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[bookmark: _Toc415838418]Document Types, NIGP Codes, and User Roles
[bookmark: _Toc415838419]Learning Objectives
In this lesson, you will:
Identify the types of transaction documents processed in ProcureAZ
Learn how to search for valid NIGP codes
Review the user roles and access levels
[bookmark: _Toc415838420]Lesson Overview
This lesson provides users with an introduction to the types of transaction documents processed in ProcureAZ. These transaction documents are used throughout the procurement lifecycle to meet the Commodity and Service procurement needs of the State, its agencies, and its vendors. ProcureAZ provides an NIGP Code Search tool that allows users to search or browse for Commodity and Service codes by NIGP Class, Class Item, and/or Keyword. This lesson will also review the configured user roles and access levels that define the security layer in ProcureAZ. User roles are configured to grant users access to the system while limiting the functions available to only those users that need them.


[bookmark: _Toc405773390][bookmark: _Toc415838421]Document Types
In ProcureAZ, transaction documents provide users with a way to process purchase requests and orders, receipts, and invoices. This topic will introduce the various document types and provide an overview of how each document type fits into the procurement spectrum.
[bookmark: _Toc405773391][bookmark: _Toc415838422]Requisition
Requisition documents allow users to submit requests to purchase goods and services. There are several different types of Requisition documents. The Requisition document type used depends on the purchasing method and the requirements of the Procurement Code. Requisitions can be used to request the purchase of goods and services on or off contract, or for reimbursement for funds already spent.
The creation of a Requisition document involves four main steps: indicate the type of request, add the items representing the goods and services being requested, enter the shipping and billing addresses, and indicate the funding sources. Following the creation of a Requisition document, it is submitted for review and approval in accordance with all policies and procedures.
[bookmark: _Toc405773392][bookmark: _Toc415838423]Requisition Document Types
The types of Requisitions used in ProcureAZ are Open Market, Direct Open Market, Release, and Request for Payment Authorization (RPA).
[bookmark: _Toc415838424]Open Market
Open Market Requisitions are used to request the purchase of off-contract goods or services. The creator of the document must have the Requisitioner role designation. Generally, the items are defined and added manually to the Requisition. On final approval an Open Market Requisition routes to a Basic Purchaser who is a procurement professional with delegated purchasing authority. The Basic Purchaser decides either to approve the purchase of the goods/services off-contract or request a solicitation.
[bookmark: _Toc415838425]Direct Open Market
Direct Open Market Requisitions are used to place orders for off-contract goods or services for an amount within your agency’s delegated procurement authority. The creator of the document must have the Department Buyer role designation and specific delegated purchasing authority on file with the State Procurement Office. Generally, the items are defined and added manually to the Requisition and a Vendor must be selected prior to the submission of the document for approval. Submission of a Direct Open Market Requisition does not require the approval of the State Procurement Office or a user with the Basic Purchaser role. Once the document is approved, it is routed back to the creator to be sent to the vendor.
[bookmark: _Toc415838426]Release
Release Requisitions are used to place orders for on-contract goods or services. The creator of the document must have either the Requisitioner or Contract Shopper role designation. On-contract items are located using the search feature and added to the Requisition. A Punchout is also a type of Release Requisition but is used to purchase directly from the website of certain vendors. Once the document is approved, it is routed back to the creator to be sent to the vendor.
[bookmark: _Toc415838427]Request for Payment Authorization
Request for Payment Authorization (RPA) Requisitions are used for purchases that have been or will be made outside of the ProcureAZ application, such as emergency purchases (does not include p-card purchases). The creator of the document must have the Requisitioner role designation. The purchased items are defined and added manually to the Requisition using the purchase invoice and vendor information. Once the document is approved, it immediately becomes a Purchase Order with a status of Complete Receipt. An Invoice is automatically generated with a status of In Progress.
[bookmark: _Toc405773393][bookmark: _Toc415838428]Requisition Document Status
The status of a Requisition identifies where in the lifecycle the document currently resides. Some of the possible statuses include:
In Progress – The initial status of new documents. The document is still being completed by the creator.
Ready for Approval – The document has been submitted for approval and is traveling down an approval path(s).
Ready for Purchasing – The document has been approved and a Basic Purchaser must decide whether to conduct a solicitation (for Off-Contract Requisitions), purchase the items, or disapprove the request.
Returned – The document was disapproved by an approver or Basic Purchaser.
Gone to PO/Bid – The document has been converted into a Purchase Order or Bid. The resulting Purchase Order or Bid must be processed.
Canceled – The document has been canceled.
[bookmark: _Toc405773394][bookmark: _Toc415838429]Purchase Order
Purchase Orders (POs) are documents that departments use to purchase goods or services. Purchase Orders are used to communicate the details of the purchase to both the vendor and the internal departments that need to know about the purchase, such as the Accounting department or the requesting department. 
Purchase Orders can be started as a blank document without any reference to another document, but only by a Basic Purchaser. They will primarily be created by referencing an existing Requisition or Bid. Purchase Orders can also be “Cloned” or copied from an existing Purchase Order by a Basic Purchaser. The new document will include all of the information from the cloned document.
There are several types of Purchase Orders, including:
Master Blanket – A Purchase Order that is set up to allow repetitive purchases from a single purchasing agreement with a vendor. There may be restrictions on the kind of purchases that can be made against a Master Blanket order, such as dollar amount limits on individual purchases or total dollar amount limits for the entire Blanket. A Master Blanket is sometimes referred to as a contract.
Open Market – A Purchase Order used by Basic Purchasers for one-time purchases for items that are not already on a Contract (Master Blanket).
Direct Open Market – A Purchase Order used by Department Access users with the Department Buyer role for one-time purchases for items that are not already on a Contract (Master Blanket) and are within their delegated purchasing authority.
