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NCAS OpenBook Process Guide

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 particular to state agencies integrated with the North Carolina Accounting
System (NCAS). NC OpenBook information allows for better tracking of State spending relating to federal
awards, grants and bids. Agency specific process guides are also available for DHHS and Office of the
Governor.

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

|. Federal Award Number

Accounting Combinations created in the North Carolina Accounting System determine the use of Federal
Award Numbers on NC E-Procurement transactions. Based on the Accounting information entered on an
eRequisition, a Federal Award Number may be required to complete the transaction. Federal award
numbers refer to awards by the federal government to state agencies or federally funded awards to
businesses or non-government organizations. Federal awards can be designated as either American
Reinvestment and Recovery Act (ARRA) funds or Non-ARRA funds.
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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 identified as
ARRA by NCAS.

RQ20000878: Untitled Requisition

M 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 ¥

indicating ARRA Funds are being
used for the line item.

- -

Full Description: widget Quantity:
Unit of Measure:
Price: [$p.00USD |

: [(uo Preference) ]

Supplier Tax Amount: g

Laocation: (no value) P $0.00000 USD

Supplier Parthumber: | |

Recycled Content?  Orves @ n When an ARRA Federal Award

Itern Classification: Good . ‘

contract Type: - S Number is selected, an ‘ARRA

Blanket Purchaze?  Oves @ 1o Funds’ field is displayed

Update Total
When an ARRA designated

- —

N —— - -

Z_ARRA Funds: ves N

S e - =
Company: 1002
Account;
Center: 2150

Accounting Combination is selected,
the appropriate Federal Award
Number, CFDA number, and Title
are automatically populated.
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2. If an ARRA designated Accounting Combination is selected and the NC E-Procurement system
cannot default the appropriate Federal Award Number, the user will not be able to complete their
transaction. A Federal Award Number related to the selected Company and Fund must be

established by OSBM before the transaction can be completed.

3. As noted in the error message displayed below, use the new center link to work with OSBM and

establish a Center for the selected Accounting Combination.

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

RQ20014940: Untitled Requisition
If you cannot locate an itern in the catalog, request 2 non-catalog itern uzing the fields below, Mon-catalog iterns rmay take longer to process becausze your p
Full Description: ) widget Cuantity:
Unit of Measure: |each |Q|
. ° Price: 3
Cornrmaodity Code: 005-05 - Abrasive Equ
Tax Rate:
Supplier: | |°| Tax Arnount: :3
Location: [no waluel PR— $0.00000 USD
Bid Mumber: | |G|
Supplier Part Murnber: l:l
Recycled Content? Oves @no Refer to the error message to
ftem Classification:  Gaod determine how to establish a
Contrack T H M b
orrast Tvee ° center for the selected
Blanket Purchase?  Ove: Owo accounting combination.
ACCOUNTING - BY
Company:
Account:
Center:
Federal Award Number: [0 H(no value)
9/11/2014 NCAS OpenBook Process Guide 3
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4. When a Non-ARRA Accounting Combination is selected, the Federal Award Number field is
displayed as a drop-down menu.

5. 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.

H  Crests Search Manage Recent Pri
RQ20000880: Untitled Requisition I Items: 0 Total: $0.00000 USD [Eanice |
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:
Unit of Measure: | gach
. 0 Price: sooouse | 3
Commodity Code: [010-17 - luminum Foil] &
Tax Rate:
Supplier: [(o Preference) ]
" Tax Armounts =
Location: {no value)
_ Arnount: $0.00000 USD
Bid Humber; [(none sclectedy @)
Supplier Port humoer: [ ]
Recycled Content? Oves @no
Item Classification: Good
Contract Type: No v
Blanket Purchase? Oves @ o
When a Non-ARRA
Accounting Combination is
ACCOUNTING - BY LINE ITEM a
selected, the ‘Federal
company: > £ald
_ Award Number’ field is
Aceount; 3
- displayed as a drop-down
Center, ==
= ~o menti
Federal Award Number: 4 [V] ~
I/ 10.025_GMSTS Regulatory 10-2 Gypsy Moth Regulatory N
\ 10.163_12-25-A-5208 USDA Record Keeping \
N | sesrchfor more... ,/
~ -
S~ -~ - -

9/11/2014 NCAS OpenBook Process Guide 4
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6. Once ‘Search for More...’ is selected, 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 ARRA
indicator.

