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About These PeopleBooks

PeopleBooks provide you with the information that you need to implement and use PeopleSoft applications.
This preface discusses:

» PeopleSoft application prerequisites.

» PeopleSoft application fundamentals.

Related documentation.
» Typographical elements and visual cues.
» Comments and suggestions.

» Common elements in PeopleBooks.

Note. PeopleBooks document only page elements that require additional explanation. If a page element
is not documented with the process or task in which it is used, then either it requires no additional
explanation or it is documented with common elements for the section, chapter, PeopleBook, or product
line. Elements that are common to all PeopleSoft applications are defined in this preface.

PeopleSoft Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic
understanding of how to use PeopleSoft applications.

SeeUsing PeopleSoft Applications.
You might also want to complete at least one PeopleSoft introductory training course.

You should be familiar with navigating the system and adding, updating, and deleting information by
using PeopleSoft windows, menus, and pages. You should also be comfortable using the World Wide
Web and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need
to use the system and implement your PeopleSoft applications most effectively.

PeopleSoft Application Fundamentals

Each application PeopleBook provides implementation and processing information for your PeopleSoft
database. However, additional, essential information describing the setup and design of your system
appears in a companion volume of documentation called the application fundamentals PeopleBook.
Each PeopleSoft product line has its own version of this documentation.
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The application fundamentals PeopleBook consists of important topics that apply to many or all
PeopleSoft applications across a product line. Whether you are implementing a single application,
some combination of applications within the product line, or the entire product line, you should

be familiar with the contents of this central PeopleBook. It is the starting point for fundamentals,
such as setting up control tables and administering security.

Related Documentation

This section discusses how to:

» Obtain documentation updates.

» Order printed documentation.

Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases,
on the PeopleSoft Customer Connection web site. Through the Documentation section of
PeopleSoft Customer Connection, you can download files to add to your PeopleBook Library.
You'll find a variety of useful and timely materials, including updates to the full PeopleSoft
documentation that is delivered on your PeopleBooks CD-ROM.

Important! Before you upgrade, you must check PeopleSoft Customer Connection for updates to the
upgrade instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection web site, http://www.peoplesoft.com/corp/en/login.asp

Ordering Printed Documentation

You can order printed, bound volumes of the complete PeopleSoft documentation that is delivered
on your PeopleBooks CD-ROM. PeopleSoft makes printed documentation available for each
major release shortly after the software is shipped. Customers and partners can order printed
PeopleSoft documentation by using any of these methods:

* Web
» Telephone

* Email

Web

From the Documentation section of the PeopleSoft Customer Connection web site, access the PeopleSoft
Press web site under the Ordering PeopleBookitophe PeopleSoft Press web site is a joint venture
between PeopleSoft and Consolidated Publications Incorporated (CPI), the book print vendor. Use a
credit card, money order, cashier’s check, or purchase order to place your order.
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Telephone
Contact CPI at 800 888 3559.

Email

Send email to CPI at psoftpress@cc.larwood.com.

See Also

PeopleSoft Customer Connection web site, http://www.peoplesoft.com/corp/en/login.asp

Typographical Conventions and Visual Cues
This section discusses:

» Typographical conventions.

* Visual cues.

Typographical Conventions

The following table contains the typographical conventions that are used in PeopleBooks:

Typographical Convention or Visual Cue Description

Bold Indicates PeopleCode function names, method names|,
language constructs, and PeopleCode reserved wordgthat
must be included literally in the function call.

Italics Indicates field values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax,
italic items are placeholders for arguments that your
program must supply.

We also use italics when we refer to words as words or
letters as letters, as in the following: Enter the number 0
not the letteO.

KEY+KEY Indicates a key combination action. For example, a plus
sign (+) between keys means that you must hold down
the first key while you press the second key. FarAW,
hold down the AT key while you press W.

Monospace f ont Indicates a PeopleCode program or other code example.

“” (quotation marks) Indicate chapter titles in cross-references and words that

are used differently from their intended meanings.
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Typographical Convention or Visual Cue Description

... (ellipses) Indicate that the preceding item or series can be repeated
any number of times in PeopleCode syntax.

{} (curly braces) Indicate a choice between two options in PeopleCode
syntax. Options are separated by a pipe (|).

[1(square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode synta,
an ampersand indicates that the parameter is an alreagly
instantiated object.

Ampersands also precede all PeopleCode variables.

(ISO) Information that applies to a specific country, to the U.§.
federal government, or to the education and governmept
market, is preceded by a three-letter code in parenthedes.

The code for the U.S. federal government is USF;

the code for education and government is E&G, and
the country codes from the International Standards
Organization are used for specific countries. Here is a
example:

(GER) If you’re administering German employees,
German law requires you to indicate special nationality
and citizenship information for German workers using
nationality codes established by the German DEUEV
Directive.

Cross-references PeopleBooks provide cross-references either below
the heading “See Also” or on a separate line preceded
by the wordSee. Cross-references lead to other
documentation that is pertinent to the immediately
preceding documentation.

Visual Cues

PeopleBooks contain the following visual cues.

Notes

Notes indicate information that you should pay particular attention to as you work with the PeopleSoft system.

Note. Example of a note.

A note that is preceded bymportant! is crucial and includes information that concerns
what you must do for the system to function properly.
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Important! Example of an important note.

Warnings

Warnings indicate crucial configuration considerations. Pay close attention to warning messages.

Warning! Example of a warning.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what
you would like to see changed about PeopleBooks and other PeopleSoft reference and
training materials. Please send your suggestions to:

PeopleSoft Product Documentation Manager PeopleSoft, Inc. 4460 Hacienda Drive Pleasanton, CA 94588
Or send email comments to doc@peoplesoft.com.

While we cannot guarantee to answer every email message, we will pay careful attention
to your comments and suggestions.

Common Elements in These PeopleBooks

As of Date The last date for which a report or process includes data.

Business Unit An ID that represents a high-level organization of business information.
You can use a business unit to define regional or departmental
units within a larger organization.

Description Enter up to 30 characters of text.

Effective Date The date on which a table row becomes effective; the date that an action
begins. For example, to close out a ledger on June 30, the effective date
for the ledger closing would be July 1. This date also determines when
you can view and change the information. Pages or panels and batch
processes that use the information use the current row.

Once, Always, andDon’t Select Once to run the request the next time the batch process runs. After the
Run batch process runs, the process frequency is automatically set to Don’t Run.

Select Always to run the request every time the batchgsscuns.

Select Don’t Run to ignore the request when the batch process runs.

Report Manager Click to access the Report List page, where you can view report content,
check the status of a report, and see content detail messages (which show
you a description of the report and the distribution list).
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XXii

Process M onitor

Run

Request 1D
User ID
SetID

Short Description

See Also
Using PeopleSoft Applications
PeopleSoft Process Scheduler

Click to access the Process List page, where you can view the
status of submitted process requests.

Click to access the Process Scheduler request page, where you can specify the
location where a process or job runs and the process output format.

An ID that represents a set of selection criteria for a report or process.
An ID that represents the person who generates a transaction.

An ID that represents a set of control table information, or TableSets.
TableSets enable you to share control table information and processing options
among business units. The goal is to minimize redundant data and system
maintenance tasks. When you assign a setID to a record group in a business
unit, you indicate that all of the tables in the record group are shared between
that business unit and any other business unit that also assigns that setID to
that record group. For example, you can define a group of common job codes
that are shared between several business units. Each business unit that shares
the job codes is assigned the same setID for that record group.

Enter up to 15 characters of text.
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This preface discusses:
» PeopleSoft application fundamentals.
» Pages with deferred processing.

» Common elements used in this PeopleBook.

Note. This PeopleBook documents only page elements that require additional explanation. If a page
element is not documented with the process or task in which it is used, then it either requires no additional
explanation or is documented with the common elements for the section, chapter, or PeopleBook.

PeopleSoft Application Fundamentals

The PeopleSoft Services Procurement PeopleBook provides you with implementation and processing
information for your PeopleSoft Services Procurement system. However, additional, essential
information describing the setup and design of your system resides in companion documentation.
The companion documentation consists of important topics that apply to many or all PeopleSoft
applications across the Financials, Enterprise Service Automation, and Supply Chain Management
product lines. You should be familiar with the contents of these PeopleBooks.

The following companion PeopleBooks contain information that applies specifically
to PeopleSoft Services Procurement.

PeopleSoft Application Fundamentals for FIN, ESA, and SCM PeopleBook

PeopleSoft Setting Up Global Options and Reports PeopleBook

PeopleSoft Setting Up and Using Commitment Control PeopleBook

PeopleSoft Setting Up Procurement Options PeopleBook

PeopleSoft Managing Items PeopleBook

Pages With Deferred Processing

Several pages in PeopleSoft Services Procurement operate in deferred processing mode. Most fields on the
pages are not updated or validated until you save the page or refresh it by clicking a button, link, or tab. This
delayed processing has various implications for the field values on the page. For example, if a field contains
default value, any value you enter before the system updates the page overrides the default. Another implicati
is that the system updates quantity balances or totals only when you save or otherwise refresh the page.
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Common Elements Used In This PeopleBook

XXiV

Approver

Business Unit

Deliver ables Based

Requisition

Department
Description

Effective Date

Invoice Date

I nvoice M anager
Invoice Number
Line Number
Proj ect

Project Role

Rate Sheet

Requester

Requisition

Resource Based Requisition

Run Control 1D

Scope of Work

Individual viewing and approving requisitions and invoices. This
individual is usually the requestor’s manager.

Identification code that represents a high-level organization of business
information. Use a business unit to define regional or departmental
units within a larger organization.

Deliverables based requisitions reflect requirements generally performed
by an entire work force, such as a requisition for an entire project, not
just the hours worked by a single service provider.

Department that generates the service requisition and work order.
Can be brief textup to 10, 15, or 30 characters, or long text up to 254 characters.

Date on which a table row becomes effective; the date that an action begins.
This date also determines when you can view and change information. Pages
and batch processes that use the information use the current row.

Date the invoice was created.

Individual who has the authority to generate and manage invoices.

Number assigned to invoice upon creation.

Eligible lines associated with the requisition ID.

Project ID associated with the requisition.

Identifies the job to be performed by the service provider who fills the position.

Rate template that is defined and associated with a requisition
line role and location code.

Individual within the enterprise that can create and manage service projects,
activities, requisitions and work orders, view sourcing and bid/response
information. This individual can also approve timesheets and expenses.

Document used to request services for qualified service providers.

Resource requisitions enable you to request the services of an
individual service provider.

An identifier that, when paired with your user ID, uniquely identifies the
process you are running. In addition, it enables important parameters
to be available for a process when it runs. This ensures that when a
process runs in the background, it does not have to prompt you for
any additional values. All parameters are stored within the system and
associated with run control IDs and user IDs.

Description of the work to be performed by the service provider.
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Service Coordinator

Service Provider
Service Provider Contact

Service Provider Roster

SetID

Sourcing

Status

Supplier Network

Services Template

User ID
Visibility

Work Order

il
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Individual working with both the requestor and the supplier
to fill the requisition request.

Candidate submitted to fill the work order.
Individual submitting the qualified bid.

List of active and inactive service providers associated with
a service provider contact.

Identification code that represents a set of control table information or
TableSets. A TableSet is a group of tables (records) necessary to define
your company’s structure and processing options.

Process used to send requisitions to suppliers in an effort to fill a requirement.

Indicates whether a row in a tableAgtive or Inactive. You cannot
display inactive rows on transaction pages or use them for running
batch processes. Theactivate value also allows you to maintain

an audit trail of data you no longer use.

Collection of one or more suppliers associated with a business unit that
is involved in the services procurement process.

Defines the time and progress reporting defaults for the structure and attributes
to be used when entering time, expenses, and progress for the business unit.

System identifier for the individual who generates a transaction.

Determines whether an activity is considered public or private. Private
activities are not visible when non-involved parties view timesheet information.

Specifies the basic terms and conditions of a project. This is also
known as the Statement of Work.

Navigates to the selected record in edit mode.
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CHAPTER 1

Getting Started with PeopleSoft Services
Procurement

This chapter provides an overview of PeopleSoft Services Procurement and discusses:
» PeopleSoft Services Procurement business processes.

» Understanding delivered user roles.

» PeopleSoft Services Procurement integrations.

» PeopleSoft Services Procurement implementation tasks.

PeopleSoft Services Procurement Business Processes
Services Procurement is comprised of four application areas:

* Fulfillment facilitates the procurement process and provides the ability to capture role/skill specific
requisitions, source the requisition to suppliers in the supplier network, and qualify and hire service provider:

» Administration enables management of the ongoing work process by providing project and activity
definition and enabling service providers to log project time and status information.

» Settlement extends services administration by providing a self-invoicing ability, creating
invoices based on approved timesheets and progress logs.

» Analytics runs interactive reports against a data mart. The reports analyze supplier
information to help manage your services spend.

We cover these business processes in the business process chapters in this PeopleBook.

Understanding Delivered User Roles

PeopleSoft delivers the following access for user roles:
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User Role

Access

Requester

Maintain services projects.

Maintain services activities.

Create requisitions.

Manage requisitions.

Review and source requisitions (read-only).
Review bids.

View scheduled interviews (read-only).
Rate interviews.

Manage work orders.

Maintain time and expenses (read-only).
Maintain progress logs.

View provider roster (read-only).

View provider performance (read-only).
View provider length of stay (read-only).
View expense life cycle (read-only).

View expense variance (read-only).

View supplier performance (read-only).
View supplier rate comparison (read-only).
View minority-owned suppliers (read-only).

Service Coordinator

Review and source requisitions.

Schedule interviews.

Assess bids.

Manage work orders (if allowed on service coordinator defaults)
View provider roster (read-only).

View provider performance (read-only).
View provider length of stay (read-only).
View expense life cycle (read-only).

View expense variance (read-only).

View supplier performance (read-only).
View supplier rate comparison (read-only).
View minority-owned suppliers (read-only).
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User Role Access

Service Provider Contact * Review requisitions and submit bids.

* Maintain communications.

» Manage service providers.

* Maintain time and expenses (read-only).
» Maintain progress logs.

» Approve invoices.

Service Provider Maintain time and expenses.

Executive » View provider roster (read-only).

» View provider performance (read-only).

» View provider length of stay (read-only).

» View expense life cycle (read-only).

* View expense variance (read-only).

» View supplier performance (read-only).

* View supplier rate comparison (read-only).

» View minority-owned suppliers (read-only).

Invoice Manager » Manage invoices.
» Create batchinvoices.
* Printinvoices.

» Exportinvoices to PeopleSoft Payables.
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User Role

Access

Administrator

Define PeopleSoft Services Procurement installation options.
Create PeopleSoft Purchasing business units.

Create PeopleSoft Services Procurement business units.
Create PeopleSoft Projects business units.

Define automatic numbering.
Define currency codes.

Define departments.

Define locations.

Define ship to locations.

Define UOMs.

Define work order logistical tasks.
Define task groups.

Define tasks by task group.

Define task groups by service type.
Define project types.

Define supplier information.
Define supplier network.

Define competency types.

Define competencies.

Define service suppliers by region.

Define supplier by region and service type.

Define regions by service suppliers.
Define region and service type by supplier.
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User Role Access

Administrator continued » Define supplier by region/service type.
» Define region/service type by supplier.
» Define sevices by supplier.

» Define suppliers by service.

» Define region/service by supplier.

» Define supplier by region/service.

» Define requester user.

* Register service coordinators.

* Register provider contacts.

* Register service providers.

» Define user preferences.

» Setuprole actions.

* Maintain workflow.

» Maintain workflow notifications.

» Define automatic sourcing.

* Maintain email notification definition.

» Define procurement region codes.

» Maintain rate sheets.

* View rate sheetlist.

» Define services/project roles.

» Define service types.

» Define service/project roles attributes.
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Chapter 1

User Role

Access

Administrator continued

Define services/roles by service type.

Define service type by service/role.
Define service activities.

Define activities by service.

Define payment terms timing.
Define single payment terms.
Define multiple payment terms.

Establish accounts payable interface.

Define time and expense templates.
Define expense business purpose.
Define expense distance rate.
Define expense type.

Administrator continued

Define expense payment type.
Define expense location.
Maintain preferred merchant.
Define time reporting codes.
Define pay types.

Define markups by service type.

Define markups by procurementregion.

Create bid factors.

Create bid factor mapping.
Define performance level code.
Define supplier scoring rule.

PeopleSoft Services Procurement Integrations

PeopleSoft Services Procurement integrates with the following PeopleSoft applications:
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PeopleSoft PeopleSoft PeopIeSp ft PeopleSoft PeopleSoft
: Strategic Resource
Projects HRMS . eProcurement
Sourcing Management
PeopleSoft
Services Procurement
PeopleSoft PeopleSoft PeopleSoft Fegl et
: . Resource
Projects Payables Purchasing
Management

PeopleSoft Services Procurement integration flow with other PeopleSoft applications

While PeopleSoft Services Procurement can run independently, it does leverage your investment through
integration with other PeopleSoft applications, as well as third-party applications.

We cover integration considerations in the implementation chapters in this PeopleBook.

Supplemental information about third-party application integrations is located on the
PeopleSoft Customer Connection web site.

PeopleSoft eProcurement

PeopleSoft eProcurement enables organizations to manage the procurement of all goods and services, shar
workflows, vendors, and other common business processes. On the same requisition, you can add lines for
goods using PeopleSoft eProcurement, and lines for services using PeopleSoft Services Procurement.

PeopleSoft HRMS

PeopleSoft Services Procurement leverages preestablished organizational hierarchies and competencies
from PeopleSoft HRMS and shares them across applications.

PeopleSoft Payables

PeopleSoft Payables seamlessly integrates the supplier settlement process. PeopleSoft
Services Procurement populates staging tables with services invoicing data, and you run
Voucher Build to generate vouchers for disbursement.
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PeopleSoft Projects

PeopleSoft Projects shares project and activity data with PeopleSoft Services Procurement, including time
and expenses. This enables you to include information on service providers in your project reporting.

When the provider logs time and expenses, you can link back to the project set up in
PeopleSoft Projects for reporting purposes.

PeopleSoft Purchasing

You can generate PeopleSoft Purchasing purchase orders from work orders. The approved purchase order
amount is stored on the work order and is consumed during the invoicing process.

PeopleSoft Resource Management

PeopleSoft Resource Management provides an end-to-end solution for managing services spend and for
maximizing the value obtained from those services. PeopleSoft Services Procurement integrates to PeopleSoft
Resource Management, enabling internal services orders to become a valid external service purchasing request.
This enables enterprises to better utilize internal workforces before bringing in external resources.

If a requisition is filled in PeopleSoft Services Procurement, the system updates the PeopleSoft Resource
Management service order fulfilment quantity by incrementing it by one. Also, the system creates
a PeopleSoft Resource Management assignment upon work order release.

SeePeopleSoft Resource Management 8.8 PeopleBook, “Integrating PeopleSoft Resource Management
with Other Applications,” Understanding Integration with PeopleSoft Services Procurement.

PeopleSoft Strategic Sourcing

You can integrate to PeopleSoft Strategic Sourcing for the following bid
management functionality while sourcing:

» Define submittal rating criteria in the form of a bid factor that is defined in Strategic Sourcing.
» Associate multiple bid factors as selection criteria in requisitions.
» Rate supplier submittals based on predefined weightage.

» Sort and manage the score.

Analyze bids and awards.

Implementing PeopleSoft Services Procurement

PeopleSoft Setup Manager enables you to review a list of setup tasks for your organization for the products that
you are implementing. The setup tasks include the components that you must set up, listed in the order in which
you must enter data into the component tables, and links to the corresponding PeopleBook documentation.
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See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise
Service Automation, and Supply Chain Management PeopleBook

PeopleSoft Setup Manager for Financials, Enterprise Service Automation, and Supply
Chain Management 8.8 PeopleBook
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CHAPTER 2

PeopleSoft Services Procurement Portal Pagelets

This chapter provides and overview and discusses:

» Pagelets by functional role.

» Using PeopleSoft Services Procurement pagelets.

Understanding PeopleSoft Services Procurement Pagelets

PeopleSoft Services Procurement provides portal pagelets for your corporate intranet home
pages. These pagelets provide access to key data and transactions within PeopleSoft Services
Procurement for use in employee portal registries.

Portal pagelets reduce the number of clicks it takes a user to complete major tasks in a Services Procuremel
system. These pagelets are user-friendly and enable users to gain quick access to relevant data from the
transaction or analysis system. Pagelets can either be grids or graphs and contain the most recent transactic
or high priority items. You can configure the portal homepage to display narrow or wide grid pagelets.

Grid Pagelets present data in a PeopleSoft grid. Each pagelet displays the services procurement page
name, key attributes, and links to the corresponding services procurement edit page.

Graph Pagelets are visual representations of services procurement data in chart format. The services
procurement ID and the metric attributes represent the X-axis and Y-axis of the chart respectively.

Your employees can personalize the portal homepage by adding the pagelets that they need. Standard
PeopleSoft role-based security ensures that users can access only the pagelets appropriate to their roles.

Your employees can configure their portal home page with three narrow columns or one narrow and one
wide column. Some pagelets have both a narrow and a wide version, each with its own object name.
When you see two object names for a pagelet, the first one refers to the narrow version.

You can also design your own pagelets when your installation includes PeopleSoft Enterprise Portal.

See Also

PeopleSoft Enterprise Portal PeopleBook

Pagelet Security

Similar to page access, you control pagelet security at the component level by associating it with a
permission list (which is then associated with a role); each pagelet has its own component to enable more
granular access. (You can ascertain a pagelet's component name in PeopleSoft Application Designer

by searching for definition references to the page’s system, or object, name.)
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We group our pagelets into functional roles as an example of how to organize access. You need to create the
proper permission lists and associate them with actual role definitions before your users can access them, or
use the permission list definitions that we provide in our delivered sample data. We deliver sample data

security objects (roles and permission lists) that you can use as an example of how to set up pagelet access.

Pagelets by Role
We provide these role groupings as examples of how to organize pagelet access by function.
In this section, we organize employee-facing pagelets by the following sample roles:

* Requester
e Service Coordinator

» Approver

Requester

Requesters have access to all pagelets and information including recent requisitions, interview
schedules, recent work orders timesheets and progress logs awaiting approval.

Service Coordinator

Service coordinators can view pagelets displaying recent work orders, expenses nearing
limits, supplier analysis and the supplier headcount chart.

Approver

Approvers can access the pagelets for timesheets and progress logs awaiting approval.

Using PeopleSoft Services Procurement Pagelets

In this section, we discuss how your employees can view their associated services activities.

Pages Used to View Services Procurement Activities

This table provides details on PeopleSoft Services Procurement pagelets.
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Pagelet Name

Roles

Usage

Interview Schedule

Requester

Provides a synopsis of your schedulgd
interviews.

See Qapter 12, “ Reviewing and
Awarding Bids,” Creating and
Maintaining I nterview Schedules,
page 171.

(SPF_E_RCNTRQ)

Recently Created Requisitions

Requester

Displays the five requisitions you haye
most recently created.

See Qapter 9, “ Creating and
Managing Requisitions,” page
113.

Recent Work Orders
(SPF_E_RCNTWO)

Requester, Service Coordinator

Displays the five most recent work
orders requiring action with statuses fof
Created, Submitted, and Approved.

See Qapter 13, “ Managing Work
Orders,” page 175.

Timesheets Approval

(SPA_E_TIMAPR)

Requester, Approver

vl

Displays the timesheets and amount
including expenses that are awaiting
approval.

See Qapter 14, “Managing Time and
Expense,” page 207.

Progress Logs Approval

(SPA_E_PLGAPR)

Requester, Approver

Displays progress logs that
need approval if you are using a
deliverables based payment system

See Qapter 15, “ Managing Progress
Logs,” page 229.

Logistical Tasks

(SPF_E_LGTASK)

Requester

%)

Displays the five most recent activitig
needing to be completed before a wgrk
order can be released.

See Qapter 13, “ Managing Work
Orders,” Viewing Logistical Tasks,
page 204.

Expense Variance Chart

(SPR_E_EXPLIM)

Requester, Service Coordinator

Provides a summary graph of total
amount spent compared to total wor
order amount. This is listed in a bar
chart by work order.

See Qapter 16, “ Managing
Settlements,” page 237.

PeopleSoft Proprietary and Confidential
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Pagelet Name Roles Usage

Supplier Headcount Requester, Service Coordinator Displays the top five suppliers by
headcountin a graphical format.
(SPR_E_SUPCNT)

See Qapter 17, “ Interactive Reports
in PeopleSoft Services Procurement,”
Anayzing Service Provider Rosters,

page 268.
Supplier Analysis Service Coordinator Provides a method to compare
suppliers based upon supplier
(SPR_E_SUPANALYZ) performance, service provider

performance and rate.

See Qapter 17, “Interactive
Reportsin PeopleSoft Services
Procurement,” Analyzing Service
Provider Performance, page 272.

Interview Schedule Pagelet

Access the Interview Schedule pagelet.

Interview Schedule (D) H E
LS001  Mamarmura, Trac 02220023 10:00AM - Solanda's Office HO
LS001  Provider, Pello 08212003 1:00PM  “olanda's Office HOQ
LS001  Prowider, Fauls 021520023 11:008M  Yolanda's Office HO
LS001  Provider, Peq 0aM1:2003  5:008M  Yolanda'sOffice
LIS001  Provider, Pegd 08/05/2003  3:30PM  Rob's Office, HQ

by Interview Schedule

Interview Schedule pagelet

Use this pagelet to view the following schedule details: candidate, date, time of interview and
location. Only 10 interview dates that are closest to the current date are displayed in ascending order.
You can perform the following tasks on the Interview Schedule pagelet:

» Click the name of a candidate to access the interview schedule for the candidate.

» Click My Interview Schedule to access the user’s list of interviews. The system
pulls up this list based on user ID.

Recently Created Requisitions Pagelet

Access the Recently Created Requisitions pagelet.
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LS00
Lsa0
L5001
Lsa0
LS00
L5001
LS00
Lsa0
LS00
Lsa0

Recent Requisitions (D)

0a0oaoot 31

noooooot12
000000111
0oooooot1o
nooooootos
0ooanantas
oooooot oy
o000 a6
oooooaotas
oogoooot oz

Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved
Approved

1052002003
09r23r2003
09r23r2003
09r23r2003
09r23r2003
09r23r2003
09r23r2003
08182003
08s11/2003
081172003

11

7
13
14

3400.00
4400.00
5924.00
9856.00
9650.00
5984.00
9856.00
0ooo.o0
1400.00
6000.00

Uit Requisition 1D Status Date Amount

LISD
LISD
LsD
LISD
LISD
LsD
LISD
LISD
LISD
LISD

Wiew Requisition Manager

Recent Requisitions pagelet

Use this pagelet to view the following requisition details: business unit, requisition id, status date, amount

and currency code. Only 10 requisitions that are closest to the current date are displayed in ascending

order. You can perform the following tasks on the Recent Requisition pagelet:

* Click the Requisition ID link to access the Requisition Details page.

* Click the View Requisition Manager link to access the Requisition Manager page.

Recent Work Orders Pagelet

Access the Recent Work Orders pagelet.

Recent Work Orders

Unit (Work Order ID Provider

Us001 DMo0000001 6000

UsS001 DMo00000014000

LS001 Dea0000001 0000

US001 DMo0oo0noognog

L5001 TSTO0000004000  kandy, Sarah
UsSo01 DMo00000024000
UsS001 DMo00000023000

handy, 5

Inari, Jahn

Meitler,
Derrick

heitler,
Derrick

Hansen,
Sally

heitler,
Derrick

arah

Wiew Work Order Roster

Recent Work Orders pagelet
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16

Use this pagelet to view the 10 most recent open work orders. The Work Order pagelet displays the
provider name, status, work duration and work order amount and displays the data sorted by start
date in ascending order. The work order status could either be Created, Submitted, or Approved.
You can perform the following tasks on the Recent Work Orders Pagelet:

» Click on a work order ID to navigate to the selected work order.

» Click View Work Order Roster to access the Services Work Order roster page.

Timesheet Approvals Pagelet

Access the Timesheet Approvals pagelet.

Timesheet Approvals (D) H E

Unit  [Time Report ID Provider End Date |Hours| Expenses

L5001 00000001 35 Mandy, Sarah 03/08/2003 42.50 LISD

Wiew Timesheet Roster

Timesheet Approvals pagelet

Use this pagelet to view the following details for the 10 most recent timesheets with total amount that
are awaiting approval: Timesheet ID, Provider Name, Date and Total Amount. The timesheet data are
sorted by end date in ascending order, therefore, timesheets awaiting longest approval are displayed
first. You can perform the following tasks in the Timesheet Approvals pagelet:

* Click the linked Time Report ID to access specific transaction details and approve the timesheet.

 Click View Timesheet Roster to access the Maintain Services Time/Expense page.

Progress Log Approvals Pagelet

Access the Progress Log Approvals pagelet.

Progress Log Approvals (D) H E
Unit |Progress LogID  |Supplier Created Amount l—
LIS001 0000000116 ANDER-001 1150452003 1200.00 LIS
L1S001 0000000114 ANDER-001 1150452003 11250.00 UsD
1S001 0000000113 AMDER-001 11/04/2003 7500.00 USD
12001 0000000111 B2B-001 110452003 10000.00 UsD
1S001 000oooo110 B2B-001 110452003 10000.00 UsD
1S001 000oQoo108 LAMDSCAPE-001 1150452003 400.00 LsD
LJS001 0000000106 LAMDSCAPE-001 1150452003 400.00 LsD
LJS001 0000000105 LAMDSCAPE-001 1150452003 200,00 LsD
YWiew Progress Log Roster

Progress Log Approvals pagelet
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Use this pagelet to view the 10 most recent progress logs awaiting approval. The progress logs display
the following details: Progress Log ID, Supplier, Date, and Amount. The progress log approval data

are sorted by end date in ascending order, therefore, progress logs awaiting the longest approval are
displayed first. Also, upon login to the portal page, progress logs with deliverables based payment system
instead of resource based payment system can be monitored to find out which ones need approval. You
can perform the following tasks in the Progress Log Awaiting Approval pagelet:

* Click the Progress Log ID link to access details of a specific transaction and approve that item.

* Click the View Progress Log Roster link to access the Maintain Services Progress Log page.

Logistical Tasks Pagelet

Access the Logistical Tasks pagelet.

Logistical Tasks =
Unit (Work Order ID Provider Task Description Due
US001 DMOO0000025000 Provider, Pt —cnedule Orentation ;59
Session

US001 DMOO0000025000 Provider, Pat  -—offlUre Netwark 10M0/2003
Access

US001 DMOO0000025000 Frovider, Pat  -=onflure Network 10/ 072003
ACCESS

US001 DMOO0000031000 Provider, Pepin Senedule ORentalion ey 5imp
Sessian

US001 DMOO0000031000 Provider, Pepin =2hilAUre Network 10/ 072003
ACCEESS

US001 DMOO0000031000 Provider, Pepin =aiiuUre Nebwork 10/ 02003
Arcess

US001 DMOO0000023000 Inari, John  Assign Badge 10/08/2003

US001 DMOOO0000Z3000 Inari John  Setup E-mail Account  10/08/2003

US001 DMOO00000Z3000 Inari John  Create Name Plate 10/08/2003

US001 DMOO0000024000 Mandy, Sarah  Assign Badge 10/08/2003

Wiew WWork Order Roster

Logistical Tasks pagelet

Use this pagelet to view the 10 most recent pending activities to release a work order. The Logistical Tasks
pagelet displays the following: Work Order ID, Provider, and Description. The data is displayed by sorting the
Work Order ID in ascending order. You can perform the following tasks in the Logistical Tasks pagelet:

* Click the Work Order ID link to access the service work order details page that allows
you to view and edit logistical task list.

 Click View Work Order Roster to access the Manage Services Work Order page.

Expense Variance Chart Pagelet

Access the Expense Variance Chart pagelet.
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Expense Variance Chart

TETOOOOOO01000
TETOOOOOO0Z000

TETOOOOOO004000

Work Order

TETOOOOOO005000

[T T T T [ T T T T[T T T T T T T
0.0 25,0000 50,0000 75,000.0  100,000.0

Bl Ease PO Amount [ Ease Bill Amt

Expense Variance Chart pagelet

The Expense Variance Chart pagelet provides a summary graph of the five active work orders with variance
amounts. The graphs display the total amount spent on a work order versus the total work order amount. This
allows you to visually compare the variance amount between the two and act on the work order as appropriate.
The total amount spent for each work order is based on approved billable time and expenses or progress log
amounts and does not take into consideration if the progress logs have been invoiced or not.

Supplier Headcount Chart Pagelet

Access the Supplier Headcount Chart pagelet.

Supplier Headcount Chart

Supplier Break Down

B2B Solutions

Manpower

Hame 1

Landscape Compaty

Service Provider

Supplier Headcount Chart pagelet

The Supplier Breakdown by Headcount pagelet displays the five top suppliers and
the headcount for each supplier.
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Supplier Analysis Pagelet

Access the Supplier Analysis pagelet.

LISAQ000037
LISAQ00004 4
LISAQ0OO064

Supplier Analysis

= E3
Anderson Consulting £$ v
Manpower @ﬁ s
B2B Solutions b % o

B Supplier Performance

%4 Supplier Rates " Provider Performance

Supplier Analysis pagelet

&

ORI = N
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Click to access the Supplier Sourcing Review pop-up report.

Click to access the Supplier Response pop-up report.

Click to access the Average Rates by Role pop-up report.

Click to access the Supplier Performance by role pop-up report.
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CHAPTER 3

Implementing Your PeopleSoft Services
Procurement System

This chapter provides an overview of the PeopleSoft Services Procurement implementation
process and discusses how to:

» Set up the PeopleSoft Services Procurement system.
» Define installation options.

» Set up general options.

» Set up business units.

» Set up competency definitions.

» Set up bid factors.

» Set up services/project roles, service types and service activities.
» Set up rate sheet definitions.

» Define settlement options.

» Set up project definitions.

» Configure services time and expense.

* Set up users.

» Configure the supplier network.

» Set up suppliers by service type and region.

» Set up logistical tasks.

Set up file attachment servers.

Understanding the PeopleSoft Services Procurement
Implementation Process

PeopleSoft applications rely on tables to store not only business transactions, but also the structure and
processing rules that drive a system. Before you can begin, you need to set up your basic framework
by using pages that you access on the Services Procurement Options page.
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Because of the relational design of PeopleSoft applications, the order in which you use the online pages to
set up the database tables does not necessarily reflect the order in which you make important decisions
about using the application. Although certain tables work as a group when you make processing or
implementation decisions, you must establish data in some tables before others.

Implementation Order

To set up PeopleSoft Services Procurement:

Set up installation options

Define general options.

Create business units.

Define bid factors.

Define competencies.

Define services/project roles, service types and service activities.
Define rate sheets.

Define settlements.

© ® N o g s~ w0 DN PE

Define projects.

=
o

. Configure time and expense.

[N
[N

. Set up users.

[N
N

. Configure the supplier network.

=
w

. Define suppliers by service type and region.

[EEY
SN

. Set up logistical tasks.

15. Set up file attachment servers.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft Services Procurement Installation Options

Setting Up the PeopleSoft Services Procurement System

The Define Services Procurement page is the focal point for configuring the PeopleSoft Services Procurement
system. Use this page to navigate to pages where you set up your services procurement system.

This section discusses how to set up the PeopleSoft Services Procurement system.
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page Used to Set Up the PeopleSoft Services
Procurement System

Implementing Your PeopleSoft Services Procurement System

Page Name Object Name Navigation Usage
Define Services SPA_STR_ADMIN Services Procurement, Navigate to setup pages.
Procurement Define Services Procurement

Setting Up the PeopleSoft Services Procurement System

Access the Define Services Procurement page.

Note. The Pay Types and Markups group box is available if the Enable Pay Types check
box is selected on the Services Procurement Options page.

Note. The Locations by Region link will only appear if the Use Region Tree Structure check
box is disabled on the Services Procurement Options page.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft Services Procurement Installation Options

Setting Up General Options

Use general options to set up your basic table structure. You can access all of the tables
discussed in this section from most PeopleSoft applications.

Pages Used to Set Up General Options

Page Name

Object Name

Navigation

Usage

Auto Numbering

AUTO_NUM_PNL

Set Up Financials/Supply
Chain, Common Definitions
Codes and Auto Numbering
Auto Numbering

Define automatic numberin
specifications for PeopleSq
,fields, such as a unique

prefix for regular customerg
or for customers who are
also vendors. The system
automatically increments
numbers by one.

PeopleSoft Proprietary and Confidential
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Page Name Object Name Navigation Usage
Currency Code CURRENCY_CD_TABLE Services Procurement, Define currency.
Define Services
Procurement. Click the Note. Note. To meet the
Currency Code link in the needs of your multicurrency
General Options group box.| Pusiness, PeopleSoft
supports the euro and
delivers the Currency Code
table with many common
currencies identified
according to ISO standard.
Department DEPARTMENT Services Procurement, Manage department
Define Services numbers and department
Procurement. Click the names.
Department Link in the
General Options group box.
ChartField Attributes CF_ATTRIB_VALUES Services Procurement, Define ChartField
Define Services Attributes.

24

Procurement. Click the
Attributes link on the
Departments page.

Location Definition

LOCATION_TBL

Set Up Financials/Supply
Chain, Common Definitions
Location, Location, Location
Definition

Services Procurement,
Define Services
Procurement. Click the
Location link in the General
Options group box.

Define a location code,
such as a branch office or
shipping office.

Location Detail

LOCATION_TBL2

Access the Locations Detail
tab from the Location
Definition page.

sAdd details to a location

definition.

Ship to Location Definition

SHIPTO_HDR

Set Up Financials/Supply
Chain, Product Related,
Procurement Options,
Purchasing, Ship to
Locations

Services Procurement,
Define Services
Procurement. Click the Shig
to Location link in the

General Options group box.

Define a ship to location
code. This location will
be used on the service
requisition as the place
where the services are to
be performed.
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Units of Measure, Units of
Measure

Services Procurement,
Define Services
Procurement. Click the Unit|
of Measure Link in the
General Options group box.

Page Name Object Name Navigation Usage
Units of Measure UNITS_OF_MEASURE Set Up Financials/Supply | Establish units of measure
Chain, Common Definitions} for your resources.

Defining Automatic Numbering

These service procurement fields use automatic numbering:

Field Name Field Value Description Short Description
NUM_TYPE SPID Person ID Person ID
NUM_TYPE SPIN Service Procurement Serv. Inv.

Invoice
NUM_TYPE SPRQ Service Requisition ServiceReq
NUM_TYPE SPWO Work Order Code Work Order
See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Defining Financials and Supply Chain
Management Common Definitions,” Setting Up Automatic Numbering

Setting Up Business Units

This section provides an overview of PeopleSoft Purchasing business units and discusses how to:

» Define PeopleSoft Strategic Sourcing business units.

» Define PeopleSoft Purchasing business units.

PeopleSoft Proprietary and Confidential

Define PeopleSoft Projects business units.

Define PeopleSoft Services Procurement business units.

Define PeopleSoft eProcurement business units.

Define PeopleSoft Projects business units options.
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Understanding PeopleSoft Purchasing Business Units

A business unit is an operational subset of an organization. It tracks and maintains its own set of requisitions
and POs. Each business unit has its own way of storing information and its own processing guidelines.

PeopleSoft Services Procurement uses the same business units that are defined in PeopleSoft Purchasing.
Nevertheless, in PeopleSoft Services Procurement, you define business-unit-specific attributes. Business units
that are specific to PeopleSoft Services Procurement are stored in a separate table called BUS_UNIT_TBL_SP.
When you define the PeopleSoft Services Procurement attributes, the available business units include

those business units already defined in PeopleSoft Purchasing. The PeopleSoft Services Procurement
business unit table is an extension of the PeopleSoft Purchasing business unit table.

Pages Used to Set Up Business Units

Page Name Object Name Navigation Usage
Strategic Sourcing Busines8US_UNIT_TBL_A1l Set Up Financials/Supply | Define PeopleSoft Strategi¢
Unit Definition Chain, Business Unit Sourcing business units.

Related, Purchasing,
Strategic Sourcing Definitio

=]

Services Procurement,
Define Services Procurement

Click the Strategic Sourcing
link in the Business Unit
Definitions group box.

Purchasing - Business Uni{ BUS_UNIT_TBL_PM Set Up Financials/Supply | Define PeopleSoft

Definition Chain, Business Unit Purchasing business units.
Related, Purchasing, Link PeopleSoft Purchasing
Purchasing Definition business units to PeopleSafft

Services Procurement

Services Procurement, nPusiness units.

Define Services Procureme

Click the Purchasing link in
the Business Unit Definition

7

group box.
Services Procurement BUS_UNIT_TBL_SP Set Up Financials/Supply | Define PeopleSoft Services
Business Unit Definition Chain, Business Unit Procurement business
Related, Services units. Define your own
Procurement, Services consolidation structures fo
Procurement Options accounting and reporting

. urposes.
Services Procurement, purp

Define Services Procurement

Click the Services
Procurement link in the
Business Unit Definitions
group box.
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Page Name Object Name Navigation Usage

eProcurement BU DefinitigrPV_BUS_UNIT_PM Services Procurement, Define eProcurement
Define Services Procuremenbusiness units.

Click the eProcurement
BU Definition link in the
Business Unit Definitions

group box.
Services Project Business | BUS_UNIT_TBL_PC Set Up Financials/Supply | Define PeopleSoft Projects|
Unit Definition Chain, Business Unit business units.

Related, Project Costing,
Project Costing Definition

Services Procurement,
Define Services Procurement

Click the Projects link in the
Business Unit Definitions

group box.
Services Project Business | BUS_UNIT_TBL_PC Set Up Financials/Supply | Define PeopleSoft Projects|
Unit Options Chain, Business Unit business unit options.
Related, Project Costing,
Project Costing Options

Services Procurement,
Define Services Procurement

Click the Projects BU
Options link in the Business
Unit Definitions group box.

Defining PeopleSoft Strategic Sourcing Business Units
Access the Strategic Sourcing Business Unit Definition page.

The Strategic Sourcing business unit is required on the Purchasing business unit when
Services Procurement is installed.

SeePeopleSoft Strategic Sourcing 8.8 PeopleBook, “Setting Up Business Units in
PeopleSoft Strategic Sourcing”.

Note. We suggest that you create setlDs or business units that are at least five characters long. Performance
degradation occurs if setIDs or business units have fewer than five characters.

Defining PeopleSoft Purchasing Business Units

Access the Purchasing - Business Unit Definition page.
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Edit Cammments Matching Define mages  Entry Event Defaults  waT Default

 Gusiness unit Dofmniion 1 Y Y Y 1
Unit: US001
Description: UJS001 MEW YORK OPERATIONS Short Desc: JS001
Process Option: |Usont Q) ¥ PSIGL
Location: Js001 Q GL Unit: Us00q Q. US001 NEW YORK OPERATIONS
Billing Location: 5001 Qy AM Unit:  (Usoot S ¥ cCapitalize
Close Days: APUnit:  usomt O ¥ Accrue SUT for ERS orders
Cancel Days: SSUnit  |uspot O [T Tax Vendor
Currency: UsD aQ, Rate Type: |CRRMNT Q

Line Amount Threshold: s

RFQ Required Rule: Q

Business Unit Definition page

Note. If you clear the Asset Management, General Ledger, and Payables check boxes on the Installation
Options - Products page, they are no longer required values on the Purchasing Definitions page. If you have
other PeopleSoft applications installed (such as PeopleSoft eProcurement), installation options may differ.

L ocation

Billing L ocation

Rate Type

SS Unit

Enter the physical location (address) of the business unit. This

location appears as the printed address on dispatched transactions

to identify your company’s location.

Enter the invoice destination location for this business unit. Available
locations are defined on the Location Definitions page. This location appears

by default on purchasing documents created for the business unit. This

location is not necessarily the same as the company address. For example,

the billing location might be a post office box, or the Payables department
might have a different address from the Purchasing department.

Currency Enter the default currency of the business unit.

Enter the rate type to use for currency conversion. The currency code and rate

type appear by default on all purchasing documents for this business unit.

Services Procurement during the bidding process.

Defining PeopleSoft Services Procurement Business Units
To create PeopleSoft Services Procurement business units, use the Services Procurement BU component.

Access the Services Procurement Business Unit Definition page.

Enter the Strategic Sourcing Business unit. This will be used by
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Services Procurement Business Unit Definition

Business Unit: 15001 LIS001 MEW YORK OPERATIONS

Maximum Tolerance %: IW Maximum Tolerance %: IW

Out of Tolerance Action: IWarn -] Basis for Tolerance: Im
Strategic Sourcing BU: 1s001 Out of Tolerance Action: Im

Default Expense Account

[T Always Use Base Currency

YBETITE 500500 Q Approval Amount Compliance
Multiple Currency Transactions Approval Amount Tolerance %: | 10.00

¥ Allow Multicurrency Reqs

Supplier Scoring
¥ Allow Multicurrency PO Bl 2|

Rules Based Sourcing Scoring Rule 1D:; |ALL_ru1ETRICS o}
Preference Rule: ¢ Region  Service/ServiceType Start Date: 0110172003 5

™ Include All Contract Suppliers

*Minimun: 1 *Maxirmun: el Score: Duration Start Date: 0150172003 IEJ
Services Administration [ Use Current Date

¥ UseRatings M Use Expenses ¥ Use Pay Types
l ] g L # of Reporting 12 {Including current month)
Default Mass Approval Rating: I Mane *I Months:

Time/Expense Default TRC: SPA1D O Process Scores |

Allow Time/Expense Overage %: 10

Services Procurement Business Unit Definition (page 1 of 2)

WorkOrder Hotification Alert

Motify on End Date/Consumption: * Yes " Ho
Days in Advance for Alert: 10 Alert Notification Method: | Ermail and Worklist j

Alert when % Consumed: 10 Role To Hotify: I Iy Approy 'I

Executive Role: \SP_EXECUTIVE Q,

Define Services Procurement Furchasing Business Lnit

Services Procurement Business Unit Definition (page 2 of 2)

Note. You must set up the PeopleSoft Purchasing business unit before you set up the
PeopleSoft Services Procurement business unit.
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Sourcing
Maximum Tolerance

% (maximum tolerance
percentage)

Out of Tolerance Action

Strat/Sourcing Event BU
(strategic sourcing event
business unit)

Rate Sheet Compliance

Maximum Tolerance %

Basis for Tolerance

Out of Tolerance Action

Always Use Base Currency

Enter the total percentage by which suppliers can exceed the defined rate
on a requisition when submitting bids. For resource based requisitions,
the tolerance check is against the requisition rate. For deliverables based
requisitions, the tolerance check is against the requisition amount.

SelectNot Allow or Warn as the action that occurs when a supplier
submittal is outside the tolerance. TNet Allow option prevents the
supplier from submitting the bid if it is out of tolerance.

Displays the Strategic Sourcing Event business unit defined on the
Purchasing business unit. The update the value, use the Purchasing
Business Unit Definition page.

Enter the total percentage by which the requisition and work order rates
can exceed the rate defined on the rate sheet.

SelectRange or Target Rt (target rate). The base for tolerance is recognized on
the rate sheet. SeleRange if your tolerance cannot exceed the minimum

or maximum range defined on your rate sheet. Séelagiet Rate if the

tolerance cannot exceed the target range defined for your rate sheets.

SelectNot Allow or Warn as the action that occurs when a requisition
is outside the tolerance. TiMot Allow option prevents the requisition
or work order from being saved.

Select to define currency for rate sheet tolerance. If selected, the system
uses the currency and rate type defined on the purchasing business unit
rate sheet for the selected region and role. The system then uses the base
currency amount defined in the rate sheet for tolerance checking. If the
check box is not selected, then the system uses the transaction currency.
If a rate sheet does not exist for the transaction currency, then the system
uses the base currency to search for a comparable rate sheet.

Multiple Currency Transactions

Allow Multicurrency Regs

Allow Multicurrency PO

Determines if the selected business unit allows multiple currency requisitions.
If selected, then the requester’s currency is defaulted onto the requisition
and the user can change it to another currency.

To modify this field, access the Purchasing Business Unit Definitions page.
If the check box is not selected, the system uses the business unit currency
as the requisition currency and the user is not allowed to change it.

Determines if the selected business unit allows multicurrency work
orders and purchase orders. If selected the user can enter expenses
in a currency other than the work order currency.
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To modify this field, access the Purchasing Business Unit Definitions
page. If the check box is not selected, expenses must be entered in
the currency you establish on the work order.

Note. The system can have multicurrency work orders with single currency requisitions or it can
have multicurrency requisitions with single currency work orders.

Approval Amount Compliance

Approval Amount
Tolerance %

Rules Based Sourcing

Preference Rule

Use All Contract Suppliers

Minimum andMaximum

Score

Supplier Scoring

Scoring Rule 1D

PeopleSoft Proprietary and Confidential

Enter the total percentage by which the filled requisition can exceed the
rate defined on the requisition. The default valu®,igndicating that no
tolerances are used for the business unit. The system uses the approval
tolerance amount percentage while comparing the filled requisition amount
against the approved requisition amount. If the filled amount exceeds the
approval amount tolerance, the requisition will be re-routed for approval.

Note. The requisition will not be re-routed for approval if the user
who fills the requisition has one of the role actions defined for
theSP_IGNORE_REAPPROVE role action.

SelectRegion or Service/Service Type as the preferred sourcing method
when you source requisitions to suppliers. For example, if you select
Region as the preference rule, all suppliers defined for that region are
listed first on the sourcing selection page.Sirvice/Service Type is

the preferred rule, all suppliers defined for the service or service type
are listed first on the sourcing selection page.

If enabled, suppliers with contracts will be returned in the sourcing selection
even if they are not defined for the requisition region or service type. If
disabled, the sourcing selection will ignore contract suppliers.

Note. This check box is only enabled if PO Service Contracts Enabled check
box is enabled on the Services Procurement Installation Options.

Enter the minimum and maximum number of suppliers to be returned from
the sourcing rules and displayed on the sourcing selection page.

Enter a score range between 0 and 100. Supplier scores must have
this score or higher to meet the requisition requirements and be
displayed in the sourcing selection page. Suppliers below the score
will not appear on the sourcing selection page.

Enter the scoring rule (group of matrixes) used to score suppliers.
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Start Date Enter the date used to determine the absolute beginning date of the
analysis data. The system retrieves data from this date forward. The
current system date appears by default.

Note. If the values that you enter in the Duration Start Date and # of Reporting
Months (number of reporting months) fields define a date before the entered
start date, the system does not retrieve data prior to the entered start date. For
example, if the start date is 01/01/2002, the duration date is 06/30/2002,

and the number of reporting months is —12 (indicating 12 months of data

prior to 06/30/2002), the system retrieves data only for the period between
01/01/2002 and 06/30/2002. The system does not retrieve data prior to
01/01/2002 or, in this example, between 07/01/2001 and 12/31/2001.

Duration Start Dateand#  The system uses the Duration Start Date field in conjunction with the #

of Reporting Months of Reporting Months field to determine the period used to retrieve the
analysis data. Enter the number of months before or after the duration
date for which the system retrieves data.

Enter a positive value in the # of Reporting Months field to indicate

the number of months starting from the duration data to be included in
the process. Enter a negative number to indicate the number of months
before the duration date to include in the process.

Note. The system does not retrieve data prior to the entered start
date, regardless of the values entered in the Duration Start Date
and # of Reporting Months fields.

Use Current Date Select to define the duration date as the current system date. If
selected, the system uses the number of reporting months relative to
the current system date for each process instance.

Process Scor es Click to access the Supplier Score page, where you can process
scores for the specified scoring rule ID.

Services Administration

Use Ratings Select to enable use of performance ratings on timesheets and progress logs.
If selected, the system makes available the Default Time Mass Approval
Rating field. By default, the check box is cleared.

Use Expenses Select to allow the entry of expenses on requisitions and work orders. By
default, the check box is cleared, meaning expenses are not allowed.

Note. This check box is only enabled if the SP Expenses Enabled check box
is selected on the Services Procurement Installation Options.

Use Pay Types Select to allow suppliers to enter the breakdown of the rate they are
bidding - how much goes to the service provider, how much is vendor
markup, etc. By defaulthie check box is cleared, meaning the supplier
will enter one rate inclusive of all rate breakdowns.
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Note. This check box is only enabled if the SP Pay Types Enabled check box
is selected on the Services Procurement Installation Options.

Default Time Mass Select the rating to be used when mass approving timesheets and
Approval Rating progress log&xcellent, Fair, Good, Poor, or None.

Note. This field is only accessible i)se Ratingsis enabled.

Note. Note. If you leave this option blank, the rating Wéne will default
onto all timesheets and progress logs that are mass approved.

Time/Expense Default TRC  Select a time reporting code (TRC). The system uses this TRC
(time and expense default as the default for time and expense entries. The system uses the
time reporting code) TRC to calculate invoice amounts.

The system also uses this default to populate the Standard TRC field on
the Overtime Rules page for services templates, if you selected the Use
Overtime check box on the Services Template page.

Note. We recommend that you select a TRC with a multiplication
factor of 1.0, because the TRC is used in all invoice calculations for
work orders that do not allow overtime. For example, if you select a
TRC that has a multiplication factor of 2.0, the invoice amounts using
this TRC are equal to the total hours multiplied by the rate on the work
order multiplied by 2.0. The system displays a warning message if you
use a multiplication factor other than 1.0 as the default.

Work Order Notification Alert

The system provides an alert system to notify users when work orders are nearing the end date or
nearing the amount on the work order. This acts as a warning that some action must be taken, such
as extending the work order if the project does not appear to be completing on time.

Note. This alert runs in the background as a scheduled process. To activate the process, select PeopleTools
Process Scheduler, Processes, and select the Process Nama\id ALERT.

Notify on End SelectYes to enable work order alerts. The process scheduler must
Date/Consumption be running in order for notifications to occur.

Daysin Advancefor Alert  Enter the number of days before the work order end date that the system
should notify the user that the work order is nearing the end date.

Alert Notification Method  Select whether the alert notification must be sent using a worklist
only or email and worklist.

Alert when % Consumed Enter the work order consumption percentage at which the
system needs to notify the user.
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Role to Notify Select the role that the system needs to notify of the work order. Values
are: Inv Approv, Requestor, or Time Appr.

Analysis

Executive Role Select the executive role that has full access to all reporting business
units for interactive reporting.

Defining PeopleSoft eProcurement Business Units
Access the eProcurement BU Definition page.

The business unit enables you determine if you are using workflow approvals.

Wor kflow Approval Enable the workflow for the eProcurement business unit by
Required selecting the check box.

Note. We suggest that you create setlDs or business units that are at least five characters long. Performance
degradation occurs if setIDs or business units have fewer than five characters.

Defining PeopleSoft Projects Business Units
Access the Project Business Unit Definition page.

The business unit enables you to plan your projects based on the way that you work instead
of the way that you do your financial posting and reporting.

SeePeopleSoft Project Costing 8.8 PeopleBook, “Defining Project Business Units”.

Note. We suggest that you create setlDs or business units that are at least five characters long. Performance
degradation occurs if setIDs or business units have fewer than five characters.

Defining PeopleSoft Projects Business Unit Options
Access the Services Project Business Unit Definition page.

The business unit enables you to plan your projects based on the way that you work instead
of the way that you do your financial posting and reporting.

Note. We suggest that you create setlDs or business units that are at least five characters long. Performance
degradation occurs if setIDs or business units have fewer than five characters.

SeePeopleSoft Project Costing 8.8 PeopleBook, “Defining Project Business Units”.

Setting Up Bid Factors
Use bid factor rules to determine the best bid to fulfill your requisition requirements.

This section provides an overview of bid factors and discusses how to:
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Create bid factors.

Map bid factors.

Define bid factors by item category.

Understanding Bid Factors

With PeopleSoft Services Procurement Bid Factors, you can:

» Define bid factor rules that help select qualified bids.

» Effectively manage a vast number of bid submittals for a requisition.

» Speed up the submittal process by calculating the best and worst bid scores.

* View bid factor scores across a bid pool.

Bid Factors and Requisitions

PeopleSoft Services Procurement allows for the defaulting of bid factors onto the requisition. This ensures
that bid factors relevant to the requisition are automatically defaulted onto the requisition. Bid factors can be
added on the fly while creating the requisition and can be edited before sourcing the requisition. Setting up
the standard bid factors will help alleviate the work during requisition creation and sourcing.

Bid Factors default from several setup pages:

1. Bid Factor Mapping The Bid Factor mapping page allows the user to define which bid factors should
be displayed on deliverables based requisitions and which should be displayed on resource based
requisitions. A bid factor can be displayed on both resource and deliverable requisitions.

See (apter 3, “Implementing Your PeopleSoft Services Procurement System,”
Mapping Bid Factors, page 37.

2. Bid Factors by Category. Bid Factors can be added to item categories. The item category is linked to
the service type on the requisition. When the service type is selected on the requisition, the bid factors
matching that service type are defaulted onto the bid factors by requisition page.

See (apter 3, “Implementing Your PeopleSoft Services Procurement System,”
Defining Bid Factors by Category, page 38.

3. Bid Factor by Service Bid Factors can be linked to services/project roles. When the
services/project role is selected on the requisitions, the bid factors linked to that services/project
role are defaulted onto the bid factors by requisition page.

See (apter 3, “Implementing Your PeopleSoft Services Procurement System,”
Setting Up Services/Project Roles, page 42.

4. Bid Factors by Activity. Bid Factors can be linked to deliverable activities. When a service
is selected on a deliverables requisition, the bid factors linked to the activities by service
are defaulted onto the bid factors by requisition page.

See_(apter 3, “Implementing Your PeopleSoft Services Procurement System,”
Setting up Service Activities, page 45.
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Note. If the same bid factor is defined in multiple defaulting pages shown above, the system deletes the
duplicates so that a bid factor will only be displayed once on the bid factors by requisition page.

Pages Used to Set Up Bid Factors

Page Name Object Name Navigation Usage

Bid Factors BID_FACTOR_PNL Services Procurement, Create bid factors.
Define Services Procurement
Click the Create Bid Factors
link in the Bid Factors
Group box.

Bid Factor Mapping SPF_BIDFCTR_MAP_PG Services Procurement, Map predefined PeopleSoft
Define Services Procuremen8ervices Procurement

: . attributes to bid factorsin the

Click the Bid Factor . .
Mapping link in the Bid Strategic Sourcing module
Factors Group box.

Bid Factor Grouping BID_FACTOR_GRP Services Procurement, Group bid factors.
Define Services Procurement . .

_ ) See (Creating and using

Click the Bid Factor Group | bid factors in the Strategic
link in the Bid Factor Group | Sourcing PeopleBook).
box.

Bid Factors by Category | SP_BDFTR_BY_CAT_PG Services Procurement, Link bid factorsto a
Define Services Procurementategory.
Click the Bid Factors by
Category link in the Bid
Factor Group box.

Creating Bid Factors

Access the Factors page.

Type

Question
Best andWor st

I deal

Select the bid factor type. The bid factor type determines
the bid factor questions.

Options are Date, List, Monetary, Numeric, Separator, Text, and Yes/No.
Additional fields appear, depending on the bid type selection.

Note. The separator bid factor type is used to organize long lists
of bid factors by creating headings.

Enter the text of the bid factor question.

Enter the best and worst possible scores that a supplier can bid for a particular
guestion. For example, if you create a new bid factor with taée, and

the Question field containd/hat is the end date?, the Best and Worst fields
represent the best and worst dates on which the candidate can complete the job.

Enter the ideal response for the bid factor question that you create.
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Assign an ideal weighting for the bid factor question that you create.

Mapping Bid Factors

To map bid factors, use the Bid Factor Mapping component.

Access the Bid Factor Mapping page.

Setld:  SHARE

Bid Factor Mapping

SPro Attribute: Armaount

*‘Bid Factor Code: |AMOUNT Q Status:  Active
Comment Text: What is the amount?

[T Resource Service type BF

[¥ Delverable service type BF

Defing Services Procurement Bid Factar Setup

Bid Factor Mapping page

Predefined PeopleSoft Services Procurement bid factors appear when you create a service requisition.
For example, if you have a bid factor BXPERIENCE mapped to the PeopleSoft Services Procurement
attribute Experience, the experience on the requisition is compared to that of the candidate.

Bid factor attributes appear by default on the Requisition - Bid Factor by Requisitions Lines page.

Bid Factor Code
Status
Comment Text

Resour ce Service Type BF

Deliver able Service
Type BF

Select the bid factor code that maps to the
Displays the status of the bid factor mapping.
Displays the question for the bid factor code.

Select if the bid factor should appear on resource based requisitions.

Note. The RATE and CANDIDATE bid factor mappings should only
occur on resource based requisitions and therefore should have only
the resource service type bf check box enabled.

Select if the bid factor should appear on deliverables based requisitions.

