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NOTICE OF NON-DISCRIMINATION
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When you have questions — We are here to help!

PeopleSoft Questions and Training Requests..............................Eric Vogelsang or Chris Komar ext. 5013
PUrchasing ProCeaUIES. .. ......veireeeeee s v s e e e e e e e e e DIVISION OF Purchase 435-3458

Budget Questions by Functional Area:

Teaching and LEAIMNING ......ccooiiiiiieiieiiere ettt et ae e nne e Tyler Hall ext. 4434
SCROOIS ..o ettt e et nnn Lauryn LaBorde ext. 4463
Board of Education and FiSCal SEIVICES ..........cccoeriiiieiininisieiee s Chris Bianchi ext. 4981
Health Services and HUMaN RESOUICES ........ccveveiiriieiiinie e Amanda Grode ext. 5950

Food Service, School Security, Office of Shared Accountability, Office of the Superintendent,

Transportation, and Facilities and Operations ............cccevvvererierieeresieseese e e Lisa Doerle ext. 4160
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PeopleSoft Financials Access

PeopleSoft ™ is a financial software application used by the Syracuse City School District. Access can be
obtained by completing a PeopleSoft Access Center ticket. The url is http://ne .

Below is an image of the types of roles that are available.

For budget inquiries, you will want to request Fin Sc Inquiry.
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Budget Numbers

The budget number provides the framework used to budget, record, and report all the District’s financial
transactions and balances. The budget number is comprised of seven individual elements: Fund, Function,
Operating Unit, Account, Department, Program and Project-Grant. The general purpose of each of these
elements is as follows:

Fund — The Fund identifies the overall funding source. The funds most commonly used by school
personnel are A (General Fund) and F (Special Programs Fund). C (Cafeteria Fund) and H/H2 (Capital
Projects Fund/JSCB) are used by specific operations.

Function — The Function identifies groups of related activities aimed at accomplishing a major service or
purpose. Function codes are grouped as follows:

o 10000 - 19999 General Support

0 20000 - 29999 Instruction

o 50000 -59999 Transportation

0 60000 - 89999 Community Service
0 90000 -99999 Undistributed

Operating Unit — The Operating Unit identifies the school or administrative division. For example, an
operating unit of 007 indicates that the school is Corcoran.

Account — The Account identifies transaction types. Account codes are grouped as follows:
0 1000-1999 Personnel Services

2000 - 2999 Equipment and Capital Outlay

3000 -3999 Revenue

4000 — 4999 Contract Services

5000 - 5999 Supplies and Materials

6000 — 7999 Debt Service

8000 -8999 Employee Benefits

9000 -9999 Interfund Transfer

O O0O0O000O0

Department — The Department classifies the activity performed within a school or administrative
division. For example, department PED indicates that the activity is classified under the category of
Physical Education.

Program — The Program identifies a specific activity that may cross functions, operating units and/or
departments. For example, a program code of 00190 indicates that the activity is related to Leadership
Academy.

Project-Grant — Project-grants apply only to specific funds: F (Special Programs Fund), H (Capital
Projects Fund) and H2 (JSCB). The project-grant in the F fund identifies the specific funding source
such as Title I, Universal Pre K or Student Health Services grant. The project-grant in the H and H2
funds identifies the capital project such as Nottingham Roof Replacement or HW Smith
Reconfiguration.
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Budget Numbers

Budget Number

Fund Function OpUnit Account Dept Program Project-Grant

Voo ! } ' ! !

A 21100 007 5000

(N R R T

Regular Corcoran Instructional Physical No Program Left Blank -

General
Supplies Education Code due to Fund

Fund Instruction

Example 2 - F Fund:
5430 000 02480 FO0O3216

F 21100 007
Special Regular  Corcoran Misc No Parent Title |
Programs Instruction Supplies Department Activities (2012-13)
Fund
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Looking Up Budget Information in PeopleSoft Financials

Menu path: Commitment Control > Review Budget Activities > Budgets Overview

B ptiry ehsesd v B YJ‘ @ Employee-facing re... X‘ |
Forward to Home Page Designer (Alt+Right) }

i &) SCSD Peoplesoft Home

Search Menu:
Personalize | @

1 Cost Accounting
3 Vendors

(3 Purchasing

3 eProcurement
(1 Accounts Payable

é [ Commitment Control

v v wr v v o

>

1 General Ledger [:_l Define Control Budgets
1 set Up Financials/Supply C L—‘ Budget Joumals '
1 Enterprise Components E E"St CU’;’S' EUdAQEtJUW"B‘° r
- é eview Budget Activities
[?I Worklist 1 Budget Reports [ Budget Detais
8 Tree Manager £ Third Pemy=TremEsemomeS> ] Budgets Overview
(3 Reporting Tools . . Activity Log
1 PeopleTooks (1 Review Budget Check Exce D
3 SCSD Menu ¢
\:] My Personalzations
D My Dictionary
ORACLE" r .. . . . . A
If this is your first time going into

Favortes  Main Menu > Commitment Control » Review Budget Activities » Budgets Overview
- <

Budgets Overview, click Add a New
Value. Otherwise, click Find an
Existing Value, Search and click on

) one in the drop down box.
\ .

Limit the number of results to (up to 300): (300

Inquiry Name: begins with v|

Budgets Overview

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

Search Clear |pasic Search [gf¥ Save Search Criteria

Find an Existing Value \ Add 3 New Value
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Looking Up Budget Information in PeopleSoft Financials

ORACLES

Favorites - Main Menu > Commitment Control > Review Budget Activities > Budgats Overview Type in a name you would like to
call your Inquiry. (ex. Budget)

Budgets Overview Then click Add.

* Find an Existing Value Add aMNew Value
Inquiry Hame: Budget

| Add |

Find an Existing Value | Add a New Value

The first item to complete is the
Ledger Group. Click on the
magnifying glass next to Ledger
Group.

