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Guide Overview

Guide This guide provides a comprehensive review of the Supply Chain Management (SCM)
Description ~ Processes.
This guide consists of the following modules:

e Module 1: Course Introduction
e Module 2: Supply Chain Management (SCM) Fundamentals

e Module 3: Course Summary
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Topics

Module 1: Introduction

This module covers the following topics:

Learning Objectives

Roles and Responsibilities
Navigation

Purpose and Benefits

The End-to-End Business Process

inferms
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Module 1: Introduction
Learning At the conclusion of this guide, participants will be able to:
Objectives e Understand the fundamentals of INFORMS Supply Chain Management (SCM)
e Understand the SCM end-to-end processes

e Understand the Integration points between SCM Procurement and Finance
modules within INFORMS
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Module 1: Introduction

Audience: The following roles are associated with this topic and will play a part in conducting the

related business processes for the County:
Roles and

Responsibilities All INFORMS end users with SCM related roles
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Navigation

Module 1: Introduction

inferms

Below are the steps to navigate to Supply Chain Management (SCM) Fundamentals,

which will be used for navigation in the rest of this guide:

1. Loginto INFORMS and select Finance/Supply Chain (FSCM) from the home landing

page below.
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2. Select Supply Chain Operations.
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Module 1: Introduction

Purpose and The key changes to the Supply Chain Management (SCM) Fundamentals, business
Benefits process include:

Providing the ability to manage the lifecycle of capital projects and the
procurement of goods and services

Providing the functionality to create purchase requisitions, solicitations, suppliers’
contracts, purchase orders, and receipts.
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Module 1: Introduction

The End-to-End
Business
Process
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Module 1:
Introduction
Summary

Module 1: Introduction

The following key concepts were covered in this module:

Learning Objectives

Roles and Responsibilities
Navigation

Purpose and Benefits

The End-to-End Business Process

inferms
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Module 2: Supply Chain Management (SCM) Fundamentals
Lessons This module includes the following lessons:
e INFORMS SCM Fundamentals
e SCM End-to-End Process

e Integration points between SCM and Finance INFORMS modules

11
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Lesson 1:
Overview

Lesson 1: INFORMS SCM Fundamentals

At the conclusion of this lesson, you will be able to:

e Understand INFORMS Supply Chain Management (SCM) Fundamentals

inferms
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Lesson 1:
Introduction

Lesson 1: INFORMS SCM Fundamentals

INFORMS SCM has many benefits. INFORMS enables comprehensive tracking and
reporting on the goods and services purchased from contracts. All assets and expenditures
will be tracked and maintained in one central system.

INFORMS SCM has five main business processes that will be used to procure goods and
services for user departments. For an overview of the SCM business processes, let’s take a
brief look at each of the five SCM modules and their respective business processes.

13
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Lesson 1: INFORMS SCM Fundamentals

The following key terms are used in this lesson:

Definition

A submission of a response to an event

Bidder

Organizations that are interested in doing business with the County
and interested in responding to solicitations bidders are stored
separately from Suppliers. Bidder tables act as a holding place until
the bidder is awarded an event. Once an event is awarded to a
registered bidder, they become a Supplier

Bind Variable

Variable definitions that enable a user to map source transactional
values, such as a purchase order number to content within clauses,
sections, and Microsoft Word templates. Enables a user to retrieve
actual field values from a transaction's record or wizard response
when the system processes the rule during document generation

Budget Check

Budget Checking enables a user to control encumbrances and
expenditures automatically by checking them against predefined,
authorized budgets. All procure-to-pay transactions must be budget
checked

Business
Intelligence
(BI)

Provides a full range of business intelligence capabilities that allows
the user to collect up-to-date data from their organization, present
the data in an easy-to-understand formats, such as tables and
graphs, and deliver data in a timely fashion to the employees

Buyer

A user that manages purchase orders and relationships with
suppliers. All users with the Department Buyer role will have
defaults established to streamline PO data entry as it defines the
default information that appears on a PO for a Buyer

Category
Contact

Enable a user to create a contract based on a category (NIGP code)
of items. Category contracts are typically used to set up a
percentage-off list price that applies to any item within the
category. Using category contracts, user can also define items that
can be excluded

Collaboration

Collaboration is an optional function that may be used when
creating contract documents to share and track edits to documents
across internal and external collaborators.

14
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Lesson 1: INFORMS SCM Fundamentals

Key Terms The following key terms are used in this lesson:

Vs Term Definition

A textual agreement document created in INFORMS Supplier
Contract Management between the County and the Supplier that

Contract . . . .
establishes an obligation to perform—or refrain from performing—a
specific duty

Database A systematized collection of data that can be accessed immediately
and manipulated by a data-processing system for a specific purpose
The basic building block for a document, clauses can include the

Document . "

Clause wording for contract terms and conditions that user store, update,

and reuse within a document

County/Department end-user that will have the ability to create,

Event Buyer .
analyze, and award sourcing events

Enable a user to create a contract based on specific items

Fixed Item referenced on the contract. User can also establish multiple
Contract contracts for the same item and supplier combination, as long as
the beginning dates of the contracts do not overlap

INFORMS INFORMS pages within each module that allow the user to review
Inquiry (lookup) existing information

INFORMS Run pre-defined specific queries to extract precise information
Query

Purchasing transaction entered into the system to denote that
Inspection received goods have been examined (inspected) to determine
conformance to the purchase specifications.

