Advanced Purchasing

Introduction

This process guide provides instruction on the functional steps to manage a Purchase
Requisition (PR) in both Guided Buying and the Expert View of NC eProcurement once its

been created. Please refer to the two Creating Purchase Requisitions guides for detailed
instruction on the creation process.
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Learning Objectives

At the end of this job aid, you will be able to:

/

-@- Understand the NC eProcurement purchasing lifecycle.
NP

-@- Manage requisitions in composing status.

]
_\@’_ Withdraw a requisition in submitted status.
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NC eProcurement Purchasing Lifecycle

a A. In the beginning of the NC eProcurement purchasing lifecycle, a Purchase Requisition
(PR) is created by the requester and has a status of Composing.
B. Once the information for the PR has been entered, it is Submitted for approval.
C. A designated approver(s) reviews the PR. If approval is granted, the PR status changes to
Approved and the PR is sent to the backend financial system for funds checking and
further processing.

If the PR is denied rather than approved, the status changes to Denied.

D. The Purchase Request/Purchase Order must be processed in the specific backend
system used by the EPLite entity. Once complete, the Purchase Order is automatically
transmitted back into NC eProcurement and is electronically transmitted to the
supplier. The purchase order now has a status of Ordered.

Once a PO is created and reaches the status of Ordered, a field on the Summary tab called Order
Confirmation Status will be populated. Vendors have the option to update the buyer on the
status of an order through their Ariba Network account. One of the following four statuses will be
displayed:

* Unconfirmed: This is the initial status for every PO and is very common. Itindicates
that the vendor has not confirmed they have received this PO through their Ariba
Network account. Many vendors choose to receive their POs outside of the Ariba
Network or opt not to provide this confirmation. This does not mean that the vendor
has not received the PO.

Confirmed: The vendor has indicated that they have received this PO through their
Ariba Network account.

Shipped: The vendor has indicated that they have shipped the item(s) to the buyer
through their Ariba Network account. Since itis optional, vendors can ship item(s)
without updating this field via their Ariba Network account.

Rejected: The vendor has indicated that they received the PO but do not wish to fill the
order. If thisis the case, please reach out to the vendor for further discussion.

Managing Purchase Requisitions in Composing Status

e Expert View:

In Expert View a Purchase Request (PR) is created in Composing status once a user clicks the
Requisition link on the Procurement tab or an item(s) has been added to the Shopping Cart on
the Catalog tab regardless of whether or not the user has proceeded to the Checkout page for
the item. If the user clicks the Requisition link while there are still items in the Shopping Cart
from a previous search, those previous items will be pushed out of the Shopping Cart into their
Composing PR, and a new PR will be established into which the user can shop for other items.

A. Click on the ID or Title of the selected PR in the My Documents portlet. The user will see
five options at the top of the PR along with three new tabs besides the Summary tab.

B. Delete: Removes the PR and all of its contents from the system.

C. Copy: Creates a new PR containing the same line items with a default Title of “Copy of
...” The user can make the requisite edits and Submit that order or add to it by clicking
the Continue Shopping button on the Summary Page.

D. Edit: Unlocks the PR for the user to make any changes or additions before ultimately
clicking Submit.
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E.Submit: Sends the PR to be approved by the approval flow. If the PR is notyet ready to be
submitted, error messages will display guiding the user to the fields that need attention.

F. Print: Generates the print summary of the Composing PR.

G. The Orders tab will be empty at this point until the PR is fully approved and has turned
into a Purchase Order.

H. The Receipts tab will be empty at this point until the PR is fully approved and has turned
into a Purchase Order.

I. The History tab will record a summary of major actions throughout the purchasing
lifecycle, such as edits and approvals.

o e Test Site i
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PR11819201 - Sample Expert View PR0O01 Status: Composing

Bl el

Cart Summary
Capital Air Fil 1 $4.48000 USD

Total (1 item) $4.48000 USD

Guided Buying:

There is no formal initiator of a PR in Guided Buying. As soon as the user puts an item in their
Shopping Cart, a PRis created in Composing status, although itis not apparent until the user
either proceeds to the Checkout page or navigates to Expert View, where the PR will be recorded
in the My Documents portal. Once the user clicks Proceed to Checkout, the PR will show up in
both the Recent requests section on the main page as well as on the Your Requests tab of
Guided Buying.

