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Agencies that use the North Carolina Accounting System (NCAS) are integrated with NC E-Procurement.
NC E-Procurement is used to complete all purchasing functions; however, the financial components are
processed in NCAS. NC E-Procurement communicates with NCAS throughout the purchasing lifecycle to
encumber funds and to pass eRequisition, purchase order, and receipt information.

The process flow below captures an overview of when NC E-Procurement communicates with NCAS.
Each yellow text box below reflects an action taken in NC E-Procurement.
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Compose eRequisition — All eRequisitions are created in NC E-Procurement.

Submit eRequisition — Once submitted, the eRequisition information is passed to NCAS to create the
NCAS eRequisition and check available funds. If funds are available, the eRequisition amount is
committed or pre-encumbered.

Approve eRequisition — All approvals are done within NC E-Procurement.
If an approver makes a significant change to the eRequisition (e.g., changes quantity, price, account code
information), the eRequisition is again passed to NCAS for funds checking.

Purchase Order Created — Once the final approver approves the eRequisition within NC E-Procurement,
the information is sent to NCAS to create the purchase order and encumber the final purchase amount.

Receive Iltems — All receiving is done in NC E-Procurement. Receipts are entered for purchase orders
and the receipt information is passed to NCAS for invoice payment.

Note: For purchase orders with a Unit of Measure of ‘Dollar’, the receipt information is not required in
NCAS and therefore is not sent.
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I. Funds Checking

The status of an eRequisition is impacted by the outcome of funds checking in NCAS. An eRequisition is
pre-encumbered and ‘Submitted’ to the approval flow when funds checking is successful. The status of
an eRequisition is ‘Denied’ when the pre-encumbrance funds checking is unsuccessful. Users can
review the comments in the ‘History’ tab of a ‘Denied’ eRequisition to determine whether it was denied
by an approver or due to unavailable funds. If funds are unavailable the user can change the amount of
the eRequisition to a lesser amount, select a different accounting combination, or the user can withdraw
the eRequisition and edit it to pass to the entity’s Override Budget Officer.

Below is an example of the message displayed in the comments in the ‘History’ of an eRequisition when
pre-encumbrance funds checking fails (the company/account/center combination will be provided for each
line item):

User attempted to Pre-Encumber Requisition. Pre-Encumbrance failed due to following reasons:
Fail Requisition Lineltem 1: SplitAccounting 1:: H999FBC 225: FUNDS NOT AVAILABLE FOR -
XXXIXXXIXXXXXXX Requisition Lineltem 2: SplitAccounting 1:: H999FBC 225: FUNDS NOT
AVAILABLE FOR = XXX/XXX/XXXXXXX

The Override Budget Officer can override a funds exception so the eRequisition can continue through the
procurement process. Steps to add an Override Budget Officer to the approval flow are below.

1. Locate the eRequisition that is in ‘Denied’ status due to unavailable funds. This can be done by
accessing the eRequisition from the ‘My Documents’ Portlet or by searching using the ‘Search’
Portlet. Access the eRequisition by clicking on the title.
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D Date + From Status Title Required Action
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i Manage
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Reports Catalog 1D: Welcome to NC E-Procurement @ Your Service!
eRequisition ilable in “view-only’ status to
PurATes @D ] Note: The ‘Search’ purchase orders created prior to
HeCeRtvVi e = Portlet can also be
~—%> RQ16982303 U...d Requisition Used to |Ocate the C E-Procurement system are
RQ16982301 t...n to withdraw User Profile eRequisition t.nc.gov/Training.html
RQ16982298 U...d Requisition More...

RQ16982293 U...d Requisition ]

(=] Title Date _ Status b -
:i Purchasing Links 1 RO16982303 Untitled Requisition 7/11/2013 (\ Denied
E-Procurement Resources ®|  RD16932305 Test eRequisition - Punchout Catalogs 7/11/2013 “compasing
INC @ Your Service Portal |2 RO16982302 Untitled Requisition 7/11/2013 Composing
ICustomer Service B RO16982301 test eRequisition to withdraw 7/11/2013 Composing
Punchout Cataleg Availability B RO16582298 Untitled Requisition 7/11/2013 Composing
Reagistered Vendor Search e RO16982293 Untitled Requisition 7/11/2013 Composing
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9/11/2014 NCAS Integration and Change Order Process Guide 2



il
p N C E-Procuremena

@ your service

NC E-Procurement @ Your Service

eRequisition Course

NCAS Integration and Change Order Process Guide

2. Withdraw the eRequisition by clicking the ‘Withdraw’ button.

NCE-Pmcurement ARILE A

@you\r service Home

[ Create Search Recent

RQ16982303 - Untitled Requisition

Manage

Preferences

-

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request. Review

Home | Help | Logou!

