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Appendix D: BidBuy Accounting Manual

Overview
Each Document Type in BidBuy (Requisition, Bid or Purchase Order), can contain an Accounting Tab at the Header
Level or at the Item Sub-Tab level. (Master Blanket Purchase Orders do not contain accounting fields.)

The Accounting Tab within BidBuy is used to record the specific accounting data related to a procurement and is
used for reference purposes. Accounting data within BidBuy does not interface with other state systems such as
the Comptroller’s Office or the ERP system.

The Benefit of Recording Accounting in BidBuy
When establishing a procurement in BidBuy, detailed accounting information should be included. Recording
accounting information in BidBuy:

e Expedites the procurement review process
e Allows reviewers to verify and correct account funding prior to authorizing a procurement
e Serves as a reference when establishing contracts in ERP and obligating funds

Recording accounting in BidBuy prevents delays in processing procurements and completing the obligation
process. During the formal approval process, account codes remain open and editable. These fields can be
updated or revised by any approver on the approval path. For example, when the Agency Fiscal Office is included
on the Approval Path in BidBuy, the fiscal approver can revise and update the fiscal detail if needed. This prevents
the need to reject and return a procurement to change accounting information contained in the record.

How to Record Accounting in BidBuy

Accounting detail can be recorded at either the Header or Item sub-tab level. Choosing the correct location to
record accounting information assures that accounting is appropriately assigned to either the entire procurement
or to individual items.

e Header Level — used when one account code will be applied to all items on a procurement
e |tem Sub-Tab — used when multiple account codes will be used

The header level accounting detail and the Item sub-tab accounting detail screens are identical but are located in
two different areas of a BidBuy procurement.

Header Level Accounting
A 1Y

Total Extunced Amount s 287054

Doloto Fiscal Spocisl Procuremen’ rical Funa AQyIDusiness  AQYOTOTUNICH  Mal O0SUp Com  MAOL) 360 TypePund Ty (Funded Prgen) Subsceoun Percent Dotlaes
Al Yo Vgt Per Aiws o

Reat
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Item Sub-Tab Accounting

Feiso J [ERSUEMMIPSI Decortmert Access  Inquiry  Internal Adminstrator  Cegan(zaten Admirsiratoe
aglemC

Lom Lawton

Open Market Requisition 18-402AGE-COLBE-R-4869 status: 1R 10 Progress [

Genecal | Mems | Venes Addwss  Adcouding Roulig  Atischments  Noles  Remeders

covern garoos nasvn [T s

o

Accos o er

e {Account Distriouticnitem Description Seect A
[
1 ©O%  Less ihan 100% ) Tost tem |
2 (0%  Less than 100% ) Mirasa Offee LicsnsafLipdats - Scie Source of Updale

DO%  Less than 100% ) Audiing Services - Requires a Siate of Minois icensed CPA Fam - ISP ok Unit A
r ©O%  Less than 100% ) Audiing Services - Requires 2 S(ate of Minos Icansed CPA Fam - IBF Wask Unit B

s [D0% Lo than 100% ) AUBNG S4rvaces - RETUFSS 3 SIAE of MRS ICANSE0 CPA FIM - ISP Wotk Ui C

8 (D0%  Less than 100% ) Emergency - Mok Remecation Services - Strason Bukding
I 00K Less ihan 100% ) Test tem |
[ ©O%  Less than 100% ) Consulling Services - o dalarmine why forms do not work

e Suecind Y —

Copyright ® 2017 Perscops Holdings, .- Al Fights Reserved

To enter accounting for an individual item, click on the individual item numbers to access the accounting detail
screen.

e ) R G (o (e
aome =B

Status: 1R1 - in Progr

Open Market Requisition 18-402AGE-COLBE-R-4869

Genecal | Mems | Veocons  Address  Accourting  Rouling  Allschmedls  Noles  Remnden  Summary

Nates

0 R ]
[
N i T
T e s
e Suecied -
The accounting fields for both methods will appear as follows:
Validation Errors
= Item# 1: Accounting distribution is missing and required
Item #1: Test item 1
Delete Fiscal Special Procurement™ Fiscal Fund Agy/Business  Agy/OrgiCostFundCtr  Maj Obj/Sup Com MajObj/Seq/Type/FunA Type (Funded Prgm) Subaccount Percent Dollars.
Al Year ‘Yr/Budget Per Area Item

O

| L1 I | | | | | | | | | | oo | 000

Will Federal Funds be used?

