be maintained in ECC using transaction XK02.  

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Business Partner Application-Maintain
	Business Partner Application
	all but display
	Maintain Company Addresses
	Business Partner Administrator

	XK02 - Address
	XK02
	
	Maintain Vendor Addresses
	Business Partner Administrator


3.1.3.2 Display Addresses

Addresses for trade vendors, as well as maintenance of school and office addresses, will be displayed using the business partner application in SRM.

Accounts Payable, Procurement, Payroll and Facilities staff will view vendor address information in ECC using transaction XK03.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Business Partner Application-Display
	Business Partner Application
	display
	View Company Addresses
	General Display

	XK03 - Address
	XK03
	
	Display Vendor Addresses
	Restricted Procurement Display


3.1.4 Manage Suppliers

Overview

LAUSD will be using SUS in addition to SRM in order to support supplier, vendor and buying functions.  Replication and synchronization of information between SUS, SRM and ECC will be required to facilitate order collaboration with suppliers and allow suppliers the ability to maintain certain profile information when designated as portal vendors.

Key Owners

The key owner for the Manage Suppliers activity is as follows:

· Director of Procurement Services (Mark Hovatter) 

Existing “As Is” Overview

LAUSD’s current vendor registration systems are standalone systems used for allowing bidders to view upcoming procurements and access current procurement opportunities.  While vendors / bidders have the ability to maintain their own profiles to express areas of interest for procurement opportunities, current systems do not accommodate on-line collaborative submittals of bids, proposals, or quotations.

Existing Pain Points

· Existing vendor registration systems are not integrated and do not accommodate on-line and collaborative submittals of bids, proposals or quotations.

Envisioned “To Be” Overview

Potential Suppliers will have the opportunity to access LAUSD’s portal site and self register.  Once successfully registered, the Supplier will receive an e-mail with a link to LAUSD’s Supplier Self Service (SUS).  The Supplier will then be able to create their User ID and password, set other permissions, and update limited information, such as address and contact information, on an as-needed basis.  This process also establishes the relationship between SUS and SRM making online collaborative bidding possible, as well as low value purchases performed by LAUSD schools and offices.
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Key Configuration Changes

a. Activate Supplier Registration

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Implementation Guide(SAP Supplier Relationship Management(Supplier Collaboration(Supplier Self-Registration(Activate/Deactivate Supplier Self-Registration

	Activity Description
	In this activity Number ranges for the address are maintained
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b. Create reduced message type

	Transaction code
	BD53

	IMG menu
	SAP Customizing Implementation Guide (SAP NetWeaver(Application Server(IDoc Interface /Application Link Enabling (ALE) Modeling and Implementing Business Processes( Master Data Distribution(Scope of Data for Distribution(
Message Reduction (Create Reduced Message Type

	Activity Description
	Based on reference message type CREMAS, reduced message type Z_CREMAS_SUSMM will be created 
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c. Making Settings for Business Partners

	Transaction code
	SPRO

	IMG menu
	Supplier Relationship Management (Supplier Self-Services( Master Data (Make Settings for Business Partners

	Activity Description
	Settings to use User Management to replicate business partners and create users are defined
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d. Create a Service User for registration

	Transaction code
	SU01

	IMG menu
	N/A

	Activity Description
	Create a Service User with roles /SAPSRM/SUCO_ANON_REG, SAP_EC_BBP_CREATEUSER and SAP_EC_BBP_CREATEVENDOR, SAP_BC_BASIS_MONITORING, /SAPSRM/SUS_ADMIN_SUPPLIER
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e. Assign the user the Supplier Registration service

	Transaction code
	SICF

	IMG menu
	N/A

	Activity Description
	Assign the user to service WDA_E_SUCO_SREG
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f. Include the (External) Supplier Directory in Supplier Preselection

	Transaction code
	SPRO

	IMG menu
	SAP Supplier Relationship Management(SRM Server(Master Data(Content Management(Define External Web Services

	Activity Description
	Supplier directories that that are to be available in the extended search in supplier preselection are maintained 
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Gaps and Resolution

Potential Suppliers will self register and provide all necessary information needed to create a complete vendor record.  Potential Suppliers will become Suppliers able to update their supplier profile.  Only limited information can be updated through Supplier Self Service.  More complicated changes such as name changes or Taxpayer Indentification Number changes will require a paper-based submittal process along with support documentation.
	RICEFW ID
	Type
	Description

	ZSCENH1001
	Enhancement
	Enhanced vendor password management for Supplier Self-Services.

	ZSCENH1002
	Enhancement
	Enhanced vendor account creation within the NetWeaver Portal.

	ZSRENH1021
	Enhancement
	Custom fields to support LAUSD vendor registration.

	ZSRENH1023
	Enhancement
	Automatic creation and updating of the SRM supplier list from vendor registration to facilitate the RFx retrieval based on the corresponding product categories.

	ZSUENH1002
	Enhancement
	Assignment of role for external access to Supplier Self-Services.

	ZSUENH1003
	Enhancement
	Enhanced vendor registration page for Supplier Self-Services.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

Potential Suppliers and Suppliers will need to enter through LAUSD’s Supplier Self Service (SUS) portal to self register and then maintain their profile.  LAUSD Schools and Offices will direct potential suppliers to SUS to self register.

Technology Changes

Suppliers will use the SUS portal as their point of entry into LAUSD’s system.

People Changes

Suppliers will be managed by the Procurement Staff maintaining the Vendor Master.

Policy Changes

Potential Suppliers must complete the self registration process to be automatically accepted into LAUSD’s financial system of record to expedite the ability to compete on procurement solicitations and expedite the availability of a vendor record for a School’s/Office’s use.

Training Impacts

Potential Suppliers, Suppliers/Vendors, and LAUSD end users will need to be educated that the point of entry for suppliers is through the Supplier Self Service portal.
Additional Considerations

LAUSD is sensitive to, on an exception basis, potential suppliers who may not have access to complete their self-registration process.  A paper-based submittal process will still be in place to accommodate this situation.  LAUSD Procurement staff will perform the registration steps on the supplier’s behalf.
3.1.4.1 Register Suppliers

Prospective bidders/suppliers/vendors within the trade vendor account group will be invited to and be required to register using the SAP SRM registration of suppliers (ROS) application.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	ROS-Invite
	ROS
	
	Invite Supplier Registration
	Central Procurement Analyst

	ROS-Self
	ROS
	
	Self-Registration of Supplier
	Potential Supplier


3.1.4.2 Select Suppliers

The Procurement Services Division will use ROS to accept and pre-select suppliers which will allow the pre-selected suppliers to create a user and maintain profile information using ROS.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	ROS-Accept
	ROS
	
	Supplier Directory Acceptance
	Business Partner Administrator

	ROS-Pre-Select
	ROS
	
	Supplier Pre-Selection
	Business Partner Administrator

	SuS-Register
	SuS
	
	Register with SuS Email Number and Create User
	Potential Supplier

	SuS-Maintain
	SuS
	
	Maintain Supplier User
	Supplier


3.1.5 Manage Vendors

Overview

The LAUSD Procurement Services Division will be responsible for information within the vendor master, with maintenance of certain vendors shared with other District organizations.  

The vendor master provides for centralized vendor information and settings that are shared across all LAUSD organizations, impacting procurement and accounting processes and transactions relevant to each vendor.   Vendor master records contain the information necessary to conduct business with vendors including the following:

· Name

· Address

· Language

· Contact information  

· Tax Identification Number

· Terms of payment

· Method of payment

· Bank details

· Purchasing-specific information

In addition, the vendor master determines which general ledger account (“reconciliation account”) is used for recording the amounts payable to the vendor.   

Key Owners

The key owners for the Manage Vendors activity are as follow:

· Director of Procurement Services (Mark Hovatter) 

· (Judith Reece, Anthony Gomez)
· Controller (Luis Buendia)

· (Mark Harris)
· Facilities Services Financial Specialist (Chris Alejo)

Mark Hovatter is the owner of the Vendor Master and Procurement will be maintaining vendor master records for all vendors with the exception of two Account Groups.  There is an already existing Account Group specific to Garnishment vendors maintained by Payroll.  There will also be one Account Group maintained by Facilities Program Support Services, Facilities Procurement Payment Services specifically for Facilities Imprest vendors.

Luis Buendia, Controller, will continue the practice of Payroll maintaining the vendor master records specific to the Account Group for garnishments.

Existing “As Is” Overview

The Procurement Services Division Vendor Services area supports the creation and maintenance of vendor codes and information within IFS, which is depicted in the diagram below.
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The process to request a vendor code is a manual, paper-based process requiring identification of a District sponsor in order to confirm that the requested vendor has been awarded a contract and/or a purchase order.  After Vendor Services has processed a new request, an e-mail is sent to the requesting school or office containing the vendor code and relevant vendor information to allow the school or office to process transactions for that vendor.  A vendor code is required to process payments in IFS for goods or services received, as well as for various types of reimbursements.  

Changes to existing vendor records are performed in the IFS VEN2 table and may include routine changes to address, phone, fax or contact information.  Other changes, such as name and Taxpayer Identification Number (TIN) which may be the result of a buyout / acquisition/merger, are more sensitive and require additional follow-up by responsible staff as well as supporting documentation from the vendor.

The IFS VEN2 table is also used for additional vendor maintenance functions including updating the PeopleSoft system used by the Los Angeles County Office of Education (LACOE) and IRS 1099 reporting.  The IFS VENW table is used to manage withholding required by the Franchise Tax Board Resident and Nonresident Withholding Guidelines for out-of-state vendors.  

IFS also provides for two types of holds that may be placed on a vendor record.  A “Y” hold does not allow any transactions to occur.  A “P” hold will allow payments to be processed by the Accounts Payable Branch, but only by an end-user who has the proper user profile with “P” hold override capabilities. 

The IFS VTXT table is used for documentation purposes, allowing notes to be created for a vendor.

Newly created vendors, changes to existing vendor records, holds and vendor notes are updated immediately after the entries are successfully saved in IFS.

Existing Pain Points

· Limited information is collected and maintained in IFS.

· IFS has field length limitations that result in non-standard abbreviations to be used for longer names or addresses, which  causes duplicate vendor records.

· IFS does not support document attachments.  All vendor-related forms, applications, supporting documentation and certifications [e.g.,  Internal Revenue Service (IRS) Form W-9, Franchise Tax Board (FTB) Form 590, Automated Clearing House (ACH) or Electronic Funds Transfer (EFT) paperwork] are maintained in a separate manual file.

· The IFS vendor master record does not capture detailed Small Business Enterprise (SBE) or 1099 reporting information.  1099 reporting requires support from the Procurement Services Division, the Accounts Payable Branch and ITD.

· IFS fields are often misused to capture additional information such as fax number, e-mail address, seller’s permit or resale number and shorter notes.

· An additional vendor record is required to pay an alternate payee in IFS, even if the alternate payee is already an IFS vendor.  IFS requires an additional vendor code for the alternate payee to be created and linked using the same base vendor number (e.g., vendor ABC has vendor number 123456 and vendor XYZ has vendor number 700000; however, in order to pay Vendor XYZ instead of vendor ABC, another vendor record must be created for XYZ and issued vendor code 123456A).

· Employees are reimbursed for travel, damage and tuition through IFS rather than through payroll and there is no automated process to create vendors in IFS nor to ensure that employee-related vendor information is current.  This results in checks or warrants being sent to an incorrect address.

· Employee vendors must be created in IFS for processing of replacement payroll warrants.

· SAP employee information must be manually verified to validate that a trade vendor is not created for former or current District employees if there is a conflict of interest, if an employee has an existing assignment with the District or if the employee has violated the District’s ethics policy with respect to “cooling periods”.

· IFS has limited vendor record change history, including allowing an end-user to determine if dates are recorded for creation of (or changes to) vendor notes as well as documenting what was actually changed in the VTXT table.

· Archiving is not done routinely, resulting in more than 129,000 existing IFS vendor master records.

· There are a limited number of standard IFS vendor master-related reports.  

· There are Control-D reports that show minimal key fields for creation and edit of vendor records; however, the history of vendor creations and changes prior to the past three months are no longer available if these reports are not downloaded and saved.

· IFS does not provide for vendor grouping to manage different types of vendors.  Instead, certain number ranges and formats are used to identify vendors used for specific purposes like recoupment, garnishment and employee reimbursement.

· Vendor maintenance requires duplicate processing of the same information (e.g., a new employee-related vendor requires the Human Resources Division to perform master data address maintenance, the Accounts Payable Branch to type and submit the request for a vendor number and Vendor Services to input the information into IFS).

· IFS does not maintain separate vendor banking information for ACH or EFT payments.  Only notations that ACH or EFT payments are to be made are reflected against the vendor record, with additional information documented within the notes within the VTXT table. 

· Vendors in the LACOE PeopleSoft system must be manually updated by the following three LAUSD organizations to enable ACH or EFT payments, in accordance with LACOE policy requiring segregation of duties:

· The Treasury Branch is required to update banking information using the ACH01 role

· The Procurement Services Division connects the banking information to the appropriate vendor using the ACH02 role 

· The Accounts Payable Branch tests the electronic remittance process using the ACH03 role

Envisioned “To Be” Overview

Account groups will be used in SAP to classify and restrict access to vendor master records, allowing LAUSD organizations other than the Procurement Services Division Vendor Services area to create and change vendors for which they are responsible.  The following  account groups and responsible organizations have been identified for managing vendors:

	Account Group
	Description
	Proposed Maintainer

	Trade Vendors
	Includes companies/individuals/sole proprietors (P.O. vendors), settlements (non-employee), real estate, escrow, developer fees, assignments (rights and duties, p.o./contract monies), bank service
	Procurement

	Payment Remittance
	Payment remittance addresses for Trade Vendors
	Procurement

	Non-Employee Reimbursements
	Includes reimbursement for Special Education Parents, parent travel, private schools (incl. Title I and Title II), and tuition, financial aid, and scholarship stipends for LAUSD students
	Procurement

	Schools and Offices
	Includes Imprest, Student Body, Charter Schools (fiscally dependent and fiscally independent), and Public School of Choice
	Procurement

	Facilities Imprest
	Facilities has “Super Imprest” accounts to accommodate expedited payments related to relocation, DSA, and utilities (temporary during construction and utilities installations).  This will replace an out-of-the-box product, Quick Books, currently being used for tracking.
	Facilities – Program Support Services, Facilities Procurement Payment Services

	Miscellaneous
	Intended for non-PO based payments such as Utilities.  Move settlements and developer fees here?
	Procurement

	Garnishment (PAY1)
	Already assigned a vendor number through SAP beginning with '90' in Account Group PAY1.
	Payroll

	Benefits and Payroll Deductions (PAY2)
	Already assigned a vendor number through SAP beginning with "95" in Account Group PAY2, possibly through a 3rd party process, covering retirement, union dues, credit unions, etc.
	Procurement


Trade vendors provide goods, general services, professional services and construction services to the District and will be selected and managed through a procurement process.  Trade vendors will be required to register through SUS and provide information that will be synchronized with SRM and ECC to allow follow-on procurement activities including selection during creation of shopping carts, invitations for bid / requests for proposal (RFx), contract awards and purchase orders.  These vendors will also be available to process payments in ECC.

Certain information will not be submitted by trade vendors through SUS and would need to be submitted outside of SAP including the following forms:  

· IRS Form W-9 (Request for Taxpayer Identification Number and Certification)

·  FTB Form 590 (Withholding Exemption Certificate) for out-of-state vendors, as required

Non-trade vendor account groups will not be managed through SUS and requests for creation and maintenance of these types of vendors will be processed outside of SAP. 
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Key Configuration Changes

There are a variety of configuration tasks that need to take place before the Vendor Master is available for use.  The configuration tasks include defining Account Groups, creating number ranges, assigning number ranges, and defining sensitive fields.  Following are brief descriptions and snapshots of these configuration activities:

Define Account Groups with Screen Layout (Vendors):

When creating a vendor account, an Account Group must be specified.  The Account Group is a logical way of classifying vendors and which control the number range and fields used on a Vendor Master Record.

Via the account group you determine:

· The interval for the account numbers

· Whether the number is assigned internally by the system or externally by the user (type of number assignment)

· Whether it is a one-time account

· Which fields are ready for input or must be filled when creating and changing master records (field status)
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Create Number Ranges for Vendor Accounts

Once account groups have been established, number ranges for those account groups must be created.  The following must be specified when creating the number ranges:

· A number interval from which the account number for the vendor accounts is to be selected

· The type of number assignment (internal or external number assignment)

Assign the number ranges to the account groups for vendors.
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Assign Number Ranges to Vendor Account Groups:

Number ranges for vendors are separately defined and assigned to the individual Account Groups.  Number Ranges can be either internally or externally defined.  
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The following Account Groups and number ranges have been created for LAUSD:

	Vendor Account

Group
	Description
	Number Range
	Reconciliation

Account

	Z001
	Trade Vendors
	1000000000 to 1999999999
	950001

	Z002
	Payment Remittance
	2000000000 to 2999999999
	950001

	Z003
	Non Employee
	3000000000 to 3999999999
	950001

	Z004
	Schools/Offices
	4000000000 to 4999999999
	950001

	Z005
	Facilities Imprest
	5000000000 to 5999999999
	950002

	Z006
	Miscellaneous
	6000000000 to 6999999999
	950001

	PAY1
	Garnishment
	Already exist (begins with 90…)
	950008

	PAY2
	Benefits and Payroll Deductions
	Already exist (begins with 95…)
	950009


Define Sensitive Fields for Dual Control (Vendors)

Defining sensitive fields allows for dual control in the customer/vendor master records.  A field that is defined as "sensitive" requires that a second person with the proper authorization reviews the change made and either confirms or rejects it.
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a. Information on Automatic Download from Marketplace

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Supplier Relationship Management ( SRM Server Technical Basic Settings ( Settings for Supplier Synchronization ( Information on Automatic Download from Marketplace

	Activity Description
	In this Customizing activity, you enter information that enables you to automatically download supplier information from an external application, for example, supplier self-services (SUS. Values entered will used as a default value in the transactions Transfer Supplier Master (BBPGETVD) and Update Supplier Master Record (BBPUPDVD)
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b. Settings for Supplier Synchronization

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Supplier Relationship Management ( SRM Server Technical Basic Settings ( Settings for Supplier Synchronization ( Define Global Settings

	Activity Description
	Automatic supplier synchronization function can be enabled with the activity
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c. Define Account Groups with Screen Layout (Vendors):

	Transaction code
	SPRO

	IMG menu
	Financial Accounting ( Account Receivable and Accounts Payable ( Vendor Accounts ( Master Records ( Preparations for creating vendor master records ( Define account groups with screen layout (Vendors)

	Activity Description
	When creating a vendor account, an account group must be specified. The account group determine

· The interval for the account numbers

· Whether the number is assigned internally by the system or externally by the user (type of number assignment)

· Whether it is a one-time account

· Which fields are ready for input or must be filled when creating and changing master records (field status)

The fields are grouped as General Data, Company Code Data and Purchasing Data.
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d. Create Number Ranges for Vendor Accounts

	Transaction code
	SPRO

	IMG menu
	Financial Accounting ( Account Receivable and Accounts Payable ( Vendor Accounts ( Master Records ( Preparations for creating vendor master records ( Create Number Ranges for Vendor Accounts

	Activity Description
	Number Ranges for Vendor Accounts are created
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e. Assigning Number Ranges to Vendor Account Groups

	Transaction code
	SPRO

	IMG menu
	Financial Accounting ( Account Receivable and Accounts Payable ( Vendor Accounts ( Master Records (Preparations for creating vendor master records ( Assign number ranges to vendor account groups

	Activity Description
	Number ranges are assigned to the account groups
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f. Defining Sensitive Fields for Dual Control (Vendors)

	Transaction code
	SPRO

	IMG menu
	Financial Accounting ( Accounts Payable Accounts Receivable ( Vendor accounts ( Master Data ( Preparations for Creating Vendor Master Data ( Define Sensitive Fields for Dual Control (Vendors)

	Activity Description
	Define the fields for dual control in the vendor master records.

If you define a field in the vendor master record as "sensitive", the corresponding vendor account is blocked for payment if the entry is changed. The block is removed when a second person with authorization checks the change and confirms or rejects it.
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Gaps and Resolution

Fields for sensitive information have yet to be defined as this impacts all Account Groups, including those already in production.  Defined fields require review from another user with the appropriate Central Vendor Master Data Administrator role for creation of a vendor record and changes to a vendor record.  If no sensitive fields are identified, then transactions FK08 and FK09 relating to “Confirm Sensitive Field Changes” will be removed from the blueprint.

LACOE and LAUSD have an interface in place for vendor master creations and changes in IFS to be transmitted to LACOE’s PeopleSoft system.  There are discussions to take place with LACOE relating to changes in LAUSD’s vendor numbers.  Depending on decisions made, there could be additional cost to update LAUSD’s vendor information in LACOE’s system. 

	RICEFW ID
	Type
	Description

	ZAPOUT1015
	Interface
	Interface of SAP vendor information to the Los Angeles County Office of Education.

	ZGLOUT1005
	Interface
	Interface of SAP vendor information to other non-SAP systems.

	ZMMCNV1001
	Conversion
	Conversion of vendors.

	ZAPENH1004
	Enhancement
	Custom fields to support LAUSD vendor creation and management.

	ZSRENH1022
	Enhancement
	Enhanced vendor replication to support custom fields used for vendor registration.

	ZSUEHN1006
	Enhancement
	Enhancement to allow suppliers to revise vendor master information submitted through SUS.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

The responsibility of the vendor master will be shared amongst the Procurement Services Division, Payroll Administration and Facilities Services Division (Facilities Program Support Services, Facilities Procurement Payment Services).

Procurement will be maintaining vendor master records for all vendors with the exception of two Account Groups.  There is an already existing Account Group specific to Garnishment vendors maintained by Payroll.  There will also be one Account Group maintained by Facilities Program Support Services, Facilities Procurement Payment Services specifically for Facilities Imprest vendors.

Luis Buendia, Controller, will continue the practice of Payroll maintaining the vendor master records specific to the Account Group for garnishments.
Technology Changes

The vendor master will be categorized by Account Groups in SAP.  Facilities will maintain vendor records in SAP in place of the stand alone software currently being used to track their Imprest account(s).  The interface that sends vendor master information to LACOE’s PeopleSoft system will change.
People Changes

The responsibility of the vendor master will be shared amongst Procurement, Payroll, and Facilities staff.

Policy Changes

The responsibility of the vendor master will be shared amongst Procurement, Payroll, and Facilities staff.
Training Impacts

Procurement and Facilities staff will need to be trained on vendor master transactions.  Payroll staff, already performing vendor master functions in production for garnishments, will be impacted minimally by the “sensitive field changes” controls put in place.

Related Internal Controls

To retain a clear separation of duties from the payment process, the Vendor Master will be owned and maintained by Procurement (with the exception of the Garnishment Account Group and the Facilities Imprest Account Group).  Accounts Payable will only have the ability to view vendor records, but cannot create or edit any vendor master records.

Additional Considerations

A determination will need to be made with respect to which vendors LAUSD will be converting from IFS to SAP and the appropriate account group to be used for each.  

Replacement of payroll warrants due to stale dated or fraudulent activity will continue to require a vendor master record for employees.  Payroll views this process as replacing a check and not paying the employee again.  This process also avoids impacts to W-2s issued to employees.

The District should consider printing 1099s using SAP  rather than using a third-party printing solution such as Apperson.

3.1.5.1 Establish Vendors

Trade vendors will be established in SUS / SRM and synchronized with ECC using the business partner change monitor.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Business Partner Change Monitor-Replicate
	Business Partner Change Monitor
	
	Replicate Master Data in Business Partner Change Monitor
	Business Partner Administrator


3.1.5.2 Maintain Vendors

Non-trade vendors will be created in ECC using transaction XK01.  Vendor information not synchronized between SRM and SUS will be changed in ECC using transaction XK02.  

Blocking and unblocking of vendors for payment purposes will be performed in ECC using transaction XK05.  

Setting the vendor deletion indicator to prevent processing of all transactions will be performed in ECC using transaction XK06.  