The AMOUNT bid factor mappings should only occur on deliverables
based requisitions and therefore should havly the deliverables
service type bf check box enabled.

Note. Use ad hoc bid factors 1-5 to create unique bid factor values that appear by default in requisitions.
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Defining Bid Factors by Category

To associate bid factors to categories, use the Bid Factors by Category component.

Access the Bid Factor by Category page.

Chapter 3

Link bid factors to a specific item category. You can link bid factors to a category for both
deliverable and resource based services. When a requisition is created for a service type, it
looks for any bid factors linked to the item category for that service type. If it finds any bid
factors, it will list them on the bid factors by requisition line page.

Setting Up Competency Definitions

This section discusses how to define competencies. Competencies are used on requisitions

38

to indicate what skills you need on your project.

Competencies also exist in the PeopleSoft HRMS database. If you are integrating with a
PeopleSoft HRMS database, you must navigate to the Resource Management Installation options
page and define which product 'owns’ the competency tables.

See Also

PeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Setting Installation Options for PeopleSoft
Applications,” Setting Up PeopleSoft Resource Management Installation Options

Pages Used to Set Up Competency Definitions

Page Name

Object Name

Navigation

Usage

Competency Type

RS_CM_TYPE_TBL

Services Procurement,
Define Services Procureme

Click the Competency Type

link in the Competency Setup

group box.

Enter along or short
ntlescription for new
competency types.

Competencies

RS_CM_COMPTNCY_TBL

Services Procurement,
Define Services Procureme

Click the Competencies link
in the Competency Setup
group box.

Define competencies.
nt

Defining Competencies

Access the Competencies page.

Rating Model

Select the model used to rate a candidate’s competency.
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Enter values to create a logical grouping of competencies.

Setting Up Services/Project Roles, Service Types

and Service Activities

This section discusses how to:
» Set up services/project roles.
» Set up service types.

» Set up service activities.

Pages Used to Set Up Services/Project Roles, Service

Types, and Service Activities

Page Name Object Name

Navigation

Usage

Service/Project Role SPB_PROJ_ROLE

Set up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Service/Project Role

Services Procurement,
Define Services Procureme

Click the Service/Project

Role link in the Role/Serviceg

Type Setup group box.

Set up projectroles.

Bid Factors by Service SP_BDFTR_BY_SER_PG

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Service/Project Role

Click the Bid Factors by
Service link on the Project
Role/Service page.

Services Procurement,
Define Services Procureme

Click the Service/Project

Role link in the Role/Serviceg

Type Setup group box.

Click the Bid Factors by
Service link on the Project
Role/Service page.

Define bid factors by servic
for deliverables based
services.
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Page Name

Object Name

Navigation

Usage

Select Bid Factor Group

SP_BDFTR_GRP_SRCH

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Service/Project Role

Click the Bid Factors by
Service link on the Project
Role/Service page.

Click the Select Bid Factor
Group link on the Bid
Factors by Service page.

Services Procurement,
Define Services Procureme

Click the Service/Project
Role link in the Role/Service
Type Setup group box.

Click the Bid Factors by
Service link on the Project
Role/Service page.

Click the Select Bid Factor
Group link on the Bid
Factors by Service page.

Select bid factors to add to
the services/project role for
deliverables bases service

5.

Service/Project Role
Attribute

SPB_ROLE_COMP_PG

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Service/Project Role
Attribute

Services Procurement,
Define Services Procureme

Click the Service/Project
Role Attributes link in the
Service/Service Type Setup
group box.

Define the services/project
role attributes.

Item Categories

ITEM_CATEGORIES

Items, Define Controls, Item
Categories

Define categories for Servi
Types.

Le

Service Types

SPB_ROLE_TYPE

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles, Serviq
Types

Services Procurement,
Define Services Procureme

Click the Service Type link i
the Service/Service Type

Set up service types.

Setup group box.

40
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Page Name

Object Name

Navigation

Usage

Service Types by Role

SPB_PJROLE_SERVICE

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles, Serviq
Types by Role

Services Procurement,
Define Services Procureme

Click the Service Types

by Role link in the
Service/Service Type Setup
group box.

h

Define service types by role.

Typ

Services/Roles By Service| SPB_ROLESBYTYPE

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Services/Roles by Service

Type

Services Procurement,
Define Services Procureme

Click the Services By
Service Type link in the
Service/Service Type Setup
group box.

Define project roles by
role type.

Service Activities

SPB_SETID_ACTIVITY

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles, Serviq
Activities

Services Procurement,
Define Services Procureme

Click the Services Activities
link in the Service Activities
Setup group box.

Define service activities for
deliverables based service

e

Bid Factors by Activity

SP_BDFTR_BY_ACT PG

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles, Serviq
Activities

Click on the Bid Factors by

Activity link on the Service
Activities page.

Services Procurement,
Define Services Procureme

Click the Services Activities
link in the Service/Service
Type Setup group box.

Click on the Bid Factors by
Activity link on the Service

Define the bid factors by
deliverable activity.

e

Activities page.
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Page Name

Object Name

Navigation

Usage

Select Bid Factor Group

SP_BDFTR_GRP_SRCH

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles, Serviq
Activities

Click on the Bid Factors by
Activity link on the Service
Activities page.

Click on the Select Bid
Factor Group link on the Bid
Factors by Activity page.

Services Procurement,
Define Services Procureme

Click the Services Activities
link in the Service Activities
Setup group box.

Click the Select Bid Factor
Group link on the Service
Activities page.

Click on the Select Bid
Factor Group link on the Bid
Factors by Activity page.

Select bid factors to add to
the service activity.

e

Activities by Service

SPB_SRC_ACT

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Types/Roles,
Activities by Service

Services Procurement,
Define Services Procureme

Click the Activities by
Service link in the Service

Define activities by service,

Activities Setup group box.

Setting Up Services/Project Roles

To set up project roles/service types, use the Service/Project Role component.

Access the Service/Project Role page.

Select the Service/Project Role and Service Method and click Search.

Service/Project Role

Service M ethod

42

Select the title for the services/project role.

SelectDeliverable or Resource as the service method.
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Note. Service methods established on this page (deliverable or resource)
appear on the requisition and work order. Resource-based services or roles
reflect work that is typically conducted by a single service provider who
records his time worked on the project. Deliverable-based services or roles
reflect work generally conducted by an entire work team and progress can be
recorded by milestones, percentages or quantity of work completed.

The system allow®efault Settlement Option and Allow add activities
options only for deliverable based services or roles.

Show Bid Select the check box to allow the supplier to view the requisition
rate when bidding on a requisition. Clear the check box to hide
the requisition rate from the supplier.

Settlement Option SelectFixed Amt, Milestone,Percentage or Rate Based. settlement option.

Fixed amount and milestone allow the supplier to log progress against
milestone activities that are defined for a project. With the fixed amount
settlement option, the supplier enters the amount he expects to be paid for
each milestone. The milestone settlement option amounts are defined on the
work order by the enterprise and the supplier can not change it.

The Percentage settlement option allows the supplier to log the
percentage of work he has completed. The amount paid out will
be that percentage of the work order total.

The Rate Based settlement option allows the user to enter the activity and
guantity of work he has completed. The actual amounts paid for each
activity are defined on the work order by the enterprise.

Grouping Bid Factors by Service
Access the Bid Factors by Service page.

Associate bid factors to a deliverables service. When you enter a service on a deliverable-based
requisition, the bid factors linked to the service appears on the requisition. This enables suppliers
to enter responses to these bid factors. The suppliers responses can be compared against each
other in order to determine which supplier has the best bid.

Click Select Bid Factor Group to select bid factors from existing bid factor groups. Click
OK to return to the bid factors by service page.

Setting Up Services/Project Role Attributes

To set up services/project role attributes, use the Service/Project Role Attributes component.
Access the Service/Project Role Attributes page.

Service/Project Role Attributes are defaulted onto the requisition. Defining them here
allows for a simplified requisition entry.

Description Enter the description of the services/project role.
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Comments

Experience

Education Level

Interview Required

Competencies

Note. This value defaults onto the requisition as tlob Title

Enter comments describing the role.

Note. This value defaults onto the requisition as Soepe of Work.

Enter the years of experience this role requires.

Note. This value defaults onto the requisition as thgerience.

Enter the lowest level of education this role requires.

Note. This value defaults onto the requisition as tducation Level.

Select if this role requires an interview before hiring someone for the
position. If an interview is required, the system will not allow a service
provider to be hired until interviews have been conducted.

Note. This value defaults onto the requisition as theerview Required.

Add or delete competency types for the candidate.

Note. This value defaults onto the requisition as tbaempetencies.

Note. The Experience, Education Level and Interview Required options are available
only for resource based requisitions.

Setting Up Item Categories

To set up item categories, use the Item Category component.

SeePeopleSoft Purchasing 8.8 PeopleBook, “Defining Purchasing Item Information,” Defining Item Categories.

Setting Up Service Types

To set up service types, use the Service Type component.

Service types are a way of grouping roles or services. For example you can have a service type of
DEV and roles of Java Developer, QA engineer, etc. linked to that service type.

Service M ethod
Category

Minimum andMaximum

Score

Select the service method for the service type.
Select the item category for the service type.

Enter the minimum and maximum number of suppliers to be
returned from the sourcing rules.

Enter a score range between 0 and 100. Supplier scores must fall within the
required score range to meet requisition source requirements.
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Setting Up Service Types by Service/Role
To set up service types by service/role, use the Service Types by Service/Role component.

Service types are a way of grouping roles or services. For example you can have a service type of DEV and
roles of Java Developer, QA engineer, etc. linked to that service type. When a service type is selected on a
requisition, the services/roles you can select are only those which are linked to the service type.

Default Service Type Select the check box for the default service type for the service/role. There
can only be one default. This is used by service contracts to determine which
service type to use for a role selected on the service contract.

Service Type Select the service type for the role.

Description Displays the description for the service type.

Setting Up Services/Roles by Service Type
To set up services/roles by service types, use the Services/Roles by Service Type component.

Service types are a way of grouping roles or services. For example you can have a service type of DEV and
roles of Java Developer, QA engineer, etc. linked to that service type. When a service type is selected on a
requisition, the services/roles you can select are only those which are linked to the service type using this pac

Service/Project Role Select the title for the services/project role.

Description Displays the description for the services/project role.

Setting up Service Activities
To set up service activities, use the Service Activities component.

Service activities are defined for deliverables based services. When the deliverables based service is
selected on a requisition, the activities linked to the service are also linked to the requisition. The bid
factors linked to the activities are defaulted onto the bid factors by requisition page.

Service activities are not linked to projects, like project activities. Therefore service
activities can be shared across projects.

Activity 1D Enter the Activity ID.

Description Enter a description for the Activity ID.

Grouping Bid Factors by Activity
Access the Bid Factors by Activity page.

Associate bid factors to activities. When you enter a service on a deliverable-based requisition,

the bid factors linked to the activities for the service appears on the requisition. This enables
suppliers to enter responses to these bid factors. The suppliers responses can be compared against
each other in order to determine which supplier has the best bid.

Click Select Bid Factor Group to select bid factors from existing bid factor groups. Click
OK to return to the bid factors by service page.
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Setting up Activities by Service
To set up activities by service, use the Activities by Service component.

Activities can be linked to deliverables based services so if there are activities that are typically
performed for a service, you can link the activities to the service. When a requisition is created
for a deliverables based requisition, the activities linked to that service are defaulted onto the
requisition as well as bid factors linked to the activity.

Service/Project Role Select the title for the services/project role.

Setting Up Rate Sheet Definitions

46

This section discusses how to:

» Define region codes.
» Define locations by region.

* Maintain rate sheets.

To set up locations by region, use the Locations by Region component.
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Pages Used to Set Up Rate Sheet Definitions

Services Procurement System

Page Name

Object Name

Navigation

Usage

Region Codes

REGION_CD

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Service Regions/Ratesheet|
Service Region Code

Services Procurement,
Define Services Procureme

Click the Service Region
Codes link in the Rate Shee
Definition group box.

Define procurement region
codes.

S,

t

Region Codes Address

REGION_CD_AD

Select the Region Codes
Address tab on the Region
Codes page.

Enter service region code
address information.

Locations by Region

SPB_REGIONLOCATION

Services Procurement,
Define Services Procureme

Click the Locations by
Region link in the Rate Shee
Definition group box.

Define ship to location by
ntegion code.

Note. The link on the Defing
tServices Procurement page
will only be available if the
Use Region Tree Structure
check box is disabled on
the Services Procurement
Installation Options.

Maintain Rate Sheets

SPB_RATESHEET_NEW

» Set Up Financials/Supply
Chain, Product
Related, Services
Procurement, Service
Regions/Ratesheets,
Maintain Ratesheets

* Services Procurement,
Define Services
Procurement

Click the Maintain Rate
Sheets link in the Rate

Maintain rate sheets, by
defining rate sheet values.

Note. If you define rate
limits for a particular service
within a specific region,
and then create service
requisitions, the system
determines if the rate on the
requisition falls within the
minimum and maximum

rates established on the

Sheet Definition group Maintain Rate Sheets page|.
box.
Rate Sheet List SPB_RS_LIST Set Up Financials/Supply | View ratesheets by

Chain, Product Related,
Services Procurement,

Service Regions/Ratesheets,

Ratesheet List

Services Procurement,

Define Services Procurement

Click the Rate Sheet List lin}
in the Rate Sheet Definition

service/role to compare rates
across different regions.

group box.
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Defining Region Codes
Access the Region Codes page.

After you enter information on the Region Codes page, you can select the Region Codes Address
tab to enter related information on the Region Codes Address page.

Only regions with a category dfrocurement are used in Services Procurement. Regions adding from the link

on the Define Services Procurement page are automatically created with a cateBovgupément.

Maintaining Rate Sheets
To maintain rate sheets, use the Services Ratesheet component.

Access the Maintain Rate Sheets page.

Maintain Rate Sheets

SetlD: SHARE CORPORATE SETID
Project Role: ASSISTANT Administrative Assistant
Region Code: EAST Eastern United States

Currency Code: JsD

LIS Dallar

Fir=t E 1of 1 IE La=st
*Effective Date: 01/01/1800 [ Status: | Active -] =
Unit of Measure:  |MHR S0 wigrk Howr
Min Rate: 10.00  Max Rate: 2500 Target Rate: 15.00
Description: Eastern Region Admin Assistant

Define Services Procurerment

Maintain Rate Sheets page

Rate sheets are used to enforce that rates entered on a requisition are reasonable for a particular location. Rate
sheets are defined for a region, project role and currency. Rate sheets are only applicable to resource based
roles/services because deliverables based services are created for an entire amount, not a specific rate.

You can create a rate sheet for the same region and role but with a different currency.

Min Rate (minimum rate)

Max Rate (maximum rate)

Target Rate

48

Enter the minimum rate amount that requesters should use when creating
a requisition for the rate sheet role, region and currency.

Enter the maximum rate amount that requesters should enter when creating
a requisition for the rate sheet role, region and currency.

Enter the rate that defaults when creating a requisition for the
rate sheet role, region and currency.
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Define Locations by Region
Access the Locations by Region page.

Link ship-to locations to procurement regions. The ship to location is entered on the service requisition and tt
work order. The rate sheets uses this location/region relationship to determine which rate sheet to use.

Note. You should only access this page if the Use Region Tree Structure check box is
disabled on the Services Procurement Installation Options. If you use the region tree, you
will link ship-to locations to regions using the tree manager.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Building
the Region Hierarchy, page 78

View Rate Sheet List

Access the Rate Sheet List page.

Enter a services/project role to view all rate sheets defined for that role across different
regions and in different currencies.

Defining Settlements
This section discusses how to:
» Define payment terms timing.
» Define single payment terms.
» View where payment terms are used.

» Calculate example data for single payment terms.

Define multiple payment terms.

» Calculate example data for multiple payment terms.

Define the accounts payable interface.
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Pages Used to Define Settlements

Chapter 3

Page Name

Object Name

Navigation

Usage

Payment Terms Timing
Codes

PYMT_TERMS_TIMING

Services Procurement,
Define Services Procureme

Click the Payment Terms
Timing link in the Invoicing
Setup group box.

Define payment terms

ntiming for each period that
you reference in your
payments.

Single Pay Terms

PYMT_TERMS_SINGLE

Services Procurement,
Define Services Procureme

Click the Payment Terms —
Single link in the Invoicing
Setup group box.

Define valid payment termg
nfor single payments.

Search Where Used

SNGL_TRMS_WHR_USED

Click the Search Where Use
link on the Single Pay
Terms page.

d/iew where payment terms
are used.

Calculate Example Payme
Data (single payment term

NSNG_TR_CLC_PAY_DTA
5)

Click the Calculate Example
Payment Data link on the
Single Pay Terms page.

Calculate example data for
single paymentterms.

Multiple Pay Terms

PYMT_TERMS_MULTI

Services Procurement,
Define Services Procureme

Click the Payment Terms -
Multiple link in the Invoicing
Setup group box.

Define valid payment termg
nfor multiple payments.

Calculate Example Payme
Data (multiple payment
terms)

NMLT TR_CLC_PAY DTA

Click the Calculate Example
Payment Data link on the
Multiple Pay Terms page.

Calculate example data for
multiple payment terms.

Accounts Payable Interfact

SSPA_AP_INTRFACE

» Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
AP Interface

» Services Procurement,
Define Services
Procurement

Click the Accounts
Payable Interface link
in the Invoicing Setup
group box.

Define accounts payable
application interface
information.

Defining Payment Terms Timing

Access the Payment Terms Timing page.
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Payment terms are stored in separate tables and form the basis of net due date, discount due date,
and discount amount calculations. You define the payment terms and timing methods that the
system uses for vendor payments. The system supports percentage and fixed amount discount
calculations. PeopleSoft Payables uses these payment terms and timing methods to schedule
payments for invoices and to calculate amounts remitted to vendors.

Defining Single Payment Terms

Access the Single Pay Terms page.

v

Search Where Used

Calculate Example
Payment Data

Payment Terms Control

Terms Applicability
Split Net Terms

Net Due Terms

Basis From Day

Basis To Day

Timing ID

Discount Terms Available

Click the Refresh Display button if you modified an existing term definition
and want to display the original, saved terms definition.

Click to access the Search Where Used page, to view where
this payment term ID is used.

Click to calculate example payment data for the payment terms ID,
based on currency, gross amount, and basis date values provided as
input variables. This enables you to perform a "what if" analysis of

the effect of various parameter settings on the calculated result, before
choosing to save a particular term’s definition.

DisplaysVendor-Only Terms.

Select to enable a definition of payment terms that contain multiple net
terms and any associated discounts. For example, you would select this
option to use one timing ID if the basis date is between the 1st and 15th,
and another timing ID if the basis date is between the 16th and end of
the month. Split terms definitions enable you to set up "variable net due
date" terms. There are terms that, depending on the basis date, result in
more than one possible set of net or discount due dates.

Enter the beginning day of the basis day range. The basis date’s day value mus;
be equal to or greater than this day, or else the terms definition does not apply.
This field is available for entry when the Split Net Terms check box is selected.

Enter the ending day of the basis day range. The basis date’s day value must be
equal to or less than this day, or else the terms definition does not apply. This
field is available for entry when the Split Net fas check box is selected.

Select to calculate the net payment due date for this day range
within the single payment term.

Select if the terms that you are defining include discount terms.

Note. All available days, 1 to 31, must be accounted for in the basis from day and basis to day ranges.
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Discount Terms

Timing ID
Adjustment Days

Discount Terms Per cent

Discount Terms Amount

Select to specify the discount portion of this single payment term.

Enter the number of days used to adjust the discount due date for this
single payment term. Define flexible discount terms by entering either
"basis date relative" or "due date relative" discount due dates. This is
useful if your discount terms are often calculated as, for example, 2
percent for the first 10 days following the start-of-terms (basis) date, or
2 percent up to 10 days before the payment due date.

Enter the discount percent that is applied to the invoice gross
amount to calculate the discount amount.

Enter the flat amount discount that is applied to the invoice
regardless of the invoice amount.

Note. This value is applied using the transaction currency units
defined for the voucher. The particular currency to use is not defined
here but is determined by context.

Viewing Where Payment Terms Are Used

Access the Search Where Used page.

Multi-Payment Terms 1D

Number of Terms

Number of Occurrences

Displays the multipayment terms ID that uses this single payment terms ID.

Indicates the number of installments contained within the displayed
multipayment terms ID.

Indicates the number of times that this payment terms ID is used
within the multipayment terms.

Calculating Example Data for Single Payment Terms

Access the Calculate Example Payment Data (single payment terms) page.

Gross | nvoice Amount,
Terms Basis Amount, and
Use Basis Amount

Basis Date

i
=]

Enter a value to use as the terms basis amount for the example discount
calculation. To use a different amount, select the Use Basis Amount check

box, which enables the Terms Basis Amount field, and enter a different value.

Note. The terms basis amount value must be less than the
gross invoice amount value.

The system populates this field with the current date by default.

Click the Calculate Example Payment Data button to calculate the
payment data based on the values entered on the page.
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Defining Multiple Payment Terms

Access the Multiple Pay Terms page.

Group single payment terms for payments split into multiple payments or installments.

Calculating Example Data for Multiple Payment Terms

Access the Calculate Example Payment Data (multiple payment terms) page.

Use this page in the same way that you use the Calculate Example Payment Data (single payment terms) pa

Defining the Accounts Payable Interface

To set up the accounts payable interface, use the AP Interface component.

Access the Accounts Payable Interface page.

I nterface

File Format

SelectOther to indicate a third-party application. SeldetopleSoft
AP to indicate that you use PeopleSoft Payables.

PeopleSoft Services Procurement uses comma-separated values as its only
file format. If you selecOther as the interface, the system exports invoice
data to a flat file using this format, which you can use to export to your
accounts payable system for invoice voucher generation.

If you selectPeopleSoft AP as the interface, this field is disabled
because it is not applicable.

Setting Up Project Definitions

This section discusses how to set up project types.

Pages Used to Set Up Project Definitions

Page Name

Object Name Navigation Usage

Services Project Types

SPA_PROJ_TYPE_DEFN Services Procurement, Set up project types, by
Define Services Procuremepéntering and maintaining

Click the Project Types project type information.

link in the Projects Setup
group box.

Setting Up Project Types

To set up services project types, use the Services Project Type component.

Access the Services Project Types page.
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Projects are classified in groups callpiabject types. For example, you can have construction projects,
maintenance projects, and capital projects. Setting up project types and assigning them to projects
enables you to analyze all projects of a certain type in relation to one another.

Configuring Services Time and Expense

This section discusses how to:

Create
Define
Define
Define
Define
Define
Define
Define
Define

Define

services templates.

overtime rules.

expense business purposes.
expense distance rates.
expense types.

additional expense types.
expense payment types.
expense locations.

preferred merchants.

Time Reporting Codes (TRCs).

Pages Used to Configure Services Time and Expense

Page Name Object Name Navigation Usage

Services Template SPA_TIME_TMPL_PG » SetUp Financials/Supply| Create services templates.

o

Chain, Product Related, | Enter or modify options use
Services Procurement, | in atimesheetto entertime
Time and Expense, and expense information and
Services Template progress information.

* Services Procurement,
Define Services
Procurement

Click the Services
Template link in the
Time and Expense Setup

group box.
Overtime Rules SPA_TIME_TMPL_PG2 Click the Overtime Rules Define rules that the system
link from the Services uses to perform time and
Template page. expense calculations using
time reporting codes.
Business Purpose EX_PURPOSE Services Procurement, Use business purposes to

Define Services Procuremenjustify a business expense as

. . ion.
Click the Expense Business a corporate tax deductio

Purpose link in the Time and
Expense Setup group box.

54
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Page Name

Object Name

Navigation

Usage

Distance Rate

EX_AUTO_RT_TBL

Services Procurement,
Define Services Procureme

Click the Expense Distance
Rate link in the Time and
Expense Setup group box.

Define expense distance
ntates.

Expense Typesl

SPA_EXPENSE_TYPES1

» Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Time and Expense,
Expense Type

* Services Procurement,
Define Services
Procurement

Click the Expense Type
link in the Time and

Expense Setup group box.

Define expense types.

Expense Types2

SPA_EXPENSE_TYPES3

Select the Expense Types2

tab from the Expense Types

page.

Define expense types.

=Y

Expense Payment Type

SPA_EXPEND_MTHD

» Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Time and Expense,
Expense Payment Type

* Services Procurement,
Define Services
Procurement

Click the Expense
Payment Type link in the
Time and Expense Setup
group box.

Create payment types that
display on an expense she¢
how an expense item was
paid for.

—

Expense Location

EX_LOCATION

Services Procurement,
Define Services Procureme

Click the Expense Location
link in the Time and Expens¢
Setup group box.

Create an expense locatior]
nthat can be required on an
expense sheet.

2 When you define an expenge
type, you can require a
service provider to enter the
location for the transaction
to ensure that the cost

accurately reflects prevailing
prices for that region.
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Page Name

Object Name

Navigation

Usage

Preferred Merchant

EX_MERCHANT

Services Procurement,
Define Services Procureme

Click the Preferred Merchan
link in the Time and Expens¢
Setup group box.

Define a preferred merchar
nthat you can include in an
(&xpense type. When you
| define an expense type,
"you can require a service

provider to enter the

preferred merchant for that
transaction to ensure that
the costaccurately reflects
prevailing prices for that
region.

Services TRC Codes

SPA_TRC_CODES

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Time and Expense, Time
Reporting Codes

Services Procurement,
Define Services Procureme

Click the Time Reporting
Codes link in the Time and
Expense Setup group box.

Define time reporting codeg

D.

Pay Types by TRC

SPA_TRC_PAYTYPE

Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Time and Expense, Time
Reporting Codes

Services Procurement,
Define Services Procureme

Click the Time Reporting
Codes link in the Time and
Expense Setup group box.

Click onthe Pay Types
link on the Services TRC
Codes page.

Enter the Pay Types for
the TRC.

Note. This link is only
available if the SP Pay
Types Enabled check box
is selected. You can only

NView the rate breakdown
of the TRC for timesheets
with overtime.

Services Procurement
Pay Types

SPB_PAY_TYPE

Services Procurement,
Define Services Procureme

Click the Pay Types link in
the Pay Types and Markups
group box.

Enter labels for Services
nProcurement Pay Types.

Note. This page is only
available if the SP Pay
Types Enabled check box
is selected on the Service
Procurement Installation
Options page.

Maintain Markups by
Service Type

SPB_SRVC_MRKUP

Services Procurement,
Define Services Procureme

Click the Markups by
Service Type linkin the Pay
Types and Markups group
box.

Define maximum vendor
nmarkups by service type.

Note. This page is only
available if the SP Pay
Types Enabled check box
is selected on the Service
Procurement Installation

Options page.
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Page Name Object Name Navigation Usage
Maintain Markups by SPB_RGN_MRKUP Services Procurement, Define maximum vendor
Region Define Services Procuremenmarkups by region.

Click the Markups by Region Note. This page is only
linkinthe Pay Typesand | available if the SP Pay
Markups group box. Types Enabled check box
is selected on the Service
Procurement Installation

Options page.

Creating Services Templates
To set up services templates, use the SPA Time Template component.
Access the Services Template page.

Services Template

Business Unit: LS00 Template: vy_0y Template Type: Resource Template

Find | Wiese All Firzt E 1 af 1 II' Last

*Effective Date: 01/01/1900 [ “Status: |AHWE v[ =
*Description: weekly, Daily Overtime Short Description: [k Day OT

Time/Expense Options

Time Report Period: IWEEHW 'I Ending Day of Period: I Friday 'I V¥ Use Overtime

" Allow for more than 24 hours [” use Expenses Overtime Rules

Comments/Rating Options

¥ Use Comments ¥ Use Ratings

24-Hour Clock Options

™ Use 24-Hour Clock  Rounding: I Mone "'l Default Start Time: Break Duration (Min): 0
Precision: IThirT:.f 'l Default Stop Time:

Define Services Procurement

Services Template page

The fields that appear on this page depend on the selected template type. You can define a resource templa
which is used for time and expense reporting, or a deliverables template, which is used for progress reporting

The template determines how the service provider will log time or progress against a work order.

Resource Template Type

Time Report Period Select a period that indicates how often service providers enter their
work hours. The default value Meekly. Other options areDaily,
Bi-Weekly, Semi-Monthly, and Monthly.

Ending Day of Period Select the day of the week to specify the ending day for the time
reporting period. The default value Esiday.

Allow for morethan 24 Select if a service provider is allowed to enter more than 24 hours for

hours a single project, work order, activity, and day. You can use this option

for team reporting instead of individual reporting.
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Use Overtime Select if service providers enter a TRC on the Time/Expense Summary
page. If cleared, the system uses the default TRC entered on the
Services Procurement Business Unit Options page to calculate time
and expense totals and invoice amounts.

Overtime Rules Click to access the Overtime Rules page.

This link appears if you selected the Use Overtime check box.

Use Expenses Select if service providers report expenses with time reports.

Note. This check box is only accessible if the Use Expenses check box on
the Services Procurement Business Unit Definition page is selected.

Use Comments Select to allow service providers and provider contacts to enter comments
or concerns on the timesheet and progress log.

Use Ratings Select if the performance of a service provider during the
time period will be rated.

Note. This check box is only accessible if the Use Ratings check box on the
Services Procurement Business Unit Definition page is selected.

Use 24—Hour Clock Select if you want the service provider to enter time using stop and
end times rather than total hours worked.

Rounding Select whether you want to round up or down to the hour. Select
None if you do not wish to round the minutes.

Precision Select the number of precise minutes for rounding. Options are:
Sx, Twelve, Fifteen, Twenty,and Thirty.

Default Start and End Time Enter the default start and end times to be defaulted onto the timesheet.
The user can override these values.

Break Duration (Mins) Enter the break duration in number of minutes. The break duration will be
subtracted from the total time difference between the start and end dates. For
example, if you have a start time of 8:00 am and end time of 5:00 pm with
a 30 minute break duration, 8.5 hours will be recorded for the day.

Deliverables Template Type

Settlement Options Select to determine how services are settled, based on progress
log entries. Your options include:

» Fixed Amount: payments are made based on a fixed amount against
milestone activities. The supplier enters the amount to be paid
for each milestone on the progress log.

* Milestone: payments are made when agreed upon milestones are met.
The amount paid is dmed on the work order. For example, you could
agree to pay your construction company 25% of the total fee when the
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foundation is complete. The supplier selects the milestone on the progress
log and the amount is filled in and the supplier can not change it.

» Percentage: payments are made based on the progress log entry for
percentage of the total work order amount.

» Rate Based: payments are based on an agreed upon rate for the
guantity of work performed for each activity.

Defining Overtime Rules

To set up overtime rules, click the Overtime Rules link on the Services Template Component.

Business Unit: L5001 Template: W Dy cvertime Tins
Ouertime Tips
Effective Date:  01/01/1500
Calculate Overtime By: | Day | Default for sPaTs O
Weekends:
Overtime Rules First (4] [M] Last
*TRC Mon Tue Wed Thurs  |Fri Sat Sun
SPatD O 0.00 0.00 0.00 0.00 0.00 0.00 0.00 [=]
SPA15 Q| 800 | 800 | 800 | 800 | 800 | 000 | 000 [=]
'SPAZ0 | 1000 | 1000 | 1000 | 1000 | 1000 | 000 | 000 [=]

Hotes:

=

Eeturn to Services Template

Overtime rules

Overtime rules are used to calculate the hours by TRC code when time is entered. If pay types are
enabled on the Services Procurement Business Unit, overtime rules may also be used to indicate that
different supplier rates are to be used, depending on pay types linked to a TRC code.

Calculate Overtime By You can opt to calculate overtime [Bay or by Time Period.

If by day is selected, then the daily threshold matrix is available for entry. If
by time period is selected, then the period thresholds are available for entry.
For the daily option, the hours for that day are split out by TRC code when
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Default for Weekends

TRC

entering time. For the period option, standard hours will exist for each day, up
until the first or second threshold is reached on the time line.

Select the default time reporting code for weekends. For example, if
you pay double time for working the weekends, select a time reporting
code with a multiplication factor of 2.

Enter the Time Reporting code to be paid for working hours between the
current threshold and the next threshold. In the page shot above, you will pay
standard time for up to 8 hours. time and a half between 8 and 10 hours and
double time after 10 hours. Weekends will be paid at time and a half.

Defining Expense Distance Rates

Access the Distance Rate page.

You can set up standard and varied distance rates in different base currencies, with each combination
tied to an expense type. When service providers use their automobiles for business purposes,
you can reimburse them based on how far they must drive.

Distance Rate Type

Standard Distance Rate

Varied Distance Rates

Transportation Type and
Distance Rate

Rate Adjustment Factor

Select Standard Rate to indicate a uniform reimbursement rate
regardless of transportation type.

Select Varied Rate to indicate reimbursement rates that depend
on the transportation type.

Enter the monetary amount that will be reimbursed per unit driven,
if you selected Standard Rate.

If you selected Varied Rate, enter a distance rate to define the monetary
amount that is reimbursed for the transportation type per unit driven.

Enter an adjustment factor that the system applies for the transportation type.

Defining Expense Types

To set up expense types, use the Expense Types Component.

Access the Expense Typesl page.

Use expense types to identify and classify valid business expenses that service providers incur.

Required Fields

Description, Merchant,
Preferred M erchant, and
L ocation

Select each option to appear as a required field on the expense sheet
that a service provider completes for the expense type.

To define an expense location amount for this expense type, select the
Location check box to make it a required field on the expense sheet.
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Defining Additional Expense Types

Access the Expense Types2 page.

Per Diem Amount

Deduct For Breakfast,
Deduct For Lunch, and
Deduct For Dinner

Preferred Merchant

Enter the amount that is authorized for this expense type. In the column that
appears to the right of this field, select the per diem’s currency.

Enter deduction amounts. The currencies for these amounts appear by
default from the currency that you selected for the per diem.

You can add more rows to create a list of merchants that service providers must
use. If the expense type appears in an expense sheet and the service provider
did not use a preferred merchant, the line item requires an explanation.

Defining TRC Codes

To set up time reporting codes, access the Services TRC Codes page.

The system uses TRC information as a multiplication factor when determining the amount used to update the
associated work order as well as for invoicing. A TRC is associated with every time and expense line.

TRC Type

Multiplication Factor

Pay Types

Pay Types by TRC

Displays the TRC type. PeopleSoft Services Procurement uses
only hourly (H) TRC types. TRC types of amount (A) and units
(V) do not apply to this application.

Define the multiplication factor for the TRC. The system uses the value
that you enter when calculating time and expense amounts.

Associate pay types with time reporting codes. Available only if pay types are
enabled in the Services Procurement Installation Option page.

To access the pay types by TRC, click on the Pay Types link on the Services TRC component.
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Pay Types by TRC

Time Reporting Code:  SFR2ZA

Effective Date: 010141900
First E IE' Last
W *Multiplication Factor l_l_
SP_3RDPARTY_MARKUP G Third Party Markup 1.0000 [=]
SP_FIXED_COST Tl Fixed Cost 1.0000 =]
SP_PAY_RATE C, PayRate 1.0000 [=]
SP_WNDR_MARKLUP . wendor Markup 1.0000 [=]

Pay Types by TRC page

Use pay types by TRC to determine how you pay your supplier. For example, you can have an agreement
that you pay all pay types (pay rate, fixed cost, 3rd party markup, vendor markup) for hours O - 8. After 8
hours you might only pay the pay rate and fixed cost, and no markups. In this case you would create two
TRCs, one with all 4 pay types, one with only pay rate and fixed cost. You would then create a services time
template with overtime enabled. On the overtime rules you will use the two new TRCs you created.

You can select up to 4 pay types on this page, but each pay type can only be defined once.
Pay Type Select the Pay Type you will pay to the supplier

Multiplication Factor Select the multiplication factor for the pay type. The value defaults from the
Services TRC multiplication factor, but you can override the value.

Setting Up PeopleSoft Services Procurement Pay Types
To set up pay types, use the Services Procurement Pay Types component.
Access the Services Procurement Pay Types page

You can enter labels for each pay type field. The system provides values as a default, which you can override.
The pay types are linked to the time reporting codes. The system uses these pay types and multipliers to
calculate the rate on the invoice. The total rate is calculated as the total sum of all individual pay types.

Note. This component is only accessible if SP Pay Types Enabled is selected on the
Services Procurement Installation Options.
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Entering Markups by Service Type

Defining markups by service type allows you to set limits on the vendor markups for particular service
types. You can define the maximum markup as an amount or as a percentage. When the vendor bids on a
requisition, the system checks to see if the vendor markups exceed the maximum amounts defined. The
system first checks for a markup on the service type and if it doesn’t find one, it looks for a markup on the
region. If it doesn’t find one on the region, no validation will be done on the vendor markups.

To set up Markups by Service Type, access the Maintain Markups by Service Type page.

Max Vendor Markup Enter maximum vendor markup rate as percentage or as total amount.

Max Total Markup Enter maximum vendor tolerance rate in percentage.

Note. This component is only accessible if SP Pay Types Enabled is selected on the
Services Procurement Installation Options.

Entering Markups by Region

Defining markups by region allows you to set limits on the vendor markups for particular region. You can
define the maximum markup as an amount or as a percentage. When the vendor bids on a requisition,
the system checks to see if the vendor markups exceed the maximum amounts defined. The system first
checks for a markup on the service type and if it doesn’t find one, it looks for a markup on the region.

If it doesn't find one on the region, no validation will be done on the vendor markups.

To set up markups by region, access the Maintain Markups by Region page.

Max Vendor Markup Enter maximum vendor markup rate as percentage or as total amount.

Max Total Markup Enter maximum vendor tolerance rate in percentage.

Note. This component is only accessible if SP Pay Types Enabled is selected on the
Services Procurement Installation Options.

Setting Up Users
User registration is a key step in implementing a PeopleSoft Services Procurement system.
This section provides an overview of user roles and discusses how to:

* Set up requesters.

* Register service coordinators.
* Register provider contacts.

» Register service providers.

» Set up user profiles.

» Set up user preferences.

» Set up requester user defaults.

» Set up role actions.
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Understanding User Roles
The user role information determines whether the user is an enterprise user or a supplier user.
Enterprise users:

* Requester.

» Service coordinator (employee).

» Approver.

» Services procurement analyst.

* Administrator.

* Invoice manager.

Supplier users:

» Service provider.

* Provider contact.

» Service coordinator (nonemployee).

* Independent provider.

Register new requesters, service coordinators, provider contacts, administrators, approvers,
independent providers, and service providers. Associate them with appropriate user roles to define
which pages they use when entering the procurement environment. Users are only authorized

to view pages that are associated with their specified user role type.

Note. An individual user may be associated with one or more of these roles.

The system uses autonumbering to generate unique person IDs while registering a service
coordinator, service provider contact, and service provider. The system uses the number type
Services Procurement Person ID to automatically generate the person ID.

Warning! The user default setID is the setID for the PeopleSoft Services Procurement person ID. If
the default setID is not obtained for the user creating the person ID, the setID from the autonumbering
table becomes the setID for the PeopleSoft Services Procurement person ID.

Note. You can attach the number type for the PeopleSoft Services Procurement person ID to any person ID. Be
sure to specify a different starting sequence for every setlD with a maximum length of three.

Pages Used to Set Up Users

Page Name Object Name Navigation Usage

Requester Setup REQUESTOR_TBL Services Procurement, Setup requesters.
Define Services Procuremept

Click the Requester link in
the Services Users Setup
group box.
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Page Name

Object Name

Navigation

Usage

Register Service
Coordinator

SPB_PERSON_PAGE

* Services Procurement,
Maintain Users, Service
Coordinator

* Services Procurement,
Define Services
Procurement

Click the Service
Coordinator link in the
Services Users Setup
group box.

Register service
coordinators.

Service Coordinator
Information

SPB_COORDINATOR_PG,
SPB_COOD_EMPL_PG

Click the Service
Coordinator Information
link on the Register Service
Coordinator page.

Enter employee and vendo
details.

r

Person Registration Phone
and Email Details

SPB_USR_PH_EM_PAGE

Click the Phone and Emaiil
Details link on the Register
Service Coordinator page.

Enter phone and email
contact information.

Register Provider Contact

SPB_SP_PERS_PAGE

» Services Procurement,
Maintain Users, Provider
Contact

* Services Procurement,
Define Services
Procurement

Click the Provider Contac
link in the Services Users
Setup group box.

Register provider contacts.

Provider Contact
Information

SPB_PROV_CNTCT_PG

Click the Provider Contact
Information link on the
Register Provider Contact

page.

Enter vendor details.

Register Provider Contact
Phone and Email Details

SPB_USR_PH_EM_PG2

Click the Phone and Emaiil
Details link on the Register
Provider Contact page.

Enter phone and email
contact information.

Register Service Provider

SPB_PERS_PROV_PAGE

* Services Procurement,
Maintain Users, Service
Provider

* Services Procurement,
Define Services
Procurement

Click the Service Provider
link in the Services Users
Setup group box.

Register service providers.

Service Provider
Information

SPB_PROVIDER_PG,
SPB_INDP_PROV_PG

Click the Service Provider
Information link on the
Register Service Provider

page.

Enter vendor details,
locations, and project
information.
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Page Name

Object Name

Navigation

Usage

Provider Skills

SPB_PROV_SKILL_PG

Click the Provider Skills
link on the Service Provider
Information page.

Enter provider
competencies.

Register Service Provider
Phone and Email Details

SPB_USR_PH_EM_PG3

Click the Phone and Emaiil
Details link on the Register
Service Provider page.

Enter phone and email
contactinformation.

Maintain Service Provider

SPB_PERS_PROV_PAGE

Services Procurement,
Define Services Procureme

Click the Service Provider
link in the Services Users
Setup group box.

Maintain service providers.
nt

User Profiles - General

USER_GENERAL

PeopleTools, Security, Use
Profiles, User Profiles,
General

Define general profiles.

User Profiles - ID PSOPRALIAS PeopleTools, Security, User Define ID profiles.
Profiles, User Profiles
Select the ID tab.

User Profiles - Roles USER_ROLES PeopleTools, Security, User Define role profiles.

Profiles, User Profiles
Click the Roles tab.

User Profiles - Workflow

USER_WORKFLOW

PeopleTools, Security, Use
Profiles, User Profiles

Click the Workflow tab.

Define workflow profiles.

Process Group Permission

ACL_PROCESS_GROUPS

PeopleTools, Security,
Permissions and Roles,
Permission List

Click the Process tab, and
then click the Process Grou
Permission link.

Define process group
permissions.

User Preferences

PV_OPR_LINKS

Services Procurement,
Define Services Procureme

Click the User Preferences
link in the Services Users
Setup group box.

Enter overall and
nprocurement preferences.

Overall Preferences

OPR_DEF_TABLE_FS1

Services Procurement,
Define Services Procureme

Click the User Preferences
link in the Services Users
Setup group box.

Click the Overall Preference
link on the User Preference

page.

Capture the default busines
ntinit and default setID for
the requester, and add all
other users.
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Page Name Object Name Navigation Usage

Procurement Preferences | OPR_DEF_TABLE_PM1 Services Procurement, Enter requester preference|
Define Services ProcuremenwWithout the procurement
preference, the requester
is not permitted to create

2

Click the User Preferences
link in the Services Users

r isitions.
Setup group box. equisitions
Click the Procurement
Preferences link on the Usef
Preference page.
Service Requester DefaultsSPB_REQ_USR_DEF_PG Services Procurement, Set up preferences for
Maintain Users, Service requester user defaults.
Requester Defaults When you create a new

requisition or work order,
data from this page appears
by default on the requisitior
and work order pages.

V.

Service Coordinator SPB_SRVC_USRDEF_PG Services Procurement, Set up preferences for
Defaults Maintain Users, Service service coordinators. To
Coordinator Defaults set up defaults for service

coordinators, use the Service
Coordinator Defaults
component.

Role Actions PV_ACTION Services Procurement, Add your user roles to
Define Services Procurementielivered role actions.

Click the Role Actions link
in the Services Users Setup
group box.

Setting Up Requesters

Access the Requester Setup page.

Note. A user profile must be created for the approver before you can set up the requester.

The Department SetID, ShipTo SetlID, Location SetID, and PO Origin SetID fields work together when you
establish department, ship to, location, and origin default information for a requester. After you select a setID
for each of the defaults, the system allows you to select only the defaults associated with that setlID.

A requester can create and manage service projects and service activities, create and manage
service requisitions, view service sourcing information, view bid and response information,
view work orders, and approve time and expense sheets.

Registering Service Coordinators
To register service coordinators, use the Service Coordinator component.

Access the Register Service Coordinator page.

Note. You must first register the service coordinator user before you can set up a service coordinator user profil
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A service coordinator is an employee or nonemployee who is responsible for sourcing and filling a requisition.
The service coordinator can view service requisitions and lines, source requisitions, communicate with
suppliers, view bid and response information and, depending on their defaults, create and manage work orders.
Registering Provider Contacts

To register provider contacts, use the Provider Contact component.

Access the Register Provider Contact page.

Note. You must register the service provider contact before you can set up a provider contact user
profile or register a service provider. However, when you register a service provider as an independent
provider, you do not need to first register the service provider contact.

A service provider contact is a supplier who can manage a service provider roster, view service
requisitions, submit bids, communicate with service coordinators, view bid and response
information, enter progress logs, and view timesheets and expenses.

Registering Service Providers

To register service providers, use the Service Provider component.

Access the Register Service Provider page.

Note. You must register the service provider user before you can set up a service provider user profile.

A service provider is a person who can record and view time and expense information.

Independent Providers

The independent provider check box on the Register Service Provider page determines whether the
service provider is an independent provider. Select the check box to make the service provider an
independent provider who is both the provider contact and a service provider.

Note. You must register the service provider user before you can set up a service provider user profile.

Do not change the valuREXT for the Person ID field when adding a service provider.
The system generates the person ID.

An independent provider is a person who acts as both the provider contact and the service
provider. An independent provider can record and view time and expense information,
manage a consultant roster, view service requisitions, submit bids, communicate with service
coordinators, and view bid and response information.

An independent provider has only one person ID and one user profile. An independent provider should
be assigned both the SP_PROVIDER_CONTACT and the SP_PROVIDER roles, or roles that provide
functionality for both service provider and provider contact. You can also attach a resume for a service provider.

Setting Up User Profiles

Create a user profile for all users in the PeopleSoft Services Procurement system.
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Note. Before you can set up user profiles for the service provider, service coordinator, and provider
contact users, you must register them on the User Setup page.

To set up user profiles:

1. Access the User Profiles page and enter a user ID, using all capitals.

2. Onthe User Profiles - General page, enter the required values, particularly email and address informatior

Note. To run either the Datamart Application Engine process, the Invoicing Application Engine process,
or Crystal reports, select the Permission List valu&®ffor the Navigator Home page, Primary,
and Process Profile fields. Select this value only for users who run these processes.

3. Access the User Profiles - ID page and set user ID attributes.

This table lists user roles and ID types:

User Roles ID Types

Requester If the requester is already set up as an employee,

selectEmployee as the ID type. If the requesteris no
an employee, seledlone as the ID type. If you select]
Employee as the ID type, enter the correct employedq
ID in the attribute value field.

Service Coordinator Selec$ervice Procurement Person andEmployee if
the service coordinator is also an employee.

Service Provider SelectService Procurement Person.
Service Provider Contact SelectService Procurement Person.
Approver SelectEmployeeif the approver has an employee id,

otherwise seledilone

Invoice Manager SelectEmployeeif the invoice manager has an
employee id, otherwise seledbne

Executive SelectEmployeeif the user has an employee id,
otherwise seledtlone

Administrator SelectEmployeeif the administrator has an employef
id, otherwise seledtione

4. Access the User Profiles - Roles page and select one of these role names for the user:

PeopleSoft Proprietary and Confidential 69



Implementing Your PeopleSoft Services Procurement System

70

Chapter 3

User Roles

Role Names

Requester

EMPLOYEE

PeopleSoft User
SP_INVOICE_MANAGER
SP_REQUESTER

Service Coordinator

EMPLOYEE / Supplier-External-User
PeopleSoft User
SP_COORDINATOR

Service Provider

SP_PROVIDER

Supplier-External-User

Service Provider Contact

SP_PROVIDER_CONTACT
SP_SUPPLIER_INVOICE_APPROVER

Supplier-External-User

Approver

EMPLOYEE
EOPP_USER
PeopleSoft User
SP_APPROVER
SP_REQUESTER

Administrator

EMPLOYEE
EOPP_USER
PeopleSoft User
SP_ADMINISTRATOR

Security Administrator

Warning! The Person ID selected on the user profitgervices Procurement Person field
MUST be unique. The person ID is used for sending worklist entries and if two users share
the same person ID, the worklist entry may go to the incorrect user.

Note. To run Crystal reports, assign the Invoice Manager role to the user. This role provides access to the tree
QUERY_TREE_SP and the access group SP_ACCESS_GROUP, which are necessary to run Crystal reports.
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5. Access the User Profiles - Workflow page and enter the name of the approver who
approves requisitions entered by the requester.

Enter the approver name in the Supervising User ID field.

6. Access the Process Group Permission page and attach a process group value.

Note. To run all PeopleSoft Services Procurement application engines or Crystal reports, in
the Process Group field, seledeOALL, GLALL, FSALL, or TLSALL.

Setting Up User Preferences
Access the User Preferences page.

You must set up user preferences for all requesters. You must also enter user preferences for
service coordinators so that service coordinators can authorize requesters to create and manage
requisitions. User preferences are optional for all other users.

To set up user preferences:

1. Select a user ID from the list of available values.

2. (Optional) Click the Overall Preferences link to capture the default business unit
and default setlD for the requester.

3. Click the Procurement link to enter requester preferences.

Enter the required values, particularly the requester name. The selected requester has full
authorization for creating, updating, and canceling requisitions.

4. Click the Requisition Authorizations link to define a requester’s access to requisitions
or to add multiple requesters to authorizations.

The entry in the requisition authorization overrides the requester selected in the
Requester field on the Procurement page.

5. Click the Vendor Processing Authority link to enable administrator access to enter,
approve, and deactivate vendors.
Setting Up Service Requester Defaults

Service Requester Defaults allow for easier service requisition entry. Defaults defined on this page
are used on the requisition, simplifying the requisition entry process.

To set up service requester defaults, access the Service Requester Defaults page

Projects BU Enter the default Projects business unit. If the default project BU is already
defined for the project user preferences, the value will be display only.

Proj ect Enter the default Project for which the requester will be
entering service requisitions.

Service Type Select the default service type.

Project Role Select the default role/service.

Service Coordinator Select the default service coonditor who will be sourcing the requisition.
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Time Approver

Invoice Approver

Allow Time/Expense
Overage %

Requisition Notification
M ethod

Notify on End
Date/Consumption
Daysin Advancefor Alert
Alert when % Consumed
Alert Notification Method

Role to Notify

May Enter Work Order
May Extend Work Order

Authorized to Sourceto
Preferred Suppliers

Select the default time approver. Valid values are users who have at least one
of the roles defined in the role que8P_TIME_APPROVER

Select the default invoice approver. Valid values are users who have at least
one of the roles defined in the role quesly_APPROVER

Select the default tolerance for time and expense.

Select the notification method for requisitions.

SelectYesto enable work order alerts. The process scheduler must
be running in order for notifications to occur.

Enter the number of days before the work order end date that the system
should notify the user that the work order is nearing the end date.

Enter the work order consumption percentage at which the
system needs to notify the user.

Select whether the alert notification must be sent using a worklist
only or email and worklist.

Select the role that the system needs to notify of the work order. Values
are: Inv Approv, Requestor, or Time Appr.

Select if the user can add new work orders.

Select if the user is authorized to extend the duration of the work order contract.

Note. Selecting this check box enables users to extend work order agreements.

Select if this user is authorized to source requisitions to preferred suppliers.

Note. Selecting this check box enables users to source requisitions to preferred
suppliers on the Sourcing Details section of the requisition.

Setting Up Service Coordinator Defaults

To set up service coordinator defaults, access the Service Requester Defaults page.

Projects BU

Proj ect

Service Type
Project Role

Time Approver

Enter the default Projects business unit. If the default project BU is already
defined for the project user preferences, the value will be display only.

Enter the default Project for which the requester will be
entering service requisitions.

Select the default service type.
Select the default role/service.

Select the default time approver. Valid values are users who have at least one
of the roles defined in the role que8P_TIME_APPROVER
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Invoice Approver

Allow Time/Expense
Overage %

Requisition Notification
M ethod

Notify on End
Date/Consumption
Daysin Advancefor Alert
Alert when % Consumed
Alert Notification Method

Role to Notify

May Enter Work Order
May Extend Work Order

Authorized to Delegate

Authorized to Change
Sourcing Rules
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Select the default invoice approver. Valid values are users who have at least
one of the roles defined in the role quesly_APPROVER

Select the default tolerance for time and expense.

Select the notification method for requisitions.

SelectYesto enable work order alerts. The process scheduler must
be running in order for notifications to occur.

Enter the number of days before the work order end date that the system
should notify the user that the work order is nearing the end date.

Enter the work order consumption percentage at which the
system needs to notify the user.

Select whether the alert notification must be sent using a worklist
only or email and worklist.

Select the role that the system needs to notify of the work order. Values
are: Inv Approv, Requestor, or Time Appr.

Select if the user can add new work orders.

Select if the user is authorized to extend the duration of the work order contract.

Note. Selecting this check box enables users to extend work order agreements.

Select if this user is authorized to delegate another service
coordinator to source a requisition.

Select if this user is authorized to update the sourcing rules defined
on the requisition when sourcing.

Set Up Role Actions

Role actions are used to specify what roles can perform specific actions within the application.
The delivered services procurement role actions begin with SP.

SP_APPROVER

Enables you to approve invoices.

SP_COORDINATOR_BUYEREnNables you to edit a sourced requisition, cancel the requisition and

view the life cycle from the sourcing and review page.

SP_ENFORCE_PROJ_ATTR Enforces the timesheet attributes (Overtime and expense flags)

SP_HIDE_SOURCING_PG

SP_IGNORE_REAPPR
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associated to the project on the requisition.

Hides the sourcing preferences functionality from the requisition. It disables
the sourcing preferences from the PeopleSoft Services Procurement requisition
page, disallowing the requester to specify preferred vendors.

Does not initiatie the reapproval process for the roles assigned to this role
action, when the requisition is filled with higher rate.
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SP_PROVCNTCT_ACTION Validates if the logged in user has the Provider Contact role. Determines
valid actions on progress logs and work orders.

SP_ REQUESTER Determines which user roles can create service requisitions.
SP_SRVC_COORDINATOR Determines which user roles can source requisitions.

SP_TIME_APPROVER Determines which user roles can approve timesheets, expenses
and progress logs.

WF_REAAPR_REQUIRED Enables the user roles to edit a few fields (service coordinator, time approval,
Competency Description) on the requisition even after it's approved or sourced.

Configuring the Supplier Network

74

Use the supplier network to define and categorize your pool of available suppliers. The supplier pool
or network is leveraged to manage the sourcing portion of the requisition process.

This section discusses how to:

» Enter supplier information.
» Manage service supplier information.
» Create the supplier network.

» Search, review, and edit supplier information.
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Page Name

Object Name

Navigation

Usage

Identifying Information

VNDR_ID1

* \endors, Vendor
Information, Add/Update,
Vendor

* Services Procurement,
Define Services
Procurement

Click the Supplier Info link
in the Services Supplier
Network group box.

Enter supplier information.

Address

VNDR_ADDRESS

Click the Address tab from
the Identifying Information

page.

Enter supplier address
information.

Phone Information

VNDR_ADDR_PHN_SEC

Click the Telephone link at
the bottom of the Address

page.

Record supplier phone
numbers.

the Identifying Information
page.

Location VNDR_LOC Click the Location tab from | Enter supplier location
the Identifying Information | information.
page.

Vendor Contacts VNDR_CNTCT Click the Contact tab from | Enter contact information.

Service Supplier Info

VENDOR_SPRO_PG

» Services Procurement,
Define Service Suppliers,
Services Details

* Services Procurement,
Define Services
Procurement

Click the Services Supplig
Info link in the Services
Supplier Network group
box.

=

Manage service supplier
information. Enter
additional service supplier
details.

Supplier Network

SPM_SPLR_BY_BU_PG

» Services Procurement,
Define Service Suppliers,

Create the supplier network.
Associate suppliers with

Suppliers by Business UnjtPeopleSoft Services

* Services Procurement,
Define Services
Procurement

Click the Supplier
Network link in the
Services Supplier Networ
group box.

=~

Procurement business unitp.

Entering Supplier Information

Access the ldentifying Information page.

PeopleSoft Proprietary and Confidential

75



Implementing Your PeopleSoft Services Procurement System Chapter 3

76

Note. Administrators can create, approve, and deactivate vendors. To enable administrator
access, select all options on the Vendor Processing Authority page.

Classification SelectSupplier.
Status SelectApproved.
Per sistence SelectRegular.

Entering Services Supplier Information
To set up services supplier information, use the Maintain Services Supplier component.

Access the Services Supplier Info page.

Supplier Type SelectResource, Deliverable, or Both. The supplier type determines
what type of requisitions the supplier can fill. If a supplier only provides
hourly employees, sele&esource. If a supplier only provides services
that are paid in one total amount, sel@diverable. If the supplier
can provide both types of services, selBoth.

Remit to L ocation Select the default remit to location. Values come from the standard vendor table.
Woman Owned Select if the vendor is woman owned.

Internal Supplier Select if the supplier is internal.

Minority Owned Select if the vendor is minority owned.

Include in Invoice Select if invoices should be routed to the supplier for approval before
Approval being routed internally for approval.

Ethnicity If the vendor is minority owned, selected the ethnicity of the owner.

Score Displays the supplier score as determined from data analysis.

Creating the Supplier Network
To set up the supplier network, use the Supplier by Business Unit component.
Access the Supplier Network page.

The supplier network is the basic method of defining supplier sourcing rules. If you have not defined suppliers
by region/service/service type, the sourcing selection page will allow you to source to any supplier in your
network. The supplier network is also used when selecting a vendor on a manual work order.

Score Click to access the Supplier ScoriRgsults page, where you can
view the total rule score for that supplier.

Maximum Submittal Limit  Enter the maximum number of bids a supplier can submit per requisition.
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Setting Up Suppliers by Service Type and Region

To set up services by supplier, use the Services by Supplier component.

This section discusses

how to:

 Build the region hierarchy using the tree manager.

» Set up service suppliers by region.

Pages Used to Set Up Suppliers by Service Type and Region

Page Name

Object Name

Navigation

Usage

Region Codes

REGION_CD

Services Procurement,
Define Services Procureme

Click the Service Region
Codes link in the Rate Shee
Definition group box.

Set up region codes.
nt

t

Tree Definitions and
Properties

PSTREEDEFN

Tree Manager, Tree Manag

er - Build your region tree
hierarchy.

Regions by Supplier

SPB_SPLR_REGION_PG

Services Procurement,
Define Services Procureme

Click the Regions by
Supplier link in the Supplier
Setup group box.

Associate regions with
nsuppliers.

Suppliers By Region

SPB_REGION_SPLR_PG

Services Procurement,
Define Services Procureme

Click the Supplier by Region

link in the Supplier Setup
group box.

Set up service suppliers by
ntegion.

Service Types By Supplier

5SPB_ROLETYPEBYSUPL

Services Procurement,
Define Services Procureme

Click the Service Type
By Suppliers link in the
Resource group box.

Associate service types with
ntesource suppliers.

Suppliers By Service Type

5SPB_SUPLBYROLETYPE

Services Procurement,
Define Services Procureme

Click the Suppliers by
Service Type link in the
Resource group box.

Associate resource suppliefs
nwith service types.

Regions/Service Types
by Supplier

SPB_SPLR_REGSER_PG

Services Procurement,
Define Services Procureme

Click the Regions/Service
Type by Supplier link in the
Resource group box.

Associate active resource
nsuppliers with regions and
service types, and associate
regions and service types
with a resource supplier.
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Page Name

Object Name

Navigation

Usage

Suppliers by Region/Servi
Type

&PB_REGSER_SPLR_PG

Services Procurement,
Define Services Procureme

Click the Supplier by
Region/ Service Type link in
the Resource group box.

Associate regions and

nservice types with active
resource suppliers, and
associate resource supplie
with both regions and
service types.

[S

Region/Service by Supplie

rSPB_SPLR_REGROL

Click the Region/ Service
by Supplier link in the
Deliverable group box.

Associate regions and
services with deliverables
suppliers.

Suppliers by Region/Servi

®PB_REGROLE_SPLR

Click the Region/ Service
by Supplier link in the
Deliverable group box.

Associate deliverables
suppliers with regions and
services.

Services by Supplier

SPB_PROJROLEBYSUPL

Click the Services by
Supplier link in the
Deliverable group box.

Associate services with
deliverables suppliers.