7. To add a Federal Award Number to the line item, click the ‘Select’ button next to the appropriate
value.

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.

H Choose ¥alue for Federal Award Number:
[E] Alert: Found more than 500 items. Only the first 500 items are displayed.
-

-
R - >~
_| Fierd: {CFDA Gh
4
] Federal Award Mumber
Award Title
Award Type
DA NC_ARRA ¢
I
(no value)
10,001 SU1BFD003600-02
10,001 10IW11221637065
10,001 MAD4NMF4050202
10,001 State Apprapriations
10,001 2010MAGX0109
10,001 2011-DB--BX-K042
10,001 State Appropriation
10,025 09-9419-0141
10.025 10-8237-0335-CA
A | 10025 10-8100-1477-CA
q
10,025 GMSTS Regulatory 10-2
a
d 10.02% 10-5237-0661-CA
F| | 10.025 10-9637-1060
— | 10,025 11-8237-0177-CA
10,025 11-8237-0335-CA

Award Title

MC BSE Ruminant Feed Ban Support Project

Prescribed Fire and Organic Soil Consumption

albernarle Sound Area Alosine Monitoring

MG State Sex Offsndsr Registry Funds

Court Advacacy/Safsty Planning

Fr201l SUSPICIOUS ACTIVITY REPORTING TOOL PILOT PROJECT
Grants to Prevent Gang Viclence

CSF & PRV Surveillance & Negative Cohort Study for Food and Mounty Disease
Witchweed Eradication & European Gypsy Moth Survey Programs
Host Perference for Megacopta Cribraria (Kudzu Bug)

Gypsy Math Regulatary

Fire Ant BioControl with Phorid Flies

Animal Dissase Tracesbility Program

Imparted Fire Ant

Witchweed / Gypsy Math

Award Type NC_ARRA
-~
-
d ~
Cooperative Agresmant Mo \ ]
~ -

-~
Cooperative Agreement Mo
Praject Grant Mo
Block Grant Mo
Formula Grant Mo
Cooperative Agresment Mo
Formula Grant Mo
Project Grant Mo
Project Grant Mo
Project Grant Mo
Praject Grant Mo
Project Grant Mo
Project Grant Mo
Cooperative Agresment 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.

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.

Manags Recant Prafi
RQ20000880: Untitled Requisition NIV 1tems: 0 Total: $0.00000 USD
If you cannot lacate an item in the catalog, request a nan-catalag item using the fields below, Non-catalog items may take longer ta pracess because your purchasing department may get involved ta |y
Full Description: Enter a description for this iter. Quantity:
Unit of Measure: [each  [@]
. Price: g
Commodity Code: 01017 - Aluminum Foil
Tax Rate:
Tax Arnount: sooousp | B
Location: (no value)
Arnount: $0.00000 USD
Bid Humber: [(none selectedy [
Recycled Content? Oves o
Itern Classification: Good
Contract Type: Mo v
Blanket Purchase? Oves @wno
e — =
- ~<
- ~
7 ~
,A’tEDUNTlNE - BY LINE ITEM S <
’ \ When a Non-Government
Corngany: \ i i
pocdurns \ designated Account is
cc|unt‘ <
g ’
Cener: selected, the ‘Grant ID
\ , . . .
Grant iQ: , field is required.
N ’
~ -,
rd
~ ~ - -
S~ _ - --"

9/11/2014 NCAS OpenBook Process Guide 6



o

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

@ your service

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.

RQ20000880: Untitled Requisition NIV 1tems: 0 Total: $0.00000 USD
If you cannet locate an item in the catalog, request a non-catalog item using the fields belaw, Non-catalog items may take longer ta process because your purchasing department may get invalved to . |
Full Description: Enter a description for this iter. Quantity:

£

Unit of Measure: | gac

ey
=1
o
a

Price: 00USD |5
Tax Rate:
Tax Arnount: sooousp | B

¥ -
Commadity Cade: 010-17 - Alurninurn Foil| &

Location: (no valus)

Armount: $0.00000 USD
Bid Mumnber: _
Supplier Parthumber: | |
Recycled Content? Oves o
Ttemn Classification: Good
Contract Type: Mo v
Blanket Purchase? Ovves @no

Update Total

ACCOUNTING - BY LINE ITEM

Select ‘Search for more’
to view the full list of
available Grant IDs.

