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CHAPTER1 GENERAL INFORMATION

Intent

This manual defines policy and outlines procedures by which the City of Milford obtains goods and
services.

Purchasing Authority

Purchasing authority rests solely with the Purchasing Agent in accordance with the City Charter, Article 5,
Section 3 (b), which states:

"...the Purchasing Agent shall purchase all supplies, materials, equipment and other commodities required
by any department, agency, board or commission of the city, ...on requisition signed by the head of the
department, office or agency or chairman of the board or commission, or a responsible representative
appointed by him."

Bids

The Purchasing Agent invites sealed, public bids for any supply, material, equipment or commaodity which
exceeds $25,000 based on specifications supplied by the requesting department. An award is then made
based on the lowest compliant and responsible bidder whose bid best meets the City's need. Professional
services need not be bid.

Request for Proposal (RFP)

The Purchasing Agent requests proposals for any project or service for which the scope or limit is not
clearly defined and for which the cost is expected to exceed $25,000, based upon design and evaluation
criteria supplied by the requesting department. Awards of the contract are made to the firm which best
meets these criteria.

Order Division

No order may be divided in an effort to circumvent the competitive bid requirement, especially if the
aggregate of individual orders results in the acquisition of anything which is essentially a single unit.

State Bids

The Purchasing Agent may order, without inviting bids, goods or services estimated to cost $25,000

or more provided that they are already bid by the State of Connecticut's Department of Administrative
Services and further, that the contract prices and terms have been extended to local political subdivisions
(municipalities).

Cooperative Bidding and/or Purchasing

The Purchasing Agent may utilize cooperative bidding and/or purchasing in an effort to maximize cost
benefits per Connecticut General Statutes 4a-53 and 7-148v, and Milford Board of Aldermen Resolution
(8c) approved April 4, 2017. Cooperative bidding and/or purchasing may consist of, and may not be limited
to, bids and/or purchasing contracts initiated by the State of Connecticut, other political subdivisions of the
State, the Milford Board of Education, regional purchasing authorities, or other public purchasing consortia.



Federal Uniform Guidance Procurement Standards

Whenever the Federal Uniform Guidance Procurement Standards (FUGPS), as may be amended from time
to time, are applicable to procurements made by the City of Milford, the City shall apply the more
restrictive of the procurement rules under the City’s Charter and Code of Ordinances or those prescribed by
the FUGPS. Compliance is required with Code of Federal Regulations (CFR) Sections 200.318 to 200.326.

The City of Milford elected to use the grace period pursuant to the Federal OMB Super Circular which
makes this regulation effective July 1, 2018.

Appendix 1 to this procedure manual compares the relevant sections of the FUGPS to the City of Milford’s
standard procurement regulations.

Bid Waivers

If a department head wishes to acquire an item which costs $25,000 or more without competitive bidding or
the use of Cooperative Purchasing Contracts as authorized by Resolution (8c), he or she submits a written
bid waiver request to the Mayor. If approved, the Mayor includes it in the Mayor's Report to the Board of
Aldermen. If the Board of Aldermen approves, the City Clerk notifies the Purchasing Agent who places the
order.

Property Sales and Donations

When authorized by the Board of Aldermen, the Purchasing Agent sells municipal property to the highest
responsible bidder, or makes or accepts property donations to/from outside sources.



CHAPTER 2 PROCUREMENT
Requisitioning

The requisitioning department enters a new requisition into the MUNIS Financial System as outlined in
MUNIS User Guide, Version 4.0, Requisition Entry. If the “Object” Account being charged is sufficiently
funded, MUNIS will accept the requisition and it can then be released into Work Flow for approval and
conversion to a Purchase Order. If the “Object” Account is insufficiently funded, MUNIS will reject the
requisition and a fund transfer must then be initiated by the requisitioning department or a different
“Object” Account utilized.

Appendix 2 to this procedure manual outlines the requisitioning process per MUNIS User Guide Version
4.0.

