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1. From the Pending Approvals page, select the filters button B and input the
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Filters

Type

Requester

From

Date Perlod
Priority

Routed Date From

Routed Date To

3. Click on the Requisition to open the transaction

Pending Approvals
ViewBy Type - Requisition
® m ) =
“
%1 Puchase s -~ i
W Requsitcn “
Requisiion DASS1 /0000001326 / DAS- MOB D10 [EPLUS TECHNOLOGY INC ReqAmount Apgrover 1 FOeC s
850000 USD er—
Requisition
100,050.00 DASS1/ 0000001327 / DAS- 1 MOB POS Agency Service Approver  Foed s
oszaz02
use
Requisition
300,000.00 DASS1/ 0000001328 | DAS- 1 MOB DAS-BID ReqAmount Appraver 1 Fovted ’
Dsarns
usp
Requizition DASAT / 0000008815 / DAS: 1 pushback. € 8 C JANITORIAL SUPPLIES INC. ReqAmount Approver 1 Fovied s
fas uso o0
Requisition
g DASAT / 0000006818 / DAS Punchout Test SUBURBAN STATIONERS INC ReqAmount Approvar 1 U s
2027 usD pr—
Requisition
. DASA / 0000006820/ DAS 11LT Exampie W B MASON COMPANY INC HOLD Fouea s
e Uso e
Requisitian DASAH / 000DO0BEZE / DAS Y ‘Agency Submitter Routed .
12000 USO fo—
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“ [ Formatted: Left

4. View PSA/POS Details by Clicking on PSA Details Link.

Requisition

Request for PSA Test
12000 USD

S T—

summary

Business Unit DASM1
Routsd Date Octcter 2, 2074
Roquester DAS-
Card Murmber
More Information
Header commeres and atacnments
View Printable Version
Lines
Line Number teen Description

1 FoAtes

Approver Comments

Agproval Chain

Roguisiion 100000008629
Requistion Date Ocrber 2, 2004
Entorad by DAS-

Budget Header Status Not Budge Checked

Merchandize Amourt Supplier Nama

12000 USD TN OF ANDOVER

Otiigation Amount 0

nig Start 10022024

Otiig End 06302025

Contract I8 Purchasing Authority

TEST_COMTRACT 6
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Personal Service Agreement PSA X
Yes No Is this a requisifion to execute a Request for Proposal (RFF)?
Yes No  Does the scope of work for this PSAinclude auditing services permissible by the state Auditors of Public Accounts?

Yes No Has a Cost Benefit Analysis (CBA) been completed per §4e-16(a)?

Explain why 3 CBA is not required. Ssiect "Yes" for all that apply

Yes No Services are currently provided by a non-state entity
Yes No The contract is with @ non-profit and the contract was in effect as of January 1, 2008
Yes No Services are new and not currently provided by any state employees
Yes Mo Has a Cost Effectiveness Evaluation (CEE) been compleled per §4e-16(p)? If "Yes", keep on file for potential audits

Explain why a CEE is not required. Select "Yes" for all that apply

Yes No The contract is with a non-profit

Yes No The contract was in effect as of January 1, 2009

Yes Mo This type of service cannot currently be provided by state employees
Yes No  Is this request in accordance with your agency's cument OPM-approved procurement plan?

Yes No Has the agency confracted out for these services during the preceding twe years?
If yes. provide the following informafion about the previous contract.

Contract ID 20SDE0124AA L)
Contract Type PSG Compeiitive
Supplier ID 0000013614
Supplier Name PULLMAM & GOMLEY LLG
Begin Date 10/07/2020
End Date 09/15/2022

Maximum Amount $75 000.000

Yes No Does another State agency have the resources to provide these services?
Yes No Can these services be purchased on a cooperative basis with another State agency?
Yes No  Will the services (irrespective of contractor) be ongoing?

5. View Header Comments and Attachments by Clicking the Header Comments
and Attachments link:
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Requisition

Request for PSA Test
12000 USD

S T—

summary

Business Unit DASM1

Roguisiion 100000008629

Routsd Date Octcter 2, 2074 Requistion Date Ocrber 2, 2004

Raquester DAS-

Card Mumbar

More Information

Entorad by DAS-

‘Budget Haader Status Not Budges Checked

Heaer commeres ans atacnmerts

View Printable Version

Lines

Line Number teen Description Merchandize Amourt Supplier Nama

1 FoAtes

Approver Comments

Agproval Chain

12000 USD TN OF ANDOVER

Otiigation Amount 0

ot start 1002

Otiig End 06302025

Contract I8 Purchasing Authority

TEST_COMTRACT_S

Requisition Header Comments and Attachments

Business Unit DASM1
Requisition ID 0000008929
Header Details.

