Convert Requisition to a Procurement Contract
Core-CT Financials > eProcurement
Updated as of: August 16, 2024

Convert Requisition
to a Procurement Contract

Use this job-aid to convert a DAS-BID, POS, PSA, or standardization transaction Requisition to a
contract.

Navigation:

Nav Bar > Menu > Core-CT Financials > eProcurement > Convert REQ to Contract

OR Nav Bar

Select Core-CT Financials
Click eProcurement tile
Click Convert Req to Contract tile

Co I'e-__i_'t"! | © © Search in Menu Q O 2o )
Core-CT Financials v < 20f5 >
eProcurement Procurement Contracts Supplier Contracts
o O %3
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eProcurement :
Approvals Create Requisition Manage Requisitions
0
My Receipts Add/Update Receipts Requisition Accounting Entries
@] B 2
Convert Req To Contract Requesters Workbench Sourcing Workbench
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Procedure:

1. Enter the Business Unit

<0 Q

Convert REQ to Contract

Add a New Value

*Business Unit |pHAM1 Q

*Requisition 1D -E|

| Add |

Convert Requisition to a Procurement Contract

Core-CT Financials > eProcurement
Updated as of: August 16, 2024

o9 @ @

Mew Window | Help

Q, Find an Existing Value

2. Click on the lookup up magnifying glass and a window will pop up with all the business
unit requisitions that are eligible to convert.

*Business Unit |pHAM1 Q
Look Up Business Unit ®
Help
Add Business Unit | begins with | [MHAM1
Description | begins with
m| Clear || Cancel | Basic Lookup
Search Results
View 100
Business Unit Description
MHAM1 Mental Health & Addiction Serv

field.

Click on the requisition that you need to convert, and it will populate in the Requisition ID
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4. Click the Add Button

<O © a Qo @ @

Ceonvert REQ to Contract

Mew Window | Help

Add a New Value Q,Find an Existing Value

*Business Unit |MHAMI Q|

*Requisition 1D |pooo032138 Q

Add

5. The contract ID & Suffix will default from the requisition into the next screen for conversion.
Add the Supplier ID, Begin and Expire Dates, & Contract Type

6. Uncheck the Open ltem Check Box

7. Click on the Line Details Link. The lines on the requisition should display.

Convert REQ to Contract

Requisition Selection

Business Unit:  MHAMA —
Create Confract
Requisition ID: 0000032138 Requisition Type:  POS - Purchase of Service Server Name ‘PSUNK Qa | feale Lonla
Bl[a] View Al
= B Contract 1D Master | N . Open |
Supplier 1D Contract ID o Flag  "Beuin Date Expire Date State Identified Contract Type (ben  Line Detalls | Awarded Amount
| 1| oosoonae7 | Q |18mHA32138 | |poso 0500122015 [ | 0430201 3 POMN Noncompstitive || ||L|r‘e Details | | + ‘ ‘ - |

m| Refresh ‘ | Add H Update/Display |
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8. Add the Awarded Amounts and Click OK.

Line details ®
Help
Business Unit MHAM1 Requisition ID 0000032133
SetiD STATE
| = || Q | view Al
Cine Description Awarded Amount Unit of Measure
Mumber P
1 1 | Treatment Pathways Program (STR Grant) | | 100000000  EA
“| Cancel || Refresh |

9. Click the Save Button
10. Click on the Create Contract link.

Convert REQ to Contract

Requisition Selection

Business Unit: MHAM1

Create Confract
Requisition ID:  Q0DO032138 Requisition Type:  POS - Purchase of Service Server Name ‘PSUNX Ql | feale Contra

[B][q] View All

Contract ID

“Supplier ID Contract 1D Suffix

“gl:‘;’ -Begin Date Expire Date -State Identified Contract Type ?(2;“ Line Details | Awarded Amount

1 ‘DDOOI]‘HZB? ‘ Q | [18mHA32138 | |PDSEI1 050172018 E| ||34.'suf2n19 E| PON Noncompetitive Line Delails |T‘ ‘j|

m| Refresh ‘ | Add H Update/Display |

11. A message will display. Click Yes if you are ready to continue and Yes that you would like to
wait until the Requisition is converted to Contract.