1002
Center: 4A/07

Grant 1D

15482 - The Emergenc
1545% - National Scheol LunchFood Commodity -2007
A Assistance Pragram - Food Commaodity -2007

- 15482 - The Emergency F
2E2 - Jhe Angrasn

| sesrchformoren,

hY

9/11/2014 NCAS OpenBook Process Guide 7
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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.

RQ20000880: Unti

If you cannat locate

Full Description:

Cammodity Code:
Supplier:

Location:

Bid Mumber:
Supplier Part Number,

Recycled Content?

Itern Classification:
Contract Type:
Blanket Purchase?
ACCOUNTI
Company: 100|
Account: 536)
Center: L
Grant 1D: 154

Choose ¥alue for Grant ID

B .:le.;: Eaumd-maargthan 500 items. Only the first 500 items are displayed.

2 . ~
/Field: | Grant 1D v \
Program Mame 1

I Grantee 7’

N -
Gramsli 1 Progranadine

(no valus)

1z972

15444

15445

15446

15443

15451

15453

15456

15458

15461

15462

15466

15467

15475

15477

Foad Commadity

The Emergency Food Assistance Program - Food Commaodity -2007

The Emergency Food Assistance Program - Food Commaodity -2007

The Emergency Food Assistance Program - Food Commaodity -2007

Mational School Lunch - Food Commodity - 2007

The Emergency Food Assistance Program-Food Commodity- 2007

The Emergency Food Assistance Program - Food Commaodity -2007

The Emergency Food Assistance Program - Food Commadity -2007

Mational School Lunch - Food Commodity -2007

The Emergency Food Assistance Program - Food Commadity -2007

The Emergency Food Assistance Program - Food Commaodity -2007

The Emergency Food Assistance Program - Food Commaodity-2007

The Emergency Food Assistance Program - Food Commadity -2007

The Emergency Food Assistance Program - Food Commadity -2007

The Emergency Food Assistance Program - Food Commodity -2007

Grantes

Second Harvest Food Bank OF Northwest North
caralina, Inc.

Ashe County Partnarship For Children

Addiction Recavery Cars, Assoc., Inc

Alcoholic's Home, Inc,

american Children's Home

Baptist Childrens Homes of N.C. Child Care Sve.

Beaufort County Hospital

Blue Ridge Homes

Boys And Girls Homes Of North Carolina, Inc.

Brunswick Family Assistance

Burke United Christian Ministries

Cape Fear Gospel Rescus Mission

Caring For Children, Inc,

Central Children's Home Of North Carolina, Inc.

Children's Treatment Center

Select|

We\:ome|

involved to

Updats

9/11/2014
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5. 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 a non-required field that holds up to

15 characters.

Manage Recent  Pref

RQ20000880: Untitled Requisition

I 1tems: 0 Total: $0.00000 USD Cance

Full Description: widget

Commaodity Code: *
Supplier: [(o preference) [
Location: (no value)

Bid Numbesr: [(none selectedy [
Supplier Parthumber: ||
Recycled Content? Oves o

Item Classification: Good

Contract Type: Mo v

Blanket Purchase? Oves Eno

Company:
Account:

Center:

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

Quantity:

Unit of Measure:
Price:

Tax Rate:

Tax Amount:

Arnount:

om0 |3
soauso |3

$0.00000 USD

When a Government designated
Account is selected, the

‘Government Grant ID’ free-text
field is displayed, but not

reauired.

9/11/2014
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[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 an eRequisition, the ‘Contract ID’ and ‘Bid
Number’ fields are automatically pre-populated with the appropriate values. Items purchased using Non-
Catalog functionality will 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 the drop-down menu 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 match the most current information in NCAS.

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

Msnage  Recent  Prefarences

RQ20000945: Untitled Requisition I Items: 0 Total: $0.00000 USD
If you cannot locats an item in the catalaq, requast a non-catalag item using the fields below. Non-catalog iterns may take longer to process because your purchasing departrnent may get invalved to
Full Description: widgat, Quantity: 1
Unit of Measure: | each [+]
. Price: $0.00 Uso |
Commadity Code: 204-60 - Monitors, Cc (2 W
Tax Rate: Other W
Supelier: ) Tax Amount: $0.00 USD | 3
Location: (no value)
Armount: $0.00000 USD
Bid Number: [~]
Supplier Part Number:
Recycled Content? Qyﬁ = e
-’ ~
Item Classification: , “Good ~
- AN
Contract T i -
ortect Tiper { — \ Users can select the
Blanket Purchasds \ X
o , ——— | appropriate Contract
\ anvenisnce
7 1 £ Update Total
N , Type using the ‘Contract [Lndatedtotal]
ACCOUNTINGS BY LINE ITEM s )
e _ . Type’ drop-down menu.
Companyi [+]
Account: (-]
Centert []

9/11/2014 NCAS OpenBook Process Guide 10
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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.

