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Chapter 1. Managing procurement

Buyers and vendors require an integrated, flexible procurement management
solution to connect, manage content, and collaborate effectively. Managing the
interactions with vendors means that you have greater control and visibility,
improve product and service quality and delivery, and drive savings through more
effective and streamlined processes.
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Chapter 2. Procurement management process

Procurement management in IBM® TRIRIGA® provides a set of business objects
that optimize the interaction with the vendor and the performance throughout the
entire procurement lifecycle. It offers a centralized and complete electronic process
for procurement that enables full participation with vendors.

You can use the procurement management function to create, log, and track
contracts, purchase orders, and other commitments. You can log and track
applications for payment, change orders, shipping notifications, invoices, and
receipts against those commitments.

A typical procurement process in IBM TRIRIGA consists of the following stages:
1. A requirement is identified and a request is submitted to the purchasing

department. The assigned purchasing officer or other authorized business
representative selects the best procurement method.

2. The inventory manager organizes and categorizes the required products and
services that the organization wants to procure.

3. If blanket purchase orders or service agreements exist with the vendor or
service provider, and products or services were negotiated, then the purchasing
agent can issue a purchase order against the existing contract. If no contracts
exist for the requested material or service, then a request for quote is sent to
the manufacturers or vendors. Otherwise, the purchasing department or the
requester can initiate a bidding process.

4. The vendors or manufacturers respond to the bid or request for quote.
5. The purchasing officer analyzes the vendor response and awards the contract

or purchase order. Contracts and purchase orders can be generated from the
original bid, eliminating redundant data entry and ensuring accuracy.

6. The purchasing officer purchases the products or services. The purchase can be
accomplished by associating the product records with a purchase order.
Because the products and services might not be included in a standard contract,
a purchase requisition might be required to gain approval to create the
purchase order and obtain the materials.

7. The purchasing officer pays the vendor for the products or services by using
invoices and payment releases.
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Chapter 3. Initiating the purchasing process

To initiate the purchasing process, you send a bid, a request for proposal, or a
request for quotation.

Bidding for a vendor
Bidding is a procurement method by which you can select the vendor for
purchasing the required goods or for completing subcontracted work within the
estimated budget and time.

Bidding process
The bidding process is used to select a vendor for subcontracting a project, or for
purchasing products and services that are required for a project. Bid records
contain the specifications of the project or details of the products and services to be
purchased.

A typical bidding process in IBM TRIRIGA consists of the following stages:
1. The project manager or contract/purchasing manager creates a bid that

describes the specifications and estimated cost of the project.
2. The manager issues the bid.
3. (Optional) The reviewers approve the bid.
4. The manager sends the bid to a group of vendors for response.
5. The vendors analyze the bid and calculate the cost at which they can complete

the project. Each vendor responds to the bid with details about the products
and services that are needed and the overall cost.

6. The manager manages and analyzes the bid responses.
7. The manager awards the bid to the vendor that best meets the requirements of

the project.
8. A standard contract is automatically created by using the bid details and

response information.

During the process, the manager or vendor can request clarification about the bid.
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Creating bids
The bid document describes the specifications and estimated costs of the project.
The bid document also contains a list of potential vendors.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Procurement > Proposals > Bids and click the Add action.
2. On the General tab, enter the bid name and other details.
3. On the Cost Form tab, add the products or services for the project.
4. On the Vendors tab, add the vendor companies to participate in the bidding

process.
5. Click Create Draft to save the data.
6. Click Issue.

Results

If the distribution list does not contain reviewers, the status of the bid is changed
to Issued.

If the distribution list contains reviewers, the bid is sent to the reviewers and the
status of the bid is changed to Review in Progress. When all reviewers approve the
bid, the status of the bid is changed to Issued.

Clarifying bids
If you need clarification during the bidding process, you can create a bid
clarification record and send it to the relevant vendor.
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Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Procurement > Proposals > Bid Clarifications and click the Add action.
2. On the General tab, enter the name and other details.
3. In the To section, specify the person to whom you want to send the

clarification.
4. In the Bid section, click Find and associate the bid for which you need

clarification.
5. In the Question/Request section, enter the queries that you have about the bid.
6. Click Create Draft.
7. Click Submit to send the clarification.

Requesting a proposal
If you have a standard contract with a vendor, you can request a proposal.

Request for proposal
The request for proposal (RFP) process is used to request pricing and delivery on
products or materials from a vendor who was already awarded a standard contract
for a project.