Supplier by Service

SPB_SPLR_PROJROLE

Click the Region/ Service
by Supplier link in the
Deliverable group box.

Associate deliverables
suppliers with services.

Building the Region Hierarchy

Use the region hierarchy tree structure to graphically build your Supplier by Region and Rate
Sheets by Region components. This visual structure associates suppliers with procurement
regions, and enables you to determine the best suppliers for a given region. Expand the region
nodes to view specific ship to locations (leafs) within the region.

The region tree should only be used if the Use Region Tree Structure check box is selected
on the Services Procurement Installation Options. If the check box is not selected, there is
no parent child relationship between the different regions.

With the region hierarchy, you can also:

» Determine the best supplier to fill a requisition requirement.

» Create requisitions for specific regions (ship to locations) and source them to
qualified suppliers in those regions.

» Source requisitions to suppliers that match region and rate sheet requirements.

To build your region hierarchy:

1. Access the Region Codes page and set up PeopleSoft Services Procurement region codes.

2. Access the Tree Manager page and set up the tree definition and properties.

SelectREGION_TREE as the structure ID, enter a description and setID, and select

Level Not Used for th

e Use of Levels field.

3. Add a root node by selecting one of the available values.
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Setting Up Service Suppliers by Region
To set up suppliers by region, use the Suppliers by Region component.

Access the Suppliers By Region page.

Notification Method SelectEmail and Worklist or Worklist only as the default notification method.
When you source a requisition to a supplier by region, the default notification
method that you select on this page appears by default as the source method.

Max Submittal Limit Enter the maximum number of times that a supplier can source a bid for a
(maximum submittal limit)  specific requisition. This integer value can be between 1 and 99.

Note. If the region tree structure is enabled, you will use the region hierarchy tree structure
to graphically build your supplier and region associations.

Setting Up Suppliers by Service Type
To set up suppliers by service type, use the Services by Supplier component.
Access the Supplier by Service Type page.

Only suppliers who are typResource or Both can be selected.

Setting up Suppliers by Region/Service Type
To set up suppliers by region/service type, use the Suppliers by Region /Service Type component.
Access the Suppliers by Region/Service Type page.

Only suppliers who are typResource or Both can be selected.

Note. If the region tree structure is enabled, you will use the region hierarchy tree structure
to graphically build your supplier and region associations.

Setting up Suppliers by Service
To set up suppliers by service, use the Suppliers by Service component.
Access the Suppliers by Service page.

Only suppliers who are typBeliverable or Both can be selected.

Setting up Suppliers by Region/Service
To set up suppliers by region/service, use the Suppliers by Region/Service component.
Access the Suppliers by Region/Service page.

Only suppliers who are typBeliverable or Both can be selected.

Note. If the region tree structure is enabled, you will use the region hierarchy tree structure
to graphically build your supplier and region associations.
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Setting Up Logistical Tasks

To set up logistical tasks groups, use the Logistical Task group component. To associate tasks to
a task group, use the Assign Tasks to Task Groups component. To assign task groups to service
types, use the Assign Task Group to Service Type component.

You associate logistical tasks with a work order when the work order is created manually
or generated from a requisition. The tasks related to the service type selected on the work
order are automatically linked to the work order.

This section discusses how to define logistical tasks.

Pages Used to Set Up Logistical Tasks

Page Name Object Name Navigation Usage
Logistical Task SPB_TASK_PG Services Procurement, Define logistical tasks.
Define Services Procurement

Click the Logistical Task link
in the Logistical Support
group box.

Logistical Task Groups SPB_TASK_GROUP_PG Services Procurement, Define logistical task
Define Services Procuremengroups.

Click the Logistical Task
Groups link in the Logistical
Support group box.

Tasks by Task Groups SPB_TASKTOGROUP_PG Services Procurement, Define logistical tasks by
Define Services Procurementask group.

Click the Task by Task
Groups link in the Logistical
Support group box.

Task Group by Service TypeSPB_ROLE_TASKGP_PG Services Procurement, Define task groups by
Define Services Procuremepservice type.

Click the Task Group by
Service Type linkin the
Logistical Support group
box.

Defining Logistical Tasks

To establish logistical tasks, use the Logistical Task component.
Access the Logistical Task page.

Work Order Type Select a work order type. Options are:

Original: Select to associate I@iical tasks for a normal work order.

Extension: Select to associate logistical tasks for an extended work order.
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Approval Type

Assign To
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Both: Select to associate logistical tasks for both normal and
extended work orders.

Select work order execution type. Options are:

Automatic: Select if tasks assigned to the work order are automatically
assumed to be complete.

Note. An email notification is automatically sent to the appropriate person.

Mandatory: Select if pre-approval mandatory tasks have to be completed
before approving the work order and if post-approval mandatory tasks
have to be completed before releasing the work order.

Optional: Select if it is optional to complete the tasks before
approving or releasing the work order.

Select work order approval type. Options are:

Pre-approval:Select if tasks must be completed after creating the work order
and before approving the work order. For example, a pre-approval logistical
task might include assigning a new badge or ordering a new laptop.

Post-approval: Select if tasks must be completed after submitting the
work order and before a work order is released to a service provider.
For example, a post-approval logistical task might include scheduling
orientation or setting up the service provider email account.

Off-board: Select if tasks must be completed after work order release
date and before closing the work order. For example, off-board logistical
tasks might include collecting laptop or closing the email account

after the service provider has quit the job.

Select a default assigned to person. This field dynamically generates
and assigns logistical tasks to the default assigned to person. Email
notification is automatically sent to this person.

Options arelnvoice Approver, Requester, Time Approver,andOther

Set Up File Attachment Servers

In this section, we discuss how to set up servers to store your event PDFs and XML.
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page Used to Attach Files
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Page Name

Object Name

Navigation

Usage

Maintain File Att Servers

PV_ATT_SRV_ADMIN

Set Up Financials/Supply
Chain, Utilities, Administer
File Attachments,
Administer Attachment
Servers

Used to set up attachmentsg
for PDF and XML files
included with notifications.

Setting up File Attachment Servers

Access the Maintain File Att Servers page.

1. Click the Add FTP Server button.
2. Enter the Login Name, Password, Server NamAWE_ATTACH, and Pathname.

3. Repeat steps 1 and 2, and create a server n&d€d TEMP.
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Integrating With Other PeopleSoft and
Third-Party Applications

This chapter provides an overview and discusses how to:

* Integrate with an accounts payables application.

* Integrate with PeopleSoft Projects.

Integrating With Accounts Payable Applications

This section discusses how to export approved PeopleSoft Services Procurement transactions to PeopleSof
Payables or to a third-party accounts payable application to create invoices.

Here are the steps to export services transactions:

1. If you are using PeopleSoft Payables, use the Voucher Batch Req page to run the Voucher
Build Application Engine process to generate the voucher

2. If you are not using PeopleSoft Payables, use the Export To Payables Application Engine
process to export invoice data to a flat file.

Note. You specify the accounts payable application interface using the Accounts Payable Interface page.

Note. If the currency on the invoice is different from the currency defined for the vendor,
the system uses the rate type on the Services Procurement Business Unit Options page to
convert the invoice amount into the vendor’s currency.

See Also

PeopleSoft Payables 8.8 PeopleBook, “Processing Batch Vouchers”

Page Used to Export Services Transactions for Invoicing

Page Name Object Name Navigation Usage
Export To Payables SPA_GEN_INV_EXPORT Services Procurement, Exportinvoicing data to a
Services Settlement, Export{ PeopleSoft Payables staging
to Payables table or to a flat file. T
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Exporting Services Transactions for Invoicing

Access the Export To Payables page.

Export To Payables

Run Control ID:  Export_Data_for_Invoicing Report Manager  Process Wonitar Run |

Run Control ID
*‘Business Unit: IUSEIIZH Q)

“Wendor ID From: |USAEIEIEIEIEI3T Q *Through: |USAEIEIEIEIEI3? Q)

Invoice ID From: [invon7os QJ Through: | Q

Invoice Date From: | Ed Through: | ]

Semices Administration Home

Export To Payables page

Enter the run control parameters for exporting invoicing data.

Process Results

The Export To Payables process writes to PeopleSoft Payables staging tables or a flat file
based on the Accounts Payable interface defined for the setID.

If you selectedPeopleSoft AP as the accounts payable application interface using the Accounts
Payable Interface page, the PeopleSoft Application Engine (SPF_IEXPMAIN) exports invoicing
data approved in PeopleSoft Services Procurement to staging tables (VCHR_HDR_STG,
VCHR_LINE_STG and VCHR_DIST_STG) in PeopleSoft Payables.

Note. After running the Export to Payables process, you use the Voucher Build process in PeopleSoft
Payables to generate vouchers for the approved invoices posted to Payables.

If you selectedOther as the accounts payable application interface using the Accounts Payable
Interface page, the process exports invoicing data approved in PeopleSoft Services Procurement
to a fixed format, comma-separated values (CSV) flat file, which you can use to import data

into an accounts payable application and generate invoices.
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Integrating With PeopleSoft Projects

This section lists a prerequisite and discusses how to export approved time and expense
transaction data to PeopleSoft Projects.

Here are the steps:

1. Export approved time and expense information to a staging table.

2. In PeopleSoft Projects, run the process to import staging table data into PeopleSoft Project tables.

Note. PeopleSoft Services Procurement only exports resource-based transactions to PeopleSoft Projects.

Deliverables-based transactions (progress log data) are not exported to PeopleSoft Projects.

Prerequisite

You must obtain the objects required for the integration between PeopleSoft Services
Procurement and PeopleSoft Projects. To obtain these objects, you must apply relevant Projects’
incidents located on PeopleSoft Customer Connection.

Page Used to Stage Time and Expenses to PeopleSoft Projects

Page Name

Object Name

Navigation

Usage

Export Time and Expenseg
to Staging table for Projects

SPF_PROJ_EXP

Services Procurement,
Manage Projects

and Activities, Send
Time/Expenses to Projects

Define run control
parameters for exporting
time and expense data to
a staging table.

Exporting Time and Expense Data to PeopleSoft Projects

Access the Export Time and Expenses to Staging table for Projects page.
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Export Time and Expenses to Staging table for Projects

Run Control ID:  Export_to_PS_Projects Report Manager  Process Monitor Run |
Department
*Business Unit: |usnn1 G Requestor: [*SANCHEZ Q
Department: |21 200 Q) Service Provider: | Q|

Vendor ID: I Q

Fram To

*Start Date: IU’IIU’IIEUDE @ To Date: |1 21312002 @
Purchase Order: I =Y Purchase Order: I =Y

Work Order: | Q]  work Order: | Q)

Senices Administration Home

Export Time and Expenses to Staging table for Projects page

Define the parameters used to export the time and expense data.

Process Results

The PeopleSoft Application Engine process (SPA_PROJ_EXP) exports approved time and
expense transaction data from PeopleSoft Services Procurement time and expense tables to
the Project Resource staging table (SP_PROJ_RES_STG).

Note. You run the PC_SP_TO_PC Application Engine process in PeopleSoft Projects
to load the staged data into Projects.
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Implementing PeopleSoft Services
Procurement Workflow

This chapter provides an overview of the workflow process and discusses how to:

» Configure the workflow system.

o Set up work order workflow.

» Use requisition approval workflow.
» Use work order approval workflow.

» Reassign tasks.

Understanding Workflow

PeopleSoft Services Procurement provides an easy-to-use workflow implementation process. All the steps
in PeopleSoft Services Procurement workflow are performed using PeopleSoft Internet Architecture pages
rather than underlying PeopleCode. Consequently, functional users can design and maintain workflow.

PeopleSoft Services Procurement leverages the PeopleSoft eProcurement workflow engine. Services
requisitions use the same workflow rules as the PeopleSoft eProcurement requisition, so if you are using bot
applications, you only have to set up workflow for requisitions once. PeopleSoft Services Procurement lines
have a category of services, and they route differently than the PeopleSoft eProcurement lines.

You can also approve at the line level for requisitions rather than just the requisition header level. Approvals
can be role based or driven by views. For work orders approvals, the system looks at the work order
requestor’s supervisor ID set on the User Profile - Workflow page to send the approval.

Also, PeopleSoft Services Procurement workflow provides email notifications and worklists
for all activities in the requisition fulfillment process.

With workflow notifications, you can:

» Enable or disable notifications on the Workflow Notifications page.

» Define email notifications that are sent as part of workflow in the requisition fulfillment process.

» Automate parts of the sourcing process by defining sourcing rules on the Automatic Sourcing page.
See Also

“Preface,” page xxiii

PeopleTools 8.44 PeopleBook: Workflow Technology
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Configuring the Workflow System

This section discuss how to:

88

» Use the Maintain Workflow page.

» Set up workflow notifications.

» Specify automatic sourcing rules.

Pages Used to Configure the PeopleSoft Services

Procurement Workflow System

Page Name

Object Name

Navigation

Usage

Maintain Workflow

PV_ADM_WORKFLOW

Services Procurement,
Define Services Procureme

Click the Maintain Workflow
link in the Workflow Setup
group box.

Configure a workflow
nsystem.

Workflow Notifications

SPB_WF_NOTIFY

» Set Up Financials/Supply
Chain, Product Related,
Services Procurement,
Workflow, Workflow
Notifications

» Services Procurement,
Define Services
Procurement

Click the Workflow
Notifications link in the
Workflow Setup group
box.

Enable or disable
notifications for activities in
the requisition fulfillment
process.

Automatic Sourcing

SPF_AUTOSOURCE

Services Procurement,
Define Services Procureme

Click the Automatic
Sourcing link in the
Workflow Setup group box.

Specify the rules for
npautomatic sourcing.

Define Template

WL_TEMPLATE

Services Procurement,
Define Services Procureme

Click the Notification
Templates link in the
Workflow Setup Group box.

Specify the content of emai
nhotifications that are used
in PeopleSoft Services
Procurement workflow.

Blackberry Email Respons

es/L_TEMPL_RESP

Click the Blackberry Email
Response tab from the
Define Templates page.

Create email responses.

Using the Maintain Workflow page

Access the Maintain Workflow page.
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You begin configuring PeopleSoft Service Procurement workflow options on the Maintain
Workflow page. The Maintain Workflow page is the focal point for configuring your
PeopleSoft Services Procurement workflow system.

Setting Up Workflow Notifications

To set up workflow notifications, use the Workflow Notification component.

Access the Workflow Notifications page.

Note. You cannot configure source notification on this page. The system obtains the notification method
for sourcing activity from the Sourcing Selection page when a requisition is sourced.

Note. You cannot configure Client Bid Response notification on this page. The notification method
for client bid response is the same as the method chosen during sourcing.

A warning appears if both the email and worklist options are disabled for an activity.

Specifying Automatic Sourcing Rules
To set up autosource rules, use the Autosource component.

Access the Automatic Sourcing page.

Automatic Sourcing

Custornize | Find | 38 First [0 1061 D Last
Business Unit Service Type Description Region Code Source Type Hotify Days
Database : - -
[aus01 al  [oea & adrimstrator fpavares Q) [Primay x| | [+ =]

Automatic Sourcing page

By filling in the Service Type field, you can define sourcing rules for specific service types (per business
unit), or leave the Service Type field blank to define sourcing rules for all service types.

If you specify a number in the Notify Days field, you postpone automatic sourcing until the specified
numbers of days have passed since the approval date. In this case, the PeopleSoft Application Engine
process SP_WF_SRC checks requisitions that are approved but not yet filled within the notify days.
Once the notify days is reached, the system automatically sources the requisition.

If you leave the Notify Days field blank, requisitions are sourced after approval and you do
not need to run the SP_WF_SRC application engine.

After the requisition is approved, the system automatically sources it based on your selections on
this page. So if you select a source type of primary and a region code of Bay Area, when the
requisition is approved, the system automatically sources the requisition to whichever supplier

is listed as a primary source type and from the Bay Area region.

This enables you to not have to manually source each requisition.

* If service type and region code have values, the system looks for suppliers by service
type and region and match the source type.
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* If only the service type has a value, the system looks for supplies by service type and source type.

* If only region code has a value, the system looks for supplies by region that also match
the source type and requisition business unit.

The system looks for the business unit, then service type, then region, and then finds a supplier with a
primary source code to match it; where it looks depends on how much information you fill in.

Note. If a requisition was sourced in the preceding 24 hours, the Application Engine process
does not source it again. If a vendor already submitted a candidate for the requisition,
that vendor is excluded from automatic sourcing.

Setting Up Work Order Workflow
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This section discusses work order setup.

Pages Used to Set Up Work Order Workflow

Page Name Object Name Navigation Usage
Approval Transaction SAC_AW_TXN Set Up Financials/Supply | Set up the transaction
Registry Chain, Utilities, Approvals, | registry.
Approval Transaction
Registry

Criteria Definition SAC_CRITERIA Click the Criteria link for Define criteria for workflow
a path or a step. approvals.

User List SAC_USER_LIST Set Up Financials/Supply | Set up user list definitions.
Chain, Utilities, Approvals,
User List

Approval Process SAC_AW_PRCS_MAIN Set Up Financials/Supply | Define workflow approval
Chain, Utilities, Approvals, | process stages.
Approval Process

Generic Templates WL_TEMPLATE_GEN Set Up Financials/Supply | Use to add or change
Chain, Utilities, Approvals, | workflow notification
Generic Templates templates.

Using Workflow Approval Setup
This section discusses workflow approval setup.

PeopleSoft Service Procurement delivers work order workflow preconfigured. We recommend using the
delivered workflow configuration as is, but you can make minor adjustments for your business practices.
We recommend that you understand the workflow technology before making any changes.

Changing Approval Criteria
To change workflow approval criteria:

1. Access the Approval Process Definition using the SP_WORKORDER value.
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Click Criteria to access the Criteria page. For each path and step, you can set up criteria the system
uses to determine whether you go down that path or execute that step.

For example, if you have an approval path that requires approval for work orders over 10,000
USD, the system looks at submitted work order, and compares the amount to the criteria

on the Criteria page. If it is under 10,000, the system automatically approves it. If it is

over 10,000, the system determines which step to execute.

Access the Approval Step Definition - Step page. Set the number of approvers needed. This determines
how many levels or approval or number of approvers are required for work orders.

SeePeopleSoft eProcurement 8.8 PeopleBook, “Using Workflow and Managing
Approvals,” Defining Approval Workflow Processes.

Changing Approvers

To modify approvers:

1.
2.

Access the User List page using the SP_WORKORDER value.

The system is set up to use the value for the Supervisor field listed on the User Profile -
Workflow page. If you want the workflow to select an approver by role, you change the User
List Source to Role, and select a role from the prompt table.

SeePeopleSoft eProcurement 8.8 PeopleBook, “Using Workflow and Managing
Approvals,” Defining User-List Definitions.

SeePeopleSoft eProcurement 8.8 PeopleBook, “Using Workflow and Managing
Approvals,” Attaching Workflow Roles to Users.

Changing Templates

To change a delivered workflow template:

1. Access the Generic Templates page. You can modify existing templates or create new ones using this pa

2. Add the new or revised template to the appropriate workflow action on the Approval Transaction

Registry page using the Template Name field in the Notifications group box.

SeePeopleSoft eProcurement 8.8 PeopleBook, “Using Workflow and Managing Approvals,
Defining Notifications for Approval Workflow.

SeePeopleSoft eProcurement 8.8 PeopleBook, “Using Workflow and Managing Approvals,
Defining the Approval Transaction Registry.

Using Requisition Approval Workflow

This section discusses how to use the requisition approval process.

See Also

PeopleTools 8.44 PeopleBook: Workflow Technology
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Pages Used for Requisition Approval Workflow
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Page Name

Object Name

Navigation

Usage

Requisition Review

PV_REQ_APPROVAL

Home, Worklist.

Select the requisition ID thalt
needs approval.

Approve, deny, or hold a
requisition during the
workflow approval process

Item Description

PV_NEW_ITM_DESCR

Click the linked item.

View the requisition line
item description.

Comments

PV_REQ_APPLN_WK_COMM

EBlitk the Comments button.

View requisition commen

ts.

Using the Requisition Approval Process

Use the Requisition Approval page to approve, deny, or hold a requisition during the
workflow approval process. You can also add approvers and reviewers to the workflow
routing. If you are a reviewer, this page is display-only.

Note. The user must have a workflow role designed for requisition approval, or else the
user must be the requester who entered the requisition.

Access the Requisition Approval Process page.
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Requisition Approval

ReqName:  Portal Project 1 line on this Requisition
Total: $97,600 USD Justification

Requester: Ray Reguester ﬂ
Business Unit: 115001

Requisition ID: 0000000158
Entered on: 1052752003

Priority: Medium ﬂ

¥ Line Information

Line (Kem Description VYendor Hame

v @ 1 Project Consultant 2,440.0000  §40.00000 USD

¥ SelectaliDeselect Al
L%Viewune Details | E,/Apprwel & Deny |

* Review Edit Approvers
sPro Approval

= Line 1 - Project Consultant - Pending

Fiscal Approval

Art Approver
Services procurement approvals | =
Pending

Requisition Approval page (page 1 of 2)

FromDate: |01/01/2003 [3 To Date: |10/28/2003 [+
Report Name: spend for the Suppliers used on this Reguisition ~| [E2Ehow Report |

Approver Comments

[
B
Feturn to Previous Pade
Requisition Approval page (page 2 of 2)
Deny Click to deny this requisition. A worklist entry is sent to the original

requester with any comments the approver enters.

Hold Click to pause requisition approval. Workflow doesn't proceed
until you remove the hal.
Comment Enter any comments explaining why you are approving or

denying this requisition.
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View Request Details Click to view detailed summary for the request.
Review/Edit Approvers

Click to enter another approver or reviewer for this work order. This
approver is added after your approval. The system adds the work order
to the new approver’s Worklist and the approver must approve the
work order before it can continue through the approval process. Any
combination of approvers and reviewers can be added to this work order
by adding rows using the Insert Approver button.

User ID Enter the ID for the user that you add as an approver or
reviewer of this requisition.

Note. Once a requisition is fully approved, it is removed from the reviewer’s To Do List
whether or not it has actually been reviewed. The requisition then appears on the worklist of
the service coordinator responsible for sourcing the requisition.

Using the Work Order Approval Workflow

94

This section discusses how to use the work order approval process.

See Also

PeopleTools 8.44 PeopleBook: Workflow Technology

Paged Used for Work Order Approval Workflow

Page Name Object Name Navigation Usage
Work Order Approval SPF_WO_APPR_PG Home, Worklist. Selectthe | Approve or deny a work
link to the work order ID that| order during the workflow
needs approval. approval process.
Work Order Details SPF_WO_REQ_VEN_DT Click the View Work Order | View additional information
button on the Work Order | about the work order that
approval page. you are asked to approve.

Using the Work Order Approval Process

Use the Work Order Approval page to approve or deny a work order during the workflow approval
process. You can also add approvers and reviewers to the workflow routing.

Note. The user must have a workflow role designed for work order approval.

Access the Work Order Approval page.
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Work Order Approval

Requester: Ray Requester

WO Amount: 930000 ush
Business Unit: Us001

Work Order ID: Dwa0o00000545000

Service Method Resource

Work Order Type CQriginal

WO Status: Submitted

Date Submitted: 102772003 T37PM wl
Service Type DEY Development

Project Unit Uso01 LIS001 MEW YORK OPERATIONS

Project FORTAL Create/Manage Intranet Portal

Department 14000 Administration

Project Role PROJ COMSULTANT Project Cansultant

Start Date 1140142003 End Date 1231752004

Job Title Froject Consultant

Work Order Approval page (page 1 of 2)

Review | Edit Approvers
Stage One Test

=~ Work Order : DMOO00D0055000 - Project Consultant - Pending

Path1
At Approver
WorkOrder &pprover | =+
Pending

€
Approyve Deny |

Work Order Approval page (page 2 of 2)
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View Work Order Click to view detailed summary of the work order.

Deny Click to deny the work order. A worklist entry is sent to the original
requester with any comments the approver enters.

Comment Enter any comments explaining why you are approving or
denying this work order.

Review/Edit Approvers

Click to enter another approver or reviewer for this work order. This
approver is added after your approval. The system adds the work order
to the new approver’s Worklist and the approver must approve the
work order before it can continue through the approval process. Any
combination of approvers and reviewers can be added to this work order
by adding rows using the Insert Approver button.

User ID Enter the ID for the user that you add as an approver or
reviewer of this work order.

a http:/ /rtas0z21.peoplesoft.com:7001 -psc-*

Choose an adhoc approver | reviewer to insert

Adhoc UserlD: o
" Reviewer
Insert Adhos Cancel

[

Select an ad hoc approver.

Note. Once a work order is fully approved, it is removed from the reviewer’s To Do List
whether or not it has actually been reviewed. The work order then appears on the worklist of
the user responsible for the work order’s logistical tasks.
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Reassigning Tasks

You can reassign tasks along the workflow process to other users, either temporarily or indefinitely.
This enables a requester, approver or service coordinator to reassign a single task or all their
during a specific date range. The system administrator can also assign a user’s tasks either
during a specific date range or indefinitely to another user.

This section discusses how to:

» Reassign tasks to another user temporarily.

» Reassign specific tasks to another user.

Note. The user who assigns the task and the user who is assigned the task must have the same
user role. For example, if a requester wants to assign worklist entries, then the user to whom
the worklist entries are assigned must also be a requester.

Pages Used to Reassign Tasks

Page Name Object Name Navigation Usage
General Profile Informatior] USER_SELF_SERVICE My System Profile Reassign all tasks
temporarily.

Workflow USER_WORKFLOW PeopleTools, Security, User Reassign all tasks either
Profiles, User Profiles, temporarily or indefinitely.
Workflow

Worklist WORKLIST_REASSIGN Worklist, Worklist Details, | Reassign a specific task
Reassign

Reassigning Tasks Temporarily

Access the General Profile Information page.
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General Profile Information

Sanchez, Yolanda

Chandge password

Chande or set up forgotten password help

Personalizations

Your current language preference is: Enalish

My preferred language for reports and email is: I Enalish hd I
Currency Code: I QJ

Edit Email Addresses

Alternate User

If wou will be tempararily unavailable, you can select an atternate uzer to receive your routings.

Alternate User ID: | Ql

From Date: | ) (esxample:1 2131 /2000
To Date: | [+ {escample: 1 2/31/2000)

Workflow Attributes

¥ Email User ¥ Worklist User

Miscellaneous Lser Links

General Profile Information page

Select the Alternate User ID to whom you wish to temporarily reassign your tasks
during a specified duration of time.

Alternate User ID Select the user ID for the alternate user.

Reassign Tasks Indefinitely

Access the User Profile Workflow page.
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General I Roles | Workflow Y Audit Links
User IO AMAT
Description: MecGrann Michelle
Alternate User ID: | 4
From Date: [ & ¥ worklist User
To Date: I— ] ¥ Email User
Supervising User ID: | 4
I" ReassignWork To: | Q)
Total Pending Worklist Entries: i}

User Profile Workflow page

Use this page to indefinitely reassign tasks to another user.

Alternate User 1D Enter the Alternate User ID for the user to whom the work will be reassigned.
Supervising User ID Enter the Supervisor User ID for the user to whom the task will be reassigned.
Reassign Work To Select the check box and select the user to whom the all current

and future tasks are indefinitely reassigned.

Reassign Specific Tasks
Access the Worklist page.

Worklist for YSANCHEZ: Sanchez, Yolanda

Cietail Wiew Work List Filters: | Senice Coordinator Respon x|
CL ize | Find |
Date From |Work tem ‘Worked By Activity Priority Link
Service
Georgia Wine 10092003 Coordinatar Review Candidate I 'l 0000000100 Mark Worked | Reassian |
Response
Service
Georgia Wine 10092003 Coordinatar Review Candidate I 'l 0000000101 Mark Worked | Reassian |
Response
Service
Georgia Wine 10092003 Coordinatar Review Candidate I 'l 0000000096 Mark Worked | Reassian |
Response

Worklist page

Click Reassign.
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User ID: [DHALL
Comment: |
[8):4 | C-ancel | Refresh

User ID page

User ID

Select User ID.
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Using Service Contracts

This chapter provides an overview of service contracts and discusses creating service contracts.

Understanding Service Contracts

You must have PeopleSoft Purchasing installed to take advantage of services contracts. Service contracts
are used to secure standard rates with suppliers to hire service providers at specific rates.

When service coordinators source a requisition and includes contract suppliers, the system finds all
the contract suppliers that match the role and unit of measure combination. Service contracts are only
applicable to resource based roles which have a rate associated with them.

When suppliers bid on a requisition, the system checks the role, unit of measure and vendor location to
see if they match a current contract. The system defaults the contract rate if less than or equal to the
requisition rate, to enforce the contract. If the contract price is less than the requisition rate, the system
provides the contract price as a default and does not let the supplier go over that agreed rate. You are
not required to award to the bidder with a contract, they are treated like just another bidder. When

the requisition is filled, the system uses the contract rate in the filled rate field. The system takes the
currency from the contract header, and the merchandise amount is the rate per hour.

The work order then gets generated for the contract rate. If PeopleSoft Purchasing is installed and you are

integrating work orders with POs, then when the work order is released, the system overrides the work order
rate with the purchase order rate. If a new contract becomes active between the time the supplier bid on the
requisition and when the purchase order was created, the purchase order uses the most current contract pric

For example, you could have a contract with a supplier to provide construction services at the rate of $45 an
hour. You source a requisition for a contracting job, and the supplier bids $48 an hour for the job. The systen
overrides the entered bid rate with the contract rate, and requires the supplier to bid at or below the contract ra

Creating Service Contracts

This section discusses how to create service contracts.
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Pages Used to Create Service Contracts

Page Name Object Name Navigation Usage

Contract CNTRCT_HDR » Services Procurement, | Use to create service
Requisition Fulfillment, | contracts.
Maintain Contracts

» Purchasing, Procurement
Contracts, Add/Update
Contracts

Maintain Details - Details | CNTRCT_PRC_UOM_SEC | Click the Line Details button| Enter rates for service
for Line on the Contracts page. contracts.

Creating Service Contracts

To create a service contract:

Note. You must enable service contracts on the Installation Options - Services
Procurement page to add service contracts.

SeePeopleSoft 8.8 Application Fundamentals for Financial Management Solutions, Enterprise Service
Automation, and Supply Chain Management PeopleBook, “Setting Installation Options for PeopleSoft
Applications,” Defining PeopleSoft Services Procurement Installation Options.

1. Access the Contracts page.

2. Create a new contract using teneral Contract, Purchase Order, or Release to Sngle
PO Only Contract Type and enter an Iltem Type Rdle.

Enter the resource based project role as the Type ID.
Access the Details for Line page.

Add the negotiated rate for the vendor location in the Base Price field.

2L

Approve the contract by changing the contract Statuspioroved.

See Also

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Using Voucher and Order Contracts”

Using Service Contracts in Bidding
To check for contract rates on bids:

1. Enter and source a requisition. Service Coordinators have visibility into those vendors who have contracts.
2. Suppliers bid on the requisition.

3. If the supplier, role, unit of measure and location match the contract, the system provides the
contract rate as a default if less than or equal to the requisition rate.

Using Service Contracts with Purchase Orders

To check for contract rates with purchase orders:
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1. Create a work order. Once the work order is approved, create a PO.

2. If the supplier, role, currency, and location match the contract, the system provides uses
the contract rate if it is less than the work order rate.
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CHAPTER 7/
Managing Projects

This chapter provides an overview of projects and discusses how to:

» Create projects.

* Manage projects.

Understanding Projects

PeopleSoft Services Procurement facilitates managing projects by enabling service providers to log time
and progress directly against work orders and activities that are associated with projects.

When you use projects in PeopleSoft Services Procurement, you can enter and modify project
details. You can search or sort projects by different criteria, and you can access the Manage
Services Activities page to define activities by project.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21

Prerequisites

You must set up the following attributes before entering project information:
» Project business units and business unit options.

* Project types.

See Also

“Preface,” Common Elements Used In This PeopleBook, page xxiv

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up Business Units, page 25

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting
Up Project Definitions, page 53

Creating Projects

This section discusses how to enter general project information.
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Pages Used to Create a Project

Page Name Object Name Navigation Usage

Manage Services Projects| SPA_MANAGE_PROJ Services Procurement, View, search, and sort the
Manage Projects and list of available projects.
Activities, Manage Services| Access the project that you
Projects want to modify.

Maintain Services Projects| SPA_PROJECT Click the Add Services Enter general project
Project link on the Manage | information.
Services Projects page.

Entering General Project Information

Access the Maintain Services Projects page.

Maintain Services Projects

Business Unit:

Project:

*Description:
Processing Status:
Project Type:
Percent Complete:
*Start Date:

Time Template:

*Integration:

Description

Date/Time Stamp:

Description:

L1saa1 15001 MEW YORK OFERATIONS

nooaooot1a

WWiebsite Creation Manage Services Activities

IActive 'I Manage Serices Projects
INTER 2L Internal Project

As Of:

09232003 [# *End Date: 12172003 [5)

RATE Q

LIsao1 2L U5 Head Quarters

111372003 4:52:02PM  User ID: YR

Maintain Services Projects page

Description

Processing Status

Enter the project description.

Select a processing statusAutive or Inactive. If you have the PeopleSoft
Project Costing installed, you may have projects with a processing status of
Pending. Pending projects are not accessible from the Services Projects page.
You must navigate to PeopleSoft Project Costing to access pending projects.

SeePeopleSoft Project Costing 8.8 PeopleBook, “Creating
and Maintaining Projects”.
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Project Type Select a project type to group similar projects together.

Start and End Dates Enter the project start and end dates. These are provided as a default
on the service requisition and work order.

Time Template Select the default format to appear on the work order. The time templates in
the drop-down list box are specific to the project business unit.

Note. The SP_ENFORCE_PROJ_ATTR role action enforces the project
default time template on the requisition and work order. When creating a
service requisition or work order, users who have one of the roles associated
to this role action must adhere to the overtime and expense settings on

the project's default time template. For example if the template does not
allow overtime or expenses, the user can't select the overtime check box

or enter an expense rate or amount. If the user does not have one of the
roles defined on the role action, they can override the project’s default

time template overtime flag and expense settings.

Integration This field appears if you have installed PeopleSoft Projects. Enter a business
unit to define the Projects-General Ledger integration template that the system
uses to send transactions from Projects to PeopleSoft General Ledger.

See Also

PeopleSoft Project Costing 8.8 PeopleBook, “Structuring PeopleSoft Project Costing”

Managing Projects
This section discusses how to:

* View, search, and sort projects.
» Modify general project details.

» Modify project status.

Pages Used to Manage Projects

Page Name Object Name Navigation Usage

Manage Services Projects | SPA_MANAGE_PROJ Services Procurement, View, search, and sortthe
Manage Projects and list of available projects.
Activities, Manage Services| Access the project that you
Projects want to modify.

Maintain Services Projects| SPA_PROJECT Click the Add Services View or modify general
Projectlink from the Manageé project information.
Services Projects page.
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Viewing, Searching, and Sorting Projects

Access the Manage Services Projects page.

Manage Services Projects

~ Enter Search Criteria

Business Unit: |US001 CL USD01 NEW YORK OPERATIONS

Project ID: | Q Description: |

Project Type: l— aQ Status: Im

StartDate | [ End Date L 8earch |

Add Services Project

Onhy the first 5 results are displayed. Enter more information ahove and search again to reduce the nhumber of search results.

Projects Cuztomize | Find | Viewe Al | Ll First [ 1.6 0 5 [ Last

3::'“355 Project Project Type |Description Status Start Date End Date ’7
LS00 0000000116 SERY Access Database Creation Active 09y23r2003 0952352003 =11
5001 noooooatly INTER Pavable Documentation Active 09523r2003 121752003 =11
JE001 noooooa11e INTER Website Creation Active 09y23r2003 121712003 =
som 0000000135 Database Maintenance Active 040152004 O4r3002004 =t
s 00000001 36 System Installation Active 01052004 08r30i2004 S

0 LIze this pade to reviews and edit your Projects. To see the details for a specific Project just click on the Project name
link. If an Activity has heen created for the Project, vou can view the Activity by clicking on the Yiew Activities button.

Manage Services Activities

Manage Services Projects page

Roster
Proj ect Click a project name link to access the Project General page
in display-only mode.
Click the Activities button to access the Manage Services Activities
ﬁ page and view a list of activities for the project.

Modifying General Project Details
Access the Maintain Services Projects page in Edit mode.

Modify the Description, Project Type, Processing Status, Project Type, Percent Complete,
Start Date, End Date, and Time Template fields as required.

Note. You can’'t modify Business Unit or Project ID for an existing project. If the project
is no longer valid, you can change the statusractive.

108 PeopleSoft Proprietary and Confidential



CHAPTER 8
Managing Activities

This chapter provides an overview of activities in PeopleSoft Services Procurement and discusses how to:

» Define activities by project.

* Manage activities.

Understanding Activities in PeopleSoft Services Procurement

Activities are specific tasks that you add to a project. Any project for which you incur
costs directly must contain at least one activity.

You use activities to further define projects, and they are also tied to timesheets and progress logs. From a
financial perspective, they are used to break down the various costs that are associated with a project.

See Also

“Preface,” Common Elements Used In This PeopleBook, page xxiv

Prerequisite

You must create a project in PeopleSoft Services Procurement before you can assign activities to it.

See Also

Chapter 7, “Managing Projects,” Creating Projects, page 105

Defining Activities by Project

This section discusses how to enter activity information.
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Chapter 8

Page Name

Object Name

Navigation

Usage

Manage Services Activitieg

SPA_MANAGE_ACT

Services Procurement,
Manage Projects and
Activities, Services
Activities

View, search, and sort the
list of available activities.
Access the activity that you
want to modify.

Maintain Services Activitie

SSPA_PROJ_ACT

 Click the Add Services
Activity link from
the Manage Services
Activities page.

* Click alinked Activities

from the Manage Service$

Activities page.

Enter activity information.

Entering Activity Information

Access the Maintain Services Activities page.

Business Unit:

Description

Maintain Services Activities

[T Milestone Activity

Date/Time Stamp: 11/13/2003 3:24:41Pm  User ID:

Manage Services Projects

15004 LUS004 ILLINOIS OPERATIONS
Project: TRAINING Training
Acthaty: DESIGH
*Description: Design
Status: | Active - I Visihility:

Fuhlic b

Manage Services Activities

WP

Fir=t E 1 af 1 |£| Last

[+][=]

Description:

K Ol

Maintain Service Activities page

Activity Description
Status

Milestone Activity

Enter the activity description

Enter the activity status of Active or Inactive

Select to specify that the activity is based on milestone deliverables.
If the check box is selected, progress logs can be logged against
this milestone activity. If the check box is cleared, time and
expenses are logged against the activity.
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Managing Activities
This section discusses how to:

* View, search, and sort activities.

* Modify an activity.

Pages Used to Manage Activities

Page Name Object Name Navigation Usage

Manage Services Activities SPA_MANAGE_ACT Services Procurement, View, search, and sortthe
Manage Services Activities | list of available activities.
Access the activity that you
want to modify.

Maintain Services Activities SPA_PROJ_ACT * Click the Add Services View or modify activity
Activity link from information.

the Manage Services
Activities page.

 Click the Activities link
from the Manage Service$
Activities page.

Viewing, Searching, and Sorting Activities

Access the Manage Services Activities page.
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Manage Services Activities

e

Activity ID: | Q

Project ID: |

I Artive - I

Business Unit:

Status:

Eearchl

Add Services Activity

A Lazt

Status

Activity Description

m-ness ’—ﬁ Actuties

EGVO5S 0000000115 EFSTD Projectwith FUndS o000 noponooont ANl Gosts Active
EGVO5 0000000115 EFSTD Frojectwith Funds o0 0000000000002 Federal Active
EGVO5 0000000115 EFSTD Frojectwith Funds o0 nnonoo000on0s  State Active
The Effects of Insulin on Budget for Proposal .
EGVOS  NIHOOS_F1 e BUNIHOOS P Aieod P Active
EGVOS  MIHOO5_P2 ET:hEﬁE“S ofinsulinen — guniboos P2 The Effects of Insulin on Diab  Active
FRAD1 0000000106 Demo Project 0000000000001 Derna Activity 1 Active
FRAD1 0000000106 Demo Project 000000000000002 Dema Activity 2 Active
FRAD1 0000000114  Demo Project 000000000000001  Activity 1 Active
FRAD1 0000000114  Demo Project 000000000000002  Activity 2 Active
FRAD1 0000000114  Demo Project 0O0000000000003  Activity 3 Active

o Ilze thizs page to review and edityour Activities. To see the details for a specific Activity just click on the
Activity name link. Use the link atthe bottam of the page to create a new Activity.

Manange Services Projects

Manage Services Activities page

Search and Sort Activities

Enter search criteria and click Go. The search results appear in the activity roster at the bottom of the page.
Roster

Activities Click the activity name link to access the Add Services Activity

page in View mode.

Modifying an Activity
Access the Add Services Activity page in edit neod

Modify the Description, Status, and Visibility fields as required.

Note. You can't modify the Business Unit, Project ID, or Activity ID fields for an existing activity.
If the activity is no longer valid, you can change the statusnaxtive.
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Creating and Managing Requisitions

This chapter provides an overview of requisitions and discusses how to:
» Create resource requisitions.
» Create deliverables based requisitions.

* Manage service requisitions.

Understanding Requisitions

This section lists prerequisites and common elements and discusses requisitions.

Prerequisites
Before you enter requisitions into the system, you must:

» Be authorized to process requisitions on the User Preferences page.
» Have identified your user ID as a requester on the Requester Setup page, where
you add defaults for requisitions.

See Also

PeopleSoft Setting Up Procurement Options 8.8 PeopleBook, “Defining Procurement
Options,” Defining Requesters

Requisitions

Requesters can use PeopleSoft Services Procurement to create and maintain service requisitions.
After you enter and submit a requisition, you send it to the approver for approval. Approved
requisitions are then matched to qualified suppliers that meet the requisition requirements. Use
tools such as bid factors and supplier scores to rate the best candidates.

On the same requisition, you can add lines for service items using PeopleSoft Services Procurement
and commodity items using PeopleSoft eProcurement.

Resource Requisitions

Resource requisitions enable you to request the services of an individual service provider. Upon
awarding the requisition event to the supplier, the requester generates a services work order and
memorializes these attributes as terms and conditions. Upon the work order release, the service provider
creates timesheets, and you pay them an hourly rate for each hour worked.
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You can track the resource requisition all the way through invoicing.

Deliverables Based Requisitions

Deliverables based requisitions reflect requirements generally performed by an entire work force, such as a
requisition for an entire project, not just the hours worked by a single service provider. There is no specific
service provider in mind for the deliverable-based requisitions, so a statement of work defines the requirements.

You can define a deliverables based requisition with its unique attributes. These attributes carry over into the
sourcing event to analyze and score supplier submittals in accord with the requisition requirements. Upon
awarding the requisition event to the supplier, the requester generates a services work order and memorializes
these attributes as terms and conditions. Upon the work order release, the service provider records time against
a progress log, and you pay your service provider based on milestones, percentages, a fixed amount, or rates.

For example, if it you have a percentage based requisition, the service provider reports the percentage complete
against a progress log and you pay the supplier when that percentage of work is done. Or, you could list project
milestones and pay the service provider an agreed upon amount when each milestone is completed.

You can track the deliverables based requisition all the way through invoicing.

Supplier Rate Breakdown and Resource Requisitions

When you fill a service requisition, the requester enters a bill rate, which is the rate paid to the supplier. When
suppliers bid on this requisition, they can enter up to four types of pay rates: the service provider pay rate, any
additional incurred costs, and standard and third-party markup rates, if applicable. The sum of the rates is the bid
rate. This enables service coordinators to track the rate breakdown and set limits on the supplier markup rates.

After you fill a service requisition with an agreed upon bill rate, the system generates a work order that
shows the rate breakdown. You can not edit the rates if the work order is linked to a requisition.

When the service provider logs time against a work order, the time template determines the time reporting
codes for that work order. There could be different rules for which pay types are applicable. For
instance, you may pay the pay rate, fixed cost and markups for the first eight hours but only pay the

pay rate and fixed costs after eight hours. When creating invoices against timesheets, the invoicing
process considers the rates defined on the work order and the pay types and multipliers associated

with the time reporting code to determine the pay rate for the supplier.

See Also

PeopleSoft 8.8 Application Fundamental sfor Financial Management Solutions, Enter prise Service Automation,
and Supply Chain Management PeopleBook, “Defining User Preferences,” Defining Overall User Preferences

“Preface,” page xxiii

Chapter 18, “Supplier Scoring for PeopleSoft Services Procurement,” page 295

Multicurrency with Requisitions

If the purchasing business unit has multicurrency enabled for requisitions, the requester can change
the currency on the service requisition. Rate sheet validation can occur in either the requisition
currency or the base currency. After the requisition is approved and sourced, suppliers enter bids in
their location currency which can be different than the requisition currency.

With multicurrency, you can:
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Support global customers by enabling services procurement transaction processes
to occur in multiple currencies.

Enable rate sheet validation to occur in the requisition base currency or the transaction currency.

Enable negotiations between service providers and service coordinators to occur in
currencies other than the requisition currency.

Enable users to create expense sheets in a currency different from the work order currency.

Create invoices in the vendor location currency, even if different from the requisition or work order currency.

If multicurrency requisitions are enabled, the system displays the requester’s currency by default. The
requester can change this currency until the requisition is submitted for approval. Each requisition
line that you add for the same requisition header must use the same currency.

If multicurrency requisitions are disabled, the system displays the purchasing business unit
currency and the user is not allowed to change it.

The system calculates the transaction currency in the requisition line from the base currency that you
define for the selected business unit. The currency conversion exchange rate is based on the rate type
that you define for the selected business unit. The system stores the rate type and rate date for currency
conversion. The rate type that is defined in the Purchasing business unit definition is the default rate
type. The effective rate date is the date when the requisition is submitted for approval.

Creating Service Resource Requisitions

This section provides an overview of the requisition process and discusses how to:

Enter service requisition information.
Enter scoring criteria.
Enter supplier information.

Enter sourcing details.

Suggest a vendor.

Creating a Services Resource Requisition

To complete the service requisition process:

1.
2.

Access the Create Requisitions page, add a requisition name.
Access the Create Requisitions - Services page.

The service type, service, project business unit, project, time approver and service coordinator default
from the service requester defaults. The location defaults from the requester setup ship-to location.

Select a Service Type with a Service MethodResource.

Enter the service. The system defaults the job title, scope of work , competencies, education level,
experience, telecommute and travel required fields based on attributes associated with the service.
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Enter a project business unit and project. These are required fields. The start and end date default from
the project. If the project start date is in the past, the current date defaults to the start date.

6. Because this is a resource based requisition, you must enter a rate and unit of measure for the service.

7. If expenses are allowed for the requisition, enter the expense rate and unit of
measure or just the expense amount.

8. Click the Scoring Criteria link on the Create Requisitions - Services page to access the
Bid Factors by Requisition Line page. Use this page to adjust the weightings of each
bid factor to determine its level of importance.

9. Service Coordinator and time approver default from Requester defaults.

10. Click the Go to Submit Requisition button at the bottom of the page to navigate
to the requisition checkout page.

Use this page to update the requisition name or to add comments.
11. Click the Shipping Info link on the Requisition Checkout page.
Use this page to enter distribution information for the requisition.
12. Click the Save and Preview Workflow button to save the requisition and preview the approval routings.

13. Click the Save and Submit button to save the requisition and submit it for approval.

See Also

“Preface,” page xxiii

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21

PeopleSoft Managing Items 8.8 PeopleBook, “Defining Items,” Defining General Item Information
PeopleSoft Managing Items 8.8 PeopleBook, “Working With Items,” Using Units of Measure

PeopleSoft Purchasing 8.8 PeopleBook, “Defining Purchasing Item Information,”
Defining Purchasing Item Attributes

PeopleSoft Purchasing 8.8 PeopleBook, “Defining PeopleSoft Purchasing Business Units and
Processing Options,” Establishing Purchasing Options
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Pages Used to Create Service Resource Requisitions

Page Name

Object Name

Navigation

Usage

Services

SPF_REQ_INFO_PG

Services Procurement,
Create Requisition

Click the Services tab.

Enter basic service
requisition information.

Bid Factors by Requisition
Line

SPF_BDFTR_REQ PG

Click the Scoring Criteria
link on the Services page.

Adjust the weightings of
each bid factor to determing
its level of importance.

Bid Factor List Items

SPF_BDFTR_LST

Click the Bid Factors List
Items button on the Bid
Factors by Requisition
Line page.

Enter bid factors where the
bidder selects from a list.

Currency Information

EXCH_RT_DTL_INQ

Click Currency Exchange
Information link on the
Services page.

View the currency
information and exchange
rate.

Suggesta Vendor

SPF_SUG_VENDOR

Click the Suggest Vendor
link on the Services page.

Enter vendor information fo
anew vendor thatisn'tin
the system yet.

=

Requisition Checkout

PV_REQ_FORM

Click the Go to Requisition
Checkout button on the
Services page.

Save the requisition and
submit for approval.

Shipping and Accounting

PV_REQ _DISTRIB_DET

Click the Split Shipping and
Accounting button on the
Requisition Checkout page.

Update shipping and
accounting information.

Line Comments

PV_REQ_COMMENTS

Click the Comments button
on the Requisition Checkou

page.

Enter line comments.
t

See Also

PeopleSoft eProcurement 8.8 PeopleBook, “Creating Requisitions in PeopleSoft eProcurement”

Entering Requisition Information

Access the Create Requisition - Service page.
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Create Requisition

@ Settings —p @ Find kems —p @ hdodify Sccournting — G0 to Submit Requisition
Search: | Q. Search |

Services [ FoOrms Special Reguest

Wieh

Service Details Fing Fit=t [4] 1 of 1 [+ Last
Reference: | Copy From Reguisition |
*Service Type: | DEY Q Development
*Service: |F'RDJ MAMNAGER Q Current Froject Manager
*Joh Title: |PrnjectManager
ProjectUni: 5004 US004 ILLINOIS OFERATIONS
*Project: | Q,

“Location: US001 Q L5001
Department: 11000 Q Information Services

E o . . . Py

Scope of Work:  |The Project Manager effectively manages the project fram staffing to ﬂ@ £
completion. J

"‘Competencies: [ tical thinking, Articulate & concise ﬂ@ S
Education Lewvel: IFnur‘r’earS College j Experience: |E-1Dﬁ_.fears j
*Start Date: | B Scoring Criteris
“End Date: | £l ¥ Telecommute

I Travel Required
Calendar Days: ravel hequire

Travel Frequency %:
Duration: Y =

Create Requisition - Service (page 1 of 2)
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Cost Details

‘Rate: | 5000  +uoM: MHR C  ‘Utilization%: | 100 ¥ Overtime Permitted
Expense Rate: Ii UOM: l_ Q Expense Amount: |
*Line Total: *Curr: W Q I Owerwrite Line Total?

Currency Exchandge (nformation

Sourcing Details

*Time Approver: |EVF‘1 QL
*Senvice Coordinator: |VF'1 QL Atamian, Wes
¥ Interview Required Sugoest Yendor

Preferred Vendors Find | e & First [4] 1 af 1 [ Last

Seruu:es Supplier Suurce
Resource | Comment

1 USAD000037 <L Primary v

™ Source onhhy to Preferred Yendors

Frevious Service 10of1 lines Mext Service
Add Another Service | Copy Current Service Delete Current Service
Goto SubmitRequisitinnl Cancel

Create Requisition - Service (page 2 of 2)

Note. If you defined the project role attributes, the system populates many of the fields in the Service Details
section of the Create Service Request page automatically. If you defined a rate sheet for the role region currer
combination, the system automatically populates the rate with the default rate that you define on the rate she

If you define defaults on the Requester User Defaults page, many of the fields on the
requisition appear by default from that page.

Service Details

Service Type Select the project service type for this requisition; for example, information
technology, professional, or hardware engineering. Initially defaults from
the service requester defaults, if they are defined.

Service Select the specific service/role that is to be performed; for example, Java
Developer. You can only select services linked to the service type specified
above. Initially defaults from the service requester defaults, if they are defined.

Job Title Enter the internal classification of the position. Defaults from the
service/project role description.
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Project Unit

Proj ect

L ocation

Scope of Work

Competencies

Education

Experience

Start Date andEnd Date

Calendar Day

Duration

Telecommute
Travel Required
Travel Frequency

Scoring Criteria

120
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Enter the PeopleSoft Project Costing business unit that is associated
with the requisition line. Initially defaults from the service requester
defaults, if they are defined.

Identify the project that is associated with the service requisition. Use the
project search to locate an existing project. The project must have a status of
active. Initially defaults from the service requester defaults, if they are defined.

Select the location where the job is performed. Initially defaults
from the Requester Defaults.

Enter the scope of the project in this free-form field. Defaults from the
comments field on the service/project role attributes.

Enter a brief description of the skills that a candidate must possess
to fill the position. Defaults from the competencies defined on
the service/project role attributes.

Enter the minimum education level that a candidate must possess
to fill the position. Defaults from the competencies defined on
the service/project role attributes.

Enter the number of years of experience that a candidate must
possess to fill the position. Defaults from the competencies defined
on the service/project role attributes.

Enter the dates on which the job begins and ends.

Note. The start and end date appear by default from the project, if it's defined.
If the project start date is in the past, the start date defaults to the current date.

Displays the number of days between the start and end date.

Enter the number of working days between the job start date and end date.
The system defaults a value after enter the start and end dates, but it can be
overridden. The system uses this for calculating the quantity and units of
measure. It adds a unit of measure for that number of days to the requisition.
This is a default value that is defined in the installation parameters.

Select if the job allows candidates to work from home.
Select if the job requires a candidate to travel.
Enter the percentage of time that travel is required.

Click to access the Bid Factors by Requisition Line page, where you can adjust
the weightings of each bid factor to determine its level of importance.

PeopleSoft Proprietary and Confidential



Chapter 9 Creating and Managing Requisitions

Note. Bid factors elements are used to evaluate candidate submittals to
determine which candidate is the best match for the requisition. The
total of the bid factor weightings must add up to 100 before you can
leave the page. If you do not visit this page, the system evenly weights
each of the bid factors to reach a total of 100. The service coordinator
can update the bid factor weightings at sourcing time.

Cost Details

Rate Enter the rate of pay that is associated with the service requisition.
Maodifications to the rate amount are validated against rate sheets that you
define for the project role and region. The tolerance amount for the rate sheet
is checked by using base currency values that are stored at the requisition
level. The currency values are not validated if rate sheets are not defined for
the project role and region. If you enter a rate amount that is out of tolerance
with the rate sheet, you receive either an error or a warning message.

UOM (unit of measure) Select the unit of measure that you define for the business unit, or select
a unit of measure from the list of available values.

Currency Select the currency that is associated with the rate.

Note. You can change the currency only on the first requisition line and
only if multicurrency requisitions are allowed. The value from that line
appears by default on all subsequent requisition lines.

All new currency field values and the base and transaction currency values that
you create in a PeopleSoft Services Procurement requisition are passed to the
requisition records that are created in the PeopleSoft eProcurement tables.

Expense Rate Enter the expense rate that is associated with the service requisition.
The system uses the duration to calculate an expense amount
using the expense rate and UOM.

Note. The expense fields may not be available if the requestor has the
role actionS®_ENFORCE_PROJ_ATTR and the default time template on
the project determines that expenses are not allowed.

UOM (unit of measure) Select the unit of measure that you define for the business unit, or select

a unit of measure from the list of available values.
Expense Amount (unit Enter the total expense amount for the requisition. The system calculates the
of measure) value using the expense rate and UOM, but you can override the value.

Line Total (unit of measure) Displays the total for rate and expense for the duration of the requisition.

OverwriteLineTotal (unit  Select theOverwrite Line Total check box to increase the line total calculated
of measure) by the system. The line total can not be less than the system calculated total.
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Utilization %

Overtime Permitted

Sourcing Details

Time Approver

Service Coordinator

Interview Required

Suggest Vendor

Preferred Vendors

Chapter 9

Enter the percentage of time that the candidate spends in a
workday. For example, if the candidate typically works a half-day,
the utilization is 50 percent.

Select if overtime is permitted for this requisition. The system calculates
overtime if the unit of measure is defined as hourly. The default value
comes from the project’s default time template, if it exists.

If you select this check box, the system validates that the unit of
measure equals the hourly unit of measure that is defined on the Service
Procurement Installation Options page. If the unit of measure definitions
are not the same, the system displays an error message indicating that
overtime is permitted for hourly rates only.

Note. The Overtime Permitted check box may not be available if the requestor
has the role actio®P_ENFORCE_PROJ_ATTR and the default time template
on the project determines that overtime is not allowed.

Select the name of the person who approves timesheets that are
related to this requisition line. Initially defaults from the service
requester defaults, if they exist.

Note. The time approver must have one of the roles defined in
the SP_TIME_APPROVER role action.

Select the name of the person who is responsible for filling the requisition
line. Initially defaults from the service requester defaults, if they exist.

Note. The service coordinator must have one of the roles defined in
the SP_ SRVC_COORDINATOR role action.

Select if a candidate interview is required. Defaults from the
service/project role attributes.

Click to access the Suggest Vendor page, where you can suggest a
vendor who does not yet exist in the system.

The preferred vendors grid is hidden for users having a role defined for the
SP_HIDE _SOURCING_PG role action.

Services Supplier 1D

Source Type

Resource

Enter the name of the service supplier to whom you want to source the
requisition. This is an instruction page for the service coordinator.

Displays the source type from the following valudzimary,
Secondary, and Tertiary.

Select to indicate if the supplier is also a payroll resource.
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Source ONLY to Preferred  Select to indicate that the service coordinator should source this requisition
Vendors only to the suppliers defined on the requisition.

Note. This flag is only available if the requester is authorized to source
to preferred vendors on the Service Requester Defaults.

Buttons

Add Another Service Click to add another service requisition line.
Copy Current Service Click to copy the current service requisition line.
Delete Current Service Click to delete current service requisition line.

Go to Submit Requisition Click to navigate to the requisition checkout page where you can
submit the requisition for approval.

Entering Scoring Criteria

Access the Bid Factor by Requisition Line page.

On a resource based requisitions, the system defaults every bid factor with a Resource Service
type bid factor selected from the Bid Factor Mapping page.

Bid Factors by Requisition Line

Requisition 1D:

Line Humber: 1 Description:

Fersan 1D already in use,change the I1D or use MEXT for a systemn generated Person 1D

First 1-11 of 11

Ideal Ideal . ) )
Tupe uom Best Worst Text YesHo Weighting Display? [Required
Text

1 CANDIDATE e r ¥ +] =]
2 COMPETENCIES Mumeric 100 1 oo F b +] =]
3 ENDDATE Date |2003-12-3 200312 [ F ¥ +] =]
4 EXPENSES Yesito Mo x| 0.0 F ¥ +] =]
5 EXPERIENCE  Mumeric B i 10,01 F b [+]1 =]
B INTERVIEW Murmeric |4 0 10,01 r Y +] =]
7 RATE Monetary |20 10 10,01 r ¥ +]| =]
8 RESPONSETIME Mumeric 0 0 oo r b +] =]
9 STARTDATE  Date |2003-08-C 2003-08- 10,01 F ¥ +] =]
10 TELECOMMUTE Yes/No [ves =] 10,0 F v +] =]
11 TRAVEL YesMD [Mo =] 1o Py +] =

Service Request Page Weighting:  30.00000

Bid Factors by Requisition Line page
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Bid Factor Codes

Best andWor st

Ideal Yes/No

Weighting

Display
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Displays PeopleSoft Services Procurement bid factor codes that appear
by default from the Bid Factors page.

Note. You can add improvised bid factors, or modify existing bid
factors while you create your requisition. Improvised bid factors are
not predefined for PeopleSoft Services Procurement.

Enter the best and worst possible responses that a candidate can
answer for a particular question.

Enter the ideal response (yes or no) that a candidate can give
for a particular question.

Adjust the weightings of each bid factor to determine its level of importance.
For example, if the candidate start date is the most important qualification,
you might choose to weigh that bid factor more heavily than others.

Note. The total of all bid factor weightings must equal one.

Click the Question button to view the bid factor question that is associated
with the bid factor code. For example, if a bid factor code is experience,
the bid factor question that is associated with that code might be, “How
many relevant years of experience does the candidate have?”

Select to display the question to the supplier contact. If you do not
select this check box, the question is not visible.

Suggesting Vendors

Access the Suggest a Vendor page.

Vendor Name
Contract

Notify the Administrator

Enter the name of the preferred vendor.
Select to indicate that the supplier has signed the service agreement.

Select to send an email notification to the administrator that includes
the suggested vendor details. The administrator can elect to add
the vendor to the enterprise network.

Using the Requisition Checkout

Access the Requisition Checkout page.