An ltem represents a good that is purchased from the supplier.
Unique identifiers may be established in the Item Master table for

Item . . .
an item to reduce redundant data entry during requisition and
purchase order processing
Facilitates selection of goods and services maintained in the Item
Item Catalog

Master table from a catalog during the creation of a requisition

15
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Key Terms

A9

Lesson 1: INFORMS SCM Fundamentals

Term

Open Item
Contract

The following key terms are used in this lesson:

Definition

Enable a user to create a contract which applies to any
goods/services that are purchased from the supplier while the
contract is in effect. Open-item contracts are typically used to set up
a percentage-off list price that applies to any good/service that is
purchased from the supplier.

Both fixed items and open items can be established on an open item
contract

inferms

PO Close

A systematized collection of data that can be accessed immediately
and manipulated by a data-processing system for a specific purpose

PO Dispatch

The PO Dispatch process sends purchase orders and change orders
to suppliers. Options include print, email and phone. Purchase
orders that are created from requisitions that were created with
items from the County catalog

Punch Out

County/Department end-user that will have the ability to create,
analyze, and award sourcing events

Requestor

Enable a user to create a contract based on specific items
referenced on the contract. User can also establish multiple
contracts for the same item and supplier combination, as long as
the beginning dates of the contracts do not overlap

Requisitioner

A user that enters a requisition into INFORMS. Users with this role
can create a requisition for themselves or on behalf of another
Requestor within their department

Report Provides a single place where the user can view previously run
Manager reports

Purchasing transaction entered into the system to denote details for
Return to . . .

goods being returned to the supplier as a result of being damaged,
Vendor (RTV) .

wrong goods received, etc.

RFls, Simplified Bids, RFBs and RFPs are referred as an “RFx” in
RFx Event

INFORMS

16
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Lesson 1: INFORMS SCM Fundamentals

Key Terms The following key terms are used in this lesson:

Vs Term Definition

A database record that provides values for report settings. Instead
of entering the same values each time the user runs a report, they

Run Control ) , .
create and save a run control with those settings. The next time

ID
they run the report, they select the run control, and the system fills
in the settings
Organizations that are actively doing business or have done
business in the past with the County or otherwise receiving
. ayments from the County. Supplier data is used in the followin
supplier pay y. Supp g

transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased

17
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Lesson 1: INFORMS SCM Fundamentals

Lecture 1: eProcurement: This module initiates the procure-to-pay business process by providing
INFORMS SCM the functionality to request goods and services for purchase. In this module user will
create and maintain requisitions to include, integrating with the County’s e-catalog to

Fundamentals , ) .
select items and process the items through the INFORMS requisition.

e Manage Items and Catalogs
e Manage Requisitions

Supplier Contract Center: This module provides robust document management
authoring capabilities to create and manage written contracts, sourcing events, purchase
orders, and ad hoc documents using Microsoft Word. The module also provides a
structured method to develop and manage a contract clause library and the document
management life cycle.

e Create Supplier Contracts

e Approve Supplier Contracts

e Execute Supplier Contracts

e Manage Contract Deliverables

e Amend Supplier Contracts

e Manage Supplier Contract Standards

Buyer: This module is the center of the procure-to-pay process. It streamlines the
purchasing process through the creation of Procurement contracts, purchase orders, and
receipts.

e Manage and Record Purchase Orders
e Record Receipt of Goods & Services

Contract/Sourcing: This module facilitates collaboration between procurement
professionals in user departments and the suppliers of the goods and services. Users are
able to use the Strategic Sourcing module to manage and execute the bidding process.

e Manage Bidders

e Manage Sourcing

18
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Lesson 1: INFORMS SCM Fundamentals
Lecture 1: SCM Integration Across Business Processes

INFORMS SCM The SCM modules integrate information across business processes to complete the

Fundamentals procure-to-pay life cycle which provides real-time visibility and transparency to data
throughout the County. the chart below summarizes how each of the SCM modules
integrate with each other and some of the Finance modules in the INFORMS system.

eProcurement (ePro)

Buyer

Contract/Strategic Sourcing
(SS)

Supplier Contract Center
(sC)

19
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Lesson 1: Lesson Summary
Now that you have completed the <Lesson Name> lesson, you should be able to:

e Understand INFORMS SCM Fundamentals

20
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Lesson 2:
Overview

Lesson 2: SCM End-to-End Process

At the conclusion of this lesson, you will be able to:

e Understand the details of the SCM modules’ end to end processes

inferms
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Lesson 2: SCM End-to-End Process

Lesson 2:
Introduction

TAXSYS / Banks /
Other Integrating Systems

inferms

The SCM modules support the business process of procuring goods and services from
suppliers in order to continue business operations. Business processes include actions
involving requisitions, purchase orders, change orders, receipts, procurement contract,
sourcing events and creating supplier contract management documents.

