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e Loginto Core-CT and click on the Worklist button:

Favorites ‘ Main Menu -
Core—_M Al ~ | Search

Top Menu Features Description < ov

% | Advanced Search

Our menu has changed!
The menu is now located across the top of the page. Click on Main Menu to get started
Highlights

Recently Used pages now appear under the
Favorites menu, located at the top left

Breadcrumbs visually display your navigation
path and give you access to the contents of
subfolders.

Menu Search, located under the Main Menu, now
supports type ahead which makes finding pages
much faster
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e Click on the Requisition Link to open the request

e View Comment History by clicking on the View History Link

e View Line Details for Chartfield information by clicking on the View Line Details Link
e View PSA_POS Details by Clicking on POS Details Link

e View Attachments by clicking on the comments bubble

Requisition Approval

Business Unit MHAM1
Requisition 1D 000038258
Requisition Mame 3000032258

Requester NHA-Jzckson-Les Tia

Entered on 12/15/2023

Status Pending Requisition Type P05 - Purchase of Senvice Total Amount 5400000 USD
Priority Medium Bid ID 23MHA38258
Budpet 5tatus Mot Checked POS Detsis
Requeaster's Justification
Budpet Ref 2024

& Edit Requisition iewr printable version

Line Information

Line Information Personalize | Find | (2 First 4 1of1 & Last
Linga ttem Descriphons Suppllsr Hama Quantity UoM  Prica Requester's Commentz
COMMECTICUT B
O 1 ﬁ-"‘ nursing services NWURSES 1.0000 EA 5400000000 USD e
ASSOCIATION

1 Selectall ! Desslzct All
L Wizwi Line Details

Review/Edit Approvers
Requisition Line(s): 1T 1183 To 3 of 1 [#¥ [W] Retrizve
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Agency PSA_POS Approval
Requisition 0000038256:Approved ;':‘:;;:f Sommen

Apgency PS&_POS Approval

Approved Auto Approved
WMHA-Jackson-_e= Tia » MEA-Jackzon-Lee Tia
s Aporoves PSA_POS Requesls v PSA_POS o OPMif »/= 350K
1318423 - 5:54 PM 1218723 - 5:54 PM

Comment History
MHA-Jackson-Lee Tia at 1218/23 - 5:19 PM

View History
PSA_FOS OPM APPROVAL
R . - ﬂ':"'few-'-iide Comments
Requisition 0000038256:Pending [F]St=rt Hew B2t
P34 _POE OPM APPROVAL
Pending Hot Routed Not Routed
OFM-Dowd Judith OPM-Diowd Judith Muiple Approvers
(B Approves PEA_POS B - Approves PSA_POS g & Final PSA_POS Approver

Comment History
MHA-Jackson-Lee Tia at 12M18/23 - 5:19 PM
View History

Enter Approver Comments

I Approve @ vy i JEree

Return to Worklist

eProcurement
January 1, 2024

After reviewing all the information that displays on the requisition approval page, select the line by

[}
checking the box at the beginning of the line and click View Line Details
Line Information
Line Information Personalize | Find | (2 1of1 » Last
Ling ltem Descriptiona Supplier Hamaa uantity UoM  Prica Ragquaster's Comments
COMNECTICUT B
1 &  nursing senvices MURSES 10000 EA  54000.00000 USD G
ASSOCIATION
0 Select Al / Desslzct All
L Vizw Line Details
Review/Edit Approvers
Requisition Line(s): 113 To Qof1 [ [W] Retriave
e Line Details displays Chartfields, Start and End dates, Budget Reference, dollar amount, etc....
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Busineas Unit: MHAM? Requester: Jackzon-LeeTia Status: Pending Approval
Requigition: 0000035235 Requested By: MBA-Jackzon-Lee Tia Currency: UsD
Requisition Name: 00000328256 Entered Date: 1211523 Requisition Total: 54,000.00
Header Comments:
Budget Ref 2024
Lime: 1 Item Desacription: rursing services Quantity: LIOM: EA Price: Line Total: 54,000.00 Cntret_I0:
10000 4000.0000
Line Status: Pending PO_Auth: CONT
CI Num:
Line Commenta:

*=3art Date:12-14-2023End Dabe:12-15-20235tart Dater12-14-2025End Date:12-15-20235tart Date: 12-14-20E3End Date12-13-2023"5tan Date: 12-14-2023End Date: 12-15-
2023+5iart Date:12-14-2023End Date:12-13-2023

Ship Line: 1 Ship To: 0640000311 Addreas: Shipping Quantity:  1.0000
Attention: MHA-Jackson-Les Tia Due Date: 1213723 410 Capitcl Avenue 4th Floor Shipping Total: 54,000.00
Ship Via: COMMON Freight Terms:F08 DEST Ofiice of the Commissionsr
M5 14 BUS
Hartford CT 06134
United States
Diist Status Location Oty PCT Amount GL Unit Account
Cpen ACCRE 1.0000 A00.00 54,000.00 STATE ek
Dept Fund Program Class
MHAS31 86 1000 00000 10020
Open QTY PCBU Projsct Opan Amt
1.0000 NONFC MHA_MNONFROUECT 0.000
5L Bass Amount Currency Jequence Capitalizs
o4,000000 usD 0 N
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e Click on the POS Details Link to view the type of POS and the required forms associated with them.

