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1. General Information

1.1. Introduction

This manual has been written to help you work with the Training Administration element of Business
World. As several services will be using Business World, this user guide is specific to the area for
which it is written.

You must also be familiar with Microsoft Windows and understand workflow (which is covered in the
E-Learning introduction courses).

1.2.  Conventions in this document:
This manual uses icons to illustrate comments with the following purposes

& Warning

Useful tips

/ Best Practice

Navigate to:
Personnel > Work schedule > Day type master file
[***] Key from the PC keyboard e.g. Press [Tab]
This User Guide covers:

e Creating requisitions

¢ Requisition workflow

e Purchase orders

¢ Receipting purchase orders

e Requesting new suppliers

This is Level 3, linked to Level 1 and 2

© 2019 Embridge Consulting (UK) Ltd

Version 0.2
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2. Overview

2.1. Requisitions

In Business World (BW), when you want to place an order with a Supplier, you create what is known
as a Requisition. In a requisition you must specify what Cost Centre you are ordering for, what
product you are ordering, from what supplier and at what price. In certain circumstances you may
need to enter more information than that. An example of this would be where you are ordering
maintenance works against a council asset (building, park, etc.) where the specific works and
location must be entered. Requisition numbers are automatically generated, have eight digits and
begin with 1. The resulting Purchase Order numbers are also automatically generated, have eight
digits and begin with 2.

You can order from more than one supplier and for more than one Cost Centre within a single
requisition though it is recommended you keep it simple for reasons that will be made clear in a later
section.

2.2. Financial Approvals
When you save and submit a requisition, BW does a validation check before sending it to the
appropriate Cost Centre approver. Depending on the overall value of the requisition it will go to one
approver according to the table shown below.

Purchasing Approval Authorisation Levels | Financial Approval Level Values (£)
Level 1 £0 - £5,000

Level 2 £5,000.01 - £30,000

Level 3 £30,000.01 - £100,000

Level 4 £100,000.01 - £500,000

Level 5 £500,000.01- £21,000,000

Level 6 >£21,000,000

A requisition with a value between £30,000 and £100,000.01 will go direct to the Level 3 approver,
bypassing Levels 1 and 2. The same rule applies for all levels of approval.

You will also have to follow the council’s rules regarding obtaining quotes or having to go out to
tender before you place an order.

PO Value Quotes and Exemptions

< 5k Verbal quotation required

5K to 50k Three written quotations required

5K to 50k Exemption obtained

> 50k Tender Process

> 50k External Framework

> 50k Exemption obtained

> 50Kk Exempt Contract under Procurement Regulations

Where there is a contract in place, specific suppliers must be used, for example, stationery must be
purchased from Banner.

Where there are preferred suppliers, if another supplier is selected the requisition will be workflowed
to Procurement for approval before going for financial approval.

2.3.  Technical Approvals

© 2019 Embridge Consulting (UK) Ltd
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There are certain products, IT equipment and furniture, that will also require technical approval
before a requisition goes for financial approval.

2.4. Conversion to Purchase Order

Once a requisition is fully approved it is converted into a Purchase Order and sent to the supplier via
email providing a valid email address is held in the Supplier Master file.

When a requisition has been approved it becomes a commitment in the system and the value is
logged against the budget for the appropriate cost centre.

If any of the requisition lines have a zero value, you will receive a Task in BW requesting you to add
a price and resubmit the requisition.

A requisition will only become a Purchase Order when all lines of the requisition are
approved and by all the required approvers. A multi supplier requisition will create a
separate PO for each supplier but, if one product is rejected or one cost centre
approver has not yet approved it, NO POs will be generated.

2.5. Funds Checking

When you save a requisition, the system will do a Funds Check. This will warn you if the requisition
is likely to exceed 90% of the budget held for the Cost Centre. You can choose to abandon the
requisition at this point or ignore the warning. It may be that the budget has not yet been loaded or
that additional budget will be loaded. The approver will also get the same warning, which again can
be ignored.

2.6. Attachments

You can add attachments to a requisition — for example a detailed specification for some
maintenance work. Attachments can be added to individual lines or at the header level. At line level,
the attachment will always go to the supplier. When you attach a document to a line it will always be
sent to the supplier with the PO. When you attach a document at the header level, there are two
options available:

e Requisition — Internal Documents. This is a document that is only attached to the
Requisition and will only be seen by internal personnel.

¢ Requisition — PO Attachments. This is a document that will be sent to the supplier with the
PO.

2.7.  Suppliers
You can only create a requisition for a supplier that is registered in the BW Supplier Master file. For
new suppliers, a New Supplier request must be completed, submitted and approved before the
requisition can be created.

2.8. Products

You can only order products that are registered in the BW Product Master file. If you want to order a
new product that is not in the Product Master file, you can request it is added using the Purchase
Product Request Form in BW.

Many products have both a Quantity based option and a Value based option. Value based products
are normally used for ordering things like services, such as annual maintenance contracts where
you are invoiced monthly or consultancy where you are invoiced on milestone completions, these
are known as Call Off orders. You should not mix Value based and Quantity based products on a
single order.

© 2019 Embridge Consulting (UK) Ltd
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You should always add an additional requisition line for the Delivery charge where it
@ is not included in the base price. This charge should be against the same code as
the product used and not against a Postage product.

2.9. Purchase Orders

Purchase Orders are automatically generated by BW when a requisition is fully approved. If the
supplier has an email address recorded, it will then be emailed to the supplier in question. If there is
no email address on the supplier record, the requisitioner will be sent a task to post the PO. At this
point it becomes a contract with the supplier ensuring they conform to the Council’s terms and
conditions.

2.10. Goods Receipts

Before a supplier can be paid the PO must be receipted in BW by recording a Goods Receipt. BW
will accept partial receipting to reflect a partial delivery but will not accept over receipting.

2.11. Supplier Invoices

When the supplier invoice is received, the requisitioner will scan it to the Proactis email inbox.
Where Proactis can read the invoice, it will be registered against the PO. AP will then sense check it
and approve it. Suppliers have been told that an incoming invoice must have a Purchase Order
number. Where there is no Purchase Order the suppliers will be told that the invoice will not be paid.

2.12. 3-Way Match

For an invoice payment to be made the 3-way matching process takes place.

v v v
v <v
v <v

< is equal to or less than. Less than allows for partial receipting and partial invoicing when deliveries
and invoices are scheduled or simply incomplete.

Mismatches may occur where there are differences in values or when an invoice is registered before
the GRN. Where there is a missing GRN, requisitioner will receive a task to take corrective action.
Where there is a value mismatch, the approver will be sent a task to Approve or Reject the
additional payment. This may also involve amending the PO.

There is a permissible tolerance for supplier invoices of 2.5% or £25, whichever is
@ the lower figure.

2.13. No PO No Pay

There is a policy of 'No PO, no pay' in place. Suppliers will be told that PO Numbers must be
included on all invoices. For invoices without a PO number, payments are likely to be delayed. This
ensures that the BW is used for all ordering and that they are properly authorised by the correct
budget holders.

© 2019 Embridge Consulting (UK) Ltd
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There will be some exceptions to the 'No PO, no pay' policy where purchase orders are not standard
practice. Examples of exceptions are:

e Utility bills — These will be matched centrally by the Payables team

e Business rates — These will be matched centrally by the Payables team

2.14. Requisition Workflow

-<

i @ originator

No Approvers
Approved
System
vy Yes ‘ Department

PO Created

I

PO Emailed to Supplier

|

3-Way
Mismatch

Financial approval level will be
driven by the value of the
requisitions

The above represents a simplified workflow diagram of the Purchase to Pay process.

2.15. User Routing and Actions

The table below shows what happens in the requisitioning process in specific circumstances.

SCO01 Shropshire Council Entity (Non Schools)
Cost Centres 10000-49999 and 60000-79999
If the Product has a Preferred If the user wishes to use a different supplier to the preferred
Supplier and the user places a | one the Requisition will be routed to the Procurement Team
Requisition against this to Approve / Reject before going to the Budget Approver
product

© 2019 Embridge Consulting (UK) Ltd
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If the Product has a Technical
Approval and the user places a
Requisition against this
product

If the user selects a product with Technical Approval the
requisition will be routed to the Technical Approval to
Approve / Reject before going to the Budget Approver

Supplier Creation

If the user creates a supplier they will include a Y in the
Visible to Council Staff Relation and this will be routed to
Procurement to Approve / Reject the Supplier Creation before
going to the Payments Team to Approve / Reject

Supplier Visibility

User will only be able to see and use Suppliers that have the
Y in the Visible to Council Staff Relation selected

Product Visibility

User will only be able to see and use Products that have the
Y in the Product Visible to Council Staff Relation selected

Supplier Invoices

Invoices scanned through Proactis without a Purchase Order
will be coded by the Council's Payments Team and the
directed to the relevant Approver to authorise

Purchase Invoices

Invoices scanned through Proactis with a Purchase Order
that have a discrepancy (such as a price mismatch) will be
resolved by the Council's Payments Team

CIS

CIS Invoices received in relation to CIS orders will be
resolved by the Council's Payments Team

© 2019 Embridge Consulting (UK) Ltd

Version 0.2
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When you log on Business World Web you will ‘land’ on the Employee Home Page.

4

uUniT. usiness W | v o S re Co 1 SC-PBROWN AB v ™ | Search(Alt=q)
Open Main Menu T
[+ ?
. Global Toolbar Page Toolbar el 0 Jd
enu
Start pages Your employment e
Your employment
[ Expenses % Organisation Chart
Eorme @ Line Manager Structure
& Timesheets
me and exp [ Absences FaVOUT'IteS
Content Pane
[ Communities Pane
Personnel
Maln Your employment Your development
Menu matior ® Course catalogue Recently used
& Reguired courses ¥ Custom widgsts
ubstitut & Evaluation form
nformation pag & Competences Recently
Q Competence information
Comen Used Pane
bsences
Rep
& Incident Form

¢ Open Main Menu — opens the main menu from any page you are working in

e Main Menu — opens navigation options for the module selected

o Content Pane — is where the contents specific pages are opened and worked in

o Favourites Pane — contains shortcuts to any page you add to it

¢ Recently Used Pane - contains shortcuts to recently opened and closed pages

3.2.  Global Toolbar
The Global Toolbar is visible from everywhere in BW.
Favourites Legal Entity Alerts Collaboration
* 9 ~  Shropshire Counc 1 SC-lonesi i 4 dﬂ Search (Alt+q) 1

T

?

f

T

Recently Used

User & Logout

Tasks

Menu Search

o Favourites — opens the list of favourite shortcuts

o Recently Used - opens the list of recently used pages

e Legal Entity — displays the organisation you are logged in to

© 2019 Embrid
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e User & Logout — displays your user name and the drop-down contains options, including
Logout

o Alerts —is where your alerts are accessed from. A white number on an orange background
indicates how many alerts you have

e Tasks - is where your tasks are accessed from. A white number on an orange background
indicates how many alerts you have

o Collaboration — is a messaging function for BW users that allows you to add screenshots
and BW links

e Menu Search — allows you to search for, then open screens

3.3. Page Toolbar

The Page Toolbar icons will change to reflect the open screen.

Split Screen Knowly Favourites

|
\ o

M| [2][2] @] [2]
? i

Attachments Context Sensitive Help

e Split Screen — allows two screens to be open at the same time

e Attachments — allows files to be added to records

¢ Knowly —is a means of sharing knowledge with other users or recording notes for yourself
o Favourites — opens the list of favourite shortcuts

o Context Sensitive Help — opens help for the screen that is active

3.4. Screen Tabs

It is possible to have multiple screens opened in BW and each will open in its own tab.

uniT iness W

| = || Requisitions - standard xl | Workflow enquiry - Requisitions x | |3urc-1ase order x

Menu

Click on a screen tab to make it the active screen or click on its cross to close it.

3.5. Alerts

An Alert provides information that may be useful to you. They do not require actioning to progress
anything, but they may be related to an action or triggered by an action which has taken place in a
Workflow. An example would when a competence is added, you will receive an alert to tell you
which competence has been added.

If you have any Alerts, a number will appear telling you how many.

© 2019 Embridge Consulting (UK) Ltd
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Shropshire Council- Training ~ L' DBlack 'EJ Wy | Seorch (Altvg)

Alerts —|[.il—‘ rrczrt [

H Competence Added 4
Irtall Agent

I (e |

1. Click Alerts

2. Click a specific alert to see more details

Competence Added

Dea Black, David

Alert to the resource when a comptence is added

‘Resource ID” Name ”Compelence T}'pE”Cnmpetency”Leveﬂ
200162 Black, David [HEALTH [EE0015 | |

Kind regards
HR Department
This is an automatic alert generated by BW system, please do not answer this e-mail.

Please consider the environment before printing this e-mail.

AUl Delete alert

When you have read the information you can:
e Close the popup window using the cross. This will keep the alert in the list
e Click Archive alert, to send the alert to the archive

e Click Delete alert

3.6. Tasks

3.6.1 Overview

Workflow Tasks are generated by BW according to a set of rules which are:

e Specific to each type of transaction

e Specific to each approval level

The Workflow Tasks ensure that:

e The correct person or team is notified of an action requirement.
o Alink is provided to open the record requiring action

e The relevant action options are available

© 2019 Embridge Consulting (UK) Ltd

Version 0.2



_ _ Embridge
Shropshire Council Consulting
NaV|gat|On Driving value from your

business systems

The example below is for a Rejected Requisition task.

1. Click Tasks

Shropshire Council ~ 4§ SC-llones1 ~ M| B |"™E) | Search(Alt+q) Q

X

Your tasks @ Group by ¥

Price Required Co: SC OrderNo: 10000577

Rejected Requisition Co: SC OrderNo: 10000579

Go to Task management

You can click an individual line to open a specific task or you can click Go to Task management to
open the task manager with all tasks available.

