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[image: ]Click “Main Menu”, “eProcurement”, then “Requisition”.

[image: ]Click “Add”. If you don't get this screen, go to the next page.

[image: ]Click “Express Item Entry”.

[image: ]You CANNOT change the price on this screen.  Do not try to edit.
Input “Quantity”. For a change order to increase price(s), it must be 1 and you must have one line only. If you’re doing a change order to add new line(s) to your PO, input full quantity on each new line.
Input “UOM” or Unit of Measure.  If you do not know which one to use, click the magnifying glass and choose one.  Only available UOMs will populate.
Input “Item ID”.  If you do not know the item ID, click the magnifying glass, which will bring up a search field.

[image: ]When you are finished adding items, click “Add to Cart”.
If you need to add more lines, click the “Plus” sign.
Input “Supplier Location” number. Ensure that you are using the correct location.
Input “Supplier ID”.  If you do not know it, click the magnifying glass and use the search field to locate it. Ensure that you are using the correct supplier ID.
Click “Supplier Information”.

[image: ]When you’ve added all of the lines you need, click “Checkout”.

[image: ]Change price here.  If you’re doing an IT or Telecommunications change order to increase price, input the total dollar amount of the increase if you are increasing already existing lines.  If you’re doing a change order to add new line(s), input full price.
Enter your Requester ID
Click icon for Line Details.
Enter your “Requisition Name”.  This shall include your Facility/Unit and a description.  For a new purchase always include the FY.  For a change order  always include "C/O" and the 5 digit PO number.  Examples:
JEHCC FY16 Copiers 
Admin C/O to PO 59327

[image: ]Input “Contract Line” number here.
If what you’re purchasing is on Statewide Contract, input “Contract ID” here.  If you are unsure, click the magnifying glass to the right to search.
Ensure that your DOC Buyer user ID is listed.  If not, change it.
If your purchase is for “Goods” or “Services”, use this box to state which one.
If this is a one quantity “Amount Only” purchase, check this box.
If this is going to be going out for sealed bid, check “RFQ Required”.

Line Details (continued)
Use the scroll bar to scroll to the bottom of the Line Details window.

[image: ]Make sure “Override Suggested Supplier" IS checked.
Uncheck “Consolidate with other Reqs” and “Calculate Price”.

Click “OK” when done.



If you checked "Amount Only" and you get this message, click "Yes".






[image: ]



[image: ]Click “Add” under “Comments”.

[image: ]Ensure that “Send to Supplier” is checked.
Put all specifications about the line in the first comment box.  Examples include: Cell phone for Warden.  Number xxx-xxx-xxxx.  OR if you are bidding out a washing machine, put all required specifications in this box. 
Note: If you are doing an IT or Telecommunications change order, you only need to state what you need the increase or new line for.  You can put all lines that need to be increased in one line on your requisition.  If you need to add new lines, you must add necessary lines.  An example for an increase: “In reference to PO number 13190*****, line 2, an increase is being requested due to (example: high usage, unexpected purchase, etc).  The quantity will increase from 1,200 to 1,500 at $0.015 per copy.  This will result in an increase of $4.50 for this line. (Initial and date).


When you have completed, click “OK”.
Click on Plus sign to bring up additional comment boxes if you require them.
To add attachments (ie signed approval route slips, quotes, invoices, etc) click on “Add attachments”.  You can then browse for the document you need to attach in your files. Documents need to be pdf, Microsoft Word or Microsoft Excel files.  Add all attachments to line 1.


[image: ]Click “Expand Selection”.

[image: ]Click “Expand Selection”.
Input YOUR “Ship To” location number.
Input YOUR “Billing Location” number.
If you have multiple lines that will be the same information, click “Select All”.
Input “Attention To” contact person who is going to be receiving the shipment.

[image: ]If you are using a CFDA (grant funding), you must put this funding information in both CFDA# here and on the Line Comments.  Line Comments are discussed on page 12 and Header Comments are discussed on page 17 of this guide.
Input correct “Account Code”, “Sub-Account” (if applicable), “Fund Type”, “Class Funding”, “Dept”, “Bud Ref”.  If you do not know which account code to use, contact DOC Admin Accounts Payable.
Click “Chartfields2”.

[image: ]Ensure that “Budget Date” is correct.  If you are doing a PO in advance for the next FY, it must be “07/01/XX”.
Click “Budget Information”.