There is no way within Guided Buying to start a new PR while items not intended for that new PR
are already in the Shopping Cart without first taking the existing items to the Checkout page. If
the user adds new items to an existing Shopping Cart, all items will be added to the same PR
once the user proceeds to the Checkout page. The user should click either Delete or Checkout
in the Shopping Cart with the existing items before searching for new items on a new PR, or
navigate to Expert View where this situation can be managed better.

A. Click on the Composing PR within Recent requests or on the Your Requests tab.

B. The Request details page will display with the Approval Flow visible at the top of the
page above Comments, Attachments, and the contents of the PR. The user will have
three options to choose from at the top of the page.

C. Send Request: Sends the PR to be approved by the approval flow. If the PR is not yet
ready to be submitted, error messages will display guiding the user to the fields that
need attention.
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D. Edit: Unlocks the PR for the user to make any changes or additions before ultimately
clicking Submit.

E. Clicking the three dots to the right of Edit will allow the user to either Buy again or Delete.
Buy again will copy the PR, and Delete will remove it from the system.

{ NceprocuremenT | Guided Buying

< Sample Guided Buying PR 001 Total Ordered Excluding Tax and Other Costs $55.68000 LISD
Reguest details / PR11819202
Composing

?
Approval Flow Click on the line to add approvers

Request Eplite Supsrvisar BRUCC Purchasing App... Approved

Comments

Wirite your coam i
Write your comment. Share with supplier

Withdrawing Purchase Requisitions in Submitted Status

e Original requesters can withdraw a Purchase Requisition (PR) in Submitted status to make edits
before itis fully approved. When a PR is withdrawn, the status of the PR changes from
Submitted back to Composing.

Expert View:

A.In Expert View click on the ID or Title of the selected PR in the My Documents portal. The
user will see four options at the top of the PR along with three new tabs besides the
Summary tab.

B. Copy: Creates a new PR containing the same line items with a default Title of “Copy of ...”
The user can make the requisite edits and Submit that order or add to it by clicking the
Continue Shopping button on the Summary Page.

C. Withdraw: Directs the user to the Request Withdrawn page where the user can Edit or
View the PR, or return to the Procurement tab and take action later on the now
Composing PR.

D. Edit: Withdraws the PR and takes the user directly to the Summary tab to make changes.
The status is not shown on the screen, but the PR will now be Composing untilitis re-
submitted.

E. Print: Generates the print summary of the Submitted PR.

NORTH CAROLINA ePROCUREMENT
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PR11819201 - Sample Eﬁwew PROO1 P
I Copy I I Withdraw Edit ] ‘ Print ’

Cart Summary

$4.48000 USD

Total (1 item) $4.48000 USD

Any individuals in the Approval Flow who approved the PR prior to it being withdrawn will be required
to review and approve the modified PR again. Additionally, approval flows may change based on
changes that were made to the PR. This retriggering of the Approval Flow exists in both Guided
Buying and Expert View.

Guided Buying:

A. In Guided Buying Click on the Submitted PR within Recent requests or on the Your
Requests tab.

B. The Request details page will display with the Approval Flow visible at the top of the
page above Comments, Attachments, and the contents of the PR. The user will have
three options to choose from at the top of the page.

C. Withdraw: Directs the user to the Withdraw requisition? pop-up where they can confirm
their withdrawal request by clicking the Withdraw button or leave it in Submitted status
by clicking Cancel. There is space for optional comments if the user would like to
include one with their decision to click Withdraw. The user will be returned to the home
page and the PR will now be in Composing status and can be accessed for editing.

D. Edit: Directs the user to the Edit requisition? pop-up where they can confirm their
withdrawal request by clicking the Edit button or leave it in Submitted status by clicking
Cancel. There is space for optional comments if the user would like to include one with
their decision to click Edit. The user will be taken to the Checkout page for the PR and
can begin editing right away.

E. Clicking the three dots to the right of Edit will allow the user to either Buy again or Delete.
Buy again will copy the PR, and Delete will remove it from the system.