3.6.2 Action a Specific Task

1. Click the required task

Requisition technical approval

Requisition details

Requisition information # Workflow log (row 1)
Resource Jones, Jenny Requisition number 10000579 13/12/2018 12:27 Zoe Marsh (200356) - Rejected - "Please increase the quantity to 3"
Updated 11/12/2018 11/12/2018 15:01 Jenny Jones (200439) - Redistributed

11/12/2018 15:01 Jenny Jones (200439) - Resubmit
11/12/2018 13:40 Jenny Jones (200439) - Distributed

(Enter a comment)

A Workflow log (row 1)

13/12/2018 12:27 Zoe Marsh (200356) J Rejected - F‘Icase increase the quantity to 3' I
11/12/2018 15:01 Jenny Jones (200439
n 11/12/2018 15:01 Jenny Jones (200439) - P\ESdme[ Delivery date Quantity | Currency Price Curr. amou...

/ ¢ ;
11/12/2018 13:40 Jenny Jones (200439) - Distributed b/2018 — so0llcer 10500 315.00

5
No Longer Required | Resubmit I‘ Advanced mode |H Clear H Open ‘H Workflow user log H Log book H Export H Funds check ‘ Funds check results
4

2. Read the Workflow Log. Rejected requisitions must always have a reason entered:
¢ Click No Longer Required if the requisition, or product line, is to be cancelled or
e Enter the changes and click Resubmit
The Success popup will open.
3. Click OK

The number of outstanding Tasks is reduced.

Shropshire Council ~ 4 SC-llones1 + B | B | search (Al=q) Q|

3.6.3 Action a Task from the Task Manager

1. Click Tasks

© 2019 Embridge Consulting (UK) Ltd 10
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Shropshire Council ~ $ SC-llones1 v M| B |™E) | Search (Alt+q) Q,

X
Your tasks @ Group by ¥

Price Required Co: SC OrderMNo: 10000577
Rejected Requisition Co: SC OrderNo: 10000579

Go to Task management |

N

Click Go to Task management

w

Select the Task type — in this case Rejected Requisition
Click the required task

»

= Task management x
D)
Search for tasks al ¢ =l (2]
a nical approval
@ | Taskdescript
3 | Taskdescristion
é Client: SC, Workflow step: Rejected Requisition,

Process name: Requisitioning, Co: SC, Orderho:
10000579

mation 2 Workflow log (row 1)

Client: SC, Workflow step: Price Required, Process
name: Requisitioning, Co: SC, OrderNo: 10000577 Jenny  Requisition number 10000579 13/12/2018 12:27 Zoe Marsh (200356) - Rejected - "Please
/2018 increase the quantity to 3"
[ 11/12/2018 1501 Jenny Jones (200439) - Redistributed
11/12/2018 15:01 Jenny Jones (200439) - Resubmit
1171272018 13:40 Jenny Jones (200439) - Distributed

Today

(Enter a comment)

Copy

us Funds check Product Product des. Unit Supplier Respensible Delivery date Quantity = Curency = Price | Curr.amou..

31500
A25005-100 +eu | Fire Safety E| |[EA ~ | |1003600 we - [111/12/2018 mﬁp 105.00 E‘

I‘ Resubmit I| Advanced mode ‘H Clear H Open ‘H Workflow user log || Log book H Export H Funds check Funds check results
«

quired ‘ Overdue | | Tomorrow ‘

»
4

b

o

Read the Workflow Log. Rejected requisitions must always have a reason entered:
e Click No Longer Required if the requisition, or product line, is to be cancelled or
¢ Enter the changes and click Resubmit

The Success popup will open.
6. Click OK

The number of outstanding Tasks is reduced.

Shropshire Council ~ 4 SC-llonesi ~ B | P Search (Alt+q)

3.7.  Favourites
Favourites is a means of creating shortcuts to the screens you use most often.

3.7.1 Add to Favourites

1. Navigate to the required screen

© 2019 Embridge Consulting (UK) Ltd
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UNIT4 Business World On! ¥ ~ @ v Shropshire Council- Training ~ & trainer0l ~ Q& ./ ™ | Search (Alt+g) by
i= Purchasing x Absences x  Competences x
seiEh
Competences
Name
01, Trainer =

IO04RR

2. Click Mark as favourite

ml[2][e] & [?]

The icon will become blue. Clicking it again will remove it from the favourites list.

3.7.2 View Favourites

Favourites can be accessed from the Home Page in two places.

¥ v] 9 v Shropshire Council- Training v 4 trainer0l v M/ "™ | Search(Alt+q) Q

F Purchasing
[ Absences

Competences

9
Your employment | Favourites @ |

= Purchasing

[ Organisation Chart
[ Absences
¢ Line Manager Structure Ec ;

ompetences

e The Favourites icon on the Global Toolbar produces a popup list of screen shortcuts
e The Favourites pane contains the same list of screen shortcuts
1. Click any of the links listed to open them

3.7.3 Remove from Favourites

1. Open the screen to be removed from Favourites

UNIT4 Business World On! W+ @ v~ Shropshire Council- Training ~ 4 trainer01 v L/ ™ | Search(Alt+q)

is Competences x
)

Competences
Name

01, Trainer =
200466

2. Click the blue Remove from favourites icon

© 2019 Embridge Consulting (UK) Ltd 12
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¥ - I‘D v Shropshire Council- Training v~ 4 trainer01 v M ™y | Search (Alt+q) Q
' Purchasing

7 Absences

S/m/E(?]

Favourites ? |

Your employment
= Purchasing
% Organisation Chart

[ Absences

9 Line Manager Structure

In this example the Competences screen has been removed from Favourites.

3.1. Recently Used

The Recently used pane is a list of shortcuts to the 20 most recently opened screens, whether or
not they are in the Favourites pane.

UNIT4 Business World On! W -~ @ v Shropshire Council- Training 4 trainer01 v & / ™ | Search (Alt+q) Q

fsijuf © il

Menu

|:| Customer information Sales orders

Favourites (2!

& Purchasing

Your employment Customer Sales orders

@ @
4 Absences
¢ Customer group &l simple sales orders
Forms ¢ Maintenance of open items &l Mass sales orders
[d Workflow enquiry - Open items Mass sales order processing
Time and expenses @ workflow user log - Open items El Free-text orders
[a Workflow enquiry - Customer R Sales order confirmation
Personnel B = .
Statement of accounts o Workflow enquiry - Sales orders
B Ay Recently used
9 Payment recipient e Workflow user log - Sales orders
v . < 9 E Training needs
Procurement @ p ' ‘ O Credi
ayment plan template redit notes
v P P & Sales orders
&l Workflow enquiry - Credit notes
UK Products 4 Purchasing
@l Workflow user log - Credit notes
g & Competences
Copy invoice
Customers and sales Y [ Absences
Reports Free-text invoicing & Requisitions - standard
-

Each new screen that is opened is automatically added to the Recently used pane.

© 2019 Embridge Consulting (UK) Ltd
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3.2.  Split View

The Split View function allows you to have two screens open at the same time.

3.2.1 Open Two Screens

uUniT Jusiness World On! W ~ ¢ ~ Shropshire Council- Training ~ 4L trainer0l ~ M/ ™ | Search (Alt+g) Q

is I Purchasing 1

) [ 3 0 Jid
Purchasing -
New request @
Q Find products ‘ Purchase request @g Banner Punchout
Requisitions @
Find purchases by order number, name or supplier .
' Draft G In progress 4 Sent J Confirmed
[a) [a) [a) [a)
1. Open the first screen that you want, Purchasing in this example
2. Click View screen
The Menu is now open to the right of the selected screen and the split view icon is blue.
UNITZ Business World On! W ~ 4 v Shropshire Council- Training ~ L trainer0l ~ M ./ " | Search(Alt+g) =Y
is IPurchasing J(I
CIm(~[9/=?] <[mlE
Purchasing - Menu
New request @ - Start page = Favourites (7
Q Find products £ Purchasing
Your employment B Purct n Absences
Forms Ij Expe
i Purchase request 2 Time
Time and expenses
E)ll Abse
Gg Banner Punchout FEERNE 2 com Recently used
[ Purchasing =
Procurement Your em
¥ Expenses
Requisitions (7 - m
3. Select the next screen to be opened from the menu, Expenses in this example.
UNIT4 Business World On! ¥ v O v Shropshire Council- Training ~ L trainer0l v M o " | Search(All+g) L
is IPurchasing xI is I Expenses J
ol [+ (@ (2] [ e
Purchasing -
New request @
Expenses
Q Find products New expense claim (7
@ Expenses
Both the Purchasing and Expenses screens are open at the same time.
© 2019 Embridge Consulting (UK) Ltd 14
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1. Click View screen

Embridge ,4
Consulting

Driving value from your
business systems

UNIT4 Business World On!

i= II—’uu‘.Imsung; xII Expenses x I

W~ O +~ Shropshire Council- Training ~ L trainerdl ~ A » ™y Search (Alt+g) 2,

Expenses
New expense claim 7

@ Expenses

m[e][][?]

A single is open but there are now two Screen tabs available.

© 2019 Embridge Consulting (UK) Ltd
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4. Raising Requisitions

4.1. Non-Catalogue Requisitions

UNIT4 Business World On
is Purchasing x
Menu
= Start pages
Your employment 0 Purchasing

To raise a non-catalogue requisition:

1. Navigate to Your Employment - Purchasing

After you click on the Purchasing Button, you can click on the Purchase Request Button to begin the
Requisitioning Process.

Purchasing
New request ?
q Find products . Purchase request Gg Banner Punchout
\ Click here to start off the
Requisitions 2 Requisitioning Process
Find purchases by order number, name or supplier -

‘ Draft 8 In progress 4 Sent N J Confirmed

0 2 2 0

J Received '

This will show any This will show any
requisitions you have created requisitions of yours that
that are awaiting approval by have been generated into

0 the authoriser Purchase Orders

© 2019 Embridge Consulting (UK) Ltd 16
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Next, you can click on the Settings Button.

= Purchasing x  Purchase request x

|I| Purchasing » Purchase request @

Purchase request

On behalf of Requisitioner * ‘ - Purchase request name | Add a name to this purchase request E
Your Delivery Address will be defaulted

Add delivery group |2 here but you can select another address Delivery date 17/03/2019 E | Apply to selection | | Apply to all ‘ | Settings | i

from the drop down menu /'

| Di donato, Thomas (Delivery) v’ | Abbey Foregate Shrewsbury Shropshire SY2 ND Your Next Step is to click on the Settings -

Button

Delivery description Delivery attention Delivery information

After you click on the Settings Button, the following options will appear

Your can press "space’ in
this cell and select SUPP if
you want the order to be

Your can press 'space’ in
this cell and PLEASE
ENSURE you click STAN

You can type in the

Supplier ID you wish to use
or start to type in the
Supplier Name to select
the right ID

Your Cost Centre will
default in here but you can
change this if required

1
Settings l

Supplier

!

Default cost categories

emailed to the Supplier
once apprvoed or USER if
you want the order to be
emailed to yourself once

approved
']

‘

each time. If you click
COMF the Order may not
be created. This option will
be removed/defaulted . . .
shortly after we go live
with the system

Penod *

201808

External reference

You can click Close

once you have
completed the other
fields in this section

Cost centre "

Commssioning - Reside.. see

Purchase Order Delivery Type®

Purchase Order Type "

Frocurement Govermance

Contract Reference

Price Suppressed on Reg/PO "

LT

|

Your can press 'space’ in
this cell and select the
relevant Procurement step
taken

If you have a contract
reference for the
goods/service you are
purchasing, you can press
'space’ a select from the
available options.
Otherwise you can leave
this section blank

You can press 'space’ in
this cell and select M if you
don't want the price to be
hidden on the order that
the supplier will receive or
select ¥ if you would like
the price to be hidden

Your next step is to click on the Add Product button and begin to enter your product details.

You can start to type in your Product ID or Product Name if you know it. If you are unsure of the
Product Code you need to use, you can review the Product Masterfile list attached to your intranet
guidance.

Please Note: The majority of products are generic and so the person who places the order will have
to add the additional product detail in the product text section when placing a requisition so that
this appears on the order that the supplier receives.

© 2019 Embridge Consulting (UK) Ltd 17
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In the example below, I have selected a Clothing and Uniforms Product and then entered the
quantity and price.

= Purchasing x  Purchase request x

[4] Purchasing > Purchase request @

Purchase request

On behalf of Requisitioner* | Di donato, Thomas - Purchase request name | Add a name to this purchase request =i

Add delivery group | Deliverydate | 17/03/2019 | apply toselection || Applytoat | | Settings |

Delivery to
Delivery contact* Delivery address .
Di donato, Thomas (Delivery) - Abbey Foregate Shrewsbury Shropshire SY2 8ND <
Product Product description Supplier Delivery dats Quantity | Unit Price  Currency Currency amo... Funds check
AA42000-101  =ss || Clothing & Uniforms - Employees | Bishop S... === | 17/03/2.. 1-5-|EA - 100.00 | GEP 10000 N
1000142

Add product Delete product Copy product Move selection here Total amount:  GBP 100.00

After entering these details you can then click on the magnifying glass icon.

s Purchasing x  Purchase request X

4| Purchasing » Purchase request M| |2} Q1HDINI?

