Simi Valley Unified School District

Purchasing Procedures

INITIATING VENDOR REQUISITIONS IN ESCAPE

Vendor Requisitions / Purchase Orders — What Are They?

Within our Escape system, Vendor Requisitions become Purchase Orders once fully approved
and printed. Purchase orders provide a guarantee of payment to our vendors, assuming the
order is fulfilled as detailed. From a fiscal perspective, once a purchase order has been
approved, Escape creates an encumbrance in the full amount of the purchase order, which
essentially reserves funds from your budget specifically for the payment of the purchase order.
The encumbered funds are no longer considered available within your budget. When payment
is made, the encumbrance is reversed and replaced with the actual expenditure, removing the
funds from your budget. If for any reason a purchase order is cancelled prior to being paid, the
encumbrance is reversed, and the funds are again considered available within your budget.
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Requisition Departments Within Escape:

Check Request requisitions are used primarily for conferences, workshops, and field
trips when the vendor will not accept a purchase order nor credit card. If you have any
guestions, please contact Purchasing.

Confirming Requisitions are used for “after the fact” invoices. These are situations
when either goods or services were provided prior to any requisition being initiated.
Typically, Confirming requisitions are meant as a “last resort”, while Purchasing and
Technology requisitions are meant for everyday situations. In other words, Purchasing
and Technology requisitions should be used first and foremost. A Confirming requisition
should be used in place of Revolving Cash when the amount is one hundred dollars
(5100.00) or more, with the exception of staff reimbursements. Staff reimbursements
are done with revolving cash, regardless of amount.

Information Technology Requisitions are used for the purchase of any items that
our IT department needs to be aware of and may be required to service/support, such
as computer hardware, printers, document cameras, projectors, software licenses, etc.,
as these items may involve compatibility with our current equipment.

Purchasing Requisitions are for everything other than the above.
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TAB 1: “Requisition” tab...the starting point.

( Ge » Finance - Requisitions - Vendor Requisitions

Search  List Form

lg - Q Cancel Tasks ~
New Vendor Requisition - FY 2020 {20195/2020}
Hequis'rtionl tems Accourts Payments Quotes Mpprovals Assets Indicators Attachments Motes  History
Requisition/Vendor Information . Order Information
E 1 - Reqguisition Information E 4 - Order Cost Information
Dept 1d & PURCH {Purchasing} Mon Taxable Amaourt =)

v Taxable Amournt 8
Requisitioner Demick Hoffman . Sub Total =]
Request Date 12/12/2019 Order Location should Tax Ree 7.250
Order Location o - auto-populate with your Sales Tax a
Delivery Location 0134 (Warehouse}| site name. Shipping Pet 10.00
Room Shipping Amourt
Comment a Tax on Shipping Mo
Responsibility Total Cost a 0.00
Category Adjustment Amourt
Goods and Services Category Bl 5 - Summary/Status Information

B 2 - Vendor Information COn Held Mo

Order Type PO with Receiving Status Comment

Order Location Requisition  fems Accounts Payments OQuotes Approvals Assets  Indicators  Attachm
If needed, to input Order Location, Requisition/Vendor Information [=]
either enter the site code or click B 1 - Requisition Information
. Degpt Id & PURCH {Purchasing}
the drop-down arrow to the right Academic Department
: Requisitioner Demick Hoffman
and select from the list. Fequest Dute 1271279015
. . L Order Location " ~
In this example, we will use Hillside Delivery Location 0134 {Warehouse}
Middle School.
Delivery Location
Code Description = 2
0027 Garden Grove Elementary
039 Grounds
0020 Hillside Middle
D025 Hollow Hills Elementary
Select your location from the list. 0124 Information Technology
53 Instructional Materials
0155 Instructional Programs |
D034 Justin Early Leamers Academy
0035 Katherine Blementary
0040 Knolls Elementany
0325 M&0 DO
D055 Madera Elementary
mae Maintenance & Operations
D007 Monte Vista Schoal
0005 Monte Vista School-not in use
0058 Mountain View Elementary
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Delivery Location
If needed, to change Delivery
Location, either enter the site code