Release – A Purchase Order for on-contract items including those ordered via a Punchout.
[bookmark: _Toc405773395][bookmark: _Toc415838430]Purchase Order Document Status
The status of a Purchase Order identifies where in the lifecycle the Purchase Order currently resides. Some of the possible statuses include:
In Progress – The initial status of new documents. The document is still being completed by the creator.
Ready for Approval – The document has been submitted for approval and is traveling down an approval path.
Ready to Send – The document has been approved and is ready for notification to be sent as an email to the vendor or printed for delivery.
Sent – The Purchase Order has been issued and the document has been sent to a vendor.
Partial Receipt – The order has been partially received.
Complete Receipt – The order has been completely received.
Canceled – The document has been canceled by the creator or an authorized user.
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Receipts enable Basic Purchasing and designated Department Access users to document the receipt, return, and cancellation of ordered items within ProcureAZ. Receipts can be tracked as partial or complete receipts. Partial receipts can be added until the item or service is completely received. Receipts can only be entered for Purchase Orders that have a status of Sent, Partial Receipt, or Complete Receipt. Receipts are created by finding the Purchase Order (PO) and indicating the quantity or dollar amount of an ordered good or service that has been received, returned, or canceled.
[bookmark: _Toc405773397][bookmark: _Toc415838432]Receipt Document Status
The status of a Receipt identifies where in the lifecycle the document currently resides. Some of the possible statuses include:
In Progress – The initial status of new documents. The document is still being completed by the creator.
Ready for Approval – The document has been submitted for approval and is traveling down an approval path(s).
Approved for Invoice – The items on the Receipt have been approved and Accounts Payable users are now authorized to pay the invoices for them.
Returned – The document was disapproved by an approver. The document can be re-opened by the originator to return it to In Progress status.
Canceled – The document has been canceled by the originator, an approver, or an authorized user from the document’s business units.
[bookmark: _Toc405773398][bookmark: _Toc415838433]Invoice
Invoices are documents that are created by Accounts Payable users to process a payment for goods or services received. Only Purchase Orders that are currently in Partial or Complete Receipt status can be used to create an Invoice. If a Purchase Order has a dollar amount listed in the Permit to Pay field, then there is a balance authorized to be paid. Invoices can partially or fully pay the Purchase Order up to the current Permit to Pay amount.
[bookmark: _Toc405773399][bookmark: _Toc415838434]Invoice Document Status
The status of an Invoice identifies where in the lifecycle the document currently resides. Some of the possible statuses include:
In Progress – The initial status of new documents. The document is still being completed by the creator.
Ready for Approval – The document has been submitted for approval and is traveling down an approval path(s).
Approved for Payment – The items on the Invoice have been received, either partially or completely, and payment has been authorized.
On Hold – The document is currently on hold awaiting further action.
Returned – The document was disapproved by an approver. The document can be re-opened by the originator to return it to In Progress status.
Canceled – The document has been canceled by the originator, an approver, or an authorized user from the document’s business units.
Paid – The amount on the Invoice has been paid.
[bookmark: _Toc405773400][bookmark: _Toc415838435]NIGP Code Browse Page
NIGP stands for the National Institute of Governmental Purchasing. The NIGP Code Browse page located in the Header Bar allows users to browse or search for commodity and service codes that have been set up in the database by Class, Class Item, and Keyword. 
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The defined records in the NIGP Class list are the categories of commodities and services that can be purchased. Each Class record contains a 3-digit code and a Description. The NIGP Class Items are the individual commodities and services contained in each Class. Each Class Item record contains a 2-digit code and a Description.
For example, a user can select an NIGP Class from the drop down list, such as 040 – ANIMALS, BIRDS, MARINE LIFE, AND POULTRY, LIVE (INCLUDING ACCESSORY ITEMS). Selecting the Class automatically returns the Class Items associated with it in the NIGP Code Browse section below. 
[image: ]
With the Class selected, the available NIGP Class Items drop down list will only contain the items in that class, such as 11 – Cattle, Beef (Commercial). 
[image: ]
If the specific Class is not known, the NIGP Keyword field can be used to search all Class Items by keyword. It may take several attempts at using the Keyword field to find the intended item.
TIP: When searching by keyword, it is best to use generic terms (one or two words). For best results, use singular words (not plural) and check for proper spelling.
[image: ]
The Browse section can be used instead of the Search feature by selecting the code for a high-level category from the list. This will display all of the NIGP Class categories that it contains. Selecting the NIGP Class code will display all the Class Items contained in the Class.
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[bookmark: _Toc415838437]Search for an NIGP Code
Scenario
You want to practice using the NIGP Code Browse page to find NIGP Codes.
Setup
User is logged in to the ProcureAZ home page.
Steps
Navigate to the NIGP Code Browse page.
In the Header Bar, click NIGP Code Browse.
Observe the Commodity Code and Service Codes page.
Search for NIGP Class Items.
In the NIGP Class drop down menu, observe the categories in the list.
In the NIGP Class drop down menu, select 040 – ANIMALS, BIRDS, MARINE LIFE, A…
In the NIGP Class Item drop down menu, observe the items in the list.
In the NIGP Class Item drop down menu, select 11 – Cattle, Beef (Commercial).
Click the Search button.
Refresh and use the Keyword Search on the NIGP Code Browse page.
In the Header Bar, click NIGP Code Browse.
In the NIGP Keyword field, enter Cattle.
Click the Search button.
Observe the results in the NIGP Code Browse section below. Note that not all of the descriptions contain the word “cattle,” but are items that could be used with cattle.
Use the Categories to drill down to a Class Item.
In the NIGP Code Browse section, click the Show Categories button.
Click the code 08, for Computers, Software, Supplies, and Services.
Observe the list of NIGP Classes that relate to the category.
Click the code 250, for DATA PROCESSING CARDS AND PAPER.
Observe the list of NIGP Class Items that are contained in that Class.
When you are finished, click Home in the Header Bar to return to the Home Page.


