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Question Number
	eMACS Questions

	1. 
	Q:	Can default fields be adjusted? For example, we may not want staff to be able to select the “contract never expires” option.

A:	Yes. Some default fields can be adjusted (like time zone as well as the example you provided).

	2. 
	Q:	Can we limit access by Division, not just Department?

A:	This is dependent upon how the structure is set up. It is something the Montana project team is taking into account in this decision. 

	3. 
	Q:	Does the history record who changed what? 

A:	Yes.

	4. 
	Q:	Can we require a certain number of characters in the contract number field?

A:	Yes, Total Contract Manager offers the ability to pad digits (up to nine) to the Contract Number, and it allows the ability to make the Contract Number non-editable. The two configurations could combine to satisfy this requirement. If the contract number is empty, then we are unable to require a certain number of characters. If the number wheel is used then we are able to populate up to a certain number of characters. The final decision on this is dependent upon the overall needs of all agencies and will be made by the project team. 

	5. 
	Q:	Will the contract number be set or can the agency determine the contract number? 

A:	Both. It can be set via the contract numbering wheel which is most likely going to be set per agency. It can also be edited.

	6. 
	Q:	Can the parent/child options be locked down? For example, if we may want the option that the parent must be active during child term.

A:	Yes.

	7. 
	Q:	Can more than one person edit a contract or just the one that set it up? 

A:	Yes, Contract Administrators and Contract Managers can edit contracts.

	8. 
	Q:	 What is PR versus PO?

A:	PR = Purchase Requisition; PO = Purchase Order.

	9.
	Q:	When invoicing, where is the speedchart and account code entered?

A:	This is not determined yet. 

	10.
	Q:	Can pre-approval be added to the process to allow the contract to be started/developed?

A:	Yes. The project team may need more information on this requirement; Contract Request functionality coming in the next release (which will be in before the Montana system goes live) may handle the pre-approval requirement. 

	11.
	Q:	Need clarification on the executed date – the demo made it sound as if the date changes as the contract is amended/updated. Once a contract is executed, it should have a stagnant date or you should be able to put in a specific term. For example, work must start after July 1 and be completed by September 30th. 

A:	The creation of a contract will require a Start Date and End Date, prior to submitting the contract into workflow for approval. For the wet signature process, the application offers the ability to enter a "Fully Executed" date. The "Fully Executed" date does not alter the End Date. In the case of an Amendment, the amendment will create a new record in the application and afford the ability to change the End Date of the amendment record, not the original. (9/3)

	12.
	Q:	Once a contract is executed, will all contracts, from all agencies, be viewable to everyone? 

A:	It depends upon the configuration. Contract visibility depends upon Project affiliation and User permissions. 

	13
	Q:	Will reports pull information from all agencies? For example can you run a report to view all contracts for laundry service, regardless of the agency that administers? Or will it be agency specific?

A:	Report data will depend upon Contract visibility, which depends upon Project affiliation and User permissions. For a User with limited permission and limited Project affiliation, the report data could get constrained to a particular agency.

	14.
	Q:	Will all vendors, set up in SABHRS, be transferred to eMACS? If so, how do you select and add a vendor?

A:	No. The vendor will need to register in eMACS.

	15.
	Q:	Can triggers be setup such as amount and type?

A:	Amount and Type triggers can be accomplished in the workflow; the project team may need more information around this requirement.

	16.
	Q:	Does a contract have to be set up in order place/enter an order? For instance, is this intended to replace all types of POs for orders placed through a multitude of vendors that use of a PO over a contract is preferred.

A:	Further discussion is needed to determine this answer. 

	17.
	Q:	Is there any place to acknowledge receipt of goods/services?

A:	Yes. There are receipt documents. It is a separate document created by the person who would do the receiving of goods i.e. central receiving or end users. The project team is still investigating this functionality. 

	18.
	Q:	Is use of eMACS going to be optional or is DOA mandating all Agencies use it?

A:	It is optional for agency use.

