Creating PSA Requisition
eProcurement
January 1%, 2024

Types of Requisitions: PSA_POS

Navigation:
eProcurement > Requisition

Procedure:
1. Business Unit is populated.
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2. Enter the Requisition Name
3. PSA — Personal Service for the Requisition Type
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4. Click on the POS Details Link

5. Click on Hyperlink for Purchase of Service - POS Competitive Purchase of Service
Greater than $50,000.
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Creating PSA Requisition

6. Answer all questions.

eProcurement
January 1%, 2024

Purchase of Service POS
| AL KR

L]
¥as ()Mo s this a requisition to execute a Request for Propesal (RFP)?

Y¥es (Mo Has a Cost Bensfit Anslysis {CBA) been completed per G4e-16(3)7
Explain why a CBA is not required.  Select "Yes” for all that apply:
¥es ()Mo Services are currentiy provided by a non-state entity

(i¥es ('Ng Services are new and not cu rrently provided by any state employees

Explain why a CEE is not reqguired. Select "Yes” for all that apply:

¥es (J'Mo The contract is with 3 non-profit

¥es (O)No The contract was in effect as of January 1, 2009

¥es ()Mo This type of service cannot currently be provided by state employees
Cifes O
Ci¥es O

Mo |5 this request in sccordance with your agency's current JFM-approved procurement plan?
No |5 this to establish 3 new contract for ongoing semnvices?
If yes, provide the follewing information about the previous contract:
Comntract ID: L-lﬁ
Contract Type: POC Competitive
Supplier 10:
] Eegin Date: End Drate:
Maximum Amount

Total # of years contracting with this provider:
Date of last RFP:

“| oK || Caneel

¥es ()Mo The contract is with a non-profit and the contract was in effect as of January 1, 2000

J¥es (Mg Hasa Cost Effectiveness Evaluation (CEE) been completed per §4e-16(p)? If “Yes", kesp on file for potential audits.

7. Click OK
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8. Enter the Supplier ID
9. Buyer

10. Category

11. Unit of Measure
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12. Enter Chartfields — If the chartfields are defaulted skip this step.

13. Click OK

14. Click Fixed Cost Service link

Note: The Category, Supplier ID, Supplier Name & Unit of Measure, fields populated
with values entered on the Define Requisitions page.

15. Enter Priority of the requisition (High, Med, Low) and then the Item Description
16. Enter Value of Service
17. Enter Start Date
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18. Enter End Date
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19. Click Add to Cart

20. The Shopping Cart displays
21. Click Checkout

Note: Do this process for additional services you wish to place on your requisition.
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22. Click on the Comments bubble

Creating PSA Requisition
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January 1%, 2024

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit

MHAM 1

Requester |JacksonlesTia

*Currency

UsD

Cart Summary: Total Amount 73,000.00 USD

Expand lines ta review shipping and accounting details

Requisition Lines
Line Description

[m} e TEST SERMICE

[ Select All! Desslzct A

Shipping Summary

& Edit for AN Lines
Ship To Location
Address

Attention To
Comments

ltem ID

Select lines to:

0840000211

410 Capitol Avenue 4th Fioor
Office of the Commissioner
MS 14 BUS

Hartford, CT 05134

MHA-Jackson-Lee Tia

Mental Health & Addiction Serv

MHA-Jackson-Lee Tia

Supplier Quantity oM Prica Total
COMMUMITY HEALTH 1 Each 75000.00 T5000.00
RESOURCES INC

|4'u. Add to Favorites ’.‘_=| Add 1o Template(s) ﬂ Delste Selzoted ’.E;.I'x"a;s Changs

Define Requisition

Requisition Mame |TEST POS PEA

Prioity
Requisition Type [POS - Purchaze of Senics v
FOE Details

op Add More ltems

Total Amount 75,000.00 USD

Detads  Comments

=, E Edit

Deletz

i

23. Add a Comment
24. Click on Add Attachments
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25. Click on Choose File and find a file to attach
26. Click Upload

27. Click OK
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28. Enter the Budget Reference (Bud Ref) information in the Approval Justification field.

Requisition Comments and Attachments

Enter requisition comments

Budget Reference 2024 El|

]

[ sendto Supplier [ show at Receipt [ shown at Vausher Add more Comments and Attachments

Approval Justification

Enter approval justfication for this requisition

This service is requirsd for|ABC..... &l

& Save & submit 1 Sawe for Later b Add Marz ltems

29. Click Save & submit

Checkout - Review and Submit

Review the item information and submit the req for
Define Requisition
Requisition Summary

Business Unit | MHAM1 Mental Health & Addiction Serv Requisition Name [TEST POS FEA
Requester | Jackson-Le=Tia H4-Jackson-Lee Tia Priority
sCurrency |USD Requisition Type [POS - Purchase of S w
POS Details
Cart Summary: Total Amount 735,000.00 USD
Expand lines to revisw shipping and accounting details ap Add More liems
Requisition Lines
Line Diescription ltem IT 5 Quantity UOM Pricz Total Detals  Comments  Delete
1 e TEST SERMVICE COMMUNITY HEALTH 1 Each = @ Edit i
“ RESOURCES INC & # Edi

O Select All | Desslect & Select lines to: [l Add 1o Favorites 8 Add to Tempis [ Delete Seiected {EyMass Change

Total Amount 75.000.1

I
=]

Shipping Summary

& Editfor AN Lines

Ship To Location 064
Address 410G
Office o

MS 14 BUS
Hartford, CT 06134

Attention To MHA-Jackson-Lee Tia
Comments

Requisition Comments and Attachments

Enter requisition comments

Budgst Reference 2024 El}
P

O send to Supplier [ show at Receipt [ shown at Voucher Add more Comments and Attachmente

Approval Justification

Enter approval justification for this requisition

This service is required forABC. . EL

) Save & submit & Save for Later Ll Add Mare lizms
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lrems
Price Total Detalls  Comments Delets
1 Message
ted
A saved Reguisition Type can't be changed. Are you sure you want to ssve a Requisition Typs of POST {23500,29)
T - . . . - P
Click ok to this message if you are sure you have selected the proper Reguisition Type, or Cancel to return and changs the Reguisition Type
Ok Cance
30. Click OK

e The requisition has been submitted to PSA_POS workflow and is in pending status.

e The requisition number displays on the header.

¢ The Bid/Contract ID starts with the year, agency acronym & requisition number. This
field is editable when converting the req to a contract.

o Default for this requisition is Amount Only. If you need to change to QTY un-check the
Amount Only Box in the line details.

(Once the requisition is converted into a contract, the Contract ID will have a suffix added to it of
either PSA-01 or POS-01 depending upon which requisition type was chosen).
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