ORACLE'

Favorites Main Menu > Commitment Contral > Review Budget Activities » Budgets Overview

Budget Inquiry Criteria
Budget Overview

Inquiry:  BUDGET Description: | lif
Amount Criteria | Search | Clear | Reset
Budget Type
“Business Unit: [SCE01 %, | edger Groupiset: Ledger Group - Ledger Group: @ %
[[] view Stat Code Budgets

Display Chart [i]

*Type of Calendar:  Detail Budget Period -
Budget Criteria customize | Find | view 41| B | 3 First K q 014 O Lasy
Select  Ledger Group Calendar ID From Budget Period To Budget Period '""'"‘:;‘:i:g":'"e“ Include Closing Adjustments
A_CONTROL [ @, | @
ChartField Criteria Budget Status
ChartField ‘c',::.":ie” B ChartField To Info  ChartField Value Set  Update/Add Open
[% @, [ @ @ | @, UpdatelAdd Closed
Hold

5] save | [=] Hotity | {3 Retresn [Tk Ada | ] updatemispiay |
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ﬁ A_TRACK AFund Track  Expense on A_TRACK.

Looking Up Budget Information in PeopleSoft Financials

S T
Look Up 5

Look Up Ledger Group

r N
SetiD: SHARE When looking up A FUND Budgets,

Ledger Groupc pegas wth 7] you want to always choose
LookUp | Glear | Gancel Basic Lockus A _TRACK. For all others, choose
Search Results | the control group (i.e.

View 100 Fist [ +100t10 [3] Last | F_CONTROL for F FUND, or
O N C_CONTROL for C FUND). Click

A_REVENUE |A Fund Revenue Revenue

CC _TRACK CC Detail Track Expense
C_CONTROL C Fund Control Expense \ J
C_REVENUE C Fund Revenue Revenue

E_CONTROL F Fund Control Expense
E_REVENUE E Fund Revenue Revenue
H_CONTROL H Fund Control Expense
H_REVENUE H Fund Revenue Revenue

Operating

Department | Program

Inquiry:  BUDGET

Amaunt Criteria

*Business Unit: |SCSD1 @ / v Ledger Group: A_TR/CK @

View Stat Code Budge
Display Chart i)

A Fund Track

TimeSpan
Detail Budget Period

Budget Criteria

Ledger Group Calendar ID Fro.n Budget Period To dudget Period I"dm:)eri:f;i:;mem Include Closing Adjustments
A_TRACK BP 2014 @ 2014 @,
Chart" ield Criteria / /N Budget Status
ChyftField ‘c,:;::“e'd o ChartField fo Info  ChartField Value Set Update/Add Open
ccount - @ 0 | @, Update/Add Closed
4 Dept [% e T o @ | @, Update/Add Hold
Oper Unit [% @, [% @ O | @ uUpdatelAdd
> |Fund [ @ % @& @ [ @ UpdateiAdd
b [Class I aQ O | @, Update/Add
Program 3 —Ja—f7 aQ O | @, Update/Add
|5} save = Notity | |&¥ Refrash [T Ada | | 2] Updatemmispla
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Looking Up Budget Information in PeopleSoft Financials

ORACLE’
Home

Favgrrtesi Main Menu > Commitment Control > Review Budget Activities > Budgets Overview
H - v

Budget Inquiry Criteria
Budget Overview

Inquiry:  BUDGET Description: ‘

Amount Criteria | search | Clear | | Reset |
Budget Type
*Business Unit: [SCSD1/ @ Ledger Group/Set; Ledger Group M Ledger Group: ~ A_TRACK @

View Stat Code Budgets A Fund Track
Display Chart (i)

“Type of Calendar: Detail Budget Period v

Budget Criteria Customize | Find | View Al | BV | B First K1 1 071 D
Select Ledger Group Calendar ID From Budget Period Teo Budget Peried Incluc}i«:rAigLu:lmenl 2 [osing Adjustments
A_TRACK BP [2013 @ 013 @
Budget Status
ChartField ‘CIL‘I:Z“"'“ R ChartField To info  ChartField Value Set Update/Add Open
Account % Q aQ O | O, Update/Add Closed
Dept oo Q aQ O | @, Update/Add Hold
Oper Unit [o01 @ % aQ O | @, Update/Add
Fund N Q% aQ O | @, Update/Add
Class [20200 @, [% aQ 0 | @, Update/Add
Program % Q aQ 0 | @, Update/Add
B coeen | |5 st | (79 ot B anal (Etindesaminaia

Fill in the information in the proper boxes. % signs represent wildcards. (ex
that begin with 5, enter “5%” or “5%%%”)

Fill out the Budget
period. It is named after
the second half of the
fiscal year (i.e. 2013 for
the 2012/2013 fiscal
year; 2014 for the
2013/2014 fiscal year).
Not applicable for F
Funds.

\. 7

. If you want to see only accounts

Financial Services Guide
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Looking Up Budget Information in PeopleSoft Financials

oRACLE"
Favorites : Main Menu: Commitment Control > Review Budget Activities > Budgets Cverview

Inguiry Results

Business Unit: SCEDt
Ledger Group: A _TRACHK A Fund Track
Type of Calendar: Detail Budget Peniod
Amounts in Base Currency: usD
Revenue Associated: [|
Return to Criteriz Max Rows: 100 Display Search

) Options
Ledger Totals (18 Rows)

Met Transfers: 1,285 33

Budget: 23T641.32
Expense: 221,211.41
Encumbrance: 000
Pre-Encumbrance: 26.55
Budget Balance: 16,3037 This is the available

Aesocizte Revenus: | This is the available budget by line item.

budget in Total.