Requistion  fems

Accounts

Requisition/Vendor Information [«]

E 1 - Requisition Information

Payments Quotes Approvals Assets Indicators  Attachn

. Dept Id & PURCH {Purchasing}
or click the drop-down arrow to Academic Departmert
the right and select from the list. Requistioner Derrick Hoffman
. . Request Date 121272019
In this example, no change is Order Location 0020 {Hillside Middle}
necessary. 0134 {Warehouss}
Requisition kems  Accountz Payments Quotes Approvals  Assets  Indicators  Attachn
Comment Requisition/Vendor Information [«]

Provide a “Comment” El 1 - Requisition Information

Dept Id & PURCH {Purchasing}
which summarizes what Academic Department
you are purchasing. Reguisitioner Derick Hoffman
Reguest Date 12122019
Order Location 0020 {Hillside Middle}
Delivery Location 0134 {Warehouse}
Foom

[EEE=TS CAMERAS & ACCESSORIES

Order Type

Select the appropriate “Order Type” by clicking the drop-down arrow to the right. Detailed

descriptions are provided below.

EH 2 - Vendor Information

PO w/o Receiving

PO with Receiving v
Order Type
Description =
Blanket PO

PO with Receiving

Order Types Within Escape:

Blanket PO is typically used to encumber (reserve) funds when it is anticipated that multiple
incidental purchases will be made on a consistent basis from one vendor. In most cases, this
involves vendors who have agreed to process orders using the Blanket PO, sometimes referred to as
an “open account”, to cover all purchases rather than requiring an individual purchase order for
each purchase. The total value of a Blanket order should be carefully estimated to avoid
encumbering too many funds. Remember, once encumbered, funds are no longer available within
your budget. Unlike other purchase order types, Blanket purchase orders can produce the illusion
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that a budget is depleted, when in fact, the funds have not actually been spent. The following are
examples of when a Blanket order should be used.

e Ashop instructor needs to pick up small tools and materials as needed.
e Maintenance technicians constantly require different parts to complete repairs.
e Department secretaries ordering office supplies.

A Blanket PO should never be used for high-value items, and certainly not for anything that
would be considered a fixed asset (see below for additional description of fixed assets).

PO with Receiving should be used when physical product will be received by our warehouse
staff. Escape will automatically show the delivery location as “warehouse”, as it is recommended
that all shipments come to the warehouse to be inspected and accounted for.

PO w/o Receiving should be used when items will not be received by our warehouse staff or
NON-physical product is being purchased. The following are examples of non-physical products.

e Travel
e Software licenses
e Services like independent music teachers or consultants.

Vendor ID
If the Vendor ID number is known, simply input and press the Enter key. Otherwise, follow the
instructions below to search Escape for the vendor.

In this example, we are looking for B & H Photo.

B 2 - Vendor Information

Enter the first 3 or Order Type PO with Receiving

Online Order &
more letters of the Onjine Order Contact

Vendor’s name. Vendor Category
Vendar Id e

m
==
I

Press the F4 key or use the drop-down arrow.

Vendor Id
Double-click the |
correct vendor from Id Mame Online Shopping Cart Editing
the resulting list. 001721 B &H PHOTO-VIDED/GOV. & ED.
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The Vendor’s information will populate.

B 2 - Vendor Information

Order Type

Ornline Crder

Online Order Contact
Yendor Category

Yendor Address Id
Yendor Mame
Street Address
City State Fip
Phone / Fax

PO with Receiving
=]

715 {PHOTO EQUIP/SUPPLIES}

Wendor |d £ 001721 {B & H PHOTO-VIDEQO/GOV. & ED } W

1

& B & H PHOTO-VIDEO/GOV. & ED. ATTN DEE-DEE

& 420 9TH AVE.
& NEW YORK. NY 10001-0000
& (B800) 9547-3003 x7748 7 (212) 239-7753

& Yes

Allows Emailing POs

TAB 2: “Items” tab...line item entry.

