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ESTATE MAINTENACNE ROMAN and DEMS Purchase Order Guidance

PURPOSE OF BRIEF: This brief has been developed to present important information for projects that cross financial year boundaries where the project funds are not carried over from the previous year as outstanding commitment.
BACKGROUND:

1.
Application of Financial Management and Accountability Regulation 10 to Estate Maintenance Projects.



a.
The purpose of FMA Regulation 10 is to enable the Government to manage the extent to which Agencies enter into commitments to spend public money that has not yet been appropriated to them. FMA Regulation 10 states: 

(1)
“If any of the expenditure under a spending proposal is expenditure for which an appropriation of money is not authorised by the provisions of an existing law or a proposed law that is before the Parliament, an approver must not approve the proposal unless the Finance Minister has given written authorisation for the approval.” 



b.
In such circumstances the Procurement Approver must have the appropriate delegation.  At the regional level this delegation is held by the Regional Manager and the Manager Resources and Governance. Refer DRB47 Part 2 which may be found at: 
http://defweb.cbr.defence.gov.au/home/documents/data/DEFPUBS/DRB/DRB47/DRB47P02/F2_1.pdf

2.
Corporate Governance (Purchasing Approval Process)

a. Before a Purchase Order can be raised in ROMAN, a Financial Approval and Purchase Order Submission form must be completed and signed for approval by the following:

· Funds Availability Certification,

· Proposal Delegate,

· Procurement Delegate, and

· Contract Approver Delegate.

b. Once raised the ROMAN Purchase Orders details must be added to DEMS. Purchase Orders must be added to the Project in DEMS through the liability field before liability can be raised against the project. The Purchase Order details will then display on the Purchase Order tab.

c. Purchase Orders must be added to the Project Details in the Attached Works screen before the Work Requests can be assigned to the contractor’s Work File


3.
Process









4.
Business Practices

d. Consider the following Business Practices when you raise Purchase Orders:

· The details added or updated for Purchase Orders must be a direct reflection of the records in ROMAN.

· Project Support Officers are responsible for raising Purchase Orders in DEMS and attaching them to the appropriate Work Files. 

· Individual Purchase Orders are raised for planned work and attached to the Project and any associated Work Requests. 


5.
DEMS Procedure‑Raise Purchase Orders

e. Follow the steps below to Raise Purchase Orders in DEMS. The procedure assumes you are logged onto DEMS and have the details of the Purchase Order raised in ROMAN.

6. Update DEMS Purchase Order table
Table 1: Process to follow to update DEMS Purchase Order table
	Step
	Screen
	Action

	(a)
	(b)
	(c)

	1
	DEMS Planning menu 
	· Click the Administration tab.

	2
	Administration tab 
	· Select the Purchase Order option.

· Click the Open Selection button.

	3
	Purchase Orders


	· Click the New Record [image: image1.png]


 button to add the Purchase Order.

· Type the PO number in the PO Number field.

· Type the description in the Description field.

· Type WBS in the WBS field

· Select the vendor code in the Vendor field.

· Type the amount of the PO in the Amount field.

· Select Open in the Status field. 

· Close the screen.



7.
Large Purchase Orders – Attach to Work File

Table 2: Large Purchase Orders – Attach to Work File 

	Step
	Screen
	Action

	(a)
	(b)
	(c)

	1
	DEMS Menu 
	Select Regional Administration and click the Open button.

	2
	DEMS Administration
	Select Edit Data Tables and click the Open button.

	3
	Edit Data Tables
	Select Work File Table and click the Open Selection button.

	4
	Work Files
	Double click the appropriate Work File. 

	5
	Work File Details
	· Select the Purchase Order from the Purchase Order field.

· Close the screen.



8.
Individual Purchase Order – Add to Project (Enter Liability) and associated Work Requests
Table 3: Individual Purchase Order – Add to Project (Enter Liability) and associated Work Requests
	Step
	Screen
	Action

	1
	DEMS Planning menu 
	· Select Edit Projects. 

· Select Project number nnnn in the Project ID field. (as a filter)

· Click the Open Selection button.

	2
	Project Listing
	Double click the Project ID.

	3
	Project Details 

- Project Detail tab
	(The Liability field is part of the Financial Allocation section on the screen.)
Double click the Liability field on the appropriate line. 

	4
	Liability History
	The Date and the Entered By fields default.

· Select the (PO Number) you added to DEMS in the Purchase Order field.

· Enter the amount of the liability in the Variation field.

· Enter your comments in the Comments field.

· Close the screen.

	5
	Project Details 

- Project Detail tab
	Select the PO Data tab.

	6
	
- PO Data tab
	Details of the Purchase Order you added display. Press <F9> to update details. 
Select the Attached Works tab. Note: this procedure may no longer be required.

	7
	
- Attached Works tab
	Double click the Work Request number in the Request Number field.

	8
	Work Request Details
	· Select the Purchase Order number (same one added with the liability) from the Purchase Order field.

· Close the screen.

· Repeat for all attached Work Requests.

	9
	Project Details 

- Attached Works tab
	You have now added the Purchase Order to the Project and associated Work Request.


9.
Screen Administration menu

	Screen–Administration menu
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10.
Screen – Purchase Orders

	Screen–Purchase Orders
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	Screen–Purchase Orders (Details)
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11.
DEMS Procedure–Adding Liability to a Project

a. Use this procedure to add liability to a Project once the Purchase Order Number has been entered into DEMS.

	Screen–Project Details – Financial Allocations
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	Screen–Liability History

	[image: image6.jpg]& Liab 0 o [=] 3

Date  PurchaseOrder  WBS Varation Vercor  Comments Entered By 4]
26052005 PORBIONT2 S| TRANGO11] 526000000 ASST3 L= inkiel bty Chamua,Ra
e 5 il T

525000000 5







	Screen–Project Details
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12.
PO Data tab

f. Once a Purchase Order has been associated with a project through the entry of a liability, the Purchase Order details are displayed on the PO Data tab.
g. Purchase Orders cannot be added via this screen
	Screen–PO Data tab
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Project Support Officer accesses DEMS Planning module Administration tab. .





Project Support Officer or equivalent creates a Purchase Order on ROMAN





Project Support Officer creates PO record in DEMS using ROMAN PO number





Project Support Officer enters PO details into the Liability Field





Project Support Officer attaches PO number to work request and checks coding is correct.





1. Administration tab





Click on the Administration tab to display the Administration menu.





3. Open Selection





Click on the Open Selection button.





2. Purchase Orders





Select the Purchase Orders item.





4. New Entry





Click the New Entry button on the record navigation bar.





5. Purchase Order Details





Complete these fields:


Enter the new Purchase Order number in the PO Number field.


Enter the Description in the Description field.


Type in the WBS number from ROMAN.


Select the Vendor number from the drop down list in the Vendor field.


Enter the amount of the purchase order in the Amount field.


Select Open in the Status field.


Close the screen.











1. Liability





Double click on the blue figure in the Liability field.





2. Liability details





Complete the following fields:


Select the relevant purchase order in the Purchase Order field. The WBS number is also displayed.


Type in the amount of liability in the Variation field.


Select the Vendor.


Type in a suitable comment describing the liability.





3. Liability





The liability is displayed.