Hfovailable Budget:

Overview Results

LeggerGroup  Fung  Ciss  GRF ccount  Dspt  Progmm = Buanet Expenes Encumbrsncs oo ST —
1B E{ A_TRACK A 20200 001 1570 (i) (e 2013 108 662.000| 108,532.330 0.000 0.000 128,670
= E{ A_TRACK A 20200 001 1800 (i) OO0 2013 49 352 000 37880450 0.000 0.00D 11,451.510]
= E‘:4 A_TRACK A 20200 001 1810 000 DOODD 2013 0.000 2,146 850/ 0.000 0.000 -2,148.850)
=) E{ A_TRACK A 20200 001 1810 (i) 0TS0 2013 0.000 2,654 190 0.000 0.00D -2, 654,190/
faf =) E{ A_TRACK A 20200 001 5010 (i) (e 2013 4,728 330 4 B89 160 0.000 26.550 12.820
= E< A_TRACK A 20200 001 010 000 D000 2013 8,678.000 7,541.200 0.000 0.000 1,135.800
il = E{ A_TRACK A 20200 001 2010 (i) 0TS0 2013 0.000 491.040 0.000 0.000 -491.040|
=B E{ A_TRACK A 20200 001 L] (i) OO0 2013 13,583.000 12,814 740 0.000 0.00D Tes. 280
E = E} A_TRACK A 20200 o001 B0 00 D000 2013 9,784.000 8,817.670| 0.000 0.000 S0 330
10/ B B | a_TRACK A 20200  [0D4 2030 000 0070 2013 0,000 180,370 0.000 0,000 -180.370
1| E{ A_TRACK A 20200 001 2040 (i) (e 2013 4, 140.000 0.000 0.000 0.000 4,140,000/
=Y A_TRACK A 20200 001 050 (i) OO0 2013 32 958 000| 29,802.14D 0.000 0.00D 3,155.850/
13 B E{ A_TRACK A 20200 001 2050 (i) 0TS0 2013 0.000 529.000 0.000 0.000 -5:35.000|
14 E{ A_TRACK A 20200 001 L] (i) OO0 2013 2,010.000 2,274,020 0.000 0.00D -264.020|
15| (B A_TRACK A 20200 001 L] (i) 0TS0 2013 0.000 0.00D -38.500|
15@&4 A_TRACH A 20200 001 8050 (] DO 2013 E m 275 T80
17| E{ A_TRACK A 20200 001 L] (i) 0TS0 2013 0.000 37.500 0.000 0.000 -37.500|
15| B A_TRACK A 20200 001 8110 (i) OO0 2013 1,454 000 BED.000 0.000 0.00D E04.000)
Return to Criteria  “Motes
<« | 1

Click on hyperlinks for
detailed activity.

Budget: Original Budget (net of transfers)
Expense: Includes closed Purchase Orders and Inventory Orders, and actual salary and benefit expenses
Encumbrance: Open Purchase Orders

Pre-Encumbrance: Open Requisitions
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Budget Transfers

The transfer of funds between budget lines is sometimes required during the school year. The following is the
procedure for requesting a budget transfer and completing the budget transfer form. The updated electronic
budget transfer form can be emailed upon request.

Click Budget Transfer and Adjustment boxes

4

Be sure to input ENTIRE budget number — Fund,
Function, Operating Unit, Account, Department,
Program and, if applicable, Project (Grant)

4

The TOTAL that is increased must equal the TOTAL
that is decreased. Check all budget lines being
decreased for sufficient funds availability (see section 3
— Looking up budget information in PeopleSoft
financials — Budget Overview).

4

Please give a detailed explanation as to the reason for
this transfer request. The format to use is Transfer funds
from to for . Forexample, “Transfer
funds from Equipment Repair to Computer Hardware
for computer purchases”.

4

Financial Services Guide
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Budget Transfers

The completed form must be signed by the person with
budget authority over the budget number, and forwarded
to Fiscal Services for approval and processing

Scantron sheets

Syracuse City School District
E Fiscal Services Department: BUDGET TRANSFER REQUEST
Chart Field String

Fund | Function | OpUnit | Account | Dept |Program| Function Description Object Description Increase Decrease | )

A 20600 OSA 5010 TST | 00000 Research, Planning & E valui O ffice Supplies & Equipment 7,475.00 -

A 26300 0SA 4790 TEC 00000 Computer Assisted Instructi Maintenance Agreements - ?,475.00
TOTAL 7,475.00 7,475.00
EXPLANATION:

Transfer funds from Maintenance Agreements (Technology) to Office Supplies & Equipment (Testing and Scoring) for printing of

Preparer: Dept
TgnaLe Frinied Fame

Budget Approver: Dept
gnamre FIiNted Mame

‘Fiscal Services Approval Use Only: T TTTTmmmoTTm T e

Approved: [ | Disapproved: [ | Delete: [ | Date:

Signature: Title:

Joumal Entry HNumber: Entered by: E ntry Date:

Financial Services Guide
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Purchasing Information

The Syracuse City School District and the Onondaga County Division of Purchase have entered into an Inter
Municipal Agreement consolidating purchasing services effective July 1, 2015. The agreement provided for
the transfer of personnel, function and services from the School District to the Onondaga County Division of
Purchase. Below you will find the new contact information. All inquiries should now be directed to the
Onondaga County Division of Purchase.

Office Location and Mailing Address: Ship to Address:
Onondaga County SCSD Bova Supply Center
Division of Purchase 1023 Erie Blvd. West
John H. Mulroy Civic Center, 13th Floor Syracuse, NY 13204

421 Montgomery Street
Syracuse, NY 13202

Purchasing Contact: Bova Warehouse Contact:
Phone: (315) 435-3458 Phone: (315) 435-4422
Fax: (315) 435-3424 Fax: (315) 435-4002
SCSDPurchasing@ongov.net

Web Site: Hours:

http://www.syracusecityschools.com/districtpage.cfm?pageid=499| Monday — Friday
7:00 a.m. - 5:00 p.m.