Welcome NCASRequester NCASRequesta

Status: Denied

Pre-Encumbrance Status: Pre Encumbered

Buying Entity: 13EG
Transmit To Supplier?

My Labels: B Apply Label...

[ @5ack [Resubrit | witharaw ] Pt )
==

Approval Flow Orders Receipts History

Title: Untitled Requisition

Line Items (1) Show Detals  [IT]]
MNo. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
$0.00000 $0.00000
1 [E]  Tractor Backhoe 1 each ——— $15,000.00 USD  $15,000.00000 USD

Total Cost: $15,000.00000 USD

3. Edit the eRequisition by clicking ‘Edit.’

Create Search

Manage

Recent Preferences

Request Withdrawn

Your request has been withdrawn. Select an action to take with this request.

RQ16982303 - Untitled Requisition has been withdrawn.

Home | Help " | Logout

Welcome NCASRequester NCASRequaster

’
\* View the details of the withdrawn request
& RE=UMh { the NC E-Procurement Service Home Page
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4. Place a check in the checkbox labeled, ‘Pass to Budget Officer.’

Note: Placing a checkmark in the checkbox labeled, ‘Pass to Budget Officer’ will automatically add
the agency’s designated Override Budget Officer at the end of the approval flow. The Override

Budget Officer must follow the steps as outlined in Section Il Override Budget Officer, in order for
the eRequisition to move forward.

Note: If the eRequisition is a V2 or later, the ‘Pass to Budget Officer’ field will also be located on
the line item level. This field can be checked for each line on the eRequisition by editing each line
individually rather than through a mass edit. Note that all lines associated with a purchase order must

have the ‘Pass to Budget Officer’ box checked at the line item level if it is not checked at the header
level of the eRequisition.

5. Submit the eRequisition.

NC ARIB A*
E-Procurement
@your service Home

= Create Search

Home | Help ~ | Logout

Welcame D8 Requester

Manage Recent  Preferences

RQ16982303 - Untitled Requisition

These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the

0 s [Detere | copy ] eor [[suormt) 7]
-——=-
Title: Untitled Requisition

Pre-Encumbrance Status: Failed Pre-Encumbrance

on Behalf OF: 08 Requester :\
[i:]

Delay Purchase Until:

J— S Note: The Pre-Encumbrance Status is

Transmit To Supplier? ‘Failed Pre-Encumbrance’ as the
oo, @ eRequisition failed due to funds checking.

Wy b 6 E bl

Line Items (1} Show Details  [[1]

No. Type Description Supplier Part Number Qty Unit Tax Other Price Amount

$0.00000 $0.00000
1 Tractor Backh: 1 h 15,000.00 USD  $15,000.00000 USD il
[E]  Tractor Backhoe ead g $ $

Total Cost: $15,000.00000 USD
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[I. Override Budget Officer

The Override Budget Officer can edit and re-submit the eRequisition, override the funds exception, or
deny the eRequisition. Overriding the funds exception will automatically commit funds in NCAS so a
purchase order can be created. When the ‘Pass to Budget Officer’ box is checked, the Override Budget
officer is added to the end of the approval flow. If no further changes that require funds checking are
made the eRequisition passes through the normal approval flow. It is finally approved by the Override
Budget Officer. If changes are made to the eRequisition after it has already failed funds checking once,
and these changes cause the eRequisition to fail pre-encumbrance again, the requisition will continue to
pass through the approval flow to be approved by the Override Budget Officer. The Override Budget
Officer will only ever have to approve an eRequisition once.

1. Locate the eRequisition in the ‘To Do’ Portlet. Access it by clicking the eRequisition Title.

Home | Help ™ | Logout

NCE-Prucutement ARIB A

@your service
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7 configurs Tabs [ Refresh Content
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B -
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¥| RO16982305

4/2/2012

08 Requester

Subrnitted
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Wiew List .. (1)

N ———_—-

i search

eRequisition

Furchase Order
Receipt
User Profile

Mare...

Welcome to NC E-Procurement Version 2.0!

