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TECHNICAL COLLEGE SYSTEM OF GEORGIA
ACCOUNTING PROCEDURES MANUAL

This procedure applies to technical colleges and system office
Purchasing Workflow Management System
General

The Purchasing Workflow Management System is a web-based software system that allows electronic submission of Internal Purchase requisitions and all associated documents (i.e., specifications, special terms and conditions, sole brand or sole source justification forms, State Board justifications, etc.) from the Technical Colleges to the System Purchasing office at the Technical College System of Georgia.

Access

Purchasing Manager/Technician will access Purchasing Workflow Management System at https://coral.dtae.org/wfProd/logon.isp. A user name and password will be assigned by the Central Purchasing office at the Technical College System of Georgia. 

Technical College Purchasing Manager/Technician:
The Purchasing Manager/Technician will initiate the creation of the new requisition.

1. After logging in to Workflow, Click on My Processes under User Profile.

2. Select Bond or Non-Bond Process.

3. Under Start Workflow, enter Specifics Name:
                  8XX-XX-XXXX-BOND or 8XX-XX-XXX-NON-BOND

                  (First 3 numbers represent school business unit number;

                  Next 2 numbers represent fiscal Year; Last 4 numbers are

                   Sequential tracking assigned by technical college – 0001, etc).

4. Click Start Workflow.

5. The Workflow was started successfully – Click OK.
6. Under Worklist, Click on the Workflow Specifics Name to be completed.
7. Under Worklist, Enter the following information on the requisition:
Technical College: This should automatically default to the Technical College 
name.
*IPR Control Number: Must be the same number as entered for the Workflow Specific Name (i.e., 8XX-XX-XXX-BOND).
*Contact Phone: Technical College purchasing contact phone number.
*Budget Year: Select Budget year from drop down listing.
*Origin: Not required for Bond purchases, however required for Non-Bond Purchases entered on the technical college business unit.

*Item Summary: Give a brief description of what is being requested (Additional sheets and detailed specifications should be attached at bottom of requisition as needed). NIGP code (s) should also be listed here.

Supplier Information: List suggested supplier(s) here (if none listed, field will default to None).
*Validation Amount: Not to exceed Budget Amount for request.

Special Handling: List any special instructions about timeframe, delivery, etc. that budget of TCSG buyer will need to know (if none listed, field will default to NONE).
*Funding Information: This is Budget Coding information that is required to process the final PO for all requisitions. NOTE: If Bond purchase, only Fund Source and Project/Grant are required. If Non-Bond purchase, all funding fields must be completed.
*Required Information to complete and forward in Workflow Process

8. Attachments: Click Attach file; Click Browse; Select appropriate file(s); enter name of attachment and any comments; Click Attach.
   Note: Detailed specifications, special terms and conditions, drawings, plans, 
   Sole Brand/Sole Source justifications, Vendor Quotes, and any other

   Information pertinent to the processing of requisition should be attached here. In  

   Addition, if purchase exceeds $75,000, please attach a justification write-up to 

   be used to obtain State Board Approval.

9.  Click Complete to forward for VPA Approval in the Workflow Process.

NOTE: Click Save & Close if you have not completed entering all information
on the requisition and want to come back to complete later. Click Cancel to

delete the Requisition in its entirety.

Technical College VPA:

After the Purchasing Manager/Technician has entered and completed the requisition, the document will move to the Vice President of Administrative Services for approval.  It is recommended that the VPA review the Worklist a minimum of once a day.

10.  After logging in to Workflow, Click on Worklist under Home.
11.  Under Worklist, Click on the Workflow Specifics Name to be reviewed.
12.  There are three (3) options to choose from and Comments may be entered if desired:

            Approved - select if all information is correct on the requisition, to move       

             
forward in Workflow processing.
            Declined – 
select if additional information is needed or requires 

             

correction before approval.
            Cancel – 

select to cancel processing of the requisition in its entirety 

             

(cancel may be selected during initial approval or re-working).
            NOTE: Declined will return the requisition to the Technical College 

            Purchasing Manager/Technician for correction. Once corrections are 

            made and Purchasing Manager/Technician clicks completed,

            requisition returns to VPA for another review and approval.

13.  After the VPA approval, the requisition moves forward for either TCSG Bond Approval or TCSG budget Approval or TCSG Approval (Central Purchasing Office). 
Note:  There are two (2) options available in this process depending on whether the requisition is a Bond Purchase or Non Bond Purchase. For Bond Purchases proceed to Step 14. For Non Bond Purchases proceed to Step 18.
TCSG Bond Approver:  For Bond Purchases
A Bond Purchase is defined as projects managed by the system office and on their books.  If the requisition is for a Bond Purchase, after VPA approval, it will move forward in the process to the TCSG Bond Approver for approval of budget use and availability and proper coding. It is recommended that the TCSG Bond Approver review the Worklist a minimum of once a day.

