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TRAC - ENHANCE
[PHASE ONE)




SIPP Enhancement Summary

School SIPP Approval Threshold

Reduced from $500 to $250
*  SIPPs greater than $250 will require final approval by the BFSCs

Sales Tax Exemption

DOE tax exemption link added

Automation of the Bidding Form

SIPPs greater than $250

Upload Supporting Documentation

Invoices, receipts, agendas, class rosters, etc. must be uploaded in
order to initiate a SIPP and a TRAC

New Object Codes

New sub object codes for 451,452 and 489

SIPP
ENHANCEMENTS

In response to a New York City

Comptroller SIPP audit, the following

enhancements have been implemented.




Small Item Payment Process (step)

Purchasing / Payments Approval Inquiry Miscellaneous
Payment Options
Vendor Payment

This option will raquirs the user to snter & valid FAMIS vendor number (2 look-up
by name will e provided]. The payment will result in & miscellnaous voucher
(PVM) to the Ciy. Thera willba no tranamizeion to the bank. The name and
addrags of the payee will bs refrieved from the vendor fable.

Craata Vendor Payment

Employee/Parent/Student Rembursement

This option wil require & vald 7-cigt employes raference numbr (3 look-up by
neme wil be provided). The payment wil resuft in & payment request fo Chase
and raimoursement ransaction to the City similar to the cument proces). The
name and address of the payes wil ba retrisved from the employes table.

SIPP - PROCESSING

Select the appropriate payment option




SIPP - PROCESSING
Small Item Payment Process (step) 4 (CONTINUED)

Purchasing / Payments Approval Inquiry Miscellaneous

Enter the Vendor Number

Vendor Information

Click, NEXT

Vendor NLmber:,0|:|

Vandor Name: Attention:
Country: - Telaphons
Address: City:

StatefProvins: -

&




y SIPP - PROCESSING
(CONTINUED)

Small Item Payment Process (stp)

Purchasing / Payments Approval Inquiry Miscellaneous

Enter the following information:

Invaics Information

Invoics numbar/rsmark. m

Invoice Number / Remark, click add
Invoice date
Brief description of items / services purchased

Reason / Justification for Purchases

Invaica Date:

Briaf dascription of itams or services purchasad Reason or justfication for purchase

Click, NEXT

&1




SIPP - PROCESSING
(CONTINUED)

Enter the following Accounting information:

Fiscal Year: 2016

District Code

District Quick Object Location Activity Bal
Code Code Code Code Code alance QUICk Code
| | | Retrieve Balance
Please enter the amount you would like to apply to this accounting inE:5| .00 Ob]eCt Code

Location Code

Activity Code

Click, Retrieve Balance (to ensure there is

sufficient funding for the payment)
Once funding is verified

Click, Add Accounting Line




Accounting Information

Fiscal m
Year:

emove Updat= |N/A |N_f |- |- |- |- |- | |
Total -

The New York City Dapartmant of Education is exempt from paying New York State and local sales tax on its purchases.
Sales tax should not ba included in the total SIPP amount. For more information elick here.

SALES TAX
(NEW FEATURE)

The New York City Department of
Education is exempt from paying
New York State and local sales tax

on their purchases.

Click on the link and provide the

vendor with a tax exemption letter




Bid Vendors

SIPP - BID FORM
(NEW FEATURE)

ABC Vendor
123 Alphabet Street
New York, NY 10001

Bidding will be required for

purchases greater than $250.

Contact: John Doe

The user must enter the two
additional bidding vendors and the

Add Vendor 2 = Add Vendor 3 = . . .
item information.
[tem Details
Unit of
Item Number Description Measure  Quantity
Each v 5 g 5 x
A
Total: $0.00 $0.00 $0.00




Bid Vendors

tem Details

Item Number

Selected Vendor Bid

ABC Vendor
123 Alphabet Street
New York, NY 10001

Contact: John Doe

Add Vendor 2 =

Add FAMIS vendor bid
Add non FAMIS vendor bid

Unit of
Description Measure  Quantity

Add Vendor 3 =

ADDING VENDORS
(NEW FEATURE)

To add additional vendors, users

will choose either:
Add FAMIS vendor bid

or

Add non FAMIS vendor bid




Add FAMIS Vendor Bid

Bid vendor

>:¢E|d vendor one
AAT1234567- 01

Bid vendor two
AATES4321- 01

=

Bid vendor three
BB12345G67- 01

Close ‘ Add selected vendor

ADDING
FAMIS VENDORS
BID
(NEW FEATURE)

The Add FAMIS Vendor Bid option
enables the user to search and choose

from existing FAMIS vendors.
Select the vendor

click the add select vendor button




ADDING
NON FAMIS VENDOR
BID

Add Non FAMIS Vendor Bid (NEW FEATURE)

The user can also add a Non FAMIS

Name Sample Vendor ’ Vendor.
Address 555 Bid Street ‘ Please note:

NY 11201 Adding a Non FAMIS Vendor will not

‘ add the vendor to FAMIS.