Business Process

PROCURE TO PAY

4, PURCHASE ORDER

(Central/Department)

+ Capy from Cntract or Requisition
+ Aogtove PO

6. YOUCHER

(Department / Costrel Finsnza)

Cheek

1. REQUISITIONS 2. SOURCING EVENT 3. CONTRACT . m‘msmm 5. RECEIPT

(Central/Department) (Contral Departmest) (Department) (Departavent) Z
* Add items and calogeries S

- o Create Group Multi -Supplier v Sl
¢ bt ks “m o & PO " i : $‘
o Manage Niocatien - R t AP
: F‘h?mmﬂmmm * Grote Prshasing Contrct :x»$ W’{‘% w mmmo
{0 < o fnter Approves
B iy i Sl

o +.. JogroresPuchise sl Romiah

-~ N\ -\{:1:9& Talloving muum w
n'?‘.“ Requisition %w,oolu role » the supplier
Requisition ~ Approvers Amcunt Commodity contiguration. poge.
PIOCESSA  poeviyes m\ﬂd'ﬂ
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tesposible 0F  gn aay of the Retainage
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Lesson 2: SCM End-to-End Process

Lecture 1: A critical step in any procurement business process is to define what is needed, when it is

eProcurement needed, and in what quantity. This is done by a requisitioner creating a requisition.

Requisitions show user intent to request the purchase of goods and services. The

Module End-to- o o . . . .
requisition contains information to define the goods or services that are being requested.

End Process

An End User can enter a special request which will allow user to specify the type of item
requested and tailor the fields to match the needs for the item. As part of this process all
items available for requisition will be maintained and updated for all purchasing activities

Key features of eProcurement

e One system of recording requisitions
e Master Catalog (Shopping Cart):

o NIGP Categories

o NIGP Item Master

o ITEM and Supplier Relationship

o Itemand Contract Relationship (Displayed on catalog)
e Special Request

o0 Request new items

o Suggesting new supplier

o Attachment functionality

e Approval Workflow

e Budget Checking (No pre-encumbrance)

23
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Lecture 2:
eProcurement
Module End-to-
End Process

inferms

Lesson 2: SCM End-to-End Process

Associated sub-process review:

Manage and Record POs

Once a requisition is approved it may be directly sourced to a Purchase Order. Purchase
Orders, also referred to as POs, can be generated from requisitions or directly entered by
a department in emergency circumstances. In addition, there will be certain departments
that will interface requisitions from external systems to INFORMS.

The PO transforms the intent to purchase (the requisition) into a commitment to
purchase goods or services from a supplier. The purchase order conveys the item
description, quantity, price, due date, ship-to location, and accounting information.

Once created, Purchase orders will need to be approved, and budget checked before
they are dispatched. All POs are required to route through workflow for approval. Once
approved, the PO will be budget checked which will encumber the funds. Lastly, the PO is
dispatched to the supplier. Dispatch methods within the system include print, email and
phone.

It will be the responsibility of the purchasing agents, also known as the Department
Buyer, to maintain the purchase order; including updating purchase order details and
dispatching the PO to the supplier if it is a printed PO.

Receiving Goods and Services

Receiving Goods and Services allows user to document when goods and services are
received from suppliers. Correct accounting of goods and services, along with the date
received, is needed to confirm that what was ordered was received. The delivery of
requested goods or services marks a transition in the Procure-to-Pay process from a
purchasing activity to a payable’s activity. In fact, the date of receipt of goods or services
along with the invoice receipt date drives the payment date to the supplier. Received
items may be staged for inspection or deployed for immediate use.

If during inspection goods are found to be damaged or the wrong goods were received,
they will need to be returned to the vendor.

24
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Lecture 1:
eProcurement
Module End-to-
End Process

Lesson 2: SCM End-to-End Process

Having entered, budget checked and submitted a requisition, it will be routed for
approval(s) and then sourced to a purchase order in the INFORMS Purchasing module.
The purchase order is then dispatched to the supplier who fulfills the order by shipping
the requested items.

REQUISITION WORKFLOW [stac:

User Submit
Requisition for
Approval

In INFORMS, purchasing users will have the ability to create Purchase Orders directly
online either with or without a requisition having been created prior. Purchase Orders
consist of four key sections which include the header, line, schedule, or and distribution.
The user can create multiple purchase order lines, and shipping schedules to identify to
suppliers when and where to ship goods. Users will also have the ability to create
multiple distribution lines as necessary, for example, if one has to share the cost of the
purchase between departments or divisions. In addition, users can add comments and
attachments, and enter P-Card and contract information to the Purchase Orders. The
users can then submit the Purchase Order for approval or place it on hold, which
prevents any further processing until the hold is removed.

