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This job aid provides detailed information related to the three primary NC OpenBook fields within the
North Carolina E-Procurement system: Federal Award Number, Grant ID, and Bid Number. The
functionality outlined below is specific to the Department of Health and Human Services (DHHS). NC
OpenBook information allows for better tracking of State spending relating to federal awards, grants and
bids.

Note: Users can search for eRequisitions based on NC OpenBook fields. Please reference the System
Searches process guide for specific information.

I. Federal Award Number

Accounting Combinations created in the North Carolina Accounting System (NCAS) determine the use of
Federal Award Numbers on NC E-Procurement transactions. Based on the Accounting information
entered on a requisition, a Federal Award Number may be required to complete the transaction.

1. When an Accounting Combination (Company, Account, Center) associated with American
Recovery and Reinvestment Act (ARRA) funds is selected, NC E-Procurement will default the
appropriate Federal Award Number, Catalog of Federal Domestic Assistance (CFDA) number
and award title based on data provided by the Office of State Budget and Management (OSBM).

Note: A Federal Award Number is required when using an Accounting Combination associated with
ARRA Funds.

= Create Search Manage Preferences

RQ17003883: Untitled Requisition MY Items: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get invalved to e
Full Description: * widget - Quantity: 1

Unit of Measure: |esch (]
Commodity Code: " <& Price: so.0ouUsD o
Supplier: (] Tax Rate: Other =
Location: (no value) Tax Amount: $0.00 USD E
Bid Number: ] Other Costs: s0.00USD o

Supplier Part Number:

When an ARRA Federal Award
Number is selected, an ‘ARRA

Recycled Cantent? Dives @ No

Item Classification: Good

Contract Type: No - Funds’ field is displayed
Blankst furchase?  Cves @to indicating ARRA Funds are being
used for the line item.
ACCOUNTING - BY LINE ITEM
|~ S O e )
o -== o When an ARRA designated
Account: ) Accounting Combination is selected,
Center: o ) the appropriate Federal Award
7 Ferat swar urhor: 0 [g2568 c-tevinecos]® ‘j/ Number, CFDA number, and title are
""""""""""""" automatically populated.

9/11/2014 DHHS OpenBook Process Guide



o

#(NCE-Proc remoil NC E-Procurement @ Your Service
: DHHS OpenBook Process Guide

@ your service

RQ170033883: Untitled Requisition

2. If an ARRA designated Accounting Combination is selected and NC E-Procurement cannot
default the appropriate Federal Award Number, the user will be required to select a value from
the drop-down menu.

[H Create Search Manage Preferences

I Items: 0 Total: $0.00000 USD

-
~

If you cannot locate an item in the cataleg, request a non-cataleg item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ¥

Full Description: * widget - Quantity: 1

- it oo [z [0
.
Commodity Code: 022-04 - Brush Chipper| 3| Price: s0.00USD | &

Supslier: e @) Tax Rates Other =
Location: (ne value) Tax Amount: s0.00USD
Bid Number: [(none seeces) [ Other Costs: s0.00UsD | &
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? @ Yes @ No
Item Classification: Good
Contract Type: No -
Blanket Purchase? D yes @ No
When an ARRA
Accounting Combination is
ACCOUNTING - BY LINE ITEM
selected, the ‘Federal
Company: ) Award Number’ field is
A it: : i
required.
Center: o
e m = e —— o -
Fedzral Awerd Numbers £ ~

9/11/2014 DHHS OpenBook Process Guide 2
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3. Click the down arrow next to the ‘Federal Award Number’ field. If the appropriate Federal
Award Number is not displayed as a recent selection, select ‘Search for more...’ to view the full

list of available Federal Award Numbers.

= Create Search Manage Preferences

RQ17003883: Untitled Requisition MIY rtems: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-cataleg items may take longer to process because your purchasing department may get involved to ¥
Full Description: * Widget B Quantity: 1

= Unit of Messure: [sach |
Suppler: [ e [ Tax Rate: otrer -
Location: (no value) Tax Amount: s0.00USD O
Bid Number: [(none selected) [ Other Costs: s0.00USD o
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? @ Yes @nNo
Item Classification: Good
Contract Type: No -
Elanket Purchase? ) Yes @nNo
.
Select ‘Search for
ACCOUNTING - BY LINE ITEM 3 .
more...” to view the full
C : 5 3 R
ompany [ list of available Federal
A t: g
1o Award Numbers.
Center: )
Federal Award Number: [\]
Eﬁ‘iﬁs_ﬁranlNCCOMmumw Sarvices Block Grant
- =~
= h i + —
] earch for more... "~}

S_———_—-

4. The ‘Choose Value for Federal Award Number’ pop-up window allows users to search for and
select the appropriate Federal Award Number for the line item. The user can search by CFDA,
Federal Award Number, Award Title, Award Type or NC_ARRA indicator.