Upon receipt of the goods ordered or the completion of services contracted for, the City Department for
whom the Purchase Order was created will issue a receiver in the MUNIS Financial System and forward the
invoice to the Accounting department for processing.

Emergency Purchases

- Emergency purchases are authorized in those instances when departmental operational integrity or
public safety and welfare are jeopardized. A department official calls Purchasing, explains the emergency,
describes the goods or service required and provides the intended vendor. Purchasing issues an emergency
purchase order number and the department orders the goods or service directly.

Community Development Grant Purchases

Housing Rehabilitation (Rehab) bids are processed through the Purchasing office but administered
through the Community Development office. Purchasing issues a bid invitation, advertises same, receives
and tabulates bids and sends the bid tabulation with the cost breakdown detail to the Block Grant officer
who reviews them for propriety.

The CDBG Block Grant officer then sends Purchasing an award recommendation and enters a requisition
into the MUNIS Financial System.

Block Grant Monies Used On All Other CDBG Projects. The Community Development office
requisitions goods or services from the Purchasing Agent via the MUNIS Financial System for goods or
services which are used on, in, or for any CDGB project or program. Goods or services which exceed
$25,000 must first be bid in accordance with the City Charter requirement.



CHAPTER 3 PURCHASE ORDERS

A purchase order is a legal document by which the City commits to pay a vendor, in exchange for goods or

services, the dollar amount specified on it. As such, it is signed by both the Purchasing Agent and the

Finance Director.

Purchase Order Types

- A standard purchase order covers a one-time acquisition from one vendor.

- A blanket purchase order covers small, non-recurring acquisitions from one vendor. It encumbers
funds up to a specified dollar limit against which a department may acquire goods or services on a
"draw-down" basis.

Blanket Purchase Orders

The department enters a requisition into MUNIS indicating the account to be charged, the vendor name, the
dollar limit, and the instruction:

"Blanket order for items as needed, not to exceed the total below".

The maximum dollar amount for any one blanket Purchase Order is $24,999.00. The department requesting a
blanket purchase order must be able to justify the dollar amount requested.

Purchasing converts the requisition to a purchase order in MUNIS if, in the opinion of the Purchasing
Agent, it is a reasonable request.

The department uses this purchase order number to obtain required items. Upon receipt of their items from
the Vendor, the department creates a receiver in MUNIS and prepares an invoice payment voucher which is
forwarded to Accounting along with the vendor invoice for payment.



CHAPTER 4 PAYMENTS
Direct Charges

A "direct charge™ payment may be made without a purchase order encumbrance if it is due and payable and
for:

- Utility service (electricity, water, natural gas, telephone or other similar services)
- Election Poll Workers

- Recreation Officials

- Recreation Refunds

- Library Fine Refunds

- BBI Copier Services

- Payments to the State of Connecticut

- Exceptions approved by the Finance Director

The department sends Accounting an Invoice Payment voucher with the appropriate "back-up"
documentation (invoice, renewal notice, utility bill) to sufficiently substantiate the charge as a payable
which qualifies for direct charge processing.

Purchase Order Payments

Partials

A "partial" payment may be made against a purchase order encumbrance when an order is partially received
and the department wishes to pay the vendor for that part of the order which was delivered. The purchase
order is not closed out - the encumbrance is only reduced by the amount paid.

Finals

A "final" payment is made against a purchase order encumbrance when the order is complete and paid in
full. The purchase order is closed out and the encumbrance reduced to zero.

"Direct charges" and "partials” require Invoice Payment Voucher forms; “finals” do not.



CITY OF MILFORD
Appendix 1 - Federal Uniform Guidance Procurement Standards (UGPS)
July 1, 2018

Code of Federal Regulations (CFR) Section Number and Summary

City Regulation

200.318(a) - The City must follow its own purchasing policies.
200.318(b) - The City must provide oversite of its contractors.
200.318(c)(1) - The City must have written standards covering conflicts or interest.