Interfaces of vendor information to external systems, including to the LACOE PeopleSoft system, will be scheduled to process automatically; however, transactions will be available to be executed by authorized end-users if these interfaces fail and they must be run immediately.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	XK01
	XK01
	Procurement is to have the ability to create records in all Account Groups
	Create Vendor
	Central Vendor Master Data Administrator

	XK01
	XK01
	Facilities is to have the ability to create records only in their specific Account Group, Facilities Imprest
	Create Vendor – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	XK01
	XK01
	Payroll is to continue to have the ability to create records only in their specific Account Group, Garnishment
	Create Vendor – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only

	XK02
	XK02
	Procurement is to have the ability to change records in all Account Groups
	Change Vendor
	Central Vendor Master Data Administrator

	XK02
	XK02
	Facilities is to have the ability to change records only in their specific Account Group, Facilities Imprest
	Change Vendor – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	XK02
	XK02
	Payroll is to have the ability to change records only in their specific Account Group, Garnishment
	Change Vendor – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only

	XK05
	XK05
	Procurement is to have the ability to block / unblock vendor records in all Account Groups
	Block/Unblock Vendor
	Central Vendor Master Data Administrator

	XK05
	XK05
	Facilities is to have the ability to block/ unblock vendor records only in their specific Account Group, Facilities Imprest
	Block/Unblock Vendor – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	XK05
	XK05
	Payroll is to have the ability to block / unblock vendor records only in their specific Account Group, Garnishment
	Block/Unblock Vendor – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only

	XK06
	XK06
	Procurement is to have the ability to set the vendor deletion indicator for all Account Groups
	Set Vendor Deletion Indicator
	Central Vendor Master Data Administrator

	XK06
	XK06
	Facilities is to have the ability to set the vendor deletion indicator only for their specific Account Group, Facilities Imprest
	Set Vendor Deletion Indicator – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	XK06
	XK06
	Payroll is to have the ability to set the vendor deletion indicator only for their specific Account Group, Garnishment
	Set Vendor Deletion Indicator – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only

	
	
	
	Interface Vendors to LACOE
	Job Scheduling Manager,

Central Vendor Master Data Administrator

	
	
	
	Interface Vendors to Other External Systems
	Job Scheduling Manager,

Central Vendor Master Data Administrator


3.1.5.3 Confirm Sensitive Field Changes

Certain types of critical ECC vendor changes, such as name and TIN, will be reviewed and confirmed by authorized staff prior to updating using transaction FK08 for processing changes to one critical field and FK09 for changes to multiple critical fields.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FK08
	FK08
	Procurement is to have the ability to confirm sensitive field changes in all Account Groups
	Confirm Single Vendor Sensitive Field Change
	Central Vendor Master Data Administrator

	FK08
	FK08
	Facilities is to have the ability to confirm sensitive field changes only for their specific Account Group, Facilities Imprest
	Confirm Single Vendor Sensitive Field Change – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	FK08
	FK08
	Payroll is to have the ability to confirm sensitive field changes only for their specific Account Group, Garnishment
	Confirm Single Vendor Sensitive Field Change – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only

	FK09
	FK09
	Procurement is to have the ability to confirm sensitive field changes in all Account Groups
	Confirm Multiple Vendor Sensitive Field Changes
	Central Vendor Master Data Administrator

	FK09
	FK09
	Facilities is to have the ability to confirm sensitive field changes only for their specific Account Group, Facilities Imprest
	Confirm Multiple Vendor Sensitive Field Changes – 

Facilities Imprest Only
	Central Vendor Master Data Administrator – Facilities Imprest Only

	FK09
	FK09
	Payroll is to have the ability to confirm sensitive field changes only for their specific Account Group, Garnishment
	Confirm Multiple Vendor Sensitive Field Changes – 

Garnishment Only
	Central Vendor Master Data Administrator – Garnishment Only


3.1.5.4 Display Vendors

Accounts Payable, Procurement, Payroll and Facilities staff will  view vendor master record information in ECC using transaction XK03 and complete change history for all vendor master record changes using transaction XK04.  

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	XK03
	XK03
	Procurement is to have the ability to display records in all Account Groups
	Display Vendor
	Restricted Accounts Payable Display

	XK03
	XK03
	Accounts Payable supervisors/management are to have the ability to display records in all Account Groups
	Display Vendor
	Restricted Accounts Payable Display

	XK03
	XK03
	Accounts Payable Payers are to have the ability to display records in all Account Groups
	Display Vendor - 

Taxpayer Identification Number (EIN/SSN) and Banking Information to be masked.
	Restricted Accounts Payable Display – masked data

	XK03
	XK03
	Facilities Staff are to only display their specific Account Group, Facilities Imprest
	Display Vendor – 

Only for Account Group Facilities Imprest
	Restricted Accounts Payable Display – Facilities Imprest Only

	XK03
	XK03
	Payroll Staff are to only display their specific Account Group, Garnishment
	Display Vendor – 

Only for Account Group Garnishment
	Restricted Accounts Payable Display – Garnishment Only

	XK04
	XK04
	Procurement is to have the ability to display changes in all Account Groups
	Display Vendor Changes
	Restricted Accounts Payable Display

	XK04
	XK04
	Accounts Payable supervisors, managers, and payers are to have the ability to display changes in all Account Groups
	Display Vendor Changes
	Restricted Accounts Payable Display

	XK04
	XK04
	Facilities Staff are to only display changes for their specific Account Group, Facilities Imprest
	Display Vendor Changes – 

Only for Account Group Facilities Imprest
	Restricted Accounts Payable Display – Facilities Imprest Only

	XK04
	XK04
	Payroll Staff are to only display changes for their specific Account Group, Garnishment
	Display Vendor Changes – 

Only for Account Group Garnishment
	Restricted Accounts Payable Display – Garnishment Only


3.1.6 Manage Contract Elements

Overview

Contract data (“System Contracts”) and RFx information (“System RFx’s”) will be input and maintained in the Records Management feature of Procurement for Public Sector (“PPS”) with visibility in SRM.  SRM’s Document Builder will house the rules, clauses, templates and other variables that will make up the actual contract or amendment document that contains the applicable terms and conditions and can be printed and signed by the parties (the “Legal Contract”).  Similarly, Document Builder will contain the actual RFx solicitation document and related documents and forms (the “RFx Package”).

Document Builder will contain three components of information:  variables, elements and rules.  Variables determine when certain rules apply.  The rules set document parameters (e.g., monetary limits and access restrictions). Elements refer to the sections of the Legal Contract and RFx Package.

Key Owners

The key owners will be:

1. Director of Procurement (Mark Hovatter)

a. Director, Procurement Administration (Judith Reece)

b. Director, Contract Administration (Hugh Tucker)

c. Director, Procurement Support (Tybouy Tang-Wong)

d. Director, Compliance, Grants and Strategic Contracting Coordination (Duane Johnson) 

2. The Office of the General Counsel,

3. The Division of Risk Management and Insurance Services, and

4. The Ethics Office.

Existing “As Is” Overview

Each of the teams that are responsible for separate contracting areas (what were formerly Facilities Construction Contracts [construction], Facilities Contracts [construction professional services], Procurement Services [non-Facilities professional services] and Purchasing [stock/non-stock]) maintain their own contract and solicitation document forms, which vary from one group to the next.  Templates are generally maintained on a shared server with editing access limited to designated individuals.  Buying staff are to download the latest template and modify it as needed for their specific transaction.

Existing Pain Points

· Forms are inconsistent due to the fact that the District does not have or present one policy to the bidding /proposing public and vendor community
· With each team working from different forms and processes, the District does not get the benefit of each team’s lessons learned of best practices
· Despite official policy, existing forms are not maintained in a secure way to prevent individual modifications which results in document variations from buyer to buyer within the same sub-division
· Communication about agreed-upon or directed modifications to forms is not consistent and effective, resulting in the use of an out-of-date form 
· The current Invitation for Bid (IFB) form is divided into sections with duplicate information in more than one section with separate page numbering of sections resulting in difficulties using the form
· The current Request for Proposal (RFP) form contains inconsistencies
· It is difficult to access the following critical information in most District contract forms:

· Contract signature
· Relevant goods or services 
· Contract value
· Contract term
Envisioned “To Be” Overview

New contracts and RFx solicitation documents will be “created” in PPS through data-entry. The document templates, along with rules of use will be maintained in SRM’s Document Builder.   

“Super users” will develop the PPS System Contract and System RFx dialog questions that will determine what of the applicable document elements will be incorporated into the Legal Contract or RFx Package.   Typical dialog questions require configuration, but are not development objects.

In Document Builder, the Buyer will then compile and edit the Legal Contract or RFx Package, uploading scanned attachments and other documents that are unique to a particular transaction.  The Buyer can then release the Legal Contract or RFx Package in Document Builder for use in the next step of the contract or procurement process.

Document Builder elements for both the Legal Contract and the RFx Package will each be comprised of several specified components.  For both types of documentation, Document Builder will contain:  

1.
“Standard forms” that will be the same and applicable to all contracts or solicitation documents, as the case may be;

2.
“Configurable forms” that may be filled in and modified in accordance with the applicable agreement or solicitation document, and

3.
References to additional documentation that must be developed anew and incorporated for each transaction along with the minimum information that must be included.  Reference documents will be maintained offline.

For Legal Contracts, “standard forms” of contract components will include:

a. The Contractor’s Code of Conduct

b. General District Terms and Conditions (one for goods and another for services) and

c. Insurance Requirements (modifiable, however, if need be).

Among “configurable forms” of Legal Contract components will be;

a. The contract cover page—a form to be completed with the relevant information, and

b. The Rate Schedule in contracts for goods

Legal Contract components that will need to be developed (offline) for each new contract include:

b. The Statement of Work (services),

c. The Fee and Payment Schedule (services) and

d. Special terms and conditions, which will result from:

a. The unique nature of the goods or services, or

b. Negotiation.

Similarly, every solicitation document will include the following components regardless of whether it is to acquire goods or services:

A. Procurement Summary Information

1. Cover (with procurement summary information),

2. Table of Contents

3. Bidder/Proposer Information Sheet

4. Key Events Schedule

5. Procurement Overview

6. Minimum Qualification Requirements

7. Evaluation Criteria (services)

8. Statement of Work (services)/Technical Specifications (goods)

9. Bid/Proposal Package Requirements

B. Forms to Complete & Submit

1. Pricing Sheet (services)/Rate Schedule (goods)

2. Ethics Cert.

3. SBE Utilization Form

C. Reference Documents

1. Instructions to Proposer/Bidder

2. Insurance Requirements

3. Contractor Code of Conduct

4. Travel & Expense Guidance (if applicable)

5. Contract Terms (sample contract or “standard” terms; different for goods than for services)

6. Lobbyist Registration Information

In this case, the Reference Documents will be “standard.” The Rate Schedule, Ethics Cert., SBE Utilization form and all of the Procurement Summary Information except the Procurement Overview, Minimum Qual. Requirements, Evaluation Criteria and Statement of Work will be configurable forms.  The Pricing Sheet, Procurement Overview, Min. Qualification Requirements and Pricing sheet are among the components that will need to be developed anew for each transaction.

Instead of having to print and sign their RFx Package, vendors will be able to click a box certifying as to their authority to submit the bid or proposal and to the truth of the representations contained in their bid or proposal.  The clicked certification will be tied to the vendor’s unique vendor or registration number as a means of verifying the “clicker’s” identity.
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Key Configuration Changes

a. Document Builder: Activate Document Builder integration

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Supplier Relationship Management ( SRM Server (Cross-Industry Functions( Activate Document Builder Integration

	Activity Description
	In this IMG activity set up the integration of SAP Document Builder with SRM documents is achieved by defining the corresponding Uniform Resource Locators (URLs).

Rfx and Contract business documents will be configured  to integrate with SAP Document Builder
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b. Document Builder: Define Reference Data

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Supplier Relationship Management ( SRM Server ( Cross-Industry Functions(Define Reference Data

	Activity Description
	Define Document Builder Reference Data
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c. Document Builder:Map fields

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( SAP Supplier Relationship Management ( SRM Server ( Cross-Industry Functions(Map Fields

	Activity Description
	Map Document Builder Fields and Elements
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Gaps and Resolution

None noted other than the conversion issue indicated below.

	RICEFW ID
	Type
	Description

	ZSRCNV1001
	Conversion
	Conversion of contract elements.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

Super users, Buyers, assigned SRM Administrators and assigned BASIS Administrators will need to be identified.

Technology Changes

· Super users, Buyers and administrators will need SAP licenses

· Buyers will need access to scanners

· Buyers and administrators will need access to computers capable of handling the installation and running of the District’s application of SAP for procurement

People Changes

· “Super users” will need to be identified and trained in the development of appropriate dialog questions

· Buyers will need to be trained in answering the dialog questions and the development of contracts, amendments and RFx’s

· Vendors will need to be trained on completing the RFx documents.

Policy Changes

· Many contract, amendment and RFx templates will be standardized 

· Contract, amendment and RFx templates will be located in one place

· Clicked, online certification replaces vendor signature on RFx responses 

Training Impacts

See “People Changes” above.

Additional Considerations

None not already outlined elsewhere

3.1.6.1 Maintain Legal Contract Elements

At regular intervals (e.g., every six months to a year) and in response to changes in District policy and in the law, the SRM document dialog questions and the document templates, rules and variables in Document Builder will need to be reviewed and updated.  The review process should probably begin with Buyers, District legal staff and the Super users whose recommendations would be implemented by the SRM and BASIS administrators.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	SPRO-Document Builder
	SPRO
	
	Maintain Document Builder IMG
	SRM Administrator

	SE01-Document Builder
	SE01
	
	Transport Document Builder IMG Changes
	BASIS Administrator


3.2 Process Transactions

<to be completed> 

3.2.1 Process Shopping Carts

Overview

The Los Angeles Unified School District (LAUSD) procurement organization must adhere to requirements as established by statute and Board rules (e.g. purchases of various dollar levels or types trigger different procurement vehicles-small purchase, informal or formal bid).  Each procurement method involves significantly different steps and policies that support each procurement.  In addition, some statutes and Board rules may define certain commodities or services that are exempt from the procurement bidding procedures.  Procurement policies translate the statutory and regulatory requirement into a format that allows procurement officials and requisitioners within the enterprise, as well as vendors/suppliers to understand and operate within the appropriate guidelines.  

The shopping cart process describes the purchase of goods and services in support of all district activities for all schools and most offices with the exception of some departments that have power users that may bypass the shopping cart process and go directly to the creation of purchase orders.  The shopping cart process includes the establishment and maintenance of a procurement strategy, requisition of materials and services, procurement of general supplies, instructional materials, the monitoring of vendor purchase orders, the receipt of materials and services.  Schools and offices will be in one-work environment which is SRM 7.0 with Procurement for Public Sector (PPS) to perform all of their procurement related responsibilities. The Shopping Cart in SRM will be the one and only procurement transaction which will be configured to support purchases from our District warehouse, low value purchases, external catalog purchases, contract purchases, textbook purchases, instructional materials, and open-market procurement requests.  This may be subject to electronic bidding through the SAP system including SRM with Procurement for Public Sector.  

The shopping cart process will be a marked improvement of the current District requisitioning process. The shopping cart functionality will allow attachments of documents to assist in the procurement process.  Each shopping cart will go through a system approval process to ensure that the proposed transaction is funded properly and is review by the appropriate District leadership.  The workflow has the potential of eliminating many district forms use to capture approvals.  Requesters will no longer have to fax and follow up with emails or phone calls to check on the status of their approvals as they can view the shopping cart for the different authorities that will need to approve their shopping carts.  They will be able to view follow on documents like bid, purchase order, receiver, and invoice within the Shopping Cart functionality without having to go to multiple screens to retrieve this information. 

The District has several auxiliary systems that initiate the purchase of goods and services like Maximo, MCMS, and CMS.  These systems will be able to interface their approved requests electronically into the shopping cart.  The shopping cart will hold the account assignment and check the funds availability at each step of the approval process and ultimate will pre-encumber the funds at the final shopping cart approval.  The interface between the SAP and Cafeteria Management System (CMS) will, also, interface with both the General Stores Distribution and Food Distribution Centers directly into ECC and create STO’s (Stock Transport Orders).

Key Owners

Mark Hovatter, Procurement Executive

Marc Monforte, Director of Materiel Management

Hugh Tucker, Director of Contract Administration

Judith Reece, Director of Procurement Administration

Existing “As Is” Overview

The LAUSD has a hybrid purchase organization that is both centralized and decentralized.  The District allows schools and offices to create their own purchase orders for textbooks and instructional materials and for low-value purchases of $25,000 or less for goods, supplies, general services, and professional services.   There are some organizations like Facilities and ITD that go directly to purchase orders.    The school and office administrators currently sign and transmit the purchase orders to vendors and make the necessary modification to these orders.

The centralized process centers under the following processes:  Non-stock, stock, professional services, maintenance services, and public works construction services.  
The following centralized procurement processes are initiated through the use of requisitions:

Non-Stock:  Purchase of supplies, goods, equipment, and general services

The non-stock process is driven by the Public Contract Code 20111.  The process begins with identification of a product need and entry into IFS as a requisition (RX transaction). If the product can only be fulfilled by a single vendor (single/sole source), then a single source justification must be submitted by the requestor to identify the vendor and to explain why only that vendor should be used to fulfill the product need. In either case the RX transaction must be “scheduled” (i.e. approved) by the site administrator. 


The following are some of the requisitioning process that requires special handling.

· The payment of conference registration fees requires a “request for conference form No. 1012 to be submitted.

· Request for Rental of Facilities requires a facilities request form to be submitted.

· Field Trips require the students approved field trip form.

· Transportation, if not an approved charter bus, requires proof of liability insurance from the carrier.

· Request that are over the bid limit (currently $81,000) requires the submittal of a Request for Procurement Action (RFPA form)

· Playground Equipment requires approvals from Maintenance and Operations as well as the Office of Environmental Health and Safety.

· Chemical requires MSDS sheets as well as approval from the Office of Environmental Health and Safety.

Stock:  Purchase of goods, food, equipment, and supplies to replenish the Distribution Centers

The stock process is similar to the non-stock process and for the most part is driven by the Public Contract Code 20111.  The progress begins with Inventory Replenishment Report (IREP).  The Inventory Analysts reviews the demand and depending on what they have on hand will enter a requisition to request the goods.  This is area is highly specialized as the analyst needs to make sure they have enough stock available at all times to satisfy the schools and offices demands.

Professional Services (Non-Facilities):  

The process of professional services is govern by District Adopted board rules and as there is no legal requirements to bid these services out.  The current process requires all requestors to submit a RFPA form along with the requisition.  Normally, schools will enter the requisition and, then, fax the RFPA to the Procurement Division.  The RFPA form requires different approvals depending on the dollar thresholds.  Requisitions between $25,000 and bid limit (currently $81,000) require the requestor to submit documentation on the selection of proposed vendor to Procurement.  If the professional service is between bid limit and $250,000 the requestor needs to submit the scope of work, evaluation criteria, and proposal pricing; Procurement may conduct either an informal or formal competition and will select the vendor.  All services over $250,000 are formally bid.

In all the processes a requisition is entered by an administrative staff member and an administrator approves the requisition in IFS.  Then, a nightly ITD print run produces the school/office “accepted” requisitions and delivers them to Procurement.  Accepted requisitions are distributed to the appropriate buyer in Procurement for further processing.  All schools and offices enter the prefer vendor information and the buyer will supplement by bidding the order out and finding the best price.  Any discrepancies are resolved with the requestor. 

Procurement Services in order to minimize the inquiry of the requisition statuses, maintains an online website where individuals can search by their specific requisition to view the status.  The individual may search either by number or location code.  The status relies on buyers updating the status of the requisition manually.
Requisition Process Flow Diagram
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Existing Pain Points

· There is confusion among schools and offices to know which transactions they should be using; i.e. PD LV, PD BPO, RX, RX CS, P-Card, Imprest, and etc.
· Schools and Office normally do not select the appreciate commodity codes (material group) which may lead to selecting the wrong taxes on the order.
· School and Offices normally do not select the appropriate object of expenditure code (commitment item)
· Schools do not have up to date information on the status of their requisitions.
· Schools and Offices do not submit their receivers on a timely manner.
· School and Offices do not enter enough information that identifies the item being purchase.
· The use of “see attached” makes it impossible to analyze what is being bought.

· There is no preventive check to make sure funds are used for what they were intended.

· School and Offices are in two separate systems; schools use GUI, which is a front end to IFS, and offices are in IFS.

· Schools hold on to entering receivers because they have no visibility to the invoice since the invoices are sent directly to Accounts Payables.

· There is high turnover at schools and requires constant retraining.

· Requisitioners do not know the purchasing procedures.

· There is no process to capture assets.

· Schools and Offices do know what requisitions and purchase orders they have open.  The requisitions and purchase orders many times keep on rolling over from year to year, encumbering funds that could have been use for other purposes.

· Schools and Offices end up losing on funds that do not carry over as they wait to end of the fiscal year to try to spend it, creating pressure on the procurement department to rush all orders.

· There is no identification on the system that denotes the funds expiration dates, specifically for all district grants, for buyers to prioritize.

Envisioned “To Be” Overview

Schools and offices will be in one-work environment which is SRM 7.0 with Procurement with Public Sector (PPS) to perform all of their procurement related responsibilities. The Shopping Cart in SRM will be the one and only procurement transaction which will be configured to support purchases from our District warehouse, low value purchases, external catalog purchases, contract purchases, textbook purchases, instructional materials, and open-market procurement requests which may be subject to electronic bidding through SRM with Procurement for Public Sector.  The shopping cart will trigger Availability Control (AVC), Standard Accounting Code Structure (SACS) validations, and pre-encumbrances.  The shopping cart will maintained the necessary District’s segregation of duty and spending controls by having the cost center administrator always approve the request.  There will be various levels of approvals depending on the goods or services and dollar thresholds.  There will be an enhancement to automatically create an Asset Shell for shopping carts for items that are over $500 and for a particular material group.  The Material Group will be key piece of master data for the Procurement Office as it will trigger workflow, GL default, asset creation, and produce reporting for spending analytics.  One final key feature of the shopping cart is that you can enter notes and attach documents.

Ordering State Textbooks:

The purchase of State Adopted and District Approved textbooks begins in the SRM 7.0 environment where schools perform all their procurement related activities. A listing of all State Adopted and District Approved textbooks will be available through MDM Catalogs.

The procurement process is initiated by school personnel who create a shopping cart by accessing the MDM Catalogs. Items are selected and transferred into the shopping cart.  Applicable free items are added to the shopping cart. Free items are determined by a relationship table. School personnel then enter the accounting/funding information and perform any changes/updates to the data in the shopping cart. The system then checks for the appropriate use of State Book Funding. If the funding is inappropriate the system provides an error message and school personnel must fix the error in order to continue the procurement process. The shopping cart order is then placed by school personnel and routed to the Principal for approval. The Principal will then approve or reject the shopping cart. Should the Principal reject the shopping cart will be routed back to the shopping cart initiator (school personnel). School personnel will then have the opportunity to either cancel the shopping cart or resubmit for approval.

After Principal approval the shopping cart is routed to the Local Education Service Center (ESC) designee for approval.  Prior to approval the Local ESC designee will search the District’s Destiny textbook inventory system for surplus books. If surplus items are found then the Local ESC designee will submit a request to the Integrated Library and Textbook Support Services (ILTSS) unit to transfer the items to the school site.  The Local ESC designee will then reject the school’s shopping cart and provide comments in the system as to the reason why the shopping cart was rejected.  The shopping cart is then routed back to school personnel.

If the Local ESC designee performs the surplus search in Destiny and does not find any available surplus items then after reviewing the order and funding information the Local ESC designee approves the shopping cart and it is then routed to ILTSS for approval.  ILTSS will review the order, funding information, and approve.  Once the shopping cart is approved by ILTSS a PO is generated and sent to the vendor. Should ILTSS reject the shopping cart; ILTSS will provide comments in the system and the shopping cart it will be routed back to school personnel.

Ordering Supplmental/Instructional Material

The procurement process is initiated by school personnel who create a shopping cart by accessing the MDM Catalogs or entering the items free text. Items are selected and transferred into the shopping cart.  Applicable free items are added to the shopping cart.  School personnel then enter the accounting/funding information and perform any changes/updates to the data in the shopping cart. The system then checks for funding, material group, etc. If there is an error the system provides an error message and school personnel must fix the error in order to continue the procurement process. The shopping cart order is then placed by school personnel and routed to the Principal for approval. The Principal will then approve or reject the shopping cart. Should the Principal reject the shopping cart will be routed back to the shopping cart initiator (school personnel). School personnel will then have the opportunity to either cancel the shopping cart or resubmit for approval.

After Principal approval, if the shopping cart is under $81,000 the shopping cart is converted into a Purchase Order and sent to the vendor.  If the shopping cart is over $81,000 (current state competitive bid limit) it is routed to the Local Education Service Center (ESC) designee for approval.  After Local ESC approval and if the shopping cart is under $100,000 the shopping cart is converted into a Purchase Order and sent to the vendor. If the shopping cart is over $100,000 it is routed to the Deputy Superintendent of Instruction for approval. After Deputy Superintendent of Instruction approval and if the shopping cart is under $250,000 it is converted into a Purchase Order and sent to the vendor. If the shopping cart is over $250,000 (Procurement delegated authority limit) it is routed to Procurement for approval. Procurement will then make a decision of whether to source (bid) the shopping cart items. If no sourcing (bidding) is required the shopping cart is approved and the Purchase Order is issued and sent to the vendor. Should Procurement decide to source (bid) the shopping cart items then the buyer will remove the prefer vendor from the shopping cart causing the shopping cart to be routed to the sourcing cockpit.