éé ~ Finance - Requisitions - Vendor Requisitions

Search List Form

Click the a -~

“Items” tab.

Q Cancel

New Vendor Requisition - FY 2020 {2019/2020}

Tasks =

Requis'rtion Accourts Payments Guotes Approvals Assets Indicators Attachmerts MNotes History

Click “New”.

|| New Tasks -
——
Line  Qty Unit Diescription Unit Price Extended Cost Asset | Qty Revd  Date Ry
Requistion tems  Accounts Payments Quotes Approvals Assets Indicators Attachments MNotes  History
,_‘| Save/New f_; Save/Close E'\} Cancel -

E 1 - ltem Order Information E 3 - Status Information

Line tem # an Cancelled & No
Order Quartity 1 Changed =}
Order Unit EACH Change Version =]
Description Revd ag
Unit Price Date Received a
Extended Cost & E 4 - Asset Information
Taxable Yes Create Asset No
Stores ftem # Asset Created & No
Vendor Catalog # Asset Group

Message Before Asset Category

Message After 5 - Add/Update Information
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Order Quantity and Description

Enter the Order = 1.—ItemDrderlrimndion
Line ttem # 1

Quantity. Order Cuantity
Order Unit EACH

Enter Description. Desu'iptiun CAEDRTE1888 CAMERA: CANON EOS REBEL T6 CAMERA ‘.g.

If necessary, click the drop-down arrow to the right to display the full description.

When entering a description, please begin the description with the vendor item #, or if not
available, the manufacturer model number.

For example: CAEDRT61855 CAMERA: CANON EOS REBEL...

(model number) (description)

Description

AEDRTE1855 CAMERA: CANON EOS REBEL T CAMERA W.18-55MM LENS/REG,
PRICE AFTER 5100 INSTANT REBATE EXFIRES 11/3/18

Close
Unit Price, Taxable, and Message Before
E 1 - kem Order Information

Line tem # 1
Enter the “Unit Price”. Order Quantity 4

Order Unit EACH

Description AFDRTE1855 CAMERA: CANON EQOS REBEL T& CAMERA W
Change “Taxable” if needed. Unit Price 425.0000)

Bxtended Cost 1.716.00

Taxable Yﬁ

Stores ttem #

Vendor Catalog #

Message Before [ QUOTER [!'53543352] REFHMIPAZD1G6P

Meszage After

Messages

Only on Line Item #1, in the “Message Before”, enter the quote number. This helps our vendor
locate any preliminary information previously provided. If the District’s Account/Customer
Number are shown on the quote, that should be included in the Message Before as well.
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Suggested Practice — Only on the Final Line Item, in the “Message After”, enter any message
you feel will assist the vendor or our warehouse with the delivery of your items.

Examples:

SVUSD WHSE — DELIVER TO ROOM 3

VENDOR — PLEASE CONTACT (insert name) AT (insert phone) TO SCHEDULE REPAIR OF
EQUIPMENT

Message Before
SVUSD WHSE - PLEASE DELIVER TO ROOM 3 »

Fixed Assets

Fixed assets are oftentimes confusing. Please feel free to contact the Purchasing Department
for assistance.

The majority of fixed assets involve stand-alone equipment having a lifespan of greater than
one year and a total cost (tax & freight included) in excess of $500. Being characterized as
“stand-alone,” the equipment is not a component of something else, and can perform its
function independently. Fixed assets are typically tagged with a District sticker that includes a
unigue number. The sticker allows law enforcement to identify the equipment as District
property if recovered after theft. The unique number allows the District to specifically identify
the equipment. Equipment with a total cost of less than $500, which is susceptible to theft, is
also considered a fixed asset. Examples would include laptops, chromebooks, microscopes, and
cameras.