Don't forget to visit the NCER Home Page ta find Job-Aids and Training
Opportunities.

:i My Documents

jiul

Title

Date 4

Mo Hemns

Status
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2. Edit the eRequisition by clicking the ‘Edit’ button.

NCE-Prucurement AR B A

Home | Help " | Logout
@your service Home

Welcome NCAS BudgetOfficer
Search Manage  Recent  Pref

RQ16982303 - Untitled Requisition

Status: Submitted
These are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request,

-~
’ N
(s < Ew )
-
m Approval Flow | Orders | Receipts | History
Title: Untitled Requisition
Pre-Encumbrance Status:  Failed Pre-Encumbrance
Buying Entity: 08EG
Owerride Funds Exception:
Transmit To Supplier?
My Labels: £ Apply Label...
Line Items (1) Show Details [
Ne. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
$0.00000  $0.00000
- h ,000. ,000.
1 [B]  Tractor Backhoe 1 ead i $15,000.00 USD $15,000.00000 USD

Total Cost: $15,000.00000 USD

3. Place a checkmark in the checkbox labeled, ‘Override Funds Exception’.

Note: If the eRequisition is a V2 or later, the ‘Override Funds Exception’ field will be located on the

line item level. This field will need to be updated for each line on the eRequisition by editing each
line.

4. Click the ‘Save’ button to save the changes made to the eRequisition.

.
NCE-Prncurement ARTE A

Home | Help ™ | Logout
@pyour service

Welcome NCAS BudgerOfficer
Manage

RQ16982303 - Untitled Requisition

- b Y
) G ED
— : —
Rewiew your requisition and make changes as necessary. When you are finished, save the request.

Title:

[Untitled Requisition

Pre-Encumbrance Status: Failed Pre-Encurmnbrance

On Behalf Of:

08 Reguester (@]
Delay Purchase unst: @ [ ]
Buying Entity: " ngEG
S e — o~
~ Override Funds Exception: ]
S e ==
Transmit To Supplier?
My Labels: E) Apply Label...
Line Items (1) Show Details  [11]
No. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
$0.00000 $0.00000
h
1 [8]  Tractor Backhoe 1 ead el $15,000.00 USD $15,000.00000 USD

Total Cost: $15,000.00000 USD
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5. Click ‘View’ to view the status of the eRequisition. The Override Budget Officer will need to
approve the eRequisition before the eRequisition can continue through the normal approval flow.

Home | Help ~ | Logout

Welcome NCAS BudgerOfficer

NCE-Prucurelllent ARIEB A

@yuur service Home

Manage Recent  Pref

New Requisition - Saved
“our changes have besn saved, Use the Status section of the Mavigation Pans| to monitor the requsst's progress through the approval process.

RQO16982305 - Untitled Requisition has been saved.

£ Macu\pv of this request
= Yiew the spatus of your request
= FudTafels to tag this document

® Return to the NC E-Procurement Service Home Page

6. Click ‘Approve’ to fully approve the eRequisition and encumber the funds.

Home | Help ™ | Logout

Welcome MCAS BudgetOfficer

NCE-Prunurement AR 1B A

@your service Home
Recent Preferences
Status: Submitted

B Search  Manage

RQ16982303 - Untitled Requisition

These are the details of the request you selected, Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may also print the details of the request, Rewiew ¥

- |

- ~ o
G0 e (o) G
~ /7
”-

[oaa:k
~

summary L Orders  Recsipts | History

Legend: [ approved [ watcher [T Active ‘

[ oPin chief Procurement Officer J—@ Override Budget Officer - 08 J*F Approved

2

-

Agent 1)

<

add Appraver
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lll. Changing/Canceling an Existing Purchase Order

When a change needs to be made to a purchase order that has already been sent to the supplier, a
change order can be created within NC E-Procurement. Once a change order is created, NC E-
Procurement will append a version number to the end of the eRequisition and purchase order number
(e.0., V2, -V3, etc) if the requested change is significant enough to generate a new version of the
purchase order.

Before creating the change, users will need to verify the order is not closed to invoicing in NCAS.
Creating a change to an order closed to invoicing will cause the order to fail when the change
order is sent to NCAS. In addition, lines to be changed need to be unreceived in NC E-Procurement
before creating the change order. If the line to be changed has been fully received, users will receive a
message indicating ‘the line is fully received and cannot be changed.’