After you associate the RFP with the standard contract, you can create a cost form
or import the contract line items. The RFP is sent to the vendor who responds with
the cost estimate. When an RFP is issued and the response is received from the
vendor, you can analyze the response and create a purchase order or contract
change order.
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For example, you want to set up cubicles in a newly constructed office building.
You send an RFP to the vendor to request the cost of the cubicles. The vendor
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responds with the total cost involved, and you analyze the response. If you select
this vendor, a purchase order is automatically created to obtain the products and
services.

Creating requests for proposals
The request for proposal (RFP) is associated with a standard contract and inherits
the details from the contract.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Procurement > Proposals > Requests For Proposals and click Add.
2. On the General tab, enter the name and other details.
3. In the Import Std Contract section, associate the standard contract with the RFP.

Vendor company and cost form details are added to the RFP.
4. Optional: Edit the vendor company, bill to, and cost form details.
5. Click Create Draft to save the data.
6. Click Issue to route the record to the members in the distribution list for

approval.

Results

If the distribution list does not contain reviewers, the status of the RFP is changed
to Issued.

If the distribution list contains reviewers, the RFP is sent to the reviewers and the
status of the RFP is changed to Review in Progress. When all reviewers approve
the RFP, the status of the RFP is changed to Issued.

Requesting a quote
You can request a quote to purchase products or services from any external vendor.

Requests for quotes
The request for quote (RFQ) record is used to select a vendor for purchasing
products or services for a project. When the RFQ is issued, vendor responses are
logged in the RFQ record.

The RFQ is typically used for small or one-time requirements where a contract is
not needed. When all responses are received and analyzed, the RFQ is awarded to
the successful vendor and a purchase order is automatically created. This purchase
activity is considered a one-time commitment for the project.

As the first step in the purchase cycle, the project manager creates an RFQ record.
The RFQ record contains the data that the vendors require to decide a response,
including the required materials and the estimated budget. When the RFQ is
awarded to a vendor, a purchase order is created.
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Creating requests for quotes
The request for quote (RFQ) record contains details about the products and
services that you want to purchase, cost details, and vendor companies. The RFQ
record also includes the vendor companies that are potential candidates for the
project.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Procurement > Proposals > Requests For Quotes and click the Add

action.
2. On the General tab, enter the name and specify the contact person.
3. On the Cost Form tab, add the products or services for the project.
4. On the Vendors tab, add the vendor companies to which you want to send the

RFQ.
5. Click Create Draft to save the data.
6. Click Issue to route the record to the members in the distribution list for

approval.

Results

If the distribution list does not contain reviewers, the status of the RFQ is changed
to Issued.

If the distribution list contains reviewers, the RFQ is sent to the reviewers and the
status of the RFQ is changed to Review in Progress. When all reviewers approve
the RFQ, the status of the RFQ is changed to Issued.
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Sending bids and requests to vendors
When the bid, request for proposal (RFP), or request for quote (RFQ) is approved
and issued, you send this record to the vendors. The vendors can then respond to
the bid or request and you can access their responses.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager. The
record must have a status of Issued.

Procedure
1. Select Procurement > Proposals.
2. Select Bids, Requests for Proposals or Requests for Quotes and open the

record that you want to send to the vendor.
3. Ensure that all details are correct.
4. Click Complete.

Results

The status of the record is changed to Routing in Process, and the bid or request is
sent to the vendors. The vendors can now access the record and enter their cost
estimates. When the vendors respond, the status of the record is changed to
Completed.

Awarding contracts from bids
When the vendors respond to your bid, you can analyze their responses and
decide who to award the contract to.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager. The bid
must have a status of Completed, and the bid responses must have a status of
Issued.

Procedure
1. Select Procurement > Proposals > Bids and open the bid.
2. On the Analysis tab, in the Bid Responses section, select the response that you

want to award the bid to.
3. Click Award.

Awarding purchase orders from requests
When the vendors respond to your request for proposal (RFP) or request for quote
(RFQ), you can analyze their responses and award a purchase order.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager. The
request must have a status of Completed, and the request response must have a
status of Issued.
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Procedure
1. Select Procurement > Proposals.
2. Select Requests for Proposals or Requests for Quotes and open the request.
3. On the Analysis tab, in the RFP Responses or RFQ Responses section, open the

response that you want to award the purchase order to.
4. Ensure that the details in the response are acceptable.
5. Click Award.

Chapter 3. Initiating the purchasing process 11
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Chapter 4. Managing contracts with vendors

When an agreement is reached between your organization and the vendor, you
must record the agreement in a contract. A contract can be awarded as a result of
the bidding process or can be created separately.

