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[bookmark: _Toc106190166]Introduction
This guidance document will demonstrate how to enter an RPA in the system. This document will also show how the system will create a Purchase Order, a Receipt, and an In-Progress Invoice ready for an Accounts payable user to process once the RPA is approved. An RPA stands for Request for Payment Authorization. This is a type of Requisition document used to request payment for off-contract commodities or services outside the system. Typically, RPA’s initiate payments for commodities and services where no Purchase Order exist prior to the actual purchase, such as emergency purchases.  The system user should be prepared in advance with the prerequisite information listed below
[bookmark: _Toc106190167]High Level Process Flow
The following is a high-level process overview for OregonBuys. This guidance document is focused on the Requisitions Request for Payment (RPA) process used by the Department Access user.
The RPA process is outside of the normal procurement process shown in the graphic below. The RPA is created when a commodity or service is obtained outside the system and an Invoice needs to be paid.
[bookmark: _Toc102052484]Figure 1: High Level Process Flow
[image: ]
[bookmark: _Toc102034122][bookmark: _Toc106190168]Prerequisites
1. Department Access User with set Department and Location
2. Have a need to purchase an item that isn’t currently on a contract such as an emergency purchase
3. Need a vendor invoice showing vendor information and purchase information such as item, service, costs, etc.
4. Need to know detailed item details and NIGP code or how to look up
5. Need accounting/PCA Information to load into the system
6. Identify approvers



[bookmark: _Toc106190169]Scenario
[bookmark: _Toc104299919][bookmark: _Toc104383971]General Overview:
In this guidance document the Department Access user in the agency is creating and sending an RPA Requisition. The DA user has already purchased a commodity or service outside the system and now has an Invoice from the vendor that needs to get paid.
[bookmark: _Toc104299920][bookmark: _Toc104383972]Item Info:
The line item associated with this RPA is a Staffing Assessment. The NIGP code for this item is NIGP Class Code 918 and NIGP Class Item Code 38.
[bookmark: _Toc104299921][bookmark: _Toc104383973]Accounting:
The account code segments are input on this tab.
[bookmark: _Toc104299922][bookmark: _Toc104383974]Vendor:
There are no Subcontractors, Distributors, or Vendor Performance associated with this vendor.
[bookmark: _Toc104299923][bookmark: _Toc104383975]Routing:
The Routing for approvals for this document may be set manually or selected at the point that the document is Submitted for Approval.
[bookmark: _Toc104299924][bookmark: _Toc104383976]Attachments:
The Department Access user should add attachments to document background information for this Requisition. In addition, the Agency may have set up standard documents (for example Terms and Conditions) to be attached to all Requisitions for the Agency.
[bookmark: _Toc104299925][bookmark: _Toc104383977]Notes:
It is suggested that notes related to deadlines, approval information, contact information, or other information that the Department Access user deems important for tracking or approving this RPA Requisition be added on the Reminders and Notes tabs. It would be good practice for the Agency Procurement Team to establish standard procedures for these tabs.
[bookmark: _Toc104299926][bookmark: _Toc104383978]Summary:
The RPA Requisition should be submitted for any applicable approvals and the user will see the status change to “Ready for Approval”.

[bookmark: _Toc106190170]How to Access an Open Market Requisition 
1. Starting from the Home page, click the Person Icon in the top right corner, and select Department Access as the user from the drop-down menu.
[image: ]
2. Next, click the plus button and then select Requisition. This will create an RPA Requisition from scratch where you can document the completed service, the total cost, and the vendor who provided it. 
a. This will create a New Requisition.
[image: ]
[bookmark: _Toc96886809][bookmark: _Toc106190171]Creating a New Requisition 
The New Requisition document will now show a series of tabs at the top. Starting with the General tab and ending with the Summary tab, you will work your way through the tabs from left to right to create a New Requisition. Fields that have an asterisk next to them are required fields to be completed. 
[image: Graphical user interface, application

Description automatically generated]
[bookmark: _Toc106190172]General Tab
1. Starting from the General tab, enter the Short Description of the service that has already been completed. 
[image: Graphical user interface, application

