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[bookmark: _Toc457909944]Overview

The Texas Government Code, Section 2101.041 provided specific criteria to be identified through statewide reporting or to be made available for procurement records within CAPPS.  In order to meet these reporting requirements, standardizing the entry of the required components is necessary.  It is the goal of Fiscal Management to develop reports to assist CAPPS agencies in monitoring their procurement entries to ensure compliance with procurement statutes is met.

This training document will address the standardized entries that have been identified based on this legislation.
[bookmark: _Toc457909945]Tx Gov’t Code, 2101.041
Sec. 2101.041.  STATE AGENCY REPORTING OF CONTRACTING INFORMATION.  (a)  The comptroller by rule shall determine the contracting information that state agencies must report or provide using the centralized accounting and payroll system, or any successor system used to implement the enterprise resource planning component of the uniform statewide accounting project, developed under Sections 2101.035 and 2101.036.
(b)  In making the determination required by this section, the comptroller shall consider requiring a state agency to report or provide:
(1)  a brief summary of each contract that is quickly and easily searchable, including the contract's purpose, timeline, and deliverables;
(2)  contract planning and solicitation documents;
(3)  the criteria used to determine the vendor awarded the contract;
(4)  if the contract was awarded based on best value to the state:
(A)  a list of the factors considered in determining best value with the weight given each factor; and
(B)  a statement regarding how the vendor awarded the contract provides the best value to the state in relation to other vendors who bid or otherwise responded to the contract solicitation;
(5)  any statements of work and work orders prepared for or under the contract;
(6)  the proposed budget for the contract;
(7)  any conflict of interest documents signed by state agency purchasing personnel participating in the planning, soliciting, or monitoring of the contract;
(8)  criteria used or to be used by the state agency in monitoring the contract and vendor performance under the contract;
(9)  a justification for each change order, contract amendment, contract renewal or extension, or other proposed action that would result in an increase in the monetary value of a contract with an initial value exceeding $10 million; and
(10)  additional supporting documentation and justification for a change order, contract amendment, contract renewal or extension, or other proposed action of a contract described by Subdivision (9) that would result in an increase in the contract's monetary value by more than 20 percent.
Added by Acts 2015, 84th Leg., R.S., Ch. 326 (S.B. 20), Sec. 9, eff. September 1, 2015.
[bookmark: _LBB_Interface][bookmark: _Toc457909946]LBB Interface

The Texas Comptroller of Public Accounts (CPA) is developing an automated interface for the CAPPS Central agencies that will identify the LBB-reportable contract records and submit the required data to the LBB on a daily basis.  The interface will send the data to the LBB and the records will be loaded in Open status which will require agencies to log into the database, review the entries, make any changes necessary, attach required documentation and formally submit the records to the LBB.

The interface will be implemented August 5, 2016.

All contracts reported via the interface will be expenditure contracts.  No revenue contracts will be reported on the interface.  Revenue contracts must be manually entered into the LBB database.

All LBB-Reportable procurements must have a Procurement Contract record entered in order to be captured by the interface.  LBB Reportable purchases are:

· Major Information Systems with an amount exceeding $100,000, Tx Gov’t Code 2054.008;
· Construction Projects with an amount exceeding $14,000, Tx Gov’t Code 2166.2551;
· Professional or Consulting Services with an amount exceeding $14,000, Tx Gov’t Code 2254.006 and 2254.0301;
· All contracts exceeding $50,000, GAA Article IX, Sec. 7.04;
· Non-Competitive Contracts exceeding $1,000,000, GAA Article IX, Sec 7.12;
· Emergency Contracts exceeding $1,000,000, GAA Article IX, Sec 7.12; and
· Large Contracts exceeding $10,000,000, GAA Article IX, Sec 7.12.
Additional information on the LBB reporting requirements may be found at the LBB website:

http://www.lbb.state.tx.us/Contract_Reporting.aspx

Additional processing information for LBB Contract records are contained later in this document.
[bookmark: _Toc457909947]Contracts

The legislation discussed specific requirements for contracts issued by agencies.  For the purposes of this document the following definition will be used:

A written agreement where a contractor provides goods or services and the agency pays for such goods and services in accordance with the established price, terms and conditions.
Source, State of Texas Contract Management Guide, Version 1.15, March 1, 2016

In CAPPS, Contract data is contained in the Purchasing module as a Purchase Order and in the Procurement Contract module as a Procurement Contract record.  A Contract, with regards to the legislation, may be captured by the PO record or the Procurement Contract record, or both.