5. Due to the unique management of funds within DHHS, the appropriate Federal Award Number
may be ARRA or Non-ARRA. To search by NC_ARRA indicator, select ‘NC_ARRA’ from the
search field drop-down menu. Type the word ‘yes’ to search for Federal Award Numbers tied to

ARRA funds.

9/11/2014
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6. To add a Federal Award Number to the line item, click the ‘Select’ button next to the appropriate

value.

Note: NC E-Procurement receives Federal Award Numbers from OSBM nightly, Monday - Friday. A
Non-ARRA Federal Award Number or an ARRA Federal Award Number established by 5PM will be
available the next business day.

Note: The ‘Choose Value for Federal Award Number’ pop-up window will display a maximum of
500 Federal Award Numbers. If there are over 500 Federal Award Numbers available for selection,
utilize the search functionality to narrow your results.

@ynur 5
Choose Value for Federal Award Number:

Supplier: 10.001
Location: 10001
Bid Number:

10.001
Supplier Part

10.001

Recycled Conl
Item Classifici | 19,001

Contract Typel
10.001
Blanket Purch|

10.001

10.001
ACq
10.001

Company: 10.001

Account:
10.001

Center:
10.001
Federal Award
10.025
10.025
10.025
10.025

10.025

10.025

P S
Commadity C| | (no value)

RQ17002883
r
If you cannpt] Field: CFDA -
1 CFDA

Federal Award Number

Full Des:riém Award Title
N Award Type
N SFDANC_ARRA

_—’,

State Appropriations

2009-PU-T9-K038

NAD4NMF4050202

101V11221637065

2010VAGX0109

State Appropriation

5 H48MC00086-12-00

2011-DB--BX-K042

5U18FD003600-02

2008-GB-T8-K077

2009-PU-TS-K037

2008-GB-TE-K076

12-8237-0923-CA

12-8237-0383-CA

12-9419-0208

12-8237-0805-CA

11-8237-0805-CA

11-8237-0795-CA

[E] Alert: Bowwd morathag 500 items. Only the first 500 items are displayed.
- ~
~

N

\
/

7
eres Award Title

NC State Sex Offender Registry Funds

FY 2009 Port Security Grant Program (Wilmingten)

Albemarle Sound Area Alosine Monitoring

Prescribed Fire and Organic Soil Consumption

Court Advocacy/Safety Planning

Grants to Prevent Gang Violence

Eliminating Disparities in Perinatal Health

FY2011 SUSPICIOUS ACTIVITY REPORTING TOOL PILOT PROJECT

NC BSE Ruminant Feed Ban Support Project

FY2008 Port Security Grant Program -Port of Morehead City

FY 2009 Port Security Grant Program (Morehead City)

FY2008 Port Security Grant Program-Port of Wilmington

Farm Bill Smart Phone Application Development

2012 CAPS

PRV Surveillance

Farm Bill Honey Bee Survey

Farm Bill Honey Bee Survey

European Grape Vine Moth

o

QN conce!

Award Type NC_ARRA
2

Block Grant No
Cooperative Agreement No
Project Grant No
Cooperative Agreement No
Formula Grant No
Formula Grant No e
Project Grant No

date Total

Cooperative Agreement No
Cooperative Agreement No
Cooperative Agreement No
Cooperative Agreement  No
Cooperative Agreement No
Cooperative Agreement No
Cooperative Agreement No B

Cooperative Agreement No

Cooperative Agreement  No

Cooperative Agreement No

[Seet)

Cooperative Agreement No

7. When a Non-ARRA Accounting Combination is selected, the Federal Award Number field is

displayed as a drop-down menu, but is not a required field.

9/11/2014
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8. Select the down arrow next to the ‘Federal Award Number’ field. If the appropriate Federal
Award Number is not displayed as a recent selection, choose ‘Search for more..."” to view the full
list of available Federal Award Numbers.

Note: When selecting an Accounting Combination that represents Non-ARRA federal funding, it is
important to use the drop-down menu to select the appropriate Federal Award Number. This action
allows for accurate reporting of state spending related to federal awards.

[ Creats

Search

Manage Preferences

RQ17003883: Untitled Requisition

I rtems: 0 Total: $0.00000 USD

Full Description: *

Commodity Code:

Supplier:
Lecation:

Bid Number:

Supplier Part Humber:

Recycled Content?
Item Classification:
Contract Type:

Blanket Purchase?