The City must have written standards governing the performance of its employees engaged in the selection,
award and administration of contracts.

The City must not solicit nor accept gifts.
The City may define what gifts are of a nominal value.
The standards of conduct must provide disciplinary actions for violations.

200.318(c)(2) - The City's conflict of interest policy must cover relationships with related parties.
200.318(d) - The City must avoid purcasing unnecesssary items.

The City should consider bundling or unbundling procurements and analyze purchase alternatives to achieve the
most economical outcome.

200.318(e) - The City is encouraged to use cooperative purchasing agreements.

200.318(f) - The City is encouraged to use Federal surplus in lieu of purchasing new.

200.318(g) - The City is encouraged to use value engineering.

200.318(h) - The City must award contracts only to responsible contractors.

200.318(i) - The City must maintain procurement records.

200.318(j)(1) - The City may only use time and material type contracts in very limited circumstances.

200.318(j)(2) - The City must set a ceiling price and provide a high degree of oversight on time and material type contracts..
200.318(k) - The City is responsible for settling contract disputes with vendors.

200.319(a) - The City must avoid all practices that would discourage open competition.
200.319(b) - The City is generally prohibited from using local vendor preference.

200.319(c) - The City must have written procedures which ensure that solicitations have clear descriptions for the goods and
services that are sought which do not inhibit competition.

200.319(d) - The City must ensure that there are enough qualified vendors to ensure maximum open and free competition.
200.320(a) - Purchases of $3000 or less ($2000 or less for construction) may be awarded without competitive quotes. Federal
OMB raised the limit for micro-purchases to $10,000 on June 20, 2018.

200.320(b) - The OMB increased the Simplified Acquisition Threshold to $250,000 on June 20, 2018.

200.320(c) - In sealed bid procurements, the City should award the contract to the lowest responsible bidder.

200.320(c)(1) - The City should use sealed bidding whenever complete specifications are available, two or more responsible
bidders are able to compete, and selection of a successful bidder can be made principally on the basis of price.

200.320(c)(2) - The City must publicly advertise the ITB, solicit bids from an adequate number of known suppliers, and give them
sufficient time to respond. The ITB must adequately define the items being sought. The bids must be opened in public at a pre-
determined time and place. Discounts, transportation costs and life cycle costs must be considered in determining the lowest
responsive and responsible bidder.

200.320(d) - The City must use an RFP process when sealed bids are not appropriate. The City must advertise the RFP, have a
written method for evaluating proposals, and award contracts to the firm whose proposal is most advantageous to the program.
200.320(e) - Not used.

200.320(f) - The City may procure goods without competitive proposals only when the item is available only from a single
source, in times of public emergency, the Federal awarding agency expressly authorizes noncompetitive proposals, or
competition is determined inadequate.

200.321(a) - The City must take steps to utilize small and minority businesses, women's business enterprises and labor surplus
area firms.

200.221(b) - Describes the actions needed for small and minority businesses, women's business enterprises and labor surplus
area firms.

200.322 - The City must follow standards in sourcing certain materials over $10,000 to ensure a high level of recycled/ recovered
materials.

200.323(a) - The City must estimate the cost of a procurement in excess of the Simplified Acquisition Threshold.

200.323(b) - The City must negotiate profit for sole-source procurements.

200.323(c) - Estimated costs are only allowable when they comply with Federal Cost Principles.

200.323(d) - The cost plus a pt

ge of cost and pf ge of construction cost methods of contracting must not be used.

200.324(a) - The City must make technical specifications for procurements available upon request by Federal awarding agency.
200.324(b) - The City must make pre-procurement review and procurement documents available upon request by Federal
awarding agency in a number of circumstances.

200.324(c) - The City may self-certify its procurement system to avoid some pre-procurement reviews.