[image: A Contract in CAPPS can be a CAPPS Purchase Order, CAPPS Procurement Contract or both of these records associated to each other.]
Figure 1 – Contract and Purchase Order association

In CAPPS, the instructions relate to a Purchase Order record or a Procurement Contract record.  If a Procurement Contract record is required for a particular process, this does not mean that it would require a fully executed agreement signed by both parties to the contract, but may include such an agreement.
[bookmark: _Toc457909948]Definitions
[bookmark: _Current_Contract_Value][bookmark: _Toc457909949]Current Contract Value

The Current Contract Value includes the value of the contract, any amendments, and any exercised extensions or renewals; i.e., the total contract amount currently obligated to date. This information specifies how much is currently obligated under the contract.
Source, LBB Contracts Database Data Dictionary

[bookmark: _Maximum_Contract_Value][bookmark: _Toc457909950]Maximum Contract Value

The Maximum Contract Value field should include the value of the contract, amendments, and all potential extensions or renewals, i.e. the total amount both currently and potentially obligated. The maximum contract value should be used for determining whether a contract meets a reporting threshold, and can be distinguished from Current Contract Value, which includes the value of the contract, any amendments, and any exercised extensions or renewals, i.e. the total amount currently obligated. 	
Source, LBB Contracts Database Data Dictionary


[bookmark: _Toc457909951]Open Item Released Amount

An amount in the CAPPS Procurement Contract header page showing the amount of Purchase Orders created against a contract record.  This is the amount that has been encumbered against the contract.
[bookmark: _Toc457909952]Total Released Amount

A field within CAPPS that provides a sum of all releases, whether they were made at the line level for a contract (Line Item Released Amount) or at the header level for a contract (Open Item Released Amount).  This amount provides the full amount encumbered against a contract record, regardless of appropriation.

[bookmark: _Toc457909953]Purchase Order Records and Procurement Contract Records Compared

In CAPPS, the processing within the modules has different outcomes:

[bookmark: _Toc457909954]Purchase Order Records in CAPPS

In CAPPS, a Purchase Order record would be entered to directly impact the budget as funds are available.  The official Purchase Order document is created in CAPPS and is dispatched directly to the vendor with a digital signature or may be printed, signed and faxed to the vendor.

A CAPPS Purchase Order record may be associated to a CAPPS Procurement Contract record resulting in a budgeted release against the contract.  

For a procurement to be included in the LBB interface, a header-level contract record must be entered and identified as LBB reportable.  PO’s may be issued against them to track the encumbrances and the amount awarded on the PO will display as an open item release against the contract.

[bookmark: _Toc457909955]Procurement Contract Records in CAPPS

A Procurement Contract record maintains a record of specific start and end dates, the type of contract (i.e., open market, interagency, interlocal, subrecipient, grant, etc.) but does not have direct budget impact.  

Since the Procurement Contract record is not associated to a specific budget, this allows the record to span multiple fiscal and appropriation years.  The contract maximum amount would identify the full amount of the contract for the entire term of the contract, including all possible renewals and extensions, regardless of appropriation availability.

The Procurement Contract record will display the value of all Purchase Orders associated with it and maintain a remaining balance.  If the contract record will not allow releases to exceed the contract maximum value, CAPPS will provide error messages in the Purchase Order and will prevent the PO from being processed.  

The Procurement Contract record monitors the PO releases to ensure that a PO release cannot be made if the PO date is outside of the service dates of the contract record.