ACCOUNTING
ARRA Funds:
Company:
Account:

Center:

- BY LINE ITEM

Yes

2

2
a

widget - Quantity: 1
L Unit of Measure:  |each
" 022-04 - Brush Chipper| & Price: $0.00 USD
(] Tax Rate: Other =
(no value) Tax Amount: $0.00 USD
) Other Costs: $0.00 USD
Amount: $0.00000 USD
D yes @ no
Good
No A
©ves @ o When a Non-ARRA

Accounting Combination is
selected, the ‘Federal
Award Number’ field is
displayed as a drop-down

If you cannot locate an item in the cataleg, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ¥

Update Total

mentl
_______ —
EInP)
— =
=—aesee_mm0o=h fICCOS2 ARRA - Community Services Block Grant
= 81.041_DE-EEQ000157 Recovery Act-State Energy Program
Search for more...

=

9. The ‘Choose Value for Federal Award Number’ pop-up window allows users to search for and
select the appropriate Federal Award Number for the line item. The user can search by CFDA,
Federal Award Number, Award Title, Award Type or NC_ARRA indicator.

Note: The ‘Choose Value for Federal Award Number’ page will display a maximum of 500 Federal
Award Numbers. If there are over 500 Federal Award Numbers available for selection, utilize the
search functionality to narrow your results.

9/11/2014
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10. To add a Federal Award Number to the line item, click the ‘Select’ button next to the appropriate
value.

L-~\Z
\

g
NCFDA
~

10.001
i0.001
i0.001
10.001
10.001
i0.001
10.001
10.025
10028
o | 10028
10.025
10.025
10028
10.028

10.025

Federal A
Award Title
Award Type
NC_ARRA

~
(novaluﬁ‘———"

SU1GFDON3600-02

10JW11221637065

MAO4NMF4050202

State Appropriations

2010VAGX0109

2011-DB--BX-K04Z

State Approprigtion

09-9419-0141

10-8237-0335-CA

10-5100-1477-CA

GMSTS Regulatory 10-2

10-5237-0661-CA

10-9637-1060

11-5237-0177-CA

11-5237-0335-CA

H Choose Yalue for Federal Award Number:
E Ayrt.—Fﬁn?m:r:ﬂ-_an?hmms. Only the first 500 items are displayed.
- ~

Award Title

NC BSE Ruminant Feed Ban Support Project

Prescribed Fire and Organic Soil Consumption

albemarle Sound Area Alosine Monitoring

NG State Sex Offender Registry Funds

Court Advocacy/Safety Planning

Frz01l SUSPICIOUS ACTIVITY REPORTING TOOL PILOT PROJECT

Grants to Prevent Gang Violence

CSF & PRV Surveillance & Neaative Cohort Study for Food and Mounty Disease

Witchweed Eradication & European Gypsy Moth Survey Programs

Host Perference for Megacopta Cribraria (Kudzu Bug)

Gypsy Moth Regulatory

Fire Ant BioControl with Phorid Flies

Animal Disease Traceability Program

Imported Fire Ant

Witchweed / Gypsy Moth

Award Type MC_ARRA
Cooperative Agreement Mo
Cooperative Agreement. Nao
Project Grant Nao
Block Grant Mo
Formula Grant Mo
Cooperative Agreement. Nao
Forrnula Grant Mo
Project Grant Mo
Project Grant Nao
Project Grant Nao
Project Grant Mo
Praject Grant Ho
Project Grant Nao
Cooperative Agreement Mo
Cooperative Agreement Mo

9/11/2014
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Il. Grants

NCAS Accounting Combinations determine the use of Grant Numbers on NC E-Procurement
transactions. Based on the Accounting information entered on a requisition, users may be required to
select a Grant ID related to their purchase. There are two types of grants in NC E-Procurement, Non-
Government Grants and Government Grants. Non-Government grants are grants from the State to non-
government entities. Government Grants are grants from one State entity to another. The type of grant is
determined by the Account used on the eRequisition’s line items.

1. When a user selects a Non-Government designated Account, the ‘Grant ID’ field is displayed as
a drop-down menu

Note: A Grant ID is required when using a Non-Government designated Account.