[image: ][bookmark: _GoBack]Do not attach documents here.  “Requisition Comments" and "Approval Justification" are required to have the exact same text.  For new purchases the text is required to have the comments listed on the “Justification/Header (Edit) Comments for all requisitions/POs” guide.
Note: If you are doing an IT or Telecommunications change order, you only need to state what you need the increase or new line for.  An example for an increase: “In reference to PO number 13190*****, line 2, an increase is being requested due to (example: high usage, unexpected purchase, etc).  The quantity will increase from 1,200 to 1,500 at $0.015 per copy.  This will result in an increase of $4.50 for this line. (Initial and date).
Ensure that “Send to Supplier” is checked.

REQUISITION COMMENTS ARE REQUIRED TO BE IN THIS ORDER

REQUIRED for IT Statewide Contract 
Release from  ITSWxxx

REQUIRED FOR A REQUISITION WHICH WILL BE BID OUT (IT or NON-IT)
Request for a (one-time, definite quantity or indefinite quantity) purchase.
If definite or indefinite quantity:
	Requested Contract Period:
	Requested Agreement Period:

REQUIRED FOR A REQUISITION WHICH WILL BE CONVERTED DIRECTLY TO PURCHASE ORDER BY CONTRACTS AND ACQUISITIONS
FYxx One-Time Purchase 
---Or---
Contract Period: mm/dd/yy thru mm/dd/yy 

REQUIRED IF AVAILABLE 
Previous Year’s PO Numbers

Vendor contact:
Phone:
Email address:

REQUIRED FOR ALL 
Agency Contact:
Phone: 
Email address:

Billing Contact:
Phone:
Email address:

JUSTIFICATION:
1.   Definition of the requirement/ What are we buying/leasing?
2.   Analysis of existing agency resources.  Is the requirement available elsewhere in the agency?
3.   Objective of the acquisition:  Why do we need to purchase this?
4.   Evaluation of the procurement method:  Bid, Release, OCI/Agri, Spot Buy, Exempt, Direct
5.   Development of specifications:  If bidding, are specs non-restrictive to maximize reasonable
      competition?
6.   Any other information to support the acquisition?
7.   Labor:  Describe any labor that will be involved with the acquisition including who will be doing the
      labor (i.e. installation start up, inspection).
8.   Total Project:  if this acquisition is part of a project, what is the estimated total project amount?  How much has been spent to date and thru what procurement method the money was spent     (i.e. statewide contract, purchase order release, or super p-card)
9.	Impact on agency/unit if denied.  

TERMINATION FOR CAUSE:  The supplier may terminate the Contract for default or other just cause with a 30-day written request and upon written approval from DOC.  The State may terminate the Contract for default or any other just cause upon a 30- day written notification to the supplier. The State may terminate the Contract immediately, without a 30-day written notice to the supplier, when violations are found to be an impediment to the function of an agency and detrimental to its cause, when conditions preclude the 30-day notice, or when DOC determines that an administrative error occurred prior to Contract performance. If the Contract is terminated, the State shall be liable only for payment for products and/or services delivered and accepted.

TERMINATION FOR CONVENIENCE: The State may terminate the Contract, in whole or in part, for convenience if DOC determines that termination is in the State's best interest.  The agency shall terminate the Contract by delivering to the supplier a Notice of Termination for Convenience specifying the terms and effective date of Contract termination.  The Contract termination date shall be a minimum of 60 days from the date the Notice of Termination for Convenience is issued by the agency. If the Contract is terminated, the State shall be liable only for products and/or services delivered and accepted, and for costs and expenses (exclusive of profit) reasonably incurred prior to the date upon which the Notice of Termination for Convenience was received by the supplier.

FUNDING:  Due to possible future reductions in State and/or Federal appropriations, the Department cannot guarantee the continued availability of funding for this contract.  In the event funds to finance this contract become unavailable, either in full or in part, due to such reductions in appropriations, the Department may terminate or reduce the contract in consideration and upon notice in writing to the Vendor.   The Department shall be the final authority as to the availability of funds.  In the event of non-appropriation of discontinuance of funding for this contract, the Vendor will be paid for products and/or services provided up to the effective date of termination.