Telephone ‘
This is strictly for bidding and

Contact solicitation purposes only.




Bid Vendors

Selected Vent
' o e

Bid Vendor 2
222 Bid Street
New York NY 10001
P- 800-595-0593

Contact: Jane Doe

ABC Vendor
123 Alphabet Street
New York, NY 10001

P- 800-555-3555

Contact: John Doe

@Edit

Bid Vendor 3
333 Bid Street
New York, NY 10001

Aantart lark Fiaa
Contact: Jack Doe

XRemove

EDIT /REMOVE
BID VENDORS
(NEW FEATURE)

Once added, the user can edit or

remove the vendor bid.
Please note:

The edit button will only appear
for Non-FAMIS Vendor bids.




ADDING ITEMS
Bid Vendors (NEW FEATURE)

Users must complete the Item Details section by

ABC Vendor

123  Street entering:

Item number (optional)

Description (required)

GEdit XRemove GEdit XRemove .
Unit of Measure

Bid Vendor 2
222 Bid Street

el

New York, NY 10001

Quantity (required)

Selected Vendor Bid amount (required)

Vendor 2 bid amount (required)

Item Details
Vendor 3 (required)
Unit of
ltem Number Deacription Measure Quantity
paper Each % § | 1000 § 1100 § | 1200 Add item = allows the user to insert another

item row

Total: 5300.00 5330.00 $360.00

Click, next to continue

The amount must equal the amount that was

entered on the accounting information page




Bid Date

The data this bid was obtained. Must be befors the

nvoice date (02/01/2016)

BID DATE
(NEW FEATURE)

After entering the item information, the

user is required to enter the bid date.

Please note:

The bid date must be prior to the
invoice date (slide 5)




Upload Supporting Documents

You must upload supporting documentation

*+ | Add New Supporting Document % Refresh

D Name Size Uploaded File
No records to display.

@ This convenient upload featurs will allow you to attach invoices, class rosters, racsipts, agendas, itineraries, cradit card statsmsnts, bids, stc. and document typss (such
as JPG,JPEG, TIFF, PDF,DOC, DOCX, GIF, . XLS, XLEX). Thess documents will be reviswed by your supsrvisor for appropriatensss of the travel sxpensss. You will still be
expacted to submit original receipts for payment reimbursement purposes.

“Note that maximum file size should be 2. 0MB.

=)

SIPP
DOCUMENTATION
UPLOAD
(NEW FEATURE)

Once the vendor bid form has been
completed, the user must upload the
supporting documentation (invoices,
receipts, agendas, class rosters, etc.) in

order to initiate a SIPP.




’l " Department of TRAC

TRAC
DOCUMENTATION
UPLOAD
(NEW FEATURE)

' Education
Uploading supporting documentation is

also required for DOE employees who

are requesting travel related

Information TRAC- DOCUMENTS

_ reimbursements through the Travel
No Receipts available for this TRAC,

Reimbursement Approval Certification,
TRAC application.

Brovse.., | | Upload

* You must upload supporting documentation



http://schools.nyc.gov/Offices/EnterpriseOperations/ChiefFinancialOfficer/DFO/KeyDocuments/TRAC+Frequently+Asked+Questions.htm

Image Scanner - often abbreviated to just scanner, is a device that
optically scans images, and converts them into a digital image.
Commonly used in offices are variations of the desktop flatbed
scanner where the document is placed on a glass window for scanning
and usually is dedicated to one computer.

A multifunction (MFD) is a device that performs a variety of
functions that would otherwise be carried out by separate devices.As a
rule, 2 multifunction devices can include the following: a) printer, b)
scanner, c) copier and d) fax or some combination of these functions.

can be used for the same purposes as dedicated
scanners,and most Smart Phones also contain a digital camera. The
image taken with the digital camera or smart phone could be transferred
from the device to a computer using a either a wireless network
connection, or a USB cable connection directly plugged into the device
and connected to a PC to physically transfer the images. In addition, the
digital images could also be emailed then retrieved and saved by the email
recipient.

UPLOAD DEVICES

In order to “upload” the mandatory
documentation in support of the
SIPP/TRAC requirements the following
are examples of the device types that can

be used.

Once a digital image of the

documentation is taken, the image must
be saved on a computer drive so that it
can be uploaded to the SIPP and TRAC

applications



https://en.wikipedia.org/wiki/Digital_camera

Upload Supporting Documents Ractart

You mugt upload supporting documentation.

+| Add New Supporting Document % | Refresh

D Name Size Uploaded File

Name:

Upload File | Seled |

VX

Na records to display.
O This convenient upload featurs will allow you to attach invoices, class rostsrs, racsipts, agendas, itineraries, credit card statements, bids, etc. and documsnt types (such
as JPG, JPEG, TIFF, PDF,.DOC,.DOCX,.GIF,. XLS, XLSX). Thess documents will be raviewsd by your supsrvisor for appropriatensss of the travel expenses. You will still be

expactad to submit original recsipts for payment reimbursament purposes.