Not all Procurement Contract records would be LBB reportable.  This would be an association that can be made on an individual record.
[bookmark: _Toc457909956]Detailed Requirements

We will now break down the statute and address the standardization entries that are associated with each component:

[bookmark: _Toc457909957]Rule

(a)  The comptroller by rule shall determine the contracting information that state agencies must report or provide using the centralized accounting and payroll system, or any successor system used to implement the enterprise resource planning component of the uniform statewide accounting project, developed under Sections 2101.035 and 2101.036.

The rule is currently under development.  Once completed, the rules will be published in the Texas Register and go through the adoption process.

[bookmark: _Toc457909958]Purpose, Timeline and Deliverables

(b)  In making the determination required by this section, the comptroller shall consider requiring a state agency to report or provide:
(1)  a brief summary of each contract that is quickly and easily searchable, including the contract's purpose, timeline, and deliverables;

[bookmark: _Toc457909959]Purpose

The legislation requires that the description of procurements be in a searchable field.  The PO Reference Field and the Procurement Contract Description field have been identified for this purpose.  These fields are limited to 30 characters and are available to search from the PO add/update search page and the Procurement Contract add/update search page.

For agencies using auto sourcing, the PO Reference field may contain requisition information.  This can be over-written before dispatching.

When a contract is associated to the PO, the Contract Description will populate the PO Reference field with its description.


[image: The Contract Description as defined by SB20 will be captured on Purchase Order documents in the PO Reference field and for Procurement Contracts in the Description field at the header level.]
Figure 2: Procurement Description

The PO Reference field is found on the Maintain Purchase Order page in the Header section.  Navigation to this page is Purchasing > Purchase Orders > Add Update POs.

The Description field on the Procurement Contract record is found on the Contract Entry page in the Header section.  Navigation to this page is Procurement Contracts > Add/Update Contracts.  PLEASE NOTE:  This field should not contain commas.  This field will be included in the LBB interface file and the output file is a comma delimited file.  No commas are allowed in this field.
[bookmark: _Toc457909960]Timeline

The Procurement Contract record contains the Begin Date and Expire Date.  The number of renewals available under the contract is also noted.
[image: ]
Figure 3: Contract Entry Page
For procurements containing detailed timeline tasks and deliverables, attachments can be associated to the Contract header; 

[image: ]
Figure 4: Contract Entry – Header Comments

or at the Purchase Order header or line.  To associate a comment and attachment at the Purchase Order line, select the comment bubble at the line level to open up the Purchase Order Line comments page and then enter the comments and associate the attachments that pertain directly to the Purchase Order line.
[bookmark: _Toc457909961]Deliverables

For procurement goods or services, the Purchase Order can identify specific due dates for the procurement.  

[image: ]
Figure 5: Due Date for purchase

The goods or services would then be tracked through Receipt documenting the official receipt or acceptance date of the goods or services.

[bookmark: _Planning_and_Solicitation][bookmark: _Toc457909962]Planning and Solicitation Documents, Award Criteria and Best Value

(2)  contract planning and solicitation documents;
(3)  the criteria used to determine the vendor awarded the contract;
(4)  if the contract was awarded based on best value to the state:
(A)  a list of the factors considered in determining best value with the weight given each factor; and
(B)  a statement regarding how the vendor awarded the contract provides the best value to the state in relation to other vendors who bid or otherwise responded to the contract solicitation;

All Planning and Solicitation documents and bid tabulations, including award criteria and best value determination factors will be attached to the governing document, either at the Purchase Order or at the Procurement Contract record.

These documents will be attached at the header level and be documented as to the type of attachment in the comment field and attached to the specific document record.

[image: ]
Figure 6: Add attachments



[bookmark: _Toc457909963]Statements of Work and Work Orders

(5)  any statements of work and work orders prepared for or under the contract;

Statements of Work and Work Orders would also be attached to the governing procurement document.  If the Statement of Work or Work Order is associated to a specific line of the procurement document, the attachment can be made at the line level:

[image: ]
Figure 7: Add line comments

[image: ]
Figure 8: PO Line Comments entry page

[bookmark: _Toc457909964]Proposed Budget

(6)  the proposed budget for the contract;
The proposed budget for the contract, if the contract period extends beyond the available fiscal year budget within CAPPS, will also be associated at the header level of the governing document.  This will provide the information regarding future funding needs for the procurement.