REQUIRED SECURITY LANGUAGE FOR INSTITUTIONS
NOTICE TO VENDORS:
Security.  Contractors employees, agents, and representatives shall comply with all security and identification procedures at DOC facilities.  DOC is responsible for alerting Contractor to these requirements prior to the commencement of work.  
Security requirements may include, but are not limited to:
Identification:  All employees, agents, and representatives of the Contractor, while working on State property, shall carry or display acceptable identification.  
Vehicle Security:  Drivers must turn off vehicle motors and lock cab doors whenever their truck is unattended.  Trucks shall be searched prior to entry and exit, causing up to a 30 minute delay each way.
Offender Contact:  Contractors employees, agents, and representatives shall minimize interaction with offenders or patients, and shall report any verbal contact to DOC facility security staff before leaving the site.
Subject to Search: All persons, vehicles, packages and equipment entering a DOC facility are subject to search.  Persons are typically pat searched and required to clear metal detection devices.  Packages, briefcases, purses, etc.,. searched with x-ray equipment.  Drug K-9 may also be used to search persons, vehicles, packages, and equipment.  
Contraband:  Contractors employees, agents, and representatives shall not have any weapons (including jack knives or box cutters), cell phones, pagers, drugs, tobacco products or any item deemed by facility to be potential contraband.  Correctional officers can hold these items for delivery drivers at the delivery sally-port and return them as the driver exits the grounds.  Any illegal items shall not be returned and shall be reported to local law enforcement.
Security Clearance:  Contractors employees, agents, and representatives who enter secure facilities shall have prior approval to enter from facility security staff, generally involving a background check to ensure that they are not convicted felons.  The Contractor shall submit background check requests a minimum of two weeks prior to arriving at the facility.  At the facilities discretion, Contractor shall comply with any requests to reassign a Contractor employee, agent, or representative, whether or not the individual has passed the background check if it is determined by facility that there is a security concern.
Tobacco Use Prohibited.  The use of tobacco products is prohibited throughout all indoor and outdoor areas of property owned, leased, loaned or under the control of DOC, including parking lots owned or under the control of DOC.



REQUIRED SECURITY LANGUAGE FOR COMMUNITY CORRECTIONS
NOTICE TO VENDORS:
Offender Contact:  Contractor’s employees, agents, and representatives shall minimize interaction with offenders or patients, and shall report any verbal contact to DOC facility security staff before leaving the site.
Subject to Search: All persons, vehicles, packages and equipment entering a DOC facility are subject to search.  
Contraband:  Contractor’s employees, agents, and representatives shall not have any weapons, tobacco products or any item deemed by facility to be potential contraband.
Tobacco Use Prohibited.  The use of tobacco products is prohibited throughout all indoor and outdoor areas of property owned, leased, loaned or under the control of DOC, including parking lots owned or under the control of DOC.

REQUIRED IF vendor is coming onto DOC Property to provide a service (but not required for SW contract or Interagency) 
SERVICE JUSTIFICATION: 
The State Official signing this requisition affirms any contract resulting from this request shall comply with the following:
A. No employee of the state agency is able and available to perform the       
    services to be provided pursuant to the contract.
B. The state agency shall receive, review and accept a detailed work plan from 
     the supplier for performance pursuant to the contract if requested by the 
     State Purchasing Director.
C. The state agency has developed, and fully intends to implement, a written 
     plan providing for the assignment of specific state agency personnel to:
    1) Monitoring and auditing supplier performance, 
    2) The periodic review of interim reports, or other indications of performance, 
        and
    3) If requested by the State Purchasing Director, the ultimate utilization of the 
        final product of the nonprofessional or professional services.
D. The work to be performed under the contract is necessary to the state 
     agency's responsibilities, and there is statutory authority to enter into the 
     contract.
E. The contract will not establish an employment relationship between the 
     state or the state agency and any persons performing under the contract.
F.  No current state employee will engage in the performance of the contract, 
     unless specifically approved by the State Purchasing Director.
G. The purchase of the nonprofessional or professional services is justified, 
     and 
H. The contract contains provisions that are required by 74 O.S. Section 85.41.
NOTE:
This requisition for services, in accordance with 74 O.S. Section 85.4.E.1, must be signed by the Chief Administrative Officer of the State agency or the Chief Administrative Officer of the requisitioning unit.


[image: ]If you are ready to submit, click “Save & submit”.  If not, click “Save for Later”.  If you click “Save & submit, go to next page.  If you clicked “Save for Later”, a “Requisition ID” number will populate below the “Requisition Name” field.  Save this number.  You will need it to get back to that requisition.

[image: ]Click “Check Budget”.  Ensure that “Budget Status” is “Valid”.  If it says error, something was put in the funding information incorrectly.  Go back and fix this by going to “Edit Requisition”.
This is your requisition number.  Save it.
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