NORTH CAROLINA ePROCUREMENT
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NC ePROCUREMENT  Guided Buying

Sample Guided Buying PR 001 Total Ordered Excluding Tax and Other Costs $55.68000 USD,

<
Request details / PR11819202
Submitted
Approval Flow Click on the line to add approvers
2\ Withdraw requisition? X
(.; After you withdraw the requisition, its status revertsto 'Composing”. @ === sessssssssssssssssss @
Request Approved

Comments

Write your comment | Share with supplier

Fully Approved Purchase Requisitions

a Once the final approver approves a Purchase Requisition (PR), the status of the PR is updated
from Submitted to Approved. At this point, the PR is sent to the backend financial system for
funds checking and further processing.

Expert View:
In Expert View, once that PR comes back as a fully-approved Purchase Order (PO) from the

financial system, the status of that PR will change to Ordered, and the Title will update to be
appended with the Purchase Order (PO) #, which is generated by the entitys financial system.

T — _ .

it a = ® 9 @
HOME PROCUREMENT CATALOG Recent Manage ~~ Create v
Catalog ¥ | Keywords |v :I\ G
Common Actions N To Do N
Create D Date 1 From Status Title Required Action

Requisition

Mo items

My Documents v
Prepackaged Reports D Title Date 4 Status
More ¥ FR11810201 Sample Expert View PRO0L 61222020 Submitted -
¥ FRI11810075 Ad Hoc Test 6/19/2020 Compaosing
Recently Viewed d
¥ PR11812072 EPLitePO004-EPLitsPOD04 6/19/2020 Ordered
PR11819070 E... 2-EPLitePOD02
FR11890047 5. ded Buying PR ¥ PR11818071 EPLitePO003-EPLitsPOD03 6/19/2020 Ordered
EPLitePO00A . 4-EFLitePO004 ¥ PR11812070 EPLitePO00Z-EPLitePO002 6/19/2020 Ordered
PR11819072 E...4-EPLitePO004
¥ PR11210060 EPLitePO00L-EPLitePODOL 6/19/2020 Ordered
EPLitePO001 _..1-EPLiteP0001
B nrecnennen - e . o m o emnon - v
i All W
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A. Clicking on the ID or Title of the Ordered PR in the My Documents portal will display four
options at the top of the PR along with three tabs besides the Summary tab.

B. Copy: Creates a new PR containing the same line items with a default Title of “Copy of ...”
The user can make the requisite edits and Submit that order or add to it by clicking the
Continue Shopping button on the Summary Page.

C. Change: Do NOT click this button. All changes must be made in the entitys financial
system.

D. Cancel: Do NOT click this button. All cancellations must be made in the entitys financial
system.

E. Print: Generates the print summary of the Ordered PR. This willinclude complete cost
information including Tax Amount and Other Costs that were not visible before the
order returned from the financial system as a PO.

F. Near the top of the Summary tab, the GRAND TOTAL AMOUNT INCLUDING TAX AND
OTHER COSTS field will now be populated with the grand total the entity will owe the
vendor. This field was not populated before the order returned from the financial
system as a PO.

G. Further down the Summary page in the Line Items section, the user can click on the
Detail button next to a specific line item to see the Tax Amount and Other Costs
applied to just that line item as those fields were not populated before the order
returned from the financial system as a PO.

nnnnnnnnnn ; .
(S Test Site a = 0 9 @
PR11819069 - EPLitePO001-EPLitePO Status: Ordered
[ Copy l [ Change l [ Cancel Print l
|
Summary Orders Receipts History
Title:  EPLitePO001-EPLitePO001 Cart Summary
BRUCC - Brunzwick Community College
Of  Eplite Requester THOMPSON & LITT... (2) $117.12000 USD
n:  EPLite
Total (2 items) $117.12000 USD

:  (EPLite) Destination

GRAND TOTAL AMOUNT INCLUDING TAX AND O : $125.02560 USD

abelsl  Apply Label..~r L)

Ship To:  Brunswick Community College

Deliver To:  requester

H. Back at the top of the page on the Orders tab, the user will find a link to the PO that can
be accessed by clicking on the Order ID that begins with EP.