~ Comment 1

Test Test Test
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6. View Line Details by clicking the ],

Requisition

Request for PSA Test
12000 USD

S T—

summary
Business Unit DASM1 Roguisiion 100000008629

Routsd Dats October 2, 2024 Requistion Date Ocrber 2, 2004

Raquester DAS- Entorad by DAS-

Gard Mumbar
More information
Header commeres and atacnments

View Printable Version

‘Budiget Haader Status Not Budges Checked

Lines
Line Number teen Description Merchandize Amourt Supplier Nama

1 FoAtes 12000 USD TOWN OF ANDOVER
Approver Comments

Aoproval Chain >

Otligation Amount ¢
nig Start 10022024

Otiig End 06302025

Contract I8 Purchasing Authority

cant

TEST_COMTRACT_S

7. Onthe Line details click the ‘L‘ to view the Distributions for the line

Approval Line Detail

Reguest for PSA Test
12000 USD

[ Meater s pencing your appreval
PEAtest
12000 usD

Line Detaits

Business Unit DASM
Line 1
Suppler Name TOWN GF ANDOVER
Price 12080 USD
Catogory 00000000
Snipping Information

Schedule Ship To Quantity Prics.

1 0640000858 e 12000US0
More Information

Line commants and adtachments

Roquisition 1D 0000008828
im0
Quantity 1 EA

Ship To 0850000888

Amount Attention Due Dats.

12000 UsD Das- 20240828

8. Close window.
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Distributicns

Fluid Approval Distribution
Sohedule 1
o Description PSA est
Werchandise Amount 12000 USD

Guantity 1.0000 EA

Distribution | Requisition _
i

s Rt 8L, e Sy, Pnd Progps
ot " Gy " oo
i

i e T Department 1. SIDTL g

10000 STATE 12000 USD 1000 DASZIZ0 10020 00000 54030

5 ., Budget  ChartField  Charifield | ChartField
L Account 1. pol8 n $ I 1 g

Source

Tpe

Pc
14 Business T Project T Activity 11 cad
unit

NONPG  DAS NONPROJECT

9. Clickthe back button to access the View Printable version link; when

done, close window

Requisition

Requast for PSA Tast
12000 USO

1 Heacer = pencng you sppeored

Summary
Business Unit. CASWT Requisition ID 0000008829
Routed Date. Ociober 2, 2024 Requisition Dats. Octaber 2, 2024
Recuaster GAS Entorod by DAS.
Card Number Sudget Header Status. Not Bucet Checked
—
 More information

[P ———— >

[E—— > I

“Uines

rp— nom Deserpion Marchanass Amount Suppie name

1 PEAtest 12000 USD TOMM GF ANDOVER

Appraver Comments

Approval Chain »

Otiigation Amount 0
Obaig Start 10022024

Obiig End 06302025

Contract 10 Purchasing Authority

CONT >
TEST_GONTRACT_8

10. A Printable version of the requisition will open.
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Business Unit: TECAH Requester: 153710 Status: Pending Approval
Requisition: 0000001004 Requested By: TEC-Diardi Fenee T Currency: USD
Requisition Name: 24TEC0033 RFP_Qut Lor Counssl Entered Date: 52222 Requisition Total: 125,000.00
Header Comments:
Special Note: The prewicus contract (2050E0124 Pullman and Comedy) was executed on our behalf when we were part of CSDE. This RFP is to solicit competitve bids fior
similar senvices.
Quiside Labor Counsel ks needed fo represent CTECS management at colliective bargaining with beth the State Vocational Federation of Teachers and American Federstion of
School Administrators (SVFT and AFSA). The cumrent Collective Bargaining Agresments (CBAs) are due to expire in 2025, with a statutory process for negotiating successor
C8As established by the State Employes RelaSons Act. Office of Labor Relations (OLR) does not represent CTEGS with SVFT and AFS4 and the agency has always engaged
outside labor coursel o lead th igtions on behalf of the apency.
Line: 1 Itsm Desscription: RFF Juiside lsbor counsal Quantity: 10000 LIOM- Price: Lins Total: 125,000.00 Catret_ID
senices EA 125000.0
000
Lins Statue: Pending PO_Auth: CONT
GM Num:
Lina Comments:
*5tart Dater11-01-2026*End Date-10-31-2027**User Comments==* RFF for legal services 10 address union agreemants and issues- outside |abor
relation counsel senvices™ School yesrs 24-25, 25-26, 26-27, and beginning of 27-28%Staet Date: 11-01-2024**End Dade-10-31-2027** User
Commenis:® RFP fior legal services to address union agreements and issues- outside labor relafion counsel services™ School years 24-25, 2526, 26-
27, and beginning of 27-25
Sthip Line: 1 Ship To: 0540000603 Addrses: Shipping Quantity:  1.0000
Attention. TEC-DiNard Serse T Dus Dats: 10/31/2027 30 Vioodland Street Shipping Total: 125,000.00
Ship Viz: COUMON Frsight Terme FOS DE3T Harfford CT 05103
Unitzd Stetes
Dist Statuz Location aty Percent ‘Account
1 Cpzn ACORE 1.0000 000 51280
Degt Fund Frogram siD
TECELES 000 4080 10020
Opan QTY PCEU Opsn Amt
NONFC 1250000000
L Ez2e Amaunt Currency Sequance Capitalize
125,000.00 uso ] N