If the proposed budget for the procurement falls within the available budgeting values within CAPPS, the standard chartfield values associated with the valid budget checked Purchase Order will be used.
[bookmark: _Toc457909965]Conflict of Interest

(7)  any conflict of interest documents signed by state agency purchasing personnel participating in the planning, soliciting, or monitoring of the contract;

When the disclosure is made by the employee, a new contact can be added for the supplier impacted that will show the employee name and title as a “Conflict of Interest” contact.  

A Statewide report has been created that can be run in CAPPS as needed that will display all suppliers for a particular business unit that have Conflict of Interest contacts.
[bookmark: _Toc419107003][bookmark: _Toc457909966]Security

A separate security role has been created that will enable a user to add a new contact to a supplier or update an existing contact without having add/update security for the main vendor record.  This will allow a user other than a Supplier Maintenance user to perform this task if required.  

The new security role will not impact the standard Supplier Maintenance role (TX_VN_UPD_VNDR_MAINT_COR) from adding new contacts as needed.

The agency will maintain the ability to select the staff to perform this update and will not be limited to having the Supplier Maintenance staff perform the task.

Roles required for process

Contact Entry/Update Role: TX_VN_UPD_VNDR_LTD_UDO
User Preferences:  
· Supplier Processing Authority
· Ability to Enter; and
· Ability to Approve
[bookmark: _Toc419107004][bookmark: _Toc457909967]Entry

1) Navigate to Suppliers > Supplier Information > Add/Update > Supplier
2) Search for the Supplier ID.
3) Click the “Contacts” tab and create a new contact:
a. Click the + button to add a new contact record
b. Enter the description for the contact 
c. Select the Contact Type “Conflict of Interest”
d. Enter the name of the employee
e. Enter the title of the employee
f. Enter the employee’s phone number
[image: ]
Figure 9: Supplier Contact entry page

[bookmark: _Toc457909968]Update
To remove the conflict of interest if notified that the conflict no longer exists:
1) Navigate to Suppliers > Supplier Information > Add/Update > Supplier
2) Search for the Supplier ID.
3) Click the “Contacts” tab and locate the current “Conflict of Interest” contact.
a. Click the + button to add a new contact details record
b. The Effective Date will default to the current date.  A future date may be entered.
c. The remaining fields will display for the contact.
d. Change the Effective Status to “Inactive” and save record.
[image: ]
Figure 10: Supplier Contact entry page

[bookmark: _Toc457909969]Report
A statewide report has been developed to provide agencies their results of any conflict of interest that has been identified.  This report may be run on demand.

To run the report:
1) Main Menu > CAPPS Reports > Statewide Reports > Purchasing > Conflict of Interest
2) Add a new run control, or use an existing one if you’ve run this report previously
a. Add a New Value
b. Run Control ID = Conflict_Rpt
c. Add
d. Enter the appropriate Business Unit and click Run
3) At the Process Scheduler Request, make sure your process is set to run to Type: Web and Format: PDF.
4) The report will run to success.
5) At the Conflict of Interest Run Control page, click the Report Manager link.
6) Click the Administration tab and select the hyperlink “TXCONFLICT – TXCONFLICT.pdf” file.

The report will be generated and if no conflict of interest contacts have been identified, the report will generate stating such.

[bookmark: _Toc457909970]Contract Monitoring and Vendor Performance
(8)  criteria used or to be used by the state agency in monitoring the contract and vendor performance under the contract;

Contract Monitoring activities and Vendor Performance monitoring activities can be associated to the Contract through Contract Activities.  Users access this page from the main Contract Entry page through the Contract Activities hyperlink.
[image: ]
Figure 11: Contract Activities

Specific Contract Monitoring tasks can be assigned by a due date.  