Contracts
A contract creates a legal obligation between your organization and the vendor. A
contract specifies details of the agreement, such as the scope of the project and the
cost of materials. Contracts include standard contracts, prime contracts, blanket
purchase orders, and service level agreements.

Contracts are associated with invoices as part of the payment process.

Standard contracts

When the bidding process is completed and the bid is awarded to a vendor, a
standard contract is created. The standard contract creates an initial agreement
between the vendor and organization.

The standard contract record is a binding agreement, and therefore changes cannot
be made directly to the standard contract record. To change the standard contract,
you must use a standard contract change order.

Prime contracts

A prime contract is similar in function to a standard contract. A prime contract is
held either by the owner of a project or by a main or primary contractor who has
full responsibility for the job. The prime contract record is a binding agreement,
and changes must be recorded in a prime contract change order.

Blanket purchase orders

Blanket purchase orders are used when an agreement is reached between an
organization and a vendor for a product to be purchased at a set price. Because the
units are purchased over a specified amount of time, the cost comes from a budget
that is associated with the blanket purchase order.

The blanket purchase order can be used to manage periodic purchases from a
vendor where the purchased items vary from purchase to purchase. The blanket
purchase order streamlines the procurement process while accounting for the
materials acquired and the tasks for which they are used.

For example, you create a blanket purchase order with a local supplier of electric
equipment. The duration is one year and the budget is $25,000. When the
maintenance staff needs to replenish electrical items, they pick the required items
from the vendor, referencing the blanket purchase order and the associated task ID.

Blanket purchase orders are identical in function to service agreements but
different in usage. Typically, blanket purchase orders are used to track external
vendors and specify an approved amount for budgeting.

© Copyright IBM Corp. 2011, 2015 13



Service agreements

A service agreement is created when a contract exists between a vendor and an
organization for the supply of materials or services at a specified price within a
specified time period. The service agreement provides details about pricing,
lead-time for products, hourly rates for services, and products and services
included in the contract.

Service agreements are identical in function to blanket purchase orders but
different in usage. Typically, service agreements are used to track internal service
providers, such as workshops. Service agreements do not typically specify an
approved amount because internal services are not treated as incremental
maintenance costs.

Creating standard or prime contracts
Standard contracts are normally created as part of the bidding process. However,
you can create a standard contract manually.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Contracts > Contracts.
2. Select Standard Contracts or Prime Contracts.
3. Click the Add action.
4. On the General tab, specify the name and other details.
5. On the Scope tab, define the scope and specifications of the project.
6. On the Cost tab, specify the costs that are associated with the products and

services.
7. On the Schedule tab, specify the milestones for the project.
8. On the Notification tab, specify the approval and distribution details.
9. Click Create Draft.

Recording changes in contracts
A standard contract or prime contract is a binding agreement, and therefore
changes cannot be made directly on the contract. You can use a contract change
order to record all changes that are made during the execution of the contract. For
example, the terms and conditions might change.

Before you begin

You must sign in as a Contract/Purchasing Manager or Project Manager.

Procedure
1. Select Contracts > Contracts.
2. Select Standard Contract Change Orders or Prime Contract Change Orders.
3. Click the Add action.
4. Specify the details about the contract changes.
5. Click Create Draft to save the data.
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6. Click Issue.

Creating blanket purchase orders
Blanket purchase orders are used when an agreement is reached between an
organization and an external vendor for a definite quantity of a product to be
purchased at a set price.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, or other
administrative role.

Procedure
1. Select Contracts > Contracts > Blanket Purchase Orders and click the Add

action.
2. On the General tab, enter the name and other details.
3. In the Service Provider section, specify the organization that does the work.
4. In the Details and Dates sections, define the business rules and the critical

dates.
5. In the Cost Summary section, enter the current approved amount, or select Do

Not Specify Approved Amount.
6. On the Products and Services tab, add details about the products and services

that are included in the agreement.
7. Click Create Draft.
8. Click Issue.

Creating purchase orders from blanket purchase orders
From the blanket purchase order, you can create the purchase order that is used to
procure the products and services.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, or other
administrative role.

Procedure
1. Select Contracts > Contracts > Blanket Purchase Orders and open the blanket

purchase order.
2. On the Products and Services tab, click PO. The details from the blanket service

order are copied to the purchase order.
3. Update the details on the purchase order.
4. Click Save and Issue.