[bookmark: _Toc405773401][bookmark: _Toc415838438]User Roles and Access
ProcureAZ users are granted access to the system by assigning the user a User Role. User Roles define the actions that a user can perform and what areas of the system the user can access. Table 1 below lists the User Roles that have been configured in ProcureAZ and the access that each role is granted.
There are four main groups of roles: Department Access (DA), Basic Purchasing (BP), Accounts Payable (AP), and Organization Administrator. Each role group can have multiple roles defined, such as the Department Access group which has seven roles defined.
[bookmark: _Ref404126040]Table 1: User Roles and Access in ProcureAZ
	Role
	ProcureAZ Access

	Department Access Contract Shopper
	May only create on-contract Requisitions for their specific location.

	Department Access Requisitioner
	May create both on- and off-contract Requisitions for their specific location. May only take action on their own documents.

	Department Access Receipts
	May create receipts as orders/services are received.

	Department Access Approver Role
	May be on an approval path to approve/disapprove documents.

	Department Access Change Orders
	May create Change Orders.

	Department Access Department Superuser
	May create documents for and take action on any “In Progress” document from any department (larger unit) they have access to.

	Department Access Location Superuser
	May create documents for and take action on any “In Progress” document from any location (smaller unit) they have access to.

	
	

	Basic Purchaser
	Procurement professional that processes Open Market Requisitions by converting Requisitions to Bids or issuing Purchase Orders; listed as an approver.

	Basic Purchaser Supervisor
	May take action on any supervisee’s bid; listed as an approver.