[E Create  Search  Manage  Recent  Preferences
RQ17003883: Untitled Requisition T Items: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Nen-cataleg items may take longer to process because your purchasing department may get involved to e
Full Description: * Widget - Quantity: 1
— Unit of Measure: |each
Supplier: [(no Preference)  [@)] Tax Rate: Other ~
Location: (no value) Tax Amount: $0.00 USD Q
Bid Number: [none selecze) [ @) Other Costs: $0.00UsD 3
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? @ Yes @ No
Item Classification: Good
Contract Type: No -
Blanket Purchase? @ Yes @ No
Update Total
ACCOUNTING - BY LINE ITEM When a Non-Government
Company: el designated Account is
1 ’
Account: | selected, the ‘Grant ID
Center: | field is required.
Federal Award Number: )
- 25 [
oo

9/11/2014 DHHS OpenBook Process Guide 7
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2. Click the down arrow on the ‘Grant ID’ drop-down menu. If the appropriate Grant ID is not
displayed as a recent selection, select ‘Search for more...’ to view the full list of available Grant

IDs.

H  Create Search Manage Recent Preferences

RQ17003883: Untitled Requisition 7 Ttems: 0 Total: $0.00000 USD

¥

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to

Full Description: * Enter a description for this item. - Quantity: 1

- O e S
Commodity Code:  *[207-10 - Batteries, Con (3 | Price: so.00usD | 3

Location: (no value) Tax Amount: $0.00 USD =
Bid Number: I:@ Other Costs: sooouso 2
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? Dives @ No

Item Classification: Good

Contract Type: No -

Blanket Purchase? D yes @ No

Update Total

ACCOUNTING - BY LINE ITEM

Company:
Account: Select ‘Search for
Center: more...’ to view the full

Federal Award Number: £l

list of available Grant IDs.

Grant ID: K4

16448 - Community Care of NC/HealthNet/17846

16545 - Rurgl Health Ceaters/Capijgl Eunding
CRY

4
3 sezreh for more... _

9/11/2014 DHHS OpenBook Process Guide 8
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3. The ‘Choose Value for Grant ID’ pop-up window allows users to search for and select the
appropriate Grant ID for the line item. The user can search by Grant ID, Program Name, or
Grantee.

4. To add a Grant ID to the line item, click the ‘Select’ button next to the appropriate value.

@your service
B Creat Choose Value for Grant ID
reate

RQ17003883: Untitle /@_m.-m;...‘a fore than 500 items. Only the first 500 items are displayed. b o]
EEEEE— -
If you cannot locate apt { Field: Grant 1D - \‘ involved to .-y
Grant 1D
‘ ;
Full Description: N 18 Grantee R4
~
Grar B e REDEPET Name Grantee
Commodity Code: # | (no value)
Supplier: 15595 Community Services Block Grant Wayne Action Group For Economic Solvency, Inc.
Location:
ocatian 16001 Developmental Disabilities Council 2008 Community Resource Alliance
Bid Number:
16003 HARRP Blue Ridge Community Action, Inc.
Supplier Part Number:
Recyded Content? 16004 Community Service Block Grant 2008/16299 Salisbury Rowan Community Action Agency, Inc
Itemn Classification: 16006 Community Services Block Grant contract# 08317 Greene Lamp
Contract Type:
16012 Developmental Disabilities Council 2008 Developmental Disabilities
Blanket Purchase?
16322 CSBG Blue Ridge Community Action, Inc.
Update Total
16324 CSBG Ceastal Community Action, Inc.
ACCOUNTING
16326 CSBG Choanoke Area Development Association, Inc.
Company: Cumberland Community Action Pregram, Inc./CCCS of
16327 CSBG
Fayetteville
Account:
16332 CSBG Economic Improvement Council, Inc.
Center:
16333 Community Service Block Grant Program contract £ 08312 Experiment In Self-Reliance, Incorporated
Federal Award Number:
Grant ID: 16446 Rural Hosp Assistance/Hoespital Flexibility2008/17635 Nc Hospital Association
16447 Community Care of NC/HealthNet/17851 - Carryover for 2008 Northwest Community Care Network:
16448 Community Care of NC/HealthNet/17846 Community Care of Western North Carolina, Inc.
16449 Community Care of NC/HealthNet/17848 Community Care of Western North Carolina, Inc.
16450 Community Care of NC/HealthMNet/18083 Partnership For Health
18478 reas Eour-Countu Cammunihs Sanicas Incarnaratad e A

9/11/2014 DHHS OpenBook Process Guide 9
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Note: When a user selects a Government designated Account, the ‘Government Grant ID’ field is
displayed as a free text field. The ‘Government Grant ID’ is an optional free text field that holds up
to 15 characters.