[image: ]
Figure 12: Contract Activity tasks

The current values in CAPPS contain the PeopleSoft delivered values for this page.  The CAPPS FIN team is working with the CAPPS user agencies to develop a full list of contract monitoring activities that can be selected.  Asterisked fields are required fields and those include the Due Date and Comments field.  Once the activities are completed, they can be marked “Done”.

A report will be developed by CAPPS FIN once the Contract Monitoring activities have been established by the agencies.  This report will be defined as a Statewide Report and be accessible through the CAPPS Reports > Statewide Reports > Purchasing menu once developed.
[bookmark: _Toc457909971]Change Order, Amendment, Renewal or Extension
(9)  a justification for each change order, contract amendment, contract renewal or extension, or other proposed action that would result in an increase in the monetary value of a contract with an initial value exceeding $10 million; and
(10)  additional supporting documentation and justification for a change order, contract amendment, contract renewal or extension, or other proposed action of a contract described by Subdivision (9) that would result in an increase in the contract's monetary value by more than 20 percent.

All justifications for change orders, contract amendments, contract renewals or extensions or other increases in monetary value will need to occur through additional funds being requested through requisition.  

eProcurement Requisitions:
The requisition will contain approval justification for approval consideration through established Workflow.

[image: ]
Figure 13: eProcurement Requisition Approval Justification

Buyers would copy the new requisition into the existing Purchase Order to create the change order.  The approval justification will copy to the PO from the requisition into the PO header comments.

[image: ]
Figure 14: PO Line Comments entry page

Core Requisitions (CPA and TDI):
The requisition will contain approval justification entered in the requisition header comments.  These comments would flow through to the Purchase Order header when copied in.
[image: ]
Figure 15: Edit Comments entry page on core Requisition

Procurement Contract Amendments/Changes:

For contract amendments, the approval justification would need to be copied from the requisition into the Contract Header comments.

Reports will be developed to identify any Purchase Order and/or Contract record that has an original value of $10 million or more and any Purchase Order and/or Contract record containing a price change resulting in a 20% increase.
 
[bookmark: _Toc457909972]LBB Reporting Interface

LBB has agreed to accept an interface from CAPPS to the LBB Database which will send all new contracts created meeting the reporting criteria and amended contracts.  An interface will be sent nightly to LBB.  LBB will load the interface file and contract records will be created in Open status.  Agencies would need to log into the LBB database to complete the review of the data, attach any required documents, and approve the record for final submission to the LBB.

[bookmark: _Toc457909973]Date Definitions from LBB Contracts Database Data Dictionary

The following definitions are contained in the LBB Contracts Database Data Dictionary and the associated CAPPS fields are noted, if applicable:

	LBB Field
	Definition
	CAPPS Field

	Agency Approval Date
	The date on which final approval (i.e., the last internal approval required before contract planning and development resources can be utilized) was given to proceed with contracting for the purchase or sale of goods and/or services. The Agency Approval Date cannot be later than the Solicitation Post Date or the Requisition Date.
	Not captured. Manual entry required.

	Requisition Date
	The date on which the first requisition was issued. The purchase requisition is a document generated by an agency or Institution to notify the purchasing department of items it needs to order, their quantity, and the time frame for completing the order. The Requisition Date cannot be sooner than the Agency Approval Date.
	Entered date on the Requisition

	Solicitation Post Date
	The Solicitation date is when a contract was posted for public bidding. Some procurements and interagency contracts do not have a solicitation date. This field may be used to determine whether a contract was competitively awarded.
	RFQ / Date Time Opened
(will equal the posting date of the solicitation on ESBD, if applicable)

Strategic Sourcing event post date.

Neither module currently utilized by CAPPS Central agencies. This field will interface blank and would require manual entry by agencies.

	Award Date
	The date an agency or institution executed the contract.   It is needed to track the overall life of the contract, and the pace of the approval process.
	In PO, it would the award date. 
For a contract, it would be the date of execution. 
Since LBB reporting will be driven by Contracts, this field will be blank in the interface and require manual entry.

	Begin Date
	N/A
	This date is not included in the LBB Contracts Database but is part of CAPPS.
This is the date the contract term should begin.  No PO’s award date may be prior to the begin date.