	19.
	Q:	What is the target go live date?

A:	The target go live date of the system is July 2016. This does not mean it will be full go-live for all agencies. 

	20.
	Q:	We need the ability to search, track, and report on PO’s. Is this possible?

A:	Yes, the application will offer the ability to search, track, and report on PO’s. It may be available with standard reporting options. 

	21.
	Q:	There is a need for a bond/insurance to be tied to a contract as it may be specific per contract. Is this possible

A:	Yes, SciQuest can accommodate the need for a bond/insurance to be tied to a contract, but how to handle this will need to be reviewed and defined. 

	22.
	Q:	Can permissions of contracts be defined at the division/bureau level?

A:	TCM uses a combination of Roles and Projects to afford accessibility and visibility to contract records. Using the project-based security model, this should be accommodated.

	23.
	Q:	Does the contract module have a performance tracking mechanism?

A:	The system offers a few standard reports that may satisfy this requirement – Cycle Time Report: Contract Creation to Execution, Workload by Contract Manager, and Expiration/Renewal/Review Date Report.

	24.
	Q:	How will the system protect social security numbers when contracts are with individuals?

A:	PII information is protected through security. 

	25.
	Q:	Will other agencies (such as construction divisions) be utilizing this system?

A:	The system will be made available to all those who would like to use it. 

	26.
	Q:	Will the system be able to point to SABHRS using real data for the following: Updated orgs/funds/subclass/program years, Accruals, Appropriation balances, ORG budgets (where an agency would allocate to a certain org/fund subclass and the system would recognize whether or not the 63000 equipment is available in that funding source)?

A:	We believe, at this time, chart field values from SABHRS will be loaded into the system. The business process for handling accruals, appropriation balances, ORG budges has not been determined.

	27.
	Q:	Does this system automatically assign the contract number?

A:	Yes, but it can be changed.

	28.
	Q:	Is the number wheel set at the project level?

A:	Agencies are able to choose their own numbering wheel based on how the system is configured. It is set at the project level, but each agency has to let the system admin (SPB) set up the numbering wheel based on their request. 

	29.
	Q:	Can a contract that has been created as confidential be changed to normal access at a later date?

A:	Yes.

	30.
	Q:	Are individual departments/divisions under the departments going to be listed in the projects?

A:	Yes.

	31.
	Q:	If a vendor has multiple addresses, can you pick the address when you are creating the contract?

A:	Yes.

	32.
	Q:	Can a contract be created outside of a sourcing even with 2nd party information added?

A:	Yes.

	33.
	Q:	How does auto renew work?

A:	Notifications can be set up to notify users prior to contract renewal date.

	34.
	Q:	When the auto renew process is started is the contract manager notified that this contract is ready to go?

A:	Yes, the application can send “Renewal Date Has Passed” notifications (email and in-application notification). The Contract Manager will need to check the box, on the contract record, in order to receive the notification. The contract manager will be notified via the system if the box checked. Contract manager will need to take action to complete the renewal.

	35.
	Q:	Is there a size limitation to the main document that is uploaded into the contract?

A:	Yes. Maximum upload file size: 50MB.

	36.
	Q:	Are we still creating the actual contract document outside of the system?

A:	eMACS will contain contract templates that can be used inside the system to create contract documents. You have the ability to create the contract document outside of the system and upload it. 

	37.
	Q:	Are roles going to be set up by DOA site administration or by project?

A:	We are currently still working with SciQuest to determine this answer. The goal is to have agencies manage as much as possible in the system as long as security can be maintained. 

	38.
	Q:	With notifications – are they sent by email and are they sent by outlook?

A:	Set at the user level and can notify in the system and also with email.

	39.
	Q:	If changes need to be made based on personnel changes, can this be done and how? 

A:	Yes. These changes can be made by using the Contract Import tool which agency administrators will have access to use. 