Request for PSA
12000 USD

[ Heaser is penng your approvai

Summary

Business Unit DASM1 Requisition 10 0000006928

Rauted Date September 25, 2074

Requisition Date September 25, 2024

Entered by

Budget Header Status Mol Budget Checked

« More Information

View Printable Version »

~Lines

110w

Line Number

1 PSAtest

Approver Comments

item Description

Merchandise Amount

12000 USD

Approval Chan

Supplier Name

Contract 1D Purchasing Autherity

CONT 3
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12. This will display the Approval Chain along with the status of the requisition at each

stage. Click to close the Approval Chain

Appreval Chain E
Agency PSA_POS Approval

“~24TEC0038 RFP_Out Lbr Counsel Approved

Agency PSA_POS Approval
& Approved

TEC-Minicucci Assunta
Approves PSA_POS Requests >
052324 10:06AM

© Approved

ci Assunt
OPM if > $50K
M
PSA_POS GPM APPROVAL
 24TEC0038 RFP_Out Lbr Counsel Pending
Start New Path
PSA_POS OPM APPROVAL

E Pending

+
luitipie Approvers

Approves PSA_POS >
B Not Routed +
Luitipie Approvers

Approves BSA. POS >
B Not Routed +

Wultiple Approvers
Final PSA_POS Approver

13. Based on the approver’s review and accuracy of the requisition, the approver can
perform the following actions. Click Approve to approve the requisition.
a. Apop-up window to enter Approver Comments will appear.
i.  Comments are optional for the Approve action.
Enter Comments if necessary and Click Submit.

The requisition drops from the approver’s list, and the next level of approvers
will get an Action notification.

Once the requisition is fully approved, the Requester will receive an Alert
notification and an email.

Requisition

Raquast far PSA Test
12000 USD

-
[ Header s pending your approval

10
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Approve

You are about to approve this request.

Approver Comments

14. Click Deny to deny the requisition.

Requisition

5 Header s penaing your approval

a. Apop-up window to enter Approver Comments will display.
b. Comments are required for the Deny action

You are about to deny this request.

Approver Comments

11
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c. If comments are required on an action and not entered, an error message will
display.

Comments are required.
Comments are required for Denials and Approval Pushbacks and Holds.

15. Enter Comments and Click Submit.

16. The workflow will stop, and the requisition will be terminated.
17.The Requester will receive an Alert notification and an email.
18. Click More to pull up more actions for the requisition.

Approval Line Detall

s

19. Click Pushback to send requisition back to the previous level of Amount Approvers
if any.
a. A pop-up window to enter Approver Comments will display.
b. Comments are required for the Pushback action.
c. The previous Amount Approver will receive an Action notification and an email.
d. The Requester will receive an Alert Notification and an email.

12
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Pushback

You are about to pushback this request.

Approver Comments

Comments are Required

Or

20. Click Hold to place requisition on hold.
a. A pop-up window to enter Approver Comments will display.
b. Comments are required for the Hold action
c. Therequisition will drop to the bottom of the list for the Approver who placed it
on hold, and it will be removed from the rest of the approvers’ list that follow.
d. The Requester will receive an Action notification and an email.

You are about to put this request on hold.

Approver Comments

Comments are Required

21. Click Request Information to request more information on the requisition.
a. A pop-up window to enter Approver Comments will display.
b. Comments are required for the Request Information action
c. The Requester will receive an Action notification and an email
d. Enter Comments and Click Submit.

13
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Request Information

You are about to request more information for this request.

Approver Comments

Comments are Required

22.Approve and Deny actions will bring the user back to their approval list.
23. Any of the actions under More will keep the requisition on the screen.

24. Approve the requisition and it routes to the next approverin
Workflow
a. Requisition Status: Pending
25. Deny the requisition requires a comment and gets routed back to
the PSA_POS Requester
a. Requisition Status: Denied

26. Hold will send a message to the PSA_POS Requester requiring
additionalinformation. The requester will access the requisition,
make the necessary changes, and re-submit the requisition. The
requisition will route directly to the approver that placed it on Hold.
The requisition cannot move forward in workflow until the OPM
Approver takes it off HOLD and approves it once the required
documentation has been added.

a. Requisition Status: Pending

Once Approved, the requisition will be routed to the next OPM Approver and the
Approvers step status will change to APPROVED on the Approval Chain.

To view any PSA_POS document, OPM Approvers, using the Fluid Dashboard navigate
to: Core-CT Financials > eProcurement > Manage Requisition and search for a

14
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PSA_POS requisition using criteria. i.e. Req. number, Req. Type, Date Range, etc.
Financial Reports can also be developed by request as needed for business
requirements.

There are three (3) roles for this process:

*  OPM Budget Approver 1 — OPM Budget Analyst and backup responsible for
approving PSA_POS requisitions

*  OPM Budget Approver 2 - OPM Budget Section Director responsible for
approving PSA_POS requisitions

* OPM Final Budget Approver - OPM Budget Section Director responsible for
approving PSA_POS requisitions

15