Preferences

[H Create Search Manage Recent

If you cannot locate an item in the catalog, request a nen-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to E

RQ17003883: Untitled Requisition ¥ rtems: 0 Total: $0.00000 USD

* Widget - Quantity: 1

- it o Hessre: eah O]

Full Description:

Commeodity Code: * Price: $0.00 USD E
Supplier: [noPreference) @) Tax Rate: Other ~
Location: (no value) Tax Amount: $0.00 USD 2
Bid Number: l:@ Other Costs: soo0usD 3
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? Dves @ No

Item Classification: Good

Contract Type: No

Blanket Purchase? OYes @ Mo

When a Government

designated Account is

ACCOUNTING - BY LINE ITEM selected, the ‘Government
Company: o Grant ID’ free-text field is
Account: ) displayed, but not required.
Center: :
recerl st awmbers = = == = = = 1]

\’Gnvemment Grant 1D: =
Cancel

9/11/2014

DHHS OpenBook Process Guide

10



o

[ NCE-Procurement NC E-Procurement @ Your Service
DHHS OpenBook Process Guide

@ your service

[Il.Bid Number and Contract Type

Items purchased from a catalog in NC E-Procurement are associated with a specific State Term Contract
ID and Bid Number. When a catalog line item is added to a requisition, the ‘Contract ID’ and ‘Bid
Number’ fields are automatically pre-populated with the appropriate values. Items purchased using Non-
Catalog functionality have drop-down menus for both the Contract ID and Bid Number, allowing users to
select the appropriate values for their transaction.

Note: Contract Type, Contract ID, and Bid Number must all ‘match.” Users who encounter an error
message after selecting a value from any of the drop-down menus may need to select ‘Search for
more..." to find the appropriate value. This ensures that the Contract Type, Contract ID, and Bid Number
combination on the eRequisition are part of a compatible set.

1. Select the appropriate Contract Type using the ‘Contract Type’ drop-down menu.

[ Creste  Search Manage ~ Recent  Preferences

RQ17003883: Untitled Requisition TV Ttems: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ¥
Full Description: * widget - Quantity: 1

= Unit of Measure: | gach ]
Commodity Code: ] Price: $0.00UsD 3
Supplier: [v] Tax Rate: Other =
Location: (no value) Tax Amount: $0.00 USD E
Bid Number: © Other Costs: sooousp 3
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? ) Yes @ No
Item Classification: G000 ——
- ~
o
ConractTvee: 7o RN Users can select the
(= \ i
Blanket Purchase? Statewide — appropl’late Contract
\  |Agency Specific 1 ) .
\ lIT Convenience _J # Type using the ‘Contract
~——— ,
Type’ drop-down menu.

ACCOUNTING - BY LINE ITEM
Company: (V]
Account: (~]
Center: [v]

Cancel

9/11/2014 DHHS OpenBook Process Guide 11
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2. When the user selects ‘Statewide’ as the Contract Type, the ‘Contract’ field is displayed as a
drop-down menu.

3. Select the down arrow from the ‘Contract’ drop-down menu. Choose ‘Search for more...’ to
view the full list of available contracts.

Search Recent Preferences

[ Create

Manage

RQ17003883: Untitled Requisition

7 tems: 0 Total: $0.00000 USD

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to K3

Full Description: * Widget

Commeodity Code:

* 220 B o O

— om0
Location: 9 TO 5 COMPUTER CORPORATE [ select ]
Bid Number: (no value)

Supplier Part Number:

Recycled Content? D ves @ No

Itemn Classification: Good

Contract Type: Stata’wwdj - -=a -

~
Contract:

pfccced (O] RN

2048: Mobile Ruggedized Computers
055A: Covers Seat School Bus

070A: 2013 Model Year Passengar Vehicles
03218: Filters, Air (HVAC)

4
Blanket Purchase? /

\

Search for maore...

N
ACCOUNTING

e
~ -
Il

1

Company:

Account:

Center:

- Quantity: 1

Unit of Measure: |each

Price: $0.00 USD =

Tax Rate: Other =

Tax Amount: $0.00 USD =]

Other Costs: $0.00 USD =
Amount: $IJ.EIEIEIIJIJ uso
\ Users can select the

appropriate Contract
! using the ‘Contract’ drop-
down menu.

Update Total

9/11/2014
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4. If ‘Search for more...’ is selected, the ‘Choose Value for Contract’ pop-up window will appear.
This pop-up window allows users to search by contract name and select the appropriate contract.