Purchase request

On behalf of Requisitioner*  Di donato, Thomas - Purchase request name = Add 8 name 10 this purchase request =i
Add delvery group |7 Settings

Your can then click on the magnifying glass icon to add the
Delivery to additional Product Detail and check that the correct Cost
Delivery addreas Centre, Account Code (Subjective), Tax Code has been used

¥
D: donato, Thomas (Delivery) . Abbey Foregate Shrewsbury Shop
Product Product descriptior Supplier Delivery date T Y o e g

A42000-101 |see | Clothng & Undorms - Employees | Bahop S_ |ees | 17/03/2_ | 1{-24EA - 100.00 | GBP 100.00 @ | &

Delivery contact *

Add product Delete product Copy product Move selection here Total amount:  GBP 100.00

Product: A42000-101 - Clothing & Uniforms - Employees

Cost categories Product text
Cost centre Legal entity Tax code Percentage Amount Funds= check
*| Clothin.. |s=e= || Commissi... [=e= || Shropshir.. [=ss || VAT Purc... |=ss 100 : 100.00
A42000 10000 SCo1 P1

If you are happy with the Cose Centre, Account Code (Subjective) and
Tax Details you can then click on the Product Teaxt Box to add your
additional product details requirement

© 2019 Embridge Consulting (UK) Ltd
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After you have entered your additional Product Details you can then click on the Done button.

Product: A42000-101 - Clothing & Uniforms - Employees
Cost categories Product text

High Visibility Reflective Jacket
Size Medium
Item Code COFROOOLL

m Apply cost categories to all lines &

The final step is to click on the ‘Send For Approval’ Button if you are happy with your requisition. 7o
note, if you wanted to add an additional product you would just click on the Add Product button
again. If you wanted to order an product for a different delivery address you can click on the Add
Delivery Group button

After you have clicked on the Send For Approval Button a notification will appear stating that that

your requisition has been created
Send for approval

@ Success

Your purchase reqguest is now sent for approval with transaction number
10000547,

© 2019 Embridge Consulting (UK) Ltd
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This requisition will then be workflowed to the authoriser of the Cost Centre that was included in the
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requisition. Once the authoriser approves this requisition it will then be automatically generated into
a purchase order and sent to the supplier. An example of the order template that the supplier will

receive is included below:

(swpltr A [ Deliver To / Exscute Work At v,v S} - } .
Bishop Sparts & Leisure Limited Abbey Forogata gy Ot ODS e
Test Road Shrwwebury IUI Council

Shropshire - -
Test SY2 GND
Shirehall,
\ Sepplme Code 1000000 y, \ Abtayvy Foregate
VAT Mo G 82D 474 T2
I "1 ' F
Encuices To invoice and Payment PURCHASE ORDER
T
Contact Delails: Thomas DN donalo m—l‘lﬂr\dmdﬂmpﬁmb Mo: 1
Ted 1234 S67894 Aarnatively you can send & pape copy of Fmase guots his rmdies in Gl CorTe st
Emad erplesifshropshing gov.uk Yol iroice 10 the delvvery address sbove Purchass Order Date ©:  17,/03/2019
L 4 \ Authodind By
Page 1ad 1
Contract Suppleer Required
Rt Product Code Desacription By Oy uoM Unit Price Nl Price
A42000-101 Cothing and Uniform - Employees 17032018 100 | EA 100.00 100.00
High Visibility Reflective Jacket
Size Medium
Item Code COFDODOIL
Thum e 1 Subpeect b o tareTen, el COPEMROITE IR ) pOLE ORI ] wAh Shuegahine Councd Total Net 100
mmwmm-mnn-ﬂ-momundmmdmmm Mmumnm-mr‘-w Total VAT 153
Tarma BN CORBBons (S5 Bmandsd Dy Sy Gacy Wired Dedgw) hech £ b S ot Total inc VAT
© 2019 Embridge Consulting (UK) Ltd 20
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4.2. New Request via Find Products
1. Navigate to Your Employment - Purchasing

2. Click on Find products

uniT

Find products =

[4] Purs

sing 3 Find prodicts s Sreppmacatsemeny || [G[2][7

Icmc;cric—, I it I Purchase —_--.sI Bosks I Sartby -

Search by category

Suppliers
Aib Solutions Lid

Alphaget [Gh) Ld

Asbestos Control & Treatrment Ld
Aspec
Aubrey Kirkham Funeral Directors Cabz Tl Uricarn Tirw & Sainty Eo
Datleys Limited

Bertram Trading Limitad
Biglood

Bishop Hoopor PrSch ima Ac 8254 v v h 4 A

Product groups £

iomass Fuel

ES

e

Buoks - School Books (Hon Bouks - Sthuol Books (Non Biouks - Schual Books (Non
Council) Counci)

nstiuction Sonatiacls (G Dooks - School Bocks Cauncily

y Solusicra
GEBF O /Each GEF 0 /Each CEF 0/ Ench GBP O/ Ench

| Each 1| Each 1 Ewh 1 Esh

» = = =

The Categories tab - is selected by default, allowing products to be searched for by Supplier
or Product group. You can also type the search parameter into the search field.

The Filter tab - becomes the active tab and the content pane is populated with the results
when the search parameter has been determined

The Purchase lists tab — this displays those products that you have added to your
Purchase lists from a requisition. You can select the product line in the content area, enter
the quantity and click Add to Basket in exactly the same way as the example below

In the example above the Product group Books has been selected which is then automatically
populated in the search field. At the same time, the related results are populated in the Content

Area.
UNIT4 Business World Or L stogshice Councl v L SC-lenest v & WY | Sewch (Al
= Find products =
4| Purchasig » Fird products
Categories Fiter PLtrasehstsI Books I Sort by - =i
Filter your search ]
Suppliers 2
Ceftic: Traved
Unicom Fire &Sare'.y Solutons
Mo value
m Banks - Schoel Books E?“n‘k‘i-l]’;:'mnl ok o E?“:‘k;—:.-ns:mnl ok o mﬁ;ﬁmnlhk:mm
GEP0/ Esch GBP O/ Each e GBP O/ Esch U‘“"-""“"-M-?-(;'Hpo.l_hdl
. . Fr.
Em e KB = KB - K2
. v . v . v . -
3. Scroll to find the required product
4. Enter the quantity, or use the arrows to select the select the quantity
5. Click the Add to Basket icon
6. Repeat steps 1-3 until all products have been added

7.

Click in the Cart field to open the popup

© 2019 Embridge Consulting (UK) Ltd

21

Version 0.2



Shropshire Council
Raising Requisitions

I ococee |17 [Q] [0 7]
X
Prichict description | Quantity | Prics
Backs - Schoal Books 3EA GBPO x

The shopping cart can be edited at this stage.
8. Click Go to Purchase request

Embridge
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UNIT4 Business World On! W - 9D~ Shiopshice Coun

= Purchase request =

_A| Purehasng » Fird products » Purchose request

Purchase request

» LSC-lenest ~ 4 o WH

Seurch (Aleg)

B
[
=
la
-]

On hehalf of Requisitioner* | ST - Purohase request name  vdd & name to this purchase request

& delwary groap [ 1 I Delivery date 05/12/3018 m Apply tosalection || Apaly 1ol " Sattings I"’
Delivery to

Dislivary contact™ Dislivary scldrans

Owwastry Casthe View (Defivery) - Castie Vs owastry Sheopstire 5Y11 10

Delivery description Delivery attention Defivery information

Do Dol iy e L L g L

[T WY

I AA0014-100 Books - School Bocks 06/12/2018

000

GEF

A Ergple copa b
a—

Addprocies | Delere peoduct  Capy peoducr  Mova selaction hara

Total amount:  GBP 0.00

<

The Purchase request screen is opened with the Product line(s) populated from the shopping cart.

4.2.1 Delivery date

Delivery date I 10/12/2018 | i I I Apply to selection l Apply to all I

[ December2018|v 0]
M TW T F 5§ 5

1 2
3 4 5 6 7 8 9
11 12 13 14 15 16
17 18 19 20 21 22 23
24 25 26 27 28 29 30 -
31

ivery information

The default delivery date on all requisitions is the same day. This can be used by clicking on the
calendar icon and selecting a new date. This becomes the new expected delivery date and may be
known from the contract terms and conditions or from the quotes obtained. This date populates the

Expected Deliveries calendar on the Purchasing screen.

Having selected the date you can:

o Click Apply to selection if you have selected individual product lines

e Click Apply to all if the date is to apply to all product lines

© 2019 Embridge Consulting (UK) Ltd
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4.2.2 Delivery to

Delivery cantaat”

Oswestry Castle View (Delivery) - ==

Delivery deseription

Delivery address

s View Oswestry Shropshire SY11 1JR

Delivery attention Delivery infarmation

Delivery contact — is the default location of the requisitioner, but this can be changed by

Delivery address — is the delivery address related to the Delivery contact field

Delivery description — allows additional information about delivery to be added, such

Delivery attention — allows the name of a contact person or department to be added

.
selecting from the drop-down
.
.
parking restrictions
o
.

Delivery information — allows such things as open times to be added

4.2.3 Product Lines

Some of the fields such as Product description, Supplier and Price may need to be entered or

edited.

To add more product lines go to paragraph 4.3.1

Delivery to

Delivery contact* Delivery address

Oswestry Castle View (Delivery) - Castle View Oswestry Shropshire SY11 1R

Product Product description Supplier Delivery date

A40014-101

Add product Delete product

Books - School Books (Non-Council) 10/12/2018

== 10/12/20.. |[®

Copy preduct  Move selection here

Quantity  Unit
300 EA

0-% -

Price | Currency Currency amou. | Funds check

000 GBP 000

IZ2E
000 | GBP 000 @ [c§

Total amount:  GBP 0.00

A new product line will open which can be populated from the Value lookup or by entering the

information.

If different Suppliers are used on the same requisition, a PO will be produced for each supplier.

©)

No PO will be produced until every line on the requisition has been approved.

1. Click Settings

X

Settings
Supplier * Default cost categories

=:
| 1003600 Cost centre™ Purchase Order Delivery Type* Purchase Order Type* =
Hnicorn Fire & Safety Selutions Commissioning - Reside... | s=s Send PO to Supplier PO to be Despatched |
Period* 10000 SUPP STAN J

201807 Procurement Governance* Contract Reference Price Suppressed on Req/PO*
No

< 5k - Verbal Quotation | s==
External reference L

Free text field. Add any extern...

N

The Settings popup is specific to the selected product line and has some fields that are populated
from the Purchasing defaults that were set the first time you used the Purchasing screen. Some of
these defaults may need to be changed, such as Procurement Governance. All fields should be
checked and the details entered or edited as appropriate. The Supplier and External reference

details will need to be added.
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4

st name | Add a name to this purchase request =i
Delivery date 10/12/2018 i Apply to selection || Apply to all ‘ ‘ Settings ‘ 2
Quantity  Uni Price  Currency Currency amou... Funds check
2 EA - 1000 | GBP 2000 @] «
Total amount:  GBP 30.00
x
Product: A40014-100 - Books - School Books
Cost categories Product text
Account Cost centre Legal entity Tax code Percentage Amount | Funds check
" Books * | Commissi... | === || Shropshir... | === || VAT Purc... | === 100 -5 30.00
A40014 10000 5C01 P2
Splitcost (%) Delete 100.00 20.00
m Apply cost categories to all lines @

The Additional information popup has two tabs:

e Cost categories — which contains the GL Analysis for the selected product line

Account —is the product Account Code. The Product group is displayed in the field
Cost Centre - enter the Cost Centre here if you are ordering for just a single

Legal entity — defaults to the user logged in. If the user has access to multiple Legal

Percentage — displays the percentage of the payment relating to the selected Cost

Amount — reflects the percentage of the requisition total cost to be attributed to the

(@]
and the Account Code is displayed below it
O
department. See below for entering multiple Cost Centres
o]
entities, this can be changed
o Tax Code — select the relevant Tax code
(o]
Centre. See below for entering percentages for multiple Cost Centres
(o]
Cost Centre selected
o]

Funds check — is where a warning appears if the order value exceeds 90% of the
remaining budget for the Cost Centre/Account Code.
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@ as additional budget may be in the process of being added or may be added later.

Funds check warnings can be ignored by both the Requisitioner and the Approver

e Product text —is an area where additional information about the product being ordered can

be added as clarification such as size or colour.
4.2.4 Orders for Multiple Cost Centres

1. Click Split cost

Product: A40014-100 - Books - School Books

Cost categories Product text
Account Cost centre Legal entity Tax code Percentage Amount | Funds check
r
Books Commissionin... Shropshire C.. VAT Purchase... 100.00 30.00
“ Books LLL Shropshir... | =ss || VAT Purc... |=ss 0.00
A40014 0OTO SCO1 P2
Percentage must be greater than 0 and less than or equal to 100.
I Split cost b’; | Delete | 100.00 30.00

m Apply cost categories to all lines @

2. Enter the next Cost Centre
3. Enter the percentage figure of the order value to be set against the new Cost Centre

X
Product: A40014-100 - Books - School Books
Cost categories Product text
Account Cost centre Legal entity Tax code Percentage Amount | Funds check
Books Commissionin...  Shropshire C.. VAT Purchase... ’ 75.00 2250
*| Books =as | Accredite... | === || Shropshir... | === | VAT Purc... | === 25 -5 7.50
A40014 10010 SC01 P2
| Split cost |@': | Delete | 100.00 30.00
m Apply cost categories to all lines @
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Entering the percentage will change the value on the first line and the Amount field on both lines.
4. Click Done

4.2.5 Save to Purchase List

At this stage it is possible to add any of the products in the requisition to your Purchase Lists, which
is the third tab on the Find Products start page, making it quicker and easier to find regularly
ordered, or difficult to find products.