Change orders submitted by the requester must go back through the eRequisition approval flow. Change
orders submitted by a purchasing agent may bypass the approval flow if the ‘Bypass Approval Flow’
box is checked. Encumbrance does not take place in NCAS until the final approval occurs in NC E-
Procurement. Users should check their entity’s policies prior to making changes to an eRequisition.

1. Find the eRequisition associated with the purchase order that needs to be changed. This can be
done by accessing the eRequisition from the ‘My Documents’ Portlet or by searching using the
‘Search’ Portlet.

2. Click on the eRequisition ‘ID’ or the ‘Title’ of the eRequisition to display the eRequisition
Summary.

ARI B A" Home | Help | Logout
NCE-Prncurement
- (@your service Home Welcome D& Requaster

Home Dashboard 7] configure Tabs [ Refresh Content

Common Actions

jiul Date 4 From Status Title Required Action
J create
eRequisition b foms
._‘_—-. M.
- Manage i Search
Recsive
Reports Exiizifog Welcome to NC E-Procurement Version 2.0!
eRequisition g;g‘;rftz:‘g‘g;:u wvisit the NCEP Home Page to find Job-Aids and Training
PpTTI—— Purchase Grdsr ]
S Note: The ‘Search’
ot RQ2ON0108Z U..d Receipt )
Recuisition Portlet can also be
User Profile
used to locate the
. — == frere: eRequisition.
:i Purchasing Links =

E-Procurement Resources

:i My Documents

NC @ Your Service Portal o] Title _ __ Date o Status
Customer Service PRt 5
Punchout Catalog Availabilite | R016982303  Untitled Requisition 4/2/2012 ordersd

—_—————

peqistered Vendor search
Reaistered Vendor Search Wiew List .. (1)

Purchasing Sites of Interest

Purchase & Contract
IT Procurerment
Term Contracts Link
Wendor Link

HUB Office
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3. Click the ‘Change’ button to change the eRequisition. If the ‘Change’ button does not appear,
the order may be closed for changes.

Note: If the item being changed is an expired catalog item, the only updates that can be performed
are to reduce the quantity or update it to zero.

Note: In order to cancel the order completely, click the ‘Cancel’ button. If the original order was
transmitted to the supplier, a cancellation notice will be sent to the supplier. If the original order was
not sent to the supplier, the cancellation also will not be sent. Purchase orders that have been
partially or fully invoiced cannot be cancelled. In this case, a change order will need to be created
and the quantities of the line items to be cancelled will need to be set to zero.

NCE-Prucuremant ARIB A

Home | Help ™ | Logout
@ynur service Home

Welcome 02 Requester

Search Manage Recent Pre

RQ16982303 - Untitied Requisition Status: Ordered

These are the details of the request you selected, Depending on its status, you can edit, change, copy, cancel, or submit the request for approwal, You may also print the details of the request,

& Back

m approval Flow | Orders | Receipts | History

Title: Untitled Requisition

Pre-Encumbrance Status: Pre Encumbered
Buying Entity: 08EG

Transmit To Supplier?

My Labels: Apply Label...

Line Items (1) Show Details [T

No. Type Description Supplier Part Number Qty Unit Tax Other Price Amount
0.00000 $0.00000
1 [8]  Tractor Backhoe § -

1 each oo e $15,000.00 USD  $15,000.00000 USD

Total Cost:  $15,000.00000 USD

4. Make the necessary changes and click the ‘Submit’ button.

NCE-PruGllremem ARIE A

Home | Help ~ | Logout
@y(mr service Home

Welcome 08 Requester

arch Manage Recent Preferences

E—
- [Backto catsiog | (=]
Review your requisition, make & s as necessary, and submit the request for approval,

Note: The eRequisition

Title: [ntitled Requisition number now has the
Pre-Encumbrance Statusi Mot Encumbered version number

&n Behalf of: appended to the end.
Delay Purchase Until: I:l i3]

Buying Entity: * naes

Transmit To Supplier?

My Labsls: Apply Label...

Change Initisted By: D8 Requester
For Changs Order:  Yes

Line Items (1}

Show Details  [[11]
No. Type Description

Supplier Part Number Qty Unit Tax Other Price Amount
$0.00000 $0.00000
1 Tractor Backhoe 1 each iy $15,000.00 USD  $15,000.00000 USD

Total Cost:  $15,000.00000 USD
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