LOS ANGELES COMMUNITY
COLLEGES
Changing

e SAP Go-Live Bulletin

7 PROCUREMENT #4 — CONTRACTS: USE OF THE DOCUMENT TYPE
PO/CO.

February 20, 20032

TO: Presidents, Vice Presidents, College Financial Supervisors, Enterprise
Managers, Bookstore Managers, Cafeteria Managers, Facilities Managers,
Financial Aid Managers, Community Services Managers, Senior Staff, District
Office Managers

FROM: Kenneth Takeda, Director
Business Services

SUBJECT: Using Document Type PO/CO for Contracts

The purpose of this communication is to outline the difference between the SAP
Purchase Order/Contract (PO/CQO) and the SAP Purchase Requisition/Request for
Contract (PR/RFC). This bulletin also includes procedures for entering contracts into
SAP as Document Type PO/CO.

NOTE: This Go Live Bulletin does not cover using the PO/CO document type for
inputting INCOMING FUNDS (i.e. grants and SFPs). Please see Go Live Bulletin
Procurement #3 — Specially Funded Programs for instruction on inputting funds.

Purchase Requisitions vs. Purchase Orders

Definition

In SAP, Purchase Requisition is abbreviated as PR. A Purchase Requisition is actually a
document category that has two document types:

e PR, or purchase requisition (which is redundant but part of the system configuration)
e RFC, or request for contract

Therefore, in SAP, a purchase requisition is designated PR/PR, and a request for
contract is designated PR/RFC.



In SAP, Purchase Order is abbreviated as PO. A Purehase--Purchase Order is actually a
document category that has four document types:

e PO, or purchase order

CO, or contract

FOF, or facilities order form

STA, or short-term agreement.

Therefore, in SAP, a purchase order is designated PO/PO, a contract is designated
POI/CO, a facilities order is designated PO/FOF, and a short-term agreement is
designated PO/STA
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Process

When you create a PR/RFC in SAP for your campus, it must go through a set of SAP
"release strategies" until it reaches the District Contracts Office (for City, Harbor and
Southwest Colleges) or your College Procurement Specialist (for East, Mission, Pierce,
Trade-Tech, West, and Valley Colleges). These people will then convert the PR/RFC into
a PO/CO, and inform you of the new contract number generated by SAP.

When you create a PO/CO in SAP for your campus, you will immediately generate the
contract number that can be used from year to year, not to exceed five years (there is five-
year limit for contracts for services, according to California Education Code [Ed. Code]), |
without having to generate a new contract number (PO/CO number).

Usage

You may use a PO/CO only if:

1. The contract is for the 2002-2003 fiscal year,

2. The contract documents are already signed (i.e. as a prerequisite to the Colleges
being granted state funds), and

3. A set of fully signed agreements exist but have not yet been given contract (PO/CO)
numbers (which must be generated by SAP).

Note: Contract numbers cannot be generated until funds commitments (encumbrances of
funds) are processed through SAP either via a PO/CO or a PR/RFC.

Additional Encumbrances

For each additional encumbrance of funds for the current and future fiscal years, however,
each College must generate a PR/RFC. The PR/RFC will go through the SAP release
strategies to the College Procurement Specialist or Contracts Analyst, who will then
"incorporate the PR/RFC by reference" into the original PO/CO and create the additional
line item.

Consistent Contract Number

A PO/CO contract number that is generated in SAP cannot exceed a duration of three
years for contract purchasing of goods and supplies, or five years for services (including
maintenance of equipment), in accordance with Ed. Code Section 81644 or a duration of
ten years for lease or lease/purchase of equipment (Ed. Code Section 81552). This policy
will make it easier to refer to the same contract year after year. Also, by using the same
PO/CO number for the same agreement year after year, the District isn't creating PO/CO
numbers needlessly every time a funds commitment (encumbrance of funds) is required.

Additionally, as PR/RFCs are generated by the campuses for additional encumbrances of
funds during the first year of the contract, and for the second through fifth-final years of the |
contract, the College Procurement Specialist or Contracts Analyst will "incorporate the
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PR/RFC by reference" into the PO/CO that was created the first year. In this way,
successive encumbrances for the same agreement become additional line items under
the same PO/CO.

Resources

For answers to Precurement—procurement-specific (purchasing and contracting)
questions — please use the following Procurement-procurement contact support:

Jim Watson, (213) 891-2421

Fabbee Bufag, (213) 891-2430
Ramona Divinagracia, (818) 947-2547
Kim Hoffmann, (213) 763-7050
Marilyn Huff, (213) 891-2103

Curtis Paltza, (213) 891-2301

This memo should be distributed to all College and District Office employees who
have any responsibilities related to the above-mentioned procedures and/or
documents.