25
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Lesson 2: SCM End-to-End Process
Lecture 1: A critical step in any procurement business process is to define what is needed, when it is

eProcurement needed, and in what quantity. This is done by a requisitioner creating a requisition.
Module End-to- Requisitions show user intent to request the purchase of goods and services. The

requisition contains information to define the goods or services that are being requested.
End Process

And End User can enter a special request which will allow user to specify the type of item
requested and tailor the fields to match the needs for the item. As part of this process all
items available for requisition will be maintained and updated for all purchasing activities

Key features of eProcurement

e One system of recording requisitions
e Master Catalog (Shopping Cart):

o NIGP Categories

o NIGP Item Master

o ITEM and Supplier Relationship

o Itemand Contract Relationship (Displayed on catalog)
e Special Request

o Request new items

o Suggesting new supplier

o Attachment functionality
e Approval Workflow

e Budget Checking (No pre-encumbrance)

26
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Lecture 2:
Strategic
Sourcing Module
End-to-End
Process
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Lesson 2: SCM End-to-End Process

Associated sub-process review.

Bidders vs. Suppliers

The INFORMS system makes a distinction between the term “bidder” and “supplier” as
they relate to Miami-Dade County. A bidder is an entity that desires to bid on an event
that has not previously done business with the County and has never been awarded a
contract.

A supplier is an entity that has gone through the vendor services supplier registration
process. In the specific case of a bidder, once a bidder has been recommended to be
awarded an event, they will receive notification to run through the vendor services
supplier registration. They will receive a supplier ID and will be considered a supplier
going forward.

Each bidder must complete a simple registration process which will enable them to see
and bid on events. Once registered, bidders will receive email notifications for Miami-
Dade County solicitation or sourcing event requesting a response. Bidders that are
registered will submit their bid responses electronically in INFORMS.

Manage Strategic Sourcing Overview

The Event Buyer will create the sourcing event. A sourcing event can be created by
copying from a requisition, existing purchase order, sourcing template, a delimited file,
or another event. When the Event Buyer finishes defining the event and configuring the
line items, the Event Buyer can search and select bidders to invite to bid on the event
and then post the event. If required, posting the event sends the event for approval. If
approved, notifications will be sent to the invited bidders.

Once the bid period is closed, the submitted bid responses will be analyzed and
evaluated, and the event will be awarded to the qualified bidder or bidders. Event Buyers
can choose to award the lowest by group, lowest by line, or lowest in the aggregate. The
buyer posts the award into a child contract or a purchase order.

27
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Lesson 2: SCM End-to-End Process

Strategic Sourcing facilitates collaboration between procurement professionals and

Lecture 2 suppliers of goods and services by gathering competitive pricing, analyzing bids, and

Strategic awarding the most qualified bidders. Strategic Sourcing will assist in standardizing the
Sourcing Module  Request for Information, Simplified Bid, Request for Bid, and Request for Proposal
End-to-End business processes. Request for Bids and Request for Proposals are required to be
Process entered into INFORMS while Simplified Bids are optional but recommended.
sn“nci 'I'“ co“lnﬂm (nFI] E’f?;—;ﬁ?{,{gg }g ,%’22?% process covers the creation and analysis of a Request for
g event and the creation of the Group Multi Supplier (GMS)
Business Process Fool

1
1
CREATE - RFIEvents « Approve/Deny Events BIDON * View Evsms ANALYZE - geceive Bid&% 1
« RFxDocuments = Approve/Deny RFx + Enter Bids « Recommen 1
RFI EVENT « Bid Factors Documents EVENT | Submit Bids EVENT Award 1
« Invite Bidders 1
« Post Events 1
1
H 1
R Strategic Strategic Bidder/ Central GMS ﬂ Ay 1
Sourcing Sourcing Supplier Contract Approver !
0 Buyer Event Administrator 1
Approver o- 1
L@ 2 a al O7-
E [ 2] CREATE * Update Contract  * Create GMS Pools
Status « Create Bidder Groups
s GMS POOL = Establish Allocations
Buyer role Approver role  Bidder/ Administrator Approver role
responsible responsible Supplier role role responsible  responsible for
for creating for approving  responsible forcreatingand  updating the
and analyzing or denying for submitting  maintaining contract entry
sourcing sourcin qualifications  supplier contract  statusona
events, events & RFx  on a bid. documents to GMS contract.
Documents. include contract
agreements,
modifications,
OTRetc.
nEPnn'I'ME"'I'nl snunc! 'l'o cn""‘nc‘l’ (nfx] This Source to Contract process covers the creation, analysis, and
: awarding of an RFx sourcing event and the creation of the Purchasing
Business Process Ll
« Create Events R BID ON @ « View Events
¢ RFx Documents ” EVENT ; « Enter Bids
CREATE « Bid Factors 6-a s « Submit Bids
; 1
RFx ' « Line Items \ !
N o Invite Bidders !
1 EVENT o Post Events : . Receive Bid
1 « Approve/Deny Events | ANALYZE @ . CecetlveB‘(; S
i « Approve/Deny RFx | EVENT - Tr(lela S
1 Documents ‘ - ally
. : ¢ Recommend
- ] i Award
1
1
R Strategic ¢ .‘. Strategic i AWARD
: Bidder/ : h - -
0 Sourcing Sunpli ® — & Sourcing
Buyer upprier Event EVENT
L ' Approver
* Award to:
E Buyer role Supplier role responsible Approver role *Purchasing Contracts
§  responsible for for the doc ion of responsible for the *Small Purchase Order (SPO)
the creation, activities and updates of approval or denial of  Supplier
analysis, and new contacts and sourcing events and
awaZd Iof addresses information to RFx Documents. * Award Event to PO
sourcing events. the supplier record after
they have registered.
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Lecture 3:
Supplier
Contract
Management
Module End-to-
End Process