124
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Create Requisition

@ Settings —p @ Find tems —p @ hodify Shipping — @ hodify Acoourtin

Requisition Name: |C ORSTRUCTION

Requlsmun Checkout

*Requester: |i.\;|:~1

[T 1 General Contractor

[T SelectAllf Deselect All

L M 2dd to favorites |E5hippingfﬁccnunting| '@Deletel

Q_ Kenneth Schumacher Priority:  [Mediur |

1of 1 |I|L=I't

1.0000 Each 50,000,000 50,000.00 3 (0

Total Amount:  50,000.00 USD

[T Save as Template

F Justification/Comments

Save & submit I ﬁ?ﬂaave & presiew appruvalsl )( Cancel reguisition I @Find maore items

Requisition Checkout page

Requisition Name

Requestor

Priority
Description

Shipping and Accounting

Comments

Save as Template
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Enter the requisition name.

Select the requestor of the service requisition

Note. You are only allowed to edit the requestor if you are authorized to request
on behalf of other users on the requester procurement user preferences page.

Select the priority of the service requisition. The default is medium priority.
Click the Description field to edit the service requisition.

Click the Shipping and Accounting button to update the shipping information.
The department defaults from the user preferences.

Click the Comments icon to add comments for the service requisition
line. Comments can be shown to the supplier if the Send Comment
to Vendor check box is checked.

If you have PeopleSoft eProcurement installed on your system with PeopleSoft
Services Procurement, and you have requisition lines for items, you can use
this check box to add the line as a catalog item to the template. However, if
you click this check box for a PeopleSoft Services Procurement requisition
line, you receive an error message since you can't add services to templates.
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Creating Deliverables Based Requisitions

This section provides an overview of deliverables requisitions and discusses how to create and maintain them.

126

Pages Used to Create Deliverables Based Requisitions

Page Name Object Name Navigation Usage
Services SPF_REQ_INFO_PG Services Procurement, Enter basic service
Create Requisitions requisition information.

Click the Services tab.

Activities by Requisition | SPF_REQLN_ACT Click the Services Activities| Associate the activities to be

link on the requisition. performed by the service
provider for this deliverabless
based requisition. This
defaults from the Activities
by Service page. This link
becomes available when
you select a deliverables
based service.

Bid Factors by Requisition| SPF_BDFTR_REQ_PG Click the Scoring Criteria | Adjust the weightings of
Line link on the Services page. | each bid factor to determine
its level of importance.
Currency Information EXCH_RT_DTL_INQ Click Currency Exchange | View the currency
Information link on the information and exchange
Services page. rate.
Suggest a Vendor SPF_SUG_VENDOR Click the Suggest Vendor | Enter vendor information for

link on the Services page. | anew vendor thatisn'tin
the system yet.

Creating Deliverables Based Requisitions

To create a deliverables based requisition:

1.
2.

Access the Create Requisitions page, add a requisition name.

Access the Create Requisitions - Services page.

Select a Service Type with a Service MethodDsliverable.

The system defaults job title, scope of work and competencies based on attributes associated with the service.
Enter a project, a required field.

The start and end date default from the project. If the project start date is in the
past, the current date defaults to the start date.

Because this is a deliverables based requisition, you must enter a price for the entire
deliverable rather than hourly rates.

The service coordinator and progress log approver are defaulted from Service Requester defaults.

The system provides the settlement options as a default from the service.
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See Also

Chapter 9, “Creating and M anaging Reguisitions,” Creating Service Resource Reguisitions, page 115

Chapter 7, “Managing Projects,” page 105

Associating Bid Factors to Deliverables Based Requisitions
Access the Bid Factors by Requisition Line page.

For deliverables based requisitions, the system provides bid factors as a default from Bid Factors by
Service, Bid Factors By Activity, Bid Factors by Item Category or from Deliverable Service type
flag on the Bid Factor Mapping page; the system eliminates duplicates.

Bid factors enables the supplier to indicate how much they charge for individual price components of the tota
project amount. You can include lines for each service that you are sourcing. The supplier answers all the bit
factor lines and questions associated to each bid factor code when bidding on the services requisition.

Bid factor weightings must equal 100. If you don’t ensure that your bid factors equal 100, the
system weighs each bid factor equally. When the service coordinator sources the requisition, they
can update the bid factor weightings on the Manage Sourcing page.

See Also

Chapter 10, “Managing Requisition Sourcing,” Managing Sourcing, page 143

Managing Activities by Requisition
Access the Activities by Requisition page.
For deliverables based requisitions, the system links activities for the service onto the

requisition. The supplier logs progress against these activities. Bid factors linked to these
activities appear on the Bid Factors by Requisition page.

The requestor can add activities if tAdow Add Activities check box is selected on the
Service/Project Role page. When activities are added to this page, their associated bid factors
are added to the Bid Factors by Requisition page.

Managing Service Requisitions
This section discusses how to:
* Manage requisitions.

* Review service requisition details.
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Page Name

Object Name

Navigation

Usage

Manage Requisition

PV_REQ_STATUS

Services Procurement, HomeéManage requisitions that

page, Manage Requisitions

are entered by the service
coordinator or requester.
You can review existing
service requisitions, edit
them, view their statuses,
cancel them, or access
related sourcing and work
order information.

Requisition Details

SPF_REQ_STATUS PG

Click the Edit Requisition
link on the Manage
Requisition page.

Use to edit a services
requisition.

Edit Requisition

SPF_REQ_INFO_PG

Click the linked job title on

the Requisition Details pags.

Edit arequisition.

Requisition History

SPF_REQ_HISTORY

Click the Requisition History
link on the Edit Requisition

page.

View the requisition status
by date.

Sourcing Selection

SPF_SOURCE_SELECT

Click the Sourcing Selection
link on the Edit Requisition

page.

Choose lines for sourcing.

Note. You only have accesg
to the sourcing selection
page if you are authorized t
source requisitions.

Sourcing Review

SPF_SOURCE_REVIEW

Click the Sourcing Review
link on the Edit Requisition

page.

Review the sourcing
relationship with the
supplier.

Note. You only have accesg
to the sourcing review page
if you are authorized to
source requisitions.

Requisition Schedule and

PV_REQ_APP_DTL_GRD

Click the Requisition

View the requisition

Distribution Schedule and Distribution | schedule and description.
link on the Requisition
Details page.

VAT Details REQ_INQ_DIST_VAT Click the VAT Use to view VAT

Details button on the
Requisition Schedule and
Distribution page.

calculations and informatio
for the selected schedule
or distribution.

Note. You only have accesg
to VAT information if the
Purchasing business unit h

enabled VAT on requisitions

and VAT is applicable for

=

as

]

the requisition.
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Page Name Object Name Lgh Navigation Usage
Requisition Cycle PV_REQ_CYCLE_PAGE ‘=l Click the Requisition | View the location of a

Requisitions or Requisition | life cycle.
Details pages.

Manage Approvals PV_APPR_MGR?2 Click the Manage Approvals Use to view requisitions by
link on the Requisition approval status.
Cycle page.

Requisition Approval StatusPV_REQ_APPROVAL Click the Approval Status | View the approval status
button on the Manage for a requisition.

Requisitions page.

Managing Requisitions

Access the Manage Requisitions page.

Manage Requisitions

Find a Requisition

Req HamelD: |

Requester: YEANCHEZ Q Date From: |09/12/2003 E Thru Date;  |11/18i2003 [5]

~* More Find Options

EnteredBy: | Q. POID: [ ShowStaus |Al -
Requisition Hame Bus. Unit Date Status

[ 0000000113 ooooooot13 usool 1101972003 gg[l\trigeed 10.00 USD \g@m

[ 0000000112 ooooooot1z  Us001 099232003 Approved 4,400.00 USD \‘g’_“gl@m

[ 0000000111 ooooooot1t  Us001 0992372003 gir:nigllaem 5,984.00 LSD \g@m

[» 0000000110 ooooooot1o Us001 092372003 geﬂm;ﬁate 9,856.00 USD \g“@“ﬁl

[ 0000000109 ooooooo1og  Us0o1 09232003 geﬂm;ﬁate 9,680.00 USD \g“@“ﬁl

[» 0000000108 oooooootos  Us001 09232003 geﬂm;ﬁate 5,884.00 USD \g“@“ﬁl

[» 0000000107 oooooootoy  Us001 092372003 geﬂm;ﬁate 9,856.00 USD \g“@“ﬁl

Create Mew Reguisition  Inguire Change Beguest  [nguire Receipts Beguisition Report

IIse this page to Review the status of your Reguisitions, EditiCancel Reguisitions, Make a Change Request, Receive a Purchase
ﬂ Order, or Return an ltem to the Wendor. To see the details of a specific Requisition, click on the Reguisition Mame link. If a
Purchase Order has heen created for & Reguisition, vou can view the Purchase Qrder infarmation on the details page.

PeopleSoft Proprietary and Confidential

Manage Requisitions page

The Manage Requisitions page is the central location for maintaining requisitions. Use the Search
and Sort features to streamline the search results for a requisition.

Requester Select a name to display requisitions that only this person enters.
Leave this field blank to display requisitions for all requesters for
whom you are authorized to purchase.

Cycle button on the Manage requisition in the requisition
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PO Number (purchase order) If you have PeopleSoft eProcurement installed, enter a purchase order
number to locate the requisition that is associated with that purchase
order. Purchase orders apply only to the commodity items (eProcurement
requisition lines). Service items are on the purchase order that is
generated by the work order, not the requisition.

Click the Requisition Cycle button to access the Requisition Cycle page,

|U| where you can view the requisition’s status in the requisition process.
,@ Click the Approval Status button to view the requisition’s approval status.
Click the Cancel Requisition button to access the Requisition Details

page, where you can cancel this requisition.

Note. You can create commodity items (with PeopleSoft eProcurement) and service items (with PeopleSoft
Services Procurement) on the same requisition. Each item has a separate line.

Reviewing Requisition Details

Access the Requisition Details page.

Requisition Details

Business Unit: US04 LIS001 NEW YORK OPERATIONS
Requisition: 0000000114
Date: 111952003 11:17AM

Rate |Line Total

1 Project Manager Approved a5.00 2620.00 LISD r_:l_':—' g £

Manage Reguisitions Reguisition Life Cycle Feguisition Schedule and Distribiution

Requisition Details page
Legend

Click the Sourcing Selection button to access the Sourcing Selection page, where you can source
the requisition to suppliers in the network.

Note. This button is available only to users who have one of the roles
defined for the role actiosP_SRVC_COORDINATOR.
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Eq Click the Sourcing Review button to access the Sourcing Review page,
where you can review information that is related to the suppliers to
whom the requisition has been sourced. For example, you can view
the number of bids that are submitted.

@.El Click the Work Order button to generate a work order for a requisition.

Note. This option appears only if the status of the work ordéfiised.

See Also

Chapter 13, “Managing Work Orders,” page 175

Chapter 5, “Implementing PeopleSoft Services Procurement Workflow,” page 87

Chapter 10, “Managing Reguisition Sourcing,” page 133
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CHAPTER 10
Managing Requisition Sourcing

This chapter provides an overview of sourcing and discusses how to:

» Source requisitions.

* Manage sourcing.

Understanding Sourcing

This section lists prerequisites and discusses services sourcing.

Prerequisites

Before you can source a requisition, the following conditions must be met:
* The requisition must be approved.

» Suppliers must be defined for the Business Unit supplier network.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Configuring
the Supplier Network, page 74

Services Procurement Sourcing Rules

Services Procurement sourcing rules enable the service coordinator to send approved requisitions to
suppliers who are best qualified to fill a requisition. When service requisitions are entered and approved,
service coordinators can source the requisitions using pre-defined sourcing rules.

Services Procurement sourcing rules enable you to define suppliers by different attributes to
streamline the sourcing process. Suppliers can be defined by region to ensure that you hire only
service providers who are located near you to minimize travel costs.

Suppliers who are resource based can be defined by service type. This enables you to define which
suppliers provide the best candidates for a particular service type. To further refine the resource
based supplier list, you can define suppliers by region and service type.

Suppliers who are deliverables based can be defined by service/project role. This enables you
to define which suppliers provide the best service. To further refine the deliverables based
supplier list, you can define suppliers by region and service.
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On the Services Procurement business unit, you can determine which sourcing rule takes
precedence, the region or the service/service type. If you select region, the system looks first
for suppliers who match the region and service/service type, then for suppliers matching that
region, the service/service type and lastly suppliers by business unit.

You can also use bid factor criteria to determine the top bid submittals for a particular requisition.
You can source requisitions to both internal and external suppliers.

PeopleSoft Services Procurement provides supplier metrics to help score, analyze, and compare
suppliers based on various aspects of the requisition life cycle. Use supplier scoring to
determine the best suppliers to satisfy requisition requirements.

See Also

“Preface,” page xxXiii

Chapter 18, “Supplier Scoring for PeopleSoft Services Procurement,” page 295

Sourcing Requisitions

134

This section provides an overview of the requisition sourcing process and discusses how to:
* View the worklist.

» Source requisition requirements.

» Adjust bid factor weightings.

» Reassign approved requisitions.

Understanding the Requisition Sourcing Process
Here is an overview of the process for sourcing a requisition:
1. Access the Worklist page.
Click the link for the requisition ID that you want to source.
2. Access the Sourcing Selection page.
Select approved requisitions to source to suppliers that are listed according to the sourcing rules.
3. Access the Reassign Requisition page.

If the requisition line should be sourced by someone else, you can reassign it to the appropriate service
coordinator. The system creates a worklist entry for the new service coordinator.

Note. You can access this page only if your system administrator gives you the
proper permission to reassign requisitions.

Note. You can only reassign a requisition before you source it to a supplier.

4. Click the Bid Factor Weighting link on the Sourcing Selection page to access the Bid Factor Weighting page.
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Use this page to adjust your bid factor weightings for a specific requisition.

5. Click the Rules by Requisition Lines link on the Sourcing Selection page to access
the Sourcing Rules by Requisition Lines page.

Use this page to change the sourcing preferences on the requisition.

Note. You can access this page only if your system administrator gives you the proper permission

on the service coordinator defaults page. Changing information on the Sourcing Rules by Requisition
Lines page overrides all previously defined sourcing to preferred suppliers, and it also refreshes

and filters a new list of suppliers that meet the new sourcing preferences.

6. Click the Submit button at the bottom of the Sourcing Selection page to submit
requisitions to the selected list of suppliers.

Note. Clicking the Submit button triggers a PeopleSoft Strategic Sourcing event.
All bid factors are associated with this event.

7. Access the Sourcing Review page.
Review the list of suppliers to whom you have sourced the requisition.
8. Access the Sourcing History page.

View the history for individual suppliers.
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Pages Used to Source Requisitions

Chapter 10

Page Name Object Name Navigation Usage
Worklist WORKLIST Home, Worklist Locate approved requisitigns
for sourcing using the
worklist filter sPro Approved
Requisition.
Sourcing Selection SPF_SOURCE_SELECT From the Worklist page, clickEnter sourcing requirements.

the link that corresponds with

the requisition 1D that you
want to source.

Job Summary

SPF_REQ_SUMMARY_PG

Click the linked requisition
number.

Provides a summary of the
requisition job requirement

Activities by Requisition

SPF_REQ_ACT

Click the Activities by
Requisition link from the
Sourcing Selection page.

View activities defined for &
requisition. You can add
activities only if the service
on the requisition ha&llow
add activitiesselected.

Note. The Activities by
Requisition link is only
displayed for deliverables
based requisitions.

Bid Factor Weighting

SPF_BDFTR_WEIGHT

Click the Bid Factors
Weighting link on the
Sourcing Selection page.

Adjust the bid factor
weightings for a specific
requisition.

Sourcing Rules by
Requisition Line

SPF_SRCRULES_REQ

Click the Sourcing Rules
by Requisitions link on the
Sourcing Selection page.

If you have the proper
permission, change the
sourcing preferences for
the requisition.

Re Assign Requisition Ling

SPF_SRC_REASSIGN

Click the Re-assign link from

the Sourcing Selection page

Reassigns a requisition
line to a different service
coordinator.

Sourcing Review

SPF_SOURCE_REVIEW

Click the Sourcing Review
link on the Sourcing
Selection page.

Review sourcing
requirements.

Sourcing History

SPF_SOURCE_HISTORY

"@ Click the Sourcing
History button on the
Sourcing Review page.

Review sourcing history.

Manage Sourcing

SPF_SRC_MANAGE_PG

Services Procurement,
Review and Source
Requisitions

Review requisitions and
source them to suppliers.
Check incoming and
outgoing bids, generate
work orders, view the
requisition lifecycle or
cancel arequisition.
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Viewing the Worklist
Access the Worklist page.

Link Click the link that corresponds to the requisition ID that you want to source

using the worklist filtersPro Approved Requisition. Clicking this link opens
the Sourcing Selection page, where you can source the requisition.

Sourcing Requisition Requirements

Access the Sourcing Selection page.

Sourcing Selection

Business Unit: usno1 15001 MEW YORK OPERATICMS  Requisition ID: 0000000084 Line Number: 1

Activities By Reguisition  Bid Factar YWeidghting Sourcing Rules by Reguisition Ee Assign

Select Sourcing Suppliers Customize | Find | “iewe &1 | B First [+] 1-5cf 5 [+ Last

Supplier Information Additional Information

Yendor Hame Source Type (Provider Contact Hotification Method
[T USADOODD35  Wings Construction  Primary [CONMIE @ Contact, Connie [Ermail andworkiist =]
[T USADOODD37  Anderson Consulting Primary oMoy Q. Contact, Cindy [\workList Only =]
" USADOODDG4  B28 Solutions Secondary  |CHRISTIE O Contact, Christie [Email andwiorkiist =]
" USADOOD0Z3  Firm Solution Primary [CONMOR @ Contact, Connar [\workList only =]
[T USAD000026 Landscape Company Primary WO\ Contact, Cory |WurkList0nly j
[T SelectAll [ Primary [~ Secondary [ Tertiary [ Internal

Submit |

Manade Sourcing
Sourcing Selection page

Supplier Information

Source Type Indicates whether the supplierlisternal, Primary, Secondary, andTertiary.
Provider Contact Displays the provider contact name and ID.
Notification Method SelectEmail and Worklist to send an email notification along

with the worklist orWorklist Only.
Additional Information

Sourcing Status Displays the sourcing stat@urced or Unsourced.

Selection Level View the Vendor Selection level values.

Options for resource based requisitions Begion Service Type, Service
Type, Region, Preferred, or Supplier Network.
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Options for deliverable based requisitions &egjion Service , Service,
Region, Preferred, or Supplier Network.

Note. The selection level indicates the level from which the supplier is
selected. Selection levels are only visible for unsourced lines.

Contract Indicates whether the supplier has a contract.

Note. This field only appears if service contracts are enabled on the Services
Procurement Installation Options andiiiclude all Contract Suppliers
is selected on the Services Procurement business unit.

=3 Click the Score Analysis button to view the analyzed score.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up
Suppliers by Service Type and Region, page 77

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Configuring
the Supplier Network, page 74

Activities by Requisition

Access the Activities by Requisition page.

Activities by Requisition

* Sourcing History

Business Unit: L5001 L5001 MEYY YORK CPERATICNS  Requisition ID: 0000000084 Line Number: 1

-petaits

Project BU Js0o US001 NEWW YORK OPERATIONS  Project: SALES_OFFICE Build Mew York Sales

Service Type: COMST Construction Services Department: 10000 azﬂ:nean Resources

Service: GEMERAL_CONT Administrative Assistant Location Code: 1US001 LISA - Mew vork

Service Method:  Deliverable Start Date: 06r30/2003

Joh Title: General Contractar End Date: 1213172004

Scope of Work: The general cantractor will manage all aspects of building the new structure. He will manage all sub-contractars an
the project.

Activities Customize | Find | “iewe &1 | | First E 1cf 1 |E| Last

|_ *Activity Description ’_’_
1 Q (=]

Save |

Activities by Requisition page
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Activities added to the requisition can be added to the work order. The service provider
contact can record progress against these activities.

Select a service Activity and click the Save button. Click the

Note. You can only add activities if the service on the requisition Akkew add activities selected and the
requisition is for a deliverables based service. You can not add activities after the requisition has bee sourcec

Adjusting Bid Factor Weightings
Access the Bid Factor Weighting page.

Bid Factor Weighting
Business Unit: 15001 LIS001 MEW YORK OPERATIONS  Requisition ID: 0000000113 Line Number: 1
Project BU L5001 Us001 NEW YORK OPERATIONS Project: gooooootty Payahle Documentation
Senvice Type: DEY Development Department: 10000 Human Resources
Project Role: PROJ Administrative Assistant Location Code: US001 LISA - Mewr Yark
COMSULTANT
Service Method: Resource Start Date: 01r/0152004
Job Title: Consultant - WiLA End Date: 0173152004
Scope of Work:  Create Web-base Learning Assistant

Bid Factor Weighting page (page 1 of 2)

Customize | Find | iew Al | o First (4] 1.10 of 10 [ Last
r Bid Factors T Bid Factar Attributes

*Bid Factor Code *Description *Comment Text *Bid Factor Type (Weighting

1 |COMPETEMCIES ~ C |COMPETEMCIES |On a scale of 1 - 100, how do the candidates 3 [Numeric =] | 10.00000
2 |E}{PERIENCE &} |Years of experien |H|:|w many relevant yvears of experience does j |Numeric j | 10.00000
3 INTERMVIEW Q. [INTERVIEW [iwhat was the candidates interview score? | [Numeric  >| | 10.00000
4 [EMNDDATE @, [ENDDATE [what is the End Date? 1 | Date x| | 10.00000
5 |RATE Q. |RaTE [iwhat is the rate? 1 |Monetary | | 10.00000

B |[RESPOMSETIME  © |RESPONSETIME [ihatwas the response time in days? 1 |Mumeric | | 10.00000

7 |STARTDATE Q, |STARTDATE [hat is the start date? 1 | Date x| | 10.00000

8 [TELECOMMUTE ~ © [TELECOMMUTE  |is the candidate willing to telecommute? =1 |vesimio x| | 10.00000

9 [TRAVEL Q, [TRAVEL |I5 the candidate willing to travel? =1 |vesmio x| | 10.00000

O 3 O A Y S R R R
[0 00 00 00 [0 D] 0] 0] [0 [

10 [EXPENSES Q, [ExPENSES |Are expenses included in the rate? =1 |vesimio x| | 10.00000

Sourcing Selection

Save | Weighting: 100.00000

Bid Factor Weighting page (page 2 of 2)

Comment Text View the bid factors that are associated with a specific requisition.
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Weighting Adjust the weightings of each bid factor to determine its level of importance.
For example, if the candidate start date were the most important qualification,
you would weigh that bid factor more heavily than others.

Note. The total of all bid factor weightings must equal 1.

Managing Sourcing Rules by Requisition Line

Access the Sourcing Rules by Requisition Line page.

Sourcing Rules by Requisition Line

* Sourcing History

Business Unit: Usom US001 NEW YORK OPERATIONS  Requisition ID: 0000000106 Line Number: 1
-oetaits
Project BU LS00 15001 NEW YORK OPERATIONS  Project: LAMDSCARING  Landscaping

Service Type: LNDSCP Landscaping Services Department: 10000 Human Resources
Service: LAWN_CARE Administrative Assistant Location Code: 115001 LUSA- Mew Yark

Service Method:  Deliveralle Start Date: 0882003

Job Title: Lawn and Plant Care End Date: 1253172004

Scope of Work: Mo and edage lawn an a reqular basis

Rules Based Sourcing

Preference Rule: © Region ' Service/ServiceType Score: 0.00

Minimum: 1 Maximum: 5

Save |

Sourcing Selection Fage

Sourcing Rules by Requisition Line page

If the sourcing engine returns too many rows, you can access this page to refine your search. You can
only access this page if you have the permissions on the service coordinator defaults.

Preference Rule Select Region to indicate that it's more important to select suppliers within the
same region or Service/Service Type to indicate that it's more important to
select suppliers that provide the right service or service type.

Minimum Enter the minimum number of suppliers to find using the sourcing rules.
Maximum Enter the maximum number of suppliers to find using the sourcing rules.
Include All Contract Click to include all suppliers that have an existing contract for the desired role.
Suppliers

Note. This check box is only available for resource based requisitions.
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Save Click to save to save changes. Upon clicking the Sourcing Selection page
link, the sourcing engine runs again using the new parameters.

Reassigning Requisition Lines

Access the Re Assign Requisition Line page.

Re Assign Requisition Line

* Sourcing History

Business Unit: LIS 5001 MNEW YORK OPERATIONS  Requisition ID: 0000000024 Line Number: 1

[

Project BU LIS001 5001 MEW YORK OPERATIONS  Project: SBALES_OFFICE Build Mew York Sales

Service Type: CONST Construction Services Department: 10000 gzﬂ:nean Resources

Sernvice: GEMERAL_CONT Administrative Assistant Location Code: US001 USA - Mew Yark

Sendce Method:  Deliverable Start Date: 063002003

Job Title: General Contractar End Date: 1213172004

Scope of Work: The general contractor will manage all aspects of huilding the new structure. He will manage all sub-contractors on
the project.

Select a Service Coordinator

*Sensice Coordinator: 10058 Q Wine, Georgia
Save Cancel I

Manage Soudrcing

Re Assign Requisitions Line page

Service Coordinator Select a service coordinator to reassign the lines.

Viewing the Sourcing Review

Access the Sourcing Review page.
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Sourcing Review

* Sourcing History

Business Unit: Us001 LUS001 NEW YORK OPERATIONS  Requisition ID: 0000000106 Line Humber: 1
-poetaits |
Project BU Us001 US001 NEW YORK OPERATIOMNS Project: LANDSCARPIMNG  Landscaping

Service Type: LNDSCP Landscaping Services Department: 10000 Human Resources
Senvice: LA _CARE Administrative Assistant Location Code: 115001 1JSA - Mew York

Senvice Method:  Deliverable Start Date: 0871812003

Joh Title: Lawn and Plant Care End Date: 1203172004

Scope of Work:  Mow and edge lawn on a regular basis

Sourcing Review Customize | Find | View &1 | B8 First (] 1.2002 [F] Last
Yendor 10 Yendor Hame g::;_::fw Provider Contact Sourcing Date Ho. of Submittals
1 LISAD000026 Landscape Company 1 Contact, Cary 08M 952003 2:38FM D @
2 J5A0000035 Wings Construction 1 Contact, Cannie 08M9r2003 2:38FPM 0 @
Manade Sourcing  Sourcing Selection
Sourcing Review page
No. of Times Sent View the number of times this vendor has been sourced for this requisition line.

No. of Submittals View number of bids from the supplier.

Viewing the Sourcing History

Access the Sourcing History page.
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Sourcing History

Requisition ID: 0000000101

Line Number:

US001 HEW YORK OPERATIONS
Infarmation Technology

Hardware Enginear

Business Unit:  US001

Project BU Lson

Service Type: IT

Project Role: HARDWARE
Sendce Method: Resource

Job Title: Hardware Engineer
Vendor ID: USAN000044
Scope of Work:

1

The hardware engineer is responsible far ensuring the hardware used far the financials integration project is stahle
and always available. MNightly hackups should he performed

¥ Sourcing History

Submitted Byz  \Wine, Georgia

Project: FIMNINTPROJ Financials integration

Department: 10000 Human Resaurces

Location Code: L5001 LISA - Mew Yok
End Date: 1273172004
Start Date: 08M 172003

Yendor Name: Manpower

1 Dons, Kevin

Manage Sourcing

Sourcing Selection Sourcing Review

Submit Date

081172003 4:35PM

Sourcing History page

The sourcing history includes the service coordinator that submitted the requisition to be sourced,
the vendor contact, the notification method and submit date.

Managing Sourcing

This section discusses how to manage sourcing.
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page Used to Manage Sourcing
Page Name Object Name Navigation Usage

Managing Sourcing

SPF_SRC_MANAGE_PG

Services Procurement,
Review and Source
Requisitions

View all the suppliers to
whom a requisition was
sourced; source a requisitid
to multiple suppliers.

Sourcing Review

SPF_SOURCE_REVIEW

E'q Click the Sourcing
Review button on the
Sourcing Selection page.

Review sourcing
requirements.

Sourcing History

SPF_SOURCE_HISTORY

! E Click the Sourcing
History button on the
Sourcing Review page.

View sourcing history.

Sourcing Selection

SPF_SOURCE_SELECT

@E Click the Sourcing
Select button on the Manag
Sourcing page.

Enter sourcing requiremen

)

Incoming Bid Summary

SPF_CLI_BID_IN

Fulfill Job Requisitions,
Maintain Communications

'ﬁlﬂ' Click the Supplier
Communications button on
the Manage Sourcing page.

View client incoming bids.

Requisition Life Cycle

PV_REQ CYCLE_PAGE

u Click the Requisition
Life Cycle button on the
Manage Sourcing page.

View the requisition life
cycle.

Work Order Details

SPF_WO_REQ_VEN_DT

@E Click the Work Order
button on the Manage
Sourcing page.

View or create the related
work order.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up Business Units, page 25

Managing Sourcing

Access the Managing Sourcing page.

144
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Manage Sourcing

Search Criteria

Business Linit: a3 Requisition ID: Requisition Status:l "'l
Requester: Q Project: Q
Date From: [34] Through Date: [34) Search |

LS00 ooooooot 39 Sanchez, Yolanda Sourced FIMNIMNTPRO 10i222003 By &8 'ﬁi (b X
US001 0000000136 1 Sanchez, Yolanda  Sourced LANDSCAPING  11imir003  £7 65 &% 0 X%
Ls001 00oooont 35 1 Sanchez, Yolanda Approved FIMIMNTPRIO 10i2172003 B [ X
Ls001 oooooont 31 1 Sanchez, Yolanda Approved FINMIMNTPROU 1002072003 i) [ X
LS00 0ooooont12 1 Sanchez, Yolanda Approved ooooooot1y 01/01/2004 Ta) (& ] x
Us0m 0ooooonog9 1 Sanchez, Yolanda Approved ooooooo118e 01/01/2004 i) 0 x
Ls0m 000ooon1os 1 Sanchez, Yolanda Approved ooooooo118 01/01/2004 ia) (& ] x
5001 0000000107 1 Sanchez, Yolanda  Approved noooooaiig 0140172004 i) 0 X
LUS001 0000000106 1 Sanchez, Yolanda Sourced LAMDSCAPING  08/18/2003 Ex &8 & O X
US001 0000000103 1 Sanchez, Yolanda  Approved FIMINTPROJ 0gi11/2003 i) 0 X

Manage Sourcing page

The Manage Sourcing page is the central location for maintaining requisitions that need to be sourced
and filled. Use the Search and Sort features to streamline search results. After you access the Manage
Sourcing page, proceed to the roster area, where you can access the Sourcing Selection page or
review sourcing requirements. You can also cancel requisitions here.

Eq Click to access the Sourcing Review page.
‘ﬁEI Click to access the Sourcing Selection page.
Iﬁ'ﬁ Click to access the Supplier Communication pages.
u Click to access the Requisition Life Cycle page.
@,EI Click to access the Work Order Detail page.
x Click to cancel the selected requisition.
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CHAPTER 11
Submitting and Managing Bids

This chapter provides an overview of the bid process for suppliers and discusses how to:

» Submit candidates for resource requisitions.

Submit bids for deliverables based requisitions.
* View incoming bids and create bid responses.
* View outgoing bids.

* Manage service providers.

Understanding the Requisition Bidding Process

In PeopleSoft Services Procurement, the requisition bidding process enables suppliers to collaborate and
communicate with service coordinators to successfully match qualified bids with open service requisitions.

Requisitions can be either resource or deliverables based. If the requisition is resource based,
the supplier submits a candidate to fill the requisition. If the requisition is deliverables based,
the supplier submits a proposal for filling the requisition.

PeopleSoft Services Procurement enables your suppliers to:

» Review sourced requisitions.
Submit bids.

* Review incoming and outgoing bid information.

* View bid history.
e View interview schedules.

* Manage service providers.
The basic task flow of the requisition bidding process for suppliers is as follows:

1. Access the Supplier Sourcing Review page to review requisitions that were sourced
to the supplier for consideration.

2. Use the Submit Bid page to submit bids that meet requisition requirements.

3. After the supplier submits a bid to the service coordinator for review and the service coordinator respond:
the supplier uses the Incoming Bid Summary page to view the bid response from the service coordinator.

4. The supplier uses the Supplier Bid Response page to respond to the service coordinator.
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Note. Negotiation between the supplier and service coordinator is typically an ongoing process. Once
the service coordinator chooses the actol Requisition, a break in communication occurs. This
action officially ends the bid process between the service coordinator and the supplier.

5. Access the Service Provider Roster page to manage service provider information.

See Also

“Preface,” page xxXiii

Prerequisites

A requisition must be sourced to the supplier before they can submit a bid.

Submitting Candidates for Resource Requisitions

This section discusses how suppliers:
» Submit candidate information for resource requisitions.

» Create candidate profiles.
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Pages Used to Submit Candidates for Resource Requisitions

Page Name

Object Name

Navigation

Usage

Supplier Sourcing Review

SPF_SOUR_REVIEW_SP

Fulfill Service Requisitions,
Review Reqs/Submit Bids

Review requisitions source
to the supplier.

Submit Bid

SPF_SUBMITAL_PAGE

{:? Click the Submit
Another Bid button on the
Supplier Sourcing Review

page.

Submit candidate
information.

New Candidate

SPF_CANDIDATE_SEC

Click the Create Candidate
button on the Submit Bid

page.

To submit a candidate
who is not yet profiled in
the system, create anew
candidate profile.

Resume Attachments

SPF_RESUME_ATTACH

ﬁ Click the Resume
Attachment button on the
Submit Bid page.

Attach the candidate’s
resume to the bid.

Currency Information

EXCH_RT_DTL_INQ

Click the Rate Detail link on
the Submit Bid page.

View currency conversion
information.

Bid Attachments

SPF_BID_ATTACH

Click the Add Attachment
link on the Submit Bid page

Upload attachments to bid.

Sourcing History

SPF_SOURCE_HISTORY

A

Click the View History
button on the Supplier
Sourcing Review page.

View sourcing history.

Comments

PV_SP_REQ COMMENTS

Clickthe Comments

button on the Supplier
Sourcing Review page.

Use to view comments
associated with the
requisition.

Note. Comments are only
visible if the requester has
selected the option to send

the comments to the vendo

Submitting Candidate Information for Resource
Based Requisitions

Access the Submit Bid page.

&

Create Candidate

Click to attach a resume for the candidate.

Note. The supplier must select an existing candidate or create a new
candidate profile before attaching a resume.

to

Click to create attributes and establish competencies for a new candidate.
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Note. This button is active only after the supplier selects the Submit
New Candidate radio button at the top of the page.

Enter Bid Information

L ocation Enter the vendor location to determine the bidding currency. If
the vendor location currency is setbefault then the Purchasing
business unit currency is used.

Action Displays theSubmit action by default. Additional actions are available
only after the supplier submits a candidate.

Note. The supplier must answer each bid factor question at the bottom of the submit bid page before
submitting a candidate. Bid factor weightings affect the final score of the candidate.

Note. After the supplier submits the first candidate, they can submit additional candidates for
the requisition until they reach the maximum number of submittals.

If the system supports vendor rate breakdown, the supplier may enter the pay rate, fixed cost,
markup, and third party markup. The sum of the rates is the bid rate.

Pay Rate Enter base rate for the service provider.

Fixed Cost Enter fixed overhead rate.

Vendor Markup Enter the markup rate for the vendor.

Third Party Markup Enter third party markup rate, if any.

Third Party Vendor Enter third party vendor name. This is required if you enter a third party markup.

Note. You define the Pay Type field labels on the Services Procurement Pay Types page. Pay type
fields are only visible if they are enabled on the Services Procurement business unit.

Create Candidate Profiles

Access the New Candidate page.
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Submit Bid
 Hiring Reguirements
Requisition ID:  Line: Sendce Coordinator: Start Date: End Date:
ooooooot o1 1 Wine, Geargia 08¢ 152003 1273172004
Location: Project Role:
L5001 Alberta - Canada HARDWARE Hardware Enginear
Litilization®a: Interview Required: Telecommute: Travel Required:
100 Mo fes Mo
Competencies Required: Scope of Work:

Anahtical thinking, tearmwaork

;l The hardware engineer is responsible for ensuring the
;I hardware used for the financials integration project is stable ;I

i

Existing Candidate

' Submit Existing Candidate

Service Provider:

froo&o

Q Mandy, Sarah

New Candidate

" Submit New Candidate

Create Candidate

Submit Bid page (page 1 of 3)
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Location
Action:

Pay Rate:
Fixed Cost:

Vendor Markup:

Yendor Rate:

Rate:

Comment:

Third Party Markup:

0 L pain

ooot

7500
10000
200
300

235.00

235.00

Submit

IS0 MHR

IS0 MHR

IS0 MHR

IS0 MHR

UsD

S0

nter Bid Information

ar 1429 9%
or Po.oo g 3rd PartyVendor:

Rate Detail

Work Hr

Find First El 1-7cf 7 II' Last

match?

Cnascale of1- 100, how do the candidates competencies

=
=

possess?

Howy many relevant years of experience does the candidate

K

Submit Bid page (page 2 of 3)
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Chapter 11 Submitting and Managing Bids
\hat is the End Date? -] 1273102004 5
What is the start date? | 081112003 [5
[
|5 the candidate willing to telecommute? ;l Yes -
|5 the candidate willing to travel? ;I Mo -
Are expenses included in the rate? ;I Iﬁ
Add Attachrments
Submit |

Submit

Role

Competency

Years

Travel

Telecommute

Bid page (page 3 of 3)

Identify the main role of the new candidate.

Experience

Identify the main skills associated with the new candidate.

Identify the number of years of experience for the new candidate.

Select if the candidate is willing to travel.

Select if the candidate is willing to telecommute.

Note. If a candidate is chosen to fill the requisition, the system administrator must add that person
as a service provider on the User Profile Setup page. Then the candidate has a user name and

password and can log in to the system to enter time and expenses.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up Users, page 63
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Submitting Bids for Deliverables Based Requisitions

154

Pages Used to Submit Bids for Deliverables Based Requisitions

Page Name

Object Name

Navigation

Usage

Supplier Sourcing Review

SPF_SOUR_REVIEW_SP

Fulfill Service Requisitions,
Review Reqs/ Submit Bids

Review requisitions source
to suppliers.

Submit Bid

SPF_SUBMITAL_PAGE

Click the Submit Bid button
on the Supplier Sourcing
Review page.

Submit bid.

Currency Information

EXCH_RT_DTL_INQ

Click the Rate Detail button
on the Submit Bid page.

View currency conversion
information.

Bid Attachments

SPF_BID_ATTACH

Click the Add Attachment

link on the Submit Bid page.

Upload attachments to bid.

Sourcing History

SPF_SOURCE_HISTORY

Click the View History
button on the Supplier
Sourcing Review page.

View sourcing history.

Comments

PV_SP_REQ _COMMENTS

Click the Comments button
on the Supplier Sourcing
Review page.

Use to view comments
associated with the
requisition.

Note. Comments are only
visible if the requester has
selected the option to send
the comments to the vendo

to

I

Submitting Bids for Deliverables Based Requisitions
Access the Submit Bid page.
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Submit Bid
* Hiring Requirements
Requisition ID: Line: Senice Coordinator: Start Date: End Date:
nooooon113 1 Wiine, Geargia 1111952003 1152052003
Location: Service:
Lo Alherta - Canada GEMERAL_COMT General Contractar
Total Amount: currency:
10.00 UsD
Competencies Required: Scope of Work:
ldentify resources to assist, Courteous & empathetic, Ability ﬂ The general contractor rmanages the project from beginning ﬂ
to prioritize tasks, Tearmwaork and cooperation, Team j phases through completion. Warks with sub-contractars to ﬂ

nter Bid Information

Location 01 Main

Action: aom Submit

Proposal Amount; 75.00 UsD Rate Cetail

Proposal Amount in Req Cur: Ta.00 LISD wWork Hr

Total Amount on Requisition: 10.00 uso

Comrment:
B
| -

Submit Bid (page 1 of 2)

PeopleSoft Proprietary and Confidential 155



Submitting and Managing Bids Chapter 11

Bid Response
Howe many electrical boxes will you install? j 300
B
What is the rate for a Wyire box? j ’35—
]
Wihat is the rate per sguare foot far foundation? -] ’45—
]
What is the costto frame the foundation®? j W
]
wihiat is the costto frame the building extetior? B 30000
]
What is the rate per linear foot for framing? ﬂ ’50—
B
wihiat is the costto install the plumbing pipes? B (20000
-]
WWhat is the rate for Plumbing 7 i ’F
| —————————
add Aftachrnents

Submit Bid (page 2 of 2)

Enter Bid Information

L ocation Enter the vendor location to determine the bidding currency. If
the vendor location currency is setbefault then the Purchasing
Business unit currency is used.

Action Displays theSubmit action by default. Additional actions are
available only after you submit the bid.

Proposal Amount Enter the total proposal amount for the entire deliverables requisition.

Note. Rates and quantities entered in any bid factor responses do
not need to total up to the proposal rate.
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Submitting and Managing Bids

Viewing Incoming Bids and Creating Bid Responses

This section discusses how suppliers:

* View incoming bid information.

» Create supplier bid responses.

Pages Used to View Incoming Bids and Create Bids

Page Name Object Name Navigation Usage
Incoming Bid Summary - | SPF_SUP_COM_IN Fulfill Service Requisitions, | View incoming bids.
Inbox Maintain Bids

Supplier Bid Response SPF_SUP_BIDRSP1

.‘_
'ﬁ"' Click the Create Bid
button on the Incoming Bids
Summary - Inbox page.

Create bid.

Currency Information EXCH_RT_DTL_INQ

Click the Rate Detail button
on the Submit Bid page.

View currency information.

Bid History SPF_BID_HISTORY

Fulfill Service Requisitions,
Bid History

A

Click the Bid History
button on the Incoming Bid
Summary page.

View bid history.

Interview Schedule SPF_INTERVIEW_SCHD

Click the Interview Schedulg
button on the Incoming Bid
Summary page.

» View interview schedules.

Viewing Incoming Bids

Access the Inbox page.
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Inhoz

Quthox

Search Criteria

Requisition ID:
Date From: 10M4i2000 ] Through Date: 11/18/2003 El Search |

Candidate: Q

Incoming Communication

1 Mandy, Sarah 0000000111
2 Mandy, Sarah ooooooot11o
3 Mandy, Sarah Qooooond o
4 Mandy, Sarah Qooooaod oo
A Mandy, Sarah 0oo0o0no9g
6 Mandy, Sarah 000ooooneg
7 Provider, Pello 0000000096
8 Provider, Peg 0000000096
9 Provider, Paula 0000000095

10 Makamura, Traci 0000000085

First [ 110 o 13 O Last

Qffer Position 75.00 USD 100972003 4:46FM \Wine, Georgia  ©% 3]

Decline 75.00 USD 10/09/2003 4:46PM Wine, Georgia  @% ] a&?
Decline 75.00 USD 100872003 3:56PM Wine, Georgia @5 ] Be
Decline 75.00 USD 100972003 3:55PM Wine, Georgia &% 3] Be
Decline 48.00 USD 08M1/2003 5:20PM Wine, Georgia &5 J3] B
Offer Position 75.00 USD 10/09/2003 3:55PM \Wine, Georgia o5 &) B &%
Schedule Intendew 5000 USD 08M1/2003 517PM Wine, Georgia &5 3] e
Scheduls Interdew  45.00 USD 08/11/2003 5:16PM \Wine, Georgia 95 &) B &%
Scheduls Interdew  42.00 USD 08/11/2003 5:15PM \Wine, Georgia o5 &) Bl &%
Fill Requisition 50,00 USD 08/12/2003 1:52PM ‘\Wine, Georgia o5 & B &%

Inbox page

Req 1D (requisition ID)
Reg Line (requisition line)
Last Action

Rate

Amount

158

View the requisition ID.
View the requisition line.
View the action of the incoming bid.

View the rate of pay established for the incoming bid for a
resource based requisition.

View the amount established for the incoming bid for a
deliverables based requisition.
Click the Create Bid button to enter a bid for the selected requisition.

Click the Bid History button to view the bids to the selected requisition.

Click the Interview Schedule button to access the Interview Schedule page.

Note. The Interview Schedule button appears on the Incoming Bid Summary
page only if the service coordinator has scheduled an interview for the bid.

Click the End Communication button to automatlg generate a bid response
that ends the communication regarding the particular bid. Once communication
has been ended, it is no longer possible to consider that bid for that requisition.
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Submitting and Managing Bids

Viewing Outgoing Bids

This section discusses how to view outgoing bid information.

Pages Used to View Outgoing Bids

Page Name

Object Name

Navigation

Usage

Outgoing Bids

SPF_SUP_COM_OUT

Fulfill Job Requisitions,
Maintain BidsC lick the
Outgoing Bids tab.

View outgoing bids.

Bid History

SPF_BID_HISTORY

Fulfill Service Requisitions,
Bid History Click the View
History button on the
Outgoing Bid Summary

page.

View bid history.

Interview Schedule

SPF_INTERVIEW_SCHD

Click the Interview Schedulé
button on the Outgoing Bid

» View interview schedules.

Summary page.

Viewing Outgoing Bid Information
Access the Outgoing Bids page.

A

See Also

Click the Bid History button to view the bids to the selected requisition.

Click the Interview Schedule button to access the Interview Schedule page.

Note. The Interview Schedule button appears on the Outgoing Bid Summary

page only if the service coordinator has scheduled an interview for the bid.

Chapter 5, “Implementing PeopleSoft Services Procurement Workflow,” page 87

Chapter 12, “Reviewing and Awarding Bids,” page 161

Managing Service Providers

This section discusses how suppliers use the Service Provider Roster to manage service providers.
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Pages Used to Manage Service Providers

Chapter 11

Page Name

Object Name

Navigation

Usage

Service Provider Roster

SPB_PROV_ROST PG

Fulfill Service Requisitions,
Manage Service Providers

Review and update service
provider information.

Manage Time/Expense
Sheets

SPA_MANAGE_TE

Click the timesheet History
button on the Service
Provider Roster page.

View timesheet history.

Managing Service Providers

Access the Service Provider Roster page.

Service Provider Raoster

Unit: LS001

Dimensions: Department Manager Project PO Supplier

Date Range:

0112003 To 010152004

._
L R |
T I

Provider Count

o
I

-
Heaiquar‘ter*i

Information Services —

Department Headcount

Department

| First E 1-Zof 2 |E| Last

Department

Headguarters
Information Services

Provider Count

1
11

Grand Total: 12.00

Updated arc 114 G053 9:11:558M

Service Provider Roster page

Person ID

&

Click to access the Register Service Provider page, where you can
review and update service provider information.

Click to view the timesheet history for the specified service provider.
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Reviewing and Awarding Bids

This chapter provides an overview of the supplier communication process and discusses how to:

View incoming supplier bids and create bid responses.
View outgoing bids.

Create and maintain interview schedules.

Understanding Supplier Communications

In PeopleSoft Services Procurement, supplier communications enable service coordinators and requesters t
collaborate and communicate with suppliers to match qualified bids with open service requisitions.

PeopleSoft Services Procurement enables service coordinators and requesters to perform the following task

Review incoming and outgoing supplier bid information.

Exchange continuous bid communication (service coordinator and requester).
Respond to bid submissions (service coordinator only).

Schedule interviews for submitted candidates (service coordinator only).

Select a qualified bid to fill the position (service coordinator only).

To communicate with suppliers:

1.
2.

Access the Incoming Bids page to view qualified bids submitted by service provider contacts.

Use the Incoming Bid Contact Information page to respond to supplier bids.

Note. A successful bid selection occurs if you choose the adtidinRequisition. This action officially
ends the bid process between you and the supplier. An email notification is automatically also sent to all
bidding service provider contacts to inform them that the request has been filled by another supplier.

Use the Outgoing Bids page to view the responses sent.
Access the Interview Schedule page to schedule and rate interviews (Service Coordinator and Requestel

Use the Analyze Events page to Analyze bid amounts and line scores for all bids
submitted for your requisition request.

You can also change your bid factor weightings on this page to perform a what-if analysis.

Fill the requisition from either the Analyze events page or the Bid Response page.
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See Also

“Preface,” page xXiii

Prerequisites

Chapter 12

Before you can communicate with suppliers about requisitions, a supplier must submit a bid.

Viewing Incoming Supplier Bids and Creating Bid Responses

This section discusses how to:

162

* View incoming supplier bids.

» Create bid responses.
* Analyze events.

e Post an award.

Pages Used to Review Incoming Bids and Create Bid Responses

Page Name

Object Name

Navigation

Usage

Incoming Bids (for service
coordinators)

SPF_CLI_BID_IN

Services Procurement,
Assess and Award Bids

View incoming bids
submitted by suppliers.

Incoming Bids (for
requesters)

SPF_REQ BID_IN

Services Procurement,
Review Bids

View incoming bid respons
details submitted by the
service coordinator.

U

Job Summary Details

SPF_REQ_SUMMARY_PG

Click the linked requisition
number or line number on th
Incoming Bids page.

View job summary details.
e

Bid Response (for service
coordinators)

SPF_CLIBID_RSP

.‘_

-5
lﬁl Click the Contact
button on the Incoming

Bids page.

View supplier bids and
submit bid responses to the
supplier or forward the bid t
the requester for review. (fd
service coordinators).

Bid Response (for
requesters)

SPF_REQ BID_RSP

.‘_
-5
lﬁl Click the Contact
button on the Incoming

Bids page.

View supplier candidates
and submit bid responses
to the service coordinator
(for requesters).

Currency Information

EXCH_RT_DTL_INQ

Click the Rate Detail link on
the Incoming Bid Contact

Information page.

View multicurrency
information.

= O
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Reviewing and Awarding Bids

Page Name

Object Name

Navigation

Usage

Analyze Events (for service AUC_AWARD_LN_PG

coordinator)

q':i"'- Click the Bid Analysig
button on the Incoming
Bids page.

Analyze bid anountsand
linescoresfor all supplier
bidsthat respondto your
requigtion request.

Analyze Events - Award
Details (for service
coordinators

AUC_AWARD_DTL_PG

Select which bid to award
and click the Award Details
link on the Analyze Events

page.

View the details of your
events.

Vendor Information (for
service coordinators

AUC_AWARD_VNDR

Click the Bidder Name link
associated with an event
to view.

View vendor information.

Line Bid Factors (for serviceAUC_LN_BF_SEC

coordinators)

Click the Add/Edit Bid
Factors link on the Analyze
Events page.

Add line bid factors while
analyzing events.

Bid History

SPF_CLIBID_HIS

A

Click the Bid History
button on the Incoming
Bids page.

View the history for your
bid responses.

Interview Schedule

SPF_INTERVIEW_SCHD

. Click the Interview
Schedule button on the
Incoming Bids page.

Create and update an
interview schedule for a
candidate.

Interview Schedule Details| SPF_INTERVIEW_DTL

Click the Evaluate CandidateView the details for your

button on the Interview
Schedule page.

interview schedule and rate
the candidate.

Viewing Bid Responses

Access the Incoming Bids page.
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Incoming Bids

Search Criteria

Qutgoing Bids

Business Unit: Q,
Supplier: aQ,
Date From: [11/14i2003

Requisition 1D:

e

Service Provider: |

Through Date:

Q

11M8i2003

E‘J Search |

Incoming Submittals

Querview

00a0a00111 1
2 UsS001 0000000114 1
3 Us0 0000000104 1
4 US001 0000000108 1
5 US001 0000000107 1
6 LS00 0000000107 1
7 uUs0or 0ooooooiot 1
8 Usom 0000000101 1
9 UsSoo1 0000000100 1
10 US001 0000000100 1

Customize | Find | Yiew &)

|
All | ||

§ (1 2 B

& @ A

& @ 2 E
& @ 0 B
& oA
& R 2 E
@A E
& @ 0 B
& 2 A E
& @ 0 B

B

B

Be

Supplier Hame

Manpower

B Manpower

Anderson
Consulting
Anderson
Consulting
Anderson
Consulting

=
Manpower

Anderson
Consulting

Anderson
Consulting

Anderson
Consulting
Anderson
Consulting

Candidate Hame

Inari, John

Inari, John

Mandy, Sarah

Mandy, Sarah

Mandy, Sarah
Inari, John

Frovider, Paula

Frovider, Prince

Makamura, Traci

FProvider, Porsche

57.4750000 75.00
57.4750000 75.00

84.6470000 35.00

B7.9800000 35.00

FT.4750000 35.00

B7.4750000 56.00

49.4950000 52.00

64.6470000 42.00

59.4950000 50.00

47.9800000 40.00

Fir=t E 1-10 of 17 [} ast

LSD
sD

UED

UsD

LsD

UsD

UsD

UsD

LSD

sD

Incoming Bids page

Req ID (requisition ID)

Req Line (requisition line)

g5
@

Click the 10-digit requisition 1D to view the details of the requisition.

Displays the requisition line number.

Click to view the Bid Response page and to respond to the supplier or requester.

Click to view the Bid Analysis page to compare competing bids.

Click to view the Bid History page.

Click to view the Interview Schedule page.

Click to automatically generate a bid response that end the communication

regarding the particular bid. Once communication has been ended, it is
no longer possible to consider that bid for a requisition.
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Candidate Name

Score

Amount

Rate

Supplier Name
Last Action
Date

Sent From

Reviewing and Awarding Bids

Displays the service provider submitted by the supplier.

Note. The candidate name is blank for bids on deliverables based requisitions.

Displays the bid factor score associated with the bid responses.

Displays amount in requisition currency for deliverables based requisitions.

Note. The amount is blank for resource based requisitions.

Displays rate in requisition currency for resource based requisitions.

Note. The rate is blank for deliverables based requisitions.

Displays the name of the supplier bidding on the requisition.
Review the last actions submitted by the supplier.
Displays the date and time that the supplier responded to the bid.

Displays the name of the user who sent the bid.

Responding to Bids

Access the Bid Response page.
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Bid Response

¥ Hiring Requirements

Requisition ID: Line: Service Coordinator: Start Date: End Date:
noooooot 11 1 Yyine, Geargia 01012004 013102004
Location: Project Role:
s001 Alberta- Canada PROJ CONTRACTOR  Project Contractor
Rate: LIOR: Currency: Litilization®: Interview Required: Telecommute: Travel Required:
34.00 MHR UJsD 100 Mo Yes Mo
Competencies Required: Scope of Work:
Abstract thinking, Analytical thinking, Articulate & concise ﬂ WWork an ELT ﬂ

Gend Response To

f* Sendthe response tothe Service Provider Contact (Dons, Kevin

= Sendthe response to the Requester (SanchezYolanda)

Service Provider: 10066 Inari, John
Current Bid
Add
Supplier Location 01 Main
Action: ooov Approve Fill Reguisition
Pay Rate: 75.00 JSD I MHR
Fixed Cost: JSD I MHR
Vendor Markup: USDIMHRE  or %

Bid Response (page 1 of 2)
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Third Party Markup: USD/MHR  or o, 3rd Party Vendor:

Bid Rate: 7500  USD Rate Dietail Rate: 75.00 MHR USD
Requisition Rate: 3400 USD

Comments:

First E 1-11 of 11 II' Last

Comment Text Bid Bespong

1 Onascale of 1 - 100, how do the candidates competencies match? 7a
2 What is the candidates name? Inari, Jahn
3 How many relevant years of experience does the candidate possess? 6
4 Whatwas the candidates interview score? a
5 Wihat is the End Date? 120312004
G What is the rate’ 74
T Whatwas the response time in days? i
8 Wihat is the start date? 01s01/2004
9 |5 the candidate willing to telecammute’ b

10 I= the candidate willing to travel? i

11 Are expenses included in the rate? ]

2eturn to Incoming Submittals Interview Schedule Bid Analysis Attachments

Bid Response (page 2 of 2)

Send Response To

Select the appropriate radio button in this group box to send communications to the requester who
originally submitted the requisition or to the service provider contact.

Note. A service coordinator can send a response to either the requester or the service provider
contact, not both. If a response is sent to a requester, the service coordinator and requester can
only select bid actions that are specific to their communications. Additional bid actions that

are intended for the service provider contact are filtered out.

Current Bid
Acdd Click the Add button to enter your new bid action response.
Action Select an action from the available options and opity respond to

suppliers with comments. Options include:

* Schedule Interview
» Offer Position

* Fill Requisition
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* Reply
* Decline

* End Communication

Note. Once you choose the actidnd Communication, the bid process
between the service coordinator and the supplier officially ends.

Note. To fill the requisition, click theFill Requisition action. This sends

a worklist entry to the requestor notifying him that a work order needs
to be generated. The worklist may also go to the service coordinator
is his defaults specify he can create work orders.

Analyzing Events

Access the Analyze Events page.

Analyze Events Return to Assess Submittals
Analyze Line Awvard Details
Business Unit: Event ID: Round: Version: Requisition ID:
Lso0 nooooooo1s 1 1 noooooai1
Event Format: Currency: End Date: Status: Go To:
Service USD 01/31/2004 12:004M PST Fosted

Line Information

Line Number: 1

* Analyze Bids
Sort Bids By: I 'l Sort Order: I Descending 'I ¥ Display Withdrawn Bidders A |
nalyze

Analyze Oty: | 1 I & vfiew Factor Responses ' View Factor Scures| I Display Disqualified Bids
Bidder Name Anderson Sonsulting hanpowver

Event Version: 1 1

Bid Number: 1 1

Bid Quantity: 1.0000 1.0000

Rate: 75.00 74.00

Total Line Score: 57.9800 57.4750

Bid Action: A M TA <
Reject Reason Code: [ & [
Award Quantity: | |

Analyze Events page (1 of 2)
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Weighting UOM Ideal
Onascale of 1 - 100, how do the 1000000 100 a0 Ta
candidates competencies match?
What is the candidates name? 0.00000 Mandy, Sarah Inari, Jahn
How many relevant years of 1000000 3 3] 4}
experience does the candidate
possess?
Whatwas the candidates interview 10.00000 4 0 0
score?
YWhatis the End Date? 10.00000 2004-01-31 2004-12-31 2004-12-31
YWhatis the rate? 10.00000 45 Ta.0000 74.0000
YWihatwas the response time in days? 10.00000 1} 0 0
What is the start date? 10.00000 2004-01-01 2004-01-01 2004-01-01
Is the candidate willing to 10.00000 A N A
telecommute?
|5 the candidate willing to travel? 1000000 A I I+
Are expenses included in the rate? 10.00000 Y ¥ ¥l
Recalculatel << < = =

Analyze Events page (2 of 2)

Award Event To award an event to a bidder, selégtard from the dropdown list under
the bidder’'s name. You can only award the event to one bidder.

Posting an Award

Access the Events Details page.

Post Award Click to post your bid event and award the contract to a supplier. Posting the
award sends a worklist item to the requester to generate a work order. A
worklist item also is sent to the service coordinator if he is authorized to
create work orders as defined in the service coordinator defaults.

Note. Once you post the award, the line details appear on screen.

Viewing Outgoing Bids

This section discusses how to view outgoing bid summary.
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Pages Used to View Outgoing Bids
Page Name Object Name Navigation Usage

170

Outgoing Bids (for service
coordinators)

SPF_CLI_BID_OUT

Services Procurement,
Requisition Fulfillment,
Assess and Award Bids.
Select the Outgoing Bids

page.

View outgoing bids.

Outgoing Bids (for

SPF_REQ_BID_OUT

Services Procurement,

View outgoing bids sent to

requesters) Requisition Fulfillment, the service coordinator.
Review Bids.
Select the Outgoings Bid
page.

Bid History SPF_CLIBID_HIS ! Click the Bid History | View bid history.

button on the Outgoing Bid
Summary page.

Interview Schedule

SPF_INTERVIEW_SCHD

' Click the Interview
Schedule button on the
Outgoing Bids page.

Create and update an
interview schedule for a
candidate.

Interview Schedule Details

SPF_INTERVIEW_DTL

Click the Details button on

View interview schedule

the Interview Schedule pag¢ details.