Purchase of Service POS x
FROo Hslp

Competitive Purchasz of Service greater than $&0,000
Yes Mo I= this a requisition to execute a Request for Proposal (RFF)?

Following Waiver Code discontinued from FY 2022

NA Yes Mo Has a Cost-Effectiveness Evaluation (CEE) per f4e-18ip) or a
Contract Standards Beoard Approval (CBA) per §4e-18(3) been completed?

Yes No Has a Cost Banefit Analysis (CBA) been completed per §4=-18(3)7
Explain why a CBA iz not required. Select "Yes" for all that apphy:
Yes Mo Services are currently provided by 3 non-state entity
Yes Mo The contract is with 3 non-profit and the contract was in effect &s of January 1, 2009
Yes Mo Services are new and not currently provided by any state employses
Yes No Has 3 Cost Effectiveness Evaluation (CEE) been completed per §4=-18(p)7 If "Yes", keep on file for potzntial audits.
Explsin why 3 CEE is not required. Select “Yes" for 3l that apoly:
Yes No The contract is with a non-profit
Yes No The contract was in effect as of January 1, 2000
Yes Mo This type of service cannot currently be provided by state employess
Yes Na Is this request in accordance with your agency’s current OPM-approved procurement plan?
Yes No I= this to establish a new contract for ongoing services?
If yes, provide the following information about the previous contract
Contract 10: La
Contract Type:
Supplier 10:
Begin Date: End Date:

Maximum Amount:

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

e C(Click on the comments bubble to view the attachm_..__

Requisition Line Comments and Attachments -

’ ﬂ o # ™y Hzlp
Business Unit MHAM1 Requisition [0 0000038255
Lina 1 Item Diescription nursing services
Comment 1

**Start Datz:12-14-2023*End Date:12-15-2023**52art Date: 12-14-2023**End Date:12-15-
2023**5tart Date:12-14-2023**End Date:12-15-2023**52art Date: 12-14-2023*°End Date:12-15-
2023**Start Date:12-14-2023**End Date:12-15-2023

Zaguenca attached Flle
1 ‘e POS . docx
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e Enter Approver Comments (if any) and either Approve, Deny or Hold Requisition

Enter Approver Comments

=
®

[ Approve @ D=y (i ] Hodd

Return to Worklist

A. Approve the requisition and it routes to the next approver in Workflow
e Req. Status Pending

B. Deny the requisition requires a comment and gets routed back to the PSA_POS Requester
e Req. Status Denied

C. Hold will send a message to the PSA_POS Requester requiring additional information. The requester will
access the requisition through the Worklist and make the necessary changes and re-submit the
requisition. The requisition will route directly to the approver that put on the Hold. The requisition
cannot move forward in workflow until the OPM Approvers takes it off HOLD and approves it once the
required documentation has been added.

e Req. Status Pending

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

Confirmation
v 0000038256 has been routed for further approval.

Review/Edit Approvers

Agency PSA_POS Approval

Requisition 0000032256: Approved (iewHide Comments
Agency PEA_POE Approval

Approved Auto Approved
MEA-Jackson-Le= Tia b W=A-Jackson-Lee Tia
#. Approves PSA_POE Reguests # FSA_POSE to OPM i == 50K
12 BIES - 554 P 121827 - 554 PM

Comment History
MHA-Jack=zon-Lee Tia at 12M 823 - 5:19 PM

View History
FSA POS OPM APPROVAL
Requisition 0000032256:Pending C2VizwHide Comments
P3A_PDS OPM APPROVAL
Approved Auto Approved Pending
CPM-Ciowed Judith b OPM-Dovwd Judith b Muhple Approvers
v fpproves PSA_POS v Agproves PSA_POS {E' Final PEA_POS Appraver
12MB/Z3 - 618 PM 12MEZS - G116 PM

Comment History

MHA-Jackzson-Lee Tia at 12M8/23 - 5:19 PM
WView Higtory

Return to Worklist

To view any PSA_POS document, OPM Approvers can navigate to: eProcurement > Manage Requisition
and search for a PSA_POS requisition using criteria. i.e. Req. number, Req. Type, Date Range, etc...
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Financial Reports can also be developed by request as needed for business requirements.
There are three (3) new 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

The BIG PICTURE is a very integrated streamlined & cost saving approach. This initiative eliminates costs
for licensing, maintenance and consulting services for a standalone outdated systems.

A. Once the Pre-Authorization is completed the PSA_POS Requester will be able to convert the
requisition into a Procurement Contract in Core-CT. All the information on the requisition will
populate onto the Contract.

B. The Supplier Contract can be created by clicking on the Create Document Link on the Procurement
Contract. It will be compiled from all the legal documents in the contract library. The User will be
able to collaborate with the Supplier and the AG’s office using this new functionality to negotiate the
Supplier’s contract. It will be signed using DocuSign software within the system. Once approved and
signed off on, the Procurement Contract will be approved.

C. The end user will be able to create a purchase order by copying the Procurement Contract into the
PO. The purchase order will go through the existing PO Approval workflow and be dispatched
electronically to the vendor.

D. Once services are received in the system a voucher is created and the supplier is paid.