RQ20000945: Untitled Requisition

Y 1tems: 0 Total: $0.00000 USD

If you cannot locate an itern in the catalog, request a non-catalog iter using the fields below. Non-catalog iterns may take longer to pracess hecause your purchasing department may get invalved to

Full Description: “wridget.

Tata0 - tontire. O

Commadity Code:

ol

Location: (o value)
Bid Number: (no value)
Recycled Content? Oves @ o
Item Classification:  Good e ———
- -~
. ~

' ]

Contract: 7
7

0204A: Awards Service and Retirement

8984 Film X-Ray Chemicals and Related Items

S515A: Mawers Lawn Riding

Blanket Purchafe?
]
\

\ Search far more..

nccuuMQiG - BY LINE ITEM

~ -
Campany: -
_____ -
center: [lronc cciecen (@)

Quantity:

Unit of Measure:

Price: $0.00 usD | 3
Tax Amount: $0.00 USD | 3

Amount:

Users can select the
appropriate Contract
using the ‘Contract’ drop-
down menu.

Update Total

9/11/2014

NCAS OpenBook Process Guide
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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.

Home | Help

NCE-Prncuwmm ARLE A

@your service Home  Co

Choose Value for Contract — . — . _
-

ea _ - - - N
3 ..\ Field: Contract Hame [Beareh)
RQ20000945: Untitled Requisitif~ - - z Bl: $0.00000 USD
If you cannot locste an ikem in the c nt may get invalved to

Contrack Hame

Full Description: widget. ~
(no valuz)
001A: Correction Enterprises Products, Pursuant to G.5. 148-134
Commodity Code: ‘z04-60 - Mo
020A: Tractors Agricultural
Supplier:
0208 Tractors Lawn and Garden
Location: (no value)
Bid Hurnber: (no value)

020¢: Utility Vehidles
supplier Part Humber:

0200 Rotary M
Recycled Content? Oves ® orary Mowers
Ttemn Classification:  Good 02541 Air Compressors
Contrack Type: Statewide
D314 Air Conditioners Roam
Contract:
Blanket Purchase? vas @) | D318 Filters Air (HUAC)

0454; Appliances Domestic
Updste T

0554; Covers Seat School Bus
ACCOUNTING - BY LINE ITE|

w| [@] [@] [@ [@] [@ [@] [=] [=] [« [=] [=
P e g - - g . - . g - e
n n w m n w w n o w n n
g k3 a4 g i3 a4 a4 i3 a4 a4 i3 &

0604: Autornotive Industrisl Parts and Supplies
Company: q

\
|
1

/7

Account: {| | os0B: Batteries starage

7N
-

/

% @] | @ [@y [
vl (& (R (2] |®
wl ol 2| |2 |®
a3 (2] BN |3
\

Center: S| | Deoc: Filters il and Air Automotive

D6DE: Tire Autarnotive Recapping and Repaiving

ERY <

D&5A: Bodies Truck Autormotive
0&5B; Lube and Fuel Tank Bodies-Truck Mounted

065C: Durnp Truck Bodies Select

<

0704: 2012 Model Year Passenger Vehices Select

9/11/2014 NCAS OpenBook Process Guide 12
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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
box.

RQ20000945: Untitled Requisition Y 1tems: 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 itermns may take longer to process because your purchasing department may get involved to . lE
Full Description: “wridget. Quantity:
Uit of Mesures
Tax Rate:

Supplier: o T g

¢ — Leemmr = (Ro waTueT =< Amount: $0.00000 USD
~ gid pumben: 200300583 - Batteries, Storage | _ =

Supplisr Part RuriBerr S -

Recycled Content? Oves @ha

Itern Classification:  Goed

Contract Type:

Blanket Purchase? Oves @ne

ACCOUNTING - BY LINE ITEM
center: [lronc cciecen (@)

9/11/2014 NCAS OpenBook Process Guide 13
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7. When the user selects ‘Agency Specific’ as the Contract Type, a required ‘Contract’ free-text
field appears.