1. Select the product line to be added

Purchase request

On behalf of Requisitiones™ | lones, lanny - Purchase request name | Add o name to this purchass regquest =i
Add dalivery grovs L Delivery date 10/12/2018 ] Apply to selaction || Apphy o all Settings [0
Delivery to
Dealivary contact” Delivery address e
Omwestry Castis View [Defvery) - Castia Viaw Oswastry Shropshie 5Y11 1IR -

Product Product descrigtion Supplier Delvery date Quantity | Unit Price | Cumency Currency amou._. | Funds check
I AADOL4-1. =+ || Books - School Books British Uibr. == 10/12/20.. | B 3% EA - 1000 GEP .. 0,00 & EKI
TeaTeari

Addproduct | Daleteproduct  Copy product  Move salection hara Total amount:  GBP 30.00

Total ameunt: GBP 30.00

Send lor approval | Save as draft | I Save as purchase hist I Delete Log book Find products External markets (= Funds check

2. Click Save to purchase lists

x
New purchase list

Name

School Book

Description

Sixth Form quantum physicy

v| Save without quantity

Save Cancel

e Name — enter a name for the product
o Description — enter a description for the product

e Save without quantity — tick the check box to save the product without the quantity. This is
the default setting

3. Click Save

@ Save purchase list

School Book has been saved.
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A confirmation popup will open and then close after a few seconds.

4.2.6 Complete the Requisition

At this point the requisition can be sent saved for future editing or sent for approval.

1. Click Save as draft if you to save what you have done so far and then carry out further
editing

This will save the requisition which can then be opened from Own Requisitions
@ enquiry. It will not enter workflow.

Take note of the requisition number.

2. Click Send for approval if you have finished editing. This will send the requisition into
workflow to the relevant approver(s)

4.2.7 Funds Check Warning

If the order is likely to exceed 90% of the available budget for the Cost Centre/Account Code, the
following warning will appear

A Warning

The budget check has indicated that your budget is likely to be insufficient to
fulfil this transaction. Do you wish to continue?

ve O3

3. Click Yes to ignore the warning, which closes the popup and sends the requisition into
workflow

4. Click OK in the Success window to close it

x
@ Success

Your purchase request is now sent for approval with transaction number
10000573.

5. Click on the Cross to close the warning. This will return you to the Purchase request screen,
which now has an Exclamation mark on a red background in the Funds check field
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UNITZ Business Warld On W v @ v Shropshire Council ~ L SC-lonesl ~ & B WE | Sesch (Al A
[ 4] Purchasing » Furchase rquast m||&]|9] @/ ?
Purchase request
On behalf of Requisitionar* | Jooas, leany - Purchasa request nama | Add a nama to this purchasa raquess =
Ackd deliery group 7 Dalivary data 10/12/2016 =] Apply to sslection || Apaly o el Setlings |
Delivery to
Delivery contact* Delivary address
Crwestry Casile View (Debyery) - Casile View Dswestry Shropshive SY11 1IR ¥
Praduct Product description Supplie Dielrvery dute Quantity | Unit Price  Cumency Currency emou... [Furds check
A40014-100 Bk - Schoul Bosks BritshLiwery  10/12/2013 300 EA 1000 GEP 3000 0 @ &
Addproduct | Deleseproduct  Copyproduct  Move selection hare Total amount:  GBF 30,00
Total ameunt: GBP 30,00
I Save zscraf(l Save 33 purchase list Delete Log book Find products Extemal markets |~ Funds check |_
+| -
*

You can now Save as draft or close the screen without saving the requisition.

4.3. Call-off Orders

Call-off orders are where you are ordering a value rather than a quantity. Examples are:
maintenance of office equipment, consultancy and contract building work where invoicing may be
periodic, on a call out basis or by milestones in a project.

Purchase request
On behalf of Requisitioner” | Jones, Jenny - Purchase request name  Acd o nme o this purchase reguest =i
Add delvery group |7 Deliverydate  11/12/2018 =] Apply to sslectien | Apply toall Sattings |7
Delivery to
Dalivary contact* Delivery address v
Oswestry Castle View (Debvery) - Castle View Dswestry Shropshive 5711 11
Product Product description Supplier Delivery date Quantity Uit Price  Curnency Currency mount | Funds check
A44006-100 | »e | Consultancy Services Corystal Cons. | wes| 11/12/2018 | 2360 = |EA 100 | GBP 235000 @ 4
1001280
Addproduct | Deleteproduct  Copyproduct  Move sefection here Total amount:  GBP 2,360.00
Quantity | Unit v Price | Currency Currency amount
FY
2360 -_ | EA - 1.00 | GEP e 2,380.00

The example above shows the raising of a consultancy requisition for £2,360 where invoicing will
take place on achieving milestones. The Quantity entered is the full value of the order and the Price
is entered as 1.

As receipting is carried out by quantity, this allows partial (periodic) receipting to take place. In turn
this allows 3-way matching and payment to take place for partial invoicing.
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4.4, Requisitions for Construction and Maintenance

HRMC tax rules for the construction industry means that they are sometimes paid with tax deducted.
This is set up in the Supplier Master File and actioned automatically. To allow this to happen, if the
requisition is for both labour and materials the requisitions must always have two lines, one for the
labour element and the other for materials. Both lines will have the same Product and Product
description. The value of each line will be part of the quote from the supplier. Labour only
requisitions will have just one line.

1. Navigate to Your employment - Purchasing

] | Purchasing xI

Purchasing
New request (7

q Find products . Purchase request (38 Banner Punchout

The Purchase request tab opens.
2. Select Purchase request

= Furchase request x

Zl Purchasing » Purchass request 0| ﬁ |£| 2 i

Purchase request

On behalf of Requisitioner* 10, Traines - Purchase request name | Add a name 1o this purchase request
Acld delivery groug |’ Delivery date | 08/01/2019 = | Apply to selection || Apply to all Sattings | 7

The Settings popup opens.

x

Settings
Supplier Default cost categories

1008559 =ss | Costcentre* Purchase Order Delivery Type* Purchase Order Type
Vet Facilities Management [T Send PO to Supplier ann PO 1o be Despatched —
Period™ 10514 SUPP STAN

201806 Procurement Governance™ Contract Reference Price Suppressed on Req/PO~

= 3k - Verbal Quotation . | s was ‘ ans

External reference Q I\[E.

Free text field. Add any extern...

e Supplier — select the supplier using the lookup or type ahead
e Cost centre* — this defaults in

e Purchase Order Delivery Type* - press [Space bar] to select
e Purchase Order Type* — press [Space bar] to select

e Period* - leave as the default

e Procurement Governance* - press [Space bar] to select

e Contract Reference — this is not used
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e Contract Reference — this is not used

e Price Suppressed in Req/PO* — press [Space bar] to select

e External Reference - this is not used
3. Click Close

= Purchase request x

[ 4] Purchasing » Purchase request [©]

Purchase request

On behalf of Requisitioner* | 10, Trainee - Purchase request name | Add a name to this purchase request =il

Add delivery group |@ Delivery date 08/01/2019

Apply to selection H Apply to all | | Settings |°

=

Delivery to

Delivery contact” Delivery address

Shropshire (General) - Shirehall Abbey Foregate Shrewsbury Shropshire SY2 6ND

Delivery description Delivery attention Delivery information

Product Product description Supplier Delivery date Quantity  Unit Price  Currency Currency amou... Funds check

Click Add product to start entering your purchase request.

IAddproduct Deleteproduct ~ Copy product  Move selection here Total amount:  GBP 0.00

4.4.1 Add the Labour Product Line

1. Click Add product
A new product line opens.

In this example, the first line will be used for the labour and the second line for materials.

Delivery to
Delivery contact" Delivery address -
Shropshire (General) - Shirehall Abbey Foregate Shrewsbury Shropshire SY2 8ND ¥
Product Preduct description Supplier Delivery date Quantity | Unit Price | Currency Currency... Funds checka
I A20000-100 | === || Property Repairs, Maintenance and A... | Mant Ltd === || 08/01/2019 | 151 EA |~ 100.00 | GBP mn I 100.00 @ @
Delsto product  Copy product  Move selection here Totalamount:  GBP 100.00

e Product - select the product group using the lookup or type ahead

e Product description —the default product description is populated from the Product field
e Supplier — select the supplier using the lookup or type ahead

e Delivery Date — the default date is today. This can be changed using the calendar

o Qty —this can be entered by typing or using the up and down arrows

e Unit-EA

e Price — enter the price per item when ordering goods.

e Currency — this field is read only and defaults to GBP

e Currency amount — is the calculated by BW as the Quantity x Price

2. Click Additional information
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Delivery date 10/12/2018 il Apply to selection  Apply to all Settings [

¥

Quantity  Unit Prica  Currency Currency amou . Funds check

32| EA - 1000 | GBP . 2000 @|

Total amount:  GBP 30.00

The additional information popup opens.

Product: A20000-100 - Property Repairs, Maintenance and Alterations - Planned - Mechanical Service Contracts

Cost categories Product text
Cost centre Analysis Labour or Mat... Legal entity Tax code Percentage Amount Funds check
* Propert.. |=ss || Facilities.. |m=es| Building.. |w=es| Labour wen || Shropshir... | ses | VAT Purc... |=ss 100 : 100.00
A20000 10514 RMCE-006 LAB SCoL P1
Splitcost |7} Delete 100.00 100.00

Apply cost categories to all lines @

The Additional information popup has two tabs:

o Cost categories — which contains the GL Analysis for the selected product line
o Account —is the product Account Code. The Product group is displayed in the field
and the Account Code is displayed below it

o Cost Centre - enter the Cost Centre here if you are ordering for just a single
department. See below for entering multiple Cost Centres

o Analysis — press [Space bar] to select the type of work to be carried out
o Labour or Materials Element - press [Space bar] to select Labour

o Legal entity —is read only

o Tax Code — press [Space bar] to select the relevant Tax code

o Percentage — displays the percentage of the payment relating to the selected Cost
Centre. See below for entering percentages for multiple Cost Centres

o Amount — reflects the percentage of the requisition total cost to be attributed to the
Cost Centre selected

o Funds check — is where a warning appears if the order value exceeds 90% of the
remaining budget for the Cost Centre/Account Code.

Funds check warnings can be ignored by both the Requisitioner and the Approver
@ as additional budget may be in the process of being added or may be added later.

e Product text — has a single text box where additional information about the product being
ordered can be added as clarification, such as size or colour.
3. Click on Done
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4.4.2 Add the Material Product Line

Click Add product or

2. Select the first product line using the check box at the beginning of the line, and click Copy
product which will add a second product line populated with exactly the same details

Delivery to
Dalivery contact” .
Shropshire (General) - 7 GO
Praduc Product description Supplier Quantity  Unit Price Currency Cirrency amount | Funds check
" 430000100 " Broperty Repairs, Maintenance and Alter..  Mant Ltd "0g/01/2010 " 100 "E4 " 10000 GEF " 100,00 & f
I"\ZOUCC-IUC wee | Property Repairs, Maintenance and Alter... | Mant Lid wes | 1070172019 E 1 : En - 120.00 | GBP u-I 12000 |§ a\-
Add product Delete preduct Copy product Move selection here Total amount: GBP 220.00

3. If you click Add product enter the following details:

e Product - select the product group using the lookup or type ahead

e Product description — the default product description is populated from the Product field
e Supplier — select the supplier using the lookup or type ahead

e Delivery Date — the default date is today. This can be changed using the calendar
o Qty —this can be entered by typing or using the up and down arrows

e Unit-EA

e Price — enter the price per item when ordering goods

e Currency — this field is read only and defaults to GBP

e Currency amount — is the calculated by BW as the Quantity x Price

4. Click Additional information

st name | Add a name to this purchass requast =i
Delivery date 10/12/2018 m Apply to selaction  Apply to all Sattngs |2
¥

Quantity Uit Prica  Currency Currencyamou . Funds check

32 A - 1000 | GBP 3000 @IE

Total amount:  GBP 30.00

The Additional information popup opens.

Product: A20000-100 - Property Repairs, Maintenance and Alterations - Planned - Mechanical Service Contracts

I{_‘.cstca:-:-gc‘l-;-s || Product text I

Cost centre Analysis Labour or Mat. Legal entity Tax code Percentage Amount | Funds check

Fropert.,, wes| Facilities.. |ses Building .. |sss} Materials Jees | Shropshir.  ses e 100 : 120.00
AZ0G00 10514 RMCE-006 SCo P1
Splitcest |71 Delete 100.00 120.00

Daone Apply cost categories to all lines 2

5. If you used Copy product, the following fields must be checked / edited:
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On the product line:

o Qty — this can be entered by typing or using the up and down arrows
e Price — enter the price per item when ordering goods
On the Additional information popup:

e Cost categories — which contains the GL Analysis for the selected product line
o Labour or Materials Element - press [Space bar] to select Labour
o Tax Code - select the relevant Tax code

e Product text — enter the details of the materials in the text box.

6. Click on Done

7. Click Send for approval

CIS orders go through the workflow for checking by the Accounts Payable Team. If they think you

have not got it right, such as the tax code selected, they will reject it back to you with instructions on
what changes to make.

4.1.  Project Requisitions — No analysis access to capital sub-
projects

Scheduled for testing in UAT 4

4.2. New Request via Purchase Request
1. Navigate to Your Employment - Purchasing

2. Click Purchase request

UNIT4 Business We ! v

Purchase request x

(4] Purchasing > Purchass request m|(@] e][@][?