To denote an item as a fixed asset, follow these steps:

Click the drop-down arrow B 4 - Asset Information | .
- “ No (=]
to the right of “Create et Croted & Mg
Asset”. Asset Group
Aszet Categorny
Value =
Double-click on “Yes”. = No
Yes

Click the drop-down arrow El 4 - Asset Information

. “ Create Asset Yes
to the right of “Asset et Croted 2 Mo
Group”. v
Asset Categony
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Asset Group 1

d = Description
APP Large Elect Appliance
AR Accounts Receivable
i ASB Assoc. Student Body A/R
BAMD Music Program tems ]
BLDG Bldg/Bldg Improvements
BOND TECH TECH IMPRY
CAFE Food Services AR
cC Civic Center A/R
I COMM Communication Equipment
COPY Copy Equipment I
CPUS Software/Shart term i
CUST Custodial Equipment |
Double-Click the asset group associated with the EMP Employes A/R I
. FUR Office and Clagsroom
equipment. GRND Grounds Equipment
In this case, because the equipment is a camera, ALTH/SETY HEALTH & SAFETY i
INST EQ Instructional Equipment |
the correct asset group is “Small Audio/Visual T INFORMATION TECHNOLOGY :
Equipment”. KIT Food Services Equipment E
LAND Original Land Value =
LEGL Legal Vendors {
LG AV Lg Audio/Visual Systems |
LG CPU System/Longterm Use |
LG EQUIP LARGE EQUIPMENT
LG M&D Large Equipment MA&0
LIB Mew./Add Sch Lib Matls
MED Medical Vendors
MISC. Misc.
OFF Blectric Office Equip
OTH VEH Wehicles & Improvements
PERF Performing Arts/Stage
FR Payroll
FRPTY SALE PROPERTY SALE
RELOC RELOCATION
SAFETY Safety Systems
SERV Services
SITE Improvement to Sites
Sm Audio/Visual Equipmnt
SM MaO M&0 Small Equipment
EH 4 - Asset Information
Create Asset Yes
Asset Created & Mo
SM A/V {Sm Audio/Visual Equipmnt} v
Aszet Categaory
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Click the drop-down | = 4 - Aszet Information
arrow to the right of Create Asset Yes

“Asset Cat ” Azzet Created & MNo
sset Lategory™. Asset Group SM AV {Sm Audio/Visual Equipmnt }

~

Description
Double-Click the asset category associated with the AUDIOMETER
equipment. I BLUETOOTH
BOOM BOX

CAMCORDER

CASSETTEPLR

CD PLAYER
B 4 - Asset Information
Create Asset Yes
Completed Item: Asset Created 8 No
P Asset Group SM A/V {Sm Audio/Visual Equipmnt}
CAMERA .

If this is the last item, click “Save/Close”, otherwise click “Save/New”.

Requistion ftems  Accounts Payments Quotes Approvals Asssts  Indicators  Attachments  Motes  History
I ] Sa\refNew" *4 Save/Close Q] Cancel -

B 1 - item Order Information - B 3 - Status Information

Line ttem # an Cancelled & No

Order Quantity 4 Changed a

COrder Unit EACH Change Version a

Description CAEDRT61855 CAMERA- CANON EOS REBEL T6 CANM Rewd an

Unit Price 4290000 Date Received a

Extended Cost & 1,716.00 E 4 - Asset Information

Taxable Yes Create Asset Yes

Stores tem # Asset Created 8 No

Vendor Catalog # Asset Group SM AV {Sm Audio/Visual Equipmnt}

Message Before QUOTEHR1053948892 REFENIPA2016P Asset Category CAMERA

Message After 5 - Add/Update Information

Repeat the item entry steps above for any remaining items to be ordered.
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In our example, the cameras purchased on line 1 are promotionally priced and include a free
carry case and memory card. Added promotional items should be listed separately, each with a
zero-dollar amount. This is necessary for receiving purposes.