	
	

	Accounts Payable
	May create invoices for purchase orders for any location they have access to.

	Accounts Payable Supervisor
	The final approver for invoices for any locations they have access to.

	
	

	Organization Administrator
	Maintains agency departments, locations, users, and approval paths. Does not have access to documents.



Note: Department Access users may have only one of the roles listed above or a combination of those roles.
Organization administrators are responsible for creating and maintaining the departments, locations, users, approval types and approval paths in their agency. Users may have multiple roles assigned to them. 


[bookmark: _Toc415838439]Lesson Summary
In this lesson, you:
Identified the types of transaction documents processed in ProcureAZ
Learned how to search for valid NIGP codes
Reviewed the user roles and access levels


[bookmark: _Toc415838440]Check Your Progress
An Open Market Requisition document requires that items be entered manually.
True
False
An RPA Requisition is used for purchases made __________.
Off-Contract through ProcureAZ
On-Contract through ProcureAZ
On-Contract outside of ProcureAZ
Off-Contract outside of ProcureAZ
Master Blanket Purchase Orders is sometimes referred to as a contract.
True
False
Invoices can be created for Purchase Orders that have been ___________.
Partially received
Completely received
Closed
Both a and b
The selected NIGP Class defines the items that appear in the NIGP Class Items list.
True
False
Users with the Contract Shopper role can only create _________.
Off-Contract Requisitions
On-Contract Requisitions
Both On- and Off-Contract Requisitions
Neither On- or Off-Contract Requisitions
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@ Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

NIGP Code Browse

@ select the category that best describes the product and service you offer. Click on the question mark for more information

125 of 45
12
Code Description
040-01 Amphibia (Frogs, Toads, Salamanders and other Cold Blooded Vertebrates) Live
040-02 Animal Carriers
040-03 Animal Care Supplies (Collars, Clothing, Leashes, Litter Boxes, etc.)
040-04 Animal Training Equipment and Supplies
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07 - Birds

08 - Cages/Shelters, Animal and Mar...

09 - Cats, All Types (Pets)
10 - Cattle, Beef (Breeding Stock)

11 - Cattle, Beef (Commercial)

20 - Cattle, Dairy

21 - Chickens

22 - Chicks, Meat Type, Baby

24 - Chicks, Meat Type, Starter

26 - Cockerels, All Types, Baby

28 - Cockerels, All Types, Starter

30 - Dogs, All Types

35 - Earthworms

37 - Electronic Identification Syst...

40 - Fish, Brood and Fingerling

42 - Fish (Not Otherwise Classified...
45 - Fish, Tropical

48 - Fur Bearing Animals (Not Other...
50 - Goats

58 - Hibernation Boxes (Butterfly, ...
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@ Use the NIGP Commodity Code Search Engine if you are familiar with the NIGP code. If not use the NIGP Code Browse below.

NIGP Code Browse

@ select the category that best describes the product and service you offer. Click on the question mark for more information

25 of 112
12345
Code Description
01506 Addressing Machine Supplies, Metal and Plastic Plate Type
01510 Addressing Machine Supplies, Paper Plate Type
015-15 Chemicals and Supplies, Dry (For Bond Paper Type Copying Machines)
015-16 Chemicals and Supplies, Wet (For Bond Paper Type Copying Machines)
01520 Chemicals and Supplies (For Spirit Type Duplicating Machines)
01525 Chemicals, Inks, and Supplies (For Mimeograph Machines)
015-38 Paper, Chemicals, and Supplies (For Blueline Machines)
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Code Description
15 Laboratory Equipment, Supplies, and Services

115 BIOCHEMICALS, RESEARCH

115-05 Biochemical Reagents and Tests: Antibiotic Assays, Differentiation Discs, etc

115-10 Biochemicals: Amino Acids, Enzymes, Nucleotides, Peptides, etc.

115-12 Blood Fractions (Not for Human Use): Antigens, Antiserums, Controls, Serums, etc.

115-14 Catalysts, Biochemical

115-15 Chemicals, Isotopically Labeled (With Deuterium, Radionuclides, etc.)

115-18 Culture Media, Dehydrated

115-19 Culture Media, Prepared (For Microbial Cultures See 495-38)

115-50 Nutritional Chemicals (Not For Human Use): Carbohydrates, Proteins, Vitamins, etc.

115-67 Recycled Biochemicals

115-70 Research Diets, Special Purpose (For Experimental Animals) (To include Diets for Beneficial Insects)
115-90 Stains, Prepared
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