Purchase request

On behalf of Requisitioner™ | Jones, lenny - Purchase request name | Add & name to this purchase reguest =i

[ Add delivery group (7 Delivery date 11/12/2018

Ell

Apply to selection Apply to all Settings |7

Delivery to

Delivery contact” Delivery address
Oswestry Castle View (Delivery) - Castle View Oswestry Shropshire SY11 1R

Delivery deseription Delivery attention Delivery information

Praduct Product description Supplier Delivery date Quantity | Unit Price | Currency Currency am... | Funds check

Click Add product to start ntering your purchase request

Delete product Copy product Maove sslection here Total ameunt:  GBP 0.00

For Delivery date go to paragraph 4.2.1
For Delivery to go to paragraph 4.2.2
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4.2.1 Adding Product Lines

1. Click Add product

Product Product description Supplier Delivery date Quantity | Unit Price | Currency Currency am... | Funds check
A40014-_ =x=| Books - School Books Britshli. === 11/12/2_ | [ 3% A - 1000 | GaP 3000 ZIS
1000076
Add product Delete product Copy product Move selection here Total amount:  GBP 30.00

A new product line opens. The fields can be populated using Value Lookups, Type Ahead or the
Calendar icon for dates.

e Product - select the product group using the lookup or type ahead

e Product description — the default product description is populated from the Product field
e Supplier — select the supplier using the lookup or type ahead

o Delivery Date — the default date is today. This can be changed using the calendar

e Qty — this can be entered by typing or using the up and down arrows

o Price — enter the price per item when ordering goods. See paragraph ???? for Call-off
Orders

e Currency — this field is read only and defaults to GBP

e Currency amount — is the calculated by BW as the Quantity x Price
2. Click Settings

x |02 [9][<][?]
Settings
Supplier * Default cost categories
—
=:
| 1003600 . Cost centre™ Purchase Order Delivery Type™® Purchase Order Type ™ =
Unicorn Fire & Safety Sclutions Commissioning - Reside... | sss Send PO to Supplier s PO to be Despatched LLT]
Period” 10000 SUPP STAN ?
201807 Procurement Governance * Contract Reference Price Suppressed on Req/PO* o
< 5k - Verbal Quotation ... | sa= ass No

External reference

N
Free text field. Add any extern...

The Settings popup is specific to the selected product line and has some fields that are populated
from the Purchasing defaults that were set the first time you used the Purchasing screen. Some of
these defaults may need to be changed, such as Procurement Governance. All fields should be

checked and the details entered or edited as appropriate. The Supplier and External reference
details will need to be added.

3. Click Additional information

st name | Add & name e this purchase request =

Delivery date 10/12/2018

&l

Apply 10 selection Apply to all Settings ?

Quantity  Unit Price  Cumency Currency amou Funds check

al=ea - 1000 | GBP 3000 Em

Total amount:  GBP 30.00

ZUTT CIMoTTagc CuTiouranTyg (UTy) oo
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The additional information popup opens.

X
Product: A40014-100 - Books - School Books
Cost categories Product text

Account Cost centre Legal entity Tax code Percentage Amount | Funds check

*| Books wss | Commissi... | *== || Shropshir... |=== | VAT Purc... |=== 100 = 30.00

A40014 10000 5C01 P2

') Delete 100.00 30.00

m Apply cost categories to all lines @

The Additional information popup has two tabs:

e Cost categories — which contains the GL Analysis for the selected product line
o Account —is the product Account Code. The Product group is displayed in the field
and the Account Code is displayed below it

o Cost Centre - enter the Cost Centre here if you are ordering for just a single
department. See below for entering multiple Cost Centres

o Legal entity — defaults to the user logged in. If the user has access to multiple Legal
entities, this can be changed

o Tax Code — select the relevant Tax code

o Percentage — displays the percentage of the payment relating to the selected Cost
Centre. See below for entering percentages for multiple Cost Centres

o Amount — reflects the percentage of the requisition total cost to be attributed to the
Cost Centre selected

o Funds check — is where a warning appears if the order value exceeds 90% of the
remaining budget for the Cost Centre/Account Code.

Funds check warnings can be ignored by both the Requisitioner and the Approver
as additional budget may be in the process of being added or may be added later.

¢ Product text —is an area where additional information about the product being ordered can
be added as clarification such as size or colour.

4.3. New Requisition via Punchout

Punchout is how you gain access to a supplier’s catalogue to add products directly from their
catalogue to a requisition. The catalogue is accessed using the Standard requisition screen, rather
than the Purchasing screen.
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1. Navigate to Procurement > Requisitions > Requisitions - standard

The Requisitions — standard screen opens with the Requisition entry tab active.

UNITZ Business World On ¥ ~ @ v Shropshire Council- Training ~ 4 traineeld v BB « "™ | Search (All+q) Q
H] Requisitions - standard %
0 &|[9][@|[?]
Requisitions - standard
Pequisition entry | Product explorer | Punchout
Requisition Default supplier & contract Delivery contact
Requisitioner~ Supolier Fixed supplier Delivery date
10, Trainee = I 1000277 __,| 21/01/2019 ]
203532 anner Group Ltd Contact
Status* Contact Shropshire [General) -
Active - -
Delivery address
Desind

2. Supplier — select Banner Group Ltd using type ahead or the lookup.

Although there is currently only one Punchout catalogue, it is necessary to select the
@ supplier whose catalogue you want to open.

3. Select the Punchout tab

i= Requisitions - standard x

Requisitions - standard

Requisition entry

Product explorer I| Punchout I

2 Remote shopping

D Marketplace Last update

Delete Go shopping Generate to requisition Retrieve shopping

4. Click Go shopping
The Banner Catalogue opens in a new browser tab called Home.

= 2] X
[l Requisitions - standard - Unitd 2 X | @) Home X +
C O & https//www.supplies-team.co.uk/eS NETUMLogOn.process * 6
i Apps [ Andyleigh@embr: B> Methods (Shropshi ® Workplace Chat (@ Embridge Workplace [} TRGWEB [} Report Engine Servi »

CLOSE SESSION | HELP  CONTACT US

@ Ba n n e r Basket ID: Punch Out Order

Your Account No: 861596

ADVANCED
SEARCH

Technology

7 1 hur View

Print Services "/}\
- L
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5. Scroll down the page to see the product filters

< A
300ks & Pads

%ﬂﬁﬁé@e to the easy way to order office

Busines:

Business (f Catering, CDs DVDs &
Fremises Managemant Print Technology Hygiene & dckup

Products ca be filtered by department from the left hand menu or the centre grid.

6. Navigate to the required department product list

Home |/ Files Archive Files

Search

6 Results found within Archive Files

Price Ascending L ‘ 1 b

-~

Print Services
“-h.

Departments

s & Pads

Fellowes Brown R-Kive Earth Transfer File
(Pack of 20) 4470201

Product Code: 176-6879 £6.38

Fellowes Earth Series Transfer File, ldeal for sloring A4 papers
and folders, Manufactured from corrugated fibre board with a
convenient labelling area for identification of contents and finger
hole for easy retrieval. W100xD320xH254mm

Boal

W AddtoCart

Print

Technology

Business

Business

Catering, Hy e & Safety
-Ds, DVDs & Backup Tapes Q-Connect Green and White Business
Computer Accessories Storage Box 335x400x250mm (Pack of 10)
KF21660
Files, Pockets & Binders
. Product Code: 27 £6.60
urniture N
(J-Connect Business Storage Box. Large capacity archive box
General Office Supplies accepts suspension files and transfer cases. Integral carry Qty

handles allows easy transportation sto %]e and alarge label area
ensures easy identiication of contents. Dimensions: ® Add to Cart
W330xD387xH255mm

Inkjet Supplies

7. Enter the Qty
8. Click Add to Cart
A popup will tell you the cart has been updated.

CLOSE SESSTON | HELP | CONTACT US

0 B a n n e r Basket ID: Punch Out Order
Your Account No: 861596 E 1Lines £ 19.14 excl. VAT w
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9. When all products have been added to the cart, click Checkout

Business Technology -
Catering, Hygiene & Safety
CDs, DVDs & Backup Tapes Del {ine Description Code In Stock UpL:asEed Qty Price Total
Computer Accessornies 1 Fellowes Bmwn R-Kive Earth 1:;'(3 212 Dec 1.9 3 £6_38 £19.14
) Transfer- r File (Pack of 20) 6879 2018
Files, Pockets & Binders 4470201 08:03:23
Furniture V4
General Office Suppliss
Inkjet Supplies
Laser Supplies :
Paper & Labels Sub-Total: £19. 14
Past Roorr
[e3):- W Continue Shopping
Continue »
Premises Management

The basket will be displayed with options to:

e Del — delete product lines

e Qty — change the quantity to be ordered

e Update Basket — update the basket to reflect deletions and changes of quantity
e Continue Shopping — returns you to the catalogue

10. Click Continue>> this confirms the basket

CLOSE SESSION | HELP | CONTACT US

9 Ba n n e r Baskel 1D: Punch Out Order
Your Account No: 861596 E 1 Lines £ 19.14 excl. VAT CHECKOUT

_ —

optimise  Description Gode InStock  Qty Price Saving
-, Fellowes Brown R-Kive Earth Transfer ~ 176-6879 212 *  £6.38
Print Services '-/ File (Pack of 20) 4470201 . ? o
3 1% ‘

Baoks & Pads Sub-Total: £ 19.14
€21.13

Business Technology
Go Back Proceed to Checkout »
Catering, Hygiens & Safaty

11. Click Proceed to Checkout>>
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The Banner catalogue closes and returns to the Requisition — standard screen.

| Requisitions - standard x I

Requisitions - standard

Requisition entry ~ Product explorer | Punchout

# Remote shopping

| Marketplace Last update Status

Delete Go shopping Generate to requisition Retrieve shopping

12. Click Retrieve shopping

All of the lines from the shopping basket will appear in the Remote shopping section of the
Punchout tab.

i= Requisitions - standard

E
o)
(<]

Requisitions - standard

Requisiton entry | Product explorer
# Remote shopping|

| Marketplace Last update Status

BANNER 21 lanuary 2019 09:21:52 Available for requisition I

Delete Go shopping I Generate to requisition I Retrieve shopping

g

13. Select the products to be added to the requisition by selecting the individual lines or selecti
the check box at the top of the list to select all lines

14. Click Generate to requisition
The Requisition entry tab opens.

ng

Requisitions - standard
Requisition entry | Product explorer || Punchout
Requisition Default supplier & contract Delivery contact
Requisitioner® Supplier Fixed supplier Delivery date
10, Trainee =~ 1000277 . 21/01/2019 ﬁ
203632 Banner Group Ltd Contact
Status* Contact Shropshire (General) -
Active h v
. Delivery address
Period Shirehall
201806 Abbey Foregate
~ Shrewsbury
External reference Default GL analysis Shropshire
SY2 6ND
Coste* Poorderdel*
10514 o SUPP
Facilities Management Send FO o Supplier
Poordertype® Reqgov
STAN
PO to be Despatched
Contractref Suppressprice®
N
Mo
Requisition details
D kS Funds check Product Description Unit Supplier Delivery date Quantity Price Amount Status
1 A43010-102 Fellowes Brown R-Kive Earth TrFellowes Brown R-.. EA 1000277 21/01/2019 3.00 6.38 19.14 Active

The mandatory fields have been populated and all product lines added to the Requisition details
section.
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The product lines can be amended by clicking on the line and making the required adjustments in
the editable fields.

15. Click on a product line to see the full GL Analysis details in the lower GL Analysis section

Requisition details
O & Funds check Product Description Unit Supplier Delvery date Quantity Price Amount Status
i n Actiy
1 +|a43010-102 =~ | Fellowes Brow| |E4 - || 1000277 w||2t/01r2019 [P .00 833 1pas O [=]
Stationery [Banner) Each Banner Group Lid
B 1814
Add Delete Copy Reset Park Close Search kits Kit components Go shopping Generate 1o requisition
# GL Analysis
O # Funds check Account Coste Cat? Tax code Tax system Percentage Amount
1 43010 +|10514 ...| scot <Pt 100.00 13.14] [«]
Seationary == = Shropshire Council R B T
z 100.00 1914
| Clear | | Open | | Print preview | | | Export | | Log book | | Copy requisition | | Start from template | | Save as template | | | More actions

16. Click Save to send the requisition for approval.

4.4.  Guidance for Key Product Types

The table below gives further guidance for specific product types.

Type of Good / Service Required Action

Stationery Use Supplier Banner through Punchout on Unit4.

There will be a selection of Laptops, Tablets and Monitors included as
IT Equipment Products on Business World with images. These will all go for
Technical approval with IT.

Before attempting to Order any Furniture on Business World, the
requisitioner must register on Warp-It:

https://www.warp-it.co.uk/company/shropshirecouncil

Furniture to see if the item is available there. Warp-It will show any available
furniture in the Council that can be provided free of charge. If the item
is not on Warp-It and the user places a requisition for furniture, it will
be directed to Simon Maceachen (Accommodation Logistics

Officer) to approve/reject the requisition before it goes to the Budget
Manager.

All Agency Staff requests are currently done via the Matrix portal and

Agency Staff this will remain the same.

Orders for internal Council Services such as Room Hire or Printing
Internal Services Services, will be placed in the same way they currently are but Internal
Products will be added to Business World soon.

These will need to be ordered through IT, as they currently are. There

Mobile Phones is guidance on the intranet for how to do this.
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5. Attachments

You can add attachments to a requisition — for example a detailed specification for some
maintenance work. Attachments can be added to individual lines or at the header level. At line level,
the attachment will always go to the supplier. When you attach a document to a line it will always be
sent to the supplier with the PO. When you attach a document at the header level, there are two
options available:

e Requisition — Internal Documents. This is a document that is only attached to the
Requisition and will only be seen by internal personnel.

¢ Requisition — PO Attachments. This document will be sent to the supplier with the PO.