200.325 - The awarding agency may accept the City's bonding requirements if it determines that its interest is adequately
protected. If the awarding agency does not accept the City's bonding requirements, then 200.325 a, b and ¢ would apply.
200.325(a) - The City must require a bid guarantee of 5% of the bid price.

200.325(b) - The City must require a performance bond for 100% of the contract price.

200.325(c) - The City must require a payment bond for 100% of the contract price.

200.326 - The City must include the Federal contract provisions in its contracts per Appendex Il, Part 200 - Contract Provisions
for non-Federal Entity Contracts Under Federal Awards.

The City's procurement ordinances are established by the City Charter Article V, Section 3 (b)(1) and (b) (2). The City's Purchasing
Procedures Manual defines the procurement process and provides guidance for City Departments.

The Purchasing Agent, Department Heads and Supervisors shall oversee contractors in the ordinary course of business.
Code of Ordinances Chapter 2 Administration, Division 2, Section 2-27, Conflicts of Interest.

Code of Ordinances Chapter 2 Administration, Division 2, Section 2-27, Conflicts of Interest.
Code of Ordinances Chapter 2 Administration, Division 2, Section 2-27, Conflicts of Interest.

Code of Ordinances Chapter 2 Administration, Division 2, Section 2-28, Penalties.
Code of Ordinances Chapter 2 Administration, Division 2, Section 2-27, Conflicts of Interest. The City shall use the UGPS standards when
applicable, if they are more restrictive than the City's standards.

The City avoids purchasing unnecessary items, but it is not specifically addressed in the Charter or Code of Ordinances.

The City considers the bundling or unbundling of purchases, but it is not specifically addressed in the Charter or Code of Ordinances.
The City may use cooperative puchasing agreements when deemed advantageous.

The City does consider Federal surplues when deemed but it is not d in the Charter or Code of Ordinances.
The City shall include value engineering clauses in contracts for construction projects above the Simplified Aqusition Threshhold.

The City shall use the UGPS standards when applicable.

The City maintains such records for at least as long as the State of Connecticut Librarian prescribes.

The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.

The City shall address contract resolution language when drafting contracts with vendors.

These items are not specifically mentioned in the Charter or Code of Ordinances. However, in practice, the City develops specifications and
bid requirements that encourage free and open compitition. The City shall use the UGPS standards when applicable.

The City does not have a local vendor preference rule.

These items are not specifically mentioned in the Charter or Code of Ordinances. However, in practice, the City develops specifications and
bid requirements that encourage free and open compitition. The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City's standards are more restrictive than the UGPS.
Purchases over $25000 must be made by sealed bid or consortium negotiated contracts.

The City uses sealed bidding whenever appropriate.

These items are not all specifically mentioned in the Charter or Code of Ordinances. However, in practice, the City develops specifications
and bid requirements that encourage free and open compitition. The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.
The City shall use the UGPS standards when applicable.

The City shall use the UGPS standards when applicable.



Appendix 2 - Requisitioning

City of Milford

MUNIS User Guide

Requisition Entry — Training Manual

Version 4.0
As of June 3, 2018



CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

VERSION HISTORY

Outlined below provides an overview of when changes were made to the training manual

Version | Implemented | Revision Approved Approval Description of
Number By Date By Date Change
1.0 May 3, 2018 Initial Document
2.0 |J. Ziplow May 21, 2018 Changes to screen print outs
3.0 |J. Ziplow May 31, 2018 Changes to screen print outs
4.0 |J. Ziplow June 3, 2018 Changes to screen print outs




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

How to Login to Munis [!'ﬂu

1. Click on the Munis icon on the desktop: RGN

2. Atthe login screen:

Client Type: Dashboard (Preset L X o° o t l
( ) Empowering people . . (] er
who serve the public technologies

Select Environment: grayed out, option
given to select after logging in.(Preset)

Username: All usernames must start with Clent Type Desthoard hd &
5008, then first initial, last name Select Envirormert |Live 4

Password: Enter your MUNIS application
password.