5. To add a Contract to the line item, click ‘Select’ next to the appropriate value.

Choose Value for Contract
Create Search Manage Recent Prefere|

I -~

-
RQ17003883: Untitled Requisition “ield: Contract Name I Items: 0 Total: $0.00000 USD
~ -
If you cannot locate an item in the catalog, request a non-catalog S~ —— —— . — ——— - use your purchasing department may get involved to ¥
Full Description: * Widget Contract Mame T

(ne value) w ©
.o
Commodity Code: 207-10 - Batteries, Col 001A: Correction Enterprises Products. Pursuant to G.5. ;
148-134
Supplier: 9 TO 5 COMPUTER

Location: 9TO 5 COMPUTER CORPORATE [ select ] 020E: Riding Slope Mowers

Bid Number: (no value) 031A: Air Conditioners, Room

Supplier Part Number:
031B: Filters, Air (HVAC)

Recycled Content? Cives @ No
Item Classification: Good 035A: Automatic Weather Observation System (AWOS)
Contract Type: Statewide -
045A: Appliances, Domestic
055A: Covers Seat School Bus
Blanket Purchase? Dves @ no

060A: Automotive Industrial Parts and Supplies

060B: Batteries Storage Undate Total
ACCOUNTING - BY LINE ITEM
060C: Filters, Oil and Air, Automotive
Company: 065A: Bodies Truck Automotive
065C: Dump Truck Bodies
070A: 2013 Model Year Passenger Vehicles
0708: 2013 Model Year Law Enforcement Vehicles Cancel

070G: 2013 Model Year Trucks, Vans, Utility Vehicles,
Crossovers-Conventional Fuels and AFVs

070L: Cenwversion & Lift Vans

070N: Neighborhood Electric Vehicles
070P: Golf Cars

9/11/2014 DHHS OpenBook Process Guide 13
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6. When a Contract is selected, the ‘Bid Number’ field automatically populates with the Bid Number
associated with that Contract.

Note: If the existing Bid Number is inactivated while the order is in progress or when a change order
is created, the user can reselect the correct/newly active Bid Number from the Bid Number dropdown

[ Create Search Manage Recent Preferences
RQ17003883: Untitled Requisition ¥ Items: 0 Totalk $0.00000 USD
If you cannot locate an item in the cataleg, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ¥
Full Description: * Wwidget B Quantity: 1
o Unit of Measure: |each

Commodity Code:  *[207-10 - Batteries, Corl @ | price: so00usD &
Supplier: 9TO5 COMPUTER | @) Tax Rate: Other ~

Localione = = = = =3 FCOMASTER &0 TE [ select ] Tax Amount: $0.00 USD E
- <

201300150 - Storage Batteries ,5 h P E
Other Costs: 0.00 USD

-~

I
@
o
3
£
3
=
1]

Supplier Part Number:
Amount: $0.00000 USD

Recycled Content? D ves @No
Item Classification: Good

Contract Type: Statewide -

Contract: *|asoB: patteries Stora
Blanket Purchase? D ves @ No
_ pdate Total

ACCOUNTING - BY LINE ITEM

9/11/2014 DHHS OpenBook Process Guide 14
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7. When the user selects ‘Agency Specific’ as the Contract Type, a required ‘Contract’ free-text
field appears.

= Create

Search

Manage  Recent  Preferenc

RQ17003883: Untitled Requisition

NI rtems: 0 Total: $0.00000 USD

Supplier Part Number:

Recycled Content?

Item Classification:

-
[/ cContract:
~

<
BI&Mket Puschgse? _

::u_ntr_acuype:— = = TENY SPedificme m

©Yes @ No

Good

=<

" A Y
e

-
e PN =~

ACCOUNTING - BY LINE ITEM

[one sercatca [

Company:

If you cannot locate an item in the catalog, request = non-cataleg item using the fields below. Nen-catalog items may take langer to process because your purchasing department may get involvedto ... v
Full Description: * Enter a description for this item. - Quantity: 1
- Unit of Measure: |gach ]
Commedity Code: " |207-10 - Batteries, Con| @) Price: sooousp [
Supplier: sToscoMPuTER  |@) Tax Rate: Other =
Location: 870 5 COMPUTER CORPORATE [ select ] Tex Amount:  $0.00UsD | [
Bid Number: [tnone celectes)  [@] Other Costs: s000USD [
Amount: $0.00000 USD

Update Total

8. The ‘Bid Number’ field appears as a drop-down menu, and is not a required field. Choose
‘Search for more...” from the drop-down menu to view the full list of available Bid Numbers.

Search Manage  Recent  Preferences

RQ17003883: Untitled Requisition

WI7 Ttems: 0 Total: $0.00000 USD

Full Description:

Commodity Code:

Supplier:
Location:

Bid Nugber: ™
-

\ Recycled Content?