5.1.1 Adding Attachments to the Header

T TUE M L J T0 o~ Ghropshire Loun X oo Tones » B B WEY | Scarch (iheg)

2 Purchase request x

4| Purchasing » Purchase request

Purchase request

On behalf of Requisitioner | Jones, Jenny - cﬁl Q -E? "?
+

Add delivery group | 7 111122018 = Agply ta selection | | Agply ta all Settings | F

Delivery to

Delivary contact®
Oswastry Castia View (Defvary) -

Product Praduct descriptiar Deelivery d Quantity | U G C: ¥ +
AAD01A-100 | =ee | Hosks - Schaol Books s 11A1202008 B 35 kA - 1000 | GE - 2000 g 8/
Add preduct Dlate product Copy product Move selecton here Total amount:  GBP 30.00
1. Click Open documents — the paperclip icon at the top of the page
Document archive (7 Requisition - PO Attachments Change view|
All documents 0
A Requisition (47) ([INEW])
Requisition - Internal Docu... | 0‘
Requisition - PO Attachm... 0
Add a document
2. Select the required document option for internal or external document
3. Click Attach a document
The Add a document popup will open.
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e Document type — is the selection made in the menu on the left, but it can be changed using

the drop-down

e File name — click Upload and navigate to the document to be added

e Document title — populates from the document properties

e Document description — can be added to give further details about the document contents

4. Click Save

Document archive (7) Requisition - PO Attachments

All decuments 1

A Requisition (47) ([NEW])

Regquisition - Internal Docu. | 0

I B8 Requisition - PO Attachm_.. 1 I

Add a document

Product
Specification

Change view

The attached document(s) can be seen in the Open documents popup for the type selected.

5. Select All documents in the menu to see the attached documents of all types

5.1.2 Adding Attachments to the Line

All documents added to a specific product line will be sent to the supplier with the PO.

1. Click Open documents — the paperclip icon on the requisition line

pry date 11/12/2018 = ‘ Apply to selection Apply to all Settings 0
¥
p' ce (’;.I"ﬁl'l(."-' ':.Ir't-.ll::].' amount rlJn(:‘ai:l'r—'(:‘(
1000 | GBP 3000 |,
Total amount:  GBP 30.00
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Document archive (7 All documents

(&

Add a document

T All documents 0

A LG line (INEWLINEWT])
Requisition Line

Change view

2. Select Requisition Line
3. Click Attach a document

The Add a document popup will open.

Add a document @

Document type*(?)

Requisition Line -

File name*

Product Specification.docx

Document title*

Product Specification
Document description

Further specification details

- [EEN

x
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o Document type — this cannot be changed as it is the only option

¢ File name - click Upload and navigate to the document to be added

e Document title — populates from the document properties

o Document description — can be added to give further details about the document contents

3. Click Save

Document archive (7) All documents

I [ All documents 1|

A LG line (INEW].[NEW])

mm Requisition Line | OI

Add a decument

w

Product
Specification

Change view

The attached document(s) can be seen in the Open documents popup for the type selected.

®

has been submitted form.

The requisition needs to be saved if you want to see the attachments at line level as it’s
held against line number which doesn’t exist until the requisition is saved, as draft or after it
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6. Workflow Enquiry

Workflow enquiries allow users to see where their requisitions are in the process, what actions have
been taken and who took them. They also show the expected workflow for actions yet to be taken.

1. Navigate to Procurement - Requisitions - Workflow enquiry — requisitions
Selection criteria are entered at the top of the screen.

# Selection criteria

RequisitionNo. like

Company like SC
Workflow status like Workflow in progress -
Task owner like

Results

Detail level | Alllevels - Copy to clipboard

2. Enter your criteria
e Company like — this defaults to your legal entity and cannot be changed

e Workflow status like — select the status you want to see, this will usually be Workflow in
progress

e Task owner like — if you want to see requisitions awaiting action by someone specific, select
their name from the lookup table

3. Click on Search

@

184 A Requisitioni.. Requisition Approval Deborah Webster Workflow in progress 10000569 A25005-100  Fire Safety Equipment -
185 A Requisitioni... Requisition Approval Deborah Webster Workflow in progress 10000569 A25005-100  Fire Safety Equipment

- J1 10000569

187 A Requisitioni.. Requisition Approval Deborah Webster Workflow in progress 10000570 Abbie Price A25005-100  Fire Safety Equipment

188 A Requisitioni... Requisition Approval Deborah Webster Workflow in progress 10000570 Abbie Price A25005-100  Fire Safety Equipment

- 71 10000570

190 A Requisitioni... Procurement Check Nigel Denton Workflow in progress 10000571 A40014-101  Books - School Books (Non-Council)
191 A Requisitioni... Procurement Check Thomas Di donato Workflow in progress 10000571 A40014-101  Books - School Books (Non-Council)
- 31 10000571

193 A Requisitioni... Procurement Check Nigel Denton Workflow in progress 10000573 A40014-100  Books - School Books

194 A Requisitioni.. Procurement Check Thomas Di donato Workflow in progress 10000573 A40014-100  Books - School Books

195 A Requisitioni... Procurement Check Thomas Di donato Workflow in progress 10000573 A40014-100  Books - School Books

196 A Requisitioni... Procurement Check Nigel Denton Workflow in progress 10000573 A40014-100  Books - School Books
- 71 10000573

198 A Requisitioni... Price Required Jenny Jones Workflow in progress 10000577 A40014-100  Books - School Books
- 11 10000577

200 A Requisitioni.. Precurement Check Nigel Denton Workflow in progress 10000578 A40014-100  Books - School Books

201 A Requisitioni... Procurement Check Thomas Di donato Workflow in progress 10000578 A40014-100  Books - School Books
- I1 10000578

203 A Requisitioni.. Requisition Approval Zoe Marsh Workflow in progress 10000579 A25005-100  Fire Safety Equipment
- 11 10000579

205 A Reauisitioni... Reauisition Approval Zoe Marsh 10000580 A25005-100  Fire Safetv Equinment

4. Click on Workflow in progress for the required requisition
The Workflow Map opens
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6.1. Workflow Map

The workflow map will show the path the requisition is expected to take, depending on the type of
product and the value.

i= Map x = Map x

III Workflow enquiry - Requisitions » Map II‘ Workflow enguiry - Requisitions > Map
iviap

Map

Co:SC TC:47 OrderMNo: 10000573 Pos:1 #:1 Log book
CoSC TC:A7 OrderMNo: 10000580 Pos:1 #:1 Log book

O s O sen

v v

Price OK

v

Price OK

v

Supplier OK Supplier OK

v v

Mo Procurement @ Procurement Check

o © © & O

Check Required Required
PROCUREMEMNT

Standard Products CHECK

REQUISITION Norman Jones Naomi Bell

APPROVAL (500835) (500835)

Joe s =
i
5

The system carries out checks to determine the route to be followed:

e Price OK - does each line have a price?
o If Yes, go to the next step
o If No, send Price required task to requisitioner

e Supplier OK — if the product has a preferred supplier was it selected?
o If Yes, go to the next step
o If No, send to Procurement for approval

e (No) Procurement Check Required — some products require Procurement approval
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o If Yes, go to procurement team for Procurement Check
o If No, go to the next step
e Standard Products —is it for standard products?
o If Yes, go to the next step
o If No, send for Technical Approval, this applies to IT and Furniture products

o Requisition Approval — if the requisition requires either Procurement or Technical
approval, this step would say Technical Approval, which always comes before financial
approval

e Joe Smith —is the name of the person the requisition has been sent to for approval. This
may be a row of names in individual boxes where anybody in a team can respond.

e The last icon indicates there will be more to follow depending on the approval decision
All steps are colour coded:

e Grey — step not reached

e Green — step completed as positive - Approved

o Red — step completed as negative — Rejected

e Yellow — solid means it is available for action. This may change to dotted when it is no
longer available because one person in the team has actioned it already

If a task has not been actioned after 3 working days it will be escalated to your Line Manager.

Below is a completed requisition workflow map.

Map

Co:'SC TC:47 OrderNo: 10000001 Pos'1 #°1 Log book

O Start
v

Price OK

v

© Standard Products

v

REQUISITION
APPROVAL

v

Victor Ball
(505763)

Approve
v

@

®
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7. Tasks

7.1. Price Required Task

If a requisition enters workflow without a price the requisitioner will receive a Price required task.

1. Click Tasks
Shropshire Council v & SC-llones1 v Q| E) ME) | Search(Alt+q) Q
x
Your tasks @ Group by ¥

Price Required Co: SC OrderNo: 10000571

Price Required Co: SC OrderNo: 10000577
Price Required Co: SC OrderMNo: 10000579

Go to Task management

You can click an individual line to open a specific task or you can click Go to Task management to
open the task manager with all tasks available.

2. Click the required task

Requisition details

] Map Status | Funds check Currency Curr.amou.. Quantity Unit Price Product Product des. Supplier Responsible O
[&] GBP 000 300 EA - A40014-101 ... | Books-5ch > 10/12
Each Books - School Books (N...
z 0.00

Kit compenents

# Product text

Cancel Request I Resubmit |I| Advanced mode ‘H Workflow user log H Log book || Export || Funds check Funds check results

3. Enter the Price
4. Press Tab on the keyboard
5. Click Resubmit
The Success popup will open.
6. Click OK

The number of outstanding Tasks is reduced.

Shropshire Council v & SC-llonesi v Qi | v E) |™E) | Search (Al+q) (

}_J

© 2019 Embridge Consulting (UK) Ltd 47

Version 0.2



_ _ Embridge
Shropshire Council Consulting

TaS kS Driving value from your

business systems

7.2. Missing Goods Received Task
If an invoice is registered before the goods receipt, the requisitioner receives a Missing goods
received task.

1. Click Tasks

Shropshire Council ~ L SC-llonest v g E) | B2 |™ | Search(Ak+q) Q

X

Your tasks @ Group by[¥]

Missing goods received Co: SC TransNo: 3004472

I Missing goods received Co: SC TransNo: 3004814'

Missing goods received Co: SC TransNo: 3004815
Miscinn nnnds received Cot SC TransMo- 2004270
Go to Task management

You can click an individual line to open a specific task or you can click Go to Task management to
open the task manager with all tasks available.

7.2.1 Missing Goods Received Task

2. Click the required task

UNITZ Business World On W @~ Shopshiie Council ~ L SC-NAMILES ~ A E) ™ | Seach(Ali-y)

H SC Missing guods receved Co: SC TransMo: 300, x

o & e (<[]
Missing goods receipt =

A Frease conim the goods receist proposal o clk Goods receipt in the took menu 1o amend the receipt

Order information # lnveles
Supplier rame Arts Alve ]
Ovdarble 20000031
ExtRef
Requested by 201754
Ordor dute 04/10/201 8
Statun Crdered
Arts alive INV
= Workflow log
DEAD/2018 16:00 Karl Wiliams (SC .
e Imvice Date: 0110872018
KARLW) - Distributed To: Shropshirs Councl
The Shirehat Invoice Number: 123
Atey Foregate: Client Referance: 1000074
Shrewsbury
Shropshine Purchase Order: 20000031
DUE DATE:
{Enter a comment) Additional Information
Test
_ Description  Quantity  Unit Unit Prica VAT% | VAT Total
Tout 1 1 wach 500,00 2% 100.00 500.00
| Action Slalus Circles lire: Product | Product descripti.. Quanity [T Aanount Curency Recepl e Receipt Mo, Calemalrel | Received by
Feceive go... To receive 1 AZEOOG-100  Fire Safery Fqui.. 100 Each 50000 GEF 147122013
500.00

Reject I Goods receipt I| Fuport | .
= +

The Missing goods receipt screen opens. This displays an image of the registered invoice which
can be compared to the PO product line(s).

3. Click Accept to fully receipt the selected lines and the screen becomes blank or
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4. Click Goods receipt to open the Goods receipt screen and carry out the goods receipt
process.

The number of outstanding Tasks is reduced.

Shropshire Council ~ _§ SC-NMILES v A |V ED |"™ | Search(Alt+q) 4

7.3. Rejected Requisition Task

Requisitions may be rejected for many reasons, but rejected doesn’t necessarily mean No. It may be
to use another supplier, change the quantity, change the price, attach the missing documents. Only
the originator can amend or close a requisition.

1. Click the required task

Requisition technical approval

Requisition details

Requisition information # Workflow log (row 1)
Resource Jones, Jenny Requisition number 10000579 13/12/2018 12:27 Zoe Marsh (200356) - Rejected - "Please increase the quantity to 3"
Updated 11/12/2018 11/12/2018 15:01 Jenny Jones (200439) - Redistributed

11/12/2018 15:01 Jenny Jones (200439) - Resubmit
11/12/2018 13:40 Jenny Jones (200439) - Distributed

(Enter a comme

A Workflow log (row 1)

13/12/2018 12:27 Zoe Marsh (200356) IReJcc,tcd - "Please increase the quantity to 3" I
11/12/2018 15:01 Jenny Jones (200439)= Sthoued
L 11/12/2018 15:01 lenny Jones (200439) - Resubmit Delivery date Quantity | Currency  Price  Curr.amou..

/ 18 13- or y . = hi
11/12/2018 13:40 Jenny Jones (200439) - Distributed b/2ots & a00llcer 105.00 315.00

5
No Longer Required | Resubmit I‘ Advanced mode |H Clear H Open ‘H Workflow user log H Log book H Export H Funds check ‘ Funds check results

2. Read the Workflow Log. Rejected requisitions must always have a reason entered:
e Click No Longer Required if the requisition, or product line, is to be cancelled or
e Enter the changes and click Resubmit
The Success popup will open.
3. Click OK
The number of outstanding Tasks is reduced.

Shropshire Council ~ 4§ SC-llonesi ~ B |E P Search (Alt+q) Q,

7.4.  Approval Tasks

An approver can action a task in either of the two ways detailed above. Whatever type of approval is
required, the actions available work in the same way.