Creating service agreements
The service agreement record is created when a contract exists between a vendor
and an organization for the supply of materials or services at a specified price
within a specified time period. Typically, service agreements are used to track
internal service providers, such as workshops.
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Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, or other
administrative role.

Procedure
1. Select Contracts > Agreements.
2. In the Related Links - Contract Agreements section, select Service Agreement.
3. Click the Add action.
4. On the General tab, enter the name and other details.
5. In the Service Provider section, specify the organization that does the work.
6. In the Details section, define the business rules and the types of items that are

provided by the terms of the service agreement.
7. In the Dates section, specify the critical dates for the contract.
8. In the Cost Summary section, enter the current approved amount, or select Do

Not Specify Approved Amount.
9. Click Create Draft.

10. Click Issue.
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Chapter 5. Organizing products and services

You can identify and track the products and services that your organization
procures to support its projects, maintenance, and other day-to-day activities. You
can organize these products and records into catalogs.

Products, services, and catalogs
Products and services records contain details about specifications, vendor or
service provider, cost, and lead time. Products and services can be associated with
catalogs. Catalogs can in turn be linked with purchase requisitions, therefore
controlling what can be requested.

Products are items that are produced by a manufacturer and sold by either the
manufacturer or a reseller. Services are labor-related activities that produce a
certain result, for example, cleaning an office.

With a catalog record, you can organize a list of all products or services that are
provided by a single vendor or multiple vendors. Similar product records or
specification records can be grouped in a catalog record and can be associated with
multiple catalogs. Two types of catalogs exist: product catalogs and request
catalogs.

The catalog manager is hierarchical. Catalog is the topmost level in the hierarchy.
Under the root level hierarchy, you can create records for product catalogs and
request catalogs. Under any existing product catalog or request catalog, you can
create child records.

Setting up product and service records
A product record contains the specifications for the product, details about the
vendor, and information about costs and lead-time. A services record contains
details about the service that is offered, the service provider, labor, and costs.
Typically, a product or service record is created from a blanket purchase order.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, or other
administrative role.

About this task

The following steps describe the creation of a product or service record from a
blanket purchase order. Alternatively, you can create a product or service record
outside a blanket purchase order by selecting Inventory > Set Up > Contracts.

Procedure
1. Select Contracts > Contracts > Blanket Purchase Orders and open the blanket

purchase order.
2. On the Products and Services tab, click Quick Add.
3. Select the specification for the product or service and click Add. The product or

service record is added to the line items.
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4. Open the line item, add the details about the product or service, and click
Activate.

Setting up product catalogs
A product catalog organizes the products or services into categories.

Procedure
1. Select Inventory > Set Up > Contracts > Catalog Manager.
2. In the Hierarchy pane, select the Catalog node and click New > Product

Catalog.
3. On the General tab, enter the name and the vendor information.
4. On the Products tab, specify the products that are listed in the catalog.
5. On the Customers tab, specify the customers for whom the product catalog is

created.
6. Click Create Draft.

Setting up request catalogs
A request catalog organizes specifications into categories.

Procedure
1. Select Inventory > Set Up > Contracts > Catalog Manager.
2. In the Hierarchy pane, select the Catalog node and click New > Request

Catalog.
3. On the General tab, enter the name and the vendor information.
4. On the Specifications tab, associate a specification with the catalog.
5. On the Customers tab, specify the customers for whom the request catalog is

created.
6. Click Create Draft.
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Chapter 6. Purchasing products

As part of the procurement process, you need to manage purchase requisitions,
purchase orders, receipts, and returns.

Purchasing products with procurement cards
You might be issued with a procurement card to buy products and services for
your organization.

Procurement cards
A procurement card is a type of credit card that you use to procure goods for the
organization. When you make a purchase by procurement card, you do not need to
complete and forward a purchase request to purchasing services.

Each procurement card is assigned a default account number for general funds and
an object code in the accounting system.

Payments for all transactions that are made with procurement cards are made
directly to the suppliers by the bank that issued the cards for the organization. The
organization then makes a single monthly payment to the bank. The procurement
card provides authorized employees with a cost-effective and convenient method
of procuring and paying for purchases that cost relatively little and are regularly
used.

A purchase limit is set on every card that is issued, based on anticipated
expenditures and employee designation. As purchases are made, cardholders
maintain a log of all transactions.