Lesson 2: SCM End-to-End Process

Associated sub-process review:

Manage Contracts

In many instances before a purchase order is created, a contract is established with a
supplier via an awarded sourcing event. In such a case, a Procurement contract is created
in the system to capture the contract details to include supplier, start/end dates,
contract description, line-item descriptions and pricing. The contract can then be
referred to as a requisition or a purchase order to associate the purchase directly to a
supplier’s items or service. The procurement contract will also be associated with the
physically signed contract document that is created in Supplier Contract Management.
All Procurement contracts will be created and maintained in INFORMS to provide a
centralized tracking tool for all contracts.

e All Procurement contracts will follow a standard contract naming convention based
on whether it is a County-wide contract, a capital contract, Constitutional Office
contract, or a department contract.

e A contract can be established as a corporate contract that can be utilized by all
department’s enterprise-wide, or a department-specific contract that can only be
utilized by one or more departments or the Constitutional Offices.

e Contracts can also be identified as fixed-item or open item. In fixed item contracts,
the contract line items must be defined on the contract. Whereas in open item
contracts, the contract does not need to reference specific line items. A Procurement
contract can have multiple versions. However, only one version may be approved and
be active at one time.

e Once a contract is no longer in effect, the status will be changed to Closed. To close,
there cannot be any active transactions referencing the contract.
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Lecture 3:
Supplier
Contract
Management
Module End-to-
End Process

Lesson 2: SCM End-to-End Process

Manage Supplier Contract Standards

Before Supplier Contracts can be created, the supplier contract standards must be
established. This includes setting up approval types, defining contract clauses, and bind
variable mapping just to mention a few. This has already been completed by the Project
team based on the information provided by the County departments / Constitutional
Offices.

Create Supplier Contracts

Once the contract standards are set you can begin to create Supplier contract
documents. Because SCM works in conjunction with the procurement contract, purchase
order, and Strategic Sourcing functionality, SCM allows you to pull information into the
Supplier Contract documents from the existing transactions.

Negotiations
After the supplier contract is created, when applicable, the supplier and department will

enter a negotiation phase where departments review and negotiate the terms of the
contract document with both internal and external stakeholders.

Approve Supplier Contracts

Once the negotiations are complete, the supplier contract document will need to be
approved. Once the contract has been approved, it is ready to be used.

Execute Supplier Contracts
This means the system can now begin executing transactions against the approved
contract.

Amend Supplier Contracts

If updates are required after a Supplier Contract has been executed, the contract can be

amended. Amendments may result from changes to source transactions or modifications
to the contract terms. To process an amendment, a new version of the contract must be
created.

Manage Contract Deliverables

Once the contract has been executed, the deliverables should be monitored and
reviewed by the contract specialist or administrator to ensure supplier compliance.
Contracts can be recorded and tracked through the transactional purchase order.

Call out Create Supplier Contracts

Once contract standards are established, you can begin creating Supplier Contract
documents. Since Supply Chain Management (SCM) integrates with procurement
contracts, purchase orders, and Strategic Sourcing, it enables you to pull relevant
information from existing transactions directly into the Supplier Contract documents.
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Lesson 2: SCM End-to-End Process

Lecture 3: Supplier Contract documents will be created and managed in INFORMS through a
streamlined process using standardized templates. SCM provides a process to

Supplier
Contract standardize documents by providing robust document management authoring
M ; capabilities to create written contracts, solicitations, purchase orders, and ad-hoc
n men . . .
anageme documents using Microsoft Word. It also provides a structured method to develop and
Module End-to-  manage the contract document life cycle from creation to execution.
End Process
sn“nci 'I'“ co“lnﬂm (nFI] This Source to Contract process covers the creation and analysis of a Request for
- Infafmation (RFI) sourcing event and the creation of the Group Multi Supplier (GMS)
Business Process Fool
o, 2 o
s-4a
Q- " " - Q-
1
CREATE - RFIEvents . ﬁpprove;geny E\;ems BIDON - E’iew %\{gms ANALYZE * geceive Bidj 1
« RFxD t . v n . ter = Kecommen 1
RFIEVENT [ e ors ~ Documents EVENT it Bids EVENT ° ard -
« Invite Bidders 1
« Post Events 1
1
1
R Strategic Strategic Bidder/ Central GMS ﬂ ﬂ 1
Sourcing Sourcing Supplier Com;apt Approver 1
0 Buyer Event Administrator e 'o '
Approver f
L® A a a | O F-..Eoo -
-4 . « Create GMS Poal
E CREATE g&c:ﬂt: Contract . C:gzlg Bidder %ur;ups
s GMS POOL = Establish Allocations
Buyer role Approver role  Bidder/ Administrator Approver role
responsible responsible Supplier role role responsible  responsible for
for creating for approving responsible forpreatlng and  updating the
and analyzing or denying for submitting  maintaining contract entry
sourcing sourcin qualifications  supplier contract  statusona
events, events & RFx on a bid. documents to GMS contract.
Documents. include contract
agreements,
modifications,
Retc.