Hours: CLOSED ON S SCHOOL HOLIDAYS
Monday - Friday CALL BERFORE DELIVERING ON
8:30 a.m. — 4:30 p.m. ANNOUNCED SNOW DAYS

November 15, 2016 was the deadline for entering all requisitions for instructional supplies, physical education
supplies, and special education supplies.
May 31, 2017 is the deadline for entering requisitions for all other orders.

**Only emergency orders will be accepted after the purchasing cut-off deadlines. Emergencies will be evaluated and approved on a case by case
basis. No orders are to be entered into PeopleSoft after the deadlines without prior approval from the Onondaga County Division of Purchase - 435-
3458 or SCSDPurchasing@ongov.net.

Who Do | Contact with Purchasing Questions?
For general purchasing questions, contact the Onondaga County Division of Purchase at SCSDPurchasing@ongov.net or 315-435-3458
Additional points of contact to include for specific inquiries are:
Bidding (RFBs) procedures and status SCSDPurchasing@ongov.net 315-435-3458
Supplier registration for bids Egggﬁgirewith Onondaga County Division of
Request for Proposal (RFP) procedures and status SCSDPurchasing@ongov.net 315-435-3458
Equipment repair orders Deanne Dwyer X5853
Travel requisition assistance Deanne Dwyer X5853
Driver delivery confirmations and schedules John Daws x4422
Packing materials (boxes, tape, etc.) John Daws x4422
(Parsggtirgr((:j(i)sgtczgzjl//auBc(agﬁ,An;r;\?Q ?Zg[;sests, pick-up requests) John Daws xadz2
Requests for tables and/or chairs John Daws X4422

Financial Services Guide Page 16
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Onondaga County Division of Purchase - Purchasing Office Staff

Valerie Gould

Buyer 111

(315) 435-3209
ValerieGould@ongov.net

James Jackson

Buyer I

(315) 435-3415
JamesJackson@ongov.net

Cory Larrabee

Buyer 11

(315) 435-5063
CoryLarrabee@ongov.net

Jodi Reith

Buyer I

(315) 435-3448
JodiReith@ongov.net

Tierza Sovocool

Buyer I

(315) 435-3475
TierzaSovocool@ongov.net

Brian Chairmonte
Buyer |

(315) 435-5064
Chairmonte@ongov.net

Beverley Chapman

Buyer |

(315) 435-3474
BeverleyChapman@ongov.net

Stephanie Cunningham

Buyer |

(315) 435-3471
StephanieCunningham@ongov.net

Elizabeth Florack

Buyer |

(315) 435-3466
ElizabethFlorack@ongov.net

Julie McCarthy

Buyer |

(315) 435-3470
JulieMcCarthy@ongov.net

Alycia Guy

Clerk 1

(315) 435-3458
AlyciaGuy@ongov.net

Rene VanCleef
Purchasing Clerk

(315) 435-3504
ReneVanCleef@ongov.net

James Corbett

Spec Writer |

(315) 435-3472
JamesCorbett@ongov.net

Herman Howard

Director Contract Compliance
(315) 435-8462
HermanHoward@ongov.net

Tajuana Cerutti

Deputy Director Contract
Compliance

(315) 435-5065
TajuanaCerrutti@ongov.net

James Swan
Warehouse Manager
(315) 435-2249
JamesSwan@ongov.net

Bova Warehouse Staff

Don Carr
Purchasing Analyst
(315) 435-4201
DCarr2@scsd.us

John Daws

Central Stores & Mail Manager
(315) 435-4422
JDaws@scsd.us

Deanne Dwyer
Purchasing Clerk
(315) 435-5853
DDwyer@scsd.us

Gerald Lavy, Jr. (Jerry)
Stock Clerk

(315) 435-5953
GLavyJr@scsd.us

Phuong Huynh
Stock Attendant
(315) 435-5952
PHuynh48@scsd.us

Brian Hammond
Stock Attendant
(315) 435-5955
BHammond@scsd.us

John Pawelek
Stock Attendant
(315) 435-5957
JPawelek@scds.us

John Walsh
Stock Attendant
(315) 435-5954
JWalsh@scsd.us

Vincent Zoll
Stock Attendant
(315) 435-5956
VZoll@scsd.us

Richard Cooper, Jr.
Driver Messenger
(315) 243-9849
RCooperJr@scsd.us

Mike Savage
Driver Messenger
(315) 251-5366
GSavage@scsd.us

Kyle Tape

Driver Messenger
(315) 247-9321
KTape@scsd.us

Adam Phillips
Driver Messenger
(315) 877-5616
APhillips@scsd.us
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Appropriate Use of Funds

INSTRUCTIONAL SUPPLIES

Special Education Supplies: Allocation for Special Education Teachers to purchase consumable items used for
instruction of special education students. These funds should not be transferred to Regular Instructional
Supplies.

Physical Education Supplies: For purchase of consumable items used for physical education instruction of
students.

Regular Instructional Supplies: For purchase of consumable items used for instruction of students.

Science Center Supplies: For purchase of supplies for animals in science center.

PBIS Supplies: For purchase of supplies to provide Positive Behavior Incentives. Please refer to Student
Support Services for guidance on acceptable items.

LIBRARY SUPPLIES & MATERIALS

Library Books — State Aided: For purchase of library books such as encyclopedias, reference books, hardcover
fiction or non-fiction books and non-print library resources.

Library Materials: For purchase of film or videos, library books such as encyclopedias, reference books,
hardcover fiction or non-fiction books and non-print library resources. For purchase of, or subscription to,
publications such as law books, newspapers, periodicals, and paperbacks.

INTERNATIONAL BACCALAUREATE (1B)

IBO Extension of Service: Salary paid to certified staff for extension of service or extra assignments relating to
the IB Program.

IBO Postage: Cost incurred for mailing/parcel delivery relating to the IB Program.

IBO Contractual: For IB registration fee.

IBO Test Fees: For IB testing fees.

IBO Membership: For IB per capita registration fees.

IBO Instructional Supplies: For purchase of consumable items used for instruction of students in the IB
Program.