Will a Grant Funding Source be used?

Account Code: ‘ ‘ Q

Total ' 0.0 0.00

Go to after Save: | Current Page v

Cancel & Exit

Save Based on Dolars | [ Save Based on Percentages | [ Reset |

Copyright 2017 Periscope Holdings, Inc. - All Rights Reserved.
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Required Accounting Field
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All required fields in BidBuy are identified with an asterisk. The only accounting field required by the BidBuy

system is Special Procurement Type. However, including the complete accounting detail for all fields is strongly

recommended. BidBuy will not prevent a document from being submitted as long as the required Special
Procurement Type is completed. To select the Special Procurement Type, use the magnifying glass to look-up and
select the correct option. The remaining accounting fields can be completed per the instructions below.

Open Market Requisition 18-40ZA0E-COLBE-R-4869

Jrps—

Note: A red validation error will display until the required accounting is updated. Required fields are denoted by

an asterisk.

Definitions

The accounting fields include both the traditional state labels as well as the new ERP labels. The following

definitions apply to each field.

Accounting Field

Description

Fiscal Year

Auto-populated by the System

Special Procurement

This Required Field is Used on the Accounting Tab for
Approval Routing Purposes

e Anticipation of Litigation

e  Artistic or Musical

e Emergency

e Exempt Other

e Joint Purchasing

e Not Applicable

e  Purchase of Care

e Renewals

e Sole Source

e State Use

e  Stermer Vaught Exemp

Fiscal Yr/Budget Per

Budget Period

Fund

Fund

Agy/Business Area

Agency

Agency/Org/Cost/Fund/Ctr

Cost/Funding Center

Maj Obj/Sup Com Item

Superior Commitment Item

Type (Funded Prgm)

SAP-Funded programs are programs within Funds
Management (FM) with an operational purpose and
defined time frame. They can range from simple
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activities to complex projects and can cross your
organization's fiscal years, funding sources, and
organizational units. Funded programs enable you to
record budget, control postings, and monitor the
performance of internal projects.

Subaccount SAMs-Establishment of Federal Trust Funds
Percent Percentage applied to the specific fund
Dollars Dollars applied to the specific fund

Saving

To record the accounting detail, the information must be saved.

Validation Errors
+ Item# 1: Accounting distribution is missing and required
Item #1: Test Item 1
Delete  Fiscal Special Procurement™ Fiscal Agy/Business  Agy/OrgiCostFundCtr  Maj Obj/Sup Com  MajOl ype Prgm) Subaccount Percent Dollars
Al Year YriBudget Per Area Item
O
I T L1 | ] | | I | [1000 | [o00
Will Federal Funds be used?
Will a Grant Funding Source be used?
Account Code: | lQ
Total ' 0.0 0.00
Go to after Save:
Save Based on Dolars | [ Save Based on Percentages || Reset | cancel aExit
Copyright © 2017 Periscope Holdings, Inc. - All Rights Reserved
Saving Options
Option Description

Save Based on Dollars

Used to save accounting detail based on the total dollar amount of the
procurement. The Dollars field will auto-populate based on the total dollar
amount of all items on the procurement.

Save Based on Percentages

Used to save accounting detail based on a percentage of the total dollar
amount of the procurement.

Reset

Clears all entered accounting detail.

Cancel & Exit

Exits the screen without saving.

Page |4
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When saving based on dollars or percentages, multiple accounting lines can be used to fully list all funding.

Item Accounting Sub-Tab Level

Requisition 18-416CMS-ADOP4-R-4624 suton: 181 in Progross [
Oeneal Itams  Addwss | Accoumting | Routng  Amachments Notes Ramnders  Summary
Confimanon Messages
+ Changes saved successi
00 X
Ovele  Pacl Specinl Procurmment’  Fineal Yriudget runa e Subaccomnt bmcent
A Yo per Ave e
T T |
| J | (1]
[No_ V] No V]
Accauni Code Q
1 [NOT APPLICABLE 02 3 | [z 02 02 02 02 02 | [s00
Mo ] [No ]
Account Cooe: [NOT APPLICABLE -02-02-02-02-02-02-02-02 Q
10 [NOT APPLICABLE 2018 for ] B] @ ] o1 ] o1 %00
[Ne v o V|
acceunt coow: [NOT APPLICABLE-2018.01-01-01-01:01-0101 | @
Touk (G
o
o B 0 s | [ 80w B o Porartage | ek 4 o

| [o00

When adding accounting detail at the Item sub-tab, each item will need to have accounting detail added

separately.