DEPARTMENTAL SOURCE TO CONTRAGT RFX) [ssouce oot procescoes et s

Business Process bl 0
e CreateEvents . BID ON o View Event
@ « RFxDocuments @ J EVENT L4 . EnterBids
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' « Approve/Deny Events | ANALYZE @ . CecelveB‘(; S
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E Buyer role Supplier role responsible Approver role *Purchasing Contracts
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analysis, and new contacts and sourcing events and
awa!d Iof " addresses information to RFx Documents. * Award Event to PO
sourcing events. the supplier record after

they have registered.
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Lesson 2: SCM End-to-End Process
One key feature of the INFORMS Supplier Contract module is the allocation process used
by the County for distributing dollar amount limits for each department’s procurement
activities. County contracts could be awarded to multiple vendors and include allocations
for several departments.

Countywide Contracts in the INFORMS Supplier Contract module will be created as Group
Multi Supplier (GMS or parent) contracts. Using this structure allows for multiple business
unit (department) allocations under one contract which allows multiple business units to
effect purchases from one or many suppliers using the allocations. The contract
allocations and categories (commodities) associated with the contract will be defined on
the INFORMS Allocations page, which will also reference the Bidder Group (pre-qualified
vendors) in a pre-qualification pool.
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Lesson 2: SCM End-to-End Process
In addition to putting data into the system, a real advantage of using INFORMS is that the
user can get data out of the system to assist in daily tasks and decision making in real
time. All the reports within INFORMS use real-time data. Procurement professionals will
use both INFORMS and Business Intelligence (Bl) reports; however, Bl reports are based
on the past days INFORMS transaction data.

Lecture 4:
Procurement
Reporting

inferms

Within the INFORMS there are both Inquiry pages and standard reports that utilize the
operational data for day-to-day operations.

Inquiry Pages

Cancel Requisition

+ Requisition Summary

Requisition Name Fleet

nit PR
tion ID 0000000091

Requisition Date 07/07/2020

Lines

Iem

el Description

Line 1 - Test Test

ltem ID

Details

ster MD_PO_DPT_REQUISITION_PRCSR

MD_PO_DPT_REQUISITION_PRCSR
Tota t 12222.00 USD

Request State Pending

Ship To Line State Quantity UOM p;.. Total Amount

PRO00000001 Pending Approval 10000 Each 1222200 12222 00 USD

Cancel Line

Inquiry pages will allow users to generate data based on desired search parameters as
well as export the operational data to an Excel spreadsheet so user can work with the

data.
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Lecture 4: Standard Reports
Procurement The standard reports within each module will only allow users to view, print, or save the
Reporting data in the report format. When running an INFORMS report, the user will be able to

define some of the parameters for the report before running it. To save the settings, the
user can create a Run Control ID. A Run Control ID is equivalent to doing a “Save As “of
the report settings and serves as the look-up ID for the report going forward. The settings
available will vary by report.

Reports

Expediting Report

Provides purchase order detsils such as late days and due date sorted by buyer, supplier. or due dstes

PO Listing Report

Provides purchase order informsation sorted by purchase order date, supplier. buyer, or status.

PO Status Listings

Provides purchase order status information sorted by supplier or item

PO Detail Listings

Provides detsiled purchase order information sorted by purchase order date. supplier, or buyer

PO Schedule Listings

Provides purchase order schedule information such as ship to and due date sorted by purchase order date, suppler, or
buyer.

PO To Requisition Xref
Provides a cross reference between requisitions and the purchase orders crested from those requisitions

PO Item Category Usage

Provides purchase order item usage information by catalog or supplier.

Requisition To PO Xref
Provides information about selected requisitions and the purchase orders that were created from them

Requisition Costing Summary
Provides GL business unit, account and department information summarized by requisition.

Requisition Cost Distribution Detail
Provides requisition cost distnbution detsil by business unit and date range.

Catalog Item Usage

Provides requisition item usage information for the specified catslog.
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Lecture 4: Queries
Procurement

Reporting

the data.

inferms

In addition to the standard INFORMS reports, end-users can utilize Queries. A Query is a
reporting tool that allows users to extract precise information using visual
representations of the data in the INFORMS database. This means that users with the
appropriate security can create a report tailored to the County’s business needs using

The Queries will be created by designated report writers who can publish them for user

departments to run themselves or schedule them to be pushed out to the appropriate
end-users through email or the Report Manager.