I. The Receipts tab can be ignored as receiving is not done within NC eProcurement for
EPLite users.

J. The History tab will record a summary of major actions throughout the purchasing
lifecycle, most notably the date and time the PR went to Ordered status and was sent to
the vendor.
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(BRI e Test Site a = ® 9 @
PR11819069 - EPLitePO001-EPLitePO001 Status: Ordered
[ Copy l [ Change l [ Cancel l I Print l

Summary Orelers Receipts History
Orders (1) =
Order 1D 1 Version Date Creatad Stawms Title Supplier Total
4H
m 1 Fri, 19 Jun, 2020 Ordered EPLitePO001-EPLiteP 0001 THOMPSON & LITTLE, INC. $117.12000 USD

K. Clicking on the PO Order ID will take the user to the PO where they will have the option to
Print at the top of the page.

L. The user will see six tabs on the PO page, starting with the default Summary tab.

M. The Approval Flow tab can be ignored, as all approvals are done at the PR level.

N. The Receipts tab can be ignored as receiving is not done within NC eProcurement for
EPLite users.

0. The user should ignore the Invoices and Payments tabs. They will not be used in NC
eProcurement, but cannot be hidden.

P. The History tab will record a summary of major actions of just the PO, not what occurred
to the PR on the way to becoming the PO.

Q. Near the top of the Summary tab, the GRAND TOTAL AMOUNT INCLUDING TAX AND
OTHER COSTS field will now be populated with the grand total the entity will owe the
vendor. This field was not populated before the order returned from the financial
system as a PO.

R. Further down the Summary tab below the order information and the Line Items and
Payment Terms sections, there is a Conditions of Purchase section that contains a
link to the Terms and Conditions of Purchase that will print on the PO that the vendor
must agree to.

HORTH CABOLINA
e s

Test Site a = @ 9 @
EPLitePO001 - EPLitePO001-EPLitePO001 Status: Ordered

=ce are the details of the request you selected. Depending on its status, you can edit, change, copy, cancel, or submit the request for approval. You may alsa print the details of the request.  Mars

Invoices

Summary

Approval Flow Receipts Payments History

D: Cad

cumen

GRAND TOTAL AMOUNT INCLUDING TAX AND OTHE

My Labels:  apply Label.. v (i)

¥ Line ltems

© BRU
- THI

D:  EPLitePOO01

= Unconfirmed

:  EPLitePOO001-EFLitePO001

Brunswick Community College

N & LITTLE, INC
2

: THOMPSOMN & LITTLE, INC
< Open

: EPLite

: [EPLite) Destination

. EPLitsPDOD1

5: $125.02560 USD
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Guided Buying:

In Guided Buying, the status of the PR is updated from Submitted to Ordered and can be found
in either the Recent requests section or the Your Requests tab. On the Your Requests tab, a
link to the Expert View version of the PO will display in the bottom-left of the PR.

NG ePROCUREMENT Guided Buying

< Your Requests

Requested 6/19/20 Amount 511712000 USD Ordered

PR11819070 ?
EPLitePOQ02-EPLitePO002

Purchase orders: EFLitePC002

Requested 6/19/20 Amount $117.12000 USD

PR11819069
EPLitePOC01-EPLitePO001

Purchase orders: EFLitePCO01

A. In Guided Buying, click on the Ordered PR within Recent requests or on the Your
Requests tab.

B. The Request details page will display, and the user will have three options to choose
from at the top of the page.

C. Change request: Do NOT click this button. All changes must be made in the entitys
financial system.

D. Cancel request: Do NOT click this button. All cancellations must be made in the entitys
financial system.

E. Clicking the three dots to the right of Cancel request will allow the user to either Buy
again which will create a copy of the PR.

F. The PO# will display as a link on the right side of the PR above the line items. This will take
the user to the Expert View version of the PO.

e sPROCUREMENT  Guided Buying n = @&

¢ | EPLitePOOD1-EPLitePOODL [ crange request | [ cancel request | o
Request details ! PR11812069
Ordered
ird
Ship to Charge to Total Ordered Excluding Tax and Other
Costs $117.12000 USD
50 College Road Account Code (1234)- 1 ltem
Supply, NC 28462 Account Code (4321)- 1 ltem
United States
~ Show acvanced options
THOMPSON & LITTLE, INC.
Quantity Price Amount
S 4" Patty Press waxed paper dividers, 5,000 per P ses mE000 USD $55.68000 USD
THOMPSON & LITTLE, INC.
Account Code (1234)
NORTH CAROLINA ePROCUREMENT
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