Ordering from the Stores and Foods Distribution Center through the Shopping Cart:

Schools and Offices when ordering from the Stores and Foods Distribution Center will have to select the corresponding internal catalog.  The pricing on the catalog will include all appropriate shipping, taxes, and overhead recovery markup.  The Shopping Cart will be enhanced to accommodate the delivery priority for the Distribution Center.  The following are the different delivery priorities;

1) Regular order:  All regular orders will be delivered within 3 days and there are no shipping charges to these orders.  All regular orders will be shipped within 3 days if the stock is available.

2) Will-call:  Requisitioner will pick up goods and there is no cut-off or shipping charges.

3) Overnight:  There is a cut-off of 12:00 pm for the shopping cart to be approved or else will be deliver the following day and there is a $9 shipping charge for every 80 pounds of material being ordered.
4) Same-day:  There is a cut-off of 9:00 am for the shopping cart to be approved or else will be shipped the following day.  There is a $13 shipping charge for every 80 pounds of material being ordered.
5) Future dated delivery:  When users select this option the ordered will be delivered on the date specified on the shopping cart or 5 days after approval whichever is greater.

The Shopping Cart will not allow items to be entered in a single shopping cart with different delivery priorities; it will provide the user with an error message that the delivery priorities are different and need to be the same.  It will, also, require the order to be for one Distribution Center and it will give users and error when the order is mixed with other orders.

When ordering through the Distribution Centers, the storage location will automatically be defaulted into the shopping cart.  The storage location attribute will be maintain in the Organization Structure as well as other storage locations in which a cost center needs access to.  There are special cost centers that will have access to a specific storage location that will trigger special handling for the Distribution Center. Example:  Beyond the Bell has an agreement with the Stores Distribution Center to store materials being acquired from the Stores Distribution Center; there will be a storage fee of 3% for these types of orders.  There will be a table maintain for special storage locations listing the storage fee as it may change.  These cost centers will have access on their shopping cart to this type of storage location and have mutual agreement with the Stores Distribution Center on the cost for handling.   Currently, there are no requirements in place for the Foods Distribution Center. 

Depending on the delivery priority selected, the shopping cart will give user(s) errors if the available stock in not sufficient to satisfy the requirement.  These errors will be given both at the time of shopping cart creation an approval.  In regards to approval, there will be only one level; the cost center administrator (Head of Organization).  Errors will be given for the following delivery priorities; Same Day, Overnight, and Will-Call, the rest will allow the item(s) to go in back order.  The shopping will automatically determine the shipping charge based on weight and delivery priority selected.  Once all the edits and the shopping cart have been approved, it will create an STO in ECC.  The STO is an enhancement and requires the Distribution Centers to be created as a vendor in order for the process to function.  The funds are encumbered as soon as the shopping cart is approved.  The “Receive to Distribute” process will handle how the orders are fulfill and delivered to the schools and offices.  Schools and Offices do not need to enter a goods receipt for STO’s as the goods receipt will be automatically be generated.

Shopping Cart for Low Value and Non-Contract Goods and Services:

Schools and offices have several ways that they can initiate a shopping cart.  One of the ways is initiating the request from a catalog.  The District will maintain several catalogs in which users can select the items and automatically have those items come into the shopping cart.  The shopping cart initiated from a catalog will create a purchase order automatically.  Another way is for requisitioners to search for material numbers and select them to come into the shopping cart.  There is an enhancement in the catalog to give an error to users for material numbers that are for the Stores or Foods Distribution Centers.  Requisitioners are not allowed to select these items because they would end up in the Sourcing Cockpit instead of creating an STO; the other reason for this enhancement is because the correct pricing is only carried in the catalog.  The third method is entering the item information manually.  

The approval process for Low Value purchase order is only the Administrator of the cost center.  The dollar threshold for Low Value purchase order is for shopping carts totaling less than $25,000.  There is an enhancement that will convert these shopping carts into auto purchase order(s) without procurement official’s intervention.  The requisitioners will be able to modify these orders but in no instance these orders will be modified to past the $25,000 low value threshold.   

The initiation of non-contract goods and services is the same as the low value shopping carts.  The only difference is the approval requirements.  There are different dollar thresholds for these shopping carts.  Except for textbooks and instructional materials, the first level of approval is always the administrator.  If the order is greater than $500,000 it will required the approval of the Procurement Office before a shopping cart is encumbered; these approval extends to requests initiated from a catalog.  

Shopping Cart Against a Contract or Sole Source:

Requisitioners are not expected to know what contracts are in place.  The District will facilitate purchases by creating either punch-out or internal catalogs for these items.  The other option that will be used to streamline the procurement process is source lists.  The creation of source list needs to be kept in mind as it will affect the automatic selection of the correct vendor contract relationship.  In order for the shopping cart to select the correct source, there needs to be a one to one relation with the material being purchase.  The source list should only be created for material numbers and not material groups.  The material group may have more than one contract at a given time and this will cause the requisitioner to have more than one option; there may be an increase on users selecting the wrong contract vendor combination with this option.  In all these cases, the procurement official does not have to see these requests as it will generate automatic purchase order(s).  This will enable procurement officials to move from transactional to a more strategic procurement.

There will be a check box on the shopping cart indicating that the order is a sole source and it will carry on to the following documents.  This will indicate to the buyer that the order does not need to be sourced.

Shopping Cart Interfaces:

There will be several interfaces to the Shopping Cart and others will be directly to ECC.  

Cafeteria Management System:

The Cafeteria Management Systems (CMS) will have both an interface to the Shopping Cart and the other to ECC.  The interface to the shopping cart will be for external purchases to vendors; these will include the Milk and Bread orders that are currently handled through direct payments.  The interface design is to transmit the goods receipt from CMS to SAP as the CMS users are currently receiving in their perspective system.  

The interface to ECC will be for the Foods and Stores Distribution Center.  The interface to the Foods DC will be a two way flow, where CMS will send the orders and SAP will send the error listing as well as the STO numbers created in SAP.  CMS will not send any modifications or rush orders through the interface, these orders will be entered manually by the Foods DC staff and SAP will send the STO number’s back to CMS; for CMS to reconcile in their system.  The orders that do not have a corresponding CMS reference are referred to hot shot orders as they did not come through the CMS interface.  The interface to the Foods DC is dependent on keeping master data in sync; the flow below gives a high level view of the information exchange.
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Facilities Maximo and Transportation MCMS/VMS Interface:

The Maximo and MCMS/VMS design is only for the purchase to external vendors.  The orders that are going to be sent via these interfaces are for purchase below the current bid threshold (currently at $81,000) and for items that are under contract.  The SAP system will recognized orders that have a vendor identified and no contract as being below the bid limit and will create an automatic purchase order.  The orders that have a contract and vendor have no special consideration as this is treated as a shopping cart against a source list; an automatic purchase order is generated.  The interface will allow for the goods receipt to be sent through the interface as well.  The systems will be design to be able to send purchase order modification as well.  Both systems will provide a reference number that will flow into the shopping cart’s reference field and this is how the orders will be kept in sync.  SAP will send back the correct purchase order and error report referencing the unique reference order.  Maximo currently does not send orders that require informal or formal bidding; they wait for the contract to be in place before placing those orders.  Nonetheless, the interface is set up to handle order that require to go through the bidding process, Maximo/MCMS would have to send the order without the vendor identified.

MRP Shopping Cart:

The MRP process will generate plan orders what will be converted to purchase requisitions and these purchase requisition will become shopping carts in SRM.
Key Configuration Changes

a. Define RFC destinations

	Transaction code
	SM59

	IMG menu
	N/A

	Activity Description
	RFC destination for SRM, SUS, ECC are created


b. Define System Landscape

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide (SAP Supplier Relationship Management(SRM Server(Technical Basic Settings(Define System Landscape

	Activity Description
	Backend systems that SRM is connected are defined. Backend systems include SRM as local, ECC, SUS, MDM Catalog
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c. Define Backend System for Product Category

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Technical Basic Settings(Define Backend System for Product Category

	Activity Description
	Backend system for Product Categories are defined
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d. Define Number Ranges for Shopping Carts and Follow-on Documents

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings(Number Ranges(SRM Server Number Ranges(Define Number Ranges for Shopping Carts and Follow-on Documents

	Activity Description
	Number range for Shopping Cart and follow on document is defined
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e. Define transaction types

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings(Define Transaction Types

	Activity Description
	Transaction type for the document is maintained. Documents included Shopping Carts, Purchase Orders, Contracts, RFx, RFx Response and Supplier List


[image: image40.png]Change View "Transaction Types": Overview
% & NewEntries [EXE

Dialog Structure. Trans. Cat. BUS2121

~ (I Transaction Object Typ:

~ EYTransaction Types

Transacion Types
- OTransacion T | | 1rans 1ype.|escrption NN Inactve SchemaiD [TextSchema Evenf]
EXTR External Requirement 01 62 O s s~
sHe ‘Shopping Carl o102 0 s -





[image: image41.png]Change View "Transaction Types": Overview
% & NewEntries [EXE

Dialog Structure. Trans. Cat. BUS2261
~ O3 Transaction Object Typ:

~ STransaction Types | Transaction Types

- OTransacion T | | 1rans 1ype.|pescrption NN, inactie SchemalD | Textschema |EvenifT]
=3 PO:DirectMateria] 03 02 0 PO o

ECPO Purchase Order PS 02 PO -




f. Activate Extended Classic Scenario

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings(Activate Extended Classic Scenario

	Activity Description
	Extended Classic Scenario is activated
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g. Define G/L Account for Product Category and Account Assignment Category

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings(Account Assignment(Define G/L Account for Product Category and Account Assignment Category

	Activity Description
	Product category to G/L Account mapping is maintained
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h. Define Process Levels

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings( Business Workflow(Process-Controlled Workflow(Business Process Configuration( Define Process Levels

	Activity Description
	In this Customizing activity, completion and approval processes for SAP Supplier Relationship Management (SAP SRM) business objects, for example, shopping cart, purchase order, contract, RFx response, or RFx are modeled
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Gaps and Resolution

GAPS:

The Shopping Cart does not have conditions type to handle shipping charges.  Requisitioners will need to enter the shipping charges as a line item.

Resolutions:
· The shopping cart transaction will consolidate many of the District’s various transactions and as such has many enhancements that are unique to the many ways the District handled purchases.  

· The shopping cart interfaces will remedy the issue of contracts not capturing the purchase order releases as the new requirement will be for external subsidiary systems to identify the contract through the interface.

· The interface will alleviate the duplication of manual entry into two different systems.

· Requisitioners and approvers will be able to trace the status of the shopping carts through the system.  Users can simply open the shopping cart and see where in the approval process it is, who needs to approve it, what follow on documents were created; e.g. bid, purchase order, good receipt, invoice, and so on.  

· The taxes will be defaulted to the shopping cart.  The taxes will be based on the material group/material number and jurisdiction.  The jurisdiction will resolved the issue of having to capture the correct taxes for some of the Districts’ schools that fall within other cities like Bell and South Gate where the tax rate is different.

· The District will be able to systematically capture assets.

· The shopping cart will allow for schools to purchase through catalogs both for external suppliers and the Stores and Foods Distribution Centers.  

· The enhancement for the shopping cart to automatically determine shipping charges for Stores and Foods DC is an improvement that will alleviate many user errors when it comes to calculating the correct amounts.

· The District has provided the ability for school and offices to create their own purchase orders.  They will no longer have to create purchase orders, but there are enhancements that will generate automatic purchase orders to satisfy this requirement.

· The shopping cart workflow will also eliminate many manual processes that required off-line approvals.  

· The system will automatically default GL accounts for purchases that can be change.

	RICEFW ID
	Type
	Description

	ZSRINB1013
	Interface
	Interface from the Cafeteria Management System to create shopping carts for processing in SRM.

	ZSRINB1014
	Interface
	Interface of shopping cart information from Maximo and MCMS.

	ZCOENH1002
	Enhancement
	Enhanced Standardized Account Code Structure validation for asset master data shell creation.

	ZFAENH1003
	Enhancement
	Enhanced derivation of account assignments for asset master data.

	ZPSENH1003
	Enhancement
	Determination of asset shell creation based on material group and $500 capitalization threshold.

	ZSRENH1005
	Enhancement
	Determination of tax code Z0 for warehouse materials requested in shopping carts. 

	ZSRENH1008
	Enhancement
	Enhanced fields for Supplier Relationship Management documents.

	ZSRENH1009
	Enhancement
	Determination of stock availability within the Distribution Center warehouse.

	ZSRENH1010
	Enhancement
	Validation of Standardized Account Code Structure during processing of procurement transactions.

	ZSRENH1011
	Enhancement
	Use the vendor selected for a shopping cart as the default vendor within the shopping cart line items.

	ZSRENH1026
	Enhancement
	Update distribution center shopping carts, adding a line item for delivery cost.

	ZSRWKF1016
	Workflow
	Electronic submission, review and approvals for shopping carts.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

The District will only know one transaction that will initiate all procurement requests and that is the shopping cart.  There will be no need for users to figure out if this is a PD, PG, RX, SR, OC, etc.  School and Offices will be able to shop from catalogs and have the information flow directly into their shopping carts, eliminating data entry.  The District needs to accommodate the dynamic workflow in which a shopping cart can be sent for ad hoc approval to an individual that was not part of the original workflow.

Technology Changes

The shopping cart will be able to be routed through workflow and approvers may reject it at any stage in the process or submit for ad hoc approval.  The use of catalogs is a new technology that will facilitate the procurement of goods and services.  The shopping cart allows for attachments; this may facilitate the capturing of forms required for certain procurements. There is communication that is being done from SRM to ECC and shopping carts may fail in between; system administrators will need to keep a look out for shopping carts that fail.  There is no batch process, where users can go and see when a record fails.  There will be on place where users will need to access to view work items and that is the Universal Work List (UWL).

People Changes

Approvers are not used to receiving approval requests through the system and will log into the UWL to access all workflow transactions. Individuals need to be careful on to whom they sent the ad hoc approvals as the individual may not have the role to approve.  The individuals that will require roles to approve need to be identified early on to make sure that shopping carts do not stay in limbo. Users no longer have to run reports or look at different tables to know what is happening with their requests, they can view the shopping cart to determine where in the process the request is.

Policy Changes

The District needs a policy on how the ad hoc approvals need to be handle to make sure the recipient of the workflow has the necessary authority.

Training Impacts

The training effort in the creation of the shopping cart is the most critical and biggest effort.  All the district schools and offices need to be trained in the shopping cart functionality.  There are many enhancements that will cause the shopping cart to behave differently and users need to be trained.

 Trainers need to trained users on how to be self-sufficient as there may not be a customer support center available for walking them through the transactions.  The Procurement Services Group needs to have staff available to assist users with this new functionality and they need to be trained as well.  The training will be phase over an 8 to 11 month period. There will be a need for re-training and there should be courses for new and existing users.  The position that usually is involved in the creation of shopping carts is the Office Assistants and Sr. Office Assistants which have a high turn-over in the District.  The training programs and materials need to address the high turnover of these positions.

Additional Considerations

The District should consider creating a new classification for the staff that will be responsible for creating shopping carts to minimize the turnover of these positions. The District should consider setting up a customer support center that will assist with common production support requests.  The Procurement Services Customer support may not be equipped to handle the volume of calls.  
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3.2.1.3 Create and Approve Professional Shopping Cart
All the shopping carts in the District will be professional shopping carts. As explained in the “To Be” process, there are many ways that the creation of a shopping cart may be initiated.  There is certain key data that are required in order to create the shopping cart.  The role needed to initiate the creation of the shopping cart is the “Requisitioner” role.  The required information in the shopping cart is as follows:

· Material Group

· Storage Location

· Description of item

· Accounting string

· Ship to address

· Delivery Priority (if ordering from Districts Distribution Center)

· Delivery Date

· Purchasing Group

· Currency

· Quantity

· Unit of Measure

 In order to maintained internal controls, the shopping cart will be approved by the cost center administrator.  The approving officials will not have the ability to create their own shopping carts.  The reason for not allowing administrators to create their own shopping carts is because they would end up in their bosses work list; the district want to minimized the confusion on what is being approved.  The approval of shopping cart may range from level and up to an indefinite number of approvals depending on the type of purchase.  

The Shopping Cart Support Center that will be creating shopping carts on behalf of all schools.  The Shopping Cart Support Center will receive email requests of these orders and these requests will be entered into SRM.  These shopping carts do not require approval as the request has been approved off-line.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Create Professional Shopping Cart-Assets
	Create Professional Shopping Cart
	
	Request Assets (professional)
	Central Procurement Analyst

	Create Professional Shopping Cart-Products
	Create Professional Shopping Cart
	
	Request Products (professional)
	Central Procurement Analyst

	Create Professional Shopping Cart-Services
	Create Professional Shopping Cart
	
	Request Services (professional)
	Central Procurement Analyst

	Modify Professional Shopping Cart
	Modify Professional Shopping Cart
	
	Modify Shopping Cart (professional)
	Central Procurement Analyst

	Approve Professional Shopping Cart-Outlook
	Outlook
	
	Approve or Reject Professional Shopping Cart in Outlook
	Professional Approver

	Approve Professional Shopping Cart-UWL
	UWL
	
	Approve or Reject Professional Shopping Cart in Universal Work List
	Professional Approver


3.2.1.4 Display Professional Shopping Cart

Requisitioners will be able to display all the shopping carts created by them.  Approvers will have the same ability for all shopping carts approved by them. 

There will be a General Display role given to users that need to see shopping cart information.  Purchasing Agents will have this role as they need to see the information in the shopping cart.  There will be other users that may have the need to display the shopping cart in on order to provide after the fact compliance with procurement or accounting policies.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Display Professional Shopping Cart
	Display Professional Shopping Cart
	
	Display Shopping Cart (professional)
	General Display

	Display Professional Shopping Cart-Status
	Display Professional Shopping Cart
	
	Display Shopping Cart Status (professional)
	Central Procurement Analyst

	Display Professional Shopping Cart-Approvals
	Display Professional Shopping Cart
	
	Display Shopping Cart Approvals (professional)
	Central Procurement Analyst


3.2.1.5 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.2.1.6 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.2.1.7 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.2.1.8 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


3.2.2 Determine Sourcing

Overview

Sourcing is the process by which a supplier is selected and contractually-committed to provide a good or service required by the District for which there is no existing contract.  The sourcing process will be different for goods, general services and professional services, as well as based on the value of the goods or services acquired.
The value of 
goods and general services, which include construction services not considered professional services, that exceed the District’s threshold for “low-value” procurements ($10,000 to $25,000, depending on the type of good or service) are generally acquired through Invitations for Bid (IFB).  During the District’s IFB process, the contractor selection is made based on the lowest “responsive” bid from a bidder deemed sufficiently “responsible.”  
Professional services above the low-value threshold are usually procured through negotiated procurements using Requests for Proposal (RFP) by which the selection is made based on a more subjective assessment against specified evaluation criteria.

The sourcing process for both IFB and RFP procurements include the following key steps:

· Identification of the need, where the school or office submits a request for the good or service or the procurement professional (“Buyer”) recognizes a need as follows:
· The Buyer is alerted or through the Buyer’s diligent analysis recognizes the following:
· A contract is expiring
· A contract is nearing its capacity
· A requesting organization makes the following inquiries:

· That the contract term be extended beyond its permissible term
· That the contract value be increased over the ceiling specified by law or set in accordance with District policy
· For some other unallowable change in the agreement
· For goods or services that would require an impermissible term-extension, increase in contract value or other modification. 

· Development and issuance of solicitation document, where the Buyer performs the following, in consultation (as appropriate) with the requesting organization:

· Develops the solicitation document 
· Advertises the solicitation (in newspapers and/or on websites)
· Releases the solicitation to prospective bidders/proposers
· Responds to bidders’/proposers’ questions
· Conducts pre-bid/pre-proposal /pre-submittal conferences 
· Issues modifying addenda
· Receipt and evaluation of bids/proposals including the following:

· Receiving and acknowledging the receipt of (through receipts, receipt stamps and confirming e-mails) bids and proposals
· Analyzing bids or subjecting proposals to evaluation by a Source Selection Committee
· Receiving and evaluating product-samples, where appropriate
· Interviewing proposers, where appropriate
· Inspecting manufacturing and production facilities
· Having proposers/bidders demonstrate their products or services
· Requesting, receiving and evaluating revised proposals (best and final offers)
· Negotiating terms, as appropriate
· Award and approval including the following:
· Issuance of a Notice of Intent to Award

· Responding to protests, as required
· Submitting the recommended award to the District’s Board of Education for approval, as required
· Contract or purchase order commitment including the following:

· Finalizing the contract document or issuing the purchase order
· Seeing the contract signed and/or the purchase order released to the vendor
Key Owners

The key owners for the Determine Sourcing activity are as follow:

· Director of Procurement Services (Mark Hovatter)

· Director, Procurement Administration (Judith Reece)

· Director, Contract Administration (Hugh Tucker)

· Director, Procurement Support (Tybouy Tang-Wong)

· Director, Compliance, Grants and Strategic Contracting Coordination (Duane Johnson)

Existing “As Is” Overview

The District’s “as is” sourcing process varies due to legal and/or District policy requirements, as well as by type of good or service.  These variations are described below. 
· Construction services, which require a low-bid process mostly dictated by law
· Stock/non-stock goods and general services, which require a low-bid process that is different than the construction services process
· Facilities professional services (including the services of those retained to work on construction projects such as architects, engineers and construction managers, as well as others such as real estate agents and property managers), which require a negotiated procurement process
· Non-Facilities professional services covering all other consultants hired by the District, which require a negotiated procurement process that is different than the Facilities professional services process  

Existing Pain Points

· Schools and offices must regularly monitor the status of their requisitions because there is currently no way to automatically notify the requester that a requisition has been rejected or its status (“Hold/Reject,” “Cancel” or “Accept”) has been changed
· Requesters and Buyers do not know when a contract is nearing or has reached its monetary capacity
·  The District is unable to monitor 
· the awarded brand/product codes
· Buyers are unable to monitor or measure vendor delivery performance 
· Contracts are not integrated and it takes 24 hours to interface daily activities, which impacts the transfer of funds and creation of new PIC
 number, as well as hindering all JOC
 emergency projects that require same day issuance
· A Request for Procurement Action form is not always signed by the correct authorizing person 
· After the fact contract requests do not always include insufficient explanation
· Single and Sole Source justifications are not always signed.  
Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

a. Determine sourcing for product category

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Sourcing(Define Sourcing for Product Categories

	Activity Description
	Sourcing criteria is defined for each product category. Whether the system should transfer approved requirement items to the purchaser's sourcing application
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b. Define number ranges for RFx

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Number ranges ( SRM Server Number Ranges( Define number ranges for Local Rfx

	Activity Description
	Define number ranges for Local Rfx
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c. Define transaction types for RFx

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Define Transaction Types

	Activity Description
	Define document types in SRM
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZSRENH1004
	Enhancement
	Automatic creation of stock transport orders.

	ZSRFRM1013
	Form
	Notice of intent to award and non-award.

	ZSRWKF1015
	Workflow
	Email notification for bid invitations.

	ZSRWKF1017
	Workflow
	Electronic submission, review and approvals for bid invitations.

	ZSRWKF1020
	Workflow
	Electronic submission, review and approvals for bid awards.