NJROTC

Uniform Cleaning & Alterations: For alterations and annual cleaning for storage of cadet uniforms.
Orientation & Travel: For travel expenses of cadets and NJROTC Instructors incurred in support of the
NJROTC program.

Unit Support & Maintenance Supplies: For purchase of consumable items used in direct support of the
NJROTC program.

OCCUPATIONAL EDUCATION SUPPLIES

Computer Aided Instruction: For purchase of consumable items for computer aided instruction of students.
Foods: For purchase of Food Program supplies.

Automotive Programs: For purchase of consumable items for instruction of students in Automotive Program.
Cosmetology Supplies: For purchase of consumable items for instruction of students in Cosmetology Program.

OTHER

Office Supplies: Purchase of consumable items used for administration, office or other work.

Custodial Supplies: Supplies necessary for cleaning of District buildings such as cleaning products, garbage
bags and waxes.

Interscholastic Athletics: For purchase uniforms or cloth orders for athletic teams.

PSAT/NMSQT Scoring: Fees paid to score standardized tests.

AP Test Fees: Fees for Advanced Placement tests.
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Bid Thresholds

For goods over $20,000 or services over $35,000, work with the Purchasing Department and your Supervisor to
complete any required bidding procedures, Request for Proposal (RFP) and/or contract execution. Please allow
three to four months to complete the formal bidding process.

If the goods or services are over $1,500, Purchasing will obtain 3 quotes from different vendors and identify the
vendor with the lowest total cost including shipping and installation if necessary. Please allow approximately
two weeks for purchasing to obtain all quotes needed.

Further information can be found on the SCSD Purchasing web site.

TABLE OF PROCUREMENT THRESHOLDS
City of Syracuse Ordinance No. 141-2012, Amended Schedule A, Effective May 16, 2012

Determination of Procurement Method

Burchase Contract Minimum Minimum
urchase Contracts
. Number of Number of .
Equ(icr:)(r)nne]moodrltclae;(,)ds) No Quotes (1) Inforgz);ll(%uotes Formal (QSL)IOteS 4) Formal Bid (6)
Up to $1,500 X
$1,501 - $3,000 3
$3,001 - $20,000 3
Over $20,000 X
Bublic Work Minimum Minimum
ublic VVorks or. Number of Number of :
gﬁévggerfliﬁogzt;ﬁggfsg No Quotes (1) Inforgz;ll(?(’g)uotes Formal EQSL)Jotes 4) Formal Bid (6)
Up to $1,500 X
$1,501 - $3,000 3
$3,001 - $20,000 3
Over $20,000 X

1) "Open Market" purchases at the discretion of the Purchasing Agent

(@) Documented telephone quotations from at least three vendors (if available)

3 Requires RFQ and Informal Quotes documented, summarized and attached to Approved
Requisition.

4) Written/fax quotations from at least three vendors (if available)

(5) Requires written RFQ and Formal Vendor Quotes attached to Approved Requisition.

(6) When a purchase is requisitioned, the cost must be estimated. When the cost is estimated in
excess of the Formal Bid threshold, SCSD Department must submit to Purchasing a request to
advertise for formal bidding along with tentative specifications. Each request will also be
reviewed against prior records and anticipated usage to determine if purchases of a similar nature
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will exceed the Formal Bid thresholds within a consecutive six-month period. If so, the SCSD
Department must submit a request to advertise and tentative specifications for formal bidding.

Financial Services Guide Page 20



b)
c)

d)
e)

Bid Thresholds

Procedures for the Award of Quotations
Quotes will be awarded to the lowest responsible and responsive vendor who meets the
specifications.
Whenever an award is made to other than the lowest quote, this shall be indicated in writing and
maintained in the requisition file.
When the specified number of quotations cannot or will not be secured, the reason for this shall be
indicated in writing and maintained in the requisition file.

Exceptions to Bidding

Emergency Situations - An emergency exists if the delay caused by soliciting quotes would endanger
the health, welfare or property of the municipality or the citizens.

Council Ordinance - Authorized by Common Council to waive competitive bidding requirements.
Sole Source - One possible source. A common Council ordinance to waive competitive bidding is
required.

True Lease - Prices will be obtained thorough quotations whenever possible.

Preferred Sources - NYS Department of Corrections, NYS Ind. for the Blind and NYS Ind for the
Disabled, NYS Office of Mental Health

Professional Services - Services which require special education and training, license to practice or
are creative in nature (examples: lawyers, doctors, accountants, engineers, artists, etc.). For
procurement of professional services, see Ordinance 141-2012 and Schedule B
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How to Look Up a Requisition

PURPOSE:
¢ You have entered a requisition in PeopleSoft and you want to review the requisition status to determine
if the requisition has been approved or make changes to the requisition.

e You want to know what the related PO number is, if goods/services have been received or if the vendor
has been paid.

e You want to review a similar requisition to help you enter a new requisition.

PROCEDURE:
1. Navigate to: eProcurement > Manage Requisitions

orace e e ]
Favo'ntes ; Main Menu
Personalize Search Menu: ® 'E'Help
Menu s
Search: 2 Employee Self-Service »
3 Purchasing »
D Employe_e [ Inventory N
[ Purchasin
I Inventory [ eProcurement -
[ eProcurer (1 Services Procurement [ Buyer Center ’
E ?‘\EMCES F [ Accounts Payable Q Create Requis.i':o.n
b cﬁ;”,:,”t‘; 3 commitment Control L] manage Requisitions
D Worklist 3 Worklist g Approve Reguisitions
E Ei?;gﬁ [:—‘ Reporting Tools Ly Profle
b SCSD Me L1 PeopleTools »
Wy Perso [} 5csD Menu » J
My Dhetio D My Personalizations
D My Dictionary

2. Enter the information you know to locate the requisition — examples include:

Search by “Requisition ID”’#
o |If you know the “Requisition ID”, enter the 10 digit number in the “Requisition ID” field.
e Delete the “Date From” field to allow a larger range for the search.
o Delete the “Requester” field and click search.