J [ cancel |

3. Internet Explorer will open automatically and show 3 environments to choose from. For training, always
select Train.

Select: the appropriate “environment” you want to work in:
Live - Used for all day-to-day actions, use this for all production tasks and activities
Train - Used for training or testing features, procedures before applying in Live
Test — Do Not Use
Impl — Do Not Use

rex oo CATACENTER 400FVEE T™™EL'
Tour Mt Dameord ewes 0 O Sevs

Lo
..:'" ty' ~ Munis SaaS Dashboard

. SOVOVIE TH

NGO Your pasowtrd sel oxpon 5 9 days. PI005e oo Chamgng sour Daniwosd usag e

SN0 AN AU et

Mae




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

4. Tyler Dashboard (Munis Home Screen): From here you can access everything from the short-cut menu
on the left (favorites), or by clicking Tyler Menu on the far right. Users can create their own “Favorite”
menu options as they like.

Milford Munis~ 2

BROWSE  DASHBOARD & myTier M ovEws = TvieRmenu 5B wespamrts

City of Milford, CT - Train Milford Homepage Search... jel

Tyler Dashboard

» My Favorites City of Milford, CT - Train

# EDIT FAVORITES Notifications Approvals Alerts
0 unread 0 unread 0 unread

[ https:/fvwindasht63 tylertech.com/sites/muS008/ Train |

5. For this example go to the Tyler Menu option (far right) and click on that link. The following screen will
appear.

File View Favorites Tools Help
% % Buresu of Labor Statistics TylerTechnologies KiteWo... (§) ShareFile Login B Suggested Stes v

B City of Milford, CT-Train  ilford Homepage

& Tyler Dashboard

S vt ity of Milford, CT - Train Tyler Menu
Account Inquiry Approvals Alerts Notifications ?
System Department I

Codes
My Saved Reports otk
Invoice Entry Financials
B Comaand Human Resources/Payroll

Center General Revenues
Purchasing Settings Property Revenues
Requisitions Nork Flow Manager Other Applications
Proje uilder Departmental Functions
My Saved Reports System Administration
Central Budget Entry Help

ASP Admin

* Financials
Requisitions
Centrals
Involce Central
Vendor Central
Expenditure Central
Account Central
project Central
Fixed Assets Central

* Recent Activity

Refresh Verus Cose

Account Master

Balance Sheet

Summary
YTD Budget Report
Account Inquiry v




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

6. Click on the “Financial” menu option to expand the selection options.

Tyler Menu

Search
City of Milford, CT - Train Milford Homepage

- nis
Tyler Dashboard S
Departmental Functions
City of Milford, CT - Train System Administration

Help
ASP Admin

» My Favorites

# EDIT FAVORITES Notifications ‘Appro

7. Next click on the “Purchasing” menu option to expand the selection options.

Milford Muni:

Tyler Menu

| Search

City of Milford, CT - Train Milford Homepagg

Tyler Dashboard \:

4 Financials

> General Ledger Menu
» My Favorites City of Milford, CT - Train * Ppurchasing

» Accounts Payable
I Departmental Functions
I System Administration
' Help
» ASP Admin

# EDIT FAVORITES Notifications Appro

Refresh Menu Close




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

8. Next click on the “Purchase Order Processing” menu option to again expand the selection options.

Milford Munis ~

Tyler Menu

& MyTER A VEWS = TYLERMENU

‘ Search
City of Milford, CT - Train Milford Hi

Tyler Dashboard N - e

Financials
© General Ledger Menu
» My Favorites City of Milford, CT - Train Purchasing

L * purchase Order Processing
# EDIT FAVORITES Notifications Appro

I Purchase Order Inquiry and Reports
& Aceounts Payable

Departmental Functions

System Administration

Help

ASP Admin

v v v v

Refresh Menu Close

9. To enter a Requisition for approval, next click “Requisitions” on Tyler menu (Purchasing > Purchase
Order Processing > Requisitions).