RQ20000945: Untitled Requisition I Items: 0 Total: $0.00000 USD

If you cannot locate 2n item in the catalog, request = nan-catslog itern using the fizlds below. Non-catslog items may take longer to pracess bacause your purchasing department may get invalved to

Full Description: Twridget. GQuantity:

. Price: $0.00usD | 3
Tax Rater
supier G O]
" o Tax Amount: $o.00 uso |
Lacation: (no value) enount: +0.00000 USD
gid Number:

Supplier Part Humber:

|

Recycled Contant? Oves @no

Item Classification:  Good

Sonbrze PILET T T TREENT P o
lr ~ =~
~ -

~ I
BlankelPumthmtem = = @y —

Update Total

ACCOUNTING - BY LINE ITEM

8. The ‘Bid Number’ field appears as a drop-down menu. Users can click the down arrow to view
recent Bid Numbers and select the appropriate Bid Number. Choose ‘Search for more...’ to
view the full list of available Bid Numbers.

RQ20000945: Untitled Requisition M rtems: 0 Total: $0.00000 USD
If you cannot locate an item in the catalog, request & nan-catslog itern using the fields below. Non-catslog items may take longer to pracess because your purchasing department may get invalved to o lw
Full Description: “wridget. GQuantity:

Unit of Measure: |each
Tax Rate:
ler: - Y
supsller_ -~ R g
Logat®h: (o value) ~N o
7 ~ Armount: $0.00000 USD
2 Bid Number: [+] N
Supplier Part Number: 200900583 - Bateries, Storage 1 UserS can Select the
\ 201001359 - Metsl Detacror ,
\ Recycled Content? 10-IFE-6004 - Fine Bark Mulch ’ i i
S e . appropriate Bid Number
TtaMy Qlassification: Search for more... = |- 2 (D: 5
~
Contract TypST = w LAgency Spegfic ML = = = US|ng the Bld Number

Contract: ] drop-down menu.

Blanket Purchase? Oves @wo

Update Total

ACCOUNTING - BY LINE ITEM

9/11/2014 NCAS OpenBook Process Guide 14
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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.

NCE-Prn( ARIB AT

Home | Help

your service Harmne

supplier Part Humber:

Recyded Content? Oivel
Itemn Classification:  Goad
Contract Type: Agen
Contract:

Blanket Purchase? Oivel

ACCOUNTING - BY LI

Company:
Account:

Center:

RQ20000945: Untitled Re
If you cannot locate an itern
Full Description: Widg,
Carrmadity Cade: | 204-
Supplier:

Location: (no w
Bid Humber:

N

{ Ficl

Bid Nurmber 1

Bid DesmEtmn 4

~

(no value)

10-

005352

-005356

-005366

-005376

-005381

005388

-005383

-005393

-005394

-005395

-005396

-005398

-005401

-005402

-005405

-005408

-005407

-

thoose Value for Bid Number:

,E| Alegss Foumtmors than @nlums. Only the first 500 items are displayed.

N

e
-

Bid Description

Tent Rental - NC State Fair, Wake County

Palo Shirts

Parking Services for MC St Fair & NCSU Athletic Dept wake County
Topsail

Janitorial Services Beneficial Insect Lab - Wake County

Fresh Fruits and Vegstables

Thermal License Tags

Quart Cone Top Can

Cardboard Pick Up and Removal

Janitorial Services - Agronomic - Wake County

Grease receptar container pumping, maintenance and transport
Transfer Truck Body

Pesticide and IMPO Collection and Disporal, (all counties in NC)
Tables and Lactern

Electrical Parts

Biological Safety Cabinet

Containers and Waste Cardboard Wasts Disposal Services Wake Co

—

0000 USD i

get involved to

Update

(5] @

9/11/2014
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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.

RQ20000945: Untitled Requisition

Y 1tems: 0 Total: $0.00000 USD

If you cannot locate an item in the catalog, request 3 non-catalog item using the fields below. Non-catalog iterms may take longer to pracess because your purchasing department may get invalved to

Full Description: “wridget

Quantity:

Unit of Measure:

G
:
ol

Commadity Code:

Supplier:
Location: (no value)
gid Number:

Supplier Part Humber:
Recycled Content?
Item Classification:

Contract Type:

-
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ACCOUNTING - BY LINE ITEM
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Price: 0.00 UsD |
Tax Rate:

Tax Amount: 0.00 uso | 3
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Arnount:

Click the down arrow to
expand the ‘Contract’
drop-down menu.