TIP: The “Request Status” field defaults to “All but Complete”, if the requisition is not found when you
search, try changing the “Request Status” to “Complete”.
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How to Look Up a Requisition

Search by yourself as “Requester”
e If you are looking for an order for which you are the “Requester”’, delete the “Date From” field and

click search at this time.
e This will list the most current orders, up to 50, for this “Requester”.

TIP: To list more orders, change the date range fields to search a time period prior to the last order listed.

Search by someone else as ““Requester”
e If you are not the “Requester” for the order you are looking for, delete the “Date From” field and your

name from the “Requester” field.

e Click on the magnifying glass next to the field and find the name of the person who is the “Requester”,
click the user ID in the requester column.

e Select search for the most current list of orders for that “Requester”.

Search by “Entered By”
e If you are the person that entered the order or you know the name of the person that entered the order,

you can search for the order by the “Entered By” field.

e Delete the “Date From” field and the “Requester” field.

e Click on the magnifying glass next to the “Entered By” field. Select the desired user ID in the entered
by column, then select search.

e This will list up to 50 of the most current orders entered by this person.

Search by “PO ID”
e |If you know the purchase order number and want to view information from the original requisition you

can search by “PO ID”.
e Delete the “Date From” field and the “Requester” field.
e Enter the 10 digit purchase order number in the “PO ID” field, then select search.
e This will list all requisitions associated with this PO.
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How to Look Up a Requisition

Search by “Requisition Name”
e When the preceding methods of searches do not provide the results you needed, you can try searching by
entering information that may be in the “Requisition Name” field.

e The standard for naming the requisition is the 3 digit location code of where the item(s) are to be
delivered, the last name and sometimes first initial of person that the order is for, and the name of the
suggested vendor for the order.

e The most useful key word is usually the teacher’s last name.

e Be sure to delete anything in the “Requisition”, “Date From”, “Requester”, “Entered By”, and “PO ID”
fields.

e Enter the last name of the person the order is for and select search. This will list all orders with that
name in the “Requisition Name” field.

e Scroll down the list to find the requisition you are looking for.
e If you do not find the requisition you were looking for, try a different date range.

TIP: Due to security restrictions, some users can only look up requisitions where they are the “Requester”
or “Entered By”. If you need assistance, please call the Purchasing Department.

3. Review the requisition information

e Click on the twisty next to the requisition number you would like to review to display the
different types of information available.

To view the lifespan and line items for a requisition, click the Expand triangle icon:
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go
ODDDDDZE}?SS Winchek Main Office SCSD1 05/09/2013  Approved Valid 246.35 USD <Select ACWW)‘ Go
Requester: Winchek, Carol Entered By: Winchek, Caral Priority: Meadium
Pre-Encumbrance Balance: 3.06 usD
¥ | : 7
;i 1y i
| - h Purct ch ‘
Requisition Approvals Inventory éﬁ;ze Re:LTs:t Receiving Returns Payment
Request Lifespan:
Line Description Status Price Quantity uom Vendor
1 PAPER.OFFSET/DUPLICATOR/ XER... Approved 2.38100 USD 100.0000 PKG W B MASON CO INC
2 TAPE.ADDING MACHINE WHITE, 2 Approved 0.19000 USD 1.0000 EA OFFICE MAX CON
3 FOLDER FILE HANGINGLETTER. ... Approved 8.06000 USD 1.0000 PKG OFFICE MAX CON

e Click on the specific type of information you would like to review (i.e. “Requisition”,
“Approvals”, “Receiving”, “Payment”, etc.)

e TIP: Click on the Select Action drop down menu to cancel or copy the requisition
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How to Look Up a Purchase Order

PURPOSE:

e You have entered a requisition in PeopleSoft and you want to review the purchase order status to

determine if the purchase order has been approved.
e You want to review the prior year’s purchase order to help you enter a new requisition.

PROCEDURE:
1. Navigate to: Purchasing > Purchase Order > Review PO Information > Purchase Order

Favorites = Main Menu
R i -
Search Menu:

Personalize | @ IE) Help
Menu -
Search: 1 Employee Self-Service »
(1 Purchasing
[ Employee Inventory (1 Requisitions b
[ Purchasin =
b Inventory [ eProcurement (1 Request for Quotes 2
. (1 Purchase Orders
I eProcurer [ Services Procurement ) . i
] Receipts Review PO Information

D Serices b~
[ Accounts Payable
b Accounts ¥ [ Return To Vendor . a Purchase Orders

b Commitm L Commitment Control a Activity Summary
b Worklist 2 workiist a Document Status
EEZE:E??( 3 Reporting Tools
[ SCSD Me (1 PeopleTools

~ MyPerso (3 55D Menu
— My Dictiof D My Per

D My Dictionary

ORACLE Home | Workist | AddtoFavorites |  Sign out

2. Enter the information you know to locate the purchase order — examples include:

o If you know the Purchase Order number, enter the 10 digit number in the “PO ID” field.
e Enter or search for and select the vendor name.
e Hit Enter or Click | seaen

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

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

Find an Existing Value

Limit the number of results to {up to 300): 300

Business Unit: = - [seso1 A =
PO ID: begins with ~ |000002

Contract SetlD: begins with ~ | Q

Contract ID: begins with ~ | Q

Release Number:

Ml

Purchase Order - | £
Date:
PO Status: = - -
Short Vendor Name:  begins with ~ [GRAINGER Q
Vendor ID: begins with ~ | Q
Vendor Name: begins with ~ | Q
Buyer: begins with ~ | Q
Buyer Name: begins with v | Q
[T Case Sensitive

Search | Clear |Basic Search [ Save Search Ciiteria

Purchase Order Inquiry -
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How to Look Up a Purchase Order