Release Requisition 17-416CMS-BCCS4-R-4385

General | Items | Vendors Address  Accounting Rouling  Afiachments(1) Notes Reminders  Summary

Status: 1R - In Progress

General Vendors  Address Notes

Validation Errors

« Item¥# 1: Accounting distribution is missing and required

Item #1: PAPERS, RECYCLED (MINIMUM OF 10% PCW) PAPERS, RECYCLED (MINIMUM OF 10% PCW) TYPE: #2 BOND OR BETTER SIZE: 8 112"X11" - 2...View Detail

Delete  Fiscal Special Procurement” Fiscal Yr/Budget Fund, Agy/Business  Agy/Org/CostFundCtr  Maj Obj/Sup Com  MajObjiSeq/Type/FunA Type (Funded Prgm) Subaccount Percent Dollars
Al Year Per Area liem
I | IS ) S D B | | | | | | | (000 ] [0
Will Federal Funds be used?
Will a Grant Funding Source be used?
Account Code: | Koy
Total: 0.0 0.00

‘Go to ater Save: | Current Page v

Copy Accounting From ltem #

‘Save Based on Dollars | | Save Based on Percentages | | Reset |[ cancelaExt

Page |5
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Saving with Multiple Accounting Codes on Item

When saving based on dollars or percentages, multiple line items can be used to fully allocate funding at either the
Header Level or Item Sub-Tab level. The Dollars Field will auto-populate after the Accounting detail is saved.

Release Requisition 17-416CMS-BCCS4-R-4385 Status: 1RI - In Progress  [5]

General | ltems | Vendors Address Accounting  Routing  Aftachments(1) Nofes Reminders Summary
General Vendors  Address Notes

Item #1: PAPERS, RECYCLED (MINIMUM OF 10% PCW) PAPERS, RECYCLED (MINIMUM OF 10% PCW) TYPE: #2 BOND OR BETTER SIZE: 8 1/2'X11" - 2...View Detail

Delete  Fiscal Special Procurement® Fiscal YriBudget Fund Agy/Business  AgylOrgiCost/FundCtr  Maj ObjiSup Com  MajObj/SeqType/FunA Type (Funded Prgm) Subaccount Percent Dollars
Al Year Per Area tem
O
7 3 7 [ J J | [o | [000
Will Federal Funds be used?
Will a Grant Funding Source be used?
Account Code: | e}
O v [oraece O cr— | o | o] [oooonm0] i
Will Federal Funds be used?
Will a Grant Funding Source be used?
Account Code: |NOTAPF‘LICAELE']8*0]'0]'07'01'01'0]'0] ‘ Q
m] 17 [NOT APPLICABLE [02 | o2 | [o2 | [02 L g 50.000000 | [1000.00
accountforms{2] acctTable(8)
Will Federal Funds be used? No v
Will a Grant Funding Source be used?
Account Gode: [NOT APPLICABLE-18-02-02-02-02-02-02-02 e}
Total: | 100.0 2000.00
Go to after Save: Copy Accounting From tem # | Header |
Save Based on Dollars || Save Based on Percentages || Reset |[ cancelaExt

Approving Procurement Documents with Accounting Detail

When a Requisition, Bid or PO is submitted for approval with accounting detail, approvers can review and update
the accounting information prior to approving. All steps for saving the accounting detail must be followed when
changing the accounting. When changing accounting during the approval process a Comment can be added to the
approval detailing the change made.
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Approval Paths

Approval Path

Delete Order Approver Alternate Level Date Requested Date. Action Comments
Sequence Approver
1 Lorri Lawton 1 117282017 11:52 A

I T L —
‘Add/Delete Approver

Approval Actions

Oplions @) ppprove O Disapprove O Cancel Requisition

Comment [Updated Accounting .

Save & Exit

Cancel Requisiion | [ Clone Requistion || Print
Copyright @ 2017 Periscope Holdings, Inc. - Al Rights Reserved.
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