& vrmaer M ovews = TeRMenu 32 wEB PARTS

Milford Munis -
Tyler Menu

| Search /
City of Milford, CT - Train Milford +

Tyler Dashboard * e

4 Financials

 General Ledger M¢nu

» My Favorites City of Milford, CT - Train 4 purchasing

4 purchase Ordef Processing
Regquisition
Purchase Order Receiving
Purchase Order Quick Receaipt

# EDIT FAVORITES Notifications Appro

" Purchase Order Inquiry and Reports
' Accounts Payable
Departmental Functions
System Administration
Help
ASP Admin

v v v

® ®

Refresh Menu Close

&

=)

10. You could also go directly to the requisition screen by using the short-cut option on the initial dashboard
on the left hand side. Again, users must create their favorite short cuts.




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

11. For first time users, under the “Custom Interfaces” users must select the City of Milford Requisitions
option. The City of Milford has created a custom requisition screen to minimize the number of fields
that need to be completed during the requisition\process. This is a one-time option and once set, will
not need to be re-configured again.

Custom User Interface

Custom Interfaces

None
City of Milford Requisitions

None

Cancel

https://yvwtnmunl13ci0L tylertech.com/ muS008trhet/Areas/ AppHost/Angular/Purchasing/Requisitions/

12. In the new screen, you can search for existing requisitions or create a new one. To create a new
requisition click on the + at the top of the page.

MNew

File Edt View Favorites Tools Help \
& K is y [} B Suggested Sites =

t vernelle Bethel

Requisitons: Requisitions

Search by Requisition Number a =4

@ Advacces

Search Bt office




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

13. The fields for Fiscal Year, Requisition Number, Created Date, and Department are all pre-populated.
Enter a short description of what the PO is for, then click “Add Item”

RN fequisitions

X Yrmacse Gemmrene [ ) E ‘F Mckse @ My Aoprovais CQ

Fequisitions

¥ Fred Bialka

Aman @ Bie

B votes Appravers (@) Actiate
car e Tess omee worron sesrgy
Requisition: 2018/18000008 .
Creaﬂ-d. Fred Bialka, 05/29/2018 Total Cost: $0.00

~ Requisition
Vendor Quotes (0) General Notes if)

Fiscal Year" Requisition Number® Created Date* Type

[ Project Accounts Applied
2018 18000008 2018-05-29 [ ] (N) NORMAL v
] Notify Originator When Converted or Rejected
Department® Purchase order
M Three Way Match Required
(41106) PURCHASING . Mew
Description Needed by
Gffice Equipment] ® 06/14/2018 |
Buyer PO Expiration
(5008fbialka) Fred Bialka =]
~ Items (0}
Add Iem

No requisition items exist.

]




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

14. On the Add Item Screen enter the following information into the appropriate fields:
a. Description: detailed description & information of the item being requested
b. Vendor: Enter the vendor name and a list of vendors will appear. Select the appropriate
vendor. You can also enter the vendor number.
c. Quantity and Unit Price: Enter the quantity and unit price. The “Line Item Total” will
automatically update.
d. Allocation Code: Select this option to enter the account information for the requisition.

Requisitions ¥ Fred Bialka

Requisition 20‘15‘34{18000008 Total Cost: $150.00
Created. Fred Biakka. 05/23/2018
+ Item Details b C. E
Add lter n Notes (0} Line °
Q.0 Pick Ticket ® Purchase e ’
(11364) AMAZON.COM SERVICES INC - View 100
Description® .
PO BOX 81207 Unit Price u
HP Printer Model 1A = TSR
SEATTLE, Wi o8108-120 15060000
Freight Amount
$0.00
Ship 10"
Credit Amount
(PURCH) 70 WEST RIVER STREET
50,00
NG DEPARTMENT ota
$150.00
E-mail

vdlcalicns 0
liocation Codes

N allocations exist.
v




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

15. To enter the General Ledger account information perform the following

a. Click on the arrow, right above the “GL Account”. This first account information is the “Org”
representing the fund and department that will be used for budgeting purposes. This will
typically be defaulted based on the départment of the user.

b. The second account field is the “Object” representing the type of requisition expense. This
field is mandatory. Scroll down the/fist of potential expenses and select the one that is most
appropriate for this expense

c. The third account is the “Project” representing a requisition purchase for a specific Milford
project. This field is optional.