E 1 - tem Order Information H 3 - Status Information
Line tem # 2 Cancelled Mo
Order Quantity 4 Changed Mo
Order Unit EACH Change Version 0
RUPSB124B CASE: RUGGARD JOURNEY 24 DSLR SHOULDER B+ Revd

Unit Price 0.0000 Date Received

Extended Cost 0.00 E 4 - Asset Informaticn
Taxable es Create Asset Mo

Stores em # Asset Created Mo

Vendor Catalog # Asset Group

Message Before Asset Category

Message After 5 - Add/Update Information

Resulting item list.

Requistion tems:3  Accounts:1 Payments:1 Quotes Approvals:12  Assets:d  Indicators  Attachments: 4 Mote
1 Open %Expnrt

Line Qty it Description it Price Extended Cost Aszet
4 EACH CAEDRTR1855 CAMERA: CANOMWE 54250000 £1,716.00 Yes
--1— RUPSE1248 CASE: RUGGARDJOU | $00000  SDoolNo

4 BACH SAESDNEGEBC MEMORY CARD: 5S4 $0.0000 $0.00 No

TAB 10: “Notes”
Information pertinent to your requisition can be shared with other District staff via “Notes”.

Click the “Notes” tab, then click “New”.

New Vendor Requisition - FY 2020 {2019/2020}

Requisiion lfems Accounts Payments Quotes Approvals Assets Indicators  Attachments History
| | New
el ——

Maote Created By Create

Enter your note.

Requistion fems Accounts Payments Quotes Approvals Assets  Indicators  Attachments Motes  History
|_] New % Eport || Delete Q.. Cancel Al
Mote Created By Create Date (9]
SEE ATTACHED QUOTE FROM B&H USING GOVERNMENT PRICING]| e &
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TAB 9: “Attachments”

All documents associated with your requisition should be digitally attached.

Click the “Attachments” tab, then click “New”.

New Vendor Requisition - FY 2020 {2019/2020}

Requistion fems Accounts Payments Quotes Approvals Assets  Indicators Motes  History

| | New

Description Attached File Type Received Info Receved Via Include \With Emailed F

E 1 - Attachment

: « n . File to Attach 3 |
Click the “...” box to the right Fle Type a .
of “File to Attach”. Description

Comment

Include With Emailed No

Navigate to, then double-click on the file you wish to attach.

A
Look in: | A_EscapePrinting e | (} * = mv
E} MName Date modified Type Size &
B AMND H QUOTE 1053942892 CAMERAS« 1272772019 4:58 PM Adobe Acrobat D... 518 KB
| Quick access
Desktop
Libraries
This PC
* W
Ld File name: | ~ Open
Metwork
Files of type: All Files (" pdf; " jpg; “jpe; “jpeg; “gif; “png; “bmp; “Af; *doc; *xls; “bd; " swf; “htm; ~ Cancel
[Jopen as read-only
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Requistion fems Accounts Payments Quotes Approvals Assets Indicators  Attachmy
¥, Save/Close QI

Enter a Description if necessary, then | B 1-Atachment

lick “Save/Close” File to Attach B AND H QUOTE 1053948892 CAMERAS
clic ave/Llose . File Type & pdf L .
Description A description of the file can
Comment be added here.
Include With Emailed  Ne

Repeat the above process for each remaining document you need to attach.

TAB 3: “Accounts”

Click the “Accounts” tab, then click “New”.