-

, &pplier Part Number:

* Enter a description for this item.

* [202-10 - Bameries, con @ |

97105 CoMPUTER | @)
© 1105 Gols FeR =oRe0maTE] selas L _
— -~ -
-
-~

200900465 - Ma\hné Eéq: had

200900229 - Commercial Washer Extractors and Tumblars

200900296 - Autosamplar

135-JFK0910-005 - Hazardous Material and Waste Services
= 200900465 - Mailing Equipment Leass

\
o Classification:
~

Search for more...

Contract Tysei,

~~o -
Contract: * e Sm=gm—-—-—
Blanket Purchase? Yes @ No

Quantity:

Price: $0.00 USD =]
Tax Rate: Cther =

Tax Amount: $0.00 USD =]
Other Costs: $0.00 USD =
Amount: $0.00000 USD

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to

1

Users can select the

appropriate Bid Number
using the ‘Bid Number’

drop-down menu.

Update Total

ACCOUNTING - BY LINE ITEM

[oone selecies) O]

Company:
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9. If ‘Search for more...’ is selected, the ‘Choose Value for Bid Numbers’ pop-up window will
appear. This pop-up window allows users to search by bid number or description and to select
the appropriate bid number.

10. To add a Bid Number to the line item, click ‘Select’ next to the appropriate value.

Choose Value for

Number:
[E Create Search Manage Recent

[E] Alert: Found more than 500 items. Only the first 500 itams are displayed.

RQ17003883: Untitled Requisition - ——— tems: 0 Total: $0.00000 USD
- ~
LA rrrrrra——
If you cannot locate an item in the catalog, request a ¢ Field: | Bid Number - \ purchasing department may get involved to F
Bid Number 7
~ = Bid Description -

Full Description: " Enter a description for this itg ST

Bid Number 1t Bid Description
Commodity Code:  *[207-10 - Batteries, Co (no value)

135-JFK0910-
Supplier: 3 TO 5 COMPUTER i

ppl 3 TO 5 COMPUTER 005 Hazardous Material and Waste Services

Location: 9 TO 5 COMPUTER CORPORA]

135-JFK0910-02 Dairy Products Fresh Select
Supplier Part Number: 135--JFK0910-03 Bakery Products [Fresh)
Recycled Content? Yes @ No 135-JFK0910-04 Pest Control Maintenance Service
Item Classification: Good . X X .

135-JFK0910-06 Shredding of Confidential Material Service
Contract Type: Agency Specific =
Contract: * 135-JFK0910-07  Soft Drinks
Blanket Purchase? @ ves @ No 135-FK0910-08 Vending Services - Drinks

135-jfk0910-09  Vending Services- Snacks Cigarettes

Update Total

135-JFK0910-10 Solid Waste Removal
ACCOUNTING - BY LINE ITEM

200500186 Hemoglobin Electrophoresis Collection Device

Account: _ 200900229 Commercial Washer Extractors and Tumblers

Center: _ 200900246 Pharmacy Unit Dose Packaging System
200900267 Conversion Van
200800280 Bakery Products
200900296 Autosampler
200900306 Kangaroo Feeding Pump Sets
200900322 Used 2007 Buick Terraza-AFR
2nnannaze Cunhilic Canfirmatan: Tact Kite | =ryern B
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11. When the user selects ‘IT Convenience’ as the Contract Type, the ‘Contract’ field is displayed
as a drop-down menu.

12. Click the down arrow on the ‘Contract’ drop-down menu. Choose ‘Search for more...’ to view
the full list of available contracts.

[ Create Search Manage Recent Preferences
RQ17003883: Untitled Requisition ¥ Items: 0 Total: $0.00000 USD
If you cannat locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to ... ¥
Full Description: " Enter a description for this item. - Quantity: 1
i Unit of Measure:  |gach

suplir: Tax Rate: other =

Location: 9 T0 5 COMPUTER CORPORATE [ select ] Tax Amount: $0.00 USD E
Bid Number: l:@ Other Costs: $0.00USD 3
Supplier Part Number: Amount: $0.00000 USD
Recycled Content? D Yes @ no

Itern Classification: Good

Contract Type: IT Convenience_~

)
Sorketpuchosss  Ove @ \ Click the down arrow to

expand the ‘Contract’
drop-down menu.

ACCOUNTING - BY LINE ITEM

Center:

] (o [o]
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13. If ‘Search for more...  is selected, the ‘Choose Value for Contract’ pop-up window will appear.
This pop-up window allows users to search by contract name and select the appropriate bid

number.