(<]

arch B
Search

Search Results

*Folder View

Query
5 Q

Query Name
MD_APR222_PROCUREMENT_REPORT
MD_EPRO201_ALL_REQUISITIONS
MD_P00208_PO_RECEIPT_INQUIRY
MD_PO00232_ITEM_USAGE_INQ

MD_P00233_PURCHASE_ORDERS

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

Advanced Search

= All Folders — v

Description

For Procurement Card Reports

Show all Requisitions

PO Receipt Inquiry

Item Last Used On A Purchase O

List All POs based on Date

begins with

Owner

Public

Public

Public

Public

Public

MD_

Folder

Runto Runto Runto
HTML  Excel XML

Definitional References

View Al

Add to

Favorites
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Lesson 2: Lesson Summary

Now that you have completed the SCM End-to-End Process lesson, you should be able
to:

e Understand the details of the SCM modules’ end to end processes

36



1111¢ rms
End User Training Resource Guide — SCM 101: Supply Chain Management (SCM) Fundamentals {1:1 . -

Lesson 3: Integration Points Between SCM and Finance INFORMS Modules

Lesson 1: At the conclusion of this lesson, you will be able to:

Overview e Understand the integration points between SCM and Finance INFORMS modules
within Commitment Control, Asset Management, and Project Costing

e Understand the matching process
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Lesson 3: Integration Points Between SCM and Finance INFORMS Modules

Lesson 3: Associated sub-process review:

Introduction Commitment Control

The Commitment Control module integrates with SCM through the budget checking
process which is performed against requisition and purchase order transactions.

The Budget Checking process is run to confirm that the ChartField coding entered on
transactions reflects a valid budget and that sufficient funds exist to make the
purchase. When a voucher is budget checked that references a purchase order, the
respective encumbrance balance is liquidated, and the expenditure amount is tracked.

Commitment Control will also identify budget check errors to reflect when the
ChartField coding is invalid or budget balances are insufficient to process the
respective transaction.

Asset Management

If the item ordered is related to an asset, then the Receipt information and Accounts
Payable information would be integrated, too, and available in the Asset Management
module.

Project Costing

If the goods or services were part of a project or grant, then the procurement
transaction information is also fed to the Project Costing module.
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Lesson 3: Integration Points Between SCM and Finance INFORMS Modules

Lesson 3:
Introduction

Some of the other Supply Chain modules also integrate with Finance modules. With this
integration, the time spent reconciling data from all of the different department systems

will no longer be needed. Instead, enterprise-wide reporting will be timely, accurate, and
efficient.

Asset i Proj i |
Capital roject Projects e Journals,
Management Assets Cosjting “am | Contracts Buldets
&3 2 Gran
kd Real State Management £ rants
Acquired (B /Maintenance Management . = Program Mgmt
Assets '[ :
Assets
Received

Revenue
Asset Addition {s),
Depreciation, i =y

) Journals
T eProcurement _Encumbrances ol Biting | g o
Purchasing B Expenses — ] Updates g

Strategic Sourcing

Billable
Transactions

Supplier Contract Mgmt Trave]

Customer Unbilled
Journals Invojces AR

Encumbrances Revenue
Journals Inventory

Journals

eSupplier

Expenditures
F\
L Accounts ___ Payments | Cash ol Cosh | Accounts R
Payable 0 Management Data Receivable  Journals
0 ES

Cash
Journals

| Expense

Journals

IS
E/Ji General Ledger / Commitment Control

The main integration between Purchasing and Finance occurs in the Accounts Payable
module. Once purchase orders have been dispatched and a receipt has been created, the
invoice will be processed through the Accounts Payable module in the form of a voucher.
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Lesson 3: Integration Points Between SCM and Finance INFORMS Modules

Lesson 3:
Introduction

Once entered, vouchers will be “matched” with purchase orders and receipt
information to ensure the invoice is being paid for the appropriate order.

There are three options for the matching process:

1. A 2-way match will match the purchase order to the voucher

2. A 3-way match will match the purchase order and receipt to the voucher

3. If applicable, a 4-way match will match the purchase order, receipt and inspection
to the voucher

After matching, vouchers are approved and budget checked, posted and paid.

The Matching Process

2-Way

e Matches the purchase order to the voucher

-Way

|

* Matches the purchase order and receipt to the
voucher

4-Way

¢ Matches the purchase order, receipt, and
inspection to the voucher

40



End User Training Resource Guide — SCM 101: Supply Chain Management (SCM) Fundamentals

Key Terms

£

Lesson 3: Integration Points Between SCM and Finance INFORMS Modules

The following key terms are used in this lesson:

inferms

Term Definition

2-Wa Two-way matching compares vouchers and purchase orders if the
Matcl‘:in Receiving Required option for the purchase order is Do Not

g Receive or Optional.
3-Wa Three-way matching compares vouchers, purchase orders, and
MathZin receipts if the Receiving Required option is Required and the

g Inspection Required option is not selected for the receiver.
4-Way Four-way matching compares vouchers, purchase orders, receivers,
Matching and inspections if receiving is required and inspection is required.