KT:kc

cc: Chancellor
Peter Landsberger
Tony Tortorice
SAP Project Team Members
Controller's Staff
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ATTACHMENT 1: ENTERING A PO/CO

Creating a Purchase Order for the Document Type CO (for a contract) is very similar to
entering a Purchase Order for the Document Type PO (for goods). The primary difference
between the two documents is purchase orders (PO/POs) are one-time transactions and
have separate encumbrances. Contracts (PO/COs) are sets of transactions that often last
for more than one year and need to have successive annual or periodic encumbrances of
funds that show as consecutive line items under the same PO/CO number. PO/COs also
contain specific contract language (terms and conditions) that is imported into the long text
of the line items.

ME21 - Entering a PO
Initial Screen

e After entering the Vendor's SAP identification number, type CO in the Order Type
field.

FPurchase arder Edit Header [tem rg w !
ay < & A
Create Purchase Order : initial Screen

A2 {43 [0 [ Referenceto PReq

Yendar 1005554
Crder type Co
Furchase order date p2/19/2003

Qrganizational data

Purchasing group DIt

Default data for items

lterm category
Acct assignment cat. =
Delivery date n2/19/2003
Plant ]
tiaterial group 2011
L[] [ [

| I [PRD (1) (300 P2l [ pat [INS 7

e Use the appropriate Account Assignment Category (C for Cost Center or S for
Specially Funded).
e Enter date of encumbrance in the Delivery Date field.
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o Enter the appropriate Material group.
Header Data

o Enter the start date of the contract in the Validity start field. Note: this field is for
reporting purposes only and has no functional effect.

¢ Enter the end date of the contract in the Validity end field. Note: this field is for
reporting purposes only and has no functional effect.

A0 @@ SHE STLHaIEE E

[ Create Purchase Order : Header Data

Puchaseorder | Companycode 1 Purhasinggroup D11
Documenttype GO Purch.organizaion 1
_1095554

Administrative fields
PO date 02/26/2003
Walidity start A1/06/2003  validity end [4/13/2003

Terms of delivery and payment

Payment terms WT30 Currency ush
FPaymentin Days b
Payrment in Days % Incoterms FOB Destination

Fayment in Days net

Reference data
Your reference

Salesperson MARY JAME WHITSOMN
Qur reference 31-0018 Telephone A62-346-2232

e Enter the pre-existing Legacy-system contract number in the “Our reference”
field.

Item Overview

e Enter a brief description of what is being contracted in the Short text field. Note:
information typed in this field will not appear on any printed copies of the SAP
produced contract.

ald B @@ S HE ODhOD BE @
[ Create Purchase Order : item Ovendew

BEEB003I®AMOE T B LD B s &I Q

co pz2419/2003
1005554 Usp

Item || |A|D  [Material |Short text PO quantity 0. |Deliv. date  |MNet price Matl group |Pint

i 5 ACMet Sves, July - Dec, 02: Video TEA [02/18/2003 12300, 002011 D z‘
2 5 02/19/2003 2811 L ﬂ
3 S m2/19/2003 2011 o

4 S 02/19/2003 2011 D

5 5 02/19/2003 2011 o

(& S m2/19/2003 2011 o

7 S 02/19/2003 2011 D

SAP Go-Live Buneun rFrocurement #4 Page o of 10464610



e Enter a quantity in the PO quantity field.

e Enter the cost of the contract per quantity in the Net price field.

Account Assignment

e Enter the contract’s account information.

Account Assignment for lterm 00001
GIL account no. 568400 Company code 1
Asset
WHS element 10437 -M6126

Commitment iterm

Funds center Fund
Earmarked funds

Requestor Lou Ramirez FPhone #

w¥ Change display Repeatace. ass.on 3

213-891-2100

Long Text

To go to the Long Text screen, select/highlight a line item and click [Z. when the

Item Texts screen appear, click (2 Longtext

e Type in the details for the contract. Note: Information entered here will-appear
will appear on any SAP generated copies of the document.

SAP Go-Live Bulletin

Text Edit Goto Farmat Insert Systemn Help
@ BldH e BHR OO0 BE A : ;
Change ltem text: 450001268000001 Language EN —|
& | BB FE | G Formats | @ characterformats | B 2| ¢ B | o2 B3
Parag formats * Standard paragraph T Charfomats @
0 renew agresment numkber 93-7156 with the California State University, Office of the Chancellor, for S

the 2002-2003 fiscal year, covering 4Cnet Internet Services. The funding encumbered at this point
covers the initial invoice, No. 020181 for $21,714.00, dated January 24, 2003 and dlso includes a
second line iterm for $1.00 which will be increased to the amount of the second invoice, once it is
received. The second invoice will cover actual third quarter costs and an estimate for the fourth quarter,
according to the memo dated June 28, 2002, from LeBaron Woodyard. Funding will be available to
cower all costs for the 2002-2003 fiscal year, according to Ms. Whitson,

i

-
4 3

I |PROD (13 (3003 2] pat |INS 7
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Boilerplate Contract Language

To import boilerplate contracts:

1. Atthe Create: Purchase Requisition Texts: Item XXXXX screen, click on the (Long

Text) button.