	ZSRWKF1025
	Workflow
	Electronic submission, review and approvals for RFx.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.2.2.1 Assign Source of Supply

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Sourcing Application-Contract
	Sourcing Application
	
	Source to Contract
	Central Procurement Analyst

	Sourcing Application-Grouping
	Sourcing Application
	
	Source to Purchase Order with Grouping
	Central Procurement Analyst

	Sourcing Application-List
	Sourcing Application
	
	Source to Purchase Order Referencing Source List
	Central Procurement Analyst

	Sourcing Application-PO & Contract
	Sourcing Application
	
	Source to Purchase Order Referencing Contract
	Central Procurement Analyst

	Sourcing Application-PO
	Sourcing Application
	
	Source to Purchase Order
	Central Procurement Analyst

	Sourcing Application-RFx
	Sourcing Application
	
	Source to RFx
	Central Procurement Analyst


3.2.2.2 Process Informal Bid Invitation (RFx)

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	RFx Application-Informal
	RFx Application
	
	Maintain RFx
	Central Procurement Analyst

	RFx Application-Informal-Cancel
	RFx Application
	
	Cancel RFx
	Central Procurement Analyst

	RFx Application-Informal-Change
	RFx Application
	
	Change RFx
	Central Procurement Analyst

	Approve RFx- Informal-UWL
	UWL
	
	Approve RFx
	RFx Approver

	RFx Application-Informal-Display
	RFx Application
	
	Display RFx
	General Display

	Bidding Engine-Informal-Respond
	Bidding Engine
	
	Respond to RFx
	Bidder

	RFx Application-Informal-Respond
	RFx Application
	
	Respond to RFx (surrogate)
	Central Procurement Analyst

	RFx Application-Informal-Evaluate
	RFx Application
	
	Evaluate and Award RFx
	Central Procurement Analyst

	RFx Application-Informal-Evaluate-Multiple
	RFx Application
	
	Evaluate and Award RFx (multiple)
	Central Procurement Analyst


3.2.2.3 Process Formal Bid Invitation (RFx)

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	RFx Application-Formal
	RFx Application
	
	Maintain RFx (formal)
	Central Procurement Analyst

	RFx Application-Formal-Cancel
	RFx Application
	
	Cancel RFx (formal)
	Central Procurement Analyst

	RFx Application-Formal-Change
	RFx Application
	
	Change RFx (formal)
	Central Procurement Analyst

	Approve RFx- Formal-UWL
	UWL
	
	Approve RFx (formal)
	RFx Approver

	RFx Application-Formal-Display
	RFx Application
	
	Display RFx (formal)
	General Display

	Bidding Engine-Formal-Respond
	Bidding Engine
	
	Respond to RFx (formal)
	Bidder

	RFx Application-Formal-Respond-Surrogate
	RFx Application
	
	Respond to RFx (formal-surrogate)
	Central Procurement Analyst

	RFx Application-Formal-Initiate-Technical
	RFx Application
	
	Initial Technical RFx Opening (formal)
	Technical RFx Opener

	RFx Application-Formal-Evaluate-Technical
	RFx Application
	
	Evaluate Technical RFx (formal)
	Technical RFx Evaluator

	RFx Application-Formal-Evaluate-Technical
	RFx Application
	
	Accept or Reject per Technical Panel (formal)
	Central Procurement Analyst

	RFx Application-Formal-Initiate-Price
	RFx Application
	
	Initial Price RFx Opening (formal)
	Price RFx Opener

	RFx Application-Formal-Evaluate-Price
	RFx Application
	
	Evaluate Price RFx (formal)
	Price RFx Evaluator

	RFx Application-Formal-Evaluate
	RFx Application
	
	Evaluate and Award RFx (formal)
	Central Procurement Analyst

	RFx Application-Formal-Evaluate-Multiple
	RFx Application
	
	Evaluate and Award RFx (formal-multiple)
	Central Procurement Analyst

	RFx Application-Formal-Award
	RFx Application
	
	Make RFx Award (formal)
	Central Procurement Analyst


3.2.2.4 Approve RFx

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Outlook-RFx
	Outlook
	
	Approve RFx Work-Item in Outlook
	RFx Approver

	UWL-RFx
	UWL
	
	Approve RFx Work-Item in UWL
	RFx Approver


3.2.3 Manage Contracts

Overview

The Manage Contracts activity addresses the means by which contracts are created in, or as a result of, a contractor-selection process or independent of any particular selection process.  The contract-management process also refers to the means by which contracts are modified. Although purchase orders can be said to be contracts, the process for their issuance and management is discussed elsewhere herein.

Purchasing contracts are created in the SRM PPS. SRM PPS, as the central purchasing system, saves the contract data and uses it for purchase order-creation. Purchasing contracts can be distributed in the MDM catalog and made available for end users to use. Purchase contracts are used for sourcing and pricing in the Process Shopping Cart and Process Purchase Orders applications. 

Purchasing contracts created in SRM PPS are comprised of the following information:

· Supplier 

· Status (whether a contract is currently created, held, released, or deleted)

· Valid from/to dates

· Responsible Purchasing Group

· Delivery Time

· Incoterm

· Terms of payment

· Created on and Changed on

· Conditions

· Documents

· Product

· Target Value, Release Value

· Releases

· A list shows the release orders for the item within a certain timeframe. The list can contain release orders from purchase orders, confirmations, or invoices.

· Location

· Locations that are authorized to receive product deliveries or locations that do not have this authorization

The SAP Document Builder legal document authoring application, allows the incorporation of clauses required by LAUSD into the legal contract. The legal contract document can be constructed in Document builder. With the dynamically generated dialog questions necessary to construct the document, the system determines which clauses are to be included in the document based on the responses to the questions.  The responses may be pre-populated with data from a template and from Header and line item data in SRM PPS when the contract is created in the system.

Key Owners

The key owners for the Manage Contracts activity are as follow:


· Director of Procurement Services (Mark Hovatter)

· Director, Procurement Administration (Judith Reece) responsible for the following:
· Construction contracting
· Procurements and contracts for stock and non-stock goods and general services
· Director, Contract Administration (Hugh Tucker) responsible for the following:

· Facilities professional services agreements and

· Non-Facilities professional services contracts;

· Director, Procurement Support (Tybouy Tang-Wong)

· Director, Compliance, Grants and Strategic Contracting Coordination (Duane Johnson)

· Division of Risk Management and Insurance Services, when there are insurance issues;

· Office of the General Counsel, for legal issues, including new or special terms; and

· The requesting office, when there is one.

Existing “As Is” Overview

Currently, contracts are created:

A. As the solicitation document itself when the contractor-selection process is a sealed bid process (through an Invitation for Bids),

B. As part of the solicitation document when the contractor-selection process is a negotiated bid process (through a Request for Proposals), later modified by negotiation, 

C. After the contractor-selection process has been completed when that process is an informal procurement of goods or

D. Upon Procurement’s acceptance of a request to obtain a professional service when:

1. The item involved is a service and the expected expenditure does not exceed the bid threshold or,

2. The acquisition is to be made without a competitive procurement process (i.e., as a sole- or single-sourced contract).

The legal commitments that accompany the District’s purchase of goods or general services for less than the bid threshold are embodied in a purchase order only, without another contract or agreement. 


A contract may be amended as the result of:

1. A sponsor’s submission of a Request for Procurement Action form,

2. A Buyer’s determination, working with the requesting organization, when there is one, that the District should exercise a renewal option or increase the contract amount (for goods) by the allowed 10%,

3. A request from the contractor (usually through a District office) to modify the scope, or

4. Notice from a contractor of a name-change, change in legal entity, or change in ownership (sale or merger).

The process of documenting the modification varies from one Procurement organization to another.

In each of the above instances of contract-creation except in the case of IFBs for construction services, the “contract” (or IFB) template is maintained on a common-access server.  Only those authorized to modify the template have editing access; all others have “read only” access.  Buyers are to download and modify the stored template as needed.  

Existing Pain Points

· Buyers and sponsors are not notified for the following events, which makes contracts difficult to manage:

· A contract is nearing its expiration date and

· A contract is nearing its monetary capacity.

· Requests are sometimes submitted to amend contracts that have expired, which is against District policy
· Modification is made by change order, but not documented in the contract file
· Some LAUSD procurement organizations create bilateral amendment documents for rights that the District can exercise unilaterally (such as exercise a right, expressly identified in the contract as the District’s, to extend the term of the agreement)
· Different LAUSD procurement organizations responsible for the same type of procurement (e.g., professional services) have different contract and amendment processes
· Procurement’s contract-related forms and its contract-management system are all focused on those arrangements where the District is purchasing goods or services and cannot easily accommodate the instances where the District is selling a good or service.

Envisioned “To Be” Overview

In the world “to be,” the process of managing contracts and amendments can be viewed through four key steps:  (i) the initiation of the contract or amendment process (ii) the development of the actual document, (iii) execution of the contract/amendment document, which step will also consider fund-availability (where the contract/amendment need does not arise by way of shopping cart) and the appropriate approvals and (iv) the final distribution of the executed document, making the document in effect and available for use.  

Although, as noted above, purchase orders may also be considered contractual commitments, the discussion of how purchase orders will be issued is addressed elsewhere in this document.  Reference will be made, however, to the association between contracts and purchase orders and to the fact that in the “to be” state, a purchase order may be against a contract or the sole “contract.” 

1. Contract/Amendment-initiation

A buyer will learn of the need either to  create and enter into an agreement or effect an amendment via the same three key sources: (i) a shopping cart, (ii) the buyer’s own monitoring of the status of certain agreements and (iii)  requests made, other than by way of shopping cart for single- or sole-sourced contract or amendment.  

All of the above-described routes to a contract or amendment assume the estimated value of the need will not be less than the established threshold for requiring a centralized process for issuing a contract, with $25,000, being the likely such threshold for the acquisition of most goods and services.  Below that threshold, the terms of the purchase will be reflected in a purchase order without the benefit of a separate contract. 

a. By Shopping Cart.  SAP will send to a buyer’s “cockpit” to address shopping carts that request goods or services not already (i) available from the District’s distribution center (ii) identified as being available for purchase from a vendor catalog or (iii) under contract with the District.  In those instances, the buyer will undertake to source (as appropriate) and enter into a new agreement.  

SAP will also alert the appropriate buyer when a shopping cart requests goods or services valued in excess of the selected contract’s remaining “target value” (comparable to a not-to-exceed amount) or where the time needed for the selected vendor to perform in accordance with the request will exceed the effective term of the agreement.  In those cases, the buyer will undertake to effect the appropriate amendment.

b. Through Buyer-initiative.  A buyer may also become aware of the need to enter into a new, or modify an existing, agreement through the buyer’s own efforts:  (i) to monitor the status of (A) agreements for stock purchases of goods maintained in the District’s distribution center, (B) other master and bench contracts entered into for the benefit of more than one purchasing group and (ii) in response to a request for a sole- or single-sourced contract.  

In addition to evaluating and executing certain shopping cart requests for goods and services, buyers will be responsible for continually monitoring the status of stock purchase agreements, master contracts with more than one (or no) sponsors and bench contracts put in place by one purchasing group for the benefit of more than one District organization or for the District on the whole.  In monitoring the described sponsor-less contracts, the buyer will be aware of the amount of time prior to an agreement’s expiration, whether the agreement provides for extensions, the extent to which an agreement’s extended term may be constrained by law, the agreement’s remaining target value, and the rate at which the target value is being consumed, among other matters.  Accordingly, the buyer will initiate the process either to enter into a new contract (where appropriate) or modify an agreement already in place to accommodate the identified need.

To aid the buyer in the buyer’s monitoring responsibilities, SAP will send an “alert” message to the assigned buyer when the contract is nearing is expiration date and when the expended target value equals a specified percentage (say, 75%) of its total target value. 

c. Sole- or Single-source Request. A shopping cart may include a request that a particular good or service neither already under contract with the District nor available from a catalog.  However, such a request may also come to the buyer as a “stand-alone” request, without benefit of a shopping cart.  

2. Contract/Amendment-development

Once an assigned buyer recognizes the need for a contract or amendment, and determines that satisfying that need would not violate District policy or applicable law, the buyer will create the appropriate effecting document (contract or amendment) by responding to dialog questions in SRM PPS.  The buyer’s responses will dictate the appropriate document components, which the buyer will then compile and edit in Document Builder. The buyer will also upload into Document Builder contract elements that are unique to the particular contract action and similarly distinct attachments.

3. Contract/Amendment-execution

In the contract- or amendment-execution step, the buyer will:  (i) if the need was not identified through a pre-funded shopping cart, offline, ensure that appropriate funds have been pre-encumbered or that there is otherwise sufficient evidence that the requisite funds will be available to pay for the goods or services to be acquired (ii) through SAP, forward the proposed agreement/amendment to the appropriate approving District staff, (iii) offline, send the “legal” (as opposed to “system”) contract or amendment to the vendor to sign, and (iv) where District policy requires that Board-approval be obtained in advance of a contract or amendment’s execution for the District, obtain that approval, in an offline process.   

4. Contract/Amendment Distribution, Available for Use

After all appropriate District approvals (including that of the District’s Board of Education) have been obtained, the buyer may, offline, submit the contract document (contract or amendment), previously executed by the vendor, to the District staff person with the appropriate delegation of authority to sign for the District.  After the agreement or amendment has been signed, the buyer will, also offline, send one fully-executed original to the vendor, upload the signed document to the SAP contract file for that contract or amendment and “release” the executed document in SAP.  “Releasing” the agreement will make it available for use.
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Key Configuration Changes

a.  Define number ranges for contracts: 

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Number ranges ( SRM Server Number Ranges( Define number ranges for Purchase Contracts

	Activity Description
	Define number ranges for Purchase Contracts
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b. Define transaction types for contracts

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Define Transaction Types

	Activity Description
	Define document types in SRM
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c. Enter Alert Threshold Data for Contracts

	Transaction code
	SPRO

	IMG menu
	SAP Implementation Guide(SAP Supplier Relationship Management(SRM Server(Cross-Application Basic Settings(Enter Alert Threshold Data for Contracts

	Activity Description
	Specify the default alert thresholds for contract expiry dates, release quantities, and release values. When a contract is created, these default thresholds are then copied to the contract. Users are able, however, to override the default values 
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Gaps and Resolution

· Accommodation of 75% rule in contact-amendment process;

· Restricting the use of a contract requested by one sponsor organization to that organization;

· Incorporating due diligence investigation when contract is not the result of an RFx

	RICEFW ID
	Type
	Description

	ZSRENH1008
	Enhancement
	Enhanced fields for Supplier Relationship Management documents.

	ZSRENH1024
	Enhancement
	Enhanced notification of contract expiry to the requester of the contract in addition to the standard alert to the responsible buyer / contract creator.

	ZSRWKF1018
	Workflow
	Electronic submission, review and approvals for contracts.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

· Contract documents to be developed electronically, and to some extent, automatically

· Workflow automated

· Contract documents standardized

Technology Changes

Buyers and approving management will need SAP licenses and access to SAP-installed computers.

People Changes

Contract-management responsibilities will need to be defined for Buyers and administrators.

Policy Changes

· Development of contract and amendment components

· Development of approval process and designation of approving authorities

Training Impacts

· Buyers will need to be trained in the development and issuance of contracts and contract documents

· Non-buyer managers will need to be trained on the workflow

Additional Considerations

None not noted elsewhere.

3.2.3.1 Maintain Legal Contract Document

SAP Document Builder can be used to create and manage complex procurement documents that are frequently used in public sector organizations to meet legal requirements. SAP Document Builder is a content-driven, cross-application solution powered by SAP Net Weaver. Complex documents can be created in Document Builder, utilizing business content from the procurement application, text clauses based on legal regulations, and definable rules. Within PPS, contracts, RFx documents, and purchase orders can be created with SAP Document Builder.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Document Builder-Create
	Document Builder
	
	Create Legal Contract and Exhibits
	Central Procurement Analyst

	Document Builder-Amend
	Document Builder
	
	Amend Legal Contract and Exhibits
	Central Procurement Analyst

	Contract Application-Display-Legal
	Contract Application
	
	Display Contract Exhibits, Responses Report and Viewer Checklist
	Central Procurement Analyst


3.2.3.2 Create and Approve Contract

A contract with a supplier can be negotiated on the basis of an RFQ or reverse auction, for example. Once terms and conditions have been agreed upon, the Buyer can create a central contract in SAP Enterprise Buyer. The contract will then enter an approval workflow. Once the Buyer's manager has approved the contract, it can be released for the entire business unit.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Application-Create
	Contract Application
	
	Create Contract 
	Central Contract Analyst

	Contract Application-Create-Confidential
	Contract Application
	
	Create Contract (confidential)
	Confidential Contract Analyst

	Outlook-Contract
	Outlook
	
	Approve Contract Work-Item in Outlook
	Contract Approver

	UWL-Contract
	UWL
	
	Approve Contract Work-Item in UWL
	Contract Approver

	UWL-Contract
	UWL
	
	Approve or Reject Contract
	Central Contract Manager

	UWL-Contract
	UWL
	based on assigned areas
	Approve or Reject Contract
	Central Budget Analyst

	UWL-Contract
	UWL
	
	Approve or Reject Contract
	Contract Approver (executive)

	UWL-Contract
	UWL
	
	Approve or Reject Contract
	Contract Approver (chief executive)


3.2.3.3 Display Contract

Contract data entered in PPS can be displayed in SRM or Document Builder.  The fully-executed legal contract document can be uploaded into, and displayed in Document Builder.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Application-Display
	Contract Application
	
	Display Contract 
	General Display

	Contract Application-Display-Confidential
	Contract Application
	
	Display Contract (confidential)
	Restricted Contract Display


3.2.3.4 Amend Contract

Contract changes will follow the same process flow as the original agreement.  The change will be made to the System Contract in SRM and then reflected in the appropriate amendment produced through Document Builder.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Application-Change
	Contract Application
	
	Modify Contract 
	Central Contract Analyst


3.2.3.5 Renegotiate Contract

Entry of the initial negotiation data in the system contract in SRM will result in the creation of an RFx. Post-execution negotiation that result in changes to the system contract data will be reflected in an amendment.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Application-Renegotiate
	Contract Application
	
	Initiate Contract Renegotiation 
	Central Contract Analyst

	Bidding Engine-Renegotiate-Respond
	Bidding Engine
	
	Respond to Contract Renegotiation 
	Bidder

	Contract Application-Renegotiate-Respond-Surrogate
	Contract Application
	
	Respond to Contract Renegotiation (surrogate)
	Central Contract Analyst

	Contract Application-Renegotiate-Release
	Contract Application
	
	Update Terms and Conditions (release)
	Central Contract Analyst


3.2.3.6 Complete Contract

The system contract entered into PPS is completed by the Buyer (Central Contract Analyst below) in Document Builder and then released for use from Document Builder.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Application-Complete
	Contract Application
	
	Complete Contract 
	Central Contract Analyst

	Contract Application-Delete
	Contract Application
	
	Delete Contract 
	Central Contract Analyst


3.2.4 Process Purchase Orders

Overview

The purchasing process begins with the creation of a purchase order (PO). A PO is the document used to request items or services from a vendor and contains the following information:

· Vendor Contact Person
· Vendor Reference Number
· PO Number
· Item Information (description, manufacturer, etc.)
· Pricing Information (unit cost, tax, shipping, discount, etc.)
· Delivery Date
· Delivery Address
The District issues both centralized and decentralized POs.

Key Owners
The key owner for the Process Purchase Orders activity is as follows:

· Director of Procurement Services (Mark Hovatter) 

Mark Hovatter is responsible for 
the District’s Procurement Process and establishes policies and procedures for procuring supplies and equipment, as well as general and professional services.

Existing “As Is” Overview

LAUSD issues POs through both centralized and decentralized processes. The three basic types of POs currently issued for the procurement of goods and services are described below. 

PC Purchase Order
This is a centralized PO issued by Procurement staff for items not available through District Master Contracts. Awards are made to the lowest responsive/responsible bidder based on bids received. 
PG Purchase Order
This is a centralized PO issued by Procurement staff for goods and services available through District master contracts. These POs reference requirements contracts which have been approved by the District’s Board of Education and provide the “best value” to District schools and offices as they leverage economies of scale discounts obtained from the vendor through a competitive bidding process.
The following IFS tables provide controls for the issuance of PG POs:
· The Purchasing Authority Delegating Table (PADU) manages ceiling amounts based on area and commodity class combinations.
· The Price Agreement Summary Table (PASM) manages the start and end dates of a contract, as well as authorized contract limits, vendor terms, tax codes, etc.
· The Price Agreement Vendor/Commodity Table (PAVC) contains the types of commodities, unit pricing and tax codes for each contract.
· The Price Agreement Security Table (PASC) manages the areas that can issue POs against a specific contract and any ceiling and floor amounts for each PO.
· The Price Agreement Text Table (PATX) contains notes and information on price agreements, including board approval date, amendments, etc.
PD Purchase Order
This is a decentralized PO used to procure various supplies and equipment, as well as general and professional services not available from General Stores Distribution or existing master contracts / agreements. PD POs are issued by schools and offices. 
The various types of PD POs are described below.
PD LV
This is a low value PO (under $25,000) issued by schools and offices for the procurement of supplies, equipment and general services not available on master contracts /agreements. The issuer of each PD LV PO is responsible for all related activities including printing, distributing, acceptance of products, modifications, and cancellation. PD LV PO issuers are encouraged to follow a similar selection process described in PD CS below in order to select the vendor that offers the most competitive prices. 
PD CS
This is a low value PO (under $25,000) issued by schools and offices for the procurement of professional services not available on master contracts/agreements. The issuer of each PD CS PO is responsible for all related activities including printing, distributing, acceptance of services, modifications, and cancellation.

When selecting a vendor, it is recommended that the issuer obtains at least three written quotes for the desired services. They are to document the quotes obtained using the IFS Note Pad table (NOTE) or on a separate physical document. Quote documentation should include the vendor name, contact person, phone number, description of services and total dollar value. They are to notify out of state vendors that they are subject to a 7% withholding unless the vendor is exempt.  It is recommended that the issuer print the NOTE screen and retain on file at their site so that the documentation is available in case of an audit.

PD Book Purchase Order (BPO)
This is issued by schools and offices to make direct purchases of District-approved textbooks. There is no dollar limit on a single order and the purchases are exempt from the formal competitive bidding process.

The District-approved textbook ordering process begins at the school site. The school completes an inventory of textbooks to determine anticipated needs. The school will then create an order using the publisher’s order forms found on the Integrated Library and Textbook Support Services (ILTSS) website (http://www.iltss.org/). The school then submits the order to their Director/Principal for approval and signature. The approved order form is submitted to the Fiscal Services Manager, who  verifies signature, totals and quantities with excessive quantities as compared to the school’s enrollment projection (E-Cast) validated with school’s Director/Principal). There are various tasks completed by the Fiscal Unit during this process including logging of orders; completing a request for funding spreadsheet and submitting to ILTSS for approval; obtaining funding and creating and approving the BPO; printing and obtaining signature on the BPO mailing the BPO; and retaining a copy for the files. Each school verifies the receipt of textbooks ordered and completes a receiver in IFS.

Schools using the ILTSS centralized integrated library and textbook inventory system (Destiny) will perform the transfer process to record the new textbooks, which include vendor barcodes, into the system. Schools that are not using Destiny  must barcode the books and enter them into the School Administration Student Information (SASI) textbook inventory control system. 

PDs issued by Facilities

· A and B Letters are POs issued for repairs and maintenance (except for painting) which fall below the state competitive bid limit.  A Letter POs are issued for time and material agreements while B Letter POs are issued for fixed price agreements.

· Legal settlements are POs issued to encumber funds for legal settlements related to construction services.

PD VMS

The MCMS system is used by the District’s Transportation Branch for procurement of spare parts. MCMS interfaces with IFS, creating POs which have the prefix “PD VMS”. 

Existing Pain Points

Listed below are the pain points related to the existing purchase order process. While there are many pain points relevant to all POs, there are also some which are specific to textbook ordering.  

All Purchases
· Incorrect account assignments, commodity codes or object codes are assigned to POs.

· Some vendors have multiple vendor numbers and the PO issuer may not know which vendor number to use.

· Due to the District’s high employee turnover rate, the resources available at District sites responsible for creating, modifying and cancelling POs are limited and new staff may need to be trained.

· Vendor payment is a critical issue, with Accounts Payable unable to process numerous invoices because the receivers have not been entered into IFS.

Textbook Purchases

· Textbook ordering is still a very manual process. Schools complete excel spreadsheets to submit their orders for processing. 

· There is duplication of work as the ordering information on the excel spreadsheet needs to be entered into the IFS system. 

· Currently there are two textbook inventory systems making it difficult to maintain accurate accountability for textbooks. Multiple textbook inventory systems will be used until Destiny is fully implemented, which is not expected until the year 2015. 

· The textbook ordering season is typically from mid February to the end of April. Schools submit textbook orders for the subsequent school year within the current fiscal year; however, these textbooks must be expended against the funding for the subsequent fiscal year.  This is problematic as items are physically received prior to the effective date of the BPO, which is issued with a future date against future funding.

Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

a. Determine system for Tax calculation

	Transaction code
	SPRO

	IMG menu
	Supplier Relationship Management (
SRM Server ( Cross-Application Basic Settings ( Tax Calculation ( Determine system for Tax calculation

	Activity Description
	System for tax determination is configured
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b. Define tax code

	Transaction code
	SPRO

	IMG menu
	Supplier Relationship Management (
SRM Server ( Cross-Application Basic Settings ( Tax Calculation ( Enter Tax code

	Activity Description
	Tax codes are defined
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c. Define number range for Purchase orders: SRM

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Number ranges ( SRM Server Number Ranges( Define number ranges for Local Purchase Orders

	Activity Description
	Define number range for purchase orders


[image: image56.png]+ B @ Activate Business Functions
- B ® Display Sttus of Customizing Switches
, Technical Basic Setings
, Master Data
Analytics
b Cross-Application Basic Settings
, ‘Senice Procurement
, Configurable tem Numbering
[ @ Acivate Grouping Logic for Locations in Central Contracts
Roles
Organizational Wanagement
- Number Ranges
- SRI Server Number Ranges
- B @ Define Number Ranges for Shopping Cars and Follow-on Documents
- B @ Define Number Ranges per Backend System for Follow-on Documents

+ By @ [Define Number Rangs for Local Purchase Orders]




d. Define number range for Purchase orders: ECC

	Transaction code
	SPRO

	IMG menu
	Materials Management ( Purchasing ( Purchase Order ( Define Number ranges

	Activity Description
	Number range for Purchase Orders
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e. Define document types: SRM

	Transaction code
	SPRO

	IMG menu
	SPRO ( SAP Reference IMG ( Supplier Relationship Management ( SRM (SRM Server ( Cross-Application Basic Settings ( Define Transaction Types

	Activity Description
	Define document types in SRM
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f. Define document types: ECC

	Transaction code
	SPRO

	IMG menu
	IMG(Materials Management ( Purchasing ( Purchase Order ( Define Document Types

	Activity Description
	Document types for Purchase Orders are defined in ECC
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZSROUT1030
	Interface
	Interface to Maximo for relevant purchase orders processed in SRM.