Viewing Outgoing Bids
Access the Outgoing Bids page.
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Incoming Bids

Outgoing Bids

Search Criteria

Business Unit: Q Requisition ID:
Supplier: Q Service Provider: Q
Date From: 111412003 ) Through Date: [11i18i2003 [ ﬂl

Outgoing Responses Customize | Find | iew &)

Querview

E |
Al | EE

Fir=t E 1-40 of 20 [} Last

Business

Supplier Hame Candidate Hame

Anderson

1 US001 0000000111 1 . WMandy, Sarah 57.8800000 75.00 UsD
Consulting
2 US001 0000000110 1 Al Elreral Mandy, Sarah 57.8800000 75.00 UsD
Cansulting
3 USD01 0000000109 1 Manpawer Inari, Jahn 77.4750000 25.00 UsD
4 USD01  0O0DOOOTO08 1 Manpawer Inari, Jahn §7.4750000 55.00 UsD
5 US001  pO000oo10d 4 Sz Mandy, Sarah 47 9800000 75.00 Uso
Cansulting
B US0OD1 0000000101 1 Manpawer Inari, Jahn 37.4750000 75.00 UsD
7 USO01  0OODOODA00 4 SN Mandy, Sarah 47 9800000 75.00 USD
Consulting
8 USD01 0000000100 Manpower Inari, John 37 4750000 75.00 usD
9 USO01 0000000099 4 ALErEEn Mandy, Sarah 40.5050000 75.00 UsD
Consulting
10 US0D0M 0000000093 1 el Mandy, Sarah 550850000 48.00 UsD
Consulting
Outgoing Bids page
@ Click to view the Bid History page.
Click to view the Interview Schedule page.
See Also
Chapter 5, “Implementing PeopleSoft Services Procurement Workflow,” page 87
Creating and Maintaining Interview Schedules
This section discusses how to:
* Create an interview schedule.
e Rate an interview.
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Understanding the Interview Process
Here is an overview of the interview process:

1. Access the Interview Schedule page (Service Coordinator and Requestor)

Enter the required values such as the interview date, time, and interviewer.

Note. Once you schedule a candidate interview, the interview schedule details appear for the supplier.

Note. The interviewer has the requestor or approver role.

2. Access the Interview Schedule Details page (Service Coordinator, Requestor and Interviewers

Use this page to rate the candidate interview. Once the interview is complete, select the Interview
Complete check box. The service coordinator can also select the Send Email Notification check box to
notify interviewers and the service provider contact of the interview schedule information.

Note. Only the service coordinator and the requestor can access the Send Email Notification check box.

3. Save the page.

If Use Ratings is enabled on the business unit, Upon completing the interview, the interviewer rates

the candidate using the star rating system. Once the Interview Completed check box is selected, the
system calculates the average interview score for that candidate by selecting the rating for all completed
interviews and dividing it by the number of completed interviews. This value is then saved in the strategic
sourcing bid factor tables, and it is used to calculate the candidate’s overall score.

Note. The calculation of scores only happens if the interview bid factor is associated with this
requisition. If the interview bid factor is not used, the rating on the interview page is used for
information purposes and is not used to determine the candidates overall score.

Pages Used to Create and Maintain Interview Schedules

Page Name Object Name Navigation Usage
Interview Schedule SPF_INTERVIEW_SCHD Click the Interview Schedule Create and update an
button on the Outgoing interview schedule for a
Bids page. candidate.
Interview Schedule (for SPF_MY_INTRVW_SCHD Services Procurement, View interviews that are
requesters) Requisition Fulfillment, scheduled for a particular

View Scheduled Interviews | requester.

Interview Schedule Details| SPF_INTERVIEW_DTL Click the Evaluate button on Rate the candidate interviewv
the Interview Schedule page.

Job Summary Details SPF_REQ_SUMMARY_PG | Clickthe linked requisition | View job summary details.
number or line number on the
Incoming Bids page.
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Creating an Interview Schedule
Access the Interview Schedule page.

Enter the details of the interview schedule, including date, time, and interviewer.

Note. You cannot update an interview schedule after you choose the action Fulfill Requisition, Position
No Longer Available, Offer Accepted, Confirm Offer Acceptance, or No Longer Available.

Viewing Interview Schedules

Access the Interview Schedule (for requesters) page.

Interview Schedule

Business Unit: IW a Yendor ID: Ii Q

Requisition 1D: Ii Senvice Provider: l— Q

Sendace Coordinator: l— Q Interview Completed: I_L,

Date From: li E Through Date: li E

Customize | Find | view & | B8 First (0 4.5 1 [ Lgat

[ Interview Schedule T Irterviesy Location

Evaluate Candidate 3::'"555 Req Id Eiﬂn; Date Time Yendor Hame |Service Provider

Evaluate Candidate | US001 0000000098 1 10082003 10:00aM  21987SON  handy Sarah Yes

Consulting

Interview Schedule page

Requesters can view the service providers scheduled for interviews.

Evaluating the Interview

Access the Interview Schedule Details page.
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Interview Schedule Details

Requisition ID: nooooonoay Line Number: 1 Service Provider: Sarah Mandy

F Hiring Requirements

Interview Details

Date: 1000972003 Time: 10:004M Emnail: peaplesofti@peoplesoft.com

Interviewer: GEQORGIAWINE Telephone:

Location Code:  LIS001 LISA - Mew York Interview Location:

Add Comments: ﬂ@l__'ﬁ]

* All Comments for this Bid

Candidate Rating

Fr¥r¥r ¢ T Excellent
Tr¥rdr ¥  Good

Tryrdr ¥ O Fair
Trirdrir O Poor
' MNone
[¥ Interview of Sarah Mandy completed by Georgia Wine 1000972003 3:54PM
Save | Eeturn to Wiew Scheduled Interiews

Interview Schedule Details page

Candidate Rating Select a candidate rating; values include Excellent, Good, Fair, Poor,and None.

Interview Completed Click to indicate that the interview was completed.
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Managing Work Orders

This chapter provides an overview of the services work order process and discusses how to:

» Create and maintain work orders.
» Create purchase orders with the Quick Sourcer.
* Manage services work orders.

* View logistical tasks.

Understanding Services Work Orders

This section lists prerequisites and discusses:

* Work order status.

» Access to work orders.

In PeopleSoft Services Procurement, work orders enable you to create resource-based and deliverable-base
work orders that specify the basic terms and conditions of a profesburce-based work orders reflect

work that is typically conducted by a single service provider. Work orders of this nature are logged against
the total hours workedDeliverable-based work orders or request for proposal (RFP) work orders are

work orders that reflect work generally conducted by an entire work team. Deliverable-based work orders
are logged against an entire project, not just the hours worked by a single service provider. There is no
specific service provider in mind for deliverable-based work orders, so a statement of work defines the
requirements. The rate and the unit of measurement (UOM) are not applicable for deliverables based

work orders so the user enters a work order amount instead of rate information.

After a service requisition is created, sourced, and filled, you use work orders to document explicit terms agree
upon by you and the service provider. The service provider logs time and progress against the work order.

With work orders in PeopleSoft Services Procurement, you can:

» Generate work orders from filled requisitions.

 Link work orders to approved or sourced requisitions.

» Create resource based or deliverables based work orders without requisitions.
* View tax information.

» View and execute the logistical tasks.

Route the work order for approval using defined workflow rules.

» Reassign the work order to another service provider for the same project.
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Extend the duration of the work order and track the related rate changes and approvals for the extension.

Adjust the rate on the work order using effective dates.

» Link work orders to purchase orders using the Quick Source process.

Control expenditures to ensure that the work order does not exceed the agreed amount.

* Notify a service provider that work can begin.

Note. If you have already selected a service provider, and if your work order does not require
approval, you can create a work order without creating a requisition

Note. If the filled requisition is pre-approved and the amount is equal to or less than the original
approval, no additional approval is required to create the work order. If the pre-approved amount is less
than the filled requisition amount, the requisition is routed to the authorized approver for post-approval.
Any rejected requisitions are routed to the requester for update or correction.

See Also

“Preface,” page xxiii

Chapter 14, “Managing Time and Expense,” page 207

Chapter 13, “Managing Work Orders,” Viewing Logistical Tasks, page 204

Work Order Status

Throughout the work order process, requisitions pass through various work order management
phases. The following are valid work order statuses:

* Open: The new work order is created.
» Submitted: The work order is submitted for approval.
» Approved: The work order is approved by the final approver.

» Released: The linked purchase order has been dispatched. Time or progress can
be logged against the work order.

» Cancelled: The requester or approver cancels the work order.
» Closed: The work order is closed.

» Denied: The work order is denied for approval.

Once the work order is closed, a service provider can no longer log time and expenses against it.

Access to Work Orders

Throughout the work order process, specific role types have access to work order functionality. The
following table lists the various role types that have access to work orders.
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Role Type Access
Requester This person has complete access to work order functiops.
Service Coordinator As set up on the Service Coordinator defaults page,

can enter work order, extend work order, or delegate
requisition sourcing.

Logistical Task Assigned To This person can only view assigned logistical tasks
associated with the work order.

Work Order Approver (dynamically assigned based on| This person has access to change the work order approval
workflow rules) details only.

VAT and SUT on Services

Value Added Tax (VAT) is a governmental consumer sales tax, a straight percentage that is added to the cost
a good or service. At each step in the supply chain, VAT is calculated by multiplying the cost of the good or
service by the tax rate, and charged by the seller to the buyer, while at each step in the supply chain except
the last, the buyer can normally recover the VAT incurred. Thus, the liability for VAT is essentially the value
added at each step in the supply chain. The main difference between VAT and Sales and Use Tax is that alm
everyone pays VAT and recovers the VAT they paid except the end consumer, whereas only the end consum
pays Sales and Use Tax, while everyone in the middle of the supply chain is exempt from Sales and Use Tax

Sales and Use Tax (SUT) is a governmental retail sales tax, a straight percentage that is added to the cost o
good or service. Normally, everyone but the final consumer is exempt from this tax. Sales Tax is charged,
collected, and remitted to the government by the retailer, while Use Tax is not handled by the retailer but
still due to the government, and must therefore be self-assessed and remitted by the purchaser

The PeopleSoft Tax Tables require you to define:

» Tax authorities, which contain individual tax rates and accounting information used to
post the tax liability to a general ledger.

» Tax codes, which consist of a group of tax authorities.

The system calculates VAT and/or SUT when you create a work order. This enables you to estimate VAT
and SUT charges at an earlier stage in the supply chain, so that you have a more accurate understanding
of the final amount. The system triggers SUT and VAT defaulting and calculations when you save the
work order. If PeopleSoft Services Procurement is integrated with PeopleSoft Purchasing, the system
copies VAT/SUT codes and percentages as a default from PeopleSoft Purchasing purchase order onto
the PeopleSoft Services Procurement work order upon work order release.

Prerequisites

Before you can create a work order, the following conditions must be met:
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* If selecting a requisition line on the work order, the requisition line status muapproved or Sourced.
» The requisition requirements must be filled (if they are linked to the work order).

» A supplier network must be defined for the business unit.

* Projects and activities must be defined.

» Service types and services/roles must be defined.

To create the logistical tasks associated with the work order, you should:

Define tasks.
» Define a task group.
» Associate tasks with the task group.

» Associate the task group with existing service types.

Creating and Maintaining Work Orders

This section discusses how to create and maintain work orders.

Understanding the Work Order Process Flow
Here is an overview of the steps in the work order process flow:

1. Access the Manage Services Work Order page to create a service work order.

2. Enter theBusiness Unit, Work Order id andservice type in the Add New Work Order
group box on the Manage Services Work Order page.

Note. The Service Type field determines whether the work order is resource based or deliverables based.

Click the Add button to access the Maintain Service Work Order page.
Enter the required information on the Maintain Services Work Order page.

If you create a resource-based work order that is tied to a requisition, many field values (such
as Start Date and End Date, Project, Service Provider, and so forth) appear by default from
the original requisition. In addition, you must enter data in the Requisition ID, Line Number,
and Invoice and Time Approval fields. If the work order is deliverable-based, enter data in
the Progress Log Approver and Progress Log Template fields.

5. Save the page.

6. Click the View Task List link on the Maintain Services Work Order page to make sure that
all mandatory pre-approval logistical tasks are complete.

7. After all mandatory pre-approval logistical task are complete, clicktinit button on the
Maintain Services Work Order page. Upon submittal the work order submittal page will display
approval information and the work order status will chang&itbmitted or Approved if the
work order creator has sufficient authority to approve work orders.
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8. Once a work order is submitted for approval, it is routed to the work order approver as defined by
the workflow rules. There can be more than one approver for each work order and it depends on
the number of approvers set up in the workflow rules. A new task item appears on the approver’s
worklist indicating that the work order needs approval. An email notification is sent to the approver’s
in box. Once approved, the work order status changes from Submitted to Approved.

See_Qapter 5, “Implementing PeopleSoft Services Procurement Workflow,” Using
the Work Order Approva Workflow, page 94.

9. Access the Services Work Order Roster page, and locate the approved work order.
Click the Edit Work Order button on the Work Order Roster page to update the approved work order.

10. (Optional) Click the View Task List link on the Work Order - Details page to verify
that all post-approval logistical tasks are complete.

You must complete all post-approval tasks before releasing the work order.

Click Process Purchase Order button on the Maintain Services Work Order page to complete
purchase order distribution and accounting information.

11. If purchase orders are integrated with work orders, click the Quick Source link on the
Cost tab to automatically build the purchase order.

Note. The Quick Source link appears for manually created work orders, as well as
work orders that are associated with requisitions.

12. Click on the icon next to the created purchase order id to verify that the purchase order has been approve
budget checked, doc tolerance and dispatched. Use the purchase order page to perform these actions.

13. Once the purchase order has been dispatched, you can release the work order by
clicking on theRelease button.

page Used to Create and Maintain Work Orders

Page Name Object Name Navigation Usage
Services Work Order List | SPF_WORDER_ROSTER Services Procurement, Add and maintain work
Requisition Fulfillment, orders.
Manage Services Work
Orders
Work Order - Details SPF_WO_REQ_VEN_DT Services Procurement, Enter work order detail
Requisition Fulfillment, information.

Manage Services Work

Orders Click the Add Work
Order button on the Manage
Services Work Order page
and select the Details tab.
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Page Name Object Name Navigation Usage
Work Order - Cost SPF_WO_COST_PO_PG Services Procurement, Enter cost information for

180

Requisition Fulfillment,
Manage Services Work
Orders

Click the Add Work Order
button on the Manage
Services Work Order page.

Click the Costtab.

the work order.

Work Order Rates SPF_WO_PAYRATE Click the Enter Effective Update the work order rate
Dated Rate button onthe | by effective date (optional).
Work Order - Cost page.
Work Order VAT SPF_WO_VAT Click the VAT/Intrastat View VAT locations, and
button on the Work Order - | defaults.
Cost page.
Note. VAT defaults can be
edited if purchase orders ar
not integrated with work
orders.
Work Order Sales/Use Tax| SPF_WO_SUT Click the Sales/Use View sales and use tax
Information Taxbutton on the Work Ordegrinformation.

- Cost page.

Note. Sales and Use tax
information can be edited
if purchase orders are not

integrated with work orders,.

Work Order - Approvals
and Alerts

SPF_WO_APPROVER

Services Procurement,
Requisition Fulfillment,
Manage Services Work
Orders

Click the Add Work Order
button on the Manage
Services Work Order page.

Click the Approvals and
Alerts tab.

Enter approval information
related to work orders.

Work Order - Comments

SPF_WO_COMMENTS

Services Procurement,
Requisition Fulfillment,
Manage Services Work
Orders

Click the Add Work Order
button on the Manage
Services Work Order page.

Click the Comments tab.

Enter comments related
to work orders.

Service Work Order History

SPF_WO_HISTORY

Click the Work Order
History link on the Maintain
Services Work Order page.

View status and approval
changes.

Service Work Order
Template History

SPF_WO_TE_TEMPLATE

Click the History button
on the Maintain Services

Work Order page.

View templates that were
linked to the work order.
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Page Name Object Name Navigation Usage
Document Attachment SPF_ATTACHMENT Click the Statement of Work| Upload file attachments
link on the Maintain Servicesfor a work order.

Work Order page.

Distribution Information

SPF_WO_PO_DISTRIB

Click the PO Chartlink on
the Maintain Services Work
Order page.

View purchase order
distribution details.

Quick Source

PV_RUN_REQSORC 1

Click the Quick Source link
on the Maintain Services
Work Order page.

Execute the process that
creates purchase orders
related to work orders.

Note. This processis only
accessible if purchase orde
are integrated with work
orders.

Maintain Purchase Orders

PO_LINE

Click the Purchase Order
icon on the Maintain
Services Work Order page.

Navigate to the purchase
order where you can run
commitment control, check
doc tolerance and dispatch
purchase orders.

Note. This processis only
accessible if purchase orde
are integrated with work
orders.

Creating and Maintaining Work Orders
Access the Work Order - Details page.
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Details

'ork Order Details

Comments

Create Onboard Approve Release @ Cloze Cffhosrd

Work Order 1D: DMOO0000040000 Business Uinit: Lso01 LS001 NEW YORK
OPERATIONE
Work Order Status: Approved
Service Method: Resource
Work Order Type: ariginal Linked Work Order:
Requester: WEANCHEL Sanchez, Yolanda
Added By YSANCHEZ Sanchez, Yolanda
Service Type: DEY Development
Project Unit: Ls001 US001 NEW YORK OPERATIONE
*Project: FININTPROU Financials integration
Department: 10000 Human Resources
Project Role: PROJ MANAGER Current Project Manager
Start Date: 11/18/2003 End Date: 1213172003
Calendar Duration: 43 Person Day Estimated Service Days: 31 Ferson Day
Litilization%: 100 ™ Owertime Permitted
Extend ¥Waork Order I

Work Order - Details page (1 of 2)
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Yendor ID: LJSADODOD3Y Anderson Consulting
Yendor Location: 01 Main
PO Currency: JsD
Location: 0o LISA - Mew York
Service Provider: 10060 Mandy, Sarah
Title: P

ﬁ Staterment of Work

Senice Work Order List

Wiork Qrder Histary TaskCheck List

Feleasze

Save

Details | Cost | Approvals and Alerts | Comments

Work Order- Details page (2 of 2)

Work Order Details

Work Order ID

Work Order Status

Service M ethod

Work Order Type

Linked Work Order

PeopleSoft Proprietary and Confidential

Displays the unique work order ID that is created when you
link a new work order.

Displays the status of the work order. Work orders have one of the following
values:Open, Submitted, Approved, Released, Cancelled, Closed, or Denied.

Displays the service method &rvice Based or Resource Based.

Note. The service method is determined by the service type selected
in the Add New Work Order group box.

Displays the work order type. Work order types have one of the following
values: Original, Extension, or Reassigned.

Note. Work order types determine the logistical task group and logistical tasks
that are associated with the work order. Pre-approval and post-approval
logistical tasks are determined by the work order type values.

Displays a linked work order. A new work order is linked to an existing
work order by either extending or reassigning the existing work order.
When you extend or reassign an existing korder, information from

the original work order defaults onto the new work order.
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Service Details

Requisition ID

Line Number

Service Type
Project Unit

Proj ect

Department

Project Role/Services

Start Date and End Date

Vendor ID

Vendor Location

PO Currency

L ocation

Title

Chapter 13

(Optional) Enter the requisition ID associated with the service work order.
The requisition line must have a statusAmproved or Sourced.

Note. You can generate a work order from a filled requisitions by clicking
on the Work Order button on the requisition details page.

Enter the requisition line number. When you link a requisition line,
information from that line appears by default on the work order.

Displays the service type selected on the Add New Work Order group box.

Select the services project business unit associated with the work order. The
project business unit defaults from the requester or service coordinator defaults.

Select the services project associated with the work order. The project
defaults from the requester or service coordinator defaults.

Select the department that generates the work order. The department
defaults from the user’s procurement preferences.

Select the specific role to be performed; for example, Program Manager
or Java Developer. The project role/services are linked to the service
type on the roles/services by service type page.

Note. If the work order is resource based, the system displays Project
Role. If it is deliverables based, the system displays Services.

Enter the dates on which the work order begins and ends. The start and end
dates default from the project start and dates. If the project start date is in
the past, the work order start date defaults to the current system date.

Enter the vendor ID.

Enter the vendor location. If only one location exists for the vendor,
it will automatically default onto the work order.

Displays the currency associated with the Purchase Order, the vendor location
currency. If the vendor location has a currency sdbébault, the system will
use the Purchasing Business unit currency as the PO currency.

Enter the ship to location for the work order. The ship to location
defaults from the requester defaults.

Enter job title for the work order.

Resource Based Information

Calendar Duration

Estimated Service Days

184

Displays the number of calendar days from work order start date to end date.

Displays the total number of service days estimated for the work order. The
value can be overwritten and the work order total will be recalculated.
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Utilization %

Overtime Permitted

Managing Work Orders

Enter the percentage of time that the candidate spends in a workday.
For example, if the candidate typically works a half-day, the utilization
would reflect 50%. The default value is 100%.

Select the check box if overtime is allowed for the work order. The value
defaults in from the default time template specified on the project.

Note. If the user has the role actid®®_ENFORCE_PROJ_ATTR, the user
must adhere to the overtime and expense settings on the default time template.

Deliverables Based Information

Settlement Options

Select to determine how services are settled, based on progress
log entries. Your options include:

» Fixed Amount: payments are made against milestone activities where the
supplier enters the amount to be paid on the progress logs. The milestone
activities can be logged multiple times for the same work order.

* Milestone: payments are made when agreed upon milestones are met.
For example, you could agree to pay your construction company
25% of the total fee when the foundation is complete. The supplier
can only log each milestone activity once.

» Percentage: payments are made based on the progress log entry for
percentage of the total work order amount.

» Rate Based: payments are based on an agreed upon rate for service
activities. For example, you could agree to pay a contractor pouring
concrete a specific rate per cubic foot.

Links and buttons (Links change based on Status of work order)

Service Work Order
List link

Work Order History
View Task List link
Statement of Work link

PO Chart Link

Process PO

PeopleSoft Proprietary and Confidential

Click to access the Services Work Order Roster page.

Click to tracks status and approval changes.
Click to view logistical tasks that are associated with the work order.

Click to access the Document Attachment page, where you can attach
files associated with previously created work orders.

Click to access the Distribution page, where you can maintain distribution
accounting information. The Merchandise Amount is derived from the
work order PO Amount in the work order distribution line.

Note. This option only appears if a work order is not associated with a
requisition. If the work order is linked to a requisition, use the manage
requisitions page to access PO distribution information.

Click to populate the purchase order staging tables.
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Note. This button appear s only if purchase orders are
integrated with work orders.

Quick Source Click to access the Requisition Sourcer run control page, where you
can automatically build a purchase order.

Note. This option does not appear before a work order is approved
or after the work order is released.

Assign New Resources Click to assign a different service provider for this work order. This
button appears for resource-based work orders only.

Extended Work Order Click to extend the duration of the work order and track related
rate, approval, and logistical task changes. This button appears
for resource-based work orders only.

Decline Click this button to decline the candidate.

Note. If you decline the candidate, and if the work order is associated
with a requisition, the requisition returns to the original status that

it held before the work order was created. Once declined, you can
reuse the requisition for another work order.

Submit Click to submit the work order for approval.

Note. If the pre-approval logistical tasks aren’t complete, an error message
appears and the status is not change8ulamitted.

Purchase Order Click to access the purchase order generated for the work order.

The purchase order must be approved, budget checked (if commitment
control is enabled), have valid doc tolerance and must be dispatched
before releasing the work order.

Note. If the pre-approval logistical tasks aren't complete, an error message
appears and the status is not change8utamitted.

Release Click to release the work order. Once the work order is released, the supplier
is notified that they can begin to log time or progress logs.

Note. If the post-approval logistical tasks aren’t complete, an error message
appears and the status is not changeBd@ased.

Cancel Work Order Click to cancel the work order.

Note. If you cancel the work order, and if the work order is tied to
a requisition, the requisition returns to the original status that it held
before the work order was created. Once canceled, you can reuse
the requisition for another work order.
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See Also

Chapter 15, “Managing Progress L 0gs,” page 229

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21

Chapter 16, “Managing Settlements,” page 237

Work Order Cost Information
Access the Work Order - Cost Details page.

Details Approvals and Alers Comments

Cost Details
Create OnEInard Apgrove ‘E’E Releaze @Clnse OffEloard

Work Order ID: FRA-DEY Business Unit: FRAD1 WO Status: Released
= Display in Supplier Currency " Display in Base Currency
Currency Code: EUR Rate Detail
Rate: 000 H yom: MHR Labor Amount: 2680.00
Expense Rate: 10,00 UOM: MDY Expense Amount: 11000
WO Armount: 2800.00 Account: 121000
Time Template: W_x Time Template History

Allow Time/Expense Overage %: 10

* Cost Summary

Total TimeExpense Amount Current Billed Time/Exp Amount
L0 AT E 1800.00 Labor Amount; 1800.00
Expense Amount: n.on Expense Amount: 0.0o
Billahle Amount: 1800.00 Billahle Amount: 1800.00

Work Order - Cost Details page (page 1 of 2)
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Remaining Time/Expense Budget Invoiced Amount
Labor Amount: 590,00 Labor Amount: 0.00
Expense Amount: 110.00 Expense Amount: 0.o0
Billahle Amount: 1000.00 Billable Amount: 0.oa
VAT Entity: FRADTY VAT Percent: 00000 VAT Amount: 000 EUR
Tax Applicability: Sales Tax Sales Tax Percent: 70000 Sales Tax Amount: 196.00 EUR (5

Purchase Order

PO Number: Qoooooooond
PO Line: 1 Schedule Number: 1
PO Status: Dispatched
PO Chart Link
Service Work Order List Wiark Order Histary Task Check List

Work Order - Cost Details page (page 2 of 2)

If you select the Use Pay Types check box on the Services Procurement Business Unit Options page
and if the Service Method is Resource, then, the system displays the Rate Breakdown group box. Rate
breakdowns are not used for work orders when the Service Method is Deliverable.

Display in Supplier
Currency/Display in Base
Currency

VAT Percent
VAT Entity
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Click to enter effective dated rate. When time is logged against the work order,
the rate effective for the time period is used to calculate the timesheet amount.

Note. When a requisition is filled and a work order is created, we may have
two entries in the effective dated rate. The first entry is for the requisition rate
and the second rate is the filled rate. This allows you to compare the two rates.

Note. If the rate is increased, the work order amount will be consumed
at a quicker rate. An extension may need to be created.

Toggle between supplier and base currency.

Select Display in Supplier Currency to view the currency code
and rate in vendor currency.

Select Display in Base Currency to view the currency code
and rate in base currency.

The total percentage of all VAT authorities added up for the VAT code.
The entity in your organiZ#on that reports VAT.
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VAT Amount

Tax Applicability

Sales Tax Amount
Sales Tax Percent
Currency Code
Rate Detail

Rate Breakdown

Rate

UOM (rate of measure)

Expense Rate

Expense Amount

WO Amount

Managing Work Orders

The VAT entity is determined from the GL Business Unit associated
with the Purchasing Business Unit.

If an entry exists for the GL business unit, then VAT calculations are performed
on the work order. If not, VAT fields are hidden on the work order.

VAT amount charged in the transaction line currency.

Choose Sales/Use Tax applicability depending on whether sales or
use tax is applied for this work order.

Total taxable amount.

The total SUT percentage.

Displays the currency code associated with the vendor location.
Click the Rate Detail link for currency and exchange rate information.

Enter the rate breakdown for the work order.

Note. If the work order was created from a filled requisition, the
rate breakdown will be display only.

Enter the rate of pay associated with the work order. Modifications to the
rate amount are validated against rate sheets defined for the project role
and region. If you enter a rate amount that is out of tolerance with the rate
sheet, you receive either an error or a warning message.

Enter the unit of measure for the defined rate, or choose a unit of
measure from the list of available values.

The rate allowed for expenses.

The total amount spent for the work order. The system calculates the expense
amount as the work order rate multiplied by the work order duration. The
expense amount is stored in both the vendor and base currencies.

Total amount allowed for the work order.

Note. You can edit the Expense Rate, UOM, and Amount fields only if the requisition is not
associated with a work order. If the requisition is associated with a work order, the values
appear by default from the requisition and can only be viewed.

Total Time/Exp Amount

Labor Amount

Expense Amount

PeopleSoft Proprietary and Confidential

Displays the total amount service providers billed on timesheets. It does not
include any tax values and is updated when a new time report is entered.

Displays the total expense amount service providers billed on
timesheets. It does not include any tax values and is updated
when a new time report is entered.
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Billable Amounts Displays the total billable amount service providers reported against
a particular work order. It does not include any tax values and is
updated when a new time report is entered.

Note. These fields appear once the work order is released and time and expense sheets have been logged.

Current Billed Time/Exp Amount

Labor Amount Displays the amount service providers billed from the current timesheet. It does
not include any tax values and is updated when a new time report is entered.

Expense Amount Displays the expense amount billed from the current timesheet. It does not
include any tax values and is updated when a new time report is entered.

Billable Amount Displays the billable amount reported against a particular work order. It does
not include any tax values and is updated when a new time report is entered.

Note. These fields appear once the work order is released and time and expense sheets have been logged.

Invoiced Amount

Labor Amount Displays the labor amount invoiced from the current timesheet. It does not
include any tax values and is updated when the invoice is approved.

Expense Amount Displays the expense amount invoiced from the current timesheet. It does not
include any tax values and is updated when the invoice is approved.

Billable Amount Displays the billable amount reported against a particular work order. It does
not include any tax values and is updated when the invoice is approved.

Note. These fields appear once the work order is released and time and expense sheets have been logged.

Work Order VAT
Access the Work Order VAT page.

Use this page to review the VAT defaulting for the work order. If the VAT information needs to be updated,
update it on the generated purchase order before releasing the work order. Upon releasing the work order,
the purchase order VAT information will be copied onto the work order where it will be view only.

Note. You can edit the VAT defaults only if purchase orders are not integrated with work orders

Note. Because complex algorithms are used to obtain the VAT defaults, avoid manually
changing these values as far as possible.

Return to Services Work Click to return to the Services Work Order page.
Order
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Expand All Sections

Collapse All Sections

Physical Nature

VAT Locations

L ocation Country

L ocation State

Vendor Location Country
Vendor Location State

Service Performed Country

Service Performed State

PeopleSoft Proprietary and Confidential

Managing Work Orders

Click the expand button to scroll to and access every section on
the page. You can also expand one or more sections by clicking
the arrow next to the section’s name.

Click to collapse all sections displaying only the header information.
If you expand one or more sections, you can click the arrow next to
the section’s name to collapse the section.

Indicates whether an object is a good or a service. Many countries are required
to report the sale and/or purchase of goods separately from services.

Note. Since these are work orders, physical nature should always be
'Services’, and you won'’t be to change it.

Displays the Purchasing business unit bill to location country.
Displays the Purchasing business unit bill to location state.
Displays the vendor’s order from location country.

Displays the vendor’s order from location state.

Depending on the services performed flag setting in the Purchasing
defaulting hierarchy (for example on the vendor or business unit), the
system sets the value for this field as follows:

* If the flag specifies the ship from location, this field is set to the
vendor’s ship from location country

* If the flag specifies the ship to location, this field is set to
the ship to location country.

« If the flag specifies the buyer’s location, this field is set to the
Purchasing business unit bill to location country.

* If the flag specifies the suppliers location, this field is set to the
vendor’s order from location country.

This value is displayed only if the Service Performed Country requires that

VAT be tracked by state or province. Depending on the services performed

setting in the Purchasing defaulting hierarchy (for example on the vendor or
business unit), the system sets the value for this field as follows:

* If services performed specifies the ship from location, this field is
set to the vendor’s ship from location state.

* If services performed specifies the ship to location, this field
is set to the ship to location state.

* If services performed specifies the buyer’s location, this field is set to
the Purchasing business unit bill to location state.

* If services performed specifies the suppliers location, this field is
set to the vendor’s order from location state.
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Ship From Country Displays the vendor’s ship from location country. In the case of
transactions involving goods or freight service transactions, this is
used to determine the VAT treatment.

Ship From State If the ship to country is defined as tracking VAT by state/province, displays the
vendor’s ship from location state. In the case of transactions involving goods
or freight service transactions, this is used to determine the VAT treatment.

Ship To Country Displays the ship to location country. In the case of transactions
involving goods or freight service transactions, this is used to
determine the VAT treatment.

Ship To State If the ship to country is defined as tracking VAT by state/province, the system
displays the ship to location state. In the case of transactions involving goods
or freight service transactions, this is used to determine the VAT treatment.

Reviewing VAT Defaults

Use this group box to view VAT defaults. You can only update VAT defaults if purchase
orders are not integrated with work orders.

Service Type The system displays the VAT service typekakight or Other. The
value in this field determines whether or not the special rules for freight
transport within the European Union apply.

Place of Supply Driver Displays the usual place of supply (i.e. the place where VAT is usually
liable) for the service. This value is used to help determine the place of
supply country and the VAT treatment. Options aBeiyer’s Countries,
Supplier’s Countries, or Where Physically Performed.

Reporting Country Displays the country for which this VAT will be reported. This is the VAT
Entity VAT registration country and determines many of the VAT defaults.

Defaulting State If the reporting country requires that VAT be tracked by state or province,
this field displays the state within the reporting country that is used to
retrieve values from the VAT Defaults table.

Vendor Registration Displays the registration country and ID of the vendor.
Country andVendor

Registration ID

Exception Type Displays the exception granted to the VAT entity. Options are:

None, Exonerated, or Suspended. This value is specified on
the VAT entity registration.

Certificate ID If applicable, displays the ID of the VAT exception certificate that
may have been issued to the VAT entity.

Calculate at Gross or Net Indicates how VAT is calculated. Options are:

Gross: The system calculates VAT before it applies any early
payment discounts.

Net: The system calculates VAT after it deducts early payment
discounts. If there are two percentage discounts, the system uses the
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Recalculate at Payment

Declaration Point

VAT Rounding Rule

Use Type

Include Freight

Include Miscellaneous
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larger of the two when it calculates VAT. The system will not use
discount amounts, only discount percentages.

The default value comes from the VAT entity driver.

Select this check box to enable the recalculation of VAT at payment time to
allow for any early payment discounts, if you are calculating VAT at gross.
This causes the system to adjust the VAT amount at the time of payment if the
discount has been taken. This is set on the VAT entity driver.

For a good or a service, displays when you want VAT transaction information
to be recognized for reporting purposes. Options are:

Invoice: VAT is recognized at time of invoice.
Payment: VAT is recognized at time of payment.
Delivery: VAT is recognized on delivery.

This value may be set at four levels in the VAT hierarchy: VAT entity
registration, PO options, vendor and vendor location.

Displays the VAT rounding rule. The default value comes from the VAT country
, VAT Entity registration, vendor, or vendor location driver. Options are:

Natural Round: Amounts are rounded normally (up or down) to the
precision specified for the currency code. For example, for a currency
defined with two decimal places, 157.4659 would round up to 157.47,
but 157.4649 would round down to 157.46.

Round Down: Amounts are rounded down. For example, for a currency
defined with two decimal places, 157.4699 would round down to 157.46.

Round Up: Amounts are rounded up with a rounding precision to
one additional decimal place. For example, for a currency defined
with 2 decimal places, 157.4659 would round up to 157.47, but
157.4609 would round down to 157.46.

Determines the split between recoverable (taxable) and
non-recoverable (non-taxable) VAT.

For the Canadian public sector, the use type also determines the rebate of
the non-recoverable VAT. VAT rebates are calculated based on statutory
rebate rates that are established for each Public Service Body.

The value comes from the VAT defaulting hierarchy, either from the item, item
business unit, item category, vendor location, vendor, or Purchasing Options.

If selected, the system includes any freight amounts in the VAT basis by
calculating VAT on the merchandise amount plus amydint amount.

This option is only available for exclusive VAT calculation. The value
comes from the VAT entity registration driver.

If selected, the system includes any miscellaneous charge amounts in the VAT
basis by calculating VAT on the merchandise amount plus any miscellaneous
charge amount. This option is only available for exclusive VAT calculation.
The value comes from the VAT entity registration driver.
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Place of Supply Country For services, displays the country in which the VAT is liable. The
default value comes from a complex algorithm.

Treatment Displays the VAT treatment, based on a complex algorithm. Options are:

Domestic Goods Purchase: If the ship from and ship to countries are the same,
and the vendor is registered for VAT, the transaction is treated as domestic.

Domestic Services Purchase: If the buyer and seller are both located in the
country where the VAT is liable, the transaction is treated as domestic.

EU Goods Purchase: If the ship from and ship to countries are different,
the system determines whether both countries are located within the
European Union. If so, the system looks at the VAT registration for each
trading partner to determine whether the transaction should be treated as
an intra-EU purchase, domestic, or outside the scope of VAT.

EU Services Purchase: If each trading partner is located and registered in
different EU countries, and the VAT on a service is liable in the buyer’s
country, the transaction is treated as a self-assessed EU Services Purchase.

Salf-Assess Goods Import: If the ship from country is different from the

ship to country and either or both of the countries are located outside of the
European Union, and the vendor is not registered in the ship to country, the
transaction would be treated as an import. If the flag on the entry in the

VAT Country table for the VAT reporting country indicates that VAT on

imports should be self-assessed, the transaction will be treated as a Self-Assess
Goods Import, and both input and output VAT will be recorded.

Self-Assess Services Import: If each trading partner is located and registered in
different countries, and the VAT on a service is liable in the buyer’s country,
the transaction is treated as a self-assessed Services Import.

Zero-rated Goods Import: If the ship from country is different from the ship to
country and either or both of the countries are located outside of the European
Union, and the vendor is not registered in the ship to country, the transaction
would be treated as an import. If the flag on the entry in the VAT Country table
for the VAT reporting country indicates that only input VAT should be recorded
on imports, the transaction will be treated as a Zero-Rated Goods Import.

Outside of Scope: If the supplier is not registered for VAT, or if the
VAT is liable in a country other than the VAT reporting country, the
transaction is treated as outside the scope of VAT.

No VAT Processing: For transactions where the physical nature is goods, if the
ship to country has not been defined as a VAT country and the VAT reporting
country on the transaction is blank, no VAT information will be recorded.

Within PeopleSoft detail VAT treatment values on the transaction lines are
used for applying the precise defaults applicable to the transaction lines. The
treatment is determined based the rules applicable to the transaction.

Applicability Displays the VAT status, which comes from an algorithm. Options are:
Taxable
Exempt (not subject to VAT)
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VAT Code

Transaction Type
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Outside of Scope of VAT
Suspended

Exonerated

Selection of this check box enables entry of vouchers where VAT is not
included on the invoice but is payable to your VAT authority rather than the
vendor. In this case, you will be accounting for both input and output VAT
for the purchase. This will be the case for an Intra-EU Acquisition or when
you must account for output VAT on a service supplied by a foreign supplier.
This is also referred to as self-assessing for VAT. The value comes from an
algorithm that uses the treatment and applicability to retrieve the applicable
value from the PeopleSoft delivered VAT system setup data.

Displays the VAT code that defines the rate at which VAT is
calculated for this line.

Displays the code that categorizes and classifies this transaction
for VAT reporting and accounting.

Adjust/Reset VAT Defaults

Any changes you make to fields on this page may affect VAT defaults on this page. For accuracy and
consistency, use the following fields to adjust affected VAT defaults or to reset all VAT defaults. Adjusting
or resetting VAT defaults only affect fields within the VAT Defaults group box.

Adjust Affected VAT
Defaults

Levels

Reset All VAT Defaults

PeopleSoft Proprietary and Confidential

Click this button to have the system adjust the VAT defaults that are affected
by your changes. All changes you have made to VAT Defaults on this
page that affect other VAT Defaults on this page are retained.

Click the “i” button to list the fields to be adjusted.

Note: PeopleSoft recommends that you always click the Adjust Affected VAT
Defaults button after changing any defaults on the VAT page.

Enables you to specify the levels within the requisition transaction hierarchy to
reset when you click the Reset All VAT Defaults button. Options are:

All lower levels. Resets all VAT defaults at lower levels for this page,
namely the requisition distribution level.

This and all lower levels: Resets all VAT defaults on this page
and at any lower levels of this page.

This level only: Resets all VAT defaults on this page.

Click to have the system reset the VAT defaults based on the Levels value you
selected. Any changes you have previously made to VAT defaults will be lost.

Note: Reset completely redetermines the VAT defaults. This does
not necessarily mean they will be reset to their original values. For
example, the user may not havieanged any VAT default values,

but if a VAT driver field was changed, pressing Reset redetermines
all defaults based on the new driver value.
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Viewing Work Order Sales and Use Tax Information
Access the Sales/Use Tax Information for Maintain Services Work Order page.

Use this page to review the Sales and Use tax information for the work order. If the Sales and
Use Tax information needs to be updated, update it on the generated purchase order before
releasing the work order. Upon releasing the work order, the purchase order SUT information
will be copied onto the work order where it will be view only.

Note. You can edit the Sales and Use Tax information only if purchase orders are not integrated with work orders

Ultimate Use Code Enter an ultimate use code to override the default tax rate for a location.
Exception Type SUT Defaults from the ship to location for the SUT destination. SUT exception
Excptn Cert (SUT type values includ®irect Pay, Exempt/Exonerated, andNone.

exemption certificate)

Calculate SUT (calculate Click to calculates the sales and use tax using the changes made on the page.
sales and use tax)

Calculation Parameters

Include VAT (include This setting is especially relevant if each line has separate tax code values
value added tax) for SUT and VAT, in which case it is possible to have both on a given
line resulting in a tax-on-tax situation. In these instances, the system
calculates VAT, then SUT, either on the net-extended amount for the line or
on the sum of the net-extended amount and VAT amount.

If this option is selected, it indicates that the VAT amount needs to
be taxed and the system adds the VAT amount to the net-extended
amount before calculating SUT.

Note. The Include Vat calculation parameter defaults from the Ship To Location Sales/Tax setup page.

Work Order Approvals and Alerts
Access the Work Order - Approvals and Alerts page.
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Approvals and Alerts

Approval Information

Comments

Creste COnBoard Spprove @ Releaze OClDSE OffEIu:uard
Work Order ID: DOO0000001000 Business Unit: 115001 WO Status: Released
Imsoice Approver: |CAF~'R|ECONYER5 CU Conyers, Carrie
Time Approver: |CARRIECONYERS CU Conyers, Carrie
Work Order Approver: CARRIECOMNYERS Conyers, Carrie
Approver Preview

Hotify on End Date/Consumption

Notify on End DateiConsumption: ¥ Yes T Mo
Alert Notification Method: Email and YWorklist
Days in Advance for Alert: 10
Alert when % Consumed: 10
Role To Notify: Requester
Service Work Order List Work Order History Task Check List

Cancel Work Order

Clase Work Order

Work Order- Approvals and Alerts

Approval Information

Invoice Approver

Time Approver

Notification Options

Enter the name of the person responsible for approving the invoices
associated with this work order. The value defaults from the requester
or service coordinator defaults. The lookup contains all users with
the role actionSP_APPROVER.

This field appears if you selected a resource-based work order. Select the
name of the person who approves timesheets associated with the work order.
The value defaults from the requester or service coordinator defaults. The
lookup contains all users with the role actiSR_TIME_APPROVER.

The notification options default first from the service requester or service coordinator defaults
and if they do not exist, it defaults from the business unit definition.

Notify on End
Date/Consumption

PeopleSoft Proprietary and Confidential

Select the check box to allow the system to access the notification
options. If the check box is checked, the system allows you to access
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Notify Days Before Ends, Consumption Alert %, Alert Notification
Method, and Role to Notify fields.

Alert Notification Method  Select the method of notification. Options are:

Email and Worklist: Sends a worklist with an email and alerts
the user for next course of action.

Worklist: Sends a worklist and alerts the user for the next course of action.

Note. The user has the option to extend the work order by extending
the time and increasing the work order amount.

Daysin Advancefor Alert  Enter number of days prior to which the user must be notified
before the work order ends.

Alert when % Consumed Enter percentage amount prior to which the user must be notified
before the work order amount is consumed.

Role to Notify Select if the End Date/Consumption has to be notified to the Invoice
Approver, Requester or Time Approver role.

Creating Purchase Orders With the Quick Sourcer

You can create a purchase order (PO) from a service work order that is either tied to a requisition, or a service
work order that is not tied to a requisition. If the work order is tied to a requisition, you do not need to

create ChartFields information. ChartField information for the requisition appears by default on the purchase
order. However, if the work order is not tied to a requisition, ChartField information is required.

If you are creating a purchase order for a work order that is not linked to a requisition, you must use the link
on the work order page as the standard requisition sourcer page does not have a work order prompt.

Note. You cannot release a work order without creating and dispatching the PO first.

This section discusses how to:

» Enter parameters for the AutoSelect Requisitions Process.

» Enter parameters for the PO Calculations Process and the Create Purchase Order Process.

Understanding the Quick Sourcer Process

The Quick Sourcer process combines the following PeopleSoft Purchasing processes:

Process Description

AutoSelect Requisitions process (PO_REQSORC) Applies thepriority onevendor to each requisition line.
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Process

Description

PO Calculations process (PO_POCALC)

Verifies that the requisition has been completely filled
from inventory stock. If it has not, the process passes the
remaining quantity that is needed to the Create Purchase
Order process.

Create Purchase Order process (PO_CREATE)

Creates a purchase order for requisition quantities that
were not filled by the Build Inventory process. You can
set up the system so that if there is not enough inventor
stock, an MSR is issued for part, and a purchase order
created for the remaining quantity that is needed.

Pages Used to Create Purchase Orders With the Quick Sourcer

Page Name Object Name Navigation Usage
Quick Sourcer - AutosourcePV_RUN_REQSORC_1 Click the Quick Source link | Enter parameters for the
Parameters on the Maintain Services | AutoSelect Requisitions

Work Order page. process.

Quick Sourcer - Purchase | PV_RUN_REQSORC 2
Order Values

Click the Purchase Order | Enter parameters for the
Values link on the Quick PO Calculations process
Sourcer - Autosource and the Create Purchase
Parameters page. Order process.

Entering Parameters for the AutoSelect Requisitions Process

Access the Quick Sourcer - Autosource Parameters page.

The values for the parameters are filled in automatically if you run the process from

the link on the work order page.

Request Type DefaultsPurch Ord as the type of requisition.
Item ID Required Defaults check box as unselected as work orders do not have an item ID.
Business Unit and To Defaults the work order business unit.

Business Unit

Work Order ID Defaults the work order ID.
Vendor Defaults the work order vendor.
Requisition ID Defaults the work order requisition ID, if the work order is

linked to a requisition.
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See Also

Chapter 13

PeopleSoft Managing Items 8.8 PeopleBook, “Working With Items,” Viewing ltem
Definition and Item Change Information

PeopleSoft Purchasing 8.8 PeopleBook, “Using Purchase Order Sourcing,” Running the
AutoSelect Requisitions Application Engine Process

Entering Parameters for the PO Calculations and Create
Purchase Order Processes

Access the Quick Sourcer - Purchase Order Values page.

Buyer
Consolidation M ethod

Pre-Approve Vendor

Build PO’sas Approved

Expedite Staged POs

Hold from Further
Processing

Calculate PO Line
Numbers

Allow Dispatch When
Approved

See Also

Defaults to the buyer defined on the procurement user defaults.

Determines whether purchase orders are consolidated by business
unit, vendor, and buyer (seleB), or by business unit and vendor
only (selectV). The consolidation method applies only to staged
rows that are marked for consolidation.

Select to automatically approve the vendor that the PO_POCALC
process selects. This enables you to run the PO Calculations process
(PO_POCALC) and the Create PO process (PO_POCREATE) as a unit,
without having to approve the vendors. Defaults as selected.

Select so that the POs that are created when you run the Create PO
process (PO_POCREATE) have Approved status. If you select

this option, the process examines auto approval criteria set at the
business unit level. Defaults as selected.

Select to source all requisitions that are located in the staging
table. Defaults as selected.

Select to place the resultant purchase orders on hold and
prevent further processing.

Select to ignore staged entry line numbers when the Create PO process

creates new purchase orders and assigns sequential line numbers, beginning

with 1. If you do not select this option, your performance is faster,
but you might have purchase orders with non-sequential line numbers
that do not begin with 1. Defaults as unselected.

Select to make the resultant purchase orders eligible for dispatch.
Defaults as selected.

PeopleSoft Purchasing 8.8 PeopleBook, “Using Purchase Order Sourcing”
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Managing Purchase Orders

Access the Maintain Purchase Orders page.

Use this page to run budget checking (if commitment control is enabled for Purchasing),
check doc tolerance and dispatch purchase orders.

Note. You can edit the Sales and Use Tax information only if purchase orders are not integrated with work ordet

Budget Check

Doc Tol Status

Dispatch

Click the Budget Check button to run budget checking for this PO. This button
is available if commitment control is enabled for PeopleSoft Purchasing.

If Document Tolerance checking is enabled, the system displays the Document
Tolerance Status. The system runs the Document Tolerance process

before Budget Checking when you click the Budget Check button, or you

can run the process separately. Document Tolerance checks the change

in percentage or a fixed dollar amount between the purchase order and
requisition at the ChartField distribution level. Values are:

V: Valid. The purchase order has passed document tolerance checking.

N: Not checked. The purchase order requires document tolerance
checking. If any amounts, quantities, or ChartFields are modified
after the document tolerance is checked, the system resets the
document tolerance status ot Checked.

E: Error. Exceptions were generated for the purchase order during
document tolerance checking. You can override document tolerance
exceptions on the Document Tolerance Exception page.

Click the Dispatch button to dispatch the purchase order.

Note. The purchase order must be dispatched before the work
order can be released.

Maintaining Work Orders

This section discusses how to maintain work orders.
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page Used to Maintain Work Orders

Page Name Object Name Navigation Usage
Manage Services Work SPF_WORDER_ROSTER Services Procurement, Review existing service
Order Maintain Services Work work orders, create, edit,

Orders cancel, or access related
work order information.
Services Work Order HistofsPF_WO_HISTORY ’@ Click the Work View the history of your
Order History button on work order.
the Services Work Order
Roster page.
View Task Checklist SPF_WO_TASK_CHKLST Click the View View all logistical tasks

Logistical Task List button | associated with the work
on the Services Work Order| order.
Roster page.

=

Work Order Approval StatusSPF_WO_APPR_STATUS Click the Approvers | Approve work orders.
Status button on the Manag
Services Work Order page.

D

Managing Work Orders

Access the Manage Services Work Order page.

Manage Services Work Order

* Add New WorkOrder

*Business Unit: usool G
“Work Order ID: MEXT
*Service Type: Doc Q,
Add
Work Order ID: Business Lnit: Q
Work Order Type: I—;[ Linked Work Order: Q
work Order Status: I—;l Date From: 10/2002000 (5 Through Date: |11/19/2003 [
vendor ID: Q Service Provider: Q
Service Method: | 7]

Manage Services Work Order (page 1 of 2)
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LS00

Usom
LS00
s0m
Usoom

s0m

Ls0m

Usom

LS00t
usnot

* Work Order List

Summary Info

Business Unit (Work Order Id

DMo000a0033000

DMo000000:21000
Do000a0030000
DMoa00a0023a00
DMa0nooo002ann

DMOa0ga0027a0a
DMo00000026000
DMoa0ga0025a00

DhdC00000022000
DMO00000021000

ustomize | Find | %

§+§ ESCF Engineering

I
ki
1

Frovider, Paige Released

’@ Supplies

4@ @ Manpower Frovider, Pepin  Open
yoi| [¥ & B9 Manpower Provider, Penny Released
jei [% & 5% Manpower Provider, Pearl  Released
i [ & 5% Manpowsr Provider, Patsy  Released
jei [% + &% HaberTechnologies Era'jr;igsr' Released
yoi| [% + &% Haber Technologies Provider, Percy  Released
A = Haber Technologies Pravider, Pat  Submitted
ysi| [% © {3 526 Solutions Provider, Phil  Released
Al

[ + &3 528 Solutions Provider, Paxton Released

Manage Services Work Order (page 2 of 2)

The Manage Work Order page is the central location for maintaining your work orders. Use the search
and sort features to streamline the search results for your work order. Once you enter your search criteria,
proceed to the roster area where you can edit, establish workflow, and cancel work orders.

Search and Sort Work Orders

Work Order 1D

Date From/Through Date

Search Results

Work Order 1D

+—

¥
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Enter the work order ID assigned when the work order was created.

Select a range of creation dates for the requisitions to be retrieved.

Click to edit your work order.

Click the Extend Work Order button to extend the duration
of the work order contact.

Note. Clicking this button automatically returns you to the Maintain Services
Work Order page, where you can enter a new end date for your ardes.
Logistical tasks that are associated with the work order type Extension are
therefore associated with the new extended work order.

A new PO amount associates with the extended work order,
which requires additional approval.

You can extend resource-based work orders only.

Click the Assign New Resources button to assign a new service
provider to the work order.
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Note. Clicking this button automatically returns you to the Maintain
Services Work Order page, where you can enter a new start date and
select a new service provider for your work order.

You can assign new resources to resource-based work orders only.

See Also
Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21

Viewing Logistical Tasks

This section discusses how to view logistical tasks.

Logistical Task Flow

Logistical tasks are administrative tasks that need to be executed and approved before a work order is
released. Logistical tasks include both pre-approval and post-approval executions. Pre-approval tasks
must be completed before the work order is approved. For example, a pre-approval logistical task might
include assigning a new badge or ordering a new laptop. Post-approval tasks, on the other hand, must be
completed before a work order is released to a service provider. For example, post-approval logistical
tasks might include scheduling orientation or setting up the service provider email account.

The basic flow of logistical tasks is as follows:

1. Create a service work order.
2. View the logistical task checklist.

Once pre-approval tasks are complete, check the Execution Complete check box.
3. Submit the work order for approval.

Once an open work order is submitted for approval, the system automatically checks for
all pre-approval logistical tasks that are assigned to that work order. You must complete all
pre-approval tasks before submitting the work order for approval.

4. Release the work order to the service provider.

Once the work order is released to the service provider, the system automatically checks for
all post-approval logistical tasks that are assigned to that work order. You must complete
all post-approval tasks before releasing the work order.

Oncethe work order is released to the service provider, the service provider can use it to log time and expense.

See Also
Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up L ogistical Tasks, page 80
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Pages Used to View Logistical Tasks

Page Name
Logistical Task

Object Name
SPB_TASK_PG

Navigation Usage

Services Procurement, View the checklist for
Define Services Procuremenéach task.

Click the Logistical Task link
in the Logistical Support
group box and select a
setlD value.

View Task Checklist SPF_WO_TASK_CHKLST Services Procurement,
Requisition Fulfillment,
Manage Services Work

Orders

Click the View Logistical
Task List button.

View logistical tasks.

Click the Task Short
Description link under the
task details group box.

View details of your
logistical task.

View Task Detail SPF_WO_VIEW_TASKDT

Viewing a Task Checklist
Access the View Task Checklist page

Service Work Order

View Task Checklist

Work Order ID: DMOO0000037000

Business Unit: g0

Work Order Type: Qriginal

Thiz List iz uzed to Keep Track of Procurement relsted tasks that have been manually completed.

e | Eind Flrtlzl14f4|I|L1t

Hotify |Hotify Date Execution Com letion Executmn
Complete Date

Task Details

Task Description

Expected Task
Group Hame Assigned-To Approval Type |Completion
Date

Order Laptop DEYELOFER Cartie Conyers Pre-Approval 1003002003 il 10/30/2003  Mandatory
Assign Badge DEVELOFER Yolanda Sanchez Pre-Appraoval 1073002003 W  10/30/2003 Ird 1073002003 Autormatic
Setup E-mail Account DEVELOFER olanda Sanchez FPost-Approval 107302003 m ] Automatic
Create Name Plate DEVELOFER Yolanda Sanchez Off-Board 1053052003 Il ] COptional

™ Execute All Eligible Task

Save | Service Wark Order List Service \Work Order Detail

View Task Checklist page

Task Details View the task details associated with the work order.
Assigned To Displays the requester or approver to whom the task has been
assigned for execution.
Notify Select to send an email message to the person to whom the task is assigned.
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Execution Complete Select when the logistical task is complete.
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Managing Time and Expense

This chapter lists prerequisites and discusses how to:

» Create time and expense sheets.
* Manage and submit time and expense sheets.
» Approve and adjust time and expense sheets.

* Manage time and expense sheet worklists.

Understanding Time and Expense in PeopleSoft
Services Procurement

The service provider uses the timesheet to record and submit time and expenses to an approver
for immediate, online approval. The service provider can also track daily activities and

report issues. The timesheet approver can provide feedback to the service provider, including
performance-rating information through the approval process.

The timesheet provides the following capabilities:

» Records the number of hours worked on a project as hours per day or as start and stop
times, and submits it to the time approver for approval.

» Records specific activities and tracks progress on a project.
» Records and reports project-related problems or issues to the time approver.
» Summarizes all the information entered to create a comprehensive time report.

» Records performance information regarding a service provider’s performance on a project.

You use the Manage Time/Expense Sheets page as the focal point for all time and expense
activity in PeopleSoft Services Procurement. Use this page to:

» Create, edit, submit or view time and expense sheets. (supplier service provider)
* View, adjust or approve time and expense sheets. (timesheet approver)
* Filter reports by selecting your criteria in the timesheet status, service provider, or date fields.

» Access pages used to modify time and expense details.
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Approval Process

The timesheet approval process begins when the service provider submits his/her time along with any
project issues, to the designated timesheet approver for review and approval. Any rejected timesheets
are returned to the service provider for correction. Submitted timesheets are eligible for adjustment
prior to approval. Approved timesheets are eligible for adjustment upon invoicing.

The following diagram illustrates the timesheet approval process:

Activity ——is a part of —»| Project
references
Submitted | reviewed ADDrover | approves » Approved
Time Sheet by PP PP Time Sheet
T . . is eligible
submits dlsapjroves for
. . updated Denied ..
< — .
Service Provider by Time Sheet Invoicing

Timesheet approval process

Approval Methods
There are three ways to approve a timesheet:

» Mass approval of multiple timesheets.
» Mass line approval for multiple lines.

* Line by line approval.

See Gapter 14, “Managing Time and Expense,” Managing Time and Expense Sheets, page 219.

Expenses

The expense feature enables you to capture travel and expense information relating to a
project. A service provider can enter expenses incurred on a project and submit it to the
project manager on a timesheet for immediate approval.
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The service provider can enter expenses while filling in the timesheet. A single click from the timesheet access
the expense reporting area where the service provider can enter expenses associated with the reporting peri

Note. Expenses can only be entered if there is an expense amount specified on the work order.

See Also

“Preface,” Common Elements Used In This PeopleBook, page xxiv

Prerequisites
These attributes must be set up before entering time and expense information:

» Services project business units.
» Services project types.

» Services templates.

» Expense business purposes.

» Expense distance rates.

* Email messaging.

* Preferred merchants.

* Expense types.

» Payment types.

» Expense locations.

» Time reporting codes.

A work order must also be defined before time or expense transactions can be logged against it. The work orc
must be resource based services (versus deliverables based for progress logs) and it must be in areleased st

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21

Chapter 13, “Managing Work Orders,” page 175

Creating Time and Expense Sheets
This section discusses how to:

» Create a timesheet.

Add attachments to a timesheet.

Enter time worked on a project.

Enter ChartField information for PeopleSoft Projects.

» Enter project time details.
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» Enter general expense information.
* Add expense lines.
» Enter expense line information.
Pages Used to Create Time and Expense Sheets
Page Name Object Name Navigation Usage

210

Manage Time/Expense
Sheets

SPA_MANAGE_TE

Manage Services
Time/Expense (external)

View, search, and sort the li
of expense sheets. Access
the timesheet you want to
modify. To add a new
timesheet, selecta reportin
period end date, business
unit and work order. Click
the Add button.

St

Time/Expense Summary

SPA_TIME_LINES

Click a linked time report.

Enter time worked.

General Time/Expense
Information

SPA_TIME_MAIN

Click the General Report
Information link on the
Time/Expense Summary

page.

View general time report
information and add
comments.

Attachment

SPA_TIM_DOC_ATTACH

Click the Add Attachment
link from the Time/Expense
Summary page.

Add, delete, or view an
attachment for the timeshe

Note. You can add more
than one attachment for
each timesheet. Click
the plus sign to include
more attachments for the
timesheet.

et

Projects Information

PC_FIELDS

Click the Project
Fields button from the

Add project ChartField
information used for

Time/Expense Summary | integration with PeopleSoft
page. Projects.
|__§Il
Project Time Details SPA_TIME_DTL "=l click the View or change billing
Details button from the action.
Time/Expense Summary
page.

General Information

SPA_SHEET_MAIN2

Click the Add Expense
button from the
Time/Expense Summary

page.

Enter report description,

business purpose, and othe

comments.

or

Services Expense Report
Details

SPA_SHEET_LINES2

Click Continue from the
General Information page.

Select the expense type for
each expense line.

Add Expense

SPA_SHEET_EXPENSE2

Click Add from the Services

Enter detailed expense ling

Expense Report Details pageand prepare the expense

sheet for approval.

[
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Page Name Object Name Navigation Usage
Exchange Rate Detalil EXCH_RT_DTL Click the Rate Detail link View exchange rate
from the Add Expense page|. information.
Copy From Existing SPA_COPY_TIME Services Procurement, Enables the service provider
Timesheets Maintain Services to copy the timesheet
Time/Expense template from an existing
timesheet.

Click the Copy From
Existing Timesheets link.

Creating a Timesheet
Access the General Time/Expense Information page.
The entered work order and the associated project become defaults for every time entry line.

The template is used to determine the time line summary display.

Entering Time Worked by Week

Access the Time/Expense Summary page.