	Completion Date
	The date by which a vendor must complete its performance pursuant to the terms of the contract, including amendments, and exercised renewals or extensions. Some contracts do not have a set completion date, but instead rely on other benchmarks. This information is needed to track the overall life of the contract, and the relationship between payments and performance.
	Contract Expire Date

	Renewal Date
	N/A
	This date is not included in the LBB Contracts Database but is part of CAPPS.
This is the latest date a renewal or extension may be exercised under the current contract.  The date must not be after the expiration date set on the contract record.



[bookmark: _Toc457909974]Process

All procurements that meet the reporting criteria identified in the LBB Interface section above must have a Procurement Contract record entered in order to be included in the interface.  The interface design looks at the Procurement Contract records where the Maximum Amount is greater than or equal to the values identified for the specific LBB reporting categories identified for the contract.  Once the contract record is marked as approved, the interface will pick up the record five (5) calendar days after the approval date.  This delay will provide users with time to complete the association tasks in order to have as much data that is available for including on the interface file. 

[bookmark: _Toc457909975]Association Tasks

When a new contract record is entered, the originating requisition would need to be associated to the contract record.  This association provides the interface with the approval date for the solicitation to begin.

[image: ]
Figure 16: Record association for contracts

For the agencies using the RFQ or Strategic Sourcing modules, this association will be made systematically.

For agencies not using these solicitation modules, the solicitation documentation will need to be attached to the Procurement Contract record as described above. 

When the Procurement Contract record is complete and marked as Approved, it will need to be associated to the originating requisition.  Note: For LBB reporting purposes, the requisition approval date must be before the solicitation date and the solicitation date must be before the contract award date.

[image: ]
Figure 17: Electronic record association for contracts

Once the contract is associated to the requisition, when the requisition gets copied or sourced to the Purchase Order, all contract information will be copied into the Purchase Order without further actions by the Buyer.
[bookmark: _Toc457909976]New Contract Entry

The entry of a Procurement Contract record will follow the same standard entry procedures with the following exceptions:
[bookmark: _Toc457909977]Create Contract

For new contract records that are LBB reportable special attention needs to be made for the following fields:

On the Contract Header page:
[image: ]
Figure 18: Contract Entry page

1) Supplier Information: The Supplier will be selected for the contract.  For the full vendor ID to be included in the interface, the associated mail code must be associated to the contract record.  To select the location, select the PO Defaults hyperlink:

[image: ]
Figure 19: PO Default page to associate Supplier location for PO

2) Begin Date and Expire Date: The Expire date will interface as the completion date of the contract to LBB.
3) Current Contract Value: The definition of this field value is contained above.  This amount may or may not be the same amount as the Total Released Amount in the Amount Summary section.  Since the Released amounts are associated directly with Purchase Order releases made against a contract, the released amount is dependent upon funding.  The Current Contract Value may contain an initial term that may cross fiscal years.  For this reason, the value for this field was left as manual entry.  The Current Contract Value field will be included in the LBB Interface file.
4) Description: As mentioned previously, the description field is a 30 character field that describes the purpose of the contract.  This field will be included in the LBB Interface file.  It is imperative that this field NOT include commas.  The output file is a comma delimited file and no commas are allowed in any text field that will be interfaced.
5) Comments: The Comments hyperlink takes users to the Comments and Attachment page for the Contract record.
[image: ]
Figure 20: Contract Header Comments entry page

Multiple comments and attachments can be associated to the contract record.  The attached documents should be redacted and should not contain confidential or proprietary information.

CAPPS comments and attachments are not transmitted on the LBB interface file.  Users will need to attach the necessary documentation to the contract record in the LBB Database during the review of the data records.

6) Purchasing Method and PCC: The Purchasing Method and PCC fields are required for Procurement Contracts.  The PCC will be included in the LBB Interface file.

7) ISAS Contract Status: For a new procurement contract, the ISAS Contract Status should be set for “I” or “Initial”.  The interface design looks at this field to determine new contracts as compared to amended contracts.

8) Maximum Amount: The Maximum Amount value should be at least the minimum reporting value set for the contract category selected.  The definition for this field is identified above.