*Nota that maximum file size should be 2 OMB.

Upload Supporting Documents R

* | Add New Supporting Document

ID Name Size Uploaded File

)

Edit 1 test T04KB DataCenter-2014-AAAG.pdf r“] X
© This convenient upload fsaturs will allow you to attach invoicss, class rosters, recsipts, agendas, itinerariss, credit card statements, bids, stc. and document typss (such
as JPG,JPEG, TIFF,.PDF,.DOC, . DOCX,.GIF,.XLS,. XLSX). These documents will be raviewed by your supervisor for appropriatensss of the traval expensses. You will still be

sxpected to submit original recsipts for payment reimbursement purpozes.

*Note that maximum fils size should be 2.0MB.

HOW TO UPLOAD
SIPP
DOCUMENTATION

Steps
. click,

2.Type the name of the document in

e I =+ b~

3. Click, to choose the
SIPP document to upload

4. click |& to insert the document

5. click,
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Bid Summary

Bid Date: 01/31/2016

Other Bid Vendors

SIPP PROCESSING

Vendor: 2 Vendor: 3
Vendor 1D: Vendor Vendor 1D: Vendor C o N T I N U E D
Vendor namea: bid vendor 2 Vendor nams: Bid Vendor 3
Address: 222 Bid strest Addrsess: 333 Bid Strest
new york , ny 10001 MNew York , NY 10001
Contact: Jans Dos Contact: Jack Dos
Telsphons: 800-555-5555 Telephons: 800-555-5555
Item Details CI ICk’ m
Item Number Description UoM Quantity Awarded Vendor Price Vendor2 Price Vendor3 Price
paper EACH 30 $10.00 $11.00 $12.00
Account Information & Edit Accounting Information @ ICk, OK to initiate the SIPP

Fiscal year: 2016

Are you sure you wish to post this SIPP? Pressing the back button
on the browser during posting could cause serious technical errors

# District Quick Code Object Code Location Code Activity Code Amount (8) . N
1. - ] [ | - () 200 and/or duplicate document pasting.
Total: $300

Select Initiating Department:




Confirmation

Document VP

successfully sent for procsessing.

20

SIPP

INITIATION

FAMIS will notify the SIPP initiator
once the document has been sent

for processing (approval).




() Document: VP?

|‘ Header || Detail || Item Details | Documents | SIPP Bids || Status History || Errors |

[

test

Status: FAMIS Posting Error

7 Refresh

21

VIEW
UPLOADED
SIPP
DOCUMENTS

The SIPP approver can view the
uploaded documents within the

FAMIS document status page




SIPP BIDS SUMMARY

() Document: VP1 ¥

|J Header || Detail || Item Details || Documents | SIPP Bids | Status History || Errors |

SIPP approvers can view the SIPP bid

Selected Vendor Bid: ABC Vendor (ABCO000001 01), Contact: John Doe, 123 Alphabet Strest, New York, NY 10001
Vendor 2: Bid Vendor 2 (AA1234557 01), Contact: Jane Doe, 222 Bid Street, New York, NY 100001 within the FAMIS document status page
Vendor 3: Bid Wendor 3 (BB1234367 01), Contact: Jack Doe, 333 Bid Strest, New York, NY 100001
Item # Description uoM Quantity Selected Vendor Bid Price Vendor 2 Price  Vendor 3 Price
paper EACH 30.00 £10.00 £11.00 £12.00
Total:  $300.00 $330.00 $360.00
Status: FAMIS Posting Error 7 Refresh
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Local Business Meeting & Related Expenditures — Object Code 451 Changes

451F - Food items
451S — Space and facility rentals

451T - Transportation service to and from the meeting as described above,
which exceed the normal commute cost to the primary work site.

451 A —All other activities( For out-of-pocket reimbursement such as
registration fee )

23

45 |
SUB OBJECT
CODES
(NEW)

These new sub-object codes should
be used for recording expenditures
associated with general business
meetings in NYC

(Collapse to 451):




Local Workshop/Conference Expenditures — Object Code 452 Changes

452F - Food items

452S — Space and facility rentals

452T - Transportation service to and from the event as described above,

which exceed the normal commute cost to the primary work site.

452A- All other activities ( For out-of-pocket reimbursement such as
registration fees)
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452
SUB OBJECT
CODES
(NEW)

These new sub-object codes
should be used for recording
expenditures associated with
workshops, conferences and
retreats in NYC

(Collapse to 451):




489

SUB OBJECT
CODES
(NEW)

Parent Involvement — Object Code 489 Changes

These new sub-object codes
489F - Food items should be used for recording
expenditures associated with
489S - Space and facility rentals R ,

activities involving parent
489T - Transportation service to and from the event as described above, participation in programs

including any direct payments to parents for reimbursement of expenses

(Collapse to 400):
489A- All other activities
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