14. To add a Contract to the line item, click ‘Select’ next to the appropriate value.

[ Create  Search Manage Recent Preferences

M rtems: 0 Total: $0.00000 USD

If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to

RQ17003883: Untitled Requisition

Full Description: * Enter a description for this item. - Quantity:

i Unit of Measure: |each @]

Commodity Code:  *[207-10 - Batteries. Co Price: $0.00usD | &3
Supplier: 2105 compuTER [ Choose Value for Contract "

Location: 9TO 5 COMPUTER CORPORATE [ select ] D a
Field: Contract Name D a
Supplier Part Number: us
Recycled Content? ) Yes @ No
Item Classification: Good Eentiac i
Contract Type: IT Convenience ~ (no value)
Contract: * _ ITS-002441-0E3: Short Term Staffing ar —~ A
~ ~ Contract AN 7
Blanket Purchase? ©yes @ nNo -

Update Total

ACCOUNTING - BY LINE ITEM
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15. The ‘Bid Number’ field appears as a drop-down menu, and is not a required field. Choose
‘Search for more...” from the drop-down menu to view the full list of available Bid Numbers.

[ Creste  Search Manage  Recent  Preferences
RQ17003883: Untitled Requisition ¥ Items: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request a non-catalog item using the fields below. Non-catalog items may take longer to process because your purchasing department may get involved to .., ¥
Full Description: * Enter a description for this item. - Quantity: 1
= Unit of Measure:  |gach @]

Commodity Code: " [207-10 - Batteries, Corf | Price: soo0usD 3
Supplier: STOS COMPUTER | @) Tax Rate: Other ~

Location: 9 TO 5 COMPUTER CORPORATE [ select ] Tax Amount: $0.00 USD

Bid Number: [V] Other Costs: $0.00 USD Choose ‘Search for
supplier Part Number: 200900229 - Commercial Washer Extractors and Tumblers A t $0.00000 USD
PP " | 200300256 - Autossmaler mesn : more..." to see the full list
REWC‘Ed Content? 135-JFK0910-005 - Hezardous Material and Waste Services . .
| awnesnees meimemammm mam = — = — of available bid numbers.
Item Classification: o = ~~
Search for more... = /’
Contract Type: =~ _— — = -
Contract: *[rs-002441-0E3: Short| @]
Blanket Purchase? Cives @no
Update Total

ACCOUNTING - BY LINE ITEM

Cancel
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16. If ‘Search for more...  is selected, the ‘Choose Value for Bid Numbers’ pop-up window will
appear. This pop-up window allows users to search by bid number or description and to select
the appropriate bid number.

17. To add a Bid Number to the line item, click ‘Select’ next to the appropriate value.

Yo
= Create

Search

RQ17003883: Untitled Requisition

Choose Value for Bid Number:

Manage Recent

Full Description:

Commeodity Code:

Supplier:
Location:

Bid Number:

Recycled Content?
Item Classification:
Contract Type:

Contract:

Blanket Purchase?

Company:
Account:

Center:

1f you cannot locate an item in the catalog, request a

* Enter a description for this itq

"1207-10 - Batteries, Co

Supplier Part Mumber:

ACCOUNTING - BY LINE ITEM

@

S TO 5 COMPUTER

9 T0 5 COMPUTER CORPORA]

[inone setece) O]

Jes @ No
Good
IT Convenience ¥

* 15 o0ass1 083 S0l O

D ves @ nNo

©] (]

-
f Field:

»
~

[E] Alert: Found more than 500 items. Only the first 500 items are displayed.
e

Bid Number T
(no value)

135-JFK0910-
oos

135-JFK0910-02

135--JFK0910-03

135-JFK0910-04

135-JFK0910-06

135-JFK0910-07

135-JFK0910-08

135-jfk0910-09

135-JFK0910-10

200900186

200900229

200900246

200900267

200900280

200900296

200900306

200900322

2nnannz7a

~

T~ Y,

Bid Description

Hazardous Material and Waste Services
Dairy Products Fresh

Bakery Products (Fresh)

Pest Control Maintenance Service

Shredding of Confidential Material Service
Soft Drinks

Vending Services - Drinks

Vending Services- Snacks Cigarettes

Solid Waste Removal

Hemoglobin Electrophoresis Collection Device
Commercial Washer Extractors and Tumblers
Pharmacy Unit Dose Packaging System
Conversion Van

Bakery Products

Autosampler

Kangaroo Feeding Pump Sets

Used 2007 Buick Terraza-AFR

unhilic Canfirmatan: Tact Kite

purchasing department may get involved to ... £

tems: 0 Total: $0.00000 USD

Update Total
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