Approve Time/lExpense
Time/Expense Summary

Provider, Percy Time Report ID: 0000000180

General Information

Period End Date: 0322003

Time Report Status:  Submitted

Find i) B et [ o g ] Last
Select ’E Status Work Order ID Project Fields ’;’: ’Z’E’; 1!3: g:t?alnses ’7 2::::ense ;?:akdown
o |_—|‘§| Submitted DMO00000026000 PrDjectFleIdS 12.00 800 9.00 2800 900 46.00 UsD Q

Total Billable Hours: 46.00 Total Billable Expenses: 0.00
Total Non-Billable Hours: 0.0o0 Tatal Hon-Billable Expense: n.oo
Total Hours: 46.00 Total EXpenses: 0.00

Approve Selected Time Linesl

Adjust TimelExpense |

General Report Information  Manage TimefExpense Sheets

Time/Expense Summary page

The format of the time entry page is determined by the time template specified on the work order. In this
example, the time template allows for entering time on a weekly basis, with the week end date being Friday.

Add Attachment Click to add a document to the time/expense sheet.
=h Click the Details button to access the Project Time Details page. Designate
‘=]

the time line as billable or non-billable. The Project Time Details page
is used primarily during the approval process. It also contains invoice
information and a time line history audit.
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Work Order ID

Project and Activity ID

Project Fields

Sa through Fr

Row Total

Chapter 14

Select the work order to which the time is being charged. The list

of work orders available include those that belong to the business
unit entered in the Add Dialog and that use the same template as the
work order that was entered in the Add Dialog.

These fields appear if PeopleSoft Project Costing is not installed. Select
the project and activity to which the time is being charged.

This button appears if PeopleSoft Project Costing is installed. Click
to access the Projects Information page where you enter ChartField
information associated with the time being charged. The available
project ChartFields include those that belong to the project’s business
unit from the work order on the time line.

Enter the total number of hours you worked for each day.
Displays the total number of hours worked for that week.

Click the Add Expense button to add expense lines on the General
Information page, or view existing expense lines. This field is unavailable
if the work order does not allow expenses.

Entering Time Worked by Day using the 24—Hour Clock

Access the Time/Expense Summary page.
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Create Time/Expense Submittal

Time/Expense Summary

Provider, Patch Time Report ID: 0000000143

General Information

Period End Date: 063012003
Time Report Status: Pending

Add Time Linel
Add Attachiment

First 110 ofzo A Last

Details |"Work Order ID |Project Fields  |Report Date Start Stop Row Total | -2t! i
Time Time Expenses Expense

[ TSTo0000025 Q) ProjectFields ||5mznua Manday ~| |B:00AM  |5:00PM

B [TeTo0000025 Q) ProjectFields | [6/2/2003 Tuesday =] [B:00AM  5:00PM 8.50
[ [TsTo0000025 Q) Project Fields | [6/4/2003 Wednesday ] [3:00AM  5:00PM 8.50
B [TsTo0000025 Q) ProjectFields | [6/5/2003 Thursday ] [a:004M  [5:00PM 8.50
B [tsTooooonzs Q) Project Fields | [6/6/2003 Friday x| [Booam  [5:00FM 8.50
R [T5T00000025 Q) ProjectFields | [6/3/2003 Manday =] [B:0oam  [400PM 750
R [TTo0000025 Q) ProjectFields | [6/10/2003 Tuesday  ~] (@:00AM  5:00PM 8.50
R [TeTo0000025 QJ Project Fields | [6/11/2003 Wednesday ~] (3:00AM  5:00PM 8.50
R [TsTo0000025 Q) ProjectFields | [6/12/2003 Thursday ] (8:00AM  5:00PM 8.50
B [TeTo0000025 Q) Project Fields | [613/2003 Friday =] [e:00am  [5:00PM 8.50

0 O} ofof ooy ojoj o

o O M Y v s M M M M

Total Billahle Hours: 1659.00 Total Billable Expenses: 0.000

Total Mon-Billable Hours: 0.00 Total Non-Billable Expense: 0.000

Total Project Related Hours: 169.00 Total Proj Related Expense: 0.000
Save Submit For Approval

General Repart Information  Manade TimedExpense Sheets

Time/Expense Summary page

The format of the time entry page is determined by the time template specified on the work order. In this
example, the time template allows for entering time using a 24—hour clock, with default start time being 8:00
am and default stop time being 5:00 pm with a 30 minute break subtracted from the total time difference.

Add Attachment Click to add a document to the time/expense sheet.
=l Click the Details button to access the Project Time Details page. Designate

the time line as hillable or non-billable. The Project Time Details page
is used primarily during the approval process. It also contains invoice
information and a time line history audit.

Work Order 1D Select the work order to which the time is being charged. The list
of work orders available include those that belong to the business
unit entered in the Add Dialog and that use the same template as the
work order that was entered in the Add Dialog.
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Project and Activity ID These fields appear if PeopleSoft Project Costing is not installed. Select
the project and activity to which the time is being charged.

Project Fields This button appears if PeopleSoft Project Costing is installed. Click
to access the Projects Information page where you enter ChartField
information associated with the time being charged. The available
project ChartFields include those that belong to the project’s business
unit from the work order on the time line.

Report Date Enter the date for which you log the time.

Start Time Enter the time when the work started.

Note. The start time is defaulted from the time template
defined on the work order.

Stop Time Enter the time when the work ended.

Note. The end time is defaulted from the time template defined
on the work order. The

Row Total Displays the total number of hours worked for that day.

Note. The system automatically subtracts 8reak Duration from the total
number of hours. The break duration is defined on the time template.

Click the Add Expense button to add expense lines on the General
Information page, or view existing expense lines. This field is unavailable
if the work order does not allow expenses.

Entering ChartField Information for PeopleSoft Projects

Access the Projects Information page.

Projects Information

PC Business Unit: W Q)
Project: [sLLPROJECTS Q)
Activity ID: firgy Ql
Resource Type: I— Q|

Resource Categony I ﬂ
Resource SubCategony: I ﬂ

] Cancel

Projects Information page
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Enter the ChartField values for the time being charged. The prompt lists values that belong
to the project’s business unit on the work order. This information is used for integration with
PeopleSoft Projects. The system also validates that the project entered exists on the work order

specified on the Time/Expense Summary page at save time.

Note. This page is only available if PeopleSoft Project Costing is installed. If it is not

installed, you are prompted for just project and activity.

Entering or Viewing Project Time Details

Access the Project Time Details page.

Project Time Details

Frovider, Phil

Time Report ID:

Line Humher:
*Billing Action:

* All Comments

oooooont 43

1 Work Order ID: Cho00000022000

| Billable =l

Time Detail History

10/0872003 3:55FPM

DateTime

Firzst E 1 af 1 |E| Lazt

1
Customize | Find | =
Approval Status

Frovider,Phil Fending

Return to Time Lines Summany

Project Time Details page
Work Order 1D
Billing Action

Time Detail History

Value is populated after saving the row on the Time/Expense Summary page.
SelectBillable or Nonbillable. Default value isBillable.

Chronological history of the time line.

Entering General Expense Information

Access the General Information page.
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Create Services Expense Report

General Information
Wandy, Sarah

*Report Description: |Trip to Mew vork, LISA
(Example: Trip to Mew York)
*Business Purpose: | Consulting Services -l

Reference Number: |

Comment: =

Continue |

Return to TimelExpense Summary

* Required Field

General Information page

Report Description Enter a description of this report up to 30 characters.

Business Purpose Select the business purpose of this trip or activity.

Reference Enter text up to 10 characters.

Comment Enter general comments regarding the expense sheet.

Continue Click to go to the Services Expense Report Details page and add expense lines.

Adding Expense Lines

Access the Services Expense Report Details page.
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Create Services Expense Report

Services Expense Report Details
Wandy, Sarah

General Report Information Return to Time/Expense Summary

Period End Date: 04/08/2004

Project: ALLPROJECT

Work Order ID: TSTOOO0O0OG03000

Activity Name: IMY

Business Purpose: Consulting Services
Expense Type: | -] Add
Expense Type Date Merchant _ Amount _
HotellLodging Qar222002 Marrintt 25000 USD | = |

Total Expenses: 258000 LISD

Services Expense Report Details page

Select an Expense Type and click Add to go to the Add Expense page.

Entering Expense Line Information
Access the Add Expense page.

Depending on how the expense type is defined by your organization, you access the Add Expense page to e
more details such as merchant, mileage, or number of nights pertaining to the line item. When you complete
the necessary information, the expense appears as a line item on the Services Expense Report Details page

Shown below is one example of an Add Expense page that appears based on the air travel expense type.
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Services Expense Report
Services Expense Report Details
Mandy, Sarah
Please fill in the following fields for this expense transaction. You can then add additional expense
iterns, if desired, atthe bottorm ofthis page ar return to the main page by pressing 'Done’.
Current Expenses
Trans Date: 041162002 [ Expense
Date T Amount
‘Payment Type: Cash =] Type
*Bi“ing Amiun: Nnnb|”ab|e j 044 62002 Breaktast 2000 USD
*Location: \ABU DHABI, United Arab Ernirate @ | 04/16/2002 Dinner e
*Description: TEST ﬂ Total Expenses: s500 LSD
Amount: | 2000 USD Q)
Conversion Rate: 1.00000000 Rate Detail
Reimbursement Amt: 20.00 UsD
[ Mo Receipt
Add Additional Attendesas

218

Add Another Expense

Expense Type: |inr Travel

Diane |

Service Expense Report

Generic Fields Included on Several Add Expense Pages

Trans Date (transaction
date)

Payment Type
Billing Code

Merchant: Preferred or
Non-preferred

L ocation

Description

Amount

Enter the transaction date for this expense.

Enter or select the payment type for this expense.
Select Billable or Nonbillable.

Depending on how the expense type is defined during setup,
this field may be required.

Enter where the transaction occurs.

Depending on how expense type is defined during setup, this
field may be required.

Enter the expense amount and select the currency in which it was purchased.
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Conversion Rate

Reimbursement Amount

Rate Detail

No Receipt

Done

Managing Time and Expense

The currency code is only available for edit if the PeopleSoft Purchasing
business unit allows multicurrency purchase orders.

This field is automatically populated and cannot be modified.

Displayed in vendor location currency. The vendor location currency defaults
to the Work Order Vendor Location field value. You can change this value

by choosing a different currency in the Amount field if the PeopleSoft
Purchasing business unit allows multicurrency purchase orders.

Click to view or rate calculation information.

Select this field if there is no receipt to substantiate an expense item
that normally requires a receipt. If a receipt is required, you may need
to provide an explanation for this expense.

Click when you have completed the line item details. This returns
you to the Services Expense Report Details page.

Specific Fields Included on Some Add Expense Pages

Ticket Nbr (number)
Miles

Add Additional Attendees
Number of Nights

Start Time, End Time

Retrieve Per Diem
Amounts

Per Diem | nformation

Enter a reference number for your airline ticket.

Enter number of miles used to calculate automobile mileage reimbursement.
For meals, click to add guest or business associate name, company, and title.
Enter the number of nights included in your hotel stay.

Enter the start and end of the business day.

Click for the system to populate the amount field with the
allowed per diem reimbursement.

Click this link to navigate to the Per Diem Information page to select meals
that were provided by another party such as a lodging establishment.
Depending on how your system is set up, the appropriate amount may

be deducted from the per diem for that day.

Managing Time and Expense Sheets

This section discusses how to:

* Manage time/expense sheets.

* Modify time/expense sheet details.

» Submit time/expense sheets for approval.
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Pages Used to Manage Time and Expense Sheets

Chapter 14

Page Name Object Name Navigation Usage

Manage Time/Expense SPA_MANAGE_TE Services Procurement, View, search, and sort the li

Sheets Maintain Services of expense sheets. Access
Time/Expense the timesheet you want to

modify.

Time/Expense Summary | SPA_TIME_LINES Click the Sheet ID link from | Modify time and expense
the Manage Time/Expense | sheet details.
Sheets page.

Project Time Details SPA_TIME_DTL Click the Details button on | View comments and time
the Time Line Summary detail history.
page.

Managing Time/Expense Sheets

Access the Manage Time/Expense Sheets page.

Manage Time/Expense Sheets

* Enter Search Criteria

Time Sheet Status: | Al - Service Provider: Q
Date From: Eﬂ Date To: E‘j Search |

Timesheets

Service Provider (Week Status

r Mandy, Sarah 08rogr2003 Submitted 42.50 0.00 0000000135

Approve Selected Timesheetsl

0 Ilze this page to review, approve, hold ar deny the status of wour Time/Expense sheets. To see the
details of a specific time sheet just click on the Sheet 1D link.

Manage Time/Expense Sheet

Search and Sort Time/Expense Sheets

Enter your search criteria and click Search. The search results appear at the bottom of the page.

Timesheet Roster
Sheet ID Click the link to go to the Time/Expense Summary page.
Modifying Time/Expense Sheet Details

You can modify time/expense details as follows:

1. Access the Time/Expense Summary page.

PeopleSoft Proprietary and Confidential



Chapter 14 Managing Time and Expense

2. Modify the Project ID, Work Order ID, Activity ID, and Time fields as required.
3. Click Detail to modify the Billing Action or to view comments and timesheet history.

4. Click Add Expense to add or delete expenses.

Note. You can not modify a time/expense sheet that has either been submitted for
approval or has already been approved.

Submitting Time/Expense Sheets for Approval
You can submit time/expense sheets for approval as follows:

1. Access the Time/Expense Summary page.
2. Click Submit for Approval.
3. Click OK on the Submit Confirmation page.

Warning! After you submit the timesheet for approval, you can’t go back and add time or expenses
for the same time period, project and activity combination using the same work order.

Approving and Adjusting Time and Expense Sheets
This section discusses how to:

» Approve or deny time/expense sheets.

» Adjust approved time/expense sheets.
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Pages Used to Manage Time and Expense Sheets
Page Name Object Name Navigation Usage

Manage Time/Expense
Sheets

SPA_MANAGE_TE

Services Procurement,
Maintain Services
Time/Expense

View, search, and sort the li
of expense sheets. Access
the timesheet you want to
modify.

Time/Expense Summary

SPA_TIME_LINES

Click the Sheet ID link from
the Manage Time/Expense
Sheets page.

Modify time and expense
sheet details. Selectthe lin
to be approved if logged on
as the approver.

19
%]

Project Time Details

SPA_TIME_DTL

Click the Details button on
the Time Line Summary

page.

Enter a performance rating
and comments. Approve of
deny a time/expense sheet

TRC Breakdown of Time | SPA_TIME_TRC_BRK Click a Sheet ID link. View TRC breakdown of
Line ) time line.
Clickthe TRC
Breakdownbutton on the Note. TRC breakdown is
Time/Expense summary | only available for timesheets
page. that allow overtime.
View Time/Expense SPA_TIME_ADJ2 Click the View Adjustments | View a list of adjustments
Adjustment link from the Time/Expense | entered for the timesheet.
Summary page.
Time Report Detail SPA_TIME_ADJ Click the Sheet ID link from | View summary information
Adjustment the View Time/Expense for adjusted sheets.
Adjustment page.
TRC Breakdown of Time | SPA_TM_BRK_ADJ * From the Time/Expense | View TRC breakdown of
Line Adjustments Summary page, click time line adjustments.
atimesheet ID link,
then click the View
Adjustments link.
. D\ Clickthe TRC
Breakdownbutton on the
Time/Expense Adjustment
Summary page.
Time Entry Project Detail | SPA_TIME_DTL_ADJ Click the Detail button from | View project detail
Adjustment the Time Report Detalil information for adjusted
Adjustment page. time lines.
Expense Report Line SPA_SHT_LN_ADJ Click the Add Expense View adjusted expense lines.

Adjustment

button from the Time Report
Detail Adjustment page.

Expense Report Line Entry
Adjustment

SPA_SHT_EXP_ADJ

Click onthe Expense Type
link from the Expense Repo

View adjusted expense ling
rtdetail information.

Line Adjustment page.

Managing Time/Expense Sheets

Access the Manage Time/Expense Sheets page.
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Manage TimefExpense Sheets

*period End Date: |11/132003 [

*Business Unit: L5001 Q LS001 MEW YORK OPERATIONS Copy From |
Work Order ID: |DMOUDDDDDD1DDD Q Froject Manager Add |

* Enter Search Criteria

Time Sheet Status: All -
Date From: Eﬂ Date To: E‘j Search |

Time Sheets Customize | Find | “iewe Ll | First [ 1 r 1 [ Last

Service Provider Week Status Bill Hrs Hon-Bill Hr= |Sheet 1D

Mandy, Sarah 08/08/2003 Submitte d 42.50 0.00 0000000135

o Lse this page to reviewy, approve, hold or deny the status of your Time/Expense sheets. To see the
details of a gpecific time sheet just click on the Sheet [T link.

Manage Time/Expense Sheet page

Search and Sort Time/Expense Sheets

Enter your search criteria and click Search. The search results appear at the bottom of the page.

Timesheets Roster

Sheet 1D Click the link to go to the Time/Expense Summary page.

Modifying Time/Expense Sheet Details
You can modify time/expense details as follows:

1. Access the Time/Expense Summary page.

2. Click Detail to modify the Add comments and ratings.

Note. Ratings are only allowed if they are enabled for the business unit. The
service provider cannot view his ratings.

Click Add Expense to view expenses.

4. Click TRC Breakdown to view the breakdown of hours.

Note. TRC Breakdown is only available for timesheets that allow overtime.

Entering or Viewing Project Time Details

Access the Project Time Details page.
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Project Time Details

Frovider, Patsy

Time Report 1D: oooooontas

Line Humber:

Work Order 1D: DwMo00000028000

1

*Billing Action: Billabla

Imvoice Information

Invoice Number: OWO00006
Invoice Date: 013172003

Approved
Comments:

F All Comments

*:Ratings Information

Approval Rating 7 7% 3 3¢ O Excellent
Trir ¥ ¥ ¥ Good
Trir ¥ O Fair
Tririrdr © Poor

" Mone

Time Detail History

DateTime

T0M 02003 10:43AM FProvider Patsy
1012003 10:43AM Provider Patsy
10M 02003 11:37AM Al Approver

Cuztomize | Eind | i Fir=t [4] 1-3 of 3 [+] Last
Approval Status
Fending
Subrnitted
Approved

B

eturn to Time Lines Summary

Project Time Details page

Work Order 1D

Invoice

Billing Action

Comments

Ratings

Value is populated after saving the row on the Time/Expense Summary page.

Status, Invoice Values are populated after the timesheet line is included on an invoice.
Date, and I nvoice Number

DisplaysBillable or Nonbillable.

The approver can enter comments regarding the time line.

The approver can enter the rating for the work that the service
provider performed for this time line.
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Note. Ratings are available only if they are enabled for the
Services Procurement Business Unit.

Time Detail History Chronological history of the time line.

TRC Breakdown of Time Line

Access the TRC Breakdown of Time Line page.

TRC Breakdown of Time Line

FProvider, Patsy
Time Report ID: 0000000182

Line Humber: 1

TRC Breakdown

| Row Total

SPA1D  Standard Q .00

SPA1S  Owerime - Time and ane half Q 0.00

TRC Breakdown of Time Line page

Displays the time reporting code for each day of the week and the total hours for each week.

Note. TRC breakdowns are only available for timesheets that allow overtime.

Approving or Denying Time/Expense Sheets
You can approve time/expense lines as follows:

1. Access the Project Time Details page.

2. Add Comments for this time/expense line.

3. Choose a Rating for the work the service provider performed for this project. This rating is
captured for performance metrics by Services Procurement Analysis. The ratings are only available
if they are enabled on the Services Procurement Business Unit.

4. Click one of the following buttons to designate the approval status of this time/expense line:

Button Approval Status

Approve Changes status #pproved. The timesheet is now available for invoicing.
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Button Approval Status

Deny Changes status @enied by Approver. If you deny the time line, enter
a Commentto indicate a reason. The time line returns to the service
provider for modifications and re-submission.

Hold Changes status tgold by Approver.

When all lines are approved, the time/expense sheet status chanies dved.

Note. For Approvers, on the Summary page the Status displays for each line instead of the work order.

Mass Approving Time and Expense Sheets
You can approve multiple time and expense sheets as follows:

1. Access the Manage Time/Expense Sheets page.

2. Select the timesheets to be approved.

Note. This option displays for users with a role action®$f TIME_APPROVER only.

3. Click the Approve Selected Timesheets button. The system changes the status of
the selected timesheets to Approved.

Note. When approving multiple timesheets, the default approval rating on the Services Procurement
Business Unit Options page defaults onto all approved timesheets.

You can approve multiple time and expense sheet lines as follows:
1. Access the Time Lines Summary page.
2. Select the lines that are to be approved.

3. Click the Approve Selected Time Lines button.

Note. When approving multiple timesheet lines, the default approval rating on the Services Procurement
Business Unit Options page defaults onto all approved timesheet lines.

See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up Business Units, page 25

Adjusting Approved Time/Expense Sheets
Complete the following steps to adjust approved time/expense sheets.

1. Access the Time/Expense Summary page.
2. Click Adjust Time/Expense to adjust a sheet.
3. Adjust the Project ID, Work Order ID, Activity ID, and Time fields as required.
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4. Click Detail to adjust the Billing Action.

5. Click Expense link to adjust the expense information.

When one line is adjusted, the time/expense sheet status changdgusted. If an the
adjusted timesheet line was included in an invoice the original invoice line status changes to
Cancelled, and the invoice header status changesdjusted.

Time lines with a status oAdjusted are eligible for invoicing.

Note. Only users with the role action &_TIME_APPROVER can adjust time/expense sheets. A new expense
report cannot be added through a time/expense sheet adjustment. Time/Expense sheets can also be adjusts
prior to approval in submitted status by the approver. When these are adjusted, the status remains as submit

Manage Time and Expense Sheet Worklists

This section describes how to manage worklists for time and expenses

Triggering Worklist and Email Notifications
The following status changes trigger a worklist entry and an email notification:

» The service provider receives a worklist entry and an email notification if the timesheet
status changes tdpprove or Deny.

» The approver receives a worklist entry and an email notification when a timesheet is submitted.

» The user can either access the timesheet using the email link shown below, or by navigating using the workli

The email notification contains values from the Time/Expense Summary page, and a
URL for the recipient to navigate to the timesheet.
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Managing Progress Logs

This chapter provides an overview of services progress, describes the prerequisite tasks
required to enter progress logs, and discusses how to:

« Create progress logs.

« Manage progress logs.

Understanding Progress Logs

The progress log is similar to the timesheet in function and process. The service provider uses the progress |
to record and submit progress on deliverables to the project manager for immediate, online approval. You ca
also track and report issues using the progress log. The project manager or progress log approver can provi
feedback to the service provider, including performance-rating information through the approval process.

You use the Manage Progress Logs page as the focal point for all deliverables-based activity
in PeopleSoft Services Procurement. Use this page to:

» Create, edit, view, or approve progress logs.

* Filter reports by selecting your criteria in the service provider, vendor, or status fields.
» Access pages used to modify progress log details.

See Also

“Preface,” Common Elements Used In This PeopleBook, page xxiv

Prerequisites
These attributes must be set up before entering progress log information:

» Services project business units.
» Services templates.
 Activities defined as milestone activities.

» Activities defined for rate based services.

A work order must also be released before progress log transactions can be entered against it.
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See Also
Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” page 21
Chapter 13, “Managing Work Orders,” page 175
Creating Progress Logs
This section discusses how to:
» Create a progress log.
» Enter progress completed on a project.
» View progress log details.
* View progress log history.
Pages Used to Create Prog ress LOQS
Page Name Object Name Navigation Usage

230

Maintain Progress Log

SPA_MANAGE_PLOGS

» Services Procurement,
Maintain Services
Progress Logs (internal)

* Maintain Services
Progress Log (external)

View and manage progress
logs.

Progress Log Summary

SPA_PLOG_LINES

* Click the Progress Log ID
link from the Maintain
Progress Logs page.

* Click the Addbutton from
the Maintain Progress
Logs page.

Create or edit a progress log.

Progress Log Details

SPA_PLOG_DTL

=h

|_-_||§| Click the Details
button from the Progress Lo
Summary page.

View invoicing status and
gproject comments. Approve
deny, or hold submitted
progress logs. View status
change history

Currency Information

EXCH_RT_DTL_INQ

Click the Rate Detail link on
the Progress Log Details

page.

View currency information.

Progress Logs by Work
Order

SPA_PLOG_PRCNT_HST

A

Click the History
button from the Progress Lo
Summary page.

View previously entered
gprogress logs by work order.

Creating a Progress Log

Access the Progress Log Summary page.
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Create Progress Log Submittal

Progress Log Summary

Kenneth Schumacher

Progress Log ID: oooooooios Progress Log Status:  Fending

Supplier: Wings Construction Settlement Option: Fixed Amount

General Information

Creation Date: 10/29/2003 Add Comments: =¥E,

* All Comments

Line Information Customize | Find | Yiew &1 | i First 4] 10f 1 [+ Last
[ WorkOrder Information I Amourt Information -
Work Order ID Activity ID Complete Date |Line Status

1 [ 2 pMoononoo3soo G 0000000108 0000000000000 CY, |06/01/2004 [ Pending =]

Taotal Billahle Amount: 30000.000
Save | Subrnit |

Backto Manage Prodress Logs
Progress Log Summary page

The fields appearing on this page depend on the settlement option defined on the work order.

Common Elements

Add Comments Enter comments or concerns for the work order.

Work Order ID andProject Select the work order for which progress is being reported. The project
associated with the work order appears as read-only.

Billable Amount andTotal = The system displays values associated with the work order. The system

PO Amount displays this value in the work order currency as well as getunit currency.
% Click the Details button to access the Progress Log Details page.

@ Click the History button to access the Progress Logs by Work Order page.

Total Billable Amount Sum of the Billable Amounts appearing on this page.

Save Click to save the progress log entry for later submission.
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232

Submit Click to submit the progress log for approval. Your information is
automatically submitted to the approver specified for your work order
and you can return to the Maintain Progress Logs page.

Milestone Settlement Method

These fields appear if you are using a service template Mitlstone specified for the Settlement
Options. The settlement option is defined on the work order.

Milestone Activity and Select a milestone from the available options, which are determined by the
Complete Date work order defined as using the milestone settlement option.

Note. Once a milestone activity is submitted, you cannot use it
again for another progress log entry.

Complete Date Enter the date the milestone activity was completed.

% of WO (percent of work  The system displays this information based on information from the work order.
order complete)

Fixed Amount Settlement Method

These fields appear if you are using a service template itbd Amount defined for Settlement
Option. The fixed amount settlement option is similar to the milestone settlement option in that
both record progress against milestone activities. The difference is that fixed amount enables the
supplier to enter the amount they are paid for the activity rather than having the amount defined
on the work order. The settlement option is defined on the work order.

Activity 1D Select a milestone activity that is linked to the project defined on the work order.

Note. Unlike the Milestone Settlement Option, milestone activities can be
recorded multiple times with the Fixed Amount Settlement Option.

Complete Date Enter the date the activity was completed.

Billable Amount Enter the billable amount for the deliverable.

Percentage Settlement Method

These fields appear if you are using a service template Raticentage specified for the
Settlement Options as defined on the work order.

% Complete (percent Enter the percentage value completed.
complete)

% Complete TD (percent  The system displays this information based on data submitted to date.

complete to date) The system updates the work order with this information when

you save the progress log.

Note. To submit this transaction, the submitted total, when added to previously submitted progress logs, cannot
exceed the Total PO Amount on the work order plus the tolerance percentage defined on the work order.
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Warning! After you submit the progress log for approval, you can’t go back and add progress lines for
the work order, project, and milestone activity combination using the same service template.

Rate Based Settlement Method

These fields appear if you are using a service template Ratke Based defined for Settlement
Option. The settlement option is defined on the work order.

Activity 1D Select the activity that you performed. After you select the activity, the
rate, UOM and billable amount for the activity are displayed on the page.
These fields come from the work order activity definition.

Quantity Enter the quantity worked.
Entering or Viewing Progress Log Details
Access the Progress Log Details page.

Invoice Status, | nvoice Values are populated after the progress log is included on an invoice.
Date, andlnvoice Number

Managing Progress Logs
In this section, we discuss how to:

» Manage progress logs.
» Submit progress logs for approval.
» Approve or deny progress logs.

» Trigger worklist and email notifications.
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Pages Used to Manage Progress Logs
Page Name Object Name Navigation Usage

234

Maintain Progress Logs

SPA_MANAGE_PLOGS

Services Procurement,
Maintain Services Progress
Log

Search and view progress
logs. Access the progress |
you want to modify.

O

Progress Log Summary

SPA_PLOG_LINES

Click the Progress Log ID
link from the Maintain
Progress Logs page.

Modify progress logs.

Progress Log Details

SPA_PLOG_DTL

=h

|-'_|I§| Click the Details
button from the Progress Lg
Summary page.

Modify progress log details
gApprove, deny, or hold
submitted progress logs.

A

[

Progress Logs by Work SPA_PLOG_PRCNT_HST Click the History View previously entered

Order button from the Progress Logprogress logs by work orde
Summary page.

Maintaining Progress Logs

Access the Maintain Progress Logs page.

Maintain Progress Logs

*Business Unit:

AWork Order ID:

usoot Oy
| Q

LS00 MEW YORK OPERATIONS

Add

Supplier Hame:

Progress Log Status:

S

Service Provider Contact:

I jv

* Enter Search Criteria

Search |

Progress Logs

Customize | Find | *ie

oy e
Al =

Fir=t El 1-2 aof 2 El Last

Progress Log ID

Service Provider Contact

Supplier Hame

Status

Settlement Option

noooooo1oy Contact, Connie Wings Construction Fending Fixed Amount
0o000001 06 Contact, Cannie Wings Construction Fending Fixed Amaount
ooooooo1os Caontact, Caonnie Wings Construction Fending Fixed Amaount

o ze this page to review, approve, hold ar deny the status of Progress Logs. To see the details of a

specific Progress Log just click on the Progress Log 1D link.

Maintain Progress Log

s page
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Search and Progress Logs

Enter your search criteria and click Search. The search results appear at the bottom of the page.

Roster

ProgressLog ID Click the link to access the Progress Log Summary page.

Submitting Progress Logs for Approval
To submit progress logs for approval, complete the following:

1. Access the Progress Logs Summary page.
2. Click Submit.
3. Click OK on the Submit Confirmation page.

Approving or Denying Progress Logs
To approve progress logs, complete the following:

1. Access the Progress Log Details page.

2. Click one of the following buttons to designate the approval status:

Button Approval Status

Approve Changes status #gpproved. If more than one approver is required, the
approve action changes the statuBantial.

Deny Changes status @enied by Approver.

Hold Changes status tgold by Approver.

3. You can also do mass approvals of progress logs using the Maintain Services Progress Log page
by checking the select check box and clicking the Approve button.

When all lines are approved, the Progress Log Status changgsptoved.

Note. For Approvers, on the Summary page the Status appears for each line.

Triggering Worklist and Email Notifications
The following status changes trigger a worklist entry and an email notification:

» The service provider receives an email notification if status changéppmve, Deny, or Hold.
» The service provider receives a worklist entry if status chang&sety.

» The approver receigea worklist entry and an email notification when a progress log is submitted.

The email notification contains values from the Progress Log Summary page and a URL
for the recipient to navigate to the progress log.
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Managing Settlements

This chapter provides an overview and describes how to:

» Create invoices manually.
» Generate and print invoices automatically.
* Manage invoices.

* Approve invoices.

Understanding Settlements in PeopleSoft Services
Procurement

Managing settlements with PeopleSoft Services Procurement enables individuals who have appropriate
permissions to create consolidated proforma invoices. Proforma invoices can be optionally configured to
include or exclude suppliers in the invoice approval process. Specific timesheets or progress logs lines
can be added or removed prior to submitting the invoice for approval. Once approved, the proforma
invoice is viewed online and printed and/or included in a file for export.

You can grant permissions for each of the following functions:
» Automatic invoice generation.

* Manual invoice creation.

* Invoice management.

* Invoice approval.

» Supplier Invoice approval.

* Invoice printing and processing.

With Services Settlement, you can:

* Manage the invoicing and settlement process.

* Invoice at varying frequencies.

Verify that the invoice meets the terms defined by the statement of work and/or purchase order.

Match the service provider’s approved timesheet to an invoice.

* Manage invoice submittal, approval, and processing.
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See Also
“Preface,” Common Elements Used In This PeopleBook, page xxiv
Prerequisites
These attributes must be set up before invoicing a timesheet or progress log:
» Define invoice authorizations.
» Define whether suppliers are included in the invoice approval process.
* Define addresses.
» Define payment terms.
» Define accounts payable interface.
Creating Invoices Manually
This section discusses how to create invoice header information.
Pages Used to Manually Create an Invoice
Page Name Object Name Navigation Usage

Manage Invoice

SPF_INV_MANAGE

Services Procurement,
Manage Invoices

Search and add invoices.

Create Invoice

SPF_INV_HDR_ADD

Enter Business Unit and/or
Invoice ID and click the Add
button on the Manage
Invoices page.

Create invoice header
information.

Available Lines for
Invoicing

SPF_INV_TE_DTLS

Save an invoice on the Crea
Invoice page.

t®isplays all uninvoiced
timesheets and progress lo|
for the supplier or service
provider.

gs

Manage Invoices - Line
Summary

SPF_INV_LN_DTLS

Click the Edit button for
an invoice on the Manage
Invoice page.

Modify the selected invoice|.

Vendor Address

SPF_ADDRESS

Click the Vendor Address
button on the Invoice Proces
Detail page.

View the vendor address.
5S

Invoice Process Detail

SPF_INV_PROCES_DTL

Click the Details button on
the Manage Invoice page or|
the Manage Invoices - Line
Summary page.

View invoice details.
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Page Name Object Name Navigation Usage
Currency Information EXCH_RT_DTL_INQ Click the linked currency View multicurrency
abbreviation on the Manageg information.

Invoices - Line Summary
page.

Work Order Details

SPF_WO_REQ _VEN_DT

Click a linked work order on
the Manage Invoices - Line
Summary page or Manage
Invoices - Line Details page

View details of the work
order related to the invoice.

Manage Invoices - Line
Detail

SPF_INV_TIME_DTL

For resource based invoices
click the Edit button on the
Manage Invoices - Line
Summary page.

5,View invoice line details
and/or make adjustments.

Manage Invoices - Line
Detail

SPF_INV_PLOG_DTL

For deliverable based
invoices, click the Progress
Log link on the Manage
Invoices - Line Summary

page.

View invoice line details
and/or make adjustments.

Purchase Order Inquiry -
Purchase Order

PO_LINE_INQ

Click the View Purchase
Order button on the Manage
Invoices - Line Detail page.

View details of the purchas
order related to the invoice.

Approve Time/Expense -
Time/Expense Summary

SPA_TIME_LINES

For resource bases invoice,
click the linked timesheet
on the Manage Invoices -
Line Details page.

View time reports.

Create Progress Log
Submittal - Progress Log
Summary

SPA_PLOG_LINES

For deliverables based
invoice, click the linked
progress log on the Manage

View time reports.

Invoices - Line Details page

Creating an Invoice

Access the Create Invoice page.
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Create Invoice
Business Unit: Lsnnt
Invoice 1D: MEXT
*Sanvice Method: Deliverable j
“Invoice Date: 114062003 El
*Supplier: LISA0000023 Q Firm Solution
*Address: 2 Q M ain Office
*Payment Terms: |00 Q Due Mow
Create Invoice page
Service M ethod Select fromDeliverable or Resource. The selected Service Method

determines the fields that appear on the invoicing pages.

Payment Terms Select a payment term from the available values defined on the
Single Payment Terms page.

Available Lines for Invoicing

Access the Available Lines for Invoicing page.
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Available Lines for Invoicing

Business Unit: 115001 Invoice ID: DMoaoin
Invoice Date: 11119/2003 Supplier: Landscape Company
Imsoice Status: Generated Address: =1 endarfor 881-1
Service Method: Deliverahle Payment Terms:  Met 30 Process Detail
* Base currency Invoice Armount Expense Amount Estimated Tax Estimated Total
" Supplier Currency B

Available Progress Log Lines for Imvoicing

Progress Log Info Amount Information
Select |Progress Loqg lD Provider Contact |[POID ‘Work Order
- ooooooooy 1 Contact, Cony aooooooos1 DMO0000001 2000 LAWR_EDGE
- ooooooo1 o7 2 Contact, Cory o0o0o00ona DMOO000001 2000 AW _MOVY
Select All Clear All

Save to Invoice |

0 Lze this page to review Uninvaiced Time Sheets or Progress Log entries. To see the details for a specific item, just click an
the Cetails Icon. To add a line to an Invoice, select the item(s) and click Save.

Eeturn to Invoice Lines

Available Lines for Invoicing page

Select the progress log or time report lines to include in the invoice.

Generating and Printing Invoices Automatically

This section discusses how to generate invoices automatically.

Pages Used to Automatically Generate and Print Invoices

Page Name Object Name Navigation Usage

Generate Invoice SPF_GEN_CLINV Service Procurement, Generate invoice for
Services Settlement, Create printing.
Batch Invoices

Print Invoices SPF_GEN_CINP Service Procurement, Printinvoices thatyou've
Services Settlement, Print | generated.
Invoices

Generating Invoices

Access the Generate Invoices page.
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Generate Invoices
Run Control ID:  |NYQICE ReportManager  Process Monitar Fun |

*Invoice Date:
*Business Unit:
Department:
Requester:
Supplier:

Service Provider:

Invoice Status:

Imvoice Report Currency:

*Start Date:
Purchase Order:

Work Order:

03i01/2004 [5)
FRADT Q,
10000

YEANCGHEZ
FRAOQOOOOD1

FIERRE

Q
Q
Q

Q

FRAMCE OPERATIONS

Human Resources

Sanchez, Yolan
Axis Bystems

Provider, Pierre

+ Generated  Submitted

* Base

From

020252004 [5)

oooooooood G

FRAOD1-01

" Supplier

Q

Selection Range

To
*To Date: 115282003 [31
Purchase Order: ooopoooons G
Work Order: FRAO1-02 QL

un Control Parameters

da

Generate Invoices page

Enter the run control parameters for the invoice process.

Invoice Date
Business Unit
Department
Requester
Supplier

Service Provider

242

Enter the create date of the invoices. Defaults to the system date.

Select the Business Unit for which invoices are generated.

Select the Department for which invoices are generated.

Select the Requester for whom invoices are generated.

Select the Supplier ID for whom invoices are generated.

Select the Service Provider for whom invoices are generated.
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Note. If the Supplier is resource based, the lookup for service
providers displays service providers.

If the Supplier is deliverable based, the lookup for service providers
displays provider contacts.

If the Supplier is both resource and deliverable based, the lookup for service
providers displays both service providers and provider contacts.

Invoice Status Select if the invoices are generated with a statuS@rerated or Submitted.

Note. Invoices generated as submitted with automatically be submitted
to either the supplier invoice approval

Invoice Report Currency Select if the invoice should be created in #Base currency or the
Supplier currency. The field is disabled if the Purchasing Business unit
does not allow multicurrency purchase orders.

Start Date and To Date Enter the work order start and end dates for invoices you wish to generate.

From Purchase Order and  Enter the beginning and ending purchase orders for which you
To Purchase Order wish to generate invoices.

From Work Order and To  Enter the starting work order for which you wish to generate invoices.
Work Order The lookup filters using the start and to dates entered above.

Process Results
The Generate Invoices process (SPF_INVGEN_C) is a PeopleSoft Application Engine process.

When you create an invoice for a work order that allows overtime entry, the system performs the
overtime calculation during this process. The system validates that the Time Template associated with
the work order is enabled for Use Overtime and also references the overtime calculation rules you
defined on the Overtime Rules page. The resulting invoice amount includes the overtime calculation
based on the selected Time Reporting Code for a time/expense line.

Note. You can also run the Generate Invoice Report process (SPINV002) to generate
a report about the invoices you are processing.

Printing Invoices

Access the Print Invoices page.
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Print Invoices

Run Control ID:  ADHOC

*Business Unit:

*Supplier:

Run Control Parameters

Process Manitar Run |

Eeport Manager

Invoice Report Currency: * Base

Selection Range

From

*Invoice ID: CmMo00nos

usontl QG JS001 MEWY YORK OPERATIONS
UsSA0000044 Manpower
" Supplier

To

2 nwoice ID:  [DMOOO00G aQ

Print Invoices page

Enter the run control parameters for the invoice printing process.

Invoice Report Currency Select to print in either the Base or Supplier currency. The field is disabled if
the Purchasing Business unit does not allow multicurrency purchase orders.

From and To Invoice D Select the range of invoices you would like to print.

Process Results

Process Invoice (SPF_PRNTINV) is a PeopleSoft Application Engine that processes invoices that have
been generated and approved. It prints the proforma invoice to be sent to the Suppliers. This process also
adds any manually created invoices to the invoice report table so that invoices can be printed.

Managing Invoices

244

Use the Manage Invoice page to create new invoices, review existing invoices, edit, view their status, cancel,
or submit selected invoices for approval. The Manage Invoice page is the central location and starting point
for maintaining your invoices. Use the Search and sort features to streamline the search results. Once
entered, proceed to the roster area where you can view invoice details, edit and cancel invoices.

Note. This page displays invoices created by the login user. Invoices generated by
other users do not appear in this roster.

In this section, we discuss how to:
* Search and view invoices.

* View and edit invoice details.
See Also

Chapter 16, “Managing Settlements,” Creating Invoices Manually, page 238
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Pages Used to

Manage Invoices

Managing Settlements

Page Name

Object Name

Navigation

Usage

Manage Invoices

SPF_INV_MANAGE

Services Procurement,
Manage Invoices

Search and add invoices.

Create Invoice

SPF_INV_HDR_ADD

Enter Business Unit and/or
Invoice ID and click the Add
button on the Manage
Invoices page.

Create invoice header
information.

Available Lines for
Invoicing

SPF_INV_TE_DTLS

Save an invoice on the Cregt®isplays all uninvoiced

Invoice page.

timesheets and progress lo
for the supplier or service
provider.

Manage Invoices - Line
Summary

SPF_INV_LN_DTLS

Click the Edit button for
an invoice on the Manage
Invoice page.

Modify the selected invoice|.

Vendor Address

SPF_ADDRESS

Click the Vendor Address

View the vendor address.

button on the Invoice Process

Detail page.

Invoice Process Detail

SPF_INV_PROCES_DTL

Click the Details button on
the Manage Invoice page or
the Manage Invoices - Line
Summary page.

View invoice details.

Currency Information

EXCH_RT_DTL_INQ

Click the linked currency
abbreviation on the Manage
Invoices - Line Summary

page.

View multicurrency
information.

Work Order Details

SPF_WO_REQ _VEN_DT

Click a linked work order on
the Manage Invoices - Line
Summary page or Manage
Invoices - Line Details page

View details of the work
order related to the invoice.

Manage Invoices - Line
Detail

SPF_INV_TIME_DTL

For resource based invoices
click the Edit button on the
Manage Invoices - Line
Summary page.

5,View invoice line details
and/or make adjustments.

Manage Invoices - Line
Detail

SPF_INV_PLOG_DTL

For deliverable based
invoices, click the Progress
Log link on the Manage
Invoices - Line Summary

page.

View invoice line details
and/or make adjustments.

Purchase Order Inquiry -
Purchase Order

PO_LINE_INQ

Click the View Purchase
Order button on the Manage
Invoices - Line Detail page.

View details of the purchas
order related to the invoice.

Approve Time/Expense -
Time/Expense Summary

SPA_TIME_LINES

For resource based invoices
click the linked timesheet
on the Manage Invoices -
Line Details page.

5,View time reports.
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Page Name Object Name Navigation Usage
Create Progress Log SPA_PLOG_LINES For deliverables based View time reports.
Submittal - Progress Log invoice, click the linked
Summary progress log on the Manage

Invoices - Line Details page

Searching and Viewing Invoices
Access the Manage Invoices page.

You can access this page when you log in as the PeopleSoft Services Procurement invoice manager.

Manage Invoices

Kenneth Schumacher

i Add Hew Invoice

*Business Unit:  |US001 C  US001 NEW YORK OPERATIONS

*Invoice ID: [MEXT Add

Business Unit: Q

Invoice ID: | Invoice Status: | j
From Date: El Through Date: =) Search |
Select Currency: @ Base { Supplier

Invoice Roster

Select
- FRADT frall-02-invl Generated Axiz Systems Resource 117022003 Met 30 1281464 FRF i
- LIS001 DmMODO0DY  Generated Firm Solution Deliverable 11/06/2003 Due Mow & %
Submit Selected Invoices | Cancel Selected Invoices |

Lze thizs page to review and edityour Invoices. To see the details for a specific Invoice just click on the Edit con. To create a
ﬂ new Invaice, click an the Create Invaice link. Select an Invoice and click the Submit hutton to submit the Invoice(s) for
Approval.

Manage Invoices page

Search Invoices

Enter search criteria used to retrieve and edit and view invoices.

Select Currency

Display amounts in either base or supplier currency. The select currency field is only available if
Allow Multicurrency is selected on the Services Procurement business unit page.

See Qapter 3, “Implementing Your PeopleSoft Services Procurement System,”
Setting Up Business Units, page 25.
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Note. Invoices are generated in both base and supplier currency. If the work order currency differs from
the supplier currency, then the amounts are converted for the appropriate currency.

Estimated Total

Displays estimated total including expenses and estimated prorated tax.

Note. The SUT tax included in the estimated total includes only the sales tax. The use tax is
displayed as a separate line item on the Invoice Detail page.

Roster

i Click the Edit button to access the Manage Invoice Lines page where
you can review and edit Invoice lines.

= Click the Process Detail button to access the Invoice Process Detail page

= where you can review Invoice processing information.

Submit Selected Invoices Click to submit selected invoices for approval.

Cancel Selected Invoices Click to cancel selected invoices. Canceling invoices releases the timesheet or
progress log associated with that invoice so that it can be invoiced again.

Note. Invoices can be adjusted by adjusting the associated Time/Expense sheets or Progress Logs. If
the adjusted Time/Expense sheet or Progress Log is included in an invoice, the status of the invoice
line associated to the adjustment is change@anocelled and the invoice header status is changed to
Adjusted. Invoices can also be adjusted after the invoice has been generated by adjusting the amounts
on the Manage Invoice Line Detail page. Adjusting invoices in this manner does not change existing
Time/Expense sheet or Progress Logs. Adjustments can be made prior to invoices being approved by
either the Supplier Invoice Approver or the Enterprise Invoice Approver.

Viewing Manage Invoice Line Summary

Access the Manage Invoices Lines page.
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Manage Invoices

Line Summary

Business Unit:  US001  US001 MEW YORK OPERATICONS Invoice 1D: Dt Q00008
¥ Invoice Header Information
Invoice Date: 1053172003 Supplier: ESCP Engineering Supplies
Invoice Status: Generated Address: =1 main
Service Method: Resource Payment Terms: 2% Discin 10 days, Met 30 Process Detail
¥ Base currency Invoice Armount Expense Amount Estimated Tax Estimated Total
" Supplier Currency 5,496.00 0.00 439,68 5,935.688 USD

Invoice Line Information re | Fing | ® Al | First [4] 12 of 2 , [H] Lt

Select |Line |Status Work Order Feriod End Line Est. Tax | Est. Total
Pr L Date Amount

r Generated Provider, Paige DMOOD0000033000 4F 10/31/2003 2748.00 21984 2067.84 UsD # [+

O 2 Generated Provider, Paige DMOO00000033000 @B qorani2003 2748.00 #4984 296784 USD i
Select All Clear Al

Submit Selected Lines Delete Selected Lines |

o Jse this page to review and edit an Invoices. To see the details for a specific Invoice Line, click on the Edit [con. To add a
newy Inwaice Line, click on the Add button. To delete an Invoice Line, selectthe line and click the Delete buttan.

Eeturn To Manage Imvoice Add Invoice Line

Manage Invoices - Line Summary page

The data appearing in the Invoice Line Information grid depends on the selected Service Method.
Select Base or Supplier currency option to display amount.

View the estimated tax and estimated total amount for the invoice.

I nvoice Amount Total invoice amount in base or supplier currency.
Expense Amount Total expense amount in base or supplier currency.
Estimated Tax Total estimated tax for the invoice.

Estimated Total Estimated total for the invoice.

Submit Selected Lines Click to submit the selected invoice lines for approval.

Note. Until all lines have been submitted for approval, the invoice
header status remains &gnerated.

Delete Selected Lines Click to remove the selected line from the invoice. Deleting the
invoice line releases the timesheet or progress log associated with
that invoice so it can be invoiced again.
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Note. For deliverable based requisitions, the rate based activity is displayed in the
Invoice Line Information section.

i Click the Edit button to access the Invoice Summary page where you can view
the summary of your invoice and enter any related comments or adjustments.

Viewing Invoice Line Detail

Access the Manage Invoice - Line Detail page.

Manage Invoices

Line Detail

Business Unit: S0 US001 KEW YORK OPERATIONS Invoice ID: OwCo00os

* Imvoice Header Information

Invoice Date: 1003142003 Supplier: ESCP Engineering Supplies
Invoice Status: Generated Address: Main
Service Methodd: Fesource Payment Terms: 2% Discin 10 days, bet 30 Process Detail
* Base Currency Imvoice Amount Expense Amount Estimated Tax Estimated Total
4,4596.00 0.00 439 68 593568 LSD

" Supplier Currency

Fir=t E 1cof 2 u Last

Invoice Line Information

Imvoice Line Number: 1 Supplier Invoice ID:
Line Status: Generated Department ID: 10200
Service Provider: Provider, Paige Department: Headguarters

Provider Contact: Contact, Candice Purchase Order: 0000000089 =

Time Approver: Al Approver Work Order: DMO00000033000 §e
Invoice Approver: Al Approver WO Amt Remaining:  13,695.41

Requester: Rob Requester Base Currency: SO

Manage Invoices - Line Detail (page 1 of 2)
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imeExpense Details
Time Sheet ID: Qoooooozog Line Number: 1 Period End Date: 1053142003
SUT Applicability: Sales Tax Appl
Actual Adjusted
Time Quantity: 4800 | 4800 MHR
TRC Factor: 1.0000 1.0000
Rate: 57.25 | 57.25
Line Amount: 2,748.00 2,748.00
Expenses: 0.00 | 0.00
Sales Tax %: 8.0000 | aonon Includes WAT: Mo
Est. Sales Tax: 218.84 215.84
Est. Total: 2,967.84 2,967.84
Add Comments: ﬂ@
* All Comments

Save |

Eeturn To Manage Invoice  Return to Line Surnimany

Manage Invoices - Line Detail (page 2 of 2)

The information appearing on this page depends on the selected service method.

Invoice Header Information

Business Unit The business unit associated with the invoice.

Invoice ID The number automatically assigned to the invoice when it is created.
Invoice Date The creation date of the invoice.

Supplier The supplier associated with the service provider who performed the

services included on the invoice line.

I nvoice Status The current status of the invoice:

Generated: Line has been created but not yet submitted for approval.

Submitted: Invoice has been submitted for approval, but the line
has not yet been approved or rejected.
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Payment Terms

Estimated Total
Invoice Line Details

Invoice Line Number

Supplier Invoice ID

Line Status

Service Provider

Department

Provider Contact

PeopleSoft Proprietary and Confidential
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Submitted to Supplier: Invoice has been submitted for approval to the
Supplier, but the line has not yet been approved or rejected.

Rejected: The approver has rejected the line.

Approved by Supplier: The supplier has approved all lines, and
the invoice has not been processed.

Approved: The invoice approver has approved all lines, and the
invoice has not been processed.

Processed: All lines have been approved and the invoice has been processed.

Canceled:invoice has been canceled and the related timesheets or
progress logs have been released to be reinvoiced.

Click the Vendor Address button to access the Vendor Address page
where you can view vendor address information.

The payment terms assigned to the invoice.

The total invoiced amount.

The number automatically assigned to the invoice line when it is created.
Allows adjustments to progress log line amount.

Enter the supplier’s invoice ID for each invoice line. This field is for reference
only in the event the supplier uses a different invoice ID.

The current status of the invoice line:

Generated: Line has been created but not yet submitted for approval.

Submitted: Invoice has been submitted for approval, but the line
has not yet been approved or rejected.

Submitted to Supplier: Invoice has been submitted for approval to the
Supplier, but the line has not yet been approved or rejected.

Rejected: The approver has rejected the line.
Approved by Supplier: The Supplier has approved all lines.

Approved: The invoice approver has approved all lines.

The name of the individual service provider associated with the
services included on the invoice line.

The department assigned to the work order associated with the
services included on the invoice line.

Displays the provider contact assignedite work order associated
with the services included on the invoice line.
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Time Approver

§F

Invoice Approver
Requester
Work Order Amount

Remaining

Base/Supplier Currency

Chapter 16

Click to view the purchase order assigned to the work order associated
with the services included on the invoice line.

Note. The button is only available if the PO Work Order Integration check box
is selected on the Services Procurement Installation Options.

Displays the time approver assigned to the work order associated
with the services included on the invoice line.

Click to view the work order associated with the services
included on the invoice line.

Displays the invoice approver assigned to the work order associated
with the services included on the invoice line.

The requester assigned to the work order associated with the
services included on the invoice line.

Displays the amount still available for the work order. This amount
is updated when invoices are approved.

Depending on the display currency selected from the Invoice Header
Information, the appropriate currency code is displayed.

Time/Expense Details - Resource Based Invoices

Adjustments can be made after the invoice has been generated and not yet approved.
Once approved, invoices cannot be adjusted.

timesheet 1D andProgress
Log ID

Period End Date
VAT Applicability

SUT Applicability

Time Quantity

TRC Factor

The timesheet or progress log associated with the invoice line. Click
to view the timesheet or progress log details.

The period end date of the timesheet associated with the invoice line.

Indicates if VAT applies to this invoice. If VAT Applicability iJaxable,
the system displays the VAT% and VAT Amount information.

Indicates if Sales/Use Tax applies to this invoice. If SUT Applicability
is Sales Tax or Direct Pay/Sales Tax, then the Sale Tax % and
Sales Tax Amount fields display.

If the value isUse Tax, then the system displays Use Tax%
and the Use Tax Amounts.

Note. Suppliers can only view the sales tax and not the use tax.

Enables you to adjust the actual time quantity for resource-based invoices.
Hidden if Supplier Rate Breakdown applies.

This is the multiplication factor attached to the TRC code on the time line. The
system uses this value to multiply against the Adjusted Rate.
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Rate

Actual/Adjusted Line
Amount

Actual/Adjusted Expenses

Actual/Adjusted Total

VAT %

Est. VAT Tax

Sales Tax % / Use Tax %

Includes VAT

Est. Sales Tax

Est. Total

Managing Settlements

Rate for the invoice. Rate is adjustable unless Supplier Rate Breakdown
applies. If Rate Breakdown applies, then click the Rate Detail link for the
Rate Breakdown details. Suppliers are not able to adjust the rates.

The amounts based on the actual and adjusted hours and rates.

Actual expenses from the timesheet associated with the invoice line.
You can enter adjustments prior to approval.

The total of the actual/adjusted line amount, the actual/adjusted
expenses and any associated taxes.

Actual VAT percentage. Enables you to adjust the actual VAT
percentage for resource-based invoices.

Note. The field is hidden if VAT is not applicable.

Estimated VAT amount. Adjusting the time quantity, rate or VAT %
recalculates the estimated VAT amount.

Note. The field is hidden if VAT is not applicable.

Displays estimated sales tax percentage if Tax Applicability is Sales Tax
or Direct Pay. If Tax Applicability is Use Tax, then the system displays
the estimated use tax percent. Enables you to adjust the tax percentage
which recalculates the Estimated Sales/Use Tax amounts.

Indicates if the estimated VAT amount should be added to the line
amount before sales or use tax is calculated. If yes, the VAT amount is
added to the line amount before sales/use tax is calculated. Otherwise,
the line amount is used for VAT calculations.

Note. The field is hidden if VAT is not applicable.

Estimated sales tax. Enables you to adjust the estimated sales
tax for resource-based invoices.

Sum of line amount and VAT or sales tax.

Progress Log Details - Deliverables Based Invoices

Activity

% Complete

PeopleSoft Proprietary and Confidential

Activity associated with invoice line.

Note. This field is not visible if the settlement option on the work order
associated to the invoice line is setRercentage.

Total percent completed entered.

Note. This field is only visible if the settlement option on the work
order associated to the invoice line is seP@centage.
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Rate The rate from the work order associated with the invoice line.

Note. This field is only visible if the settlement option on the work
order associated to the invoice line is seRaie Based.

UOM The Unit of Measure defined for the rate.

Note. This field is only visible if the settlement option on the work
order associated to the invoice line is seRaie Based.

Quantity The quantity is the number of units being billed on the invoice line.

Note. This field is only visible if the settlement option on the work
order associated to the invoice line is seRaie Based.

Actual/Adjusted Line The amounts based on the actual and adjusted progress log for this invoice line.
Amount

Actual/Adjusted Total The total of the actual/adjusted line amount and any associated taxes.

VAT Applicability Indicates if VAT applies to this invoice. If VAT Applicability iJaxable,

the system displays the VAT% and VAT Amount information.

SUT Applicability Indicates if Sales/Use Tax applies to this invoice. If SUT Applicability
is Sales Tax or Direct Pay/Sales Tax, then the Sale Tax % and
Sales Tax Amount fields display.

If the value isUse Tax, then the system displays Use Tax%
and the Use Tax Amounts.

Note. Suppliers can only view the sales tax and not the use tax.

VAT % Actual VAT percentage. Enables you to adjust the actual VAT
percentage for resource-based invoices.

Note. The field is hidden if VAT is not applicable.

Est. VAT Tax Estimated VAT amount. Adjusting the time quantity, rate or VAT %
recalculates the estimated VAT amount.

Note. The field is hidden if VAT is not applicable.

Sales Tax % / Use Tax % Displays estimated sales tax percentage if Tax Applicability is Sales Tax
or Direct Pay. If Tax Applicability is Use Tax, then the system displays
the estimated use tax percent. Enables you to adjust the tax percentage
which recalculates the Estimated Sales/Use Tax amounts.

Includes VAT Indicates if the estimated VAT amount should be added to the line
amount before sales or use tax is calculated. If yes, the VAT amount is
added to the line amount before sales/use tax is calculated. Otherwise,
the line amount is used for VAT calculations.
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Note. The field is hidden if VAT is not applicable.

Est. Sales Tax Estimated sales tax. Enables you to adjust the estimated sales tax
for deliverables-based invoices.

Approving Invoices

The Manage Invoice Approval page is the central location for reviewing and approving invoices.

Note. We provide similar approval pages for the supplier role.
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Pages Used to Manage Invoice Approval
Page Name Object Name Navigation Usage

256

Manage Invoice Approval

SPF_INV_APR_MANAGE

Services Procurement,
Services Settlement,
Approve Invoices

Review, accept, or reject
invoice approvals.

Invoice Approval Line
Summary

SPF_INV_APR_LNDTL

Click the Invoice Approval
Line Details button on the
Manage Invoice Approval

page.

View invoice lines that you
are authorized to approve.

Invoice Approval Line
Detail (resource based)

SPF_INV_APR_TIME_D

Click the Invoice Approval
Line Summary button for
aresource based invoice
on the Invoice Approval
Summary page.

View approvals for invoice
line summary and enter
comments before approvin
or rejecting the invoice line,

Invoice Approval Line
Detail (deliverables based

SPF_INV_APR_PLOG_D

Click the Invoice Approval
Line Summary button for a
deliverables based invoice
on the Invoice Approval
Summary page.

View approvals for invoice
line summary and enter
comments before approvin
or rejecting the invoice line,

Vendor Address

SPF_ADDRESS

Click the Vendor Address
button on the Invoice Proces
Detail page.

View the vendor address.
5S

Currency Information

EXCH_RT_DTL_INQ

Click the linked currency
abbreviation on the Manage
Invoices - Line Summary

page.

View multicurrency
information.

Work Order Details

SPF_WO_REQ_VEN_DT

Click a linked work order on
the Manage Invoices - Line
Summary page or Manage
Invoices - Line Details page

View details of the work
order related to the invoice.

Purchase Order Inquiry -
Purchase Order

PO_LINE_INQ

Click the View Purchase
Order button on the Manage
Invoices - Line Detail page.

View details of the purchas
order related to the invoice.

Approve Time/Expense -
Time/Expense Summary

SPA_TIME_LINES

For resource bases invoice,
click the linked timesheet
on the Manage Invoices -
Line Details page.

View time reports.

Create Progress Log
Submittal - Progress Log
Summary

SPA_PLOG_LINES

For deliverables based
invoice, click the linked
progress log on the Manage

View time reports.

Invoices - Line Details page

Managing Invoice Approvals

Access the Manage Invoice Approval page.