Commitment

Ensure journal entries are tracked or controlled against the

Control appropriation and departmental budget.
An automated process of comparing values found in different
business documents: Voucher, Purchase Order, Receiver, if
Matching applicable, and inspection (if applicable) prior to approving a

Voucher for payment. This process provides assurance that the
products listed on a supplier invoice were requested and received at
the appropriate price and in the appropriate quantity.
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Lesson 3: Lesson Summary

Now that you have completed the Integration Points Between SCM and Finance

Lesson
Summary INFORMS Modules lesson, you should be able to:
e Understand the integration points between SCM and Finance INFORMS modules
{‘ within Commitment Control, Asset Management, and Project Costing
e Understand the matching process
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Module 3: Guide Summary
Guide Summary The Guide Summary module covers two topics:
e Content Summary

i,

V e Additional Training and Job Aids

inferms
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Module 3: Guide Summary
Guide Summary The Guide Summary module covers two topics:
- e Understand the fundamentals of INFORMS Supply Chain Management (SCM)

{ objectives
[ ]

Understand the SCM end-to-end processes

e Understand the integration points between SCM and Finance INFORMS modules
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Module 3: Guide Summary

You have completed the Supply Chain Management (SCM) Fundamentals guide. You
now should be able to:

SCM 201 — Manage and Record Requisitions

SCM 202 — Manage and Record Purchase Orders

SCM 203 — Record Receipt of Goods and Services

SCM 205 — Departmental Supplier Contract Management
SCM 206 — Grantor Management

SCM 301 —Central Supplier Contract Management

FIN 303 — Central Supplier Management

You also have the following resources available to you:

Job Aids

For additional information, be sure to visit:

eMiamidade.gov/informs
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Module 3: Guide Summary

Key Terms The following key terms are used in this guide:

Vs Term Definition

' Facilitates selection of goods and services maintained in the Item
Master table from a catalog during the creation of a requisition.

An automated process of comparing values found in different
business documents: Voucher, Purchase Order, Receiver, if
applicable, and inspection (if applicable) prior to approving a
Voucher for payment. This process provides assurance that the
products listed on a supplier invoice were requested and received at
the appropriate price and in the appropriate quantity.

Enable a user to create a contract which applies to any
goods/services that are purchased from the supplier while the
contract is in effect. Open-item contracts are typically used to set up
Open Item a percentage-off list price that applies to any good/service that is
Contract purchased from the supplier.

Item Catalog

Matching

Both fixed items and open items can be established on an open item
contract.

The PO Close process occurs at the end of the INFORMS Purchasing
PO Close transaction life cycle. The PO Close process will be run manually to
close POs that have been fully liquidated or will no longer be used.

The PO Dispatch process sends purchase orders and change orders
to suppliers. Options include print, email and phone. Purchase
orders that are created from requisitions that were created with
items from the County catalog.

PO Dispatch

The process of leaving a requisition to access the County catalog to
Punch Out pull the items into a requisition for processing and sourcing to a
purchase order.

Requestor A user that needs to procure goods or services.

A user that enters a requisition into INFORMS. Users with this role
Requisitioner | can create a requisition for themselves or on behalf of another
Requestor within their department.

Report Provides a single place where the user can view previously run
Manager reports.

46



End User Training Resource Guide — SCM 101: Supply Chain Management (SCM) Fundamentals

Key Terms

A9

Module 3: Guide Summary

The following key terms are used in this guide:

inferms

Term Definition

Return to Purchasing transaction entered into the system to denote details of
goods being returned to the supplier as a result of being damaged,

Vendor (RTV) .
wrong goods received, etc.

REx Event RFls, Simplified Bids, RFBs and RFPs are referred as an “RFx” in
INFORMS.

A database record that provides values for report settings. Instead
of entering the same values each time the user runs a report, they

Run Control , ) )

D create and save a run control with those settings. The next time
they run the report, they select the run control, and the system fills
in the settings.

Organizations that are actively doing business or have done
business in the past with the County, or otherwise receiving
] payments from the County. Supplier data is used in the following

Supplier . . i
transactions: Sourcing Opportunities (RFPs, RFQs, etc.), contracts,
requisition, purchase order entry, receiving/returning goods,
voucher entry, payments for goods/services purchased.

2-Wa Two-way matching compares vouchers and purchase orders if the

y. Receiving Required option for the purchase order is Do Not

Matching . .

Receive or Optional.
3-Wa Three-way matching compares vouchers, purchase orders, and
y. receipts if the Receiving Required option is Required and the
Matching . . . .
Inspection Required option is not selected for the receiver.
4-Way Four-way matching compares vouchers, purchase orders, receivers,
Matching and inspections if receiving is required and inspection is required.
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