New Vendor Requisition - FY 2020 {2019/2020}

Requisition ltems Payments Quotes Approvals Assets  Indicators  Attachments Motes  History
| 7] New
el ——

Frd-Obijt-Rsre-Y-Goal-Func-Loc-Mgt-Optl-B Amount Percentage | Fiscal | Encumbered

Enter the Account Alias, Requisiion fems Accounts Payments Quotes Approvals Assets  Indicators  Attachments MNotes  History

also referred to as the () New EBExport [J Delete & Cancel Al
Short—cut COde. Frnd-0bjt-Rsre-Y-Goal-Func-Loc-Mgt-0Optl-B Amount Percentage | Fiscal
ElEC =] $0.00 0.0000 & 2020 &

Requistion ftems Accounts Payments Quotes Approvals  Assets  Indicators  Attachments  Motes  History
,:| MNew %Export Il Delete Q Cancel Al

Fnd-0Objt-Rare-Y-Goal-Func-Loc-Mgt-Optl-B Amount Percentage | Fiscal | |

Fow-a3igoo20- _[llneaw4]-  0.0000- 2020/

Amounts may be modified if needed and additional accounts may be added by repeating the
process above.
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Now that you’ve entered everything needed, it’s time to submit your requisition!

Click “Tasks”, then “Submit”.

% =) - Finance - Requisitions - Vendor Requisitions

Search  List Form
@ + W Delete BF‘rev D.Ne:-ct *; Save/Close Q Cancel Tasks =

Submit 4 |[
Return toc Open

New "4..\"&':nJ|

-
Requistion kems Accounts Payments Quotes Approvals Assets e

M | C alet
Requisition/NVendor Information anual Lomplete !

B 1 - Requisition Information TR
Dept 1d & PURCH {Purchasing} Vendor Inquiry - Printed
Academic Department Assign PO Number
Requisitioner Demick Hoffman
Request Date 12/12/2019 Save as Personal Template
Order Location 0020 {Hillside Middle} Save as Organization Template
Eeliver'_.' Location 0134 {Warehouse} Apply Undistributed Amount
oom
CAMERAS & ACCESSORIES Tax on Shipping

Escape will assign your requisition a number. Going forward, the requisition number is used to
recall the requisition, allowing you to track the progress of your order.

% & ~ Finance - Requisitions - Vendor Requisitions

Search List

iy Open | ) Mew v |.o] Copy B Export v (g v [&] Tasks » (5 Grd

| R20-02150 PO with Rece 1.840.41

Simi Valley Unified School District Revised January 2023
Purchasing Procedures — Initiating Vendor Requisitions Page 14 of 15



PURCHASING FOR CALIFORNIA SCHOOL DISTRICTS

Some Quick Guidance

e Bid Threshold - As of January 1, 2023, the bid threshold for California School Districts
is $109,300. Any purchase in excess of the bid threshold should be discussed
beforehand with the Director of Purchasing. This applies to equipment, materials,
supplies, services (except construction), and repairs. Exceptions to this include:

1. Public Projects (construction) — Our District is subject to the CUPCCAA alternate
bidding procedures and the associated bid thresholds.

2. Purchases made in support of the District’s Child Nutrition program are subject
to the federal procurement regulations and should be discussed beforehand
with the Director of Purchasing.

3. Supplementary textbooks, library books, educational films, audiovisual
materials, test materials, workbooks, instructional computer software
packages, or periodicals are all EXEMPT from bidding.

4. Professional services or advice, including insurance services, is exempt from
bidding.

5. Biddingis not required if there is a valid State, Cooperative Purchasing Group, or
Piggybackable contract available.

e The need for Competitive Quotes - In the absence of bidding, we still have an
obligation to maximize the value of taxpayer funds. With this in mind, our District
requires quotes based upon the following, applicable to non-exempt equipment,
materials, and supplies:

o One Quote - Purchases up to $999.99
o Two Quotes - Purchases from $1,000 to $4,999.99
o Three Quotes — Purchases of $5,000 or more

Multiple quotes are not required if there is a valid State, Cooperative Purchasing Group,
or Piggybackable contract available. Many of our vendors have contract pricing
available. Please contact the Purchasing Department for assistance.
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