9) HUB Bid Details: The HUB Bid Details section should be completed for the Procurement Contract record.  The LBB Interface file will include whether the contract was competitively bid and the total number of bids received.  If the award was not competitive, select “No” and complete the Special/Priority Purchase Types link information.

[image: ]
Figure 21: HUB Bid Details entry page

10) Special/Priority Purchase Types.  The Sole Source, Proprietary and Emergency flags will be identified and included in the LBB Interface file.  To identify a contract as Interagency or Interlocal, select the “Other” category and enter the appropriate no-bid type in the comment field.  Remember, when these types are flagged, the Comments text box must contain justification for these items in order for the record to be saved.

[image: ]
Figure 22: Special/Priority Purchase Types
On the TEXAS Data tab:
[image: ]
Figure 23: TEXAS Data tab on the Procurement Contract record

1) Contract Category

The Contract Category is used for general reporting purposes but is not used for the LBB Interface file.  The selections for this field are: CCG, Consultant, Emergency, Grant, Grant-Subrecipient, Interagency, Interlocal, Managed, Open Market, Other-2227 (Goods or Services), Professional Services, Subrecipient, Term, Travel or TXMAS.

2) LBB Contract Reporting hyperlink

This link provides the specific LBB Reporting Categories that are associated to the contract.  

[image: ]
Figure 24: LBB Contract Reporting selection page

The None checkbox is the standard default for all contract records.  If the Procurement Contract does meet the LBB reporting criteria, the appropriate reporting code(s) need to be selected.  Multiple selections are acceptable.  The LBB Interface file will contain all contract records containing these specific LBB Reporting Codes that meet the reporting minimum in the Maximum Amount field on the contract header.

[bookmark: _Toc457909978]Associate Contract to Requisition

Once the Procurement Contract record is marked as Approved, the originating requisition needs to be edited to include the Contract ID.

Navigate to the Requisition which initiated the contract:

[bookmark: _Toc457909979]For ePro Requisitions
1) eProcurement > Manage Requisitions
2) Search for the requisition ID and edit the requisition
3) Click the Line Details icon
[image: ]
Figure 25: eProcurement Requisition Edit Requisition page

4) Scroll down to the Contract Information section and enter or select the Contract ID.
[image: ]
Figure 26: eProcurement Requisition Contract ID association

5) The Supplier ID and Supplier Location identified on the Contract ID will populate.  The Supplier Location on the Contract will be the location set as the default on the Supplier record unless changed on the PO Defaults link described on page 20.
6) Save the Requisition.  Adding a Contract ID to a requisition should not subject the requisition to enter Workflow for re-approval, depending on your agency’s established workflow design..  
[bookmark: _Toc457909980]For Core Requisitions

1) Main Menu > Purchasing > Requisitions > Add/Update Requisitions
2) Search for the requisition ID and edit the requisition
3) Click the Contract tab and select the appropriate contract ID.
[image: ]
Figure 27: Core Requisition Contract ID association

4) Once the contract ID is added to the requisition lines, the vendor from the contract will be reflected on the Supplier Information tab.
[image: ]
Figure 28: Core Requisition Contract Vendor Validation

5) Save the Requisition.  Adding a Contract ID to a requisition should not subject the requisition to enter Workflow for re-approval, depending on your agency’s established workflow design.  

[bookmark: _Toc457909981]Amended Contract Entry

Amended Contract records included in the LBB Interface file will contain any contract record that has been marked with any ISAS Contract Status field other than “I” – Initial and has changed values in any of the following fields:

· Description
· Expire Date
· Current Contract Value
· Maximum Amount
· LBB Contract Reporting Codes
Other entries may also be changed for an Amendment, however these are the only fields identified by LBB to be included in an Amendment record.

For agencies using Contract Versioning, users should validate that the new version being created contains the appropriate LBB Reporting categories prior to marking as Approved.  These fields are not currently copying to new versions and must be re-entered.  An SR will be created to get these fields copied during the creation of a new version after the code freeze.  
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