You can access this page when you log in as PeopleSoft Services Procurement approver.
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Manage Invoice Approval

Al Approver

Search Invoices
Business Unit: aQ Invoice 1D: Invoice Status: I =l
Date From: ] Through Date: El Search |
Select Currency, * Base " Supplier

Imroice Roster

1S001  DMo00006 Approved Manpavwer Resource 0173172003 Due Mow 15,082.50 USD |__||§|
USOD1 DMODODDS  Approved Haber Resource  01/31/2003 Met 30 18,388.00 USD [

s Technologies gtz =
5001 DWo00o04 Approved B2B Solutions Resource 0873002003 Due MNow 4,400.00 USD [EY
5001 DMo00003 Approved B2B Solutions Resource 0872372003 Due MNow 12,818.00 UsD B
USO01  DMOOO00z gﬂg;‘”gfdm B2B Solutions Resource 08162003 Due Now  13,218.00 USD [
US001  DMOO0001 gﬂg;‘”gfdm B2B Solutions Resource  08/09/2003 Due Mow  12,018.00 UsD [

Llze this page to review, approve or reject your Invoices. To see the details for a specific Invoice just click an the Edit Icon. To
approve an Invoice, selectthe Invoicels) and click the Approve button. To reject an Invoice, select the Invoice(s) and click the
Reject button.

Manage Invoice Approval page

Search and Sort Invoices

Enter criteria used to retrieve submitted invoices.

Note. This page only displays invoice and invoice lines that the login user is authorized to approve.
Authorization is defined on the Work Order page when the work order is created. If an invoice
requires approval from multiple approvers, the invoice header doesn’t update to an Approved status
until all approvals are complete. If the supplier is to be included in the invoice approval process,
the flag must be set on the Services Supplier Information page. For the supplier, only the Service
Provider Contact for each Service Provider can approve invoice lines.

Roster

Approve and Reject Click to approve or reject the selected invoices.

When a line is rejected, the invoice header status is set to ‘Rejected.” The
invoice manager that creates that invoice can then review the rejected invoice,
make any necessary adjustments, and resubmit the invoice for approval.

Note. The enterprise invoice approver can only approve or reject
invoices that have the status 8fibmitted or Approved by Supplier.
Otherwise the approve/reject buttons are hidden.

PeopleSoft Proprietary and Confidential 257



Managing Settlements Chapter 16

Note. You receive an error message if the sum of the invoiced amount (listed on the work order)
and the amount of the invoice is greater than the PO amount.

Est. Total Displays estimated total in either supplier or base currency.

Viewing Invoice Approval Line Summary
Access the Manage Invoice Approval - Line Summary page.

You can access this page when you login as a PeopleSoft Services Procurement approver.

Manage Invoice Approval

Line Summary

Business Unit: Us001  US001 MEWYORK OPERATIONS Invoice ID: DmMonoooz
¥:Ivoice Header Information
Invoice Date: 08/162003 Supplier: B2B Solutions
Invoice Status: Submitted to Supplier Address: E mam
Service Method: Resaurce Payment Terms: Cue Immediately
¥ Base currency Invoice Amount Expense Amount Estimated Tax Estimated Total
" Supplier Currency 13,218.00 0.00 0.00 13218.00 USD

Invoice Line Information Customize | Find | Wiew Al | First (4] 15cf 5 [ Last
Select [Line |Status Service Provider |Work Order Sl - Est. Tax | Est. Total
Date Amount
u Approved by Supplier Provider, Pierce  DO00000020000 &@E omM 52003 4400.00 Q.00 440000 USD
™ 2  Approved by Supplier Provider, Pevton DMoooo0001a000 &2 0mfsi2002 181800 000 181800 USD F.%
3 gﬂgg};gf”m Frovider, Paxton DMODDD0DD21000 ©F 08M5/2003 400000 000 4000.00 USD &Y
4 gﬂg;’:;gfdm Provider, Phil  DMonooooo2zoon €8 oers/zona 240000 000 240000 USD R
5 gﬂgm;gfdm Provider, Phil  CmMooooooo2zoon &5 psp 52003 BDO.O0 000 G000 USD (B
Select All Clear All
Approve | Reject

Use this page to review, approve or reject your Invoice Lines. To see the details for a specific Invoice Line, click on the
(1] Details lcon. To approve an Invoice Line, select the Invoice Lineds) and click the Approve button. To reject an Invoice Line,
zelectthe Inwaice Lineds) and click the Reject button.

Eeturn To Manage Approvals

Manage Invoice Approval - Line Summary page

Period End Date Date when the timesheet period ends.

Line Amount Total amount for the invoice line excluding expenses. Taxes are excluded.
Est. Tax Includes VAT and Sales tax, but not Use tax.

Est. Total Displays the sum of the line amount and the estimated tax.
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Deliverables Based Invoice Approval

Activity This field is displayed for deliverables based requisitions for
rate-based and milestone-based activities.

Percent Complete Not displayed for Milestone, Fixed Amount, and Rate Based progress logs.

Viewing Invoice Approval Line Details

Access the Manage Invoice Approval - Line Detail page.

Manage Invoice Approval

Line Detail

Business Unit: 1500 US001 MNEW YORK OFPERATIOMNS Invoice ID: DmOQooonz
Invoice Line Information | First E 1af 5 O Las
Invoice Line Humher: 1 Supplier Invoice ID: |
Line Status: Approved by Supplier Department 1D; 11000
Service Provider: Provider, Pierce Department: Information Services
Provider Contact: Contact, Carly PO Humber: goooQoooTe =
Tirme Approver: Al Approver Work Order: DMooooooozooon @4
Invoice Approver: Al Approver WO amt Remaining: 10,800.00
Requester: Roh Reguester Base Currency: sD

Manage Invoice Approval - Line Detail (page 1 of 2)
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ime/Expense Details

Time Sheet ID: Q0000001 61 Line Number: 1 Period End Date: 08M&2003
Actual Adjusted
Time Quantity: 44 .00 4400 MHR
TRC Factor: 1.0000 1.0000
Rate: 100.00 100.00
Line Amount: 4,400.00 4,400.00
Expenses. 0.00 n.oo
Est. Total: 4,400.00 4,400.00
Add Comments: | ﬂ@
* All Comments

T History Customize | Find | Wieww 21 | 2 First [] 1.3 of 3 [ Last
DateTime Hame Invoice Line Status
10/08/2003 4:40PM Fob Reguester Generated
1050872003 4:54PM Roh Requester Subritted to Supplier
1000872003 4:57FPM Carly Contact Approved by Supplier
Feturn To Manage Approvals Feturnto Line Summary

Manage Invoice Approval - Line Detail (page 2 of 2)

The information appearing on this page depends on the selected service method and are
similar to those found on the Invoice Line Detail page.

View invoice lines that you are authorized to approve and enter comments before
approving or rejecting the invoice line.

See Also

Chapter 16, “Managing Settlements,” Viewing Invoice Line Detail, page 249

Triggering Worklist and Email Notifications

The following status changes trigger a worklist entry and an email notification:

Note. To receive an email, an email definition must be setup for the approval activity.

» The invoice manager receives a worklist entry and an email notification if the invoice
status changes WBejected by Supplier or Rejected.
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» The invoice approver indicated on the work order receives a worklist entry and an email notification
when the invoice status changes fr@bmitted or Approved by Supplier.

» The service provider contact for each service provider receives a worklist entry and an email
notification when an invoice is submitted to a supplier.

The email notification contains the invoice ID, invoice date, invoice amount and a
URL for the recipient to navigate to the invoice.

Managing Invoice Approval for Suppliers
This section discusses supplier invoice approval.

Invoices are routed to suppliers for approval if timelude in Invoice Approval.
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Pages Used for Suppliers to Approve Invoices
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Page Name

Object Name

Navigation

Usage

Manage Invoice Approval
(external)

SPA_MG_SUP_INV_APR

Service Procurement,
Approve Service Invoices

Review, accept, or reject
invoice approvals as a
Supplier Invoice Approver

Invoice Approval Line
Summary (external)

SPA_SUP_INV_APR_LN

Click the Invoice Approval
Line Details link on the
Manage Invoice Approval

page.

View invoice lines that you
are authorized to approve g
a Supplier Invoice Approve

(7]

r

Work Order Details

SPF_WO_REQ_VEN_DT

Click a linked work order on
the Manage Invoices - Line
Summary page or Manage
Invoices - Line Details page

View details of the work
order related to the invoice.

Invoice Approval Line
Detail (external)

SPA_SUP_INVAP_TIME

Click the Invoice Approval
Line Summary link on the
Supplier Invoice Approval
Line Detail page.

View approvals for invoice
line summary and enter
comments before approvin
or rejecting the invoice line
as a service provider.

Invoice Approval Line
Detail (external)

SPA_SUP_INVAP_PLOG

Click the Invoice Approval
Line Summary link on the
Supplier Invoice Approval
Line Detail page.

View approvals for invoice
line summary and enter
comments before approvin
or rejecting the invoice line
as a service provider.

Approve Time/Expense -
Time/Expense Summary

SPA_TIME_LINES

For resource bases invoice,
click the linked timesheet
on the Manage Invoices -
Line Details page.

View time reports.

Create Progress Log
Submittal - Progress Log
Summary

SPA_PLOG_LINES

For deliverables based
invoice, click the linked
progress log on the Manage
Invoices - Line Details page

View time reports.

Approving Supplier Invoices

Access the external Manage Invoice Approval page.
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Manage Invoice Approval

Derrick Meitler

Search Imvoices

Invoice ID: | Invoice Status: | j
From Date: E Through Date: 1] ﬂl
Invoice Roster C E Al i First El 1of 1 E Last
Select |Inwvoice ID Invoice Status Service Method Invoice Date Pay Terms Est. Total
I DMooooT 3 Subrmitted to Supplier Deliverakile 11062003 Met 30 3,7a000 UsD |_-_h
Approve | Reject |
Ise this page to reviewy, approve ar reject invoices assigned tao ywau. To see the detail lines far an imvaice, click an the details
o jcon. To approve or reject invoices, select therm using the checkboxes onthe left and then click either the Approve or Reject
hutton.

Manage Invoice Approval page (external)

Select the invoice to approve.

Viewing Invoice Details

Access the Invoice Approval - Line Summary page.
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Invoice Approval

Line Summary

Invoice ID: OMC00013
* Imvoice Header Information

Invoice Date: 11/06/2003 Invoice Amount 3,750.00

Invoice Status: Submitted to Supplier Expense Amount 0.o0

Payment Terms MHet 30 Estimated Tax 2

Senvice Method: Deliverable Estimated Total 3,750.00 USD
Invoice Line Information Firat E 1af 1 |E| Last

Select Line Status Work Order " Complete Line Amount Est. Tax E=t. Total
r gﬂsmi'gfdm DMO00000009000  25.00 3,750.00 000 375000 UsD Y
Select All Clear All
Approve | Reject

Jse this page to review, apprave ar reject invoice lines assigned to you. To see the details far a specific line, click an the
0 details ican. To approve or reject inwaice lines, selectthem using the checkboxes on the left and then click eithar the
Approve or Reject hutton.

Eeturn To Manage Approvals

Invoice Approval - Line Summary page (external)

Select the invoice line to approve.

264 PeopleSoft Proprietary and Confidential




CHAPTER 17

Interactive Reports in PeopleSoft Services
Procurement

This chapter provides an overview of analysis and discusses how to:

» Populate the datamart.

» Analyze service provider rosters.

» Analyze service provider performance.
» Analyze service provider length of stay.
* Analyze expense life cycle.

* Analyze expense variance.

* Analyze supplier performance.

» Compare supplier rates.

» Analyze minority-owned suppliers.

Understanding Interactive Reports

PeopleSoft Services Procurement provides metrics on service providers, expenses, and suppliers to help yo
manage, measure, and analyze process and cost information across all aspects of the services procurement
cycle. PeopleSoft delivers standard analysis pages that cover the most common user requirements.

See Also

“Preface,” Common Elements Used In This PeopleBook, page xxiv

Service Provider Metrics

Service provider metrics provide information on service providers broken out by department,
manager, project, purchase order, and supplier:

» The service provider roster includes service provider project assignment information.

» The service provider performance includes service provider rating information.

Note. Service provider performance metrics are not broken out by purchase order.

» Service provider length of stay includes service provider continuous assignment information.
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Expense Metrics

Chapter 17

Expense metrics provide information on amounts committed, expended, and forecast
on requisitions, work orders and invoices:

» Expense life cycle includes expenses that are incurred throughout the various stages of the
expense cycle, including entry, submission, approval, invoiced but not approved, invoiced
and approved by supplier, and invoiced and approved.

You can access expense life cycle data broken out by account, department, manager, project, supplier,

and work order. For each dimension, you can also view the data by expense status.

» Expense variance includes forecast versus actual expense information.

You can access expense variance data broken out by department, manager, project,
purchase order, and supplier.

Supplier Metrics

Supplier metrics provide information on performance and rate comparisons by supplier and role:

» Supplier performance includes requisitions sourced, candidates submitted,
requisitions filled, and positions filled.

» Supplier rate comparison includes rates that various suppliers charge for the same job role.

» Minority-owned suppliers include the number of bids that a minority-owned supplier
receives and the number of work orders that are awarded to each of these suppliers.
Minority-owned supplier metrics are analyzed by role.

Populating the Datamart

You must populate the datamart before accessing the interactive report pages.

266

Note. If the datamart contains no data, a search page appears when you try to access an
interactive reports page, but you can’t progress from there.

page Used to Populate the Datamart

Page Name

Object Name

Navigation

Usage

Analysis Datamart

RUN_SPR_DM

Services Procurement,
Interactive Reports, Analysi
Datamart Engine

Enter parameters that are
sused to run the PeopleSoft

Application Engine that

populates the datamart for

analysis purposes.

Populating the Datamart

Access the Analysis Datamart page.
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Run Control ID:  ADHOC

Business Unit:
Run for UserlD:
*Start Date:

*Duration Date:

*# of Reporting Months:

Length of Stay (Months):
As Of Date:

Leawve Period (months):

Analysis Datamart

Length of Stay

Fepornt Manacger  Frocess Monitor Run

Q,
WP 2. " Runfor all SPro Users
11019/2003 [#
1111972002 3 [ Use Current Date

-3

B
11192003 [3

2

Analysis Datamart page

Business Unit
Run for UserI D andRun
for all Spro Users

Start Date

Duration Date and¢ of
Reporting Months

PeopleSoft Proprietary and Confidential

Define the business unit for which you want to retrieve interactive report data.

The system retrieves data and populates the datamart with data that is
specific to the selected user. Select the Run for all Spro Users check box to
retrieve data for all users. The value defaults to the current user.

Enter the date that is used to determine the absolute begin date of
the interactive report data. The system retrieves data from this date
forward. The default is the current system date.

Note. If the values that you enter for duration date and number of reporting
months define a date that is before the entered start date, the system does not
retrieve data prior to the entered start date. For example, if the start date

is January 1, 2002, the duration date is June 30, 2002, and the number of
reporting months is 12, indicating that you want 12 months of data prior to
June 30, 2002, the system retrieves data only for the period between January 1
2002 and June 30, 2002. Data prior to January 1, 2002, or in this example
between July 1, 2001 and December 31, 2001, is not retrieved.

The system uses the duration date in conjunction with the number of reporting
months to determine the time period that is used to retrieve the interactive
report data. Enter the number of reporting months to define the number of
months before or after the duration date for which you want to retrieve data.

Enter a positive value for number of reporting months to indicate the
number of months starting from the duration date that are to be included
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in the process. Use a negative number to indicate the number of months
prior the duration date that are to be included in the process.

Note. The system does not retrieve date prior to the entered start date
regardless of the entered duration date and number of reporting months.

Use Current Date Select to define duration date as the current system date. If this check
box is selected, the system uses the number of reporting months that are
relative to the current system date for each process instance.

Length of Stay
You enter data in the Length of Stay group box to define the parameters that are used to
retrieve data for the length-of-stay interactive report pages.

Length of Stay (Months) Enter the duration that a service provider can stay on assignment
in accordance with the laws that govern the organization’s labor
practices. The system default is six months.

The system uses this value for analysis calculations, including determining the
excess duration on the length-of-stay interactive report pages.

As Of Date Select the date for which the service provider is considered active.

L eave Period (months) Enter the maximum allowable period between the end of a project and the start
of the next project. This is used to determine the service provider’s start date.

Process Results

The Process Analysis Datamart application engine process (SPR_DATAMART) retrieves data from
transaction tables and copies it to a fact table that is used during analysis.

Note. You can define a regular processing schedule by using the Process Scheduler page.

See Also

PeopleTools 8.44 PeopleBook: PeopleSoft Process Scheduler

Analyzing Service Provider Rosters

268

You use the service provider roster to analyze total service provider count by department,
manager, project, purchase order, or supplier.

This section discusses how to:

* View service provider roster summary infoation.

* View service provider roster details.
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Note. This section uses the service provider roster department summary and details as an
example. Similar functionality applies to the other dimensions (manager, project, purchase

order, and supplier) and respective detail pages.

Pages Used to Analyze Service Provider Rosters

Roster

Page Name Object Name Navigation Usage
Service Provider Roster | SPR_CONROS_DASH_PG | Services Procurement, View service provider roste
(summary) Interactive Reports, Providgrsummary graphs and data.

Access detail pages.

Service Provider Roster -
Department Details

SPR_CONSROSDR_PG

Click the Department link
on the Service Provider
Roster (summary) page for
department.

View detailed service
provider roster information
for a selected department.

Service Provider Roster -
Manager Details

SPR_CONSROSMR_PG

Click the Manager link

on the Service Provider
Roster (summary) page for
Manager.

View detail service provide
roster information for a
selected manager.

Service Provider Roster
- Project Details

SPR_CONSROSPR_PG

Click the Project link on
the Service Provider Roster
(summary) page for Project

View detailed service
provider roster information
for a selected project.

Service Provider Roster -
Purchase Order Details

SPR_CONSROSOR_PG

Click the Purchase Order
link on the Service Provider
Roster (summary) page for
Purchase Order.

View detailed service
provider roster information
for a selected purchase ord

Service Provider Roster -
Supplier Details

SPR_CONSROSSR_PG

Click the Supplier link from
the Service Provider Roster

(summary) page for Supplie|

View detail service provide
roster information for a

rselected supplier.

Viewing Service Provider Roster Summary Information

Access the Service Provider Roster (summary) page.
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Service Provider Raoster

Unit: LS001  Dimensions: Department Manager Project PO Supplier Date Range: 01/01/2003 To 0140172004

._
L R |
T I

Provider Count

o
I

0 4—
5
2
a
L=
e
=
o
-
o
o
=

Department Headcount

Information Services —

Department

r Al Firzt E 1-2 of 2 |E| Last

Department
Headguarters
Information Services

Provider Count

1
11

Grand Total: 12.00

Updated arc 114 G053 9:11:558M

Service Provider Roster (summary) page

Department, Manager, Click the link at the top of the page to have the system display the
Project, Purchase Order, service provider roster graph and data by department, manager,
andSupplier project, purchase order, or supplier.

Provider Count The total number of service providers appears for each department.

Viewing Service Provider Roster Details

Access the Service Provider Roster - Department Details page.
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Service Provider Roster

Unit: US001  Department:

Department Roster

Service Providers

Infarmation Services

Providers:

1"

Date Range:

Service Provider |Work Order

FPatsy Frovider Dmcooooo0za000 @
Fearl Provider DM Q00000029000 @
Fenny Provider D OOD000030000 @
Fepin Provider DmCoo000031000 E&»
Pat Provider Cmo00000025000 @
Fercy Provider DM OO0000026000 @f
Farsan Provider DWMOOD000027000 @
Fierce Provider DMCoo000020000 E&»
Faxton Provider  DMO000000Z1000 @
Phil Pravider DMOO0000022000 B
Feyton Frovider  DWMOO0O0O0001 3000 @

Eeturn to Department Headcount

01/01/2003
01/0112003
01/01/2003
01/01/2003
01/01/2003
010152003
01/01/2003
08/01/2003
05/01/2003
08152003
08/01/2003

03131/2003
0373112003
0313172003
03f31/2003
12131/2003
1273152003
121312003
08/30/2003
09r30/2003
0973072003
08/30/2003

PO Humber

22.00 0000000086
24.00 0000000087
20.00 0000000088
30.00

45.00

47.00 0000000024
40.00 0000000085
100.00 0000000078
100.00 000000007 6
75.00 0000000077
45.45 0000000075

Updated on:

014012003 To 0140142004

First E 1-11 of 14 |I| Last

PO Amount
11,264.00 USD
12,288.00 USD
10,240.00 LSD
15,360.00 USD

108,959.98 USD

11313598 USD
48 519.98 USD
34,400.00 USD
34,400.00 LSO
2580000 LSD
15 634.80 LSD

111803 3:11:584M

Service Provider Roster - Department Details page: Service Providers tab

The system displays detailed information about the service providers for the selected department.

&

Click to view the work order.

Click the Show All Columns button to view data from both the Service

=)

Procurement Details Tab

Select the Procurement Details tab.
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Providers tab and the Procurement Details tab.
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Service Provider Roster

Unit: Uz001  Department:  nformation Senvices Providers: 11 Date Range: 01/01/2003 To 01/01/2004

Firzt El 1-11 aof 11 El Last

riment Roster

Dimensions

Project Role

Patsy Provider Al Approver CORP_INTRAMET FROJ COMSULTANT L1sa0000044
Pearl Provider Al Approver CORP_INTRANET PROJ COMSULTAMT USAD0D0044
Penmy Pravider Al Approver CORP_INTRANET PROJ COMSULTARNT USAD000044
Pepin Provider Al Approver CORP_INTRANET PROJ COMSULTANT USA0000044
Pat Provider Al Approver CORP_INTRANET PROJ MAMAGER: USADDDO0B3
Fercy Provider Al Approver CORP_INTRAMET FROJ MANAGER LISA0000063
Farson Provider Al Approver CORP_INTRAMET FROJ MANAGER LIgA0000063
Fierce Provider Al Approver SCM_IMNSTALL FROJ COMSULTANT L15A0000064
Paxton Provider Al Approver SCM_IMSTALL PROJ COMSULTAMT USADDDO064
Phil Provider Al Approver SCM_IMSTALL PROJ COMSULTAMT USAD000064
FPeyton Provider Al Approver SCM_IMNSTALL FROJ MAMNAGER L15A0000064

Eeturn to Department Headcount Updated on: 11118103 9115880

Service Provider Roster - Department Details page: Dimensions tab

The system displays the procurement details for the department.

Analyzing Service Provider Performance

272

You use the Service Provider Performance pages to analyze service provider performance
by department, manager, project, or supplier.

Note. You use the service provider performance pages similar to the way that you
use the service provider roster pages.

See Also

Chapter 17, “Interactive Reports in PeopleSoft Services Procurement,” Anayzing

Service Provider Rosters, page 268
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Pages Used to Analyze Service Provider Performance

Page Name

Object Name

Navigation

Usage

Service Provider
Performance (summary)

SPR_CONPER_DASH_PG

Services Procurement,

Interactive Reports, Provide

Performance

View service provider
rperformance summary
graphs and data. Access
detail pages.

Service Provider

Performance - Department

Details

SPR_CONSPERDR_PG

Click the Department link
on the Service Provider
Performance (summary)
page for department.

View detailed service
provider performance
information for a selected
department.

Service Provider
Performance - Manager
Details

SPR_CONSPERMR_PG

Click the Manager link
on the Service Provider
Performance (summary)
page for manager.

View detailed service
provider performance
information for a selected
manager.

Service Provider
Performance - Project
Details

SPR_CONSPERPR_PG

Click the Project link from
the Service Provider
Performance (summary)
page for project.

View detailed service
provider performance
information for a selected
project.

Service Provider
Performance - Supplier
Details

SPR_CONSPERVR_PG

Click the Supplier link
on the Service Provider
Performance (summary)
page for supplier.

View detailed service
provider performance
information for a selected
supplier.

Viewing Service Provider Performance Summary Information

Access the Service Provider Performance (summary) page.

Rating (Avg)

The average approver rating for the total number of service providers
for the business unit appears for each department, manager, project,
or supplier, depending on the dimension that you view.

Analyzing Service Provider Length of Stay

You use the service provider length of stay pages to analyze how long service providers have been
on assignment by department, manager, project, purchase order, or supplier.

This section discusses how to:

* View service provider length-of-stay summary information.

* View service provider length-of-stay detail information.

Note. This section uses the service provider length-of-stay manager summary and details
as an example. Similar functionality applies to the other dimensions (department, project,
purchase order, and supplier) and respective detail pages.

PeopleSoft Proprietary and Confidential
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Pages Used to Analyze Service Provider Length of Stay

Page Name

Object Name

Navigation

Usage

Service Provider Length of
Stay (summary)

SPR_CONLOS_DASH_PG

Services Procurement,
Interactive Reports, Provide
Length of Stay

View service provider
rlength-of-stay summary
graphs and data. Access
detail pages.

Service Provider Length of
Stay - Department Details

SPR_CONSLOSDR_PG

Click the Department link on
the Service Provider Length
of Stay (summary) page for
department.

View detailed service
provider length-of-stay
information for a selected
department.

Service Provider Length of
Stay - Manager Details

SPR_CONSLOSMR_PG

Click the Manager link from
the Service Provider Length
of Stay (summary) page for
manager.

View detailed service
provider length-of-stay
information for a selected
manager.

Service Provider Length of
Stay - Project Details

SPR_CONSLOSPR_PG

Click the Project link on the
Service Provider Length of
Stay (summary) page for
project.

View detailed service
provider length-of-stay
information for a selected
project.

Service Provider Length
of Stay - Purchase Order
Details

SPR_CONSLOSOR_PG

Click the Purchase Order
link on the Service Provider
Length of Stay (summary)
page for purchase order.

View detail service providet
length of stay information
for a selected purchase ord

Service Provider Length of
Stay - Supplier Details

SPR_CONSLOSVR_PG

Click the Supplier link from
the Service Provider Length
of Stay (summary) page for

supplier.

View detailed service
provider length-of-stay
information for a selected

supplier.

Viewing Service Provider Length of Stay Summary Information

Access the Service Provider Length of Stay (summary) page.
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L]
[

-200

Service Provider Length of Stay

Unit: 15001 Dimensions: Departiment Manager Project PO Supplier Date Range: 01/01/2003 To 01/01/2004

B Gecess Duration (days)
[  combined Length of Stay (days

Headquarters —

Department Summary

Department
¥ Headguarters

[ |Information Services

Refresh Graph | [ Graphing Options

Infarmation Services —|

Depanment

-107 77
181 365

Updated on: 111803 3115380

Service Provider Length of Stay (summary) page

Department, Manager,
Project, Purchase Order,
andsupplier

Graphing Options

Refresh Graph
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Click the link at the top of the page to have the system display
the service provider length-of-stay graph and data by department,
manager, project, purchase order, or supplier.

Select the options in the collapsible Graphing Options group box to
define the parameters that are used for the graph. You must select
parameters of like measurements. For example, you cannot select one
measurement based on time and another based on count.

The system displays an error message if you select parameters
of different measurement types.

Click Refresh Graph to display the graph by using the selected
graphing options and data points.

Note. Each row of data with a selected check box that appears on the
bottom of the page is used as a data point for the graph.

By default, the system graphs the first five selected data rows that
appear in the grid. You can select more than five rows, but the
information appears smaller on the graph.
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Average Excess Duration The resulting calculation of the average projected end date less the start
(days) date for all service providers for the business unit by manager.

A positive value indicates the number of days in excess of the length
of stay (in months) that is entered on the Analysis Datamart page,
including Saturdays, Sundays, and holidays.

Note. The conversion from length of stay entered in months to excess duration
appearing in days is based on using an average 30.4 days for a month.

Average Length of Stay The resulting calculation of the average start date less end date for all
(days) service providers for the business unit by manager.

Viewing Service Provider Length of Stay Details

Access the Service Provider Length of Stay - Manager Details page.

Service Provider Length of Stay

Unit: 1US001  Dimensions: Department Manager Project PO Supplier Date Range: 01/01/2003 To  01/01/2004

- B Eccess Duration (days)
260 — [] Combined Length of Stay idays)

Al Approver

Manager

Refresh Graph | I> Graphing Options

Manager Summary Custormize | Find | Wiew &1 | i First [4] 1of 1 [ Last

Average Excess Duration (days) Average Length of Stay (days)
¥ Al Aporover 109 293

Updated on: 111803 3:11:588M

Service Provider Length of Stay - Manager Details page

The system displays detailed information about service providers for the manager.

Start Date The service provider’s earliest start date, taking into account the leave
period that is defined on the Analysis Datamart page.
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A service provider’s start date may or may not be his or her earliest start
date with the organization. If the service provider has left the organization
and returned after a period of time that exceeds the leave period that you
define on the Analysis Datamart page, then the service provider’s start
date is the date of his or her return to the organization.

Projected End Date The start date plus the length of stay that is defined on the
Analysis Datamart page.

End Date The end date that is associated with the work order ID.

Excess Duration (days) The resulting calculation of projected end date less the start date

for the service provider and work order.

A positive value indicates the number of days in excess of the length
of stay that is entered on the Analysis Datamart page, including
Saturdays, Sundays, and holidays.

Note. The conversion from length of stay entered in months to excess
duration in days is based on an average 30.4 days for a month.

Combined Length of The resulting calculation of start date less end date for all service
Stay (days) providers for the service provider and work order.

Analyzing Expense Life Cycle

You use the expense life cycle pages to analyze expenses at each stage of the expense cycle and
by account, department, manager, project, supplier, or work order.

This section provides an overview and discusses how to:
* View expense life cycle summary information.
* View expense life cycle by status summary information.

* View expense life cycle details by dimension and status.

Note. This section uses the expense life cycle work order summary and details as an example.
Similar functionality applies to the other dimensions (account, department, manager, project,
supplier, and work order) and respective detail pages.

Understanding Expense Life Cycle Statuses

PeopleSoft delivers expenses organized in these status categories:
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Status

Description

o

Entered. timesheets and progress logs that are entered but not
approved. These include timesheets and progress log
that are pending or denied status.

Submitted. timesheets and progress logs that are submitted by a
service provider, but are not approved.

Approved. timesheets and progress logs that are approved but ng

invoiced.

—F

Invoiced - Not Approved.

timesheets and progress logs that are invoiced but
pending approval. These include invoices that are

generated, submitted to manager for approval, submitted

to supplier for approval, rejected, rejected by supplier,
and those that are in adjusted status.

Invoiced - Supplier Approved.

timesheets and progress logs that are invoiced and
approved by the supplier.

Invoice Approved - Not Processed.

timesheets and progress logs that are invoiced and
approved, but not processed for billing.

Invoice Processed.

Invoices that are approved and processed.

The expense life cycle calculations include expenses from timesheets, progress logs, and invoices. For purposes
of analysis, PeopleSoft delivers mapping for each expense life cycle status category as defined in these tables.

Timesheets

Timesheet mappings include:

Transaction Translate Value

Transaction Translate Value

Expense Life Cycle Status

Description
ADJ Adjusted Approved
DEN Denied Entered
HLD Hold Submitted
PND Pending Entered
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Transaction Translate Value Transaction Translate Value Expense Life Cycle Status
Description
RAP Approved Approved
SUB Submitted Submitted

Note. timesheet entries are mapped for analysis purposes at the detailed level.

Progress Logs

Progress log mappings include:

Transaction Translate Value Transaction Translate Value Expense Life Cycle Status
Description
APR Approved Approved
DEN Denied Entered
HLD Hold Submitted
PND Pending Entered
SUB Submitted Submitted

Note. Progress log entries are mapped for analysis purposes at the detailed level.

Invoices

Invoice mappings include:

Invoice Status Expense Life Cycle Status
Generated. Invoiced - Not Approved.
Approved. Invoice Approved - Not Processed.
Processed. Invoice Processed.
Submitted. Invoiced - Not Approved.
Rejected. Invoiced - Not Approved.

PeopleSoft Proprietary and Confidential 279



Interactive Reports in PeopleSoft Services Procurement Chapter 17

Invoice Status Expense Life Cycle Status
Submitted to Supplier. Invoiced - Not Approved.
Approved by Supplier. Invoiced - Supplier Approved.
Rejected by Supplier. Invoiced - Not Approved.
Cancelled. N/A.
Adjusted. Invoiced - Not Approved.

Note. Invoice entries are mapped for analysis purposes at the header level.
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Pages Used to Analyze Expense Life Cycles

Page Name Object Name Navigation Usage
Expense Life Cycle SPR_EXPCYC_DASH_PG Services Procurement, View expense life cycle
(summary) Interactive Reports, Expensesummary graphs and data.

Life Cycle

Access detail pages.

Expense Life Cycle -
Account by Status

SPR_EXPCYCAM_PG

Click the Accountlink on
the Expense Life Cycle
(summary) page for accoun

View expenses that are
incurred by account and
[.status.

Expense Life Cycle -
Account Details

SPR_EXPCYCAR_PG

Click the Status link on
the Expense Life Cycle -
Account by Status page.

View account details of
expenses that are incurred
selected status.

Expense Life Cycle -
Department by Status

SPR_EXPCYCDM_PG

Click the Department

link on the Expense Life
Cycle (summary) page for
department.

View expenses that are
incurred by department
and status.

Expense Life Cycle -
Department Details

SPR_EXPCYCDR_PG

Click the Status link on
the Expense Life Cycle -
Department by Status page

View department details of
expenses that are incurred
selected status.

Expense Life Cycle -
Manager by Status

SPR_EXPCYCMM_PG

Click the Manager link on
the Expense Life Cycle
(summary) page for manage

View expenses that are
incurred by manager and
pistatus.

Expense Life Cycle -
Manager Details

SPR_EXPCYCMR_PG

Click the Status link on
the Expense Life Cycle -
Manager by Status page.

View manager details of
expenses that are incurred
selected status.

Expense Life Cycle - Proje¢cSPR_EXPCYCPM_PG

by Status

Click the Project link on
the Expense Life Cycle
(summary) page for project.

View expenses that are
incurred by project and
status.

Expense Life Cycle - Proje¢EPR_EXPCYCPR_PG

Details

Click the Status link on the
Expense Life Cycle - Projec
by Status page.

View project details of
I expenses that are incurred
selected status.

Expense Life Cycle -
Supplier by Status

SPR_EXPCYCVM_PG

Click the Supplier link on
the Expense Life Cycle

(summary) page for supplier.

View expenses that are
incurred by supplier and
status.

Expense Life Cycle -
Supplier Details

SPR_EXPCYCVR_PG

Click the Status on from
the Expense Life Cycle -
Supplier by Status page.

View supplier details of
expenses that are incurred
selected status.

Expense Life Cycle - Work| SPR_EXPCYCWM_PG

Order by Status

Click the Work Order link
on the Expense Life Cycle
(summary) page for work
order.

View expenses that are
incurred by work order
and status.

Expense Life Cycle - Work | SPR_EXPCYCWR_PG

Order Detalils

Click the Status link on the
Expense Life Cycle - Work
Order by Status page.

View work order details of
expenses that are incurred
selected status.
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Viewing Expense Life Cycle Summary Information

Access the Expense Life Cycle (summary) page.

Expense Life Cycle

Unit: 5001  Dimensions: Account Department Manager Project Supplier WO Date Range: 01/01/2003 To 01/01/2004

Total: 555,910,540

500,000 —

500,000 —|

400,000 —

300,000 —|

200,000 —|

100,000 —|

Total Amount

0

131000

Account

Account Humber Summany First [4] 1af 1 [¥] Last

131000 565,910.50 USD

Updated arc 111803 9:11:938M

Expense Life Cycle (summary) page

Total Amount Total costs from time, expenses, and progress logs, including those
in the various processing stages, by work order.

Viewing Expense Life Cycle by Expense Status

Access the Expense Life Cycle - Work Order by Status page. You can also access this page for
account, department, manager, project, supplier, and work order.
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Expense Life Cycle

Unit: USO01  Work Order:  DMO00000019000 [ Date Range: (01/01/2003 To 01/01/2004

Total: 78,174.00

Entered

Approved

Invaiced-Not Approved

Inwoiced-MNot Processed

Submitted
Work Order b Status First 4] 15 of & [ Last
Total Amount
Approved 1454400 USD
Entered 29,088.00 USD
Invoiced-Hot Approved 3,636.00 LISD
Invoiced-Mot Processed 1,818.00 USD
Submitted 2908800 USD

Eeturn to Work Order Summary

Updated on: 111803 31158480

Expense Life Cycle - Work Order by Status page

Total Amount Total costs from time, expenses, and progress logs for the all
work orders by status.

Viewing Expense Life Cycle Details by Dimension and Status

Access the Expense Life Cycle (details) page for a dimension and status.
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Expense Life Cycle

Unit: 1US001  Work Order:  DMO00000019000 52 Date Range: 01/01/2003 To 01/01/2004

Work Order by Status

Status: Submitted Total Amount:  29,0858.00
Work Order Details

Department Manager Project Supplier Total Amount

131000 11000 Al Approver SCM_INSTALL U5A0000064 29,088.00 LUSD

Eeturn to Work Order Summary Eeturn to Work Order Status

Updated on: - 1148003 9:11:588M

Expense Life Cycle - Work Order (and status) page

The system displays detailed information about the work order for the selected status.

Analyzing Expense Variance

284

You use the expense variance pages to analyze expense variance by department, manager,
project, purchase order, or supplier.

This section discusses how to:

* View expense variance summary information.

* View expense variance details.

Note. This section uses the expense variance project summary and details as an example. Similar functionality
applies to the other dimensions (department, manager, purchase order, and supplier) and respective detail pages
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Pages Used to Analyze Expense Variances

Page Name Object Name Navigation Usage
Expense Variance SPR_EXPVAR_DASH_PG Services Procurement, View expense variance
(summary) Interactive Reports, Expensesummary graphs and data.
Variance Modify parameters that are

used to create the graphs.
Access detail pages.

Expense Variance - SPR_EXPVARDR_PG Click the Departmentlink | View detail expense variance
Department Details on the Expense Variance information for a selected
(summary) page for department.
department.
Expense Variance - Manage3PR_EXPVARMR_PG Click the Manager link View detailed expense
Details on the Expense Variance variance information for a
(summary) page for manageselected manager.
Expense Variance - Project SPR_EXPVARPR_PG Click the Project link on the | View detailed expense
Details Expense Variance (summaryyariance information for a
page for project. selected project.
Expense Variance - PurchasPR_EXPVAROR_PG Click the Purchase Order linkView detailed expense
Order Details on the Expense Variance variance information for a
(summary) page for purchaseelected purchase order.
order.
Expense Variance - SupplieBPR_EXPVARSR_PG Click the Supplier link on the View detailed expense
Details Expense Variance (summaryyariance information for a
page for supplier. selected supplier.

Viewing Expense Variance Summary Information

Access the Expense Variance (summary) page.
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Expense Variance

Unit:  1J5001  Dimensions: Department Manager Project PO Supplier Date Range:  01/01/2003 To  01/01/2004

- Purhicase Order Amaunt

120,000 [] Awailable Amount

- Total Amount
0,000

40,000

Amount

0

Carporate Intranet Support —j
ERF System Installation

Hardware support Qutsourcing —

Project

Refresh Graph | [ Graphing Options

Pruject Summar}-‘ Fit=t [4] 1-2 of 2 (¥ La=t
r Corporate Intranet Support 136,687 .98 32.280.50 1,200.00 33,480.50 103,187 48 USD
= W 75191 44 5,4565.00 0.00 5,496.00 19,605 44 USD
¥ ERP Systern Installation 11023480  114,588.00 0.00 114 588,00 -4363.20 USD

Updated on: 111303 9:11:5582M

Expense Variance (summary) page

Graphing Options Select the options in the collapsible Graphing Options group box to
define the parameters that are used for the graph. You must select
parameters of like measurements. For example, you cannot select one
measurement based on time and another based on count.

The system displays an error message if you select parameters that
are of different measurement types.

Refresh Graph Click Refresh Graph to display the graph by using the selected
graphing options and data points.

Note. Each row of data with a selected check box that appears on the
bottom of the page is used as a data point for the graph.

By default, the system graphs the first five selected data rows that
appear in the grid. You can select more than five rows, but the
information appears smaller on the graph.

Variance Amount The difference between the total purchase order (PO) amount and forecast total.
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Viewing Expense Variance Details

Access the Expense Variance (details) page.

Expense Variance

Unit:  US001  Project:  Corporate Intranet Support Date Range:  01/01/2003 To 01/01/2004

Project Details

Expense Info

Work Order PO Amount Total Time Ex erﬁ Total Amount %
Percy Provider  DMO00000026000 113,135.98 17,198.00 1,200.00 18,398.00 94 737.98 USD
Patzy Provider  DWMOO0000028000 Er 11,264.00 7,520.50 0.00 7,520.50 3,743.50 UsD
Pearl Provider  DWMO00000029000 Er 12,288.00 7,672.00 0.00 7,672.00 4 716.00 UsD
Eeturn to Summary Updated on: 111803 911:58480

Expense Variance - Project Details page: Expense Info tab

The system displays detailed expense information about the service providers for the selected project.

=) Click the Show All Columns button to view data from both the
m— Expense Info tab and the Project Info tab.

Project Info Tab

Select the Project Info (information) tab.

Expense Variance

Unit: 5001 Project:  Corporate Intranet Support Date Range: 01/01/2003 To 01/01/2004

Project Details

First E 1-Zof 3 IE Last

Project Info [F=T ¥
Approver 1D Department PO Ho. Vendor ID
AL 11000 0ooooooog4 USAQDODOG3
AL 11000 0000000086 LSAQ000044
AL 11000 Ooonooooey LSA0000044
Return to Surmmary Updated on: 11M8035 8:11:554M

Expense Variance - Project Details page: Project Info tab

The system displays detailed expense information about the service providers for the selected project.

=) Click the Show All Columns button to view data from both the
— Expense Info tab and the Project Info tab.

PeopleSoft Proprietary and Confidential 287



Interactive Reports in PeopleSoft Services Procurement

Chapter 17

Analyzing Supplier Performance

288

You use the supplier performance pages to analyze supplier performance by supplier or role.

This section discusses how to:

* View supplier performance summary information.

» View supplier performance details.

Note. This section uses the supplier performance supplier summary and details as an example.
Similar functionality applies to the role summary and detail pages.

Pages Used to Analyze Supplier Performance

Page Name

Object Name

Navigation

Usage

Service Supplier
Performance (summary)

SPR_SUP_S PG

Services Procurement,
Interactive Reports, Supplie
Performance

View supplier performance
rsummary graphs and data.
Modify parameters that are
used to create the graphs.
Access detail pages.

Service Supplier
Performance - Supplier
Details

SPR_SUP_SR_PG

Click the Supplier link

on the Service Supplier
Performance summary pag
for project.

View requisition and
candidate statistics by
esupplier.

Service Supplier
Performance - Role Detailg

SPR_SUP_RR_PG

Click the Role link from
the Service Supplier
Performance summary pag

View requisition and
candidate statistics for
ethis role.

forrole.

Viewing Supplier Performance Summary Information

Access the Service Supplier Performance (summary) page.

PeopleSo
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Service Supplier Performance

Unit: U001 Dimensions: Supplied Role Date Range: 01/01/2003 To 01/01/2004

12.0 —

8.0 —

4.0 —

0.

- Reqs Responded 1o
[] requirements Sourced

- Requirements Filled

FIRMSQLUT-001

Performance Detail

Sourcing Information

¥ Eirm Solution
W Landscape Company

W Wings Construction
W Anderson Consulting

W Manpower
[T Haher Technologies
[T B2B Solutiohs

WINGE-001
ANDER-001

LANDSCAPE-O01
MANPOWER-001

Supplier

Refresh Graph | [* Graphing Options

Reqs Filled

¥ 0 0 1] 0 0

1 0 0 1] 0

1 0 0 1] 0 0
15 14 4 28 g 4
14 9 2 g 0 1
15 0 0 1] 0 0
13 0 0 1] 0 0

Service Supplier Performance (summary)

Graphing Options

Refresh Graph

PeopleSoft Proprietary and Confidential

Select the options in the collapsible Graphing Options group box to
define the parameters that are used for the graph. You must select
parameters of like measurements. For example, you cannot select
one measurement based on amount, such as PO amount, and another
based on count, such as work orders filled.

The system displays an error message if you select parameters
of different measurement types.

Click Refresh Graph to display the graph by using the selected
graphing options and data points.

Note. Each row of data with a selected check box that appears on the
bottom of the page is used as a data point for the graph.
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By default, the system graphs the first five selected data rows that
appear in the grid. You can select more than five rows, but the
information appears smaller on the graph.

Workorders Tab
Select the Workorders tab.

View work order summary information for each supplier for the business unit.

Supplier Response Tab
Select the Response tab.

View supplier response time summary information by supplier for the business unit.

Viewing Service Supplier Performance Details

Access the Service Supplier Performance - Supplier Details page.
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Service Supplier Performance

Unit:  LUS001  Supplier:  Manpower Date Range: (01/01/2003 To 01/01/2004

- Regs Responded to

[] requirements Sourced
6.0 —

- Requirements Filled
4.0 —
2.0 —
ol M B [

DEA—
HARDWARE —
PROJ CONSULTANT
PROJ CONTRACTOR —
PROJ MANAGER

Role

[» Graphing Options

Performance Detail

Sourcing Information

Project Role

[+ DB~ Database Administrator 1 1 0 1 I} 0
¥ HARDWARE Hardware Endineer 1 1 0 1 i} 0
W PROJCONSULTANT Project Consultant 2 2 1 2 0 0
¥ PRCJCOMNTRACTOR Project Contractor 2 1 0 1 i 0

Current Project
Manager

[T PROJWORKER Froject Waorker 1 0 0 0 0 0

v PROJ MAMNAGER

Service Supplier Performance - Supplier Details page

Sourcing Information

View requisition details by project role for a selected supplier.
Workorders Tab

Select the Workorders tab.

View work order details by project role for a selected supplier.

Supplier Response Tab
Select the Response tab.

View supplier response time details by project role for a selected supplier.
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Comparing Supplier Rates

You use the Supplier Rate Comparison pages to analyze average rates of suppliers by supplier or role.

Note. You use the Supplier Rate Comparison pages similar to how you use the expense life cycle page.

See Also

Chapter 17, “ Interactive Reports in PeopleSoft Services Procurement,” Analyzing Expense Life Cycle, page 277

Pages Used to Compare Supplier Rates

Page Name

Object Name

Navigation

Usage

Supplier Rate Comparison
(summary)

SPR_SRTCMP_DASH_PG

Services Procurement,
Interactive Reports, Supplie
Rate Comparison

View supplier rate
rcomparison summary
graphs and data. Access
detail pages.

Supplier Rate Comparison
Supplier Details

-SPR_SRTCMPSM_PG

Click the Supplier link on
the Supplier Comparison

summary page for suppliers|.

View average rates by role
for this supplier.

Supplier Rate Comparison
Role Details

-SPR_SRTCMPRM_PG

Click the Role link on
the Supplier Comparison
summary page for roles.

View average rates by
supplier for this role.

Supplier Rate Comparison
- Service Providers for
Supplier and Role

SPR_SRTCMPSD_PG

Click the Current Project
Manager link on the Supplie
Rate Comparison - Role
Details page.

View service providers by
rsupplier for a selected role.

Supplier Rate Comparison
Service Providers for Role
and Supplier

-SPR_SRTCMPRD_PG

Click the Supplier link on the
Supplier Rate Comparison -
Supplier Details page.

View service providers by
role for a selected supplier.

Analyzing Minority-Owned Suppliers

292

The Minority Owned Suppliers page shows a summary of the number of bids that minority-owned suppliers

receive and the number of work orders that are awarded to each category for the business unit.
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page Used to Analyze Minority-Owned Suppliers

Page Name

Object Name

Navigation

Usage

Minority-Owned Suppliers

SPR_MOS_PG

Services Procurement,

View the number of bids

Interactive Reports,

Minority-Owned Suppliers

that are received and the
number of work orders
that are awarded for each
minority-owned supplier

Viewing Minority-Owned Supplier Summary Information
Access the Minority-Owned Suppliers page.

Minority-Owned Suppliers

Unit:  Ug0mM Date Range: 01/01/2003 To 01/01/2004

Business Unit Totals

Humber of Bids Received

Am. Indian
Woman Hispanic
Owned American

1] 0 0 1] 1] 1] 1]

Black Amn.

American
Indian

Black
American

Am. Indian
Woman
Owned

Black Am.
Woman
Owned

1] 0 0 1] 0 0 0

American
Indian

Hispanic

American American

Minerity-Owned Supplier Details
Supplier Et| tagony
USAD00003T

=

Woman Owned # of Bids Received Workorder/Contracts Awarded
v a G

Hispanic Am.
Woman
Owned

Hispanic Am.
Woman
Owned

Updsted on: 111803 9:11:5848M

Minority-Owned Suppliers page
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CHAPTER 18

Supplier Scoring for PeopleSoft Services
Procurement

This chapter provides an overview of supplier scoring for PeopleSoft Services Procurement and discusses how

» Set up performance level codes.
» Set up supplier scoring rules.
» Set up supplier scoring parameters.

» View PeopleSoft Services Procurement pages that use supplier scoring.

Understanding Supplier Scoring for PeopleSoft
Services Procurement

Supplier scoring for PeopleSoft Services Procurement provides you with a supplier metrics to help score,
analyze, and compare suppliers across the requisition life cycle. Use supplier scoring to determine

the best suppliers that meet your requisition requirements. We provide standard scoring setup pages

to assist you in creating your own enterprise metrics for scoring suppliers.

Use supplier scoring to:

» Define performance level codes to determine the various levels at which suppliers perform.

» Analyze and compare performance metrics and performance level codes across the requisition life cycle.
» Source requisitions to qualified suppliers that meet your scoring requirements.

» Define supplier scoring parameters, such as rule score, start date, and duration start date. Use
the Service Procurement Business Unit page to schedule time intervals for retrieving score
date from the PeopleSoft Services Procurement database.

Understanding The Supplier Scoring Process

The basic task flow of the service scoring process is as follows:

1. Access the Supplier Performance Level Codes page to setup supplier performance level codes.
2. Use the Supplier Scoring Rules page to setup supplier scoring rules.

3. Access the Services Procurement Business Units page to set up supplier scoring parameters.

You can also use this page to identify the scoring rule, define a specific period of time
for gathering scoring data, and calculate supplier scores.
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4. Use supplier scoring logic within the Scoring component.

Common Elements Used in this Chapter

PerformanceLevel Codes  Determines various levels at which suppliers perform. Use the Performance
Level Codes page to create specific performance codes to help evaluate
suppliers’ performance. Each performance code has four levels that
are used to determine a range for evaluation. For example, you might
create the performance level code RESPONSE_TIME to determine the
average response time of suppliers. Or, you might create performance level
CAND_SUB_PER_REQ to determine the average number of candidates
that suppliers submit per requisition. The performance range for the
CAND_SUB_PER_REQ level code might include the following levels: Level
One = 2, Level Two =4, Level Three = 6, and Level Four = 8, to represent
the number of requisitions that are submitted per requisition.

Note. Reverse performance levels as needed.

The combined level amount can equal more than 100 percent.

Supplier Scoring Rules User-defined rule that calculates supplier performance metrics, level

codes, weight, and performance level ranges.
Supplier Performance Essential performance factors (such as total candidates submitted, total
Element positions filled, or total work orders rejected).
Supplier Performance Categorized temperance that is used to group supplier performance elements.
Metrics
Services Supplier Score Overall supplier score.

Note. This score is the supplier total weight (or score) divided by
the total weight of the supplier rule.

Setting Up Performance Level Codes

This section discusses how to set up performance level codes.
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page Used to Set Up Performance Level Codes

Page Name

Object Name

Navigation

Usage

Performance Level Code

SPB_LVL_CD

Services Procurement,
Define Services Procureme

Click the Performance Leve|
Code link in the Supplier
Scoring group box.

Determine various levels at
nwhich suppliers perform.

Setting Up Performance Level Codes

To set up performance level codes, use the Performance Level Codes component.

Access the Performance Level Codes page.

Performance Level Code

SetiD: SHARE Level Code:  INTERVIEWS
Eind |%iew 2l First (0 4064 [ Last
‘Effective Date:  |01/01/1998 Status: Active 2 A
Description: [candidate Interviews
Tvpe: [ Absolute value |
Level One: | 2.000000
Level Two: | 4.000000
Level Three: | £.000000
Level Four: | 8.000000

Performance Level Codes page

Type

Level One, Level Two,
Level Three, andL evel

Four

SelectAbsolute Value only.

Enter four maximum range values for the performance level that you create.
Use these values to determine the range for evaluating supplier performance
levels. For example, you might create performance level code INTERVIEW

to determine the number of candidate interviews that a supplier schedules
per requisition. The performance levels for the INTERVIEW performance

code might include the following levels: Level One = 2, Level Two = 4, Level
Three = 6, and Level Four = 8. In this example, level four represents the best

possible score and level one represents the worst possible score.

Note. Reverse levels as needed.

Setting Up Supplier Scoring Rules

This section discusses how to set up supplier scoring rules.
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Pages Used to Set Up Supplier Scoring Rules
Page Name Object Name Navigation Usage

Supplier Scoring Rules SPB_SUP_SCORE_RULE Services Procurement,

Define Services Procureme

Click the Supplier Scoring
Rules link in the Supplier
Scoring group box.

Define a supplier scoring
ntule that calculates supplief

scoring metrics, level codes

weight, and performance
level ranges.

Py

Setting Up Supplier Scoring Rules

To set up supplier scoring rules, use the Supplier Scoring Rules component.

Access the Supplier Scoring Rules page.

Supplier Scoring Rule

Find | Wiew All

First (4 1ot 1 [ Last

SetiD: SHARE Scoring Rule ID: SCORE1
*Effective Date: |D1ID1I19IJIJ 4 Status: | Active
Description: |Scnreing Rule 1

Custarnize | Find | view sl | 3

5 E=]

First (] 1.3 of 2 D] Last

1 | Total Candidates Submitied =l |rERC Qll 15| 15| 25| 3| 45 4] =]
2 | Total Positions Filled | |PERC CUEEE [ 2a| 78| 100 +| =]
3 | Total Work Orders Rejected =l |rERC Q| 25| 45| oo 300 888 4] -]

Supplier Scoring Rules page

Performance Metrics

Weight

Enter the best possible weight that you want suppliers to receive.

Note. Enter a desired weighting amount. The
need not equal 100 percent.

weight value

Setting Up Supplier Scoring Parameters
This section discusses how to:

» Set up supplier scoring parameters.

» Calculate supplier scores.

298
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page Used to Set Up Supplier Scoring Parameters

Page Name

Object Name Navigation Usage

Services Procurement
Business Unit Options

BUS_UNIT_TBL_SP

Services Procurement, Define consolidation
Define Services Procuremepstructures for accounting and

Click the Services reporting purposes.

Procurementlink in the
Business Unit Definitions
group box.

Setting Up Supplier Scoring Parameters

Access the Services Procurement Business Units Options page.

Supplier Scoring

Scoring Rule 1D

Process Scores

Start Date

Duration Start Date and#
of Reporting Months

Use Current Date

PeopleSoft Proprietary and Confidential

Enter the scoring rule (group of metrics) that is used to score suppliers.

Click to access the Supplier Score page, where you can process
scores for the specified scoring rule ID.

Enter the date that is used to determine the absolute begin date of
the analysis data. The system retrieves data from this date forward.
The default is the current system date.

Note. If the values that you enter for duration date and number of reporting
months define a date before the entered start date, the system does not
retrieve data prior to the entered start date. For example, if the start date is
January 1, 2002, the duration date is June 30, 2002 and number of reporting
months is —12, indicating that you want 12 months of data prior to June

30, 2002, the system retrieves data only for the period between January 1,
2002 and June 30, 2002. Data prior to January 1, 2002, or in this example
between July 1, 2001, and December 31, 2001, is not retrieved

The system uses the Duration Date in conjunction with the number of reporting
months to determine the time period that is used to retrieve the analysis data.
Enter the number of reporting months to define the number of months before
or after the duration date for which you want to retrieve data.

Enter a positive value for number of reporting months to indicate the
number of months starting from the duration data to be included in
the process. Use a negative number to indicate the number of months
prior the duration date to include in the process.

Note. The system does not retrieve data prior to the entered start date
regardless of the entered duration date andlmemof reporting months.

Select to define duration date as the current system date. If it's
selected, the system uses the number of reporting months relative to
the current system date for each process instance.
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See Also

Chapter 3, “Implementing Your PeopleSoft Services Procurement System,” Setting Up Business Units, page 25

Viewing Services Procurement Pages That Use
Supplier Scoring

This section provides you with a table of PeopleSoft Services Procurement pages that use supplier scoring.

Table of Supplier Scoring pages That Use Supplier Scoring

There are three Supplier Scoring pages.

page Name Navigation Usage

Sourcing Selection page. Home, Worklist Enter sourcing requirements.

Click the link that corresponds with
the requisition ID that you wish to
source.

Supplier Scoring Results page. Click the Vendor Score link on the View the vendor score.
Sourcing Selections page.

Services Procurement Business Unlit Services Procurement, Define Setup sourcing parameters.
Option. Services Procurement

Click the Services Procurement link
in the Business Unit Definitions
group box.
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APPENDIX A

Delivered Workflows for PeopleSoft
Services Procurement

This appendix discusses delivered workflows for PeopleSoft Services Procurement.

See Also
PeopleTools 8.44 PeopleBook: PeopleSoft Workflow
PeopleTools 8.44 PeopleBook: Using PeopleSoft Applications

Chapter 5, “Implementing PeopleSoft Services Procurement Workflow,” page 87

Delivered Workflows for PeopleSoft Services Procurement

This section discusses PeopleSoft Services Procurement workflows. The workflows
are listed alphabetically by workflow name.

Bid Forwarded to Requester

The section discusses the Bid Forwarded to Requester workflow.

Description

Event Description The service coordinator sends a bid response to the requester.
Action Description The service coordinator sends the requester a candidate to consider.
Natification M ethod Worklist, Email

Workflow Objects

Component SPF_CBID_RSP_COMP
Role Requester
Email Template SCTOREQBID

Bid Response from Requester

The section discusses the Bid Response from Requester workflow.
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Description

Appendix A

Event Description

The requester sends a bid response to an external service coordinator.

Action Description

Notifies external service coordinator that the requester has reviewed the bi

Notification Method

Worklist, Email

Workflow Objects

Component

SPF_RBID_RSP_COMP

Role

Service Coordinator (external)

Email Template

FREQTSC

Bid Reviewed

The section discusses the Bid Reviewed workflow.

Description

Event Description

The requester sends a bid response to an internal service coordinator.

Action Description

Notifies internal service coordinator that the requester has reviewed the bid.

Notification Method

Worklist, Email

Workflow Objects

Component

SPF_RBID_RSP_COMP

Role

Service Coordinator (internal employee)

Email Template

FRQTSC_E

Bid Submitted

The section discusses the Bid Submitted workflow.

Description

Event Description

The service provider or service provider contact submits a bid on a requisiti

Action Description

Notifies the service coordinator that a bid has been submitted
for arequisition line.

Notifies an external service coordinator that a service provider has
entered a bid on a requisition, aresponse for a bid on arequisition,
or a bid without arequisition

Notifies an internal service coordinator that a service provider has entered
response for a bid on a requisition, or a bid without a requisition.

Notification Method

Worklist, Email
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Workflow Objects

Delivered Workflows for PeopleSoft Services Procurement

Component SPF_BID
SPF_BIDRESPONSE
SPF_SUBMITTAL

Role Service coordinator (internal employee)

Email Template

S_RESPN_E
S_RESPONSE
CONBID

CONBID_E

Communication Ended

The section discusses the Communication Ended workflow.

Description

Event Description

1. Therequester sends a bid response to the service coordinator with
the bid action oEnd Communication.

2. The service coordinator sends a bid response to the requester with
the bid action oEnd Communication.

3. The service coordinator sends a bid response to the service provider
contact with the bid action &nd Communication.

4. The service provider contact sends a bid response to the service coordin
with the bid action oEnd Communication.

Action Description

1. Notifies the service coordinator that communication has ended for this bid.

2. Notifies the requester that communication has ended for this bid.

3. Notifies the service provider contact that communication has
ended for this bid.

4. Notifies the service coordinator that communication has ended for this bid.

Notification M ethod

Email

Workflow Objects

Component

SPF_CBID_RSP_COMP

Role

1. Service Coordinator
2. Requester
3. Service Provider Contact

4. Service Coordinator
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304

Email Template

1. ECREQTOSC
2. ECSCTOREQ
3. ECSCTOSPC
4. ECSPCTOSC

Appendix A

Decline Candidate

The section discusses the Decline Candidate workflow.

Description

Event Description

A candidate is declined.

Action Description

Notifies the service provider contact that a candidate has been

declined on the work order.