Description automatically generated]
2. Next, navigate to the Department and Location fields.
a. Both fields will be populated based on your default settings. 
b. If you need to change the Department and Location fields, use the drop-down arrow, and select the appropriate options needed. 
i. Locations are subsets of departments which are similar to an agency’s divisions, bureaus, or programs. 
[image: ]

3. Next, navigate to the Print Format. This field can stay as is. 
[image: Graphical user interface, application

Description automatically generated]
4. The next required field to complete on the General tab is the Requisition Type field. 
a. This determines the type of Requisition you want to create and drives additional functionality on the Item tab. For the RPA Requisition, it will require Invoice information for the item.
[image: Graphical user interface, application

Description automatically generated]
5. Select RPA
a. This will drive additional functionality related to the line Items entered on this Requisition and the resulting Purchase Order.
[image: Graphical user interface, application

Description automatically generated]







6.  The last required field to complete on the General tab is the Discipline Type field. 
[image: ]

7. Once the required fields are completed, click Save & Continue. This will save all the data entered if you need to finish at a later time. 
[image: Graphical user interface, application

Description automatically generated]
8. The system will now generate a unique document number in the left-hand corner of the screen. 
a. In the right hand-corner the status will now show In Progress. This means the document is saved and is editable.
[image: ]
[bookmark: _Toc106190173]Items Tab
The Items tab is where you will enter the RPA Item detailing the commodity or service already ordered and received outside the system. 
You can search for Items from previously entered RPAs or Open Market Purchase Orders by clicking Search Items and then clicking the Add to Req & Exit button to add the Items onto the Requisition.
[image: ]
1. To enter an RPA Item from scratch click Add RPA Item, which brings you to the RPA Item template. This document will cover how to create an RPA from scratch.
[image: ]





2. The page will refresh to the to the Items General subtab. 
[image: A screenshot of a computer

Description automatically generated]
3. From there, enter the Commodity or Service in the Description field. 
a. It is recommended to be as detailed as possible when creating the RPA Item. 
[image: ]
4. Next, complete the three fields that are unique to the RPA Item and only appear because we chose RPA in the Requisition Type field back on the General tab. 
5. First the Invoice # field, which is where you enter the Invoice number provided by the vendor. This is also a field that is required. 
[image: ]
6. Next, is the Invoice Date field, this field is also a required field, and this field is where you enter the date the invoice was received or the date the invoice was sent by the vendor. 
7. Click the calendar icon to select the date and click Done once the date is selected. 
[image: Graphical user interface, application, calendar

Description automatically generated]
8. Then, complete the Payment Due Date field, which is the date the payment is due to the vendor. 
9. Click the calendar icon to select the date and click Done once the date is selected. 
[image: Graphical user interface, text, application

Description automatically generated]
[image: Graphical user interface, application

Description automatically generated]
10. Next, complete the Quantity field. 
a. If the RPA Item is for a service, just enter 1.
[image: ]
11. Then, complete the Unit Cost field. This is where you will enter the total cost of the service. 
a. The total amount will then update. 
[image: ]

12. Then, complete the Unit of Measure field. 
a. This field will default to Each and can be left as is. 
b. If the RPA Item needs a different Unit of Measure, click the drop-down, and choose the appropriate option. 
[image: ]
13. Next assign the Item a Commodity Code by completing the NIGP Class and NIGP Class Item fields. 
[image: ]
14. There are three ways to add a Commodity Code. 
a. If you know the commodity code, manually enter it into the fields. 
b. You can use the drop-down menu in each of the fields.
[image: ]
c. Lastly, click the magnifying glass, this will open a pop-up window allowing a search for the code. 
[image: ]
a. In the Commodity Code and Service Codes pop-up box, type in a keyword in the NIGP Keyword field and click Search. The screen will refresh showing the codes associated with the search just completed. 
b. Select the code you want, then click Save & Exit.
[image: ]
d. The page will refresh back to the Item Details screen where the Commodity Code renders. 
[image: ]
15. Next, expand the Additional Product Information field if you have any additional information you would like to provide to the Vendors. 
a. Enter information in any of the fields provided. 
[image: Graphical user interface, application