3. Click on the Purchase Order you would like to review from the search result listing

Fawz_rmes | Main‘l'\denu > Purcllasing > Purchass Orders > Review PO'Informah'on > Purchase Orders
Search Results fl
Wiew All First [§] 1220122 [§] Last
i::_mess POID Coiﬁacl Eno_nlracl —mm’:: —E':LS:EE(B PO Status —:Lﬁ:vendm VendorID  Vendor Name Buyer ;[—Opi Purchase Order Reference 7;‘:;;;:::‘ —
SCSD (blank) 0 04/24/2013 Pend Appr GRAINGER. W W 0000023000 GRAINGER, W W INC RFLORA41 General HSGI Clary  Req 0000028481 N
(blank) 0 04/18/2013  Dispatched GRAINGER. W W 0000023000 GRAINGER, W W INC RFLORA41 General Online Src From Req 0000028367 N

y blank)  (blank} 0 04/18/2013  Dispatched GRAINGER. W W 0000023000 GRAINGER. W W INCNFARIN11 General Online Src From Req 0000028317 N
SCSD1 0000022447 SHARE  |(blank) 0 04/18/2013 Dispatched GRAINGER. W W 0000023000 GRAINGER, W W INC NFARIN11 General Online Src From Req 0000028317 N
SCSD1 0000022026 (blank) (blank) 0 04/02/2013 Dispatched GRAINGER. W W 0000023000 GRAINGER, W W INCNFARIN11 General Online Src From Reg 0000027443 N
SCSD1 0000022026 SHARE  (blank) |0 04/02/2013 Dispatched GRAINGER. W W 0000023000 GRAINGER, W W INC NFARIN11 General Online Src From Reg 0000027443 N

4. Review the Purchase Order information such as:
e Vendor name and Vendor ID
o Item Description, Category code, PO quantity, unit of measure and amount

ORACLE’

Add to Favorites | Sign out
Fwovrmes | MainvMenu > Furcllasing b3 Purchass Orders > Review P0'Informaﬁon » Purchase Orders

& New Window (2 Help  [& Customize Page & hitp *
Purchase Order Inquiry

Purchase Order

Business Unit: 8CsD1 PO Status: Dispatched
PO ID: 0000022476 Budget Status: Valid
~ Header

04/18/20

< Vendor Name: GRAINGER, W W Backorder Status: Not Backordered
Vendor ID: 0000023000 Wendor Details Receipt Status: Received
Buyer: i "I Hold From Further Processing E
Elizabeth

PO Reference: Online Src From Req 0000028367 Amount Summary
Merchandise: 265.95

Header Details All RTV Document Status Freight/Tax/Misc.: 0.00

Header Comments Matching Total: 265 95 USD

Change Order Activity Summary Encumbrance Balance: 0.00 USD

Customize | Find | view Al | B | 7% First £ q o4 I st

Line Item 1D Item Description Category poaty o) |pSEE s Status.

1 [é‘g‘ < 1UNP4 SHEET ACRYLIC CLEAR 1.5 052031 3.0000 EA 265.95 USE > Approved @

e Click on the Line Comments icon on the right side to view the information that was entered
in the “Additional Information” section during requisition entry. Click = ok to return to the
previous screen.

e In this example, the state contract number (PC62993), fund (A) and the quote number (Quote
2018329589) were entered.

Find | view All_First K11 of1 1 Last
Comment Status: Active

<< PC62993 @
A

QUOTE 2018329589 »>

17| Send to Vendor [/ Shown at Receipt
[/ Shown at Voucher
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How to Look Up a Purchase Order

e Click on the Schedule icon [Z on the right side to view the line details.

Home | Workist | AddtoFaworites | Signout

Fawvntes ! Main'Menu > Furcllasing > Purchass Orders > Review P0'I|Tfurman’un » Purchase Orders

] New Window @ Help E,o} Customize Page http =

Purchase Order Inquiry

Purchase Order

Business Unit: 8CsD1 PO Status: Dispatched
PO ID: 0000022476 Budget Status: Valid
PO Date: 04/18/2013
Vendor Name: GRAINGER, W W Backorder Status: Not Backordered
Vendor ID: 0000023000 Vendor Details Receipt Status: Received
Buyer: Florack, "I Hold From Further Processing =
P
PO Reference: Online Src From Req 0000028367
Merchandise: 265.95
Header Details All RTV Document Status Freight/Tax/Misc.: 0.00
Header Comments Matching Total: 265.95 USD
Change Order Actiity Summary Encumbrance Balance: 0.00 USD

M
Customize | Find | view A1 | B | 7 First £ qop1 17 Last

A - Merchandise
Line Item ID Item Description Category PO Qty uom |Amount Status

1UNP4 SHEET ACRYLIC CLEAR 1.5 052031 3.0000 EA 265.95 USD Approved @

]

e Then click on the Distribution/Chartfield icon 5z on the far right side to view the chartfield
string for the line.

e In this example, the chartfield string is:

Favorites = Main Menu > Purchasing > Purchase Orders » Review PO Information > Purchase Orders
- - b4 b4 * -

] New Window ® Help E,/ Customize Page http
Purchase Order Inquiry
Distributions for Schedule 1

POID: 0000022476 Line: 1 Sched: 1 Item: 1UNP4 SHEET ACRYLIC CLEAR 1.5 IN T 12 X 12IN
Status: Active Sched Qty: 3.0000
Distribute By: Quantity Merchandise Amount: 26595 USD

Doc. Base Amount: 265.95 USD

Customize | Find | View Al |LEI | B First

Chartfields Details/Tax Assetinformation Req Detail Budget Information

Dist  Status Percent  POqQy  Merchandse GLumit Fund  Funcion 9P’ account  Dept  Program  ProjectGrant Pnd amiate Location
o LD

1 Open 100.0000 3.0000 265.95 USD S@ 21100 001 5000 000 0oooo > 001

. CIiclq[ Retum | t0 gO back to the previous screen.

e Click Return to Main Page on the top right to return to the original Purchase Order inquiry
screen.
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How to Approve a Requisition

In PeopleSoft, the budget authority will approve requisitions that will affect their budget lines. Approval is
needed prior to the request becoming a purchase order.