12. If the contract is being awarded to multiple suppliers, additional rows can be added by

clicking on the plus sign |i| at the end of the line. The suffix will be updated to 01, 02, 03
etc. depending on the number of suppliers being awarded. Suffix can also be changed to
anything that is helpful to the agency for dentification purposes.

Page5|7



Convert Requisition to a Procurement Contract

13. The Go to Contract link will display. Click on the link.

Core-CT Financials > eProcurement
Updated as of: August 16, 2024

Convert REQ to Contract

Requisition Selection

Business Unit:  MHAM1
RequisitionID: 0000032138 Requisifion Type:  POS - Purchase of Service
[®][a] v View All
Supplier ID Contract ID Contract ID Malf;‘;r Begin Date Expire Date State Identified Contract Type ﬁgem" Line Details Awarded Amount Go to Contract
1 0000011297 18MHA32138 R 0510172018 04302019 PON Noncompetitive Line Details
14. The Procurement Contract will display in Open status
e <
Add/Update Contracts
| Contract |
Caontract Entry
Contract
SeflD  STATE Contract Version
Version 1 Status  Current

Approval Due Date

Contract ID
*Status | Open vI

a

Administrator/Buyer |

State Identified Contract Type | PCN Honcompetitive v|

~ Header

*Contract Style |Purchase Order Q |

Process Option  Purchase Crder

*Supplier | MIDWES0278-001 Q | Supplier Search

*Supplier 1D | 0000011287 Q | MIDWESTERN CONNECTICUT COUNCIL OF

Primary Contact | =} ‘

Supplier Contract Ref | MCCA, #19-6002 |

Description | MHAM1 0000032133 |

a

Master Contract ID |

*Begin Date |D5|‘O1EMS
Expire Date | 04302019
Renewal Date |
Control Type

[ Tax Exempt Tax Exempt ID

4 Auto Default
CLeck Chartfields

Add a Document

Add Comments

Coniract Activiies

Primary Confact Info
Confract Header Agresment
Coniract Releases

Custom Fields

Activity Log

Document Status
Threshalds & Nofifications
Price Adjustment Template
PO Defaults

[ Corporate Contract

Currency |USD Q |

Rate Date  05/02/2024 | CRRNT Q

O Must Use Contract Rate Date
Allow Multicurrency PO
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15. Uncheck the Corporate Contract checkbox, ensure the Allow Open Item Reference
checkbox is unchecked, and update Contract information as necessary.

I:Rp E IEE |U‘-HJU.' LU B l;ll
Renewal Date | |

I ) Corporate Contract I
Currency | uUsD Q |

L

Control Type S
T Rate Date 05/02/2024 jcRANT  Q

CITax Exempt
[Must Use Contract Rate Date

B Auto Default -
O Lock Chartfields Allow Multicurrency PO

Tax Exempt ID

~ Amount Summary &

Maximum Amount 100.000.00 usD

Line ltem Released Amount 0.00
Category Released Amount 0.00
Open ltem Released Amount 0.00
Non-PO PCard Transactions 0.00
Total Released Amount 0.00
Remaining Amount 100,000.00
Remaining Percent 100.00

~ Contract Open Item Reference

Allow Open ltem Reference Add Open Item Price Adjustments

[l Adjust Supplier Pricing First OPM Reporting
Price Can Be Changed on Order

16. Once the Supplier contract is fully executed the status on the Procurement contract can be
updated to Approved. Click Save.

Contract Entry
Contract

Contract Version

SetlDd  STATE
Version 1 Status  Current

Add a Document

Contract I _18MHA32135P 0501

*Status ‘ Approved vl Approval Due Date

Administrator/Buyer

State Identified Contract Type | POM Noncompetifive

> Header @

> Contract ltems

» Contract Categories

| Return fo Search H Motify

| Refresh | Add Update/Display Correct History
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