	ZSRCNV1002
	Conversion
	Conversion of purchase orders outstanding effective as of June 30, 2013.

	ZSRENH1006
	Enhancement
	Create purchase order from incomplete shopping cart without using the Sourcing Cockpit.

	ZSRENH1008
	Enhancement
	Enhanced fields for Supplier Relationship Management documents.

	ZSRENH1027
	Enhancement
	Enhanced authorization to allow schools and offices to edit low value and text book purchase orders.

	ZSRWKF1019
	Workflow
	Electronic submission, review and approvals for purchase orders.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.2.4.1 Create and Approve Purchase Order

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Purchase Order Application-Reference Contract
	Purchase Order Application
	
	Create Purchase Order (reference contract)
	Central Procurement Analyst

	Sourcing Cockpit-Create Purchase Order
	Sourcing Cockpit
	
	Create Purchase Order (using sourcing cockpit)
	Central Procurement Analyst

	Purchase Order Application-Products and Services
	Purchase Order Application
	
	Create Purchase Order (products and services)
	Central Procurement Analyst

	Purchase Order Application-Assets
	Purchase Order Application
	
	Create Purchase Order (assets)
	Central Procurement Analyst

	Purchase Order Application-Split Account Assignment
	Purchase Order Application
	
	Create Purchase Order (split account assignment)
	Central Procurement Analyst

	Purchase Order Application-Down Payment
	Purchase Order Application
	
	Create Purchase Order (with down payment)
	Central Procurement Analyst

	Purchase Order Application-Retention
	Purchase Order Application
	
	Create Purchase Order (with retention)
	Central Procurement Analyst

	Outlook-Purchase Order
	Outlook
	
	Approve Purchase Order in Outlook
	Purchase Order Approver

	UWL-Purchase Order
	UWL
	
	Approve Purchase Order in UWL
	Purchase Order Approver

	
	
	
	Interface Purchase Orders to Maximo 
	Job Scheduling Manager, SRM Administrator


3.2.4.2 Display Purchase Order

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Purchase Order Application-Display
	Purchase Order Application
	
	Display Purchase Order
	General Display

	ME23N
	ME23N
	
	Display Purchase Order (MM)
	General Display

	Purchase Order Application-Display History
	Purchase Order Application
	
	Display Extended Purchase Order History (PPS)
	General Display


3.2.4.3 Transmit Purchase Order to Vendor

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Purchase Order Application-Transmit-eMail
	Purchase Order Application
	
	Transmit Purchase Order (eMail)
	Central Procurement Analyst

	Purchase Order Application-Transmit-Fax
	Purchase Order Application
	
	Transmit Purchase Order (Fax)
	Central Procurement Analyst

	Purchase Order Application-Transmit-Print
	Purchase Order Application
	
	Transmit Purchase Order (Print)
	Central Procurement Analyst


3.2.4.4 Process Purchase Order in SuS

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Supplier Self-Services-Receive Purchase Order
	Supplier Self-Services
	
	Receive PO and Create Response in SuS
	Supplier

	Purchase Order Application-Accept
	Purchase Order Application
	
	Accept PO Response
	Central Procurement Analyst

	Purchase Order Application-Reject
	Purchase Order Application
	
	Reject PO Response
	Central Procurement Analyst


3.2.4.5 Modify Purchase Order

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Purchase Order Application-Modify
	Purchase Order Application
	
	Modify Purchase Order (re-output to vendor)
	Central Procurement Analyst


3.2.4.6 Complete Purchase Order

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Purchase Order Application-Cancel
	Purchase Order Application
	
	Cancel Purchase Order
	Central Procurement Analyst

	Purchase Order Application-Complete
	Purchase Order Application
	
	Complete Purchase Order
	Central Procurement Analyst


3.2.5 Receive or Return Goods or Services

Overview

The activity for schools and offices entering good receipts and goods returns will be handled directly in ECC and it will be transparent to the user as the transaction will reside in the Enterprise Portal.   The SRM Confirmation was not activated for the District due to the fact that the District invested in the Procurement for Public Sector (PPS) functionality.  SAP Inc., the software vendor, deactivated the SRM Confirmation when use in conjunction with Procurement for Public Sector.  The District chose not to pursue the enhancement to activate the confirmation functionality as SAP Safeguarding recommended not to do so. 

Key Owners

Mark Hovatter, Procurement Executive

Judith Reece, Director of Procurement Admistration

Hugh Tucker, Director of Contract Administration

Existing “As Is” Overview

The District current process is to do a three way match or a two way match (PO and Invoice).  Schools and Offices currently enter goods receipts into the Integrated Financial System (IFS) using the RC transaction, and referencing a valid open purchase order such as a PG, PC, or PD type.  The goods receipt does not create a financial transaction posting and provides for the ability for users to enter goods receipt for future periods.  Schools and Offices use the same transaction to receive goods as well as services.  

The IFS RC transactions allows for users to receive all line items by selecting clear all at the header level.  It, also, allows for the user to enter at the line level.  At the line level users can enter partial goods receipt by entering ‘P’ for partial or ‘F’ for final if they want to receive the line in full.  The system allows users to receive shortages or overages.  There are several conditions types that may be used in the RC transaction and they are as follows:

R4                  DUPLICATE DELIVERY/REJECTED    

 
R5       Y          OVERSHIPMENT/GOODS OK          

 
R6       Y          UNDERSHIPMENT/GOODS OK         

 
R7                  BOX DAMAGED, CONDITION UNKNOWN 

R8       Y          LINE CONSIDERED COMPLETE  
To view information pertaining to an existing GR, users can look at tables ORCH/ORCL for header and line item detail on the GR respectively, or can also look at PO related tables OPPC/OPPH for purchase order line item or header details as affected by any corresponding RC transactions.  Changes to RC may be done as long as the PO is not closed.  

Existing Pain Points

· Schools and Offices do not enter goods receipts in a timely manner.  

· Users need to look at the OPPC table to view the purchase order information to see how much is left to receive on the purchase order.

· Schools and Offices for convenience do the clear all, causing the system to receive in full when in fact they have not receive all goods and services.  This causes problems for Account Payables as invoices do not match what was received and Accounts Payables at the end of the year end up accruing more than they should.

· Schools and Offices have a hard-time modifying receivers because the RC transaction is not user friendly.  

· Accounts Payable cannot take advantage of discounts because of missing goods receipts.

· The system allows for a two or three way match depending on the material group or material number being used.

· The Account Payables preference is to have a three way match.

Envisioned “To Be” Overview

The District’s “To Be” direction is to do a three way match for goods receipt and service entry depending on the type of purchase order.  The schools and offices will enter through the enterprise portal and execute the good receipt or service entry in ECC.  The goods receipt transaction triggers a financial posting doing the automatic accrual entry.  

The schools and offices will first validate the delivered material or service and enter the goods receipt.  They will need to select the correct purchase order and, then, receive the materials.  When triggering the goods receipt, the transaction displays the PO information and the quantity that needs to be received against.  Once the goods receipt has been entered it will show how much is left to receive.  If the user wants to reject the goods receipt, they can select from a drop down that the item(s) is being return to the vendor.  Schools and Offices normally do not place materials into Quality Inspection like the Foods and Stores Distribution Center.  The return to vendor will be used when the vendor has sent defective material, wrong material, and damage materials.  Normally, schools would not do a return to vendor for services as these issues should be resolved prior to the vendor invoicing.  The goods receipt and service entry are dependent on the Material Management (MM) periods being open in order to allow for the transaction to post.  SAP only allows for two MM periods to be open at a time.

Good Receipt for Stock Transport Orders (STO):

Schools and Offices will not need to enter goods receipt for STO’s.  There is an enhancement that will create the goods receipt automatically once the items are issued to the requesting cost centers.

Goods Receipt tolerances

There will be a tolerance on the goods receipt as there are several interfaces that will be sending goods receipt via the interface.   Maximo has a tolerance of  5% or $200 whichever is less on the goods receipt and in order for those orders not to reject, there will be a tolerance in SAP.  The SAP GR tolerance functionality can only be set as a percentage.  

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

The only gap is the issue of entering a goods receipt against a purchase order that is for a future period. (This is being listed as a gap only because the current system allows it)

The District is solving the issue of a two way match for certain purchase orders by creating all materials on a three way match.  It has also found a resolution to subsidiary interfaces by having these systems interface their orders and related goods receipts.

	RICEFW ID
	Type
	Description

	ZMMINB1010
	Interface
	Maximo interface to ECC for goods receipts.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

The organizational change is that all schools and offices will be entering a three way match; this includes interfaces.  There is a new transaction for the organization to learn and that is service entry which is just a goods receipt for a service.

Technology Changes

· The Maximo, CMS, and VMS/MCMS interfaces are being design to entered the goods receipt in their system and interface them to SAP.

· The Goods Receipt/Service Entry creates a financial posting. 

· In SAP you can have a goods receipt without a purchase order, but this will only be done for the Store Distribution Center.

People Changes

District employee’s responsible for the entry of goods receipt and service entry need to be responsible for only entering the items/services that they have received. Schools and offices shall not use the “clear-all” tab for convenience. This is a training issue.

Policy Changes

The only policy change is the three way match requirements for the District. 

Training Impacts

There is a new receiving transaction called the service entry and users need to become familiar with this functionality. Also, the goods receipt transaction has more functionality than the IFS RC transaction as you can use these transactions to return goods to vendor and track it on the system.

Additional Considerations

The project will require an e-mail reminder  to requisitioners associated with a purchase order and its delivery date. The logic includes analyzing a PO’s delivery date to today’s date. If the PO delivery date is 10 days over and there is no Goods Receipt entered, then the SAP system shall send an email remainder to the Requisitioner with a URL link to the GR in the system. After 5 more days have elapsed, then a 2nd reminder is sent to the shopping cart approver (head of organization), again with a URL Line to the GR.   
3.2.5.1 Receive Goods

Offices will only be allowed to enter a MIGO transaction only for their cost center.  The only exception will be for the Shopping Cart Support Center that will need to enter MIGO transactions on behalf of all schools that have not roll-out to SAP.  

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIGO-Goods
	MIGO
	
	Receive Goods in ERP
	Central Receiver

	
	
	
	Process Interface from Maximo for Goods Receipts
	Job Scheduling Manager, SRM Administrator


3.2.5.2 Receive Services

The receipt of services is the same as the goods receipt.  The key difference is that this transaction will be triggered when receiving for services and when  a “Limit PO” is being used.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIGO-Services
	MIGO
	
	Receive Services in ERP
	Contract Specialist

	ML81N
	ML81N
	
	Maintain Service Entry Sheet
	Contract Specialist

	ML85
	ML85
	
	Release Service Entry Sheets (mass)
	Central Receiver


3.2.5.3 Process Returns to Vendors

The return to vendor will be trigger when a material is defective, damage, an overage is being sent, and/or the wrong material was sent.  This transaction will track the history and reports can be run against it to check how many times a vendors’ delivery has been rejected.  It will served as a flag to track vendor performance.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIGO-Returns
	MIGO
	
	Return Goods in ERP
	Central Receiver


3.2.6 Process Purchase Order-Related Invoices

Overview

The following two types of vendor invoices are processed in SAP:  

· invoices with reference to a PO where the expense is pre-encumbered
· direct payment (non-PO) invoices where the expense has not been pre-encumbered through a PO

Processing of invoices with reference to a PO is performed through SAP Materials Management Logistics Invoice Verification capabilities which includes the following features:
· Completes the three way match process, which starts with the PO and includes a confirmation of goods or services received

· Allows processing of related invoices not initially encumbered through the procurement process (e.g., related services such as installation, other expenses such as transportation costs, etc.)

· Allows processing of related credit memos for incorrect invoices or returned items.

The direct payment invoice process is described in Section 2.2.7.

Key Owners

The key owners for the Process Purchase Orders activity are as follow:

· Interim Deputy Controller (Mark Harris) 

· Accounts Payable Branch Director (vacant)

Existing “As Is” Overview

Vendor invoice processing is an extremely resource-intensive activity for the Accounts Payable Branch.  This has resulted in the implementation and use of a customized FileNet solution to assist with simplifying and streamlining the routing, managing, monitoring and archiving of invoices.

Most PO-related invoices are submitted directly to the Accounts Payable Branch, with the exception of invoices related to construction, real estate lease contracts and transportation which are received by the recipient of the products or services.   Each of these organizations will review and confirm invoice details. 
The Accounts Payable, Facilities and Transportation Branches will scan the invoices into FileNet, which will workflow the scanned invoices to the work queue of the appropriate Accounts Payable “Payer” based on a pre-defined algorithm.  A Payer will review each invoice assigned to their FileNet queue, comparing the invoice to the corresponding PO to determine the required matching process for validation of the invoice in accordance with the following IFS three-way match (TWM) categories:

· A – represents a three-way match that requires a receiver to be in IFS before an invoice can be processed

· V – represents a two-way match where no on-line receiver required; instead, a validation of approval or authorization to pay the invoice is performed

· N – represents a two-way match where no on-line receiver is required; instead, a validation of approval or authorization to pay the invoice is performed 
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If a three-way match is indicated (TWM category is A), then an online receiver is entered in IFS.  The Payer will match the quantity and amount of the invoice against the receiver. The Payer will then create a VI document referencing the PO, with the exception of Stores or Foods warehouse purchases which reference the receiver for inventory costing purposes.  If there are any inconsistencies, the Payer will contact the relevant school or location, the Procurement Services Branch and/or the vendor, as required, to resolve each discrepancy.
If a two-way match is indicated and the TWM category is V, the Payer will create a VI document referencing the PO when the required approval is received.  If there are any inconsistencies, the Payer will contact the relevant school or location, the Procurement Services Branch and/or the vendor, as required, to resolve each discrepancy.

If a two-way match is indicated and the TWM category is N, the Payer will create a manual voucher document (P1 or PV) referencing the PO when the required approval is received.  If there are any inconsistencies, the Payer will contact the relevant school or location, the Procurement Services Branch and/or the vendor, as required, to resolve each discrepancy.

After an invoice is processed for payment, the Payer will then access the invoice in FileNet and select the “PAID” status for the responses field.
Existing Pain Points

The following pain points are a result of the existing IFS PO-related invoice process:

· Required receivers are not entered by locations or schools at the time the goods or services are delivered or received, delaying payment to vendors.  This may be due to insufficient IFS navigation skills, knowledge and/or training of responsible staff.

· Issues with payment of invoices with the closing of the fiscal year due to the encumbrance not being carried over into the new year, the encumbrance not being carried over with sufficient budget authority or grant funding for the relevant encumbrance has expired.

· Vendor addresses on the PO may be different from the invoice, which requires the Payer to either request a modification to the vendor master or creation of an alternative mailing address for the warrant.

· Sales tax determination is difficult and may be incorrect due to complexity of the sales and use tax rules and lack of knowledge by the Payer.

· Credit memos are not easily identifiable, nor are they tracked effectively in IFS resulting in overpayments to vendors. 

· 1099-reportable purchases are currently determined using vendor and object code combinations and there is no ability to adjust at the invoice level.  This results in a significant effort to manually review and adjust 1099 information for submission to the IRS.

Envisioned “To Be” Overview

FileNet will continue to be the District’s document management system where the images of the original invoices and any other supporting documents will be stored and linked to SAP documents for easy retrieval by end-users. 

All invoices received by the District related to PO’s will be scanned into FileNet for processing.  FileNet will receive a periodic interface containing the  updated Purchase Order and Vendor information.  This information will be used by FileNet in conjunction with its OCR capabilities to sort invoices based on Vendor names into batches that will be eventually routed to individual payers via the SAP Store Document folders.   FileNet will send the invoices to SAP throughout the day.  All invoices that cannot be sent to SAP will be sent to the FileNet Data Evaluation queue.  Using this process there will distinction in keeping  problematic  invoices in FileNet, while SAP will only have invoices that have been reviewed and potentially ready to post.  All invoices sent to SAP will be flagged in FileNet as “Sent to SAP”.

The AP clerk will go to their assigned folder in the SAP Document Store and select invoices to be extracted to their inboxes.  From the inbox, the SAP transaction can be used to enter invoices with the image from FileNet attached to it for review.  If the invoice pass critical checks it will be  posted. 

Invoices may have posting problems related to many issues.  Examples of these issues,  but are not limited to, are:

· No GR in the system.

· Quantity received is smaller than what is being invoiced.

· Unit Cost on the invoice is higher than the PO unit cost.

· Indirect Charges are not included on the PO (Freight, Taxes, etc)

Invoices without deliveries or invoices which fail price and quantity tolerances will be placed on payment block.  If the invoice has issues that stop it from being posted financially it will be parked and will be dealt with accordingly.  Invoices that cannot be parked or if the parked document issue is so severe that the invoice   will never be posted,  the clerk will reassign the status of the invoice image in FileNet to “unprocessed” and push the invoice to the Data Evaluation queue for further research.

Receipt of Electronic Invoices. Electronic invoices will not be processed via the Standard process where images are scanned and tracked using the FileNet system.  EDI invoices will be interfaced or uploaded directly cto SAP as Posted Documents. Validation will be made in SAP by Central A/P Clerk to verify accuracy of the documents and deal with any problem items via the interface logs.

Threshold (Invoice Amount vs PO Encumbrance Amount). The threshold amount is 5% or $100 over the PO line amount whichever is lower. If the discrepancy falls within the threshold, Central AP Clerk should be able to Post the invoice document. If overage is beyond the threshold amount, invoice document will be Parked. AP Clerk will contact originating location and request to resolve discrepancies. (*Pending confirmation from Business Owners *******
Retention and Withholds Process. Accounts Payable will sometimes hold back portion of an invoice.  There are two separate business procedures that will account for this.  These are: 

· Contract Based Retentions

· Invoice Based Withholdings

Contract based retentions are commonly applied to construction projects. Setting up retention to a vendor starts in SAP SRM when PO is created. Purchaser will enter the type and percentage of retention. This information is automatically transferred to Logistics Invoice Verification.

The gross amount of the invoice will be posted as a separate document within the SAP sub-ledger.  The retention amount will be generated automatically as a second financial transaction.  The retention entry will result in a credit memo and a second invoice being posted to the sub-ledger.  The new invoice representing the Retention amount will be posted with a Special G/L indicator “H”.  This indicator will allow the Accounts Payable Clerk to easily report the Retention.  The Special G/L indicator will also generate a difference reconciling G/L account so that the Retention can be reported separately from the Trade Payables on the Balance Sheet.

Example of a 5% contract retention:

DR    GR/IR Account     $100 000


CR Vendor      $100 000

DR Vendor     $5 000

     
CR Vendor (Retention)  $5 000

When entering invoice in MIRO, SAP will display a message that there is retention for the referenced PO.  The Accounts Payable Clerk should use 12/31/9999 as due date for retention to prevent the automatic release of the retention. If set-up correctly in the Purchase Order creation, the calculation of retention amount on an invoice is done automatically by the system. If needed, the Accounts Payable Clerk can also change the percentage proposed by the system and the retention amount.  
To verify the FI entries and the Vendor transaction details for the retention, user can go to the Vendor Line report, FBL1N, in SAP. The amount that should be paid to the vendor is net of the Invoice less retention amount. The retention amount will stay in the Special GL account until instructed to release by the responsible department.

To release retention due to vendor, the Accounts Payable Clerk will use tcode FB02 and change the due date of the Retention so that it is payable immediately.  To partially pay the retention, the t-code F-51 (Post with Clearing) will be used to adjust the outstanding amount

Invoice Based Withholdings are amounts not remitted to the vendor that is established on an invoice by invoice basis.  Commonly they relate to single events that must be applied to a particular invoice.  An example would be a Labor compliance penalty that the District is required to process on some Construction/Facilities invoices.  As these amounts are not contractual based they cannot be identified on the purchase order and automatically applied, as with a Retention.

Withholds will be processed using the GL tab entry screen on the SAP PO Invoice Verification (MIRO) transaction.  A credit posting will be entered on this tab to the Contractual Withholding Payable account.  The text field will be used to record the purchase order relating to the Withhold on the account.  The GL account for Contractual Withholding Payables will be an Open Item managed account and the clearing will be based on the text field so that the account is reconciled by the Withholding amounts by Contract.  A custom report will be used to support this process.

Example of 5% contract retention:

Goods Receipt:

DR Expense     $100 000


CR GR/IR Liability    $100 000

Invoice:

DR GR/IR Liability    $100 000


CR Vendor                                                  $95 000


CR Contractual Withholding Payable     $5 000

When paying amounts to release, a direct pay invoice will be generated to the vendor with the corresponding Debit reducing the outstanding withholding in the Contractual Withholding Payable account. 

If there is a request to pay the retention amount to Payee, the alternative vendor should be set-up as permitted payee in the Vendor Master before processing payment. (Amounts paid to alternative payees should be identified separately as they can apply to any invoice.) A/P Clerk can choose this alternative payee when entering retention information in F-51.

Down Payment (Advance Payment) Process.  There are instances when Vendors would require downpayments before they start fulfilling their obligations.  To accommodate this, the downpayment request functionality will be used.

The down payment request will generate a payable item (that can be paid manually or through the payment run procedure).  These payments will be recorded as a special GL indicator “E” and will signify a receivable in the balance sheets.  These downpayments will be cleared as an automatic deduction to the vendor liability once the payable is due. 
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Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZAPENH1003
	Enhancement
	Enhanced check for duplicate vendors invoices.

	ZAPINB1010
	Interface
	Upload of purchase order-related invoice information using an Excel template.

	ZAPINB1016
	Interface
	EDI interface from large-volume vendors.

	ZAPWKF1018
	Workflow
	Workflow for PO-related invoices over a certain amount


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No change impact.

Technology Changes

No change impact 

People Changes

No change impact 

Policy Changes

Invoice processing thresholds need to be revised to accommodate SAP’s tolerance control per line item. 

Training Impacts

No change impact 

Additional Considerations

FileNet connectivity with SAP.  It is assumed that  FileNet will be able to pre-sort images based upon FileNet DataCap Connector to SAP.  These pre-sorted images will be sent to the SAP Store Document queues.   This would be accomplished by using the FileNet to SAP adapter along with some consulting set up provided by IBM to enable the routing to the different folders.   This adapter and consulting has not yet been procured and implemented by the district.   Issues with the FileNet connection to SAP may require readdressing aspect of the to-be process.

FileNet will need additional reason code “Sent to SAP”.    When changes are done to the reason codes, older invoices cannot use the new reason code unless the invoices is terminated and re-launched.

Old Invoices in FileNet. After the go live date, Invoices still in FileNet will still have the old PO number associated to it. These invoices will need to be moved to another queue to not disrupt the new invoice processes coming from SAP.  The AP clerk will be given a spreadsheet with a crosswalk that will include the PO number from IFS and the converted number from SAP.  When the clerk has resolved the issue with the invoice, the PO number in the metadata will be manually changed to the converted SAP PO number.  The invoice will be moved to the payer queue to be pushed to SAP.  To minimize the effect of trying to pay invoices with the old PO, AP should try to pay as many of the invoices as possible using higher override authority and the ability to use the school/location supplies fund before go-live.

3.2.6.1 Enter Invoice or Credit Memo

Use these transaction codes for  all PO related invoices and credit memos received by Accounts Payable.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIRO-Invoice
	MIRO
	
	Enter Invoice for a Purchase Order
	Central Accounts Payable Specialist

	MIRO-Credit Memo
	MIRO
	
	Enter Credit Memo for a Purchase Order
	Central Accounts Payable Specialist

	MIR7
	MIR7
	
	Park or Edit Invoice or Credit Memo for a Purchase Order
	Central Accounts Payable Clerk

	
	
	
	Create Vendor Invoice for a Purchase Order from Excel
	Central Accounts Payable Specialist

	
	
	
	Process EDI Interface
	Central Accounts Payable Specialist, 

Job Scheduling Manager

	OAWD
	OAWD
	
	Store Documents
	Central Accounts Payable Specialist


3.2.6.2 Enter Subsequent Invoice or Credit Memo

The MIRO transaction is also used to process subsequent changes to a posted PO-related invoice, as required. 