	40.
	Q:	Is there a way to have someone view a contract without them being able to make any changes?

A:	Yes. This can be set up by roles.

	41.
	Q:	Does everyone you add to the review section have to review before you can complete the contract? If someone has the document checked out, can you end the review round?

A:	The Contract Manager may “End Round Now” and/or “Skip Reviewer” at any point during the review round. Yes, but any unsaved changes that individual has made would be lost. 

	42.
	Q:	Can you recreate another review round?

A:	Yes, the application affords the ability to create many Review Rounds.

	43.
	Q:	Can you add a comment to the “superceded” contract or do you need to add your comment to the new contract?

A:	Yes, you can add a comment to the Comments area of the “Superceded”, the new “Draft” contract, or both.

	44.
	Q:	If we author the contract in the system and once it reviews and is printed, will it show the history behind the reviews and the signature?

A:	Yes. Contract records maintain a History, which you can export to a CSV. You can also see this in the application. The Review Round and Signature information (eSignature) will remain with the contract record.

	45.
	Q:	Are templates by agency or contract type?

A:	Templates correlate to a Contract Type. The Clause Library functionality affords the ability to correlate a clause to a Contract Type and/or Project.

	46.
	Q:	Can you have different clause libraries?

A:	There is one single Clause Library.

	47.
	Q:	Can you have multiple POs tied to any single contract?

A:	Yes, it is possible. The project team and SciQuest will be determining the best process to use for this. 

	48.
	Q:	Can I create multiple contracts to multiple vendors from one sourcing events?

A:	Yes, you can. You pick and choose which products and services to award to which supplier. So, for example, you can award Supplier ABC the products and Supplier XYZ the services.

	49.
	Q:	What is the capability to have multiple approval processes (by agency, by product, by dollar)?

A:	There is one singular workflow. However, there are rules that can be created based on agency, product and/or dollar.

	50.
	Q:	What is the notification form for contract approvals?

A:	The system can provide in-application notifications and email notifications. Notification preferences can be set up by the user. 

	51.
	Q:	Does each contract approver need access to the system? Does this individual need a license?

A:	Approvers will need to be setup in the system but will have the ability to Approve or Return Contracts Via Email. The State’s Enterprise License covers all users of this system. 

	52.
	Q:	Does this system have the capability to add dollar spend on a manual basis since not all order activity is generated with a PO?

A:	Yes, through non-catalog items and/or Non-PO Vouchers.

	53.
	Q.  Can contracts be set up so that the Contract Manager will receive a renewal reminder 3 months prior to expiration?
A.  Yes. These can be set up through the Notifications tab.

	54.
	Q.  Are you able to select how you would like to receive your notifications?
A.  Yes. You can select how you receive notifications from your profile.	

	55.
	Q.  Can you set which agency/people can use a contract?
A.	Yes. This is done through the eProcurement section.

	56.
	Q.  In order to use the Word App for Contract authoring, do you have to have a certain version of Word?
A.	Yes 2013 is required for the word app.  Contract authoring can be done with other versions of Word, but there are some limitations.

	57.
	Q.  Is there a section that shows the remaining available balance on the contract?
A.	No, there is not a remaining balance screen. This information is available through the Contract data export.
	

	58.
	Q.  If there are historical invoices that were paid using SABHRS, can this data be entered in eMACS?
A.	Yes.

	59.
	Q.  When an invoice is entered into eMACS, will there be a notification sent to the appropriate person in SABHRS that there is an    invoice that needs approval?
A.  There is no notification but it will be sent to the SABHRS worklist.
	

	60.
	Q.  If you have contract invoices that you pay with a PCard, can you pay these through eMACS?
A.  No. You can enter an invoice into the system and then choose your method of payment but you would need to call in your PCard.

	61.
	Q.  Can you go directly to the Contract and see all payments made on the contract?
A.  Yes. This can be viewed through the Budget and Spend tab by viewing all vouchers. You can also use the Advanced Document Search and search by Contract number.
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