Creating procurement card records
You create procurement card records to record and manage the purchases that are
made with the procurement card.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Credit cards and click Add.
2. On the General tab, specify the name, card details, and budget.
3. Specify other details about the procurement card as appropriate.
4. Click Issue.
5. Click Create Draft.
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Requisitioning purchases
If you want to purchase products or services that are not included in a standard
contract, you might need to gain approval before you can create the purchase
order. You create a purchase requisition to gain this approval and to request the
items from the vendor.

Purchase requisitions
You create a purchase requisition to gain approval to obtain the materials from the
vendor. You can also use a purchase requisition record when you do not have
sufficient privileges to create a purchase order directly.

In the purchase requisition, you create a line item for each item to be purchased.
You send the purchase requisition through the distribution group to get feedback
or authorization. For example, the distribution group might include the purchasing
or finance departments. If the distribution group approves the record, the line
items in the purchase requisition record can be associated with the purchase order
record.

Creating purchase requisitions
You create the purchase requisition to gain approval for purchasing products or
services.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Requisitions & Purchase Orders > Purchase

Requisitions and click Add.
2. On the General tab, specify the name, requisition details, and vendor.
3. On the Shipping tab, add the details that are necessary for shipping the

products.
4. On the Line Items tab, add products to the purchase requisition.
5. Optional: On the Notifications tab, add reviewers who must approve the

record before it is issued.
6. Click Create Draft.
7. Click Issue.

What to do next

If the distribution list does not contain reviewers, the purchase requisition is
immediately issued. If the distribution list contains reviewers, the purchase
requisition is issued when all reviewers give approval. When the purchase
requisition is issued, you can complete the purchase requisition.

Adding products to purchase requisitions
A purchase requisition typically includes the list of products to be purchased from
the vendor. When you add the products to the purchase requisition, a material
order task is generated. The generated task is assigned to the inventory manager
who issues the product.
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Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Requisitions & Purchase Orders > Purchase

Requisitions and open the purchase requisition.
2. On the Line Items tab, go to the Pending Order Items section.

Option Description

To select items from inventory 1. Click Inventory Items.

2. Select the inventory item and click OK.

To select items from a catalog 1. Click Catalog Search.

2. In the Catalog section, select the catalog.

3. In the Product Catalog Items or Request
Catalog Items section, select the items
that you want to purchase.

4. In the Selected Item section, specify the
quantity and the units of measure.

5. Click Add Item.

3. Save the purchase requisition.

Ordering purchases
As part of the procurement process, you need to order the products and services
from the vendor.

Purchase orders
A purchase order is used to purchase products from the selected vendor. It
provides details about the products and services, the vendor from whom the
purchase is made, and the terms and conditions of the purchase.

Each item to be purchased is referred to as a line item. Multiple line items can be
associated with a purchase order record.

Purchase orders can be created in the following ways:
v Automatically, when a request for quote (RFQ) or a request for proposal (RFP) is

awarded. The purchase order record has the same name as the respective RFQ
or RFP record.

v Automatically, when an inventory item is reordered.
v From the blanket purchase order, on the Products and Services tab.
v From the Procurement > Requisitions & Purchase Orders menu.

Creating purchase orders
Purchase orders are typically created automatically from requests for quotes or
requests for proposals. Alternatively, you can manually create a purchase order
record so that you can order directly from the selected vendor.
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Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Requisitions & Purchase Orders > Purchase Orders.
2. Click Add.
3. On the General tab, enter the name and vendor.
4. On the Shipping tab, add the details for shipping the products.
5. On the Line Items tab, in the PO Line Items section, add products to the

purchase order. You can select from inventory items, from existing products
and services, or from the purchase requisition.

6. Optional: On the Notifications tab, add reviewers who must approve the
record before it is issued.

7. Click Create Draft.
8. Click Issue.

What to do next

When purchase order is issued, you can complete, revise, or retire the purchase
order.

Receiving products
You create receipts to track the materials that were received by the organization
and associate the purchase order with the vendor. The details from the associated
purchase order are included in the receipt.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Requisitions & Purchase Orders > Receipts and click

Add.
2. On the General tab, specify the name, received by date, and received on date.
3. In the Purchase Order section, associate a purchase order with the receipt. The

details from the purchase order are added to the receipt, including details from
other receipts that are associated with the purchase order.

4. Optional: On the Line Items tab, add inventory items to the receipt.
5. Optional: On the Notifications tab, add reviewers who must approve the

record before it is issued.
6. Click Create Draft.
7. Click Issue.