For example: 50XXX, XXX=Bond #
14.  After logging in to Workflow, The TCSG Bond Approver will Click on Worklist under Home. 

15.  Under Worklist, Click on the Workflow Specifics Name to be reviewed. 
The TCSG Bond Approver has three (3) options to choose from and Comments may be entered if desired:


Approved  -  select if all information is correct on the requisition and coding 
                      has been provided, to move forward in Workflow processing.
                   
Declined -  
select if additional information is needed, purchase is not allowable with bond funds or corrections are required before approval.

                    
Forward -   
select if desired funds are not from projects managed by the TCSG Bond Approval and requisition needs to be forwarded to TCSG Budget Approver for approval on different projects.
TCSG Budget Approver:

If the desired funds are not from projects managed by the Bond Approver, requisition will be forwarded to TCSG Budget Approver for review, approval and coding. It is recommended that the TCSG Budget Approver review the Worklist a minimum of once a day.

16.  After logging in to Workflow, the TCSG Bond Approver will Click on Worklist under Home.

17.  Under Worklist, Click on the Workflow Specifics Name to be reviewed.

The Budget Approver has two (2) options to choose from and Comments may be entered if desired:
Approved  - 
select if all information is correct on the requisition and coding has been provided, to move forward in Workflow processing.
Declined  -    select if additional information is needed, purchase is not       
                      allowable with bond funds or corrections are required before  
                      approval.

If Declined, by either the TCSG Bond Approver or the TCSG Budget Approver, requisition will be routed back to the Technical College VPA for reworking.  An automatic, system generated e-mail notification will be sent to the VPA.  Requisition will then be required to repeat the approval process above from Step 12.  If Approved, by either the TCSG Bond Approver or the TCSG Budget Approver, requisition will move forward in the process to the TCSG Approver (Central Purchasing Office Representative).
TCSG Approver (System Purchasing Office):  For Non-Bond
For Bond Purchases approved by Bond or Budget Approver AND for Non-Bond Purchases approved by Technical College VPA, Requisition is forwarded to TCSG Approver (System Purchasing Office Representative). It is recommended that the TCSG Approver review the Worklist a minimum of twice a day.  Non-bond purchases include tech match, MRR and obsolete equipment which is located on the College’s books.
18.   After logging into Workflow, Click on Worklist, under Home.
19.   Under Worklist, Click on the Workflow Specific Name to be reviewed.

TCSG Approver has two (2) options to choose from and Comments may be entered if desired:
Approved  - 
select if all information is correct on the requisition, to move forward in Workflow processing.

                        Declined  - select if additional information is needed or requires correction  
                                           before approval. 
Non-bond purchases include tech match MRR, and obsolete equipment which is located on the College’s books.

If Approved, TCSG Approver will proceed with processing requisition by completing the following tasks in Workflow:



--Determines if competitive Bidding is required.

                      --Forwards to DOAS State Purchasing or GSFIC if required.

           --Completes RFQ/E-Quote and enters number and closing date in Workflow

                      --Monitors bids, addendums, etc. and if needed sends Extension Notification  
                        (or may cancel entirely if appropriate)

                      --Receives and tabulates bids

                      --Forwards Bid Tabulation to Technical College Purchasing  
                        Manager/Technician for review and approval

If Declined, requisition is routed back to Technical College Purchasing Manager/Technician for reworking.  An automatic, system generated e-mail notification will be sent to both the Purchasing Manager/Technician and the VPA.  Requisition will then need to be resubmitted from Step 7.

20.  TCSG Approver forwards Bid Tabulation to Technical College Purchasing Manager/Technician for review and approval.

Technical College Purchasing Manager/Technician:

21.   Technical College Purchasing Manager/Technician has two (2) options to choose from and comments may be entered if desired:


Approved - 
select if concur with award recommendation on bid tabulation and funds available.
                     
Declined – 
select if recommendation is not acceptable – be sure to include comments on why recommendation cannot be approved.

If Declined, Bid Tabulation will be returned to TCSG Approver for further review. Bid Tabulation Approval would then repeat the process from Step 20 until Approved. (Requisition may be cancelled by TCSG Approver at this point if needed.)

Once the Bid tabulation has been Approved by the Purchasing Manager/Technician, requisition process is routed back to TCSG Approver.

TCSG Approver (System Purchasing Office):

22.  TCSG Approver will determine if State Board Approval is required.  If required, process will hold until such approval is obtained.

23.  After State Board Approval is obtained OR if not required, TCSG Approval will issue Purchase Order. An automatic, system generated e-mail notification will be sent to both the Purchasing Manager/Technician and the VPA.

THIS COMPLETES THE WORKFLOW PROCESS.
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