Notification Method

Worklist and Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Service Coordinator

Service Provider Contact

Email Template

WO_DECLNE_CND

WO_DEC_1 (with requisition)
WO_DEC_3 (without requisition)

Final Approval

The section discusses the Final Approval workflow.

Description

Event Description

The taskis approved or denied.

Action Description

The requester is informed of the action taken.

Notification Method

Worklist, Email

Workflow Objects

Component

SAC_AW_ROUTE

Role

Requester

Email Template

WO_On_Final_Approval
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Interview Cancelled

The section discusses the Interview Cancelled workflow.

Description
Event Description A scheduled interview is canceled.
Action Description Notifies interviewer that their interview has been canceled.
Notification M ethod Email
Note. The Send Email check box must be selected for the interviewer to be notified.

Workflow Objects

Component SPF_INTERVIEW_SCHD
Role Interviewer
Email Template INTRVREMVD

Interview Rescheduled

The section discusses the Interview Rescheduled workflow.

Description

Event Description A scheduled interview is rescheduled and the 'send email’ checked.
Action Description Notifies interviewer that their interview has been rescheduled.
Notification M ethod Email (only when 'send email’ check box is selected)

Workflow Objects

Component SPF_INTERVIEW_SCHD
Role Interviewer
Email Template INTRVRESCH

Interview Scheduled

The section discusses the Interview Scheduled workflow.

Description

Event Description Aninterview is scheduled for a bid.

Action Description Notifies interviewer that they are scheduled to interview a candidate.
Notification M ethod Worklist, Email (only when 'send email’ check box is selected)
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Component

SPF_INTERVIEW_SCHD

Role

Service Provider (email only), Interviewer (worklist and email)

Email Template

INTERVIEW

Invoice Approved by Internal Approver

The section discusses the Invoice Approved by Internal Approver workflow.

Description

Event Description

Invoice is approved by the internal invoice approver.

Action Description

Notifies the invoice manager that the invoice has been approved by
the internal invoice approver.

Notification Method

Email

Workflow Objects

Component

SPF_INV_APPROVE

Role

Invoice Manager

Email Template

SP_IVAPR

Invoice Approved by Supplier

The section discusses the Invoice Approved by Supplier workflow.

Description

Event Description

Invoice is approved by the internal invoice approver.

Action Description

Notifies the internal invoice approver that the supplier has approved the inv,

oice.

Notification Method

Email

Workflow Objects

Component

SPF_INV_APPROVE

Role

Internal Invoice Approver

Email Template

SP_IVABS

Invoice Rejected by Internal Approver

The section discusses the Invoice Rejected by Internal Approver workflow.
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Event Description

Invoice is rejected by the internal invoice approver.

Action Description

Notifies the invoice manager that the invoice has been rejected by
the internal invoice approver.

Notification M ethod

Email

Workflow Objects

Component

SPF_INV_APPROVE

Role

Invoice Manager

Email Template

SP_IVREJ

Invoice Rejected by Supplier

The section discusses the Invoice Rejected by Supplier workflow.

Description

Event Description

Invoice is rejected by the internal invoice approver.

Action Description

Notifies the invoice manager that the supplier has rejected the invoice.

Notification M ethod

Email

Workflow Objects

Component

SPF_INV_APPROVE

Role

Invoice Manager

Email Template

SP_IVRBS

Invoice Submitted for Approval

The section discusses the Invoice Submitted for Approval workflow.

Description

Event Description

Invoice is submitted for approval.

Action Description

Notifies invoice manager that an invoice has been submitted for approval.

Notifies internal invoice approver that an invoice has been
submitted for approval.

Notification M ethod

Email (invoice manager)

Worklist, Email (internal invoice approver)
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Component

SPF_INV_APPROVE

Role

Invoice Manager

Internal Invoice Approver

Email Template

SP_IVS2E (invoice manager)

SP_IVSUB (internal invoice approver)

Progress Log Adjusted

The section discusses the Progress Log Adjusted workflow.

Description

Event Description

The progress log approver adjusts a progress log.

Action Description

Notifies the invoice manager (progress log creator) that their
progress log was adjusted.

Notifies the provider contact (progress log creator) that their
progress log was adjusted.

Natification Method Email
Workflow Objects

Component SPA _PLOG

Role Invoice Manager

Provider Contact

Email Template

SP_PLADJ (invoice manager)
SP_PLADJ2 (provider contact)

Progress Log Approved

The section discusses the Progress Log Approved workflow.

Description

Event Description

The progress log approver approves a progress log.

Action Description

Notifies the invoice manager (progress log creator) that their
progress log was approved.

Notifies the provider contact (progress log creator) that their
progress log was approved.

Notification Method

Email
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Component SPA_MANAGE_PLOGS
SPA_PLOG
Role Invoice Manager

Provider Contact

Email Template

SP_PL_MASI (invoice manager using SPA_ MANAGE_PLOGS compone
SP_PL_MAS2 (provider contact using SPA_MANAGE_PLOGS componer

SP_PLAPR (invoice manager using SPA_PLOG component)
SP_PLAPR2 (provider contact using SPA_PLOG component)

nt)
It)

Progress Log Denied

The section discusses the Progress Log Denied workflow.

Description

Event Description

The progress log approver denies a progress log.

Action Description

Notifies the invoice manager (progress log creator) that their
progress log was denied.

Notifies the provider contact (progress log creator) that their
progress log was denied.

Notification M ethod Email
Workflow Objects

Component SPA PLOG
Role Invoice Manager

Provider Contact

Email Template

SP_PLDEN (invoice manager)
SP_PLDENZ2 (provider contact)

Progress Log On Hold

The section discusses the Progress Log On Hold workflow.
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Description

Event Description The progress log approver puts a progress log on hold.

Action Description Notifies the invoice manager (progress log creator) that their
progress log was put on hold.
Notifies the provider contact (progress log creator) that their
progress log was put on hold.

Natification Method Email

Workflow Objects

Component SPA _PLOG
Role Invoice Manager
Provider Contact
Email Template SP_PLHLD (invoice manager)

SP_PLHLD?2 (provider contact)

Progress Log Submitted

The section discusses the Progress Log Submitted workflow.

Description

Event Description The progress log creator submits a progress log for approval.

Action Description Notifies the progress log approver that a progress log was
submitted for approval.

Natification Method Worklist, Email

Workflow Objects

Component SPA_PLOG
Role Progress Log Approver
Email Template SP_PLSUB

Requisition Approved

The section discusses the Requisition Approved workflow.
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Description

Event Description A requisition is approved.

Action Description Notifies an external service coordinator that a requisition has been
approved and is ready to be sourced.
Notifies aninternal service coordinator that a requisition has been
approved and is ready to be sourced.
Notifies a service coordinator that a requisition is approved and
ready for bid submittal.

Natification M ethod Worklist, Email

Workflow Objects

Component SPF_REQ_LN_STTS (Service Coordinator - external, Service
Coordinator - internal employee)

SPF_SOURCE_CMP (Service Coordinator)

Role Service Coordinator (external)

Service Coordinator (internal employee)

Email Template REQAPPROVE
REQAPR_E
SOURCING

Requisition Canceled

The section discusses the Requisition Canceled workflow.

Description

Event Description Arequisition is canceled.

Action Description Notifies service provider contacts that the requisition has been canceled.
Natification M ethod Worklist, Email

Workflow Objects

Component SPF_REQ LN _STTS
Role Service Provider Contact
Email Template CANCEL

Requisition Filled

The section discusses the Requisition Filled workflow.
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Event Description

The service coordinator fills the requisition.

Action Description

Notifies the requester and the service coordinator (if the service coordinato
create work orders) that the position on the requisition was beenfilled. Clic
generate awork order so the service provider can record time and expense

rcan
to
S.

Notification Method

Worklist, Email

Workflow Objects

Component

SPF_CBID_RSP_COMP

Role

Requester, Service Coordinator

Service Provider Contact

Email Template

REQFILLED (Requester, Service Coordinator)

FILLED (Service Provider Contact)

Requisition Reassigned

The section discusses the Requisition Reassigned workflow.

Description

Event Description

Arequisition is reassigned.

Action Description

Notifies an external service coordinator that a requisition has been
reassigned to him and ready for sourcing.

Notifies an internal service coordinator that a requisition has been
reassigned to him and ready for sourcing.

Notification Method

Email

Workflow Objects

Component

SPF_SOURCE_CMP

Role

Service Coordinator (external)

Service Coordinator (internal employee)

Email Template

REASSIGN (Service Coordinator - external)
REASSIGN_E (Service Coordinator - internal employee)

Respond to Supplier Bid

The section discusses the Respond to Supplier Bid workflow.
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Description
Event Description The service coordinator sends a bid response to the service provider conta
Action Description Notifies the service provider contact that the Service Coordinator
as responded to a bid.
Natification M ethod Worklist, Email

Workflow Objects

Component SPF_CLIBID_COMP
Role Service Provider Contact
Email Template C_RESPONSE

Service Provider Registered

The section discusses the Service Provider Registered workflow.

Description

Event Description Service Provideris registered.

Action Description Notifies the administrator that a service provider needs a user profile.
Notification M ethod Email

Workflow Objects

Component SPF_MANAG_REQ_LINE
Role Administrator
Email Template REGSRVCPRO

Suggest Vendor Notification

The section discusses the Suggest Vendor Notification workflow.

Description

Event Description The requester creates a requisition with suggested vendors.

Action Description Notifies the administrator of suggested vendors that need to be
addedto the system.

Notification M ethod Email

Workflow Objects

Component SPF_REQ_LINE

Role Administrator
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Email Template

SUG_VENDOR

timesheet Submittal

The section discusses the timesheet Submittal workflow.

Description

Event Description

A service provider submits a timesheet.

Action Description

Notifies timesheet approver that a timesheet has been submitted for appro

Notification Method

Worklist, Email

Workflow Objects

Component TE_APPROVE_TIME
SPA_TIME_ENTRY2
Role timesheet Approver

Email Template

SP_TESUB

Time Report Adjusted

The section discusses the Time Report Adjusted workflow.

Description

Event Description

The time report approver adjusts a time report.

Action Description

Notifies service provider that their time report was adjusted.

Notification Method

Email

Workflow Objects

Component

SPA_TIME_ENTRY2

Role

Service Provider

Email Template

SP_TEADJ

Time Report Approved

The section discusses the Time Report Approved workflow.

Description

Event Description

The time report approver approves a time report.

Action Description

Notifies service provider that their time report was approved.
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Notification M ethod Email

Workflow Objects

Component SPA_MANAGE_TE
SPA_TIME_ENTRY2
TE_APPROVE_TIME

Role Service Provider
Email Template SP_TE_MASS
SP_TEAPR

Time Report Denied

The section discusses the Time Report Denied workflow.

Description

Event Description The time report approver denies a time report.

Action Description Notifies service provider that their time report was denied.
Notification M ethod Email

Workflow Objects

Component SPA_TIME_ENTRY2

TE_APPROVE_TIME
Role Service Provider
Email Template SP_TEDEN

Time Report On Hold

The section discusses the Time Report On Hold workflow.

Description

Event Description The timesheet approves puts atime report on hold.

Action Description Notifies service provider that their time report was put on hold.
Natification M ethod Email
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Component SPA_TIME_ENTRY2
TE_APPROVE_TIME

Role Service Provider

Email Template SP_TEHLD

Work Order Auto Task Notify

The section discusses the Work Order Auto Task Notify workflow.

Description

Event Description

A work order is created.

Action Description

Notifies users that work order tasks have been assigned to them.

Notification Method

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Configurable

Email Template

WO_A_TASK

Work Order Canceled

The section discusses the Work Order Canceled workflow.

Description

Event Description

A work order is canceled.

Action Description

Notifies the service provider contact that a work order has been canceled.

Notification Method

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Service Provider Contact

Email Template

WO_CAN_3 (work orders with requisitions)
WO_CAN_2 (work orders without requisitions)

Work Order Created

The section discussesaWork Order Created workflow.
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Event Description

A work order is created.

Action Description

Notifies the service coordinator that a work order has been created.

Notification M ethod

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Service Coordinator

Email Template

WO_CREATE

Work Order Extension

The section discusses the Work Order Extension workflow.

Description

Event Description

The service coordinator or requestor extends awork order.

Action Description

Notifies the service provider that the work order has been extended.

Notification M ethod

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Service Provider

Email Template

WO_EXTEND

Work Order Reassign

The section discusses the Work Order Reassign workflow.

Description

Event Description

The service coordinator reassigns a work order.

Action Description

Notifies originally assigned user that the work order has been reassigned.

Notifies originally newly user that the work order has been reassigned.

Notification M ethod

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Assigned users
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WO_REASSIG (previously assigned user)

WO_REASSIGN (newly assigned user)

Work Order Release

The section discusses the Work Order Release workflow.

Description

Event Description

The service coordinator or requester releases awork order.

Action Description

Notifies the service provider or service provider contact that the work order

been released and time or progress can be recorded against the work order.

has

L

Notification Method

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Service Provider or Service Provider Contact

Email Template

WO_RELEASE

Work Order Task Assigned

The section discusses the Work Order Task Assigned workflow.

Description

Event Description

A work orderis closed.

Action Description

Notifies users that off boarding tasks have been assigned to them.

Notification Method

Email

Workflow Objects

Component SPF_WO_APPR_CMP
SPF_WO_TASK_CHKLST
Role Assigned user

Email Template

TASK_EM
WO_TASK

Work Order Approved

The section discusses the Work Order Approved workflow.
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Event Description

A work order is approved.

Action Description

Notifies the work order requester that the work order was approved.

Notification M ethod

Email

Workflow Objects

Component

SPF_WORK_ORDER_CMP

Role

Requester

Email Template

WO_APPROVE
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absenceentitlement

absencetake

accounting class

accounting date

accounting split

accumulator

action reason

action template

activity
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This element defines rules for granting paid time off for valid absences, such as sick
time, vacation, and maternity leave. An absence entitlement element defines the
entitlement amount, frequency, and entittement period.

This element defines the conditions that must be met before a payee is entitled
to take paid time off.

In PeopleSoft Enterprise Performance Management, the accounting class defines how
aresource is treated for generally accepted accounting practices. The Inventory

class indicates whether a resource becomes part of a balance sheet account, such as
inventory or fixed assets, while the Non-inventory class indicates that the resource is
treated as an expense of the period during which it occurs.

The accounting date indicates when a transaction is recognized, as opposed to the date
the transaction actually occurred. The accounting date and transaction date can be the
same. The accounting date determines the period in the general ledger to which the
transaction is to be posted. You can only select an accounting date that falls within an
open period in the ledger to which you are posting. The accounting date for an item

is normally the invoice date.

The accounting split method indicates how expenses are allocated or divided among
one or more sets of accounting ChartFields.

You use an accumulator to store cumulative values of defined items as they are
processed. You can accumulate a single value over time or multiple values over
time. For example, an accumulator could consist of all voluntary deductions, or all
company deductions, enabling you to accumulate amounts. It allows total flexibility
for time periods and values accumulated.

The reason an employee’s job or employment information is updated. The action
reason is entered in two parts: a personnel action, such as a promotion, termination, or
change from one pay group to another—and a reason for that action. Action reasons
are used by PeopleSoft Human Resources, PeopleSoft Benefits Administration,
PeopleSoft Stock Administration, and the COBRA Administration feature of the

Base Benefits business process.

In PeopleSoft Receivables, outlines a set of escalating actions that the system or user
performs based on the period of time that a customer or item has been in an action
plan for a specific condition.

In PeopleSoft Enterprise Learning Management, an instance of a catalog item
(sometimes called a class) that is available for enrollment. The activity defines
such things as the costs that are associated with the offering, enrollment limits and
deadlines, and waitlisting capacities.

In PeopleSoft Enterprise Performance Management, the work of an organization and
the aggregation of actions that are used for activity-based costing.

In PeopleSoft Project Costing, the unit of work that provides a further breakdown of
projects—usually into specific tasks.

In PeopleSoft Workflow, a specific transaction that you might need to performin a
business process. Because it consists of the steps that are used to perform a transactiol
it is also known as a step map.
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agreement

allocation rule

alternate account

AR specialist

arbitration plan

assessment rule

asset class

attribute/value pair

authentication server
basetimeperiod

benchmark job

book

branch

budgetary account only

budget check

budget control

budget period

businessevent

In PeopleSoft eSettlements, provides a way to group and specify processing options,
such as payment terms, pay from a bank, and notifications by a buyer and supplier
location combination.

In PeopleSoft Enterprise Incentive Management, an expression within compensation
plans that enables the system to assign transactions to nodes and patrticipants. During
transaction allocation, the allocation engine traverses the compensation structure
from the current node to the root node, checking each node for plans that contain
allocation rules.

A feature in PeopleSoft General Ledger that enables you to create a statutory chart
of accounts and enter statutory account transactions at the detail transaction level, as
required for recording and reporting by some national governments.

Abbreviation forreceivables specialist. In PeopleSoft Receivables, an individual in
who tracks and resolves deductions and disputed items.

In PeopleSoft Enterprise Pricer, defines how price rules are to be applied to the base
price when the transaction is priced.

In PeopleSoft Receivables, a user-defined rule that the system uses to evaluate the
condition of a customer’s account or of individual items to determine whether to
generate a follow-up action.

An asset group used for reporting purposes. It can be used in conjunction with the asset
category to refine asset classification.

In PeopleSoft Directory Interface, relates the data that makes up an entry in the
directory information tree.

A server that is set up to verify users of the system.
In PeopleSoft Business Planning, the lowest level time period in a calendar.

In PeopleSoft Workforce Analytics, a benchmark job is a job code for which there is
corresponding salary survey data from published, third-party sources.

In PeopleSoft Asset Management, used for storing financial and tax information, such
as costs, depreciation attributes, and retirement information on assets.

A tree node that rolls up to nodes above it in the hierarchy, as defined in PeopleSoft
Tree Manager.

An account used by the system only and not by users; this type of account does
not accept transactions. You can only budget with this account. Formerly called
“system-maintained account.”

In commitment control, the processing of source transactions against control budget
ledgers, to see if they pass, fail, or pass with a warning.

In commitment control, budget control ensures that commitments and expenditures
don’t exceed budgets. It enables you to track transactions against corresponding
budgets and terminate a document’s cycle if the defined budget conditions are not met.
For example, you can prevent a purchase order from being dispatched to a vendor if
there are insufficient funds in the related budget to support it.

The interval of time (such as 12 months or 4 quarters) into which a period is divided
for budgetary and reporting purposes. The ChartField allows maximum flexibility to
define operational accounting time periods without restriction to only one calendar.

In PeopleSoft Receivables, defines the processing characteristics for the Receivable
Update process for a draft activity.
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buyer

catalogitem

catalog map

catalog partner

categorization

channel

ChartField

ChartField balancing

ChartField combination edit

ChartKey

checkbook

ClassChartField

clone

collection
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In PeopleSoft Sales Incentive Management, an original business transaction or activity
that may justify the creation of a PeopleSoft Enterprise Incentive Management event
(a sale, for example).

A corporation or a subset of a corporation that is independent with regard to one or
more operational or accounting functions.

In PeopleSoft eSettlements, an organization (or business unit, as opposed to an
individual) that transacts with suppliers (vendors) within the system. A buyer creates
payments for purchases that are made in the system.

In PeopleSoft Enterprise Learning Management, a specific topic that a learner can
study and have tracked. For example, “Introduction to Microsoft Word.” A catalog
item contains general information about the topic and includes a course code,
description, categorization, keywords, and delivery methods. A catalog item can
have one or more learning activities.

In PeopleSoft Catalog Management, translates values from the catalog source data to
the format of the company’s catalog.

In PeopleSoft Catalog Management, shares responsibility with the enterprise catalog
manager for maintaining catalog content.

Associates partner offerings with catalog offerings and groups them into enterprise
catalog categories.

In PeopleSoft MultiChannel Framework, email, chat, voice (computer telephone
integration [CTI]), or a generic event.

A field that stores a chart of accounts, resources, and so on, depending on the
PeopleSoft application. ChartField values represent individual account numbers,
department codes, and so forth.

You can require specific ChartFields to match up (balance) on the debit and the credit
side of a transaction.

The process of editing journal lines for valid ChartField combinations based on
user-defined rules.

One or more fields that uniquely identify each row in a table. Some tables contain only
one field as the key, while others require a combination.

In PeopleSoft Promotions Management, enables you to view financial data (such as
planned, incurred, and actual amounts) that is related to funds and trade promotions.

A ChartField value that identifies a unique appropriation budget key when you
combine it with a fund, department ID, and program code, as well as a budget period.
Formerly calledsub-classification.

In PeopleCode, to make a unique copy. In contragiopy may mean making a
new reference to an object, so if the underlying object is changed, both the copy and
the original change.

To make a set of documents available for searching in Verity, you must first create

at least one collection. A collection is set of directories and files that allow search
application users to use the Verity search engine to quickly find and display source
documents that match search criteria. A collection is a set of statistics and pointers
to the source documents, stored in a proprietary format on a file server. Because a
collection can only store information for a single location, PeopleSoft maintains a set
of collections (one per language code) for each search index object.
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collectionrule

compensation obj ect

compensation structure

condition

configuration parameter

catalog

configuration plan

content reference

context

control table

cost profile

cost row

current learning

dataacquisition

dataelements

dataset

In PeopleSoft Receivables, a user-defined rule that defines actions to take for a
customer based on both the amount and the number of days past due for outstanding
balances.

In PeopleSoft Enterprise Incentive Management, a node within a compensation
structure. Compensation objects are the building blocks that make up a compensation
structure’s hierarchical representation.

In PeopleSoft Enterprise Incentive Management, a hierarchical relationship of
compensation objects that represents the compensation-related relationship between
the objects.

In PeopleSoft Receivables, occurs when there is a change of status for a customer’s
account, such as reaching a credit limit or exceeding a user-defined balance due.

Used to configure an external system wigopleSoft. For example, a configuration
parameter catalog might set up configuration and communication parameters for an
external server.

In PeopleSoft Enterprise Incentive Management, configuration plans hold allocation
information for common variables (not incentive rules) and are attached to a node
without a participant. Configuration plans are not processed by transactions.

Content references are pointers to content registered in the portal registry. These are
typically either URLs or iScripts. Content references fall into three categories: target
content, templates, and template pagelets.

In PeopleCode, determines which buffer fields can be contextually referenced and
which is the current row of data on each scroll level when a PeopleCode program
is running.

In PeopleSoft Enterprise Incentive Management, a mechanism that is used to
determine the scope of a processing run. PeopleSoft Enterprise Incentive Management
uses three types of context: plan, period, and run-level.

Stores information that controls the processing of an application. This type of
processing might be consistent throughout an organization, or it might be used only by
portions of the organization for more limited sharing of data.

A combination of a receipt cost method, a cost flow, and a deplete cost method. A
profile is associated with a cost book and determines how items in that book are
valued, as well as how the material movement of the item is valued for the book.

A cost transaction and amount for a set of ChartFields.

In PeopleSoft Enterprise Learning Management, a self-service repository for all of a
learner’s in-progress learning activities and programs.

In PeopleSoft Enterprise Incentive Management, the process during which raw
business transactions are acquired from external source systems and fed into the
operational data store (ODS).

Data elements, at their simplest level, define a subset of data and the rules by which
to group them.

For Workforce Analytics, data elements are rules that tell the system what measures to
retrieve about your workforce groups.

A data grouping that enables role-based filtering and distribution of data. You can
limit the range and quantity of data that is displayed for a user by associating dataset
rules with user roles. The result of dataset rules is a set of data that is appropriate
for the user’s roles.
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delivery method type

directory information tree

document sequencing

dynamicdetail tree

edit table

effectivedate

EIM ledger

elimination set

entry event

equitization

event propagation process
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In PeopleSoft Enterprise Learning Management, identifies the primary type of
delivery method in which a particular learning activity is offered. Also provides
default values for the learning activity, such as cost and language. This is primarily
used to help learners search the catalog for the type of delivery from which they learn
best. Because PeopleSoft Enterprise Learning Managementis a blended learning
system, it does not enforce the delivery method.

In PeopleSoft Supply Chain Management, identifies the method by which goods are
shipped to their destinations (such as truck, air, rail, and so on). The delivery method is
specified when creating shipment schedules.

In PeopleSoft Enterprise Learning Management, identifies how learning activities can
be delivered—for example, through online learning, classroom instruction, seminars,
books, and so forth—in an organization. The type determines whether the delivery
method includes scheduled components.

In PeopleSoft Directory Interface, the representation of a directory’s hierarchical
structure.

A flexible method that sequentially numbers the financial transactions (for example,
bills, purchase orders, invoices, and payments) in the system for statutory reporting
and for tracking commercial transaction activity.

Atree that takes its detail values—dynamic details—directly from a table in the
database, rather than from arange of values that are entered by the user.

Atable in the database that has its own record definition, such as the Department table.
As fields are entered into a PeopleSoft application, they can be validated against an
edit table to ensure data integrity throughout the system.

A method of dating information in PeopleSoft applications. You can predate
information to add historical data to your system, or postdate information in order to
enter it before it actually goes into effect. By using effective dates, you don't delete
values; you enter a new value with a current effective date.

Abbreviation forEnterprise I ncentive Management ledger. In PeopleSoft Enterprise
Incentive Management, an object to handle incremental result gathering within the
scope of a participant. The ledger captures a result set with all of the appropriate traces
to the data origin and to the processing steps of which itis a result.

In PeopleSoft General Ledger, a related group of intercompany accounts that is
processed during consolidations.

In PeopleSoft General Ledger, Receivables, Payables, Purchasing, and Billing, a
business process that generates multiple debits and credits resulting from single
transactions to produce standard, supplemental accounting entries.

In PeopleSoft General Ledger, a business process that enables parent companies to
calculate the netincome of subsidiaries on a monthly basis and adjust that amount
to increase the investment amount and equity income amount before performing
consolidations.

A predefined point either in the Component Processor flow or in the program flow.

As each point is encountered, the event activates each component, triggering any
PeopleCode program that is associated with that component and that event. Examples
of events are FieldChange, SavePreChange, and RowDelete.

In PeopleSoft Human Resources, also refers to an incident that affects benefits
eligibility.

In PeopleSoft Sales Incentive Management, a process that determines, through logic,
the propagation of an original PeopleSoft Enterprise Incentive Management event and
creates a derivative (duplicate) of the original event to be processed by other objects.
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Sales Incentive Management uses this mechanism to implement splits, roll-ups, and so
on. Event propagation determines who receives the credit.

In PeopleSoft Receivables, an item that either is a deduction or is in dispute.

In PeopleSoft Order Management, a type of arbitration plan that is associated with a
price rule. Exclusive pricing is used to price sales order transactions.

In PeopleSoft applications, facts are numeric data values from fields from a source
database as well as an analytic application. A fact can be anything you want to measure
your business by, for example, revenue, actual, budget data, or sales numbers. A
factis stored on a fact table.

A logical entity with a unique set of descriptive demand and forecast data that is used
as the basis to forecast demand. You create forecast items for a wide range of uses, but
they ultimately represent things that you buy, sell, or use in your organization and for
which you require a predictable usage.

In PeopleSoft Promotions Management, a budget that can be used to fund promotional
activity. There are four funding methods: top down, fixed accrual, rolling accrual, and
zero-based accrual.

In PeopleSoft Process Scheduler, process types are identified by a generic process
type. For example, the generic process type SQR includes all SQR process types,
such as SQR process and SQR report.

In PeopleSoft Billing and Receivables, a posting entity that comprises one or more
transactions (items, deposits, payments, transfers, matches, or write-offs).

In PeopleSoft Human Resources Management and Supply Chain Management, any
set of records that are associated under a single name or variable to run calculations
in PeopleSoft business processes. In PeopleSoft Time and Labor, for example,
employees are placed in groups for time reporting purposes.

In PeopleSoft Enterprise Incentive Management, the incentive-related objects that
define and support the PeopleSoft Enterprise Incentive Management calculation
process and results, such as plan templates, plans, results data, user interaction objects,
and so on.

In PeopleSoft Sales Incentive Management, the commands that act on transactions and
turn them into compensation. A rule is one part in the process of turning a transaction
into compensation.

In PeopleSoft Promotions Management, to become liable for a promotional payment.
In other words, you owe that amount to a customer for promotional activities.

In PeopleSoft Inventory, a tangible commodity that is stored in a business unit
(shipped from a warehouse).

In PeopleSoft Demand Planning, Inventory Policy Planning, and Supply Planning, a
noninventory item that is designated as being used for planning purposes only. It can
represent a family or group of inventory items. It can have a planning bill of material
(BOM) or planning routing, and it can exist as a component on a planning BOM. A
planning item cannot be specified on a production or engineering BOM or routing,
and it cannot be used as a component in a production. The quantity on hand will
never be maintained.

In PeopleSoft Receivables, anindividual receivable. Anitem can be an invoice, a
credit memo, a debit memo, a write-off, or an adjustment.

An abbreviation fokey performance indicator. A high-level measurement of how well
an organization is doing in achieving critical success factors. This defines the data
value or calculation upon which an assessment is determined.
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Abbreviation forLightweight Directory Access Protocol (LDAP) Data Interchange
Format file. Contains discrepancies between PeopleSoft data and directory data.

In PeopleSoft Enterprise Learning Management, a group of learners who are linked

to the same learning environment. Members of the learner group can share the same
attributes, such as the same department or job code. Learner groups are used to contro
access to and enrollment in learning activities and programs. They are also used to
perform group enrollments and mass enroliments in the back office.

In PeopleSoft Enterprise Learning Management, the foundational building blocks

of learning activities. PeopleSoft Enterprise Learning Management supports six
basic types of learning components: web-based, session, webcast, test, survey, and
assignment. One or more of these learning component types compose a single
learning activity.

In PeopleSoft Enterprise Learning Management, identifies a set of categories and
catalog items that can be made available to learner groups. Also defines the default
values that are assigned to the learning activities and programs that are created within a
particular learning environment. Learning environments provide a way to partition the
catalog so that learners see only those items that are relevant to them.

In PeopleSoft Enterprise Learning Management, a self-service repository for all of a
learner’s completed learning activities and programs.

You use ledger mapping to relate expense data from general ledger accounts to
resource objects. Multiple ledger line items can be mapped to one or more resource
IDs. You can also use ledger mapping to map dollar amounts (referredategs

to business units. You can map the amounts in two different ways: an actual amount
that represents actual costs of the accounting period, or a budgeted amount that can be
used to calculate the capacity rates as well as budgeted model results. In PeopleSoft
Enterprise Warehouse, you can map general ledger accounts to the EW Ledger table.

In PeopleSoft Enterprise Incentive Management, a section that is defined in a plan (or
template) and that is available for other plans to share. Changesto a library section are
reflected in all plans that use it.

In PeopleSoft Enterprise Incentive Management, a section that is defined in a plan
template but appears in a plan. Changes to linked sections propagate to plans using
that section.

In PeopleSoft Enterprise Incentive Management, a variable that is defined and
maintained in a plan template and that also appears in a plan. Changes to linked
variables propagate to plans using that variable.

In PeopleSoft Inventory, identifies a group of goods that are shipped together. Load
management is a feature of PeopleSoft Inventory that is used to track the weight, the
volume, and the destination of a shipment.

In PeopleSoft HRMS, the set of information that is available for a specific country.
You can access this information when you click the appropriate country flag in the
global window, or when you access it by a local country menu.

Locations enable you to indicate the different types of addresses—for a company, for
example, one address to receive bills, another for shipping, a third for postal deliveries,
and a separate street address. Each address has a different location number. The
primary location—indicated by &—is the address you use most often and may be
different from the main address.

In PeopleSoft Services Procurement, an administrative task that is related to hiring
a service provider. Logistical tasks are linked to the service type on the work order
so that different types of services can have different logistical tasks. Logistical tasks
include both preapproval tasks (such as assigning a new badge or ordering a new
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laptop) and postapproval tasks (such as scheduling orientation or setting up the service
provider email). The logistical tasks can be mandatory or optional. Mandatory
preapproval tasks must be completed before the work order is approved. Mandatory
postapproval tasks, on the other hand, must be completed before a work order is
released to a service provider.

In PeopleSoft Enterprise Incentive Management, additional functionality that is
specific to a given market or industry and is built on top of a product category.

In PeopleSoft Receivables, a group of receivables items and matching offset items.
The system creates match groups by using user-defined matching criteria for selected
field values.

Abbreviation forPeopleSoft MultiChannel Framework server. Comprises the
universal queue server and the MCF log server. Both processes are startdd@hen
Serversis selected in an application server domain configuration.

In PeopleSoft Promotions Management, a specific discount type that is associated with
a trade promotion (such as off-invoice, billback or rebate, or lump-sum payment) that
defines the performance that is required to receive the discount. In the industry, you
may know this as an offer, a discount, a merchandising event, an event, or a tactic.

Meta-SQL constructs expand into platform-specific Structured Query Language
(SQL) substrings. They are used in functions that pass SQL strings, such as in SQL
objects, the SQLExec function, and PeopleSoft Application Engine programs.

Metastrings are special expressions included in SQL string literals. The metastrings,
prefixed with a percent (%) symbol, are included directly in the string literals. They
expand at run time into an appropriate substring for the current database platform.

In PeopleSoft General Ledger, multiple ledgers having multiple-base currencies that
are defined for a business unit, with the option to post a single transaction to all base
currencies (all ledgers) or to only one of those base currencies (ledgers).

The ability to process transactions in a currency other than the business unit’s base
currency.

In PeopleSoft Promotions Management, a promotion at the corporate level that is
funded by nondiscretionary dollars. In the industry, you may know this as a national
promotion, a corporate promotion, or a corporate discount.

Atreethatis based on a detail structure, but the detail values are not used.

Each block of content on the home page is called a pagelet. These pagelets display
summary information within a small rectangular area on the page. The pagelet provide
users with a snapshot of their most relevant People Soft and non-PeopleSoft content.

In PeopleSoft Enterprise Incentive Management, participants are recipients of the
incentive compensation calculation process.

Each participant object may be related to one or more compensation objects.
See als@ompensation object.

A company that supplies products or services that are resold or purchased by the
enterprise.

In PeopleSoft Payables, a set of rules that define the criteria by which it should select
scheduled payments for payment creation.

In PeopleSoft Receivables, an individual receivable (such as an invoice, a credit
memo, or a write-off) that has been entered in or created by the system, but hasn’t
been posted.
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PeopleCode is a proprietary language, executed by the PeopleSoft application
processor. PeopleCode generates results based upon existing data or user actions. By
using business interlink objects, external services are available to all PeopleSoft
applications wherever PeopleCode can be executed.

An action that a user takes upon an object, usually a record field, that is referenced
within a PeopleSoft page.

The fundamental architecture on which PeopleSoft 8 applications are constructed,
consisting of a relational database management system (RDBMS), an application
server, aweb server, and a browser.

In PeopleSoft Enterprise Incentive Management, a variable used to store data (similar
to an aggregator, but without a predefined formula) within the scope of an incentive
plan. Performance measures are associated with a plan calendar, territory, and
participant. Performance measurements are used for quota calculation and reporting.

In PeopleSoft Enterprise Incentive Management, because a participant typically

uses the same compensation plan for multiple periods, the period context associates
a plan context with a specific calendar period and fiscal year. The period context
references the associated plan context, thus forming a chain. Each plan context has a
corresponding set of period contexts.

In PeopleSoft Sales Incentive Management, a collection of allocation rules, variables,
steps, sections, and incentive rules that instruct the PeopleSoft Enterprise Incentive
Management engine in how to process transactions.

In PeopleSoft Enterprise Incentive Management, correlates a participant with

the compensation plan and node to which the participant is assigned, enabling

the PeopleSoft Enterprise Incentive Management system to find anything that is
associated with the node and thatis required to perform compensation processing.
Each participant, node, and plan combination represents a unique plan context—if
three participants are on a compensation structure, each has a different plan context.
Configuration plans are identified by plan contexts and are associated with the
participants that refer to them.

In PeopleSoft Enterprise Incentive Management, the base from which a plan is created.
A plan template contains common sections and variables that are inherited by all plans
that are created from the template. A template may contain steps and sections that

are not visible in the plan definition.

In PeopleSoft Enterprise Learning Management, a self-service repository for all of
alearner’s planned learning activities and programs.

In PeopleSoft Supply Planning, a set of data (business units, items, supplies, and
demands) constituting the inputs and outputs of a supply plan.

In PeopleSoft applications, the portal registry is a tree-like structure in which content
references are organized, classified, and registered. Itis a central repository that
defines both the structure and content of a portal through a hierarchical, tree-like
structure of folders useful for organizing and securing content references.

In PeopleSoft Enterprise Pricer, enables you to select products and conditions for
which the price list applies to a transaction. During a transaction, the system either
determines the product price based on the predefined search hierarchy for the
transaction or uses the product’s lowest price on any associated, active price lists. This
price is used as the basis for any further discounts and surcharges.

In PeopleSoft Enterprise Pricer, defines the conditions that must be met for
adjustments to be applied to the base price. Multiple rules can apply when conditions
of eachrule are met.
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In PeopleSoft Enterprise Pricer, selects the price-by fields, the values for the price-by
fields, and the operator that determines how the price-by fields are related to the
transaction.

In PeopleSoft Enterprise Pricer, defines the fields that are available to define price rule
conditions (which are used to match a transaction) on the price rule.

In PeopleSoft Process Scheduler, processes that are grouped for server load balancing
and prioritization.

In PeopleSoft Financials, a group of application processes (performed in a defined
order) that users can initiate in real time, directly from a transaction entry page.

Process definitions define each run request.

A unique number that identifies each process request. This value is automatically
incremented and assigned to each requested process when the process is submitted to
run.

You can link process definitions into a job request and process each request serially
orin parallel. You can also initiate subsequent processes based on the return code
from each prior request.

A single run request, such as a Structured Query Report (SQR), a COBOL or
Application Engine program, or a Crystal report that you run through PeopleSoft
Process Scheduler.

A PeopleTools variable used to retain PeopleSoft Process Scheduler values needed
at runtime for all requests that reference arun control ID. Do not confuse these with
application run controls, which may be defined with the same run control ID, but only
contain information specific to a given application process request.

In PeopleSoft Enterprise Incentive Management, indicates an application in the
Enterprise Incentive Management suite of products. Each transaction in the PeopleSoft
Enterprise Incentive Management system is associated with a product category.

In PeopleSoft Enterprise Learning Management, a high-level grouping that guides the
learner along a specific learning path through sections of catalog items. PeopleSoft
Enterprise Learning Systems provides two types of programs—curricula and
certifications.

In PeopleSoft Services Procurement, tracks deliverable-based projects. This is similar
to the time sheet in function and process. The service provider contact uses the
progress log to record and submit progress on deliverables. The progress can be logged
by the activity that is performed, by the percentage of work that is completed, or by the
completion of milestone activities that are defined for the project.

In PeopleSoft Project Costing, an individual transaction line that represents a cost,
time, budget, or other transaction row.

In PeopleSoft Promotions Management, a trade promotion, which is typically funded
from trade dollars and used by consumer products manufacturers to increase sales
volume.

In PeopleSoft Enterprise Incentive Management, a stage in processing that makes
incentive-related results available to participants.

A set of logically and functionally related control tables and views. Record groups
help enable TableSet sharing, which eliminates redundant data entry. Record groups
ensure that TableSet sharing is applied consistently across all related tables and views.

Abbreviation forrecord input value-added tax flag. Within PeopleSoft Purchasing,
Payables, and General Ledger, this flag indicates that you are recording input VAT
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on the transaction. This flag, in conjunction with the record output VAT flag, is used

to determine the accounting entries created for a transaction and to determine how a
transaction is reported on the VAT return. For all cases within Purchasing and Payables
where VAT information is tracked on a transaction, this flag is set to Yes. This flag

is not used in PeopleSoft Order Management, Billing, or Receivables, where itis
assumed that you are always recording only output VAT, or in PeopleSoft Expenses,
where itis assumed that you are always recording only input VAT.

Abbreviation forrecord output val ue-added tax flag.
Seerecord input VAT flag.

In PeopleSoft Sales Incentive Management, system objects that represent the sales
organization, such as territories, participants, products, customers, channels, and so on

In PeopleSoft Enterprise Incentive Management, this dimension-type object further
defines the business. Reference objects can have their own hierarchy (for example,
product tree, customer tree, industry tree, and geography tree).

In commitment control, a reference transaction is a source transaction that is
referenced by a higher-level (and usually later) source transaction, in order to
automatically reverse all or part of the referenced transaction’s budget-checked
amount. This avoids duplicate postings during the sequential entry of the transaction at
different commitment levels. For example, the amount of an encumbrance transaction
(such as a purchase order) will, when checked and recorded against a budget, cause
the system to concurrently reference and relieve all or part of the amount of a
corresponding pre-encumbrance transaction, such as a purchase requisition.

In PeopleSoft Purchasing, provides the infrastructure to maintain, display, and select
an appropriate vendor and vendor pricing structure that is based on a regional sourcing
model where the multiple ship to locations are grouped. Sourcing may occur ata

level higher than the ship to location.

In PeopleSoft Enterprise Incentive Management, these objects further define a
compensation structure to resolve transactions by establishing associations between
compensation objects and business objects.

Data that is extracted from a separate database and migrated into the local database.

Abbreviation forreal-time event notification server in PeopleSoft MultiChannel
Framework.

In PeopleSoft eSettlements, an individual who requests goods or services and whose
ID appears on the various procurement pages that reference purchase orders.

Describes how people fit into PeopleSoft Workflow. Arole is a class of users who
perform the same type of work, such as clerks or managers. Your business rules
typically specify what user role needs to do an activity.

A PeopleSoft Workflow user. A person’s role user ID serves much the same purpose as
auser ID does in other parts of the system. PeopleSoft Workflow uses role user IDs

to determine how to route worklist items to users (through an email address, for
example) and to track the roles that users play in the workflow. Role users do not need
PeopleSoft user IDs.

In atree, to roll up is to total sums based on the information hierarchy.

Arun control is a type of online page that is used to begin a process, such as the
batch processing of a payroll run. Run control pages generally start a program that
manipulates data.

A unique ID to associate each user with his or her own run control table entries.
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In PeopleSoft Enterprise Incentive Management, associates a particular run (and batch
ID) with a period context and plan context. Every plan context that participatesin a run
has a separate run-level context. Because a run cannot span periods, only one run-level
context is associated with each plan context.

You use this set of objects to pass a query string and operators to the search engine.
The search index returns a set of matching results with keys to the source documents.

In PeopleSoft Enterprise Incentive Management, a collection of incentive rules that
operate on transactions of a specific type. Sections enable plans to be segmented to
process logical events in different sections.

In commitment control, security events trigger security authorization checking, such
as budget entries, transfers, and adjustments; exception overrides and notifications;
and inquiries.

In PeopleSoft Manufacturing, the ability to track the composition of a specific,
serial-controlled item.

In PeopleSoft Manufacturing, enables the tracing of serial information for
manufactured items. This is maintained in the Item Master record.

In PeopleSoft Enterprise Learning Management, a single meeting day of an activity
(thatis, the period of time between start and finish times within a day). The session
stores the specific date, location, meeting time, and instructor. Sessions are used for
scheduled training.

In PeopleSoft Enterprise Learning Management, enables you to set up common
activity characteristics that may be reused while scheduling a PeopleSoft Enterprise
Learning Management activity—characteristics such as days of the week, start and
end times, facility and room assignments, instructors, and equipment. A session
pattern template can be attached to an activity that is being scheduled. Attaching a
template to an activity causes all of the default template information to populate

the activity session pattern.

In PeopleSoft Enterprise Incentive Management, a relationship object type that
associates a configuration plan with any structure node.

In PeopleSoft Business Planning, a named planning method similar to a driver
expression, but which you can set up globally for shared use within a single planning
application or to be shared between multiple planning applications through PeopleSoft
Enterprise Warehouse.

With single signon, users can, after being authenticated by a PeopleSoft application
server, access a second PeopleSoft application server without entering a user ID or
password.

In commitment control, any transaction generated in a PeopleSoft or third-party
application that is integrated with commitment control and which can be checked
against commitment control budgets. For example, a pre-encumbrance, encumbrance,
expenditure, recognized revenue, or collected revenue transaction.

A user-defined shorthand key that designates several ChartKeys to be used for voucher
entry. Percentages can optionally be related to each ChartKey in a SpeedChart
definition.

A code representing a combination of ChartField values. SpeedTypes simplify the
entry of ChartFields commonly used together.

A method of consolidating selected partner offerings with the offerings from the
enterprise’s other partners.
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Account required by a regulatory authority for recording and reporting financial
results. In PeopleSoft, this is equivalent to the Alternate Account (ALTACCT)
ChartField.

In PeopleSoft Sales Incentive Management, a collection of sections in a plan. Each
step corresponds to a step in the job run.

In PeopleSoft Inventory, identifies the level of a material storage location. Material
storage locations are made up of a business unit, a storage area, and a storage level.
You can set up to four storage levels.

A value that groups customers into a division for which you can generate detailed
history, aging, events, and profiles.

You use summary ChartFields to create summary ledgers that roll up detail amounts
based on specific detail values or on selected tree nodes. When detail values are
summarized using tree nodes, summary ChartFields must be used in the summary
ledger data record to accommodate the maximum length of a node name (20
characters).

An accounting feature used primarily in allocations, inquiries, and PS/nVision

reporting to store combined account balances from detail ledgers. Summary ledgers
increase speed and efficiency of reporting by eliminating the need to summarize

detail ledger balances each time a reportis requested. Instead, detail balances are
summarized in a background process according to user-specified criteria and stored on
summary ledgers. The summary ledgers are then accessed directly for reporting.

In PeopleSoft Business Planning, any time period (other than a base time period) that is
an aggregate of other time periods, including other summary time periods and base
time periods, such as quarter and year total.

Atree used to roll up accounts for each type of report in summary ledgers. Summary
trees enable you to define trees on trees. In asummary tree, the detail values are really
nodes on a detail tree or another summary tree (known dmthetree). A summary

tree structure specifies the details on which the summary trees are to be built.

To distribute a production version of the enterprise catalog to partners.

In PeopleSoft Receivables, an activity that defines how the system generates
accounting entries for the general ledger.

A means of sharing similar sets of values in control tables, where the actual data values
are different but the structure of the tables is the same.

Shared data that is stored in many tables that are based on the same TableSets. Tables
that use TableSet sharing contain the SETID field as an additional key or unique
identifier.

The value of the entry currency or currencies converted to a single currency for budget
viewing and inquiry purposes.

Atemplate is HTML code associated with a web page. It defines the layout of

the page and also where to get HTML for each part of the page. In PeopleSoft, you
use templates to build a page by combining HTML from a number of sources. For

a PeopleSoft portal, all templates must be registered in the portal registry, and each
content reference must be assigned a template.

In PeopleSoft Sales Incentive Management, hierarchical relationships of business
objects, including regions, products, customers, industries, and participants.

Arelative period, such as year-to-date or current period, that can be used in various
PeopleSoft General Ledger functions and reports when a rolling time frame, rather
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than a specific date, is required. TimeSpans can also be used with flexible formulas in
PeopleSoft Projects.

traceusage In PeopleSoft Manufacturing, enables the control of which components will be traced
during the manufacturing process. Serial- and lot-controlled components can be
traced. This is maintained in the Item Master record.

transaction allocation In PeopleSoft Enterprise Incentive Management, the process of identifying the owner
of a transaction. When a raw transaction from a batch is allocated to a plan context,
the transaction is duplicated in the PeopleSoft Enterprise Incentive Management
transaction tables.

transaction state In PeopleSoft Enterprise Incentive Management, a value assigned by an incentive
rule to a transaction. Transaction states enable sections to process only transactions
that are at a specific stage in system processing. After being successfully processed,
transactions may be promoted to the next transaction state and “picked up” by a
different section for further processing.

Translatetable A system edit table that stores codes and translate values for the miscellaneous fields in
the database that do not warrant individual edit tables of their own.

tree The graphical hierarchy in PeopleSoft systems that displays the relationship between
all accounting units (for example, corporate divisions, projects, reporting groups,
account numbers) and determines roll-up hierarchies.

unclaimed transaction In PeopleSoft Enterprise Incentive Management, a transaction that is not claimed
by a node or participant after the allocation process has completed, usually due to
missing or incomplete data. Unclaimed transactions may be manually assigned to the
appropriate node or participant by a compensation administrator.

univer sal navigation header Every PeopleSoft portal includes the universal navigation header, intended to appear at
the top of every page as long as the user is signed on to the portal. In addition to
providing access to the standard navigation buttons (like Home, Favorites, and signoff)
the universal navigation header can also display a welcome message for each user.

user interaction obj ect In PeopleSoft Sales Incentive Management, used to define the reporting components
and reports that a participant can access in his or her context. All Sales Incentive
Management user interface objects and reports are registered as user interaction
objects. User interaction objects can be linked to a compensation structure node
through a compensation relationship object (individually or as groups).

variable In PeopleSoft Sales Incentive Management, the intermediate results of calculations.
Variables hold the calculation results and are then inputs to other calculations.
Variables can be plan variables that persist beyond the run of an engine or local
variables that exist only during the processing of a section.

VAT exception Abbreviation forvalue-added tax exception. A temporary or permanent exemption
from paying VAT that is granted to an organization. This terms refers to both VAT
exoneration and VAT suspension.

VAT exempt Abbreviation forvalue-added tax exempt. Describes goods and services that are not
subject to VAT. Organizations that supply exempt goods or services are unable to
recover the related input VAT. This is also referred to as exempt without recovery.

VAT exoneration Abbreviation forvalue-added tax exoneration. An organization that has been granted a
permanent exemption from paying VAT due to the nature of that organization.

VAT suspension Abbreviation forvalue-added tax suspension. An organization that has been granted a
temporary exemption from paying VAT.

warehouse A PeopleSoft data warehouse that consists of predefined ETL maps, data warehouse
tools, and DataMart definitions.
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In PeopleSoft Services Procurement, enables an enterprise to create resource-based
and deliverable-based transactions that specify the basic terms and conditions for
hiring a specific service provider. When a service provider is hired, the service
provider logs time or progress against the work order.

A way of presenting data through a PeopleSoft Business Analysis Modeler interface
that enables users to do in-depth analysis using pivoting tables, charts, notes, and
history information.

The automated to-do list that PeopleSoft Workflow creates. From the worklist, you
can directly access the pages you need to perform the next action, and then return to
the worklist for another item.

An XML definition that standardizes the representation of application messages,
component interfaces, or business interlinks.

In PeopleSoft Manufacturing, the ability to plan the loss of a manufactured item on an
operation-by-operation basis.

Abbreviation forzero-rated value-added tax. A VAT transaction with a VAT code that

has a tax percent of zero. Used to track taxable VAT activity where no actual VAT
amount is charged. Organizations that supply zero-rated goods and services can still
recover the related input VAT. This is also referred to as exempt with recovery.
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analysis 265
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page 163
Analyze Events page 168
AP Interface (SPA_AP_INTRFACE)
component 53
application fundamentals  xvii
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Summary page 239, 245, 256, 262
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Assign Task Group to Service Type
(SPB_ROLE_TASKGP) component 80
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Attachment page 210
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creating 36
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mapping 35, 37
overview 35
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requisitions 123
Bid Factors by Activity (SPB_SRC_ACT)
component 46
Bid Factors by Activity page 41
Bid Factors by Category
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component 38
Bid Factors by Category page 36
Bid Factors by Requisition Line page 117,
126
Bid Factors by Service page 39
Bid Factors page 36
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workflow 301
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Bid History page 157, 159, 163, 170
Bid Response (for requesters) page 162
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page 162
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workflow 301
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Bid Reviewed workflow 302
Bid Submitted workflow 302
bids 147, 161-162
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bid responses, creating 165
bids, incoming 163
bids, outgoing 169-170
events 168
for requesters 162,170, 172
for service coordinators 162-163, 170
interview schedule for requesters 173
interviews 171-173
managing 8
overview 161
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pages used for reviewing incoming bids
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pages used for viewing outgoing
bids 170
prerequisites 162
responses 162
service contracts 102
supplier communications 161-162
Blackberry Email Responses page 88
BUS_UNIT_SPRO component 28
business processes 1
Business Purpose page 54
business units 27
for PeopleSoft eProcurement 34
for PeopleSoft Projects 34
for PeopleSoft Purchasing 26
options for PeopleSoft Projects 34
pages used for settingup 26
services projects, defining 27
settingup 25

Calculate Example Payment Data (multiple
payment terms) page 50, 53

Calculate Example Payment Data (single
payment terms) page 50, 52

cancel requisition button 130

candidate profiles 150

ChartField Attributes page 24

Comments page 92, 149, 154

comments, submitting  xxi

common elements  xxi
Communication Ended workflow 303
companion documentation  xxiii
competencies 38
Competencies page 38
Competency Type page 38
Consolidated Publications Incorporated

(CPI)  xviii
contact information  xxi
Contract page 102
contracts 101

See Also service contracts

Copy From Existing Timesheets page 211
country-specific documentation  xx
create bid button 158
Create Invoice page 238-239, 245
Create Requisition - Service page 117
Criteria Definition page 90
cross-references  xx
Currency Code page 24
Currency Information page 117, 126,

149, 154, 157, 162, 230, 239, 245, 256
Customer Connection web site  xuvii

datamart 266

Decline Candidate workflow 304

deferred processing, pages with  xxiii

Define Services Procurement page 23

Define Template page 88

deliverables based requisitions 114, 126,
154

deliverables based requisitions, bid
factors 127

Department page 24

details button 231

diagrams of:

PeopleSoft Services Procurement
integration flow with other PeopleSoft
applications 7

timesheet approval process 208

Distance Rate page 55, 60
distance rates 60

Distribution Information page 181
Document Attachment page 181
documentation

country-specific  xx

printed  xviii
related xviii
updates  xviii
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eProcurement Role Actions
(PV_ACTIONS) component 73
eProcurement Role Actions page 73
Events Details page 169
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Expense Life Cycle - Account by Status
page 281
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page 281
Expense Life Cycle - Department by Status

page 281
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page 281
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page 281
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page 281
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page 281
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page 281

Expense Life Cycle - Work Order by Status
page 281-282

Expense Life Cycle - Work Order Details
page 281

Expense Life Cycle (details) page 283

Expense Life Cycle (summary)
page 281-282

expense line information 217

Expense Location page 55

Expense Payment Type page 55

Expense Report Line Adjustment
page 222
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page 222
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Expense Types (SPA_EXPENSE_TYPE)
component 60

Expense Typesl page 55, 60

Expense Types2 page 55, 61

Expense Variance - Department Details
page 285

Expense Variance - Manager Details
page 285

Expense Variance - Project Details

page 285
Expense Variance - Purchase Order Details
page 285

Expense Variance - Supplier Details
page 285

Expense Variance (details) page 287

Expense Variance (summary) page 285

Expense Variance Chart portal pagelet 13,
17

expensesSee time and expenses

Export Time and Expenses to Staging table
for Projects page 85

Export Time and Expenses to Staging Table
for Projects page 85

Export To Payables page 83-84

extend work order button 203

Factors page 36
fields, See elements, common
Final Approval workflow 304

General Information (for expenses)
page 215
General Information page 210
general options
automatic numbering, fields thatuse 25
settingup 23
General Profile Information page 97
General Time/Expense Information
page 210-211
Generate Invoice page 241
Generate Invoice Report (SPINV002)
process 243
Generate Invoices (SPF_INVGEN_C)
process 241
Generate Invoices page 241
Generic Templates page 90
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glossary 321

hierarchy for suppliers 78
history button 231

Identifying Information page 75
implementation 8, 21-22

automatic numbering 25

bid factors 34, 36

bid factors and requisitions 35

bid factors, mapping 37

business units 25, 28

business units for PeopleSoft
eProcurement 34

business units for PeopleSoft
Projects 34

business units for PeopleSoft
Purchasing 27

competencies 38

distance rate 60

expense types 60

for PeopleSoft Projects 34

general options 23

interface with accounts payable 53
item categories 44

logistical tasks 80

markups 63

order for 22

overtime rules 59

overview 21

pagelets by role 12

pages used for setting up general
options 23

pages used for setting up the PeopleSoft
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pay types 62

paymentterms 50

portal pagelets 11

projects 53

rate sheets 46

region codes 48

servers for file attachments 81
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service project roles 39

service types 39, 44

service types and project roles 42

services templates 57
services/project role attributes 43
settlements 49
strategic sourcing business units for
PeopleSoft Purchasing 27
supplier network 76
supplier network configuration 74
suppliers 77
time and expenses 54
time reporting codes (TRC) 61
user preferences 71
userroles 64
user setup 63
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Inbox page 157
Incoming Bid Summary - Inbox page 157
Incoming Bid Summary page 144
Incoming Bids (for requesters) page 162
Incoming Bids (for service coordinators)
page 162
Incoming Bids page 163
integration 83
diagram of PeopleSoft Service
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PeopleSoft Projects, prerequisite 85
with other PeopleSoft applications,
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with PeopleSoft eProcurement 7
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with PeopleSoft Purchasing 8
with PeopleSoft Resource
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interview process 172
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page 172-173
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workflow 306
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Invoice Process Detail page 238, 245
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Invoice Rejected by Supplier
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Invoice Submitted for Approval
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invoices 83
adjusting 249
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managing 244
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settingup 49
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settingup 80
Logistical Tasks page 80
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logs, See service progress logs
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page 102
Maintain File Att Servers page 82
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Maintain Markups by Service Type
page 56, 63
Maintain Progress Logs page 230, 234
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Maintain Service Provider page 66
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page 262

Manage Invoice Approval page 256

Manage Invoice Lines page 247
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245
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page 238, 245
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Manage Requisitions page 129
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Markups by Service Type
(SPB_SRVC_MRKUP) component
63
Minority-Owned Suppliers page 293
multicurrency for service requisitions 114
Multiple Pay Terms page 50, 53

New Candidate page 149-150
notes Xxx
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email, for invoices 260
email, for time and expenses 227
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Outgoing Bids (for requesters) page 170

Outgoing Bids (for service coordinators)
page 170

Outgoing Bids page 159, 170
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define activities 110
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manage invoices 245
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manage projects 107
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222
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reassign tasks 97
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Print Invoices page 241, 243
printed documentation  xviii
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(SPR_DATAMART) process 268
process detail button 247
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Progress Log Approved workflow 308
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Progress Log Details page 230, 233-234
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Progress Log Summary page 230, 234
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See Also service progress logs
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234
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page 239, 245, 256
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metrics for 265
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rosters 268
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metrics for 266
performance 288
rates 292
Requester Setup page 64, 67

Requester User Defaults (SPB_REQ_USR_

DEF) component 71

Requester User Defaults page 71
requester, portal pagelets for 12
requesters 67
requisition approval 91-92
Requisition Approval Process page 92
Requisition Approval Status page 129
Requisition Approved workflow 310
requisition bidding 147

bid responses 157
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candidate profiles 150

candidates 148-149, 154

deliverables based service
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overview 147
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Requisition Review page 92
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resource requisitions 113-115, 148
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role actions 73

Role Actions page 67
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score analysis button 138
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scoring rules 297
Search Where Used page 50, 52
Select Bid Factor Group page 40, 42
servers, file attachment 81
service activities 39
Service Activities (SPB_ACTIVITY_TBL)
component 39, 45
Service Activities page 41, 45
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purchase orders 102
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Service Coordinator Defaults
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requisitions 149 Service Coordinator Defaults page 67, 72
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prerequisites 148 service methods 247
service providers 159 deliverables based invoices 253
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common elements 231
creating 230
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logs 230
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prerequisites for 229
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Order Details page 274
Service Provider Length of Stay - Supplier
Details page 274
Service Provider Length of Stay (summary)
page 274
Service Provider Performance - Department
Details page 273
Service Provider Performance - Manager
Details page 273
Service Provider Performance - Project
Details page 273
Service Provider Performance - Supplier
Details page 273
Service Provider Performance (summary)
page 273

Service Provider Registered
workflow 313

Service Provider Roster - Department
Details page 269-270

Service Provider Roster - Manager Details

page 269
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page 269
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Service Requisition Details page 130
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managing 127
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overview 295
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rules 298
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parameters 298
performance level codes 296
rules 297
where used 300
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Service Type page 44
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page 180
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pages used for creating a project 106
pages used for managing 107
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understanding 105
Services Ratesheet (SPB_RATESHEET)
component 48
services sourcing 133
bid factor weightings 139
history 142
managing 143-144
overview 133
pages used for managing sourcing 144
pages used for source requisitions 136
prerequisites 133
requisition lines reassignment 141
requisition requirements 137
requisition sourcing process 134
requisitions 134
reviewing 141
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worklist 137
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component 77
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accessing 176
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cost information 187
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overview 175
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work orders 179
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process flow 178
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setup 90
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fixed amount 232
milestone 232
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rate based 233
warning about 233
settlementsSee invoices
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Sourcing Rules by Requisition Line
page 136, 140
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