Procedure
Once you have signed in to PeopleSoft, navigate to Main Menu > eProcurement > Approve Requisitions

Main Menw, » eProcurement
- -
ne Sear{:hh

N ®
% [ Employee Self-Service b i POs.
g [ Items ' _E Manage Requisitions
att ] Cost Accounting b Review requisitions, edit or view status,
ELl 9 Vendars E return to wendor.
3 Purchasing 3
(& [ Inventory v o Reports
;'_: 1 eProcurement P
We [ Services Procurement I'_:I Buyer Center y
= [ Accounts Payable Q Create Requisition
2u [ Commitment Control |L] Manage Requisitions
2! ™ setUp Finandals/Supply Ct D Approve Requisitions
1 Enterprise Components |:| Reparts
3 Worklist || My Profile
3 Reporting Tools r
1 PeopleTools r
(3 5Cs5D Menu k
|:| My Personalizations
[[] My Dictionary
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How to Approve a Requisition

Click on search and the screen will show all the requisitions awaiting your action. You can select a requisition
to review for approval.

B NEW WINaoW L L) e =
Manage Req

 Search Requisitiol
To locate requisitions 4

Requisition ID:

Qu Requisition Hame: |

Business Unit: Q *Status: Pending hd

Date From: 081212014 ] Date To: 081212015 ]
Requester: @, Entered by: @,

/A :
[ Search ” Clear | Show Advanced Search

To view the complete details and approve a Requisition, click the requisition I link.
= Expand Al I* Collapse Al
Action/Status Reg ID Requisition Name Bus. Unit Date Reguester Entered By Total
" ® pending 0000044873 FMO cmy SCSD 07/01/2015 usoD
ELECTRIC
P @ Pending 0000045017 . TECOGEN SCSD1 0710212015 usor
M ® Pending 0000045033 uso

Requisition Approval

Business Unit: SCsSDM

Requisition ID: 0000044873

Requisition Hame:

Requester:

Entered on: 070172015

Status: Pending Total Amount: 35,000.00 USD
Priority: Medium

Budget Status: Valid

Requester's Justification:
Mo justification entered by requester.

Customize | Find | [l

Vendor Namea Guantity UoM  Price Requester's Comments

716 BLANKET PURCHASE OR...  |CITY ELECTRIC 3 1.00000 USD @

Select All/ Deselect All

L View Line Detais |

} ReviewlEdit Approvers

Enter Approver Comments

g

|  Approve | |[@  Deny |

Return to Approve Requisitions

The requester of the requisition will receive a notification of your approval or denial.
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How to Approve a Requisition

The requester of the requisition will receive a notification of your approval or denial.

Requisition Approval

v FMO KPARK CITY ELECTRIC has been approved.

Review/Edit Approvers

Purch Clerk - EPLS Verified
= FMO KPARK CITY ELECTRIC:Approved 2 View/Hide Comments

Purch Clerk - EPL 5 Verified

Approved
v

Purchasing Clerk
Q70215 - 2:22 PM

I Comment History
County Approval
= FMO KPARK CITY ELECTRIC:Approved (> ViewHide Comments

County Approwval

Approved
v

County routing on cat for req
08M2M5 - 9:30 AM

I Comment History

Heturn to Approve Reguisitions Previous in List MNext in List
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How to Approve a Purchase Order

In PeopleSoft, the budget authority will approve purchase orders that will affect their budget lines. Approval is
needed prior to the purchase order being dispatched to the vendor.

Procedure

Once you have signed in to PeopleSoft, navigate to Main Menu > Purchasing > Purchase Orders > Approve
POs

Menu (=] [=]
Search:
©)

[ Employee Self-Service
[* kems

[» Cost Accounting
[ Vendors

= Purchasing
i, Rﬂquh
[* Request for Quotes
[ Procurement Contracts
E=dPurchase Crder
[* Stage/Source Hequests
[» Manage Change Orders
[* Reconcile POs
[» Review PO Information
[ Reporis
Add/Update Express PCs
Add/Update POs
Approve POs ?
Approve Amoun
Maintain Distributions
Dispatch POs
Bu Check
Create Backorders
Approval Workflow
Effective Dated UCM PC Update
[* Receipts
[» Return To Vendor

Click on search and the screen will show all the Purchase Orders awaiting your action. You can select a
Purchase Order to review for approval.

Enter search criteria and hit

*Business Unit: *Approval Status: Pending -
From PO ID: To PO ID: I
PO Date From: @ PO Date To: ’7 m
Vendor ID: @, Vendor Name: liaﬁ
Buyer: Qh PO Reference: |

z. .
| Bearch 1| Clear |

Purchase Orders

To approve or deny one or more POs, select the appropriate action from the dropdown and click Submit. To view
the PO details, click the PO ID link.

= Expand Al I Collapse Al
Action/Status PO ID PO Date Buyer PO Reference PO Total Vendor ID Vendor Name
" ® Pending * 00000364 5 30091 Online Src From Reg 0000045142 1400000 USD 0000009314  COW GOVERNMENT
Mark All: + approve
| Submt
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How to Approve a Purchase Order

After reviewing the information you can either approve or deny the Purchase Order

Business Unit: SCSM
PO ID: 0000036472 View Printable Version
PO Total: 14,000.00 USD
Vendor ID: 0000009314 CDW GOWERNMENT, INC
Buyer: 30091
PO Reference: Online Src From Reg 0000045142

Edit PO | [ PO Inguiry

~+ Review Lines
Line Details — —={ Find | Vi

Merchandise o
i Currency View Req Approvals

A B & ¢

Item Description

Test item for
purchase

1.00000

14,000.00|USD

14000.0000 5

Selec