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIRO-Invoice-Subsequent
	MIRO
	
	Enter Subsequent Invoice for a Purchase Order
	Central Accounts Payable Specialist

	MIRO-Credit Memo-Subsequent
	MIRO
	
	Enter Subsequent Credit Memo for a Purchase Order
	Central Accounts Payable Specialist


3.2.6.3 Process Down Payment
These transaction codes will generate a payable account that can be used to pay the vendor in  advance. 
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	
	
	
	
	

	F-48
	F-48
	
	Manually pay Down Payment Request
	Central Accounts Payable Specialist

	F-54 
	F-54
	
	Clear Down Payment
	Central Accounts Payable Clerk


3.2.6.4 Display Invoice or Credit Memo

Use these transaction codes when there is an inquiry that requires the Accounts Payable Department to review posted PO related invoices.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MIR4
	MIR4
	
	Display Invoice or Credit Memo for a Purchase Order
	General Display

	FB03
	FB03
	
	Display Accounting Document related to the Invoice or Credit Memo for a Purchase Order
	General Display

	MIR6
	MIR6
	
	Overview of Invoice or Credit Memo for a Purchase Order
	General Display

	MIR5
	MIR5
	
	Display List of Invoices or Credit Memos for Purchase Orders
	General Display


3.2.7 Process Direct-Pay Invoices

Overview
The Process Direct-Pay Invoices activity allows authorized end-users to enter vendor invoices and credit memos related to the acquisition of goods and services without a corresponding PO issued, with the information entered directly recorded against the appropriate GL and sub-ledger accounts.  Terms and method of payment are defaulted from those recorded in the vendor master record.
Key Owners
The key owners for the Process Direct-Pay Invoices activity are as follow:

· Controller (Luis Buendia)

· Interim Deputy Controller (Mark Harris)
· Director of Accounts Payable (vacant)
Mark HarrisController
Existing “As Is” Overview
The Accounts Payable Branch processes various payment requests for goods and services that are acquired without issuing a PO from vendors as well as claim reimbursement requests from schools and offices (requesting location).  These payment requests require approval from the administrator of the requesting location prior to payment processing by Accounts Payable.   

Non-PO invoices are submitted to Accounts Payable either as a physical invoice or upload files in either spreadsheet or text formats.  A physical approval document must also be included for payment to be processed by Accounts Payable.  Invoices that contain multiple lines or charged to multiple accounts are usually submitted as an upload file.  The following types of payments are processed by the District: 

	Payment Type
	Frequency
	Processing

	Airgas
	Monthly
	Manual

	American Express bill
	Monthly
	Manual

	Armored truck
	Monthly
	Upload

	Attorney fees
	Daily
	Manual

	Bank fees
	Monthly
	Manual

	BOE fuel tax payments
	Monthly
	Manual

	Charitable campaign contributions
	Monthly
	Manual

	Charter Schools monthly revenue
	Monthly
	Upload

	COPS invoice series
	Monthly
	Manual

	Credit memo
	Monthly
	Manual

	Credit unions
	Weekly
	Manual

	Damage reimbursement
	Weekly
	Manual

	Developer fees
	Monthly
	Manual

	Due process
	Daily
	Manual

	Employee union dues
	biweekly
	Manual

	Flexible spending (dependent, medical and Local 99)
	Monthly
	Manual

	Food Services (Gold Star and Driftwood)
	Weekly
	Upload

	Health providers
	monthly
	Manual

	Imprest claims
	Daily
	Manual

	Legal miscellaneous
	Daily
	Manual

	Legal settlements
	Daily
	Manual

	Linens
	Monthly
	Upload

	Miscellaneous bills
	Daily
	Manual

	Miscellaneous payments (ACH or EFT)
	Weekly
	Manual

	NPS
	Daily
	Upload

	Payroll deductions (garnishments)
	Monthly
	Upload

	 P-cards and travel cards
	Monthly
	Manual

	Risk Management  (self-insurance, liabilities and Workers’ Compensation)
	Monthly
	Manual

	Rubbish disposal 
	Monthly
	Manual

	Special Education parent reimbursements and settlements 
	Weekly
	Manual

	Telecommunications (AT&T, Verizon, etc.)
	Monthly
	Manual

	Transportation
	Monthly
	Manual

	Travel reimbursement (schools, local districts and central offices)
	Daily
	Manual

	Tuition reimbursements from the Personnel Commission 
	Weekly
	Manual

	Utilities bills (DWP, Southern California Gas and Edison) not included in the monthly summary bill
	Monthly
	Manual

	Utilities summary bills (DWP, Southern California Gas and Edison) 
	Monthly
	Upload


Except for garnishments, Accounts Payable reviews uploaded invoices against approved requests and supporting documents before processing the vendor payment in IFS by changing the status of the invoice to “ACCPT”.  

Invoices for garnishments are based on the payroll “3PR” adjusted reports and are programmed to default to the “ACCPT” status when uploaded to IFS, not requiring initial review by Accounts Payable.  IFS will reject garnishment invoice uploads if there are errors in the transaction such as insufficient funding, invalid accounting lines, duplicate invoices, etc.  Accounts Payable contacts the requesting location to resolve any errors.   

Physical invoices are manually entered by Accounts Payable in the IFS Payment Voucher Input Form screen and any errors are resolved by Accounts Payable before the invoice can be changed to the “ACCPT” status which generates a payment voucher.

The following prefixes are used in the IFS document reference number in order to distinguish the different types of payment:

	Prefix
	Description

	SE
	Special Education payments

	IM
	Imprest payment

	TR
	Travel reimbursement

	MISFY
	Miscellaneous bill payment

	TP
	Tuition reimbursement

	MI
	Property damage reimbursement

	DF
	Developer fee payment

	CM
	Credit memo

	FD
	Balian Ice Cream payment

	ENT-D
	Enterprise Rent-A-Car

	EDI
	Southern California Edison

	GAS
	The Gas Company

	GSW
	Golden State Water Company

	DWP
	Department of Water and Power

	CSG
	City of South Gate

	CWS
	California Water Service Company

	MSC
	Various small utility companies

	APX
	Apex and BMakk (rubbish companies)

	SIN
	Sinor (rubbish company)

	CHR
	Charter School payments

	FDDW
	Driftwood

	FD
	Gold Star


After the status of the invoice is changed to “ACCPT”, IFS will produce a payment voucher that will be processed during the next nightly payment cycle, included in the outbound payment voucher file and transmitted to LACOE the following business day.  

Except for travel and imprest payments, the supporting documents for direct payments are scanned after the invoice is paid and the warrant register is received.  Documentation for travel and imprest reimbursement claims is scanned prior to payment.

Existing Pain Points

· Funds availability checking is executed only at the point when the invoice is being processed for payment and insufficient funding prevents posting of the document.  The Payer must then research and correct the error prior to posting.

· Individual errors during the uploading of files will prevent the entire file from being processed.  This requires research and correction of each error in order to complete the upload.
· Complete and independent documentation is not available to support upload files which prevents Accounts Payable from performing proper validation of relevant invoices.  The review of these types of invoices by Accounts Payable review is limited to comparing the signed invoice summary with the total amounts uploaded, which is a comparison to the same source of information.

· Invoices not included in the normal payment cycle require additional manual processing and duplicate efforts by Accounts Payable.

· All travel-related expenditures are recorded against the same object code (5202) and a detail list of expenditures by type is not available.

· At significant number of travel-related claim forms (75% or more) are incomplete, with missing approvals, supporting documentation not included (e.g., receipts) and/or incorrect vendor information.  This may be due to insufficient knowledge of the District’s travel reimbursement process.  

· Travelers regularly charge expenses to their personal credit card and their credit card statements are not available until the end of each card’s billing cycle.  This delays the traveler’s ability to provide supporting documents within the District’s 30-days expense submission rule.

· Most payment requests and invoices are not scanned until they are paid, which causes difficulties in tracking and aging of pending invoices within the FileNet queues.

· Payments related to p-cards are temporarily charged to a liability account which is cleared after the individual card holder reconciles his or her account.  This results in expenses not being posted on a timely basis due to delay or non-action by the card holders in performing the account reconciliation .

Envisioned “To Be” Overview
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Invoices that are not able to be completed due to lack of time, incomplete information or posting errors will be parked to allow the Payer to  research and resolve other issues.  Parked invoices are assigned an SAP document number; however, no actual financial documents are created nor accounting entries posted for parked documents.  The Payer may access the parked document using transactions FBV2 or FVB4 in order to update information and complete the document.  Completed documents may be posted using transaction FBV0, either individually or by using a selection list that allows several parked documents to be posted simultaneously with a detailed list of successfully-posted documents.  

Invoices with errors that cannot be resolved by the Payer may be returned to the Requestor through workflow.  Error free invoices will be evaluated by the system and may be work flowed to an approver depending on the payment type or amount threshold to be established.  (The threshold /rule is yet to be defined, pending management response).  The Approver may reject or accept the invoice. Rejected invoices will workflow back the Requestor.  The Approver may notify the Requestor of the reason for rejection via SAP or Outlook.  The notification process is not automated.  

Upload Invoices Using Excel. A standard Excel format and data layout will be used to upload invoice information.  The Excel file will be prepared and uploaded using the custom SAP upload transaction by the department who is billed for the service or merchandise.  Any error encountered during the upload will be the responsibility of the originating department to resolve before attempting to upload a corrected file.  

Invoices that are successfully uploaded will be created as parked documents in SAP and automatically routed for approval or automatic posting based on workflow rules.   

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

Certain District requirements were not able to be met using standard SAP features.  These requirements will be met through the following custom developments:

· An enhancement will be developed to check for duplicate vendor invoices.  This enhancement will allow SAP to automatically check for duplicate vendor invoices based on invoice number, invoice amount, and vendor number.  Included within this enhancement is a custom table that will contain three years of the paid vendor invoice information necessary to perform the duplicate vendor invoice check.

· In lieu of an Adobe interactive form, which is not included within the scope of the LRP project, a spreadsheet-based invoice interface using a standard Excel template will be developed to allow direct pay invoices to be uploaded into SAP.  Only central offices will be provided access to perform vendor invoice uploads.  Schools will be able to submit claims reimbursement files using the Excel template and authorized Accounts Payable Branch staff will upload the file after validation.  

· Custom workflow will be developed to route invoices uploaded by central offices for approval by each organization’s designated approver.  These invoices will be posted when approved without involvement by the Accounts Payable Branch.

	RICEFW ID
	Type
	Description

	ZAPENH1003
	Enhancement
	Enhanced check for duplicate vendors invoices.

	ZAPINB1009
	Interface
	Upload of direct pay invoice information using an Excel template.

	ZAPWKF1013
	Workflow
	Electronic submission, review and approvals for direct pay invoices.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No Change Impact

Technology Changes

No Change Impact

People Changes

No Change Impact

Policy Changes

No Change Impact

Training Impacts

No Change Impact

Additional Considerations

None

3.2.7.1 Enter Invoice or Credit Memo


User can use this function to create all invoices or credit memos.  User can park incomplete invoices and may return later to change or update parked invoices to complete the entry.  Parking an incomplete invoice will generate a document number, but not update accounting entry until the user post the invoice.  Some invoices will be workflow and an Approver can accept or reject the invoices.  


	BPP
	Transaction / Task
	Additional Authorizations

	Description
	End-User Role


	FB60
	FB60
	
	Create Vendor Invoice (direct pay)
	Central Accounts Payable Clerk

	FB65
	FB65
	
	Create Vendor Credit Memo (direct pay)
	Central Accounts Payable Clerk

	FV60
	FV60
	by document type, exclude post
	Park or Edit Invoice
	Central Accounts Payable Clerk

	FV65
	FV65
	by document type, exclude post
	Park or Edit Credit Memo
	Central Accounts Payable Clerk

	FBV2
	FBV2
	by document type, exclude post
	Change Parked Document
	Central Accounts Payable Clerk

	FBV4
	FBV4
	by document type, exclude post
	Change Parked Document Header
	Central Accounts Payable Clerk

	FBV6
	FBV6
	by document type
	Reject Parked Document
	Departmental Accounts Payable Approver, Central Accounts Payable Specialist

	FBV0
	FBV0
	by document type
	Post or Delete Parked Document
	Central Accounts Payable Specialist

	
	
	
	Create Vendor Invoice (direct pay) from Excel
	Central Accounts Payable Specialist


3.2.7.2 Display Invoice or Credit Memo


User can park document to store incomplete invoice or credit memo entry.  No accounting entry is made when a document is parked.  User can reopen, complete, and post the incomplete invoice or credit memo at a later time.

User can display parked or posted document, using a list or line item display function.  In addition, user can display a historical view of changes made to parked documents before posting.  


	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FBV3
	FBV3
	
	Display Parked Document
	General Display

	FBV5
	FBV5
	
	Display Changes to Parked Document
	General Display

	FB03
	FB03
	
	Display Posted Document
	General Display

	FB04
	FB04
	
	Display Changes to Posted Document
	General Display


3.2.7.3 Process Down Payment


User requesting for advance payment (not relating to a purchase order) can enter the request in the Down Payment Request (F-47) form.  

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	F-47
	F-47
	
	Request Down Payment
	Central Accounts Payable Manager

	F-48
	F-48
	
	Process Down Payment
	Central Accounts Payable Specialist

	F-54
	F-54
	
	Clear Down Payment
	Central Accounts Payable Clerk


3.2.7.4 
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3.2.8 Process Payments

Overview
Process payments in SAP and have B-Warrants issued by LACOE through interfaces.  The payment file created in SAP will be uploaded to LACOE via the Report Access and Distribution (RAD) website. A return document with payment information will be uploaded into SAP via RAD.  This process should be performed daily to complete the payment cycle.

A payment file will be extracted in SAP and uploaded to PeopleSoft via LACOE’s Report Access and Distribution (RAD) website which will trigger the processing of the payment warrants (checks) or ACH credits in PeopleSoft.  PeopleSoft automatically aggregates all invoices for the same vendor in one warrant unless the invoice is flagged as single check in the SAP and picked up in the interface file.  The vouchers will show up in PeopleSoft the day after the interface as vouchers waiting for approval. A/P Director or designee then logs in to PeopleSoft and approve the vouchers. During the overnight cycle at LACOE, the corresponding warrants are printed and released to LAUSD the following business day.  The ACH file is sent to the National Automated Clearing House Association (NACHA) at the same time the warrants are released and the funds becomes available in the vendor’s bank account the next business day.  It takes about 4-5 days for the warrants to be available for mailing plus an extra day for the ACH credit to be in the vendor’s bank account.  

Key Owners
Luis Buendia, Controller 
Mark Harris, Interim Deputy Controller

Director, (Vacant) Accounts Payable Branch

Existing “As Is” Overview
The AP Payer has four types of payments they can process; a P1, PV, VI, and Manual Warrant payment.
Payment to vendors is through a B Warrant or through Automated Clearing House (ACH).  

Current payment processing involves 3 independent systems, FileNet, IFS, and PeopleSoft. The three processes include FileNet, IFS, and LACOE.  


Standard B Warrants

Day 1

· AP Payer pays invoice in IFS.

Day 2 

· IFS creates an Automated Disbursement (AD) document for each invoice.

· File from IFS is uploaded to LACOE website via RAD.

Day 3

· Payment shows up in PeopleSoft.

· AP approves payment.

Day 4

· Warrant is printed by LACOE.

· Warrant is picked up from LACOE and delivered to Job Cost.

· Check Register (hard copy) and warrant’s file and ACH advice are delivered to AP warrants unit.

· File Copy of warrants are scanned to FileNet

· The check register (LAAP029S) is downloaded by Warrant unit Supervisor for cash reconciliation purpose.

· Warrants Unit flags warrant number with enclosures and pickup slips on the check register and attach the enclosures to the register before submitting to Job Cost.

· The check register file is downloaded from LACOE’s website and uploaded into IFS in the nightly Cycle

Day 5

· A copy Check register is delivered to Job Cost and 3 copies to A/P’s Warrants Unit.

· All enclosures and pickup slips are forwarded to Job Cost by A/P’s Warrants Unit.

· Checks are mailed out to Vendors by Job Cost.


ACH Payment
Same Process as Normal B Warrants except the vendor receives an ACH Advice instead of a warrant.  Funds are electronically deposited to the vendor’s bank account.  Enclosures are attached to the ACH Advice and mailed to the vendor. 


Manual Warrant
Day 1

· AP Payer pays invoice in IFS.

· AP Payer places payment on hold in IFS to prevent the system from generating the AD (Automatic Disbursement document which is interfaced to PeopleSoft.)

· AP Warrants Clerk manually enters invoice details directly to PeopleSoft

· AP Management approves the invoice in PeopleSoft

Day 2 

· Warrant is printed in LACOE.

· Warrant is delivered to Job Cost.

· Check Register is delivered to AP warrants unit and Job Cost.

· Job Cost mails the checks out to Vendor.

Existing Pain Points
· Reconciling IFS Cash to PeopleSoft Balance takes time and several reports are used to conduct it.
· LACOE holds warrants for vouchers that are selected for audit.  Paper work (Golden Rod) is prepared and submitted to LACOE to remove the hold on suspended payments.

· Payments might have incorrect SACS string and new SACS string needs to be requested from General Accounting and the accounting string adjusted in PeopleSoft before payment is released.

· The fund used might not have the sufficient balance in PeopleSoft and a replacement fund account needs to be entered in PeopleSoft to release the warrant.

· When a single check amount  is over two million, electronic copies of all supporting documentation are required  to be sent to LACOE for evaluation to decide whether to release the warrant or not.

Envisioned “To Be” Overview

All District LAUSD’S payments will be recorded in SAP. Vendor invoices and adjustments, management fees, and normal vendor payments to be paid directly by LACOE will be selected, reviewed, and claim schedules generated using the standard SAP payment program.  

Warrants Processing.  The SAP payment program will generate a Proposal run, where the system evaluates the open items of vendors identified in the parameters of the payment program and generates a proposal list of items initially selected for payment.  Included with the Proposal list, the system will generate an exception list containing the  open items which are due for payment, but cannot be paid because of  system status such as  invoices which are “Blocked for Payment”.  Any payments equal or exceeding $2,000.000 will be reviewed and noted so the payer can prepare the required LACOE documentation as these items will go on audit.

After evaluating the proposal, if any changes are required, the payer can make changes directly in the payment proposal. This proposal list can be amended to block or unblock items for payment.

The proposal is now ready to have the items converted into “Warrants in Process. “  A customized program will be executed where vendor invoices  scheduled for LACOE processing will be transferred to the appropriate special General Ledger indicator to reflect the “Warrants in Process. “ The entry will be:


Dr. Accounts Payable – Vendor



Cr. Warrants In Process – Vendor (Spl. GL)

The original items on the vendor subledger account will be flagged as cleared.     

The custom program  will use the payment proposal as the basis for selecting the vendor items to be submitted to LACOE and create the  outbound interface file   This customized process will also complete the Payment proposal by deleting it from the SAP system.

Special Use of the Payment Method Supplement. The payment method supplement (PMS) marked  on the invoice will be used to identify warrants for further special handling.  One payment method that needs to be considered in the this process is the Single Payment Indicator – this means that the warrant with this indicator will not be combined with the other invoices of the vendor. 

Invoices flagged with PMS “Manual” will not be included in the LACOE outbound interface file.  This indicator will be used to inform the payer that the item is  manually updated into the LACOE PeopleSoft system   

Super Imprest Checking Procedure. The Facilities group will be given the ability to print their own checks.  The group will have four special bank accounts  that will be configured to produce checks. 

To support this process, a special Payment Method “I” will be established for their needs. This will help differentiate their procedures when executing the payment proposal and run.  All payment transactions for the Super Imprest accounts will also go to a different document type.  Moreover,  a special Positive Pay interface to Bank of America will also be established to prevent fraudulent withdrawals.
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Key Configuration Changes

A method that specifies how payment is to be made: check, bill of exchange, or bank transfer.  LAUSD will require payment methods to Support Warrants and Facilities Imprest
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Items with different payment method supplements are settled individually. When entering invoices, the payment method supplement can be entered into the invoice to indicate the special payment instructions
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Define accounts which show the posting of a corresponding special G/L transaction to the general ledger. The postings are made to these accounts instead of to the normal reconciliation account.  LAUSD will require Special G/L Indicators to identify “Warrants in Process”
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZAPOUT1007
	Interface
	Interface of SAP vendor invoice information as a claim to, and for payment by, the Los Angeles County Office of Education.

	ZAPOUT1019
	Interface
	Interface to Bank of America of imprest checks processed through SAP used to validate encashment by the bank.

	ZAPFRM1005
	Form
	Imprest check.

	ZAPFRM1006
	Form
	Payment advice delivered through email.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No change impact.

Technology Changes

No change impact.

People Changes

No change impact.

Policy Changes

No change impact.

Training Impacts

No change impact.

Additional Considerations

None identified..e to the bank.vent necessary t they will have go to a different document type. 
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3.2.8.2 Process Outgoing Vendor Payments (LACOE)
<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	
	
	
	
	


	F110
	F110
	by vendor account group
	Select Invoices for Payment
	Central Accounts Payable Clerk

	F110S
	F110S
	
	Select Invoices for Payment (periodic scheduling)
	Job Scheduling Manager

	
	
	
	Create and Transmit Claim Schedule to LACOE 
	Job Scheduling Manager,

Central Accounts Payable Manager


3.2.8.3 Process Outgoing Vendor Payments (Facilities)
<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	F110 – Imprest
	F110
	
	Select Invoices for Payment
	Imprest Payable Clerk 

	F-58
	F-58
	
	Print Manual Check
	Imprest Payable Clerk

	
	
	
	Submit Positive Pay Information to Bank
	Imprest Payable Clerk, Job Scheduling Manager 


3.2.8.4 

	
	
	
	
	

	
	
	
	
	


3.2.9 Process Warrants

Overview

This process will cover managing warrants in SAP. Since LAUSD does not print its own warrants, payment documents need to be interfaced to LACOE for processing. These payment documents are either automatically created by SAP, or manually by user. Process Warrants can be accessed from the Accounts Payable menu by choosing Accounting>Financial Accounting>Accounts Payable>Environment>Check Information.
Key Owners
Mark Harris, Interim Deputy Controller
<Vacant>, Accounts Payable Branch Director

Existing “As Is” Overview
In IFS, Automated Disbursement (AD) or Manual Warrant (MW) records cash disbursement. And at the same time, this entry also automatically reverses the liability (Vouchers Payable) that was created when A/P payer processed the invoice. 

Accounting (GL) Entry:

When voucher is created by P1 or PV transactions- 

Dr
Expense

Cr Spec Vouchers Payable
When disbursement is created (AD or MW transactions) –

Dr
Spec Vouchers Payable

Cr Cash In County
Current IFS process on disbursement-

· AD (Automated Disbursement) is system generated transaction created during an overnight cycle. Accumulated ADs are downloaded to a file and transmitted to LACOE for upload to PeopleSoft to generate  the warrant/ACH. IFS WREC screen displays the vendor name, LACOE warrant number & issue date, warrant status (V=Void, C=Check, O=Open, D=Deduction, R=Replacement) after the inbound file from LACOE is uploaded to IFS. 

· MW (Manual Warrant) is the manual creation of disbursement. This happens when there is a need to issue an urgent warrant or ACH. When the invoice is processed, the voucher is put on hold in IFS to prevent it from automatic generation of the AD and thus exclude the invoice from the interface file to Peoplesoft. The payer enters manually the payment detail directly to PeopleSoft to generate the warrant or ACH the following day. To associate the manual warrant to the invoice in IFS,   AP Processor enters a WR transaction . 

· CX (Cancellation) are the cancellation of AD and MW transactions. An AD or MW is cancelled when a warrant is voided, payment is cancelled, or error on data entry (MW). These are not transmitted to LACOE. These are created in SUSF using CX transaction code. The following are the different CX type –

· 1-  Cancel AD/MW and reschedule voucher for payment

· 2-   Cancel AD/MW and leave voucher unscheduled

· 3- Cancel AD/MW and use special vouchers payable accounts (normally used for Stale Warrants)

· 4- Cancel AD/MW and cancel voucher

Existing Pain Points

· Cash in County reconciliation cannot be done on time since reports from different sources (RAD, FRDB) are not available until after a week of the new month.
· Cancellation of vouchers is separate from cancellation of payments in IFS. Meaning, if an invoice needs to be cancelled, A/P staff will have to go thru multiple processes . Cancelled vouchers are not interfaced to LACOE.
· Voiding of warrants in IFS is manually done. If a warrant has 100 AD, A/P will need to create 100 CX to cancel all the payments.
· If a LACOE warrant is requested by the vendor, several steps are taken by A/P and Job Cost to process this request such as:
·  A paper request form completed by the vendor and submitted to A/P
·  A/P stamps  the warrant number line on the  Warrant Register listing and attach the signed Pick Up Request form which are submitted to Job Cost.  
· Job Cost logs the request in their manual log and individually call the vendor to let them know when the check is ready for pick up. The same log is used for the vendor to sign evidencing receipt of the warrant.
Envisioned “To Be” Overview

LACOE warrant information will be used to update SAP check information for each payment. The vendor invoices and adjustments scheduled for LACOE processing will be cleared against the warrant or ACH to reflect that warrants or ACH have been issued by LACOE.

LACOE warrant negotiated information will be used to update SAP check encashment information for each payment.  The warrant will be cleared against LAUSD’S cash position with LACOE to reflect that warrants have been negotiated by the vendor.