Update Total
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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.

RQ20000945: Untitled Requisition

M rtems: 0 Total: $0.00000 USD

Cancel

Full Description:

Commadity Code:
Supplier:

Location:

Bid Nurnber:

supplier Part Number:
Recycled Content?
Itern Classification:
Contract Type:

Contract:

Blanket Purchase?

Company:
Account:

Center:

wridget

o

©

" 204-60 - Monitors, Cc
o value)

«

|

Oves @no

Good

IT Convenience %

©

Oves @no

ACCOUNTING - BY LINE ITEM

©

GQuantity:

Unit of Measure:
thoase Value for Contract r 14
Field: contracthame | | [Searh] [0

Contract Marme +

(no value)
IT$-000602; Distributed Computing
Services Select
ITS-000641-0E5: Supplemental Staﬁ:mi’ —‘ =
Convenience Contract \/
IT$-000748-0F: Technical Services —
Contract |Sniact]
Done

If you cannot locate an item in the catalog, request & nan-catslog itern using the fields below. Non-catslog items may take longer to pracess because your purchasing department may get invalved to

Update Total
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15. The ‘Bid Number’ field appears as a drop-down menu. Choose ‘Search for more...” to view the
full list of available Bid Numbers.

RQZ0000945: Untitled Requisition Y 1tems: 0 Total: $0.00000 USD

If you cannot locate an itern in the catalog, request a non-catalog itern using the fields below. Non-catalog iterns may take longer to pracess hecause your purchasing department may get invalved to

Quantity:

Uit of Measure:

Tax Rate:

- - -
suppliers _ w= =TT ] -
- =~ Tax Amount: $0.00 uso | 3

Full Description: [widget

Ao I T~
;3; Ton: (no value) ~ Arnount: $0.00000 USD
~
e Humben o N
/ Supglier Part Hummbar: 200300583 - Barteries, Storage \ Users Can Select the

1 10-1FB-E004 - Pine Bark Mulch

1
\ Recycled Content? 201001359 - Metal Detector . .
175-003901 - ITIL Training Services i appropriate Bid Number

N\ _Item Classification:

~ * ITS-004092 - Filterless Projectars -’ g .
o Tape: S & g t@ .- using the ‘Bid Number’
Contract: T~ m L=-="

Emmm——— drop-down menu.
Blanket Purchase? Oves @uo

Updsts Total
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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.

H Hel,
NC. ARIBA* ome | Help
E-P
YOUr Service Home
thoose Value for Bid Number: —
- . S| [ stest: PoumTmorthan 300 items. Only the first 500 items are displayed.

. e ~
. } oK.
RQ20000945: Untitled Rey Field: TEA TomEer \ e 0000 USD i

If you cannat locate an itamd ] get inuelued to
< Bid Description ,
~ -~
~ -
. el p—

Full Deseription: Widas| | gid nomber T Bid Description

(no value)
Commodity Coder | po4-¢| | 10-005352 Tent Rental - NC State Fair, Wake County
Supplier: 10-005356 Polo shirts
Location: tne v

10-005366 Parking Services for NG St Fair & NCSU Athlstic Dept Wake County
Bid Humber:
Supplier Part Mumber: 10-005376 Tapsail
Recyded Content? Ovel | 10-00s381 Janitorial Services Beneficial Insect Lab - Wake County
Item Classification:  Good
Contract Type: T e | 10-005388 Fresh Fruits and Vegetables
Contrack: ITS-0 | 1g-005389 Therrnal Licznse Tags
Blanket Purchase? Ovel

10-005393 Quart Cone Top Can

10-005394 Cardboard Pick Up and Remaoval Update ]
ACCOUNTING - BY LT| | 1 gps39s Janitorial Services - Agrenomic - Wake County
Company: 10-005396 Grease receptor contsiner purnping, maintenance and transport
Account:
10-005398 Transfer Truck Body
Center:
10-005401 Pesticide and IMPO Callection and Disposal, (all counties in NC)
10-005402 Tables and Lectern Ok i
10-005405 Elactrical Parts
10-005406 Biological Safety Cabinet
10-005407 Containers and Waste Cardboard Waste Disposal Services Wake Co

<
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