What to do next

When receipt is issued, you can complete, revise, or retire the receipt.
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Returning products
If the shipment is unsatisfactory, you can return the product to the vendor. For
example, a product might be returned if it is damaged or if duplicate shipments
are made. The details from the associated purchase order are included in the return
record.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Procurement > Requisitions & Purchase Orders > Returns and click

Add.
2. On the General tab, specify the name, returned by date, and returned on date.
3. In the Purchase Order section, associate a purchase order with the return.
4. Optional: On the Line Items tab, add inventory items to the return record.
5. Optional: On the Notifications tab, add reviewers who must approve the

record before it is issued.
6. Click Create Draft.
7. Click Issue.

What to do next

When return is issued, you can complete, revise, or retire the return.
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Chapter 7. Paying for products and services

With the Procurement Management application, you can manage and control
purchase orders, receipts, and invoices for both manufacturing and logistics
operations. A vendor database assists you with buying, quality control, and
purchasing. You can exchange orders and invoices with vendors who use multiple
currencies.

Invoicing vendors
When the services are completed or the product is shipped, an invoice is created.
An invoice is typically associated with a contract or purchase order.

Invoices
An invoice asks that payment is made for services that are rendered or for
products that are shipped. IBM TRIRIGA can manage contract invoices, task
invoices, utility invoices, and purchase order invoices.

Contract invoices

A contract invoice records the details that are received from the vendor. You
associate the contract invoice with a contract. You also associate the contract
invoice with a budget, so that when a payment is made, the amount is committed
against the budget.

Task invoices

Task invoices that are submitted for task-related work must contain the task ID in
the invoice line item. The task must be associated with a service agreement or a
blanket purchase order. The service provider is named either in this service
agreement or in the blanket purchase order.

If an internal organization has primary responsibility for the task and an external
service provider performs the work on behalf of the organization, the internal
organization is listed as the responsible organization on the task. The external
service provider is listed as an organization resource.

If an external service provider has primary responsibility for the task, the external
service provider is listed as the responsible organization on the task. If the external
service provider subcontracts the work to another external service provider, the
subcontractor is listed as an organization resource.

Utility invoices

The utility invoice supports invoice functions that are related to energy, water, and
waste usage. The utility invoice includes cost data that is gathered from meter
readings or a utility service provider.

Buildings can be master metered, which means a single meter can service multiple
buildings. When utility bills are processed and the corresponding log records are
created at the building level, you need to know the buildings that a meter services.
You also need to know the proportionate allocation for each building in the bill
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line item for the overall utility. A single meter can service multiple buildings, and
the utility usage and costs need to be proportioned appropriately. Meters are
defined as building equipment assets.

When the utility invoice is approved, the energy, water, and waste log records are
filled for the corresponding buildings.

Purchase order invoices

When no contract exists between the vendor and organization, a purchase order
(PO) invoice captures details about the products or services that are provided. An
invoice is generated to charge for the products or services. The PO invoice is
associated with the corresponding purchase order.

The PO invoice is associated with a budget. When a payment is made, the amount
that is specified in either the PO or the PO invoice is committed against the
budget.

Creating contract invoices
A contract invoice must contain the details from the associated contract and can be
updated as required.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Contracts > Payables > Invoices > Standard Contracts and click Add.
2. On the General tab, specify the name of the invoice and click Create Draft.
3. In the Contract section, associate the invoice with a contract.
4. Verify the details that are imported from the contract.
5. Save and issue the invoice.

Creating task invoices
You use a task invoice to submit payment for task-related work. You associate the
task invoice with a standard contract, and you can add multiple tasks to line items
on the invoice.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

The tasks must be associated with a service agreement or a blanket purchase order.
The service provider must be named in the service agreement or in the blanket
purchase order.

Procedure
1. Select Contracts > Payables > Invoices > Tasks and click Add.
2. On the General tab, specify the name of the invoice.
3. In the Contract section, associate the invoice with a contract.
4. Verify the details that are imported from the contract.
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5. On the Line Items tab, click Find Task, select one or more tasks, and click OK.
6. Click Create Draft.
7. Save and issue the invoice.

Creating utility invoices
You use the utility invoice to support payment that is related to energy, water, and
waste usage. You add the utilities to the line items on the invoice.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, Operations Manager, or Environmental Manager.

Procedure
1. Select Contracts > Payables > Invoices > Utilities and click Add.
2. On the General tab, enter the name of the invoice.
3. In the Contract section, associate the invoice with a contract.
4. On the Line Items tab, click Add, enter the details of the utility, and create the

line item.
5. Click Create Draft.
6. Save and issue the invoice.

