Database Steps - Agreement Only Expense

1. CREATING THE REQUISITION ORDER (RO)

= Navigate to the Procurement & Agreement Database in Lotus Notes.
=  Select “Create New RO (per 2019 Policy)”;

© About db @ Create New
Search in View 'All By Authc

Search for I

Author |Status |Meth{)d
b Binu Saradakutty

b Blair Newby

¥ Brad Clubine

— ¥ Breanna Hallihan

= All Procurements b Brian Bertrand

Procurement & Agreement
= Requisition Orders

Next Approver/Reviewer
(ROs By Status

- Comprehensive ROs

By MNext Apprgver{Reuie\qer b Brian Graham
-.By Status b Brian Moyle
.. By Author » Bronwen Fitzsimons

¥ Caitlin Harrigan

-.Revenue By Customer

By Type . b Caitlin Rochon

By Goods & Service b Caitlyn Bondy

By Recommended Vendor b Calvin Hitch

By Division b Cameron Richardson

b Cameron Sanderson

= Alternatively, you can select “ROs by Author” and then select the “Create New RO (per 2019
Policy)”.

9 About db e Create New RO (Per 2019 Policy)

Procurement & Agreement Search in View 'ROs All By Author'

= Requisition Orders Search for |

""" NeApproverfRewewer 3/ |Author |Status |Type |Created |RO Num
...... = = 5

Os By Author 11/22/2017 1000673

...... Compr-e ensive ROs 12/12/2017 1000689
01/06/2018 1000702

01/09/2018 1000704

= All Procurements

...... By Ne)(tApprgverfRevie-wer 01/16/2018 1000710
...... By Status 01/16/2018 1000710
...... By Author 01/18/2018 1000712
...... ByType 02/02/2018 1000724

...... Bv Goods & Service AL IANAD  AANNTIT
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2. FILLING IN THE RO

=  Select “Agreement Only”

© About db & Create New RO (Per 2019 Palicy)

Search in View 'ROs All By Author' g

= Requisition Orders Search for | |

By Mext Approver/Reviewer Author Status TW'. i

ROs By Status '+ Amanda Perricone S

ROs By Author T P " )

Comprehensive ROs » Amanda stu:k | C Cancel

» Amanda Yip

= All Procurements » Amy Thurston

By Next Approver/Reviewer : :'::m‘:::l“:n |

By Status ¢ Andrew Boughen

By Author + Andrew Chai I

SyTwe + Andrew Jules

= “Agreement Type” select “Expense”;

& Create New RO (Per 2019 Policy)
Search in View 'ROs All By Author’ Sho

Search for

Author ‘Status |Typ1

» Ray Biastoch

» Raysha Carmichat
» Rea Lingo-Santag
» Rebecca Elliott

Zero Dollar

= Select “Estimated Value” choose the appropriate value (note: this is an estimate and the actual value
will have to be added later in the Agreement Signature Tab );

2 Save & Submit For Approvals [ Change RO Type [T Change Profile £3Cancel RO

Req Order # TBA Anita Geier

Status: Draft 2019-08-10

>roject Name: TTEST C Esﬂmatod Value: ™)

*rofile: Anita Geier ! ! E‘
*rofile Division: Corpaorate Service

lon-Application:  © Yes & No
Type of Goods andlor ~ ess The ) Cancel
Services: - $3,000 - § 99

$10,000 - $49,999.99

$50,000 - $69,999 99

$100,000 - $249,999 99

$250,000 - $499,999 99
Add BF | over 5500000

= “Non- Application” select “No”;
= |f “Yes” refer to Schedule A Non-Application on the Procurement Hub or contact Procurement
Services;
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= “Type of Goods & Services” select the appropriate one;

P\ Chenge Profle 3 Cancel RO

Anita Geler
2018-00-10

rerh o ]
T pe———— | ——
Goetenencsal Opportisites ) [ |
. |Compensaion Agreement
Corticnlibty Agumants
Co TRCA Contracted for Somcn
[lats Sharing Agreenvents (Mon-TRCA)
Cata 5 i [TRCA)
Erosion Contiol Agreemant

Serncos)
Events [User of TRCA Hatusal Space)
Facitabon and Menlorship

Final and Full Ralease (Insurancs)
Tencative Start Oate; i - i Gornal Goods and Sonaces

— | |Crants (TRCA Funds Groups)
Attachmants: B HR- Agresmanis

Inspaction Certficate vl

Dade (MMWODAYYY) Operater Acthvity

= Enter the non- populated fields;

= “Attachments” are not mandatory, do not attach invoices or quotes in this field;

= “Co-Author” can only be another authorized buyer; it is not mandatory to select one;

=  Enter the tentative start and end dates. Remember these are tentative the actual start and end dates
can be enter in the Agreement Signature step.