1. Click Tasks
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Shropshire Council- Training ~ 4 manageri0 v S E ™ | Search(Alt+q)
X
Your tasks (2 Group by[¥]
I Requisition Approval Co: SC OrderNo: 10000012 I
Requisition Approval Co: SC OrderNo: 10000013
loyment
v Requisition Approval Co: SC OrderNo: 10000015
el information Go to Task management
2. Select the task to be actioned
The approval screen opens.
i | Requisition Approval Co: SC OrderNe: 10000015 x |
=] |
Requisition approval
Requisition
Requisition information # Workflow log (row 1)
Resource 10, Trainee Requisition number 10000015 09/01/2019 09:53 Trainee 10 (203632) - Distributed
Updated 098/01/2019
Shirghall
Abbey Foregate H L
Delivadar, abey Fore: Information Pane Workflow Log
Shropshire
SY26ND (Enter a comment)
Copy
Requisition details
I Map Status Funds check | Currency | Curr.amount | Quantity Unit Price Product Product descri..|  Supplier Responsible Delivery date Status
@ GBP 50.00 100 EA 50.00 A25005-100 Fire Safety Eq.. 1003600 09/01/2019 Active
z 50.00
Kit components
& (el Details Pane
¥ GL Analysis

|| Reject H Advanced mode ‘H Workflow user log H Log book || Export || Funds check |I<.Euud§~gb@g Actlon Buttons

The Approval Task screen has four distinct areas:

e Information Pane — displays header information about the task

e Workflow Log — displays the record of actions in workflow for the task and any comments
entered at each stage

o Details Pane — displays the record details of what the approval is being requested for

o Action Buttons — these will always include a version of Accept and Reject, and may have
other options depending on the type of approval.

7.4.1 Information Pane

The Information Pane displays the main details about what the approval is for. In this example it
shows which customer record is to be added.

© 2019 Embridge Consulting (UK) Ltd 50

Version 0.2



Shropshire Council
Tasks

Embridge
Consulting

Driving value from your
business systems

Requisition information

10, Trainee
09/01/2019

Shirehall

Abbey Foregate
Shrewsbury
Shropshire

SY2 6ND

Resource
Updated

Deliv.addr.

Requisition number

10000015

7.4.2 Workflow Log

<

The Workflow Log shows how the record has progressed through workflow with the details of who
has actioned items and comments that have been added

2 Workflow log (row 1)

(Enter a comment)

Copy

09/01/2019 09:53 Trainee 10 (203632) - Distributed

Negative actions must always have a comment added in the Workflow Log.

7.4.3 Details Pane

The Details Pane shows the full details for which the approval is being requested. For different types
of approvals this may include multiple sections.

Requisition details
(| Map
z

Kit components

Status Fundscheck = Currency

GBP

Product text

# GL Analysis

Map Status Funds check

[2]

I

Curr. amount

50.00
5000

Account

A25005

Quantity

Unit

100 EA

Costc

10514

Price Product

50.00 A25005-100 Fire Safety Eq...

Cat? Tax code

SC01 0

Product descri_

Supplier Responsible

1003600

Tax system

Delivery date

09/01/2019

Percentage

Status

Active

Amount

5000
50.00

100.00
100.00

The Action Buttons available on an approval screen will depend on the type of record, but the basic
actions available to an approver will always have options to Approve (positive action) or Reject

(negative action) the task, but they may have different names.

Reject

Advanced mode

Workflow user log

Log book

Export

Funds check
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In the case of a new customer request, the following applies:

Approve - this is a positive action and will result in the record being created and the
originator being informed that the customer record is available for use

Reject - this is a negative action and will create a task for the originator asking them to add
the missing information. This may be a business requirement that is not actually a system
mandatory requirement such as a customer email address

Advanced Mode — displays the first three buttons in a different area of the screen. It is not
used

Approve - this is a positive action and will result in the record being created and the
originator being informed that the customer record is available for use

Workflow user log — opens the workflow comments log in a popup

Log book — this is a summary of the Workflow log but without the Comments

Export — this produces a report that could be printed

Funds check — produces a warning if the requisition is likely to exceed 90% of the available
budget
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8. Goods Receipting

When you order goods or services in BW you should complete the Goods Receipt when the
products are received.

If a Goods Receipt is not completed, 3-way matching cannot be completed, so the invoice will not be
paid. You can part receipt and you can cancel the rest of the order to prevent further payment. You
are Goods Receipting a Purchase Order. You can goods receipt before the invoice arrives or you
can do it afterwards. If the invoice is registered first, you will receive a task showing an image of the
invoice and requesting you to complete the receipt.

8.1. Receipting Goods

8.1.1 Enter a Goods Receipt

1. Navigate to Procurement - Purchase Orders - Goods Receipt

i= Goods receipt x

Goods receipt

Order information References Delivery|

Order number Qrder status Requested by Delivery d
20000397

Supplier External reference Delivery ti

2. Enter the PO number using type ahead or the lookup
3. Press[Tab]

i Goodsrecept x

Order sdatus Resquasted by Dielivery sty

Ordered leney Jores 1371272018 [}
External reterence Dedivery time
tiors 00:00
# Workflow log (row 1)
Coay
Order details
[ Orderline Supplier product Supglier product descrigtion Product Description Order oty Croered amount Previously received Qty. recewed Unit. Unit price. Rest canceled Reascn code
1 A28005-100 Fire Safety Equpment AZE005-100 Fire Safety Equipm._| 200 210,00 ago 000 EA 10500 - Ta]
Frs Sufuty Equipmunt Firw Subuty Equpme... -
E 200 000 0.00
m Claar || Workfigw user log | | Export Log book
Qrder gty Crdered amount Previously received Qty. received Unit Unit price Rest cancelled Reason code
2.00 21000 0.00 0.00 IEA 105.00 E
2.00 0.00 0.00

4. Review / edit the product line:
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Order qty — is the total number of products ordered
Previously received — is the number of items already entered as a goods receipt

Qty received — enter the number of items to be received on this occasion. This cannot be
greater than the Order gty minus Previously received but it can be less, which allows for
partial delivery

Rest cancelled — can be selected for a partial delivery where the remainder is no longer
required. This releases the committed funds back into the relevant budget and adjusts the
PO values to prevent over paying an invoice

Reason code — if Rest cancelled is selected, a reason for the cancellation must be selected
from the drop-down

For a multi-line order, you can:
Check the delivery against each line
Select all lines where the received gquantity is the outstanding balance for the lines

Click Goods received

This performs the Order gty minus Previously received calculation and enters the balance in
the Qty received field for each selected line

v

v
v
Z

Order details

Order line Supplier preduct Supplier product description Product Description Order qty Ordered amount Previously received Qty. received Unit

Add

1 A25000-100 Physically Attached Fixtures & Fittin_.  A25000-1 Physically Attached Fixtures & Fittin__. 10.00 1,000.00 9.00 100 §A
2 A25005-100 Fire Safety Equipment A25005-1.. Fire Safety Equipment 10,00 1,000.00 9.00 100 gA
2000 18.00 2.00

Set received to zero Rest cancelled Delete Batch and serial information

6.

Click on Save

A success popup opens with the Receipt number. This number is not required.

*

@ Success

Receipt no: 30000243

7.

Click OK
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8.2. Receipting Call-off Orders

Call-off orders are receipted In the same Goods receipt screen as goods orders.

1. Navigate to Procurement - Purchase Orders = Goods Receipt

UNITZ Business World On!

is Goods receipt x

Goods receipt

Order information References Delivery

Order number Drder status Requested by Delivery
2000394 | ...

Supplier External reference Delivery {

2. Enter the PO number using type ahead or the lookup
3. Press[Tab]

UniTE By o55 W mn W v @ v Shvopshire Counc Xscuoresl v B B WB | Saach ey

- Gnods receipt %

ml[£][e][=[7]
Ordar information Refarancas Dalivary
Urder status. Hequestad by Dcdrvery date:
Onderad lanny lores 14/12/2018 m
Dxternal reference: Ucdivery time:
Q000
# Workflow log (row 1)
Doy
Ordar datalls
Orderfine | Supplie- product Suppler oraduct descipton Product Deszripticn, Crdorqty | Orcered amaunt Prewouslyrocosed  Qeprecored | Urit Untpice  Restesmcolled | Reasancode
1 A%4006-100 Cansulliry Services A£42005-10 Corsituniy Serii 230000 2,300.00 a0e o EA 100 - |-
Consullurey Survis Conuadluncy Sers
B 230000 200 200
m Cleer | Wikl st lug = Lug bk
« R -
Order gty Ordered amount Previously received Qty. received Unit Unit price Rest cancelled Reason code
2,300.00' 2,300, OOI I DOC“ 0.00 IEA 1.00 I I I - I -
2,300.00 0.00 0.00

4. Review / edit the product line:

e Order gty — is actually the total value of the order, while the Unit price is entered as 1. This
is because all receipting is entered by Quantity.

o Previously received — is the number of items already entered as a goods receipt

e Qty received — enter the number of items to be received on this occasion. This cannot be
greater than the Order gty minus Previously received but it can be less, which allows for
partial delivery

o Rest cancelled — can be selected for a partial delivery where the remainder is no longer
required. This releases the committed funds back into the relevant budget and adjusts the
PO values to prevent over paying an invoice
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¢ Reason code — if Rest cancelled is selected, a reason for the cancellation must be selected

from the drop-down
5. For a multi-line order, you can:

e Check the delivery against each line

e Select all lines where the received quantity is the outstanding balance for the lines

e Click Goods received

This performs the Order gty minus Previously received calculation and enters the balance in

the Qty received field for each selected line

Order details

Order line Supplier preduct Supplier product description Product Description Order qty
4 1 A25000-100 Physically Attached Fixtures & Fittin_.  A25000-1_.  Physically Attached Fixtures & Fittin__ 10.00
| 2 A25005-100 Fire Safety Equipment A25005-1.. Fire Safety Equipment 10.00
Z 2000

Add Set received to zero Rest cancelled Delete Batch and serial information

Ordered amount Previously received Qty. received Unit
1,000.00 9.00 100 §A
1,000.00 9.00 100 fA
18.00 2.00

6. Click on Save

A success popup opens with the Receipt number. This number is not required.

*
@ Success

Receipt no: 30000243

7. Click OK

8.3. Rest Cancelled Option

Order details
Product Description Order qty
[] A40045A2-001 Translation service &t St Giles Family Centre 30/07/2014 400
[ aso04588-001 Translation service at St Giles Family Centre 04/06/2014 200
Fumiture
z 6.00
Add | Setreceivediozero  Goodsreceived | Restcancelled || Delete | Batch and serial information

Ordered amount
13200

66.00

Previously received Qty. received Unit
400 000 UN
100 000 un
500 000

Unit price Rest cancelied Reason code

33.00

3300 - 2]

Where you have estimated an amount on an order and the goods or services come in under that
amount it is important to close the purchase order to indicate that there are no more deliveries

expected. This performs two functions:

1. The Purchase Order is closed meaning that no further invoices can be paid against the order

2. Any outstanding commitment held against the order will be released back into budget
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8.4. Goods Return

Order information Relerences Desbevery

Ordler Num Supplier Reguested by Dedivery date
80000000 Office Update Lisa Wikinsan 01/12/2014 £
Ordler status

Extemal referance Dsiivary tima
Orcered

+ Warkflow log (row 1)

Copy

Order delals

ine vicusty reces ' = # description ty. retum
[ 1 A M 1.00 100 100 Unit ﬁ 4804
z 00 100

No replacement expected | Batch and serial informatian

Clear Warkflow user log Expart Log back
<

If you have receipted an order but then decide that the goods are faulty or you are not happy with
the service you can do a Goods return. This will prevent payment of the invoice unless it has already
been paid, in which case the supplier will provide a Credit Note.

1. Navigate to Procurement - Purchase orders - Goods return

2. Enter the Purchase Order number and press [Tab]

3. Enter the amount to be returned in the Qty returned field and press [Tab]
4. Click Save
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9. Invoice Processing

9.1. Purchase Order Invoices

9.1.1 Invoices for Shropshire council / Marches LEP / Pension Fund

The Supplier will receive the Order which will state that they can send the Invoice electronically in a
pdf format to shropshirecouncil.invoices@proactiscapture.com or they can send a paper copy of the
invoice to the requisitioner.

If the Supplier sends the invoice directly to Proactis, the invoice will be processed into BW and paid
on the due date, if there are no discrepancies.

If the Supplier sends the invoice to the requisitioner, the requisitioner will scan the invoice as a pdf
and send the pdf document to shropshirecouncil.invoices@proactiscapture.com. This will then be
processed into BW.

9.1.2 Invoices for Star Housing

The Supplier will receive the Order which will state that they can send the Invoice electronically in a
pdf format to starhousing.invoices@proactiscapture.com or they can send a paper copy of the
invoice to the requisitioner.

If the Supplier sends the invoice directly to Proactis, the invoice will be processed into BW and paid
on the due date, if there are no discrepancies.

If the Supplier sends the invoice to the requisitioner, the requisitioner will scan the invoice as a pdf
and send the pdf document to starhousing.invoices@proactiscapture.com. This will then be
processed into BW.

9.2.  Supplier Invoices

9.2.1 Invoices for Shropshire council / Marches LEP / Pension Fund

If an invoice is received which does not relate to a Purchase Order, the Requisitioner must write
the Cost Centre that will incur the cost on the invoice before they scan it as a pdf and then send
the pdf document to shropshirecouncil.invoices@proactiscapture.com. If the supplier does not exist
the Requisitioner will have to go through the supplier creation route first.