2. The Change Item Text screen appears.

BldH Ca@ BRR D000 BAR @m
Change Item text: 00002 Language EN
| | |6%p Formats H@ Character formats ‘ | |

* Paragraph. left-aligned ] =]

3. Select Insert > Text > Standard frogn the menu bar.

Insert

Symbals RN A RERSE RN ARl
Text 3 Standard Cirl+Shift+F 5
Cliphoard r | Documnentation...

Characters » | Hypertext..

Change Item text: 00
| % @8 | s For

* Paragraph, left-

Graphics

4. Click on the @l Matchcode icon in the Text name field. The Search box will appear.
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5. Click on the (Execute) button. A list of possible templates appears.

IRETL} L. |Ohject ID  |Farm Style Til
LACCD_CONTRACT_T_MMDJEN |TEXT ST |SYSTEM -
LACCD_STANDARD_T&C [EN |TEXT ST |SYSTEM j
Z_AMENDMENT_LETTER |[EM |TEXT ST [SYSTEM

Z_ERAMCH_LOCATION EM [TEXT ST |SYSTEM

Z_GAMPUS_MASTER_PLA _EN |TEXT &T |SYSTEM
Z_CIVIC_CENTER_PERM_EN |TEXT ST |SYSTEM
Z_CONSULTANT_PROPOS..EN |TEXT ST |SYSTEM
Z_CONTRACT_EDUCATIONEN |TEXT ST |SYSTEM

Z_CONTRACT_T_AND_C [EN |TEXT ST |SYSTEM
Z_EDUCATIONAL_TRAWE..EMN |TEXT ST |SYSTEM
Z_ENUIPMENT_MARINTEM.EN |TEXT ST |SYSTEM
Z_FACILITIES_PROFES.EN |TEXT ST |SYSTEM
Z_FACILITIES_SHORT_..EM |TEXT ST [SYSTEM
Z_FACILITIES_STANDA..EN |TEXT ST |SYSTEM

Z_FOUNDATION_AGREEM _EN |TEXT &T |SYSTEM

Z_GEMERLL_T&C EN [TEXT ST |SYSTEM

Z_PERMIT_FOR_USE EM [TEXT ST |SYSTEM
Z_PERGONAL_SERWICES.EN |TEXT ST |SYSTEM

Z_PROFESSIONAL_SERY _EN |TEXT ST |SYSTEM [«]
Z_PROVISIONS_1 EH [TEXT &T |SYSTEM [~]

[0 e [ 4[]

vIEHR BATFe 8%

6. Highlight the template you wish to use.

Click on the m (Enter) button.

Once you return to the Insert Text box, click on the box next to the phrase “Expand
immediately”. This will enable you to view the contract template in its entirety. If this
box is not checked, the system will still import the contract language but will do so in a
condensed format.

© N

E_PRDFESSIDN.”.L_SER'&I'IEES_P.EREENEN'

vHBE %

9. Click on the m (Enter) button.
10. The template that the user chooses will be copied onto the Change Item text: XXXXX
Language EN screen (as shown below).
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[} 2 4H ©0@ DHB HDVOO EER 08
| Change item text: 00002 Language EN
| R DR e Fomats e Casacterormats | | B8 2 &0 B | B & (3

; &
=
RPECTFICAT TONS ;
NEW=-PAGE
EXHIBIT B
SCHEDULE OF PAYMENT 1024732
[FOTAL FRE: % shomv-kwarts

(breken down as follows):

¥
5
%

COETE (IF ANY)
NOT INCLUDED IN FEES: 5

4]/ 'DI
iimwemmmnnmmmmmm B0 | KITAJME P1 | SDRW | OVR

11.Click on the green arrow key (Back) until you reach the Create Purchase Requisition:
Item Overview screen.

Item Details

To go to the Item Details screen, select/highlight a line item and click .

¢ Uncheck the GR indicator to turn off the “Good Receipt Required” option on the
PO (unless acknowledgement of the service is required).

aB@ea@  EEE mnLanIIBRE @
i Create Purchase Order : item 00001

rozses 21 @ st assuis | &

FCHet Sves, July - Dec, 02: Video
Quantity and price

Order guantity 1 EA
Net arder price 12,300.00 uso /1 EA

Print price

Deadline monitoring

Delivery date 02/19/2003 ConfContrk

TrackingMo

GRAR control

Underdel. tal % [] GR
Overdeliv. fal. % [] GR non-val
Tax code 10[[=) IR

[] GR-basedv

¢ Change the Tax code indicator to 10 to set the line item to “Tax Exempt.”
e Save the document.
¢ Record the SAP assigned document number (the contract number).
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