Description automatically generated]
16. Once completed, click Save & Exit to save this Item Detail and to return to the Items General subtab. 
[image: ]
17. You will now see a confirmation message confirming the Item was saved. 
i. If a Payment Due Date was not entered on the item, you will also see a soft warning message stating there wasn’t a Payment Due Date entered., this message can be bypassed, and the document can still be submitted for approval.
[image: ]
[bookmark: _Toc106190174]Vendors Tab
This tab is where you add the Vendor that provided the services to the RPA Requisition. Once the vendor is added the red Vendor Validation Error message will disappear. 
1. Start by clicking Lookup and Add Vendor.
[image: ]
2. A pop-up window will appear where you will search for the Vendor using the Vendor Name field. 
3. Then click Find It. 
[image: Graphical user interface, application

Description automatically generated]
4. The page will refresh, and the vendor will appear. Click the Select button and then click the Add Vendor button. 
[image: ]
5. The page will redirect back to the Vendors Tab, displaying the vendor selected. 
[image: Graphical user interface, application

Description automatically generated]
6. Now complete the required fields. The Payment Terms and Shipping Method fields.
a. The required fields will be marked with an asterisk. 
[image: ]
7. To complete the remaining tabs and submit the RPA Requisition for approval, refer back to the guidance document Requisition I for those steps. 
[bookmark: _Toc106190175]Summary Tab
Once approved, navigate to the Summary Tab of the RPA Requisition. At the bottom of the page, select Submit for Approval. If no approval path is triggered, use Automatic Approval to move the document forward.
The page will refresh and return the user to the Summary Tab of the RPA Requisition. The status will now read Gone to PO and an RPA Purchase Order has been created as a result. 
1. Click the RPA Purchase Order link, which will bring you to the Summary Tab of the Purchase Order.
[image: ]
2. The top right corner of the Purchase Order screen will now show the status as Complete Receipt.
[image: ]
3. The system has auto-created a Receipt against the RPA Purchase Order, indicating all the RPA Items on this Purchase Order has been received. 
4. The receipt will now show under the Receipt Information section of the page. 
5. The In-Progress Invoice has now been created and shows under the Invoice Information section. 
[image: ]
6. An Accounts Payable user can now locate the Invoice and complete it. 
a. If you are not entering in invoices to the system, you can leave the document as is. 
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Header Information

Address  CardPayment  Accounting  Routing

Purchase Order Number: RPA%3

Status:
Fiscal Year:
Organization:
Department:
Alternate ID:

Days ARO:

Contact Instructions:
Invoice Method:
Print Format:

Ship-to Address:

3PCR- Complete Receipt
2021

Purchasing Agency

DEPTPURCH - Deptof Purchasing
RPAGE

o

Contact Brttany Burns.

NA
123bst

Aachments  Notes

Release Number:

Location:
Entered Date:
Retainage %:

Tax Rate:

Bill-to Address:

Change Orders  Reminders

o

Brttany Burns.
RPA

DPLOC - Accounts.
0212812022 03:44:04 PM
0.00%

Programs Manager
55 Main Street

Summary

Short Description: Staff Behavioral Assessment and

Receipt Method:
Minor Status:

Type Code:

Discount %:

Actual Cost:

Communication Training

Quantity

RPA

0.00%
$40.00
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Recelpt #
0000609

Invoice #

12305

Status

SCA- Approved for Invoice.

Invoice Information|

Status

an-inprogress

Create Receipt PO Receipts Summary

Description

Auto-generated RPA Recelpt

Description

Staff Behavioral Assessment and Communication Training.

Deputoc
DEPTPURCH/DPLOC

Vendor Group  Invoice Amount
o 52000

Recelpt Owner
Brittany Burns.

Vendor
00016945,

Entered Date

022872022
034406 PM

Invoice Date

03222022
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