Creating purchase order invoices
You associate the purchase order (PO) invoice with the corresponding purchase
order, and issue the PO invoice to charge for the products or services.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.

Procedure
1. Select Contracts > Payables > Invoices > PO Invoices and click Add.
2. On the General tab, enter the name of the invoice and click Create Draft.
3. In the Purchase Order section, associate the invoice with a purchase order.
4. Verify the details that are imported from the purchase order.
5. Save and issue the invoice.

Releasing payments
When the payment is released for a contract or a purchase order, a payment release
record is created. Payment can be made either for the completion of the entire
contract or for providing the required products and services. Payment is made
from a predetermined budget that is allotted for the purchase of materials or
services.

Before you begin

You must sign in as a Contract/Purchasing Manager, Project Manager, Inventory
Manager, Facility Manager, or Operations Manager.
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Procedure
1. Select Contracts > Payables > Payments > Releases and click Add.
2. On the General tab, enter the name and other details.
3. On the Invoices tab, associate the invoices for which payments are released.
4. Click Create Draft.
5. Save and issue the payment release.
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Notices

This information was developed for products and services offered in the US. This
material might be available from IBM in other languages. However, you may be
required to own a copy of the product or product version in that language in order
to access it.

IBM may not offer the products, services, or features discussed in this document in
other countries. Consult your local IBM representative for information on the
products and services currently available in your area. Any reference to an IBM
product, program, or service is not intended to state or imply that only that IBM
product, program, or service may be used. Any functionally equivalent product,
program, or service that does not infringe any IBM intellectual property right may
be used instead. However, it is the user's responsibility to evaluate and verify the
operation of any non-IBM product, program, or service.

IBM may have patents or pending patent applications covering subject matter
described in this document. The furnishing of this document does not grant you
any license to these patents. You can send license inquiries, in writing, to:

IBM Director of Licensing
IBM Corporation
North Castle Drive, MD-NC119
Armonk, NY 10504-1785
US

For license inquiries regarding double-byte character set (DBCS) information,
contact the IBM Intellectual Property Department in your country or send
inquiries, in writing, to:

Intellectual Property Licensing
Legal and Intellectual Property Law
IBM Japan Ltd.
19-21, Nihonbashi-Hakozakicho, Chuo-ku
Tokyo 103-8510, Japan

INTERNATIONAL BUSINESS MACHINES CORPORATION PROVIDES THIS
PUBLICATION "AS IS" WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE IMPLIED
WARRANTIES OF NON-INFRINGEMENT, MERCHANTABILITY OR FITNESS
FOR A PARTICULAR PURPOSE. Some jurisdictions do not allow disclaimer of
express or implied warranties in certain transactions, therefore, this statement may
not apply to you.

This information could include technical inaccuracies or typographical errors.
Changes are periodically made to the information herein; these changes will be
incorporated in new editions of the publication. IBM may make improvements
and/or changes in the product(s) and/or the program(s) described in this
publication at any time without notice.

Any references in this information to non-IBM websites are provided for
convenience only and do not in any manner serve as an endorsement of those
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websites. The materials at those websites are not part of the materials for this IBM
product and use of those websites is at your own risk.

IBM may use or distribute any of the information you provide in any way it
believes appropriate without incurring any obligation to you.

Licensees of this program who wish to have information about it for the purpose
of enabling: (i) the exchange of information between independently created
programs and other programs (including this one) and (ii) the mutual use of the
information which has been exchanged, should contact:

IBM Director of Licensing
IBM Corporation
North Castle Drive, MD-NC119
Armonk, NY 10504-1785
US

Such information may be available, subject to appropriate terms and conditions,
including in some cases, payment of a fee.

The licensed program described in this document and all licensed material
available for it are provided by IBM under terms of the IBM Customer Agreement,
IBM International Program License Agreement or any equivalent agreement
between us.

The performance data and client examples cited are presented for illustrative
purposes only. Actual performance results may vary depending on specific
configurations and operating conditions.

Information concerning non-IBM products was obtained from the suppliers of
those products, their published announcements or other publicly available sources.
IBM has not tested those products and cannot confirm the accuracy of
performance, compatibility or any other claims related to non-IBM products.
Questions on the capabilities of non-IBM products should be addressed to the
suppliers of those products.

Statements regarding IBM's future direction or intent are subject to change or
withdrawal without notice, and represent goals and objectives only.

This information contains examples of data and reports used in daily business
operations. To illustrate them as completely as possible, the examples include the
names of individuals, companies, brands, and products. All of these names are
fictitious and any similarity to actual people or business enterprises is entirely
coincidental.