S,

Enter general comments. Requisitions ¥ Fred Bialka

et = Toms | oM wentenw Semen fetm

Requisition: 2018/18000008 Total Cost: $150.00

Created, Fred Bialka, 05/29/2015

~
Freight Amount

Ship 10"

Credit Amount
(PURCH) 70 WEST RIVER STREET

Line Item Total
$150.00

554977 /OFFICE EQUIPMENT
564763 - OFFICE SUPPLIES/EXP
#70190 - COMPUTER

575107 - QFFICE CHAIR

+ Allocations (1) 575120 - CHAIR
Allocation Cogll Rt 575519 - OFFICE FURNITURE
Delete  GL Account 577100 - COMPUTER PRINTER ~ GLBudgetcode  Percent Amount
o ear
X o0 - - -|o=a 100.000 £15000

Totals: T $150.00

> Optional Details

A list of both objects and projects will be handed out separately.




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

16. MUNIS automatically checks the budget balance of each line item when it is entered. If there is not
enough budget available, the following screen will appear.

Allocations Over Budget

Changes could not be saved because one or more of your allocations are over budget.

Allocations that are over budget are highlighted in red,

If this occurs the user can “click OK” and reenter a different expense account number or call the
Purchasing agent to identify the best way to handle this over budget situation.

17. After entering the account information, click outside the box, or hit Enter. The account number and
description will appear in blue. The amount will automatically populate based on the Line Item Total
above. Click “Save” to save the Requisition or “Save and Add Item” to continue adding items to the

Requisition. When finished entering items, click “Save”.

Fie G View Froe Toon hep
s 5 Burnas of Labor Sttt . ¥ TlaTochciogs K. ) Shueeiatogin JH St stes v

. = [er®
Bas Aowoners (@ Aco
= o Teos | o wonsen swer | n
Requisition: 2017/19000018 .
Allocated Verelle Bethel 05/17/2018 Total Cost: $600.00
~
odity Percent
000
Ship to*
e A

Pick Ticket ® Purchase {ACCT) 70 WEST RIVER STREET

0.00
N
Cea

FLE FOLDERS

$0.00
o
- 510000
 Allocations (1)
Allocstion Codes  Remove Al Copy GL Afcount
Delets GL Account Gludget code  Percant Amount
X 5(0&«11wx~5a7a:-)orrlcs SUPROIES/EXP 100.000 $100.00
R scount aveiable udget -$10040

> Optional Details

@ soe e | e




CITY OF MILFORD — REQUSITION ENTRY USER GUIDE

18. To send the requisition out for approval, click on “Release” at the top of the page.

@ : ™ Release 0 My Approvals @
wcel

Actions/ Return to
Approvers .@. Activate Search
ffice Workflow Search

19. Once release is selected, the system will confirm that you want to release the requisition to the
automated workflow process. Select OK.

v [ Suggested Sites +

Release Requisition?

Are you sure you want to release the current requisition into woridfiow?

E Caneel

If Release is gray, the Requisition has already been sent for approval or it is not saved. After clicking
Release, the Traffic light “Actions/Approvers” button will light up to be able to view the approval order
and status.

16. Once the requisition has been released, it will typically follow the following approval process:

Department Head
Mayor

Finance Director
Purchasing Agent

o 0 T W

17. If the requisition is rejected, it will be sent back to the originator with comments to be adjusted
accordingly.
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