For Approvais [T Change RO Type ) Changs Profile &) Cancel RO

Frocttame TSI Extmamavene Lo | e e
Profile: Anitas Geier Profile Limit: 50 m,.m
Profile Division: Carporite Sevioes R ible Division: C Plex Barbar TRCA
ol vision: Sorporie Senics esponsible Division: Copg
Non-Application: © Yes = Ho Alstan Joly TRCA
frie
m.':.cmm General Goods and Serdces s Almolah SakeTRCA
d p— — Alyss: CA
Ceonuthor: > :
Account Allocation e A A
Add 3 Remove Selected 9 Edit Sebected S New Entity Ay ThurstonTRCA
Ancrea Cheeston TRCA
w
]

Tentative Stari Date: | w] Tentative End Cate: | w]
Atachments: pliil|
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“Account Allocation”
0 Select “Add”;
0 Select “Entity”;
O Select the “Entity #”.

Project Hame: TTEST.
Profie: e et Select Code, then chck OK. (or double cick on Code Doc)
Profile Division:  Corporal: Seavces Responsible Division: Cosparale Sent DD [ESETT- Lo |
e e correct code A
Non-Application: = 00102 10200 OFFICE SERVICES-STAFF
Type of Goods andior ' General Gaods and Senices s 00118 11966 EARTH RANGERS RENT (el
Services: = 00210 10210 WILD WATER KINGDOM
Author: = 00211 14048 1 Cedar Mains Drive
Account Allocation 00212 14070 1352 Lakeshore Lands and £
- 00213 10211 CLAIREVILLE EQUINE CEN
BAdd D Remove Sebected  Edit Sebected D Hew Entity Request xoid el e T SN
12461 Bathurst St
00220 10212 CLAIREVILLE EDUCATION |
00240 10213 CELL TOWER LEASES
00243 10214 FORMER NURSERY BUILDI
Tentative Start Date: [ -] Tentative End Date: j n(n '3 e MEW VENTHIDES - R
Attachments: L] 4

ROHslory
Date (MWDDNYYY) Cperator Activity

0 Select “Code” and then the “Account Field” will auto populate;

1

Frofi: Aot Gore
Divlsion: ‘Copoale Senices

Non-Applicaton; © ¥es & Mo

FloEeEE B 4

[ ol ’.M:‘mm " Ganceal Gonds and Sanacas s

L Couthor
E Account Allocation
@ Badd 5 Hemove selected D pdit Selected S
(1]

@

“on.Applcation: T Yes & MY

Type of Gocts anior * Guneal Goods and Senvices . m
Services:

5 Kuthor. -
Account Allocation

B Remowe Selected 9 Edit Selected Bmlii

Tertathve Starl Date: | I ]
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0 If a new entity is required select “New Entity Request” the table below will appear, fill in the
information;

* Mew Account : “ Assigned to [=
Name: (Primary):

* Municipal Funder: ., Other Funders:

" Capor OPor g Fund Cenlre

al: ) Account:

for Full Length of
Project:
Time Length of =
Project) nt:
CFN #: . Watershed: =
* Froject Name: Project Num:
<Select>
* Sub Project e Sub Project

0 Selecting “Edit Selected” will allow you to edit the Entity — GL Code;

2 Save & Submit For Approvals

8! Create Agreement (Expense) 4Send FYl T Change RO Type T Change Profile £ Cancel RO

Req Order # 10022133

Status: Approved _Sdectl:a:ia m
Select Code, Ihen click OK_ (or double click on Code Doc)
Entity - GL Code > ¢ ABW  CodeName : ce | ok |
oo nia Default - check for proper gl code L
SiojectNam Entiy: | 0000 Code: | 000 001 58010 Reserves - To Surplus Gancel
Srofile: "
: Sprolct ereieid L) 001e 58015  Reserves - From Surplus
*rofile Divis
{on-Appiica 001i 58020 Reserves - Deficit Recovery - In Year
Iype of Goo
lorvices: | | ok || cawcel | logir 58011  Reserves - Deficit Recovery
Account Allocation ) )
@Add 3 Remove Selected (€ Edit Selected) B New Entity Request 002 53020  Denations - Tax Receipt
0000e-000  -n/a M
0000e-000 -n/a < >

0 Selecting “Remove Selected” will delete the Entity — GL Code;

Project Name: ‘TESTTEST TEST TEST, Estimated Value: “Less Than £5,000 , =
Prefile: “Anita Geier Profile Limit: 0

Profile Division: Corporate Sendces Responsible Division: '_Cnrpnmle Senices s
Non-Application: © Yes & No

Type of Goods andior " General Gonds and Senices s
Services:

Co Author: -

Account Allocation
@ Add G Remove Selected D Fdit Selected & New Entity Reauest

0000e-000 -nsa

0000e-000 -nfa

Tentative StartDate: [2019.09.01 Tentative End Date:  |ap100001  «

= Once all fields are entered select “Save” and then “Submit for Approvals”;

= Once approved an email notification will be sent and then the Agreement Only — Expense can be
created.
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3. CREATING THE AGREEMENT ONLY — EXPENSE

= Open the RO, select “Create Agreement (Expense)” and then the “Agreement Only — Expense” screen
will be displayed;

( ‘& Create Agreement (Expense) & Comprehensive RO

& Send FYl ) Change RO Type [ Change Profile £3Cancel RO @ Close Window

——
Req Order # 10022133 Anita Geier
Siatus: Approved 20190910

RO - Ag

Froject Name: TESTTEST 1EST 1E81 Estimated Value: Less Than $5,000

Profile: Anita Geier Profile Limit: 0

Profile Division: Coporale Seraces Responsible Division: Coporale Seraces

Non-Application: © Yes & Mo

Type of Goods andlor General Goods and Senaces
Services:

Co Author:
Account Allocation
0000e-000 -nfa
00002-000 n/a
Tentative Start Date:  p4qo.0o.0q Tentative End Date:  p10.00.01
Attachments:
AgprovalRejection Comments D]

F—— . Chamin L. P
Change Profile #2 Admin €4 Cancel Agreement Only

Anita Geier
2019-08-11

Agreement Rievie | Agreement Signature | Revisi

Agreement Review ]

Open Database Agreement Templates |

Co Author: ™
Approval Required by: “w Agreement to be "
by:
Working Copy: " T
Iwu; Database Agreement Template used?: © Yas © No I

(Peer) |

=  Fillin the non-populated fields;
=  “Was a Database Agreement Template Used” select “Yes” if you are planning to use a TRCA
template then:
O “Open Database Agreement Templates”;
Select an agreement template;
Make the necessary adjustments to the template;
Attach the agreement to the “Working Copy” field;
“Submit Working Copy for Review (Peer)”;
Once reviewed select “Submit Working Copy for Approval”;
0 Once approved the agreement can be sent to the vendor for signature.
= “Was a Database Agreement Template used” select “No” if you are planning to use a vendor’s
agreement then:
0 Attach the agreement to the “Working Copy”;
“Submit Working Copy for Review” (Peer);
Once peer reviewed select “Submit Working Copy for Approval”;
As “No” was selected legal services will have to approval the Agreement;
Once approved e-mail the agreement to the vendor for signature.

O O 0O 0o

(0}
(0}
(0}
o
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Agreement Signature

When the signed agreement is received from the vendor navigate to the “Agreement Signature” Tab;
Enter the “Actual Start, End Date, Actual Agreement Value”;

Attach the vendor signed agreement to “Executed Agreement Copy”;

“Has the Previous Working Copy Agreement been Altered” select “Yes” if the vendor suggested
changes, legal services will have to review the changes;

“Has the Previous Working Copy Agreement been Altered” select “No” if the vendor has not
suggested changes;

If required “Attach a Certificate of Insurance” and fill in “Insurance Expiry Date”;

If a COl is not required select “Certificate of Insurance Not Required” and a field will pop-up where
you will have to provide a brief explanation why;

Submit the agreement for TRCA signature;

When the agreement is signed by both parties, send a copy to Vendor for their records and select
save as “Active Agreement”. A PO can now be created.

()Savess @OpenRO HPOs @ Spell Check [ Change Profile %) Admin £ Cancel Agresment Only

Anita Geler
2019-08-11

Has the previously approved Working Gopy Agreement been Altered since the Agreement ReviewlApproval?: © Yes © No

Start Date: | = | End Date: [ B |

Agresment Value: a Vendor:
<Select Vendor>

Agreement Executed _..I'E]J
Copy:
Certificate of - Cerificate of Insurance Not Required Insurance Expiry B

- Date:

Attach Certificate of | |

Account Allecation: 0000e-000 -nia
0000e-000 -nia
Manager or Director Signature Required (standard template used, 1 yr or Less, within spending imits)
Submit Executed Copy for Signatues™
Approval History L —

Date (MMDDYYYY) Operator Activity

%) Save as @ Opan RO % POs Check M hange Profile #3 Admin €3 Cancel Agresment Only
Current Status (Draft) R-BFEX.J46

On Held

Agreement Review | Agreement Signature | Revisions |

Open Database Agreement Templates [

Co Author: -

Approval Required by: i Agreement to be s
[ by:

Working Copy: d _[mll

Was a Database Agreement Template used?: © Yes © No