The design for LACOE-related sub-processes will incorporate the information and level of integration that is determined to be available from LACOE based on final discussions between the LRP project team and LACOE.

The notification that a warrant was generated will be the indication that financial item posted for the Warrant should be cleared and the cash balance should be credited.

The Warrant and ACH registers extracted from RAD will be interfaced to SAP thru Batch Scheduler. These interfaced files from LACOE will have the following:

· Vendor Name

· SAP Invoice Document Number

· warrant and ACH numbers

· status of the warrant and ACH

If the status of a warrant or an ACH in the register does not indicate that it is Void, SAP Batch Scheduler will perform the tcode F-53 on all related vendor open items. For manually created warrants, AP Vendor Processing Specialist will update SAP using tcode FCH5 to create a link between the LACOE warrant number and the payment document. Using these transactions, vendor open items will be cleared by reversing the Warrant in Process accounts and crediting the Warrants Clearing. The following are example of accounting entry when this activity is performed:

Invoice:


DR Expense $1,000


    CR Vendor $1,000

Payment Request Interfaced to LACOE:


DR Vendor $1,000


    Cr Warrant in Process $1,000

Warrant or ACH issued by LACOE:

DR Warrant in Process   $1,000


CR Warrants Clearing     $1,000

If the status of the warrant or ACH in the register is Void, SAP Batch Scheduler will perform the tcode FCH9 to automatically void the previously issued warrant or ACH in SAP. This transaction will also re-open the “Warrant in Process” account but will not re-issue payment to vendor. The Accounts Payable clerk will need to identify whether the invoice needs to be reprocess or cancelled.  

In addition to Warrant and ACH registers, LACOE will also provide LAUSD a report of all warrants that have been cleared or cashed. When the report of warrant encashment is received, it will be interfaced to SAP using ZAPINB1011 or manually update using FCHR. This will automatically enter the date when the warrants were cashed.

The encashment of warrants will create an accounting entry to finalize the payment process and ultimately crediting the Cash in County account:

Encashment of Warrant:


DR Warrants Clearing   $1,000


     CR   Cash in County                    $1,000    
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Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZAPINB1011
	Interface
	Interface of warrant negotiation information from the Los Angeles County Office of Education for clearing of warrants.

	ZAPINB1014
	Interface
	Interface of warrant information from the Los Angeles County Office of Education for payments of claims.

	ZAPCNV1001
	Conversion
	Conversion of warrants outstanding effective as of June 30, 2013.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

A key open issue exists.  The desired LRP design requires an interface file from RAD, a reporting tool of LACOE’s Peoplesoft, with a list of what payments were actually generated.  This extracted file would be used to automatically generate the payment documents in SAP, and generate the SAP check number to represent the warrant in SAP.  Currently this information from RAD is only available in report format. 

3.2.9.1 Create Warrants
Use this process when it is necessary to record a manually issued warrant or ACH.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCH5
	FCH5
	
	Enter a Manual Warrant
	Vendor Payment Processing Specialist

	
	
	
	Interface Warrants Issued by LACOE
	Job Scheduling Manager,

Vendor Payment Processing Specialist


3.2.9.2 Display Warrants
Use this transaction codes when there is a need to review the warrant or ACH register in order to resolve a discrepancy or issue.
Check Register (FCHN)

The program generates a list of all check registers belonging to one paying company code, (pre-numbered checks), if they fulfill the given selection criteria. The list is sorted by payment method and check-numbers with manually voided checks at the start and manually issued checks at the end. This order of output is the default, but can be altered by the user.

Output

You can create various lists. For example:

1. Complete List of a Company Code

You only enter the company code. Further selection conditions could include the specification of a bank account or the creation period.

2. Complete List with Line Item Information

In addition to 1, you have to select the parameter that controls the output of the paid items.

3. List of Outstanding Checks

If, in addition to 1, you select "List of Outstanding Checks" those checks that are not yet cashed are listed.

4. Payment Summary for a Payment Run

The run date of the paying company code, and, (if the run is not clearly indicated by the date), run ID of the payment run have to be entered. If the check register with the print run of the payment program is scheduled, a variant must first be created in order that the paying company code be specified. The remaining parameters (date and identifier) are entered by the payment program if program RFCHKN00 is entered with this variant before the start of the print programs under "Lists".

5. Payment Summary for an Extract Run

If, for the purposes of an external data transfer, a data extract is created with a database update, a list can then be called up showing all checks for which information is contained in the extract. In addition to the paying company code, the extract date must be entered, and, (in the event that several extracts were created on one day), the time when the extract was created.

6. List of all Genuine Checks

Here you enter the initial value of the void reason code in the selection options (single value SPACE or 00).

7. List of all Voided Checks

Similarly, you have to keep the initial value out of the selection option for the void reason code.

8. List of Payroll Checks

If pre-numbered checks are used in the Human Resources department, it is possible to generate a list that is separate from Financial Accounting. You can also choose between list types such as complete lists, lists of outstanding checks, lists per payment run or extract.

9. In addition, you can select according to issuing amount or issuer, (also in conjunction with the aforementioned variants).

10. The user can display line items for checks for all listed possible entries.

Currently, the District is using the Check Register (FCHN) for the list of Payroll Checks (A-Warrants).  

The vision is to create a separate view of the Check Register between A-Warrants and B-Warrants.  Accounts Payable will have a restricted view of only B-Warrants.  Payroll Services will have a restricted view of only A-Warrants.


	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCH1
	FCH1
	
	Display Warrant Information: Warrant
	General Display

	FCH2
	FCH2
	
	Display Warrant Information: Payment Document
	General Display

	FCHN
	FCHN
	
	Warrant Register
	General Display


3.2.9.3 Change Warrant

Use this transaction code when when there is a requirement to change the warrant or ACH information.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCH6
	FCH6
	
	Change Warrant Information
	Vendor Payment Processing Specialist


3.2.9.4 Void Warrant

Use this transaction codes if the warrant or ACH issued by LACOE is voided.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCH8
	FCH8
	
	Cancel Payment
	Central Accounts Payable Manager

	FCH9
	FCH9
	
	Void Warrant
	Vendor Payment Processing Specialist


3.2.9.5 Transmit Warrant Information

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCHX
	FCHX
	
	Extract Warrant Information
	Vendor Payment Processing Specialist


3.2.9.6 Update Warrant Negotiation Information

Use this transaction codes to update warrants encashment status.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FCHR
	FCHR
	
	Enter Warrant Negotiation Information
	Cash Reconciliation Specialist

	S_ALR_87012119
	S_ALR_87012119
	
	Upload Warrant Negotiation Information
	Cash Reconciliation Specialist

	
	
	
	Interface Warrant Negotiation Information from LACOE
	Job Scheduling Manager,

Cash Reconciliation Specialist


3.3 Manage Information

<to be completed> 

3.3.1 Manage Vendor Accounts

Overview
Ownership of the Vendors resides with Procurement but managing the Vendor Accounts will reside with Accounts Payable (AP). Vendor Accounts will be managed in SAP via SAP transaction Codes, SAP reports, and SAP AD Hoc reports. 
Key Owners
Mark Hovatter, Director of Procurement Services 
Mark Harris Interim Deputy Controller

Existing “As Is” Overview

Currently Vendor accounts are not managed in IFS.  IFS does not have sub ledgers for the vendors.  To gather data on the Vendor tables, Vendors balances, Vendor transactions, reports are pulled from different sources (IFS, QMF, Control D, FileNet).  When information is requested on vendor activity, reports are used to gather the data and present the information requested.

Existing Pain Points
·  IFS is very hard to navigate when it comes to gathering data. The interface is not intuitive. Users need to go to through several screens to get the latest information.
· Vendor information can be in several different tables and a full knowledge of the tables is required to gather the appropriate or required information.

· Due to limitations of the system, many reports are run on the nightly cycle.

· IFS does not allow for invoice management.  FileNet is used for this function.

· Good receipt screen does not give complete information on the receipt entered.

Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.3.1.1 Display Vendor Balances

Display the vendor’s account and the monthly balances. User can drill down to the line items that make up the balances and search for the document posted earlier.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FK10N
	FK10N
	
	Display Vendor Account Balances
	General Display (for certain vendor account groups),

Restricted Accounts Payable Display


3.3.1.2 Display Vendor Line Items

This program lists vendor line items. You can display the items from more than one vendor account cross-company code in a list. You can also change individual documents and carry out mass changes to posted line items from the list.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FBL1N
	FBL1N
	display only
	Display Vendor Line Items
	General Display (for certain vendor account groups),

Restricted Accounts Payable Display

	MR11SHOW
	MR11SHOW
	display only
	Display GR/IR Account Maintenance Document
	General Display (for certain vendor account groups),

Restricted Accounts Payable Display


3.3.1.3 Maintain Vendor Line Items
For each vendor account, the system notes which line items have been posted to the account. You can specify the sort sequence of the line items by entering a key in the Sort key field within the account master record. This key specifies how the Allocation field is to be filled in the line items posted to the vendor account. When you call up the line item display, the system sorts the line items according to the contents of the field. You can change the sort sequence in the line item display.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FBL1N
	FBL1N
	
	Change Vendor Line Items
	Central Accounts Payable Specialist

	MRBR
	MRBR
	
	Release Blocked Invoice or Credit Memo for a Purchase Order
	Central Accounts Payable Specialist

	MR8M
	MR8M
	
	Cancel Invoice or Credit Memo for a Purchase Order
	Central Accounts Payable Specialist

	F-44
	F-44
	
	Manually Clear Vendor Open Items
	Central Accounts Payable Specialist

	F-54
	F-54
	
	Clear Down Payment
	Central Accounts Payable Specialist

	MR11
	MR11
	
	Maintain GR/IR Account
	Central Accounts Payable Manager

	FBRA
	FBRA
	
	Reset Cleared Items
	Central Accounts Payable Manager

	FB02
	FB02
	
	Change Posted Document
	Central Accounts Payable Specialist

	FB09
	FB09
	
	Change Posted Document Line Items
	Central Accounts Payable Specialist

	FB08
	FB08
	
	Reverse Document
	Central General Ledger Manager

	MR11SHOW
	MR11SHOW
	
	Cancel GR/IR Account Maintenance Document
	Central Accounts Payable Manager

	F.80
	F.80
	
	Reverse Documents (mass)
	Central General Ledger Manager


3.3.1.4 Process Vendor Correspondence

  Correspondence for both customers and vendors includes:

· Account statements and open items lists in letter form

· Individual letters and standard letters

· Balance confirmations

· Document extracts

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FB12
	FB12
	
	Request Vendor Correspondence
	Central Accounts Payable Specialist

	F.64
	F.64
	
	Maintain Vendor Correspondence
	Central Accounts Payable Specialist

	F.63
	F.63
	
	Delete Vendor Correspondence
	Central Accounts Payable Specialist


3.3.2 Manage SRM System Issues

Overview

Users will be creating shopping carts in SRM for the different types of procurements. Approved shopping carts will create POs that need to be in ECC along with the goods receipt and invoices that Accounts Payable need to process payments.

The appropriate links to the backend system, once established, need to be maintained to ensure data is in synch. For example, master data that is replicated from ECC to SRM include units of measure, purchasing organization, purchasing group, plant, company code, document type, number range, material master, master and product categories.  

Issues may arise related to the shopping cart, catalog, or workflows that users are unable to address. Application monitors in SRM ensure that any errors that occur in SRM are displayed and can be analyzed. 

Key Owners

Mark Hovatter, Procurement Executive

· Judith Reece, Director

· Marc Monforte, Director

Existing “As Is” Overview

System issues may arise during the running of the nightly batch processes.  ITD Operations staff monitors the jobs and notifies programming staff if a job runs for an extended period of time that might impact the successful completion of the nightly cycle. Depending upon programmer’s analysis of the situation, the job may be cancelled or allowed to continue.   
During the day there may be system issues where there are too many users attempting to process transactions at the same time and the system ‘clocks’. When this occurs, transaction processing time is negatively impacted or sometimes the system may abend.

From the user’s perspective, if master data is not correctly set up in IFS, the transaction will reject and an error message will display. Examples include insufficient funding at the expense budget line or at the appropriation level, user has changed work location and needs to be able to process transactions for the new location, printer table set up needs to be changed, funding lines or locations may have been deactivated.

Existing Pain Points

 If the nightly batch processing cycle runs longer than normal, the online system might not come up at it’s regularly scheduled time the following morning. Users have to wait until the IFS online comes back up to  process new transactions or review those transactions that were processed the previous day to see if they are now in accepted status.  This usually occurs during the fiscal year end processes since there are numerous month-end, quarter-end, and year-end processes that need to be run at the same time. The workaround for this situation is to bring the IFS online system down earlier. 

During peak volume transaction processing times, users have to wait longer than usual to edit and schedule their transactions in IFS.  
Envisioned “To Be” Overview

The SRM Administrator will be responsible for monitoring workflow and shopping cart related issues that users are unable to correct at the front-end.  
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Key Configuration Changes

a. Start application monitors

	Transaction code
	SPRO

	IMG menu
	Supplier Relationship Management (
SRM Server ( Cross-Application Basic Settings ( Start Application Monitors

	Activity Description
	Application monitor is started
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Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

None have been identified.

Technology Changes

None have been identified.

People Changes

None have been identified.

Policy Changes

None have been identified.

Training Impacts

None have been identified.

Additional Considerations

None identified.
3.3.2.1 Resolve SRM System Errors

There are various tools to assist with troubleshooting errors that occur in SRM. The Application Log provides an infrastructure for collecting messages and exceptions in a log, saving, reading and deleting logs in the database and displaying them. Application logging records the progress of the execution of an application. Whereas the system log records system events, you can use the application log to record application-specific events. The Application Log is designed to temporarily store messages. Logs should be deleted in intervals (e.g. weekly batch job for deleting logs) to avoid too high database load. Transaction SLG1 is used to analyze the application log. 

Transaction ST22 is used to perform error analysis when the system has an unexplained cancellation or error occurred in the ABAP program. This tool is used for monitoring to view the error, which line it occurred, and what caused the problem.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	SLG1
	SLG1
	
	Trouble-Shoot Application Log
	SRM Administrator

	ST22
	ST22
	
	Trouble-Shoot System Error
	SRM Administrator


3.3.2.2 Resolve SRM Workflow Errors

System based workflow maintains an audit trail and transaction history that helps organizations conduct procurement transactions in a transparent manner without losing efficiency.  Workflow consists of several components:

· An event trigger that starts workflow

· The tasks or steps that need to occur. These may be transactions and/or background items.

· Identifying the agent resolution (who performs the tasks?)

There are many tools that can be used to monitor the system and address workflow errors occurring in SRM 

Transaction RZ20 is an alert monitor that is used for creating rule-based or predefined monitors. This allows the SRM administrator to access the errors and analyze them.

SWI1 displays the work item list. If a workflow has been correctly triggered and started at least one work item should be created. The information displayed includes the work item number, status of the work item and the workflow task that created the work item. The work item details show the selected, possible, excluded agents.

SWI2_DIAG is used to diagnose the work item created in the business workplace and to see the error in the work item.

SWI2_FREQ – Work Items Per Task. This transaction allows for viewing workflows during a specific time frame and by work item type.  The selection filter may be by date and time or task. You can drill down to the work items per task, the agent involved, to get to the cause of the error.

SWI6 –SAP Workflows for Object. This transaction is used to view the workflow details related to a purchasing document. All workflow steps can be seen and further drilldown within each step is possible, down to the technical details which include workflow step, step history, deadlines, task description, container (this has all the data involved in processing a workflow step) and message. 

SWIA – Execute Work Item as Administrator.  This transaction is similar to SWI1 and SWI6 but is more powerful. This transaction allows executing work items for which you are not the agent.  It also allows for pulling work items from inboxes to research.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	RZ20
	RZ20
	
	Trouble-Shoot Workflow Errors (RZ20)
	Workflow Administrator

	RZ30
	RZ30
	
	Trouble-Shoot Workflow Errors (RZ30)
	Workflow Administrator

	SWI1
	SWI1
	
	Trouble-Shoot Work Item (SWI1)
	Workflow Administrator

	SWI2_DIAG
	SWI2_DIAG
	
	Trouble-Shoot Work Item (SWI2_DIAG)
	Workflow Administrator

	SWI2_FREQ
	SWI2_FREQ
	
	Trouble-Shoot Work Item (SWI2_FREQ)
	Workflow Administrator

	SWI6
	SWI6
	
	Trouble-Shoot Work Item (SWI6)
	Workflow Administrator

	SWIA
	SWIA
	
	Trouble-Shoot Work Item (SWIA)
	Workflow Administrator


3.3.2.3 Resolve SRM Document Errors

Workflow processes in SRM are grouped by the procurement document. BBP_PD transaction is used to get a basic overview of the workflow steps involved for a particular purchasing document. Information such as workflow agents/approvers, users, state, created at, finished at are displayed. 

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	BBP_PD
	BBP_PD
	
	Trouble-Shoot Document
	SRM Administrator

	SRM Application Monitors-Purchase Order
	SRM Application Monitors
	
	Trouble-Shoot Purchase Order Errors
	SRM Administrator

	SRM Application Monitors-RFx
	SRM Application Monitors
	
	Trouble-Shoot RFx Errors
	SRM Administrator

	SRM Application Monitors-Shopping Cart
	SRM Application Monitors
	
	Trouble-Shoot Shopping Cart Errors
	SRM Administrator

	SRM Application Monitors-XML
	SRM Application Monitors
	
	Trouble-Shoot XML Message Errors
	SRM Administrator


3.3.3 Manage Service Entry Sheets
Overview

<summary description of the activity>

Key Owners

<key LAUSD owners of the activity>

Existing “As Is” Overview

<summary description of the “As Is” activity>

Existing Pain Points

<summary of existing pain points experienced with the “As Is” activity>

Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.3.3.1 Manage Messages
<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MN13
	MN13
	
	Create Messages for Service Entry Sheets
	Central Procurement Analyst

	MN14
	MN14
	
	Change Messages for Service Entry Sheets
	Central Procurement Analyst

	MN15
	MN15
	
	Display Messages for Service Entry Sheets
	General Display

	ML83
	ML83
	
	Process Messages for Service Entry Sheets (mass)
	Central Procurement Analyst


3.4 Process Reports

<to be completed> 

3.4.1 Process Reports for Procurement

Overview

<summary description of the activity>

Key Owners

<key LAUSD owners of the activity>

Existing “As Is” Overview

<summary description of the “As Is” activity>

Existing Pain Points

<summary of existing pain points experienced with the “As Is” activity>

Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.4.1.1 Monitor Contracts

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	Contract Management Work Center
	Contract Management Work Center
	
	Analyze Contract Reporting (embedded analytics for purchasers)
	Central Procurement Analyst

	Report Tab-Contracts
	Report Tab
	
	Analyze Contract Reporting
	General Display

	
	
	
	Procurement Values per Contract
	General Display

	
	
	
	Invoices per Contract
	General Display

	
	
	
	Contract Details
	General Display

	
	
	
	Contracts per Product and Vendor
	General Display

	
	
	
	Shopping Carts per Contract
	General Display

	
	
	
	Savings Potential for Contracts
	General Display

	
	
	
	Contract Utilization
	General Display

	
	
	
	Contract Utilization in Detail
	General Display

	
	
	
	Expiring Contracts
	General Display


3.4.1.2 Perform Spend Analyses

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	
	
	
	ABC Analysis
	General Display

	
	
	
	Shopping Carts per Requester
	General Display

	
	
	
	Shopping Carts per Cost Center
	General Display

	
	
	
	Shopping Carts per Internal Order
	General Display

	
	
	
	Shopping Carts per WBS Element
	General Display

	
	
	
	Shopping Carts per Catalog
	General Display

	
	
	
	Shopping Carts per Shopping Cart Number with Items
	General Display

	
	
	
	Overview of Shopping Carts per Approver
	General Display

	
	
	
	Purchase Order Quantities
	General Display

	
	
	
	Purchase Order Values
	General Display

	
	
	
	Stock Overview - Extended
	General Display

	
	
	
	Material Consumption
	General Display

	
	
	
	SRM Manager - Overview of Approvals
	Central Procurement Analyst

	
	
	
	Procurement Values per Cost Center
	General Display

	
	
	
	SRM Manager - Cost Center Overview
	Central Procurement Analyst

	
	
	
	Purchase Orders per Product / Product Category
	General Display

	
	
	
	Document Flow: Shopping Cart to Purchase Order
	General Display

	
	
	
	Quantities: Purchase Order, Delivery and Invoice
	General Display

	
	
	
	Values: Purchase Order, Delivery and Invoice
	General Display

	
	
	
	Warehouse Stock Analytics: Obsolete Stock and Variances
	General Display

	
	
	
	Valuated Stock Receipts vs. Issues
	General Display

	
	
	
	Inventory Turnover
	General Display

	
	
	
	Maverick Buying Analysis
	General Display

	
	
	
	Pareto Analysis of Purchase Order Volume
	General Display

	
	
	
	Average Delivery Time by Vendor
	General Display

	
	
	
	Average Delivery Time by Material
	General Display

	
	
	
	Purchasing Group Analytics
	General Display

	
	
	
	Warehouse Stock Analytics: Inventory Turnover
	General Display

	
	
	
	Material Range of Coverage
	General Display

	
	
	
	Price Comparison List
	General Display

	
	
	
	Scrap
	General Display

	
	
	
	Top 10 Vendors by Product Category
	General Display

	
	
	
	Vendor Evaluation Data Showing Variances
	General Display

	
	
	
	Invoice Variances
	General Display

	
	
	
	Non-Contract Orders
	General Display


3.4.1.3 Monitor Sourcing
<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	
	
	
	Bid Comparison with Other Bid Invitations
	General Display

	
	
	
	Bidders by Product Category
	General Display

	
	
	
	Bid Invitation Analysis by Product Category
	General Display

	
	
	
	Web Template: Bid Comparison of Attributes
	General Display

	
	
	
	Ordering Activities
	General Display


3.4.2 Process Reports for Accounts Payable

Overview

This activity involves running the reports to support the accounts payable operations for offices and schools.
Key Owners

Mark Harris – Interim Deputy Controller

<Vacant – Director of Accounts Payable

Existing “As Is” Overview

Below is a listing of current reports used by AP

	Name
	Frequency
	Description
	Purpose

	Aging Report
	Daily
	The report captures all invoices in FileNet.  It includes invoices with problems, ready to pay, have been paid.
	The purpose of the report is to view the Aging of invoices.

	CWS200
	Daily
	The report captures all payments processed in IFS the previous business day. It includes the Fund, District, Vendor Number, Vendor Name, Invoice Number Warrant Number, Accounting Period, and Dollar Amount.
	The purpose of the report is to find out what items have been paid by LACOE and what items are pending.

	ECMVIB00
	Daily
	The report captures VI header information created from invoices scanned in FileNet.
	The purpose was to have a listing of all the invoices that would have a VI header in IFS.  The job in IFS to upload the VI header was paused because the job was overburdening all other IFS jobs.

	EX340C00
	Daily
	The report captures invoices with no payment vouchers.
	Report is used to figure out what payments had exceptions in the overnight cycle.  Exceptions, could occur due to grant closed, no funds available, etc..

	M582700
	Monthly
	This report captures all Vendor information.
	Report used to update Vendor information on Access databases.

	Open PO's
	Daily
	This report captures all the open Purchase Orders in IFS.
	Report is used to find out what PO's are open and if there are any available receivers.  It also informs AP what might possibly be accrued.

	Q540800
	Daily
	This report captures PO data by Organization.
	Report gives the user the ability to see all PO's by Organization.  In IFS it is time consuming to look for PO's.

	Production Report
	Bi Weekly
	Report gives production totals by payer.
	Report assists in evaluating staff performance.

	RC Report
	Daily
	This report combines the Aging Report to the Open PO's Report.
	Report informs the payer what invoices are ready to pay.  Receiver is equal or more to the invoice amount.

	RCSUM200
	Daily
	This report captures all receivers entered into IFS from the previous day.
	This report was used to gather what PO's had receivers.  

	Ledger
	Daily
	Several ledgers are kept to track payments to various vendors, especially all direct Payment legal vendors.
	Keep an updated view of payments processed to a vendor.


Existing Pain Points

There are no AP reports for schools.   Schools often request AP related reports from Accounts Payable Branch which requires staff to produce the report manually by running multiple queries in IFS and joining the data.

Vendors balances, Vendor transactions, reports are pulled from different sources (IFS, QMF, Control D, FileNet).

Envisioned “To Be” Overview

Schools and offices will have access to reports with procure-to-pay information.  

<Provide sample types of reports>
Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZAPRPT1012
	Report
	Reporting of accounts payable invoice aging.

	ZAPRPT1017
	Report
	Retentions payable report.

