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Procurement & Sourcing Overview


[bookmark: _Toc209801269][bookmark: _Toc175663213][bookmark: _Toc175665121]This Quick Reference Guide (QRG) helps users understand the Navajo Nation Chart of Accounts, financial dimensions, awards, and how posting works in D365 F&SCM. It also covers key procurement topics such as vendor inquiries, procurement categories, purchasing policies, and the importance of business reasons in the approval workflow process.
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Revision History

	Date 
	Author 
	Comments 

	10/28/2025
	Andrea Garay
	Original draft

	04/22/2026
	Andrea Garay
	Updated Business Reason
· Changed Service Contract to contracts

	05/27/2026
	Andrea Garay
	Updated NN purchasing policies
· Added Reapproval rule for purchase orders (PO requires re-approval if changes are made to Procurement Category, Quantity, Unit Price, Net Amount, or Accounting Distributions).



[bookmark: _Toc230779258]Navajo Nation Chart of Accounts (COA) Structure
[image: The image depicts a comparison chart of account structures for FMIS (Financial Management Information System) and F&SCM (Financial & Supply Chain Management), detailing various account codes and their classifications across different departments, projects, and funds.
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[bookmark: _Toc230779261]How Posting Works in D365 F&SCM
· D365 requires a full account string for every transaction to post to the ledger.
· A full account string = Main Account + Financial Dimensions.
· Where the pieces come from:
· Main Account → comes from the Procurement category.
· Financial Dimensions → usually manually entered.

[bookmark: _Toc230779262]Procurement & Sourcing
· Vendor records are created and maintained in Procurement module and in the Accounts Payable Module.
· The Procurement module is used to manage the relationships of vendors and categories and items. 
· Requisitions will typically be the starting point for a procurement transaction progressing through to the point of the purchase order and the receipt of goods. 
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[bookmark: _Toc230779263]Vendor Information (Inquiry Only)
· Navigate to Procurement and sourcing > Vendors > All vendors
· Vendor record includes:
· Vendor number & name
· Contact information
· Payment terms
· Method of payment
· Bank information
· Vendor Inquiries:
· View Purchase Orders and receipts (outstanding invoices)

[bookmark: _Toc230779264]Procurement Categories
Procurement categories are used to classify goods and services purchased through requisitions and purchase orders. They provide structure for approvals, reporting, and accounting. Inventory Posting Profiles link procurement categories to main accounts.

To view/edit Procurement categories:
1. Navigate to Procurement and sourcing > Procurement categories

[bookmark: _Toc230779265]NN purchasing policies (configured in the system):
· Procurement categories are allowed for all vendors. 
· Category matching policy: Three-way matching
· Reapproval rule for purchase orders (PO requires re-approval if changes are made to Procurement Category, Quantity, Unit Price, Net Amount, or Accounting Distributions).
· Accrue purchase expenses on receipt. 
· Business reason is required.
· Requisition purpose rules
· Approved purchase requisition automatically creates a purchase order. 
[bookmark: _Toc230779266]Business Reason
· The Business Reason provides justification for the purchase and ensures compliance with policy.
· Most importantly, the business reason determines which approval workflow process the requisition follows.
· Without a valid business reason, the requisition cannot be submitted for approval.
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FMIS vs F&SCM Chart of Accounts Structure
FMIS COA Structure (example)

Company Business Unit Object Account Subsidiary

8340 K231014 4130

FHWA-NDOT FY23 PA-RFA N609 Tuba City 23 Office Supplies

10 102002 3250 ‘ ‘
General Fund Chinle Judicial District Lodging

F&SCM COA Structure (example)

Main  Department Award Project  Location  Fund Division
Account (3 chars) (8 chars) (5chars)  (6chars)  (1cha) (3chars)

(4 chars)

6000 | 307 20205011 00000 000000 |2 321

Office. DEPT OF 20205,693JG42330000V600A | Not Project. Not Location External DIVISION OF
Supplies | ROADS z0028 specitic ‘specific Fund TRANSPORTATION
5110 | 171 NNO000010 00000 | 122014 |1 202

Personal JUDICIAL General Fund. Not Project Chinle General Judicial Branch
Travel DISTRICT specific. Fund

Expenses | COURTS
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Main account

Department

Award

Project

Location

Fund

Division

Assets = Txxx

Liabilities = 2x00c
Equities = 3¢
Revenues = 4xxx
Expenses = 5xxx 0 Bxxx

Same as legacy. However, a reclassification was done since not all legacy departments were true departments (programs

Note: Use specific department number when entering transactions.

Value of *000" (non-dept specific) typically used for balance sheet entries or special circumstances.
Awards are the result of Grants from sources that include:

- Federal Govt

- States including NM, AZ, UT along with other sources.

asin Business Units

‘Some Funds (Permanent, Other Govt, Proprietary, Fiduciary & GASB 34)

All'C'and ‘N’ Business Units have been created as Projects.

Note: Use 00000 for non-project specific entries.

Location values were created based on agency, district, and chapter names found in the Department descriptions.
ADDCCC

Derived from Award.
Note: User does not need to specify fund as it wil be automatically determined from the award.

Derived from Department.
Note: User does not need to specify division as it will be automatically determined from the department.
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Award Number Description [
'NN100000 General Fund For Fund 1 (General Fu
70000000 t0 99999999 ©.g. 20205DTFHE9-16-H-00028 For Fund 2 (Special Revenue); formerly BU'S beginning with K

ARIZ0001 t0 ARIZ9999

©.g. ARIZYH4-0008-02

For Arizona awards — Fund 2

'NMEX0007 to NMEX9999

.. NVMEX;ZD9576

For New Mexico awards — Fund 2

UTAHO001 to UTAH9999  e.g. UTAH;UT-230630650 For Utah awards ~ Fund 2
OTHRO001 10 OTHR9999 _ e.g. OTHRTNG 1215202001 For Other awards — Fund 2

NN300000 NN3;Permanent Fund For Fund 3 (Permanent Funds); formerly BU' beginning with 3
NN400000 NNZOther Governmental Funds For Fund 4 (Other Govt Funds); formerly BU beginning with 4
NN500000 N5 Proprietary Funds For Fund 5 (Proprietary Funds); formerly BU' beginning with 5, 6, 8 &9
NN600000 NNG;Fiduciary For Fund 6 (Fiduciary Funds); formerly BUS beginning with 7
NN700000 NN7Sihasin For Fund 7 (Sihasin Funds)

'NN900000 NNI.GASB 34 For Fund 9 (GASB 34 Funds)
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Procure to Pay Process

Vendors

* Creation

« Onboarding/approval

* Methods of payment
1099 Tax

Requisition order Invoice

« Budget control « Prepayments PO Receipts « Approval

« Invoice journals &
imports

Payment

« Check printing
« Check
voids/reversals
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Type

Description

Examples

General Purchases
(Goods/Supplies)

Buying physical goods and materials needed to run
operations.

Office supplies, groceries,
equipment, fuel.

Paying for services provided by an external vendor under

Janitorial contracts, IT services,

Contracts a contract. This includes Leases. consultants, training providers,
Leases.
Passing funds to another entity that helps carry out a Community capital funding,
Subrecipient Agreement program on your behalf. They manage program agencies running federally funded

decisions and compliance.

programs, enterprise allocations.

Direct Payments

Allocations or benefits already approved by council or
law. Not procurement, not a contract, not a subrecipient.

Veterans’ benefits, scholarships,
utilities, housing assistance.
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