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Bulk Fuel PO Creation Instructions 
for LaGov State Agencies 

A. Agency generates a Bulk Fuel Pricing Report for the date of the fuel delivery using the application found at
http://fuel.la.gov. Instructions for using the Bulk Fuel Calculator can be found here.

B. Agency receives invoicing from Contractor and creates a Confirming PO. Base instructions for creating a
Confirming Purchase Order can be found here.

C. Agency will add a line to the PO for the fuel delivered by clicking the Add Line button > selecting the SRM
MDM Internal Catalog option > clicking the Advance Search button > Entering the contract number
provided by the Bulk Fuel Calculator in the Contract ID field > clicking Search.

http://fuel.la.gov/
https://lagoverpsrm.doa.louisiana.gov/irj/portal?NavigationTarget=ROLES%3A%2F%2Fportal_content%2FStateofLA%2FSRM_09%2Fcom.sap.pct.srm.srm70%2Fcom.sap.pct.srm.fl_gp%2Fcom.sap.pct.srm.fl_roles%2Fcom.sap.pct.srm.ro_procurement%2Ffl_strategic_purch%2Ffl_overview%2Fcom.sap.pct.srm.ws_purchasing%2Fcom.sap.pct.srm.core.iv_advancedsearch_old&CurrentWindowId=WID1567086973313&NavMode=10&PrevNavTarget=navurl%3A%2F%2Fe96b0a70e3ff8b83921f9c2448fc20a0https://lagovhelp.doa.louisiana.gov/gm/folder-1.11.43763?mode=EU&primaryCSH=confirming%2Cpo
https://fuel.la.gov/BulkFuelDocs/BulkFuelCalcInstructions.pdf
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D. Agency will select the appropriate line for the fuel type for the order as well as any applicable allowable fees 
> click add to cart > click check out.  
 

 
 

E. Agency will enter the total number of gallons and gross price into the fuel line.  
 
IMPORTANT:  In order to calculate the correct Gross Price to enter on the PO you must take the total 
price per gallon that was generated for the order on the Bulk Fuel Price Report and multiply that 
number by 10,000 (move the decimal 4 places to the right). This is necessary due to SRM preventing the 
entry of a price beyond two decimal places. There is a condition that is pre entered on the MDM line that 
will revert the pricing back to the correct amount. Please see the following example:  
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As you can see in the above example when the pricing is entered the correct unit price will be shown on the PO 
(rounded to the 5th decimal) and the total PO amount will match the Projected Invoice Costs found on the Bulk 
Fuel Pricing Report.  
 
F. If Agency needs to receive fuel into inventory then the Agency will need to manually enter the correct 
Product ID for the fuel type.  
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G. Agency completes all other required Confirming PO information (e.g. accounting, requestor information)
and orders the PO. OSP strongly recommends attaching a copy of the Bulk Fuel Pricing Report for the order to
the PO.

IMPORTANT:  The pricing provided by the Bulk Fuel Calculator is the maximum allowable amount the 
Contractor is allowed to charge for an order. There may be small deviations in pricing that cause the Contractor 
to invoice for less than the amount provided by the Bulk Fuel Calculator. This is acceptable. When this occurs 
Agencies should remember when paying against the PO that they must select the final invoice option in order to 
ensure that the leftover PO amount is liquidated. This will prevent a change order from having to be done.  

If there are any questions regarding the use of the Bulk Fuel Calculator and/or the use of the fuel contracts 
please contact Tuan Nguyen Phone: 225-219-0245 / Email: tuan.nguyen@la.gov.  