	ZSUENH1001
	Enhancement
	Enhancement to provide access to payment information by vendors through Supplier Self-Services.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.4.2.1 Run Master Data Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	S_ALR_87012086
	S_ALR_87012086
	
	Vendor List
	Restricted Accounts Payable Display

	S_ALR_87012087
	S_ALR_87012087
	
	Address List
	Restricted Accounts Payable Display

	S_ALR_87012089
	S_ALR_87012089
	
	Display Changes to Vendors
	Restricted Accounts Payable Display

	S_ALR_87012090
	S_ALR_87012090
	display only
	Display Critical Vendor Changes
	Restricted Accounts Payable Display


3.4.2.2 Run Vendor Balance Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	S_ALR_87012077
	S_ALR_87012077
	
	Vendor Information System
	Restricted Accounts Payable Display

	S_ALR_87012079
	S_ALR_87012079
	
	Transaction Figures: Account Balance
	Restricted Accounts Payable Display

	S_ALR_87012080
	S_ALR_87012080
	
	Transaction Figures: Special Sales
	Restricted Accounts Payable Display

	S_ALR_87012081
	S_ALR_87012081
	
	Transaction Figures: Sales
	Restricted Accounts Payable Display

	S_ALR_87012082
	S_ALR_87012082
	
	Vendor Balances
	Restricted Accounts Payable Display

	S_ALR_87012093
	S_ALR_87012093
	
	Vendor Summary Balances
	Restricted Accounts Payable Display

	
	
	
	Retentions Payable Report
	Restricted Accounts Payable Display


3.4.2.3 Run Vendor Line Item Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	S_ALR_87012078
	S_ALR_87012078
	
	Due Date Analysis for Open Items
	Restricted Accounts Payable Display

	ZAPRPT1012
	ZAPRPT1012
	
	Accounts Payable Aging Report
	Restricted Accounts Payable Display

	S_ALR_87012083
	S_ALR_87012083
	
	List of Vendor Open Items for Printing
	Restricted Accounts Payable Display

	S_ALR_87012084
	S_ALR_87012084
	
	Open Items – Vendor Due Date Forecast
	Restricted Accounts Payable Display

	S_ALR_87012085
	S_ALR_87012085
	
	Vendor Payment History with Open Item Sorted List
	Restricted Accounts Payable Display

	S_ALR_87012103
	S_ALR_87012103
	
	List of Vendor Line Items
	Restricted Accounts Payable Display

	S_ALR_87012104
	S_ALR_87012104
	
	List of Cleared Vendor Items for Printing
	Restricted Accounts Payable Display

	
	
	
	Accounts Payable Aging Report
	Restricted Accounts Payable Display


3.4.2.4 Run Vendor Payment Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	S_ALR_87012105
	S_ALR_87012105
	
	List of Down Payments Open on Key Date for Vendors
	Restricted Accounts Payable Display

	S_P99_41000101
	S_P99_41000101
	
	Warrant Register
	Restricted Accounts Payable Display

	S_P99_41000102
	S_P99_41000102
	
	Number Ranges for Warrants
	Restricted Accounts Payable Display


3.4.3 Process Reports for Materials Management

Overview

<summary description of the activity>

Key Owners

<key LAUSD owners of the activity>

Existing “As Is” Overview

<summary description of the “As Is” activity>

Existing Pain Points

<summary of existing pain points experienced with the “As Is” activity>

Envisioned “To Be” Overview

<summary description, scope and process flow for the envisioned “To Be” activity>

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.4.3.1 Run Master Data Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MM60
	MM60
	
	Material List
	General Display


3.4.3.2 Run Vendor Services Reports

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	ME2S
	ME2S
	
	Vendor Purchase Orders with Services
	General Display

	MSRV6
	MSRV6
	
	Services Received
	General Display

	ML84
	ML84
	
	List Service Entry Sheets
	General Display


3.5 Perform Period-End Closing

<to be completed> 

3.5.1 Manage Period-End Closing Activities

Overview
The process of reviewing transactions for accuracy (account reconciliation and adjustments, physical inventory, etc.), reviewing financial reports and verifying tax line tracking are all part of the complete process of closing the books. They are critical for verifying data accuracy, preparing financial reports for management and preparation for filing taxes. 

All entities are required by law to prepare a set of accurate Financial Statements as of a specified date based on either the cash basis or the modified accrual basis of accounting. This allows a business to get an accurate valuation of all Assets and Liabilities on the Balance Sheet as of the Year End date and to ensure all Revenues and Expenditures are recorded in the correct period on the Income Statement. 

 Accounts Payable reflects expenses incurred but not paid for by the end of the fiscal year. Expenses have been incurred if the goods or services were received completely or substantially in full by the end of the fiscal year. Any expenses not in Accounts Payable should be listed on an Accrual worksheet at year end. 

The transactions coding process is a key Accounts Payable function. Expenditures are to be recorded in a consistent manner across departments to ensure that account coding accurately reflects the nature of the transactions. 

Key Owners
Vacant, Accounts Payable Director
Mark Harris, Interim Deputy Controller

Existing “As Is” Overview
Period end closing activities are managed by General Accounting Branch. Accounts Payable is involved only in the Fiscal Year end closing activities and does not participate in daily, monthly or quarter end closing. 

Existing Pain Points

· One aspect of the closing activities that need to be improved is the coordination of various closing efforts. There needs to be a way for the district to approach period closing in an orderly manner. 
Envisioned “To Be” Overview

There should be a well laid plan that the district can follow to close the periods in an orderly manner.  The goal is to effectively use Schedule Manager to facilitate the definition, scheduling, execution, and review of tasks that are executed on a regular basis.

Key Configuration Changes

<key SAP solution configuration changes related to the envisioned “To Be” activity>

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No impact.

Technology Changes

No impact.

People Changes

No impact.

Policy Changes

No impact.

Training Impacts

No impact.

Additional Considerations

None identified.
3.5.1.1 Maintain Period-End Closing Schedules

SAP’s Schedule Manager allows users to group together, schedule, and execute regularly recurring tasks and to monitor the results of the activities. At period-end closing the Schedule Manager can be used to control the necessary activities efficiently from a central location.

The Schedule Manager also lets users define complex sequences of activities and to execute them automatically and allows users to monitor and analyze the way these sequences are performed
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	SCMA
	SCMA
	
	Schedule Manager
	Job Scheduling Manager, Period-End Closing Manager


3.5.1.2 Manage Batch Jobs

In SAP, jobs can be either scheduled as immediate or periodic..  Jobs can be defined to start at a given condition, to repeat or be periodic. This process can schedule a job to be run in the background at a certain date and time.
	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	SM36
	SM36
	
	Schedule Batch Jobs
	Job Scheduling Manager, Period-End Closing Manager

	SM37
	SM37
	
	Display All Batch Jobs
	Restricted Display

	SMX
	SMX
	
	Display Own Batch Jobs
	Restricted Display

	SP01
	SP01
	
	Display Spool Requests (all jobs)
	Restricted Display

	SP02
	SP02
	
	Display Spool Requests (own jobs)
	Restricted Display


3.5.2 Manage Daily Closing Activities

Overview
Day-end closing includes all activities required at the end of the day to check that business transactions posted have been correctly processed. An example of a daily closing activity is the clearing of blocked invoices when all of the blocking reasons no longer apply to allow the system to proceed with the payment of these invoices. No additional postings are required for day-end closing.

Key Owners
Vacant, Accounts Payable Director
Mark S. Harris, Interim Deputy Controller

Existing “As Is” Overview
Currently, Accounts Payable does not carry out daily closing activities
Existing Pain Points

Not applicable since there is no “As is” day end closing. 
Envisioned “To Be” Overview
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Invoices are blocked due to quantity, price, or schedule variances or absence of Goods receipts. At end of day, tcode MRBR will be run to manually or automatically release those invoices where the blocking reasons no longer apply.  The system will automatically match the invoices (IR) with the Goods Receipt (GR) and release those that match the GR.

The clearing of the vendor open balances along with the GR/IR account will be done through F.13. This will ensure that these open item managed accounts will show as cleared (and not hanging in the open item list having a debit and a credit balance). 

Key Configuration Changes

In automatic clearing, you  enter the criteria for grouping an account's open items for automatic clearing. The clearing program clears the open items that are grouped together if their total balance equals zero .
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZTVINB1002
	Interface
	Interface of travel credit card items from relevant financial institutions.

	ZTVINB1003
	Interface
	Interface of travel p-card items from relevant financial institutions.

	ZGLINB1012
	Interface
	Interface of procurement p-card and b-cart items from relevant financial institutions.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No impact to organization

Technology Changes

No impact to organization

People Changes

No impact to organization

Policy Changes

No impact to organization

Training Impacts

No impact to organization

Additional Considerations

No additional consideration.

3.5.2.1 Perform Daily Close for Accounts Payable


Day-end closing includes all activities required at the end of the day to check that business transactions posted have been correctly processed. No additional postings are required for day-end closing.

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	
	
	
	
	


	F.13
	F.13
	
	Automatically Clear Vendor Open Items
	Central Accounts Payable Specialist,

Job Scheduling Manager

	
	
	
	
	


	
	
	
	
	


	
	
	
	Interface Travel Credit Card Items
	Central Accounts Payable Manager,

Job Scheduling Manager

	
	
	
	Interface Travel P-Card Items
	Central Accounts Payable Manager,

Job Scheduling Manager

	
	
	
	Interface Procurement P-Card and B-Card Items
	Central Accounts Payable Manager,

Job Scheduling Manager


3.5.2.2 Perform Daily Close for Materials Management
<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MRBR
	MRBR
	
	Release Blocked Invoice or Credit Memo for a Purchase Order
	Central Accounts Payable Specialist

	
	
	
	
	


	
	
	
	
	


	
	
	
	
	



3.5.3 Manage Month-End Closing Activities

Overview
Month-end closing closes Accounts Payable sub-systems to prevent posting to prior period and starts a new accounting period. This activity executes the following tasks:

· Create a list of missing document numbers and document numbers assigned more than once is created – shows gaps in document number assignments or if duplicate invoices exist. 
· Post recurring entries. The system checks if the recurring postings exists with a post-date within the period being posted. A batch input session is created with postings for recurring documents that can be processed to post the required financial activity. 

· Carry out GR/IR clearing transactions. The GR/IR is cleared through matching of debits and credits to the account. 

· Clearing of any suspense items

· Clear parked documents

· Post adjusting entries to make sure that the financial records represent business activities during the period

· Post tax payable

· Display the document journal listing the posted documents in the period

Key Owners
Vacant, Accounts Payable Director
Mark Harris, Interim Deputy Controller

Existing “As Is” Overview
Currently, Accounts Payable does not execute/carry out any month end closing activity.
Existing Pain Points
Not applicable since there is no Accounts Payable month end close activity.
Envisioned “To Be” Overview
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At month end, GR/IR account maintenance will be performed.  The GR/IR account represents the accrued liabilities for the value of goods and services received but not yet billed.  Open items on this account should eventually be cleared as the delivery and invoicing process are completed.  Aged items in this account represent potential issues, either with delivery or with invoicing.  Any items that have exceeded a reasonable timeframe to be reconciled automatically will have to be investigated and resolved.  This investigation could result in the write off of incorrect deliveries or in requests to department to correct missing deliveries.  It could also reveal a lack of invoicing from our vendors and result in follow with these external parties to resolve any issues.

Differences of immaterial amounts, defined as being under $1 will be automatically written off from the GR/IR account.

Key Configuration Changes

You define the GR/IR account where you enter the system settings for Inventory Management and Invoice Verification transactions for automatic postings to G/L accounts.
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Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No impact to organization 

Technology Changes

No impact to organization 

People Changes

No impact to organization 

Policy Changes

No impact to organization 

Training Impacts

The use of the GR/IR account is a new concept in processing accounts payable. The work of maintaining this account needs 

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.5.3.1 Perform Month-End Close for Accounts Payable
The system performs a comparative analysis for the documents in the general ledger view with the single document comparison. Additionally, you receive an error message at the single document level if, for example, an amount in the general ledger view does not match the corresponding amount in the entry view. This report compares the transaction figures with the total of the single documents

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	FAGLF03
	FAGLF03
	
	Reconcile Accounts Payable
	Restricted Accounts Payable Display


3.5.3.2 Perform Month-End Close for Materials Management

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MMPV
	MMPV
	
	Open and Close Posting Periods
	Job Scheduling Manager, 

Central General Ledger Accountant, 

Period-End Closing Manager

	MMRV
	MMRV
	
	Allow Posting to Previous Period
	Job Scheduling Manager, 

Central General Ledger Accountant, 

Period-End Closing Manager

	MR11
	MR11
	
	Maintain GR/IR
	Central Accounts Payable Specialist

	MR11SHOW
	MR11SHOW
	
	Display GR/IR Maintenance Display
	Central Accounts Payable Specialist


3.5.4 Manage Quarter-End Closing Activities

There were no quarter-end closing activities identified for the Procure to Pay business process.

3.5.5 Manage Calendar Year-End Closing Activities

Overview
Calendar year differs from fiscal year where P&L accounts are closed to the GL. Calendar year end is closed same way as a month end except for activities that are in support of tax requirement.  Examples of this is 1099 reporting and other withholding tax requirements.  For 1099 processing, SAP has a procedure that is performed to generate an electronic file of 1099-Misc information for reporting to IRS for the preceding calendar year and 1099-Misc forms for recipients.   
Key Owner
Vacant, Accounts Payable Director
Mark S. Harris, Interim Deputy Director

Existing “As Is” Overview
The activities performed to generate the 1099 annual reports are as follows:

1. During the last week of November, AP requests ITD to run a preliminary 1099 report.

2. Accounts Payable downloads from IFS all non-supply (objects 5000 and 6000) payments made during the calendar year by vendor.

3. Accounts Payable randomly selects 10% of the vendors from the download and compares each selected vendor’s totals with ITD 1099 preliminary report. 

4. If there is any discrepancy between the 10% audit vendor sample and the ITD report, Accounts Payable does the following:

	Discrepancy
	A/P Action

	Vendor not in ITD 1099 report
	Requests Procurement (Vendor Unit) to flag vendor as 1099 in the vendor master. The vendor will be included in the next ITD run of the 1099

	Amount <> Amount in 1099 report
	Checks cause of discrepancy. If discrepancy is due to wrong object code, requests Procurement Unit to remove the 1099 flag in the master data. The vendor will be excluded in the next run of the 1099, A/P will earmark this vendor and make a manual adjustment by submitting the prescribed adjustment form to IRS later then switch back to 1099 after the final report is submitted.


5. Second 1099 run is performed by ITD during first week of January. The 1099 report is reviewed again by Accounts Payable using another set of sample vendors. Discrepancies discovered are corrected using the action in the above table.

6. During the 3rd week of January, an output file is FTPed to a 3rd party printer who prints and mails the 1099 forms to the vendors.

7. The external printer sends a PDF version of the printed document to Accounts Payable for review of the format before actual printing and mailing. Accounts Payable just checks the format and not the content. Upon A/P’s ok, the external printer prints and mails the 1099 report to individual vendor.

8. If there are errors reported by vendors after they receive their 1099 form, Accounts Payable handles such errors as follows:

9. Accounts Payable gathers all the adjusted forms prepared and mails them to IRS. Vendors that were temporary un-flagged as non-1099 to manually correct the amount report are switched back to 1099 status.

10. Accounts Payable continues to receive requests from vendors for adjustments to their 1099 Report even after the IRS submission deadline. In this situation, Accounts Payable issues an new 1099 and submits a copy of the revised 1099 together with form 1096 to IRS.
Existing Pain Points
· Review and reconciliation of the 1099 report are done numerous times.
· Various manual adjustments are performed to have a near accurate report submitted to IRS.

· If error in amount is due to use of wrong object code, the IFS posting cannot be adjusted hence the electronic report will not be adjusted. Instead a supplementary manual report is submitted to IRS as adjustment to the electronic report.

Envisioned “To Be” Overview
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A summary of SAP’s 1099 process is as follows:

If a vendor is subject to withholding taxes, this is identified on the vendor master.  Each type of withholding taxes is identified as a withholding tax type.  A vendor can be subject to multiple types of Withholding taxes simultaneously.  LAUSD will have the following Withholding Tax Types:

· FE: Federal 1099

· CC: California Corporation Status

· BU: IRS Back-Up Withholding

Once flagged as having Withholding taxes on the vendor master, by default each vendor invoice will be subject to Withholding. The amounts can be overridden on an invoice basis in cases where exceptions occur.  As only payments are subject to withholding, the amounts paid to the vendor are adjusted during payment and they will only show up in the applicable reports after the vendor has been paid.

Amounts can be reported based on payments using the standard SAP Withholding Tax report.  This report also allows the district to generate a file that can be uploaded directly to the IRS using their FIRE (Filing Information Returns Electronically) system. SAP will be used to print and generate 1099 forms to be sent to our vendors for tax reporting purposes.  Non-California Corporation Withholding and IRS Backup withholding will be reported to authorities manually using the standard SAP withholding tax report to provide the appropriate information to fill out any required documentation.

Key Configuration Changes

Configuration will need to be updated to define the withholding tax type for posting at the time of paying.  This will define the separate types of Withholding, such as California Corporation or 1099.
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Configuration will need to be updated to define the Withholding tax codes.  These codes are responsible for determineing the tax rates applied for withholding and represents the different reporting categories within a Withholding Tax Type.
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In this configuration step, the company code is activated and assigned to the company code.
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Gaps and Resolution

<to be completed>

	RICEFW ID
	Type
	Description

	ZAPCNV1002
	Conversion
	Conversion of 1099-reportable payments not processed through SAP from January 1, 2013 through June 30, 2013.

	ZGLRPT1015
	Report
	Use tax information to assist with required tax reporting.


Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

No change impact.

Technology Changes

No change impact.

People Changes

No change impact.

Policy Changes

No change impact.

Training Impacts

No change impact.

Additional Considerations

Not applicable.

3.5.5.1 Perform Calendar Year-End Close for Accounts Payable

Withholding tax is calculated and posted to the appropriate withholding accounts automatically in SAP. At calendar year end close, a SAP transaction is executed to generate an electronic file of 1099-Misc information for reporting to IRS for the preceding calendar year and 1099-Misc forms for recipients.   

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	S_P00_07000134
	S_P00_07000134
	
	Generic Withholding Tax Reporting
	Job Scheduling Manager, 

Central Tax Specialist, 

Period-End Closing Manager

	SA38 (RFWT0010)
	SA38 (RFWT0010)
	
	Adjustment of Withholding Tax Information (Report RFWT0010)
	Job Scheduling Manager, 

Central Tax Specialist, 

Period-End Closing Manager

	SA38 (RFWT0020)
	SA38 (RFWT0020)
	
	Recreate and Change Withholding Tax Information (Report RFWT0020)
	Job Scheduling Manager, 

Central Tax Specialist, 

Period-End Closing Manager


3.5.6 Manage Fiscal Year-End Closing Activities

Overview
The closing operations component prepares and carries out the activities required for fiscal year end. The system provides a series of standard reports that can be used to generate evaluations and analyses for Accounts Payable
Key Owners
Vacant, Accounts Payable Director
Mark Harris, Interim Deputy Controller

Existing “As Is” Overview
Accounts Payable performs various pre-year end activities to  clear outstanding items, gather information for accruals, close POs with remaining residual balances, and resolve items sitting in SUSF (suspense table) in preparation for year- end closing

Around mid-May, Accounts Payable initiates the following:

· A/P requests the Chief Financial Officer for an authorization to increase the tolerance threshold from $200 to $1,000 to pay invoices over the PO encumbrances for a limited time, usually from June to July.

· A/P requests ITD to generate various reports for evaluation and analysis of balances such as:

· Outstanding Professional Service Purchase Orders for distribution to originating locations to review their outstanding balances to plan for their accrual requests. 

· Outstanding materials Purchase Orders for distribution to originating locations to their review and action (follow up their vendors for delivery, enter goods receipt or request cancel their POs).

· Outstanding POs with remaining balance of less than $100 and/or with quantity received flagged as final. A/P reviews this report to determine which items can be lapsed then the adjusted file is returned to ITD for upload to IFS. 

In late June, A/P requests ITD to suspend transmittal of outbound payment interface file to LACOE for about a week to be resumed 2 working days before July 1. This is to accommodate LACOE’s year-end closing activities. Scheduling of this task is synchronized with LACOE’s published year-end closing calendar. A/P continues to process payment during the suspension period and these daily transactions are accumulated and transmitted as one outbound interface file at the end of the suspension to LACOE.

In mid-July, A/P requests ITD to run following reports for accrual review and posting:

a. Material POs that are 3-way match and accrued programmatically if the receiver is accepted in the system as of 6/30.

b. Copier maintenance and/or lease POs are manually accrued based on the remaining payments in the current fiscal year. 

c. Contract/Services POs are accrued manually based on submitted written request by the originating locations

d. Special services not covered by POs such as legal, NPS, and Special Ed are accrued as lump sum based on submitted estimated by responsible locations. These are posted as JVs and remains in the accrual liability account until invoices are paid or accrual is reversed. 

e. Anticipated expenditures for employee benefits and utilities are booked as expense in the current year and immediately reversed the following fiscal year to the original expense line. The subsequent payment of invoices in the new year is offset by the credit balance in the expense line arising from the reversal of expense booked in the prior year as accrual. 

2. Open accruals are reversed 6 months after the end of the fiscal year (by end of December).  Around November, A/P notifies locations of the coming accrual closing to allow them to follow up their vendors to submit invoices for their outstanding accruals to get paid.
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Existing Pain Points

· Accounts Payable spends a considerable amount of time reviewing several thousands of outstanding POs and goods receipt to validate if they should be accrued.
· Accruals posting is manually done requiring A/P staff to individually post/accept each PO in IFS.  This is an onerous task because the number of transactions runs into several thousands. 

· Contracts/Professional service accrual requests submitted by schools/offices need to be reconciled with the actual remaining balance in IFS before the accrual can be processed to make sure that the accrual does not exceed the encumbrance since  schools/offices based for their accrual request on a report with balances as of May and not real time balances.  Reconciling the accrual liability account is too burdensome for Accounts Payable. Transactions against the account need to be researched one by one to identify the transactions, the associated PO and owner. 
· There is no report capability in IFS. A/P has to make a special requests to ITD to generate reports.

Envisioned “To Be” Overview

The system calculates the balance carried forward for vendors. The balances of the previous year are carried forward to the new year. When posting into a previous year, the system carries forward the balance automatically. This is independent of whether the program has already run or not. "Posting to a previous year" means that the posting date of the document has an earlier year than the entry date. This automatic carrying forward also occurs accumulatively over several years.
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Key Configuration Changes

No configuration changes required.

Gaps and Resolution

None identified.

Organizational Change Impacts

The following organizational change impacts have been identified for this activity.

Organizational Changes

<to be completed>

Technology Changes

<to be completed>

People Changes

<to be completed>

Policy Changes

<to be completed>

Training Impacts

<to be completed>

Additional Considerations

<items to be considered while implementing the envisioned “To Be” activity>

3.5.6.1 Perform Fiscal Year-End Close for Accounts Payable
This system calculates the balance carried forward for vendors. The balances of the previous year are carried forward to the new year. When posting into a previous year, the system carries forward the balance automatically. This is independent of whether the program has already run or not. "Posting to a previous year" means that the posting date of the document has an earlier year than the entry date. This automatic carrying forward also occurs accumulatively over several years.

The system can generate letters to vendors for the purpose of checking payables as well as the necessary reply slips. The program can also generate reminders for overdue balance confirmations and balance requests. 

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	F.07
	F.07
	
	Vendor Balance Carryforward
	Job Scheduling Manager, 

Central General Ledger Accountant,

Period-End Closing Manager

	F.18
	F.18
	
	Print Vendor Balance Confirmation Letters
	Job Scheduling Manager, 

Central General Ledger Manager,

Period-End Closing Manager

	S_ALR_87012098
	S_ALR_87012098
	By vendor account groups for General Display
	Open Item Account Balance Audit Trail from Document File
	Job Scheduling Manager, 

General Display,

Period-End Closing Manager, 

Restricted Accounts Payable Display


3.5.6.2 Perform Fiscal Year-End Close for Materials Management

<summary description of the sub-activity>

	BPP
	Transaction / Task
	Additional Authorizations
	Description
	End-User Role

	MMPV
	MMPV
	
	Open and Close Posting Periods
	Job Scheduling Manager, 

Central General Ledger Accountant, 

Period-End Closing Manager

	MMRV
	MMRV
	
	Allow Posting to Previous Period
	Job Scheduling Manager, 

Central General Ledger Accountant, 

Period-End Closing Manager
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�Need process flow and description for all transactions shown in sub-activities 2.1.3.1 and 2.1.3.2.


�Need to address all RICEFW items.  Should also discuss gaps addressed through workarounds (e.g., manual submission of vendor information that is not collected through SUS).


�Define PIC?


�Define JOC?


�Needs to be better defined and reference transactions used.


�Authorizations need to be updated based on the processes defined above.


�Roles need to be updated based on the processes defined above.


�Needs to be better defined and reference transactions used.


�Needs to be better defined and included in the “to be” description and process flows.
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