COPYRIGHT LICENSE:

This information contains sample application programs in source language, which
illustrate programming techniques on various operating platforms. You may copy,
modify, and distribute these sample programs in any form without payment to
IBM, for the purposes of developing, using, marketing or distributing application
programs conforming to the application programming interface for the operating
platform for which the sample programs are written. These examples have not
been thoroughly tested under all conditions. IBM, therefore, cannot guarantee or
imply reliability, serviceability, or function of these programs. The sample
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programs are provided "AS IS", without warranty of any kind. IBM shall not be
liable for any damages arising out of your use of the sample programs.

Each copy or any portion of these sample programs or any derivative work must include a copyright notice as follows:
© (your company name) (year).
Portions of this code are derived from IBM Corp. Sample Programs.
© Copyright IBM Corp. _enter the year or years_.

Trademarks
IBM, the IBM logo, and ibm.com are trademarks or registered trademarks of
International Business Machines Corp., registered in many jurisdictions worldwide.
Other product and service names might be trademarks of IBM or other companies.
A current list of IBM trademarks is available on the web at "Copyright and
trademark information" at www.ibm.com/legal/copytrade.shtml.

Java™ and all Java-based trademarks and logos are trademarks or registered
trademarks of Oracle and/or its affiliates.

Linux is a trademark of Linus Torvalds in the United States, other countries, or
both.

Microsoft, Windows, Windows NT, and the Windows logo are trademarks of
Microsoft Corporation in the United States, other countries, or both.

UNIX is a registered trademark of The Open Group in the United States and other
countries.

Other product and service names might be trademarks of IBM or other companies.

Terms and conditions for product documentation
Permissions for the use of these publications are granted subject to the following
terms and conditions.

Applicability

These terms and conditions are in addition to any terms of use for the IBM
website.

Personal use

You may reproduce these publications for your personal, noncommercial use
provided that all proprietary notices are preserved. You may not distribute, display
or make derivative work of these publications, or any portion thereof, without the
express consent of IBM.

Commercial use

You may reproduce, distribute and display these publications solely within your
enterprise provided that all proprietary notices are preserved. You may not make
derivative works of these publications, or reproduce, distribute or display these
publications or any portion thereof outside your enterprise, without the express
consent of IBM.
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Rights

Except as expressly granted in this permission, no other permissions, licenses or
rights are granted, either express or implied, to the publications or any
information, data, software or other intellectual property contained therein.

IBM reserves the right to withdraw the permissions granted herein whenever, in its
discretion, the use of the publications is detrimental to its interest or, as
determined by IBM, the above instructions are not being properly followed.

You may not download, export or re-export this information except in full
compliance with all applicable laws and regulations, including all United States
export laws and regulations.

IBM MAKES NO GUARANTEE ABOUT THE CONTENT OF THESE
PUBLICATIONS. THE PUBLICATIONS ARE PROVIDED "AS-IS" AND WITHOUT
WARRANTY OF ANY KIND, EITHER EXPRESSED OR IMPLIED, INCLUDING
BUT NOT LIMITED TO IMPLIED WARRANTIES OF MERCHANTABILITY,
NON-INFRINGEMENT, AND FITNESS FOR A PARTICULAR PURPOSE.

IBM Online Privacy Statement
IBM Software products, including software as a service solutions, (“Software
Offerings”) may use cookies or other technologies to collect product usage
information, to help improve the end user experience, to tailor interactions with
the end user, or for other purposes. In many cases no personally identifiable
information is collected by the Software Offerings. Some of our Software Offerings
can help enable you to collect personally identifiable information. If this Software
Offering uses cookies to collect personally identifiable information, specific
information about this offering’s use of cookies is set forth below.

This Software Offering does not use cookies or other technologies to collect
personally identifiable information.

If the configurations deployed for this Software Offering provide you as customer
the ability to collect personally identifiable information from end users via cookies
and other technologies, you should seek your own legal advice about any laws
applicable to such data collection, including any requirements for notice and
consent.

For more information about the use of various technologies, including cookies, for
these purposes, see IBM’s Privacy Policy at http://www.ibm.com/privacy and
IBM's Online Privacy Statement at http://www.ibm.com/privacy/details in the
section entitled “Cookies, Web Beacons and Other Technologies,” and the "IBM
Software Products and Software-as-a-Service Privacy Statement" at
http://www.ibm.com/software/info/product-privacy/.
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