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FMS Latest News                         
From the FMS Functional User Team 

THIRD EDITION APRIL 2011 

Welcome to the third edition of FMS Latest News. This newsletter is brought to you by the FMS 
Functional User Team and is meant to give you the latest and greatest news and information 
about FMS.  The newsletter is published quarterly, and it is distributed to staff that have access to 
create requisitions in FMS iProcurement.   
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SECTION 1: TOP STORY: iRECEIVABLES, A NEW WAY TO MANAGE 
YOUR SCHOOL PINK INVOICES  

FMS is implementing a new module, iReceivables, in April 2011 for MCPS school pink invoices.  
FMS iReceivables gives schools self-service access to their own accounts with real-time balance 
and transaction information. It will allow MCPS customers to pay invoices electronically and to 
submit disputes online.  iReceivables manages payments and ensures data security.  It enables 
customers to initiate and monitor their own transactions when and how they want. 

FMS iReceivables training sessions now are available on MCPS Professional Development 
Online (PDO).  The PDO course # is 53419.  Course dates and times are as follows: 

 Friday, 4/29, 9:00 a.m.–12:00 p.m. in Center for Technology Innovation (CTI) Lab 3 
 Monday, 5/2, 1:00–4:00 p.m. in CTI Lab 4 
 Tuesday, 5/10, 1:00–4:00 p.m. in CTI Lab 2 

SECTION 2: INTERNET PROCUREMENT QUICK NOTES 

Change Requests: 

 Do not make changes/cancellations to an order if there is a Purchase Order (PO) or Sales 
Order number assigned.  Instead, you must communicate PO changes as follows: 

a. Library Materials changes—MPS@mcpsmd.org 
b. Textbooks changes—Textbooks@mcpsmd.org 
c. Warehouse changes—Pam_S_Sier@mcpsmd.org 

https://pdo.mcpsmd.org/ia/render.userLayoutRootNode.uP
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d. All other changes—Procurement@mcpsmd.org 

Procurement Card: 

 The Division of Procurement has established $100 as the minimum requisition order amount 
for non-catalog requests (NCR).  NCR orders submitted that total less than $100 will be 
rejected.  Purchase cards should be used for making small dollar purchases. (NOTE:  This 
does not apply to OfficeMax, warehouse, or items available through the FMS Main General 
Store.) 

SECTION 3: EARLY ORDERING PROCESS 

Early ordering is not for everyone.  In fact, early ordering is often not necessary.  Schools should 
be able to order most products after July 1 for delivery in July or August.  Early ordering applies to 
those goods and services that require long lead times for a supplier to produce and deliver.  Early 
ordering also applies to MCPS warehouse orders.  Contact the Division of Procurement if you are 
unsure if you have an order that may require considerable time for a supplier to deliver. 

FY 2012 early ordering starts May 16th.  Early ordering materials are available in the middle of 
April.  End users may begin signing up through PDO to reserve their date(s) for ordering at CTI or 
at their site starting on April 15, 2011. 

 If ordering at your site, only one staff member will need to register. 
 If ordering at CTI, each staff member must sign up individually through PDO to reserve a time 

and date.   Ordering will be held in Lab 3 between the hours of 8:00 a.m.–4:00 p.m. on 5/18, 
5/24, 5/25, 5/26, 5/31, 6/1, 6/2, 6/7, 6/8, and 6/9. 

Major changes in FY 2012 ordering procedures: 

 The Department of Materials Management no longer will receive WT Cox orders centrally.  
Schools/offices now are responsible for receiving their WT Cox orders in iProcurement once 
subscriptions begin. 

 A standard format has been established for schools to use during early ordering when 
entering the description information on requisitions.  The format for the Description field will be 
fiscal year, subject/department, and general description.  Additional information about the new 
format will be provided at a later date. 

SECTION 4: OUTSTANDING PURCHASE ORDERS AND COMMITMENTS 

Please review outstanding purchase orders for your location.  Some open purchase orders should 
be cancelled because the supplier is not able to satisfy the order, because residual amounts 
remain after an order was paid, or because a school paid the supplier directly without reference to 
the purchase order.  Purchase orders that remain outstanding continue to reserve funds that could 
otherwise be spent by a school/department.  Contact the Division of Procurement to cancel any 
purchase orders that should be closed out. 

SECTION 5: FREQUENTLY ASKED QUESTIONS 

1. Why do I get an FMS notification e-mail every day? 

You will receive an FMS notification e-mail every day if you have open FMS notifications.  The 
proper steps to follow when you receive an FMS notification e-mail are: 

 Log on to FMS and review open notifications in the FMS Notification section. 
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 Click the Full List button to review the open notification list. 

 
 

 Then click the hyperlink under each notification to open/review the details for each 
notification. 

 
 

 Click the appropriate action button provided by FMS for each notification. 

 
 

 After responding to the notification, the same notification will not reappear again in your 
Outlook e-mail account. 
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2. How do I stop FMS from sending notifications to my Outlook account? 

Go to the Preferences link on the FMS home page.  Then select ―Do not send me mail‖ from the 
list of values in the ―Email Style‖ field.  Click the Apply button to update your preference. 

 

 

SECTION 6: TRAINING 

FMS training in April and May will cover the following topics:  

1. FMS: iProcurement for New Users (Course #51566) 
2. FMS iReceivables (Course #53419) 

Please use PDO or Training Schedule section of FMS Web page to register for the trainings. 

ADDITIONAL INFORMATION 

If you have any questions regarding the newsletter, contact us at fmsmaint@mcpsmd.org. 
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