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Kuali  Days VI

KFS Functional Track 1

Tuesday 2:15 – 3:15 PM

Purchasing/Payables


1.
Vendor maintenance

Key functionality – ability to:
· allow users to initiate a new vendor or edit existing vendor information, subject to workflow defined below.

· track multiple types of vendors. Example - purchase order and disbursement voucher type vendors.  
· track divisions as they are related to primary vendors (common information about a vendor such as tax number or supplier diversity information is stored at the corporate level) 
· set default purchase and remit addresses for each vendor/division combination for the institution as well as for specific campuses.  These defaults are used on requisition, purchase order and payment request documents.

· track multiple addresses and address types (purchase order, remit, etc.) for each vendor/division combination

· track multiple contacts and contact types (sales, customer service, etc.) for each vendor/division combination

· track multiple contracts for each vendor/division combination

· track supplier diversity status for each vendor (primary vendor only – division inherits these statuses)

Workflow Routing:

	Level 
	Required? 
	User access 

	Vendor approval workgroup 
	Y (separate approval workgroups are setup for each vendor type) 
	Approver can update vendor detail and approve or disapprove.  They are responsible for scrutinizing certain critical changes like remit address changes and tax number changes. 


2.
Requisition processing

Key functionality – ability to:

· allow all faculty and staff to initiate a requisition

· allow users to select a vendor– this selection process completes the remaining vendor information on the document (name, address, payment terms, etc.)

· allow users to submit requisitions without selecting vendor or contract

· automatically create a purchase order (APO).  If the requisition meets certain criteria (under certain dollar limits, no restricted materials being purchased, etc.) the requisition, after full approval, will create an APO to be sent directly to the vendor.  The dollar limit for an organization is managed by the Purchasing department.  

· assign accounts to each line item and distribute costs by percentages

· add notes to the document (internal & external)
· "assign a contract manager" to an approved requisition

· the contract manager is the person who will be responsible for processing the purchase order
· freeze the requisition data when all approvals have been attained
Workflow Routing:

Requisitions can route through several route levels:
	Level 
	Required? 
	User access 

	Content
	N (departments determine whether they want to use this level)
	Approver can change all details on the requisition.  User may need complete accounting information if the initiator did not.

	Sub-Account
	N  (departments determine whether they want to use this level)
	Approver can only approver/disapprove – cannot change content

	Fiscal Officer
	Y (always required)
	Approver can change accounting information

	Base Review
	N (departments determine whether they want to use this level)
	Approver can only approve/disapprove - cannot change content

	Separation of duties
	Y (invoked if the initiator and the only approver are the same user and the requisition total is over a certain $ limit)
	Approver can only approve/disapprove - cannot change content


3.
Purchase Order processing

Key functionality – ability to:

· replicate requisition data into to the purchase order 

· allow purchasing staff to change all detail 

· track information on the purchase order related to "recurring payment" type orders (such as utilities).

· add notes to the document (internal and external) 
· allow all users to "close" a purchase order (disencumbers funds and updates status)

· allow Purchasing staff to "re-open" a closed purchase order (re-encumbers funds and updates status) to allow for future payments

· allow Purchasing staff to "void" a purchase order (disencumber funds and updates status)

· allow  Purchasing to "reprint" a purchase order
· create GL encumbrances upon final approval of the purchase order
Workflow Routing:
	Level 
	Required? 
	User access 

	Internal Purchasing
	N (invoked if purchase order was submitted by an assistant and the total is greater than the contract manager’s $ limit
	Approver can change all details on the PO.

	Contracts & Grants
	N (invoked if purchase order has C&G accounts and is using restricted object codes)
	Approver can only approve/disapprove - cannot change content

	Budget Office
	N (invoked if accounts on purchase order are checked for sufficient funds and lack them)
	Approver can only approve/disapprove - cannot change content

	Tax
	N (invoked if vendor is a foreign vendor or if vendor is an employee of the institution)
	Approver can only approve/disapprove - cannot change content


4.
Payment Request (invoice) processing

Key functionality - ability to:

· copy data from Purchase Order to PREQ and allows the invoice processor to enter the amount being paid on non-quantity or quantity line items and any additional charges (freight, shipping, etc.)
· allow only AP users to initiate this document. Users are identified in a workgroup
· automatically check for duplicate invoices upon invoice initiation 
· ability to attach scanned image of the invoice to the document before routing; an image is attached during Awaiting AP Review status; this is a parameter for institutions
· relieve GL encumbrances on the PO;  the GL expense entry is debited and the GL liability entry is credited when AP approves the PREQ
· allow Fiscal Officer or the FO delegate to change accounting distribution, which results in reversing the GL expense and GL liability entries and creating new ones for the new accounts
· interface with Pre-Disbursement Processor application (PDP) to show disbursement status

· allow AP and Fiscal Officers to place a PREQ on hold so it will not be extracted for payment (and can also remove hold)

· allow AP to cancel a PREQ
· allow FO or FO delegate to request cancel
· identify any special handling details for the payment and to override the default remit address that is populated from the vendor record
· add notes and attachments to the document
· automatically calculate pay date and terms discount, allowing AP to override both the pay date and the payment terms
· automatically approve PREQs under a certain dollar limit based on pay date and payment is not on hold or on request cancel. The number of days used to calculate pay date is an institution parameter
Workflow Routing:
	Level 
	Required? 
	User access 

	AP Review
	Y (mandatory route level)
	Attachment of image. Approver can only approve/cancel/hold – cannot change content

	Sub account
	N  (departments determine whether they want to use this level)
	Approver can only approve/request cancel/hold - cannot edit accounting

	Fiscal Officer
	Y (always required)
	Approver can change accounting distribution, can set the PREQ to be on "hold" status, or can request that AP cancel it.

	Base Review
	N (departments determine whether they want to use this level)
	Approver can only approve/request cancel/hold - cannot edit accounting

	Tax
	N (vendor is identified as foreign vendor, or a non-resident alien, or has been identified as an employee)
	Approver can only approve/request cancel/hold - cannot change content


5.
Credit Memo processing

Key functionality – ability to:

· allow only AP to initiate this document; users are identified in a workgroup
· allow AP to process a credit memo against either a specific invoice (PREQ), a specific PO, or a specific vendor number
· automatically copy data from either the PREQ or the PO to the CM and AP completes the amount being credited (and the accounting information if the CM is against a vendor)

· reverse GL encumbrances, and GL expenses and GL liabilities upon AP submit
· interface with Pre-Disbursement Processor application (PDP) to show disbursement status

· allow AP user to place a CM on hold so it will not be extracted for payment (can also remove the hold)

· allow AP user to cancel a CM

· add notes and attachments to the document
· automatically check for duplicate credit memos upon CM initiation
Workflow Routing:
	Level 
	Required? 
	User access 

	AP Review
	Y (mandatory route level)
	Attachment of image. Approver can only approve/cancel/hold – cannot change content

	Fiscal Officer
	Y
	FO or PREQ delegate receives an FYI; cannot change content or disapprove


6. 
PO Amendment
Key functionality:

· allows purchasing staff to update data on Purchases orders (vendor detail, delivery detail, item and accounting detail, etc.)

· complex rules exist related to what types of data can be changed based on the type of PO (B2B vs. standard) and the state of the PO (has it been partially paid, etc.)

· ability to add notes

· upon approval, GL encumbrances are adjusted if unit cost or quantities have changed or if new items have been added to the PO
Workflow Routing:  Not currently routed.

7.  Future Functionality 
· CAMS validation on Req & PO: edit and validation rules to support Capital Asset Management needs. 
· CAMS Asset data collection on requisition and purchase order documents. 
· CAMS integration (current integration with GL and PREQ).
· B2B integration point.
· Faxing integration point.
· Ability to toggle on a PREQ to an alternate payee from PO specification. Allows escrow accounts to be paid on construction projects. Allows 3rd party Accounts Receivable firms to be paid on a PO to the primary vendor.
· Ability to specify full order discount on the PO and for that data to populate the PREQ processing screen.
· Ability to specify trade-in on the PO and for that data to populate the PREQ processing screen.
· Ability to import line items and commodity codes from a comma delimited file. 
· Ability to associate commodity codes with a vendor.

· Ability to add commodity codes to a requisition and purchase order.
· Ability to receive at the line item level.
· Ability to accept Electronic Invoices.
· Ability to automatically calculate sales, use or district taxes on requisitions, purchase orders and payments.
· Ability for an institution to select the bank account during payment request input from which to disburse funds.
· Ability to generate multiple PO’s from a single requisition.
· Ability to generate quotes to a list of vendors on the purchase order document. 

· Ability to approve a PO in one fiscal year and encumber the funds in the next fiscal year.
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