9.2.2 Invoices for Star Housing

If an invoice is received which does not relate to a Purchase Order, the Requisitioner must write
the Cost Centre that will incur the cost on the invoice before they scan it as a pdf and then send
the pdf document to starhousing.invoices@proactiscapture.com. If the supplier does not exist the
Requisitioner will have to go through the supplier creation route first.
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9.3. AC1 Form
AC1 forms are used for instances such as:

* When a Grant Payment is made to a supplier and we haven’t received an invoice from the
Supplier

* When a Sundry Payment would be made

For Grant Payments, once the form is populated by the devolved user, it will need to be saved as a
PDF and sent to:

shropshirecouncil.invoices@proactiscapture.com or

starhousing.invoices@proactiscapture.com for Star Housing.

After it has been processed through Proactis by the AP team it will workflow to the authoriser of the
Cost Centre to approve in BW.

For Sundry Payments, once the form is populated by the devolved user, it will be sent to the
Payments Team. One member of the payments team will enter the payment onto the system, which
will be workflowed to a second payments team member to approve and check that the bank details
entered are correct. Once this is done it will go to the budget holder for final approval.

9.4. Proactis Guidelines
PDF documents can only be processed if they meet the following criteria:

« PDFs must be 1 PDF to 1 invoice / credit, as each file is treated as a new document
* The PDF must not have security applied, as these cannot be read by the system

* Documents other than invoice / credit related PDF files (for e.g. T&C'’s, statements) should
not be sent to the dedicated email address

* The PDF must be attached to the original email and not embedded as part of a forwarded
email

* The dedicated inboxes are not manually monitored and therefore supplier queries or
questions etc. will not be dealt with

* Itis highly recommended that any scanned PDF documents are of a minimum resolution of
300dpi. This helps to ensure consistent and accurate extraction of data from the images

The PDF file size should be kept as low as possible, typically less than 150KB to reduce the reliance
on bandwidth usage and to speed up processing.

The system will not accept any other format of documents such as JPG and TIFF.

As this mailbox is not monitored, any emails that are sent to the mailbox that do not have any
attachments or incorrect format will not be returned and will be deleted after 30 days. Senders of
emails without valid attachments, will receive a notification informing them of this.

© 2019 Embridge Consulting (UK) Ltd

59

Version 0.2


mailto:shropshirecouncil.invoices@proactiscapture.com
mailto:shropshirecouncil.invoices@proactiscapture.com
mailto:shropshirecouncil.invoices@proactiscapture.com
mailto:starhousing.invoices@proactiscapture.com
mailto:starhousing.invoices@proactiscapture.com

Embridge ,4
Consulting

Driving value from your
business systems

Shropshire Council
New Product Requests

10. New Product Requests

If you have a requirement for a product that is not currently available in BW, you can request that it
is added to the Product Master File using the Purchase Product Request form. Forms are used
where requests have to be evaluated before data is entered into BW. In the case of new products,
the evaluation is carried out by Procurement.

10.1. Purchase Product Request Form
1. Navigate to Forms - Finance - Purchase Product Request

= Purchase Product Request =

(=)

Purchase Product Request

# P2P Product Request Form

Form ID*

[NEW] E"
[NEW]

Form description *

Carbon Monoxide Detector

Mew Product Request

New Product Request

“ Please complete all fields axcept New Product ID - this is for Procurement to complete once product is created

MName of New Product™

Product Group *
Fire Safety Equipment
A25005

Carbon Monaxide Detector CO-9D

New Product 1D

CO1 DETECTOR
Preferred Supplier
Unicorn Fire & Safety

Product Setup

Unit*
Each
EA

Purchase Tax Code

1
Effective Date
01/01/2019  |[@

VAT Purchases (Standard Rate NET)

Purchase Price
17.50

Amount Use?

Product Information

Product Hierarchy

Technical Approval ©
Na Technical Approval Required

NONE

UNSFSC Category

Workplace safety equipment and supplies and training mater | ...

6210000

ProClass Category

Health & Safaty - Products
231000

Reason

Reason®

Required in all rooms where gas boilers are present under the new amendment to regulations governing boilers

I Print preview IlI Submit form lI Save as draft I Export

This form has five separate sections to be completed.
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10.1.1 P2P Product Request Form Section

e Form ID* - the system generates this number when you submit it or save it

e Form description* - enter a description to describe what it is for and make it easier to find

10.1.2 New Product Request Section

o Name of new product* - enter the product name
e Product Group* - press [Space bar] to select from the lookup
e New Product ID — this is completed by Procurement

o Preferred Supplier — enter the supplier name

10.1.3 Product Setup Section

e Unit* - press [Space bar] to select from the lookup

e Purchase Price — enter the purchase price

e Purchase Tax Code — press [Space bar] to select from the lookup
e Amount Use? — leave blank

o Effective Date — enter the date the product is wanted

10.1.4 Product Information

e Product Hierarchy — this is completed by Procurement
e UNSPSC Category — press [Space bar] to select from the lookup
e Technical Approval* — press [Space bar] to select from the lookup

o ProClass Category — press [Space bar] to select from the lookup. This field is used for
reporting purposes

10.1.5 Reason Section
¢ Reason — enter the reason why this product is needed

10.1.6 Action Buttons

| Print preview ‘H Submit form H Save as draft H Export ‘

e Clear - clears the contents of the form and removes the Print preview button

e Print preview - provides a view of the printed form; use [Ctrl] + [P] to print the form
e Submit form - sends the form into workflow for approval

e Save as draft — allowing it to be completed later

If you select Save as draft, the Success popup will open.

© 2019 Embridge Consulting (UK) Ltd

61

Version 0.2



_ _ Embridge
Shropshire Council Consulting
New Product Requests

Driving value from your
business systems

@ Success

Successfully saved. P2PPR100000 is now created.

1. Take a note of the number as it will be needed to re-open the form
2. Click OK

If you select Submit form, the Success popup will open.

x
@ Success

Successfully saved. Changes in P2PPR100000 will not take effect until they
are approved.

3. Take a note of the number as it will be needed to re-open the form
4. Click OK

When the product has been created in the Product Master file the originator is notified by email that
the product is available for use.
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11. Own Requisitions

A useful enquiry is Own requisitions which will:
e Give you access to show open a requisition by clicking on the Requisition number
e Tell you where your requisition is in the purchasing process — Workflow status

¢ If the status is Finished, the Purchase order number will be present and can be clicked on to
open the PO

1. Navigate to Procurement - Requisitions - Own requisitions

i= Goods receipt x I Own requisitions xI

Own requisitions

Selection criteria

Results
Detaillevel | Alllevels |+ | | Copy to clipboard
, Workflow Amount SupplD Purchase "
# Requisition status (T) Product Description Unit Ordered © m order Delivdate Contract
H
1 10000565 Finished A25005-100 Fire Safety Equipment EA 200 210.00 Unicomn Fire & Safety Solutions 20000391 05/12/2018
2 10000565 Finished A40014-106 Books - Other EA 200 10.00 British Library 20000392 05/12/2018
3 10000565 Finished A40014-106 Books - Other EA 200 10.00 British Library 20000392 05/12/2018
- I 10000565 230.00
5 10000566 Finished A25005-100 Fire Safety Equipment EA 200 210.00 Unicomn Fire & Safety Solutions 20000393 05/12/2018
= I 10000566 210.00
7 10000567 Workflowinprog... A25005-100 Fire Safety Equipment EA 3.00 315.00 Unicorn Fire & Safety Solutions 0 07/12/2018
= #Zl 10000567 315.00
9 10000568 Workflowinprog.. A40014-106 Books - Other EA 200 2400 Unicorn Fire & Safety Solutions 0 07/12/2018
- 1 10000568 24.00
11 10000569 Workflowinprog... A25003-100 Fire Safety Equipment EA 200 210.00 Unicorn Fire & Safety Solutions 0 07/12/2018
12 10000569 Aborted A40014-102 Books - Library books for Ad..  EA 1.00 13.00 Unicorn Fire & Safety Solutions 0 07/12/2018
13 10000569 Aborted A40014-102 Books - Library books for Ad.. EA 200 24.00 Unicorn Fire & Safety Solutions 0 07/12/2018
i 10000569 247.00
15 10000571 Workflow in nroa Ad0014-101 Raoks - Sehool Books (Non- FA 300 3000 Rritish | ibrary 0 10/12/2018
11.1. Your Purchases
fZ  Goodsreceipt X Your purchases X
Sortby ¥| Aseendna < ey Goods receipt: Partially received
Type: Purchase order Last updsted by LGIW (01/12/2014)
Order number: 50000013
Supplier: Mouchel L
Type Requisition SEinis
Order number: 50000001
Supplier: New Life Conference Centre 50000026
Type: Requisition
Order number. 50000025
Supplier. Process overview
Type: Requisition
Order number: 50000026 Step State Last updated Updated by
Supplier: Requisition Vi Transferred 01/12/2014 08:40 LGAB
R ber oduston Purchase order Vv Sent 01/12/201408:44
Supplier: Goods receipt g Partially received 01/12/201409:23 LGIW
Total 5 Invoice
Purchase order details
Map Product Description Ordered Price Ordered amount Expected delivery date Qty. received
E" A27010AA-101 Contract Cleaning & Maintenance (V) 100 12,00000 12,00000 15/12/2014 008
I 12,000.00

Another useful enquiry is called Your purchases. This shows you the complete lifecycle of you
orders. In the above example you can see that the top Purchase Order is highlighted in blue on the
left and the details are shown on the right-hand side. This requisition has been raised, approved,
been converted to a Purchase Order, has been part receipted and no invoice has been registered
against it.
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12. New Supplier Request

If you have a requirement to use a supplier that is not currently available in BW, you can request
that it is added to the Supplier Master File using the Supplier screen. When saved, the request is
workflowed to Procurement for assessment and approval.

12.1. Supplier Request Process

If you have identified a good/service that you wish to purchase from a supplier, you will first need to
check if the supplier currently exists on the system by going to Procurement>Supplier
Information>Suppliers and then type in your Supplier name in the Lookup box to see if it exists. If the
supplier does not exist on the system, you should liaise with Procurement on
procurement@shropshire.gov.uk to ascertain whether you can purchase the specified
goods/services from this new supplier. Procurement will either confirm that this is OK, or they may
advise you to use another supplier that the Council has a corporate contract with and is currently on
the system that will be able to provide this type of good/service.

If Procurement recommend a corporate supplier instead, then the user can go straight to the
requisitioning/ordering stage and place an order with the recommended supplier.

If Procurement accept that a new supplier can be used for this good/service, the user will be
required to send the Supplier Creation Form attached as a related document on this webpage to the
new supplier and ask them to populate it and send it back to the user to start off the process of
setting up the supplier on the system.

Discuss the requirement with Procurement

2. Send the Supplier New Supplier Creation Form to the supplier and state that an order can
only be placed once the supplier has completed the form and sent it back to them to update
the supplier details on the system.

3. The form is attached to the supplier record that you have created once all of the details have
been entered.

12.2. Supplier Search

Before you request a new supplier, you should always do a search in the system to find out whether
they already exist. To do this:

4. Navigate to Procurement - Supplier information > Suppliers

5. Click on the Value lookup button to the right of the Lookup field. A Value lookup screen
appears

6. Inthe Value lookup window grid enter search criteria in one or more fields using wildcards
(LN1* searches for any Post Code that begins with LN1)

Click on Search
Try different variations of searches until you are certain that they do not exist
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12.3. New Supplier Request

1. Navigate to Procurement = Supplier information = Suppliers

The Supplier screen opens.
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UNIT4 Business World On! ¥ v D v Shropshire Council- Trainin yg & trainee10 v AB v "™ | scarch(Alt:

i= Suppliers x

o
Supplier || Contactinformation  Invoice  Payment  Relations  Charity Number
Supplier
Lookuy| H
With Matches
Lookup
™ Su -
' Firelpro e
: 1003451 At Hand Fire Protection
Classification Supplieridd | 1009545 Active Fire Protection
_ |t 1009588 The Fire Protection Association
Supplier group™ Company regi:
Country* VAT registration number
United Kingdom
GB External reference”
Language*
English | Lookup
EN |Safety Tech .
Head offi No matching values found. N 0 Matches
‘ Copy Workflow map Output filter Invoice control definition CIS Details
https://ubw-accept01.unitdcloud.com/uk_sh1_acpt_web/ContentContainer.aspx?type=topgen&menu_id=AP2998&activityStepld=2-1&addLaunchindication=false&client=SC# »

2. Enter any part of the Supplier name in the Supplier lookup field.

e If it matches any part of any Supplier's name it will appear in a popup. If the Supplier you are
trying to create is in the popup, click on it to populate the screen with the existing details

¢ If there are no matches for the name, check with different spellings or a different part of the
name to ensure they do not exist in BW already. A tooltip will appear saying No matching
values found if the Supplier does not exist with the details entered

3. Click New
The Customer window has five tabs at the top of the screen:
e Supplier — contains the Classification and Supplier identification details
e Contact information — the customer address and contact details
e Invoice — the invoicing terms applicable to the Supplier
¢ Relation — the reporting and action relations for the Supplier

e Action overview — used for such things as when a Supplier has gone into liquidation
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12.3.1 The Supplier Tab

UniT Jusiness World On ¥ - @ ~ Shropshire Council- Training ~ 4 traineel0 ~ A v ™1 | Search(Al+q) 4
i= Suppliers x
o)
Suppliers
Supplier | Contact information Invoice || Payment Relations = Charity Number
Supplier
Loakup
Supplier ID Supplier name*
[NEW] Safety Tech
Classification Supplier identification # Notes
Supplier group* Company registration number
General Suppliers -
a3 VAT registration number
Country™
United Kingdom
o External reference®
Language* Na
English UK Customer ID
EN
Head office
Safety Tech
NEW]

Copy ‘Worldflow map Output filter Invoice control definition CIS Details

In the Classification section:

e Supplier group* — select this from the drop-down

When you create a supplier in the system, there are a humber of different Supplier Groups available
to choose from, with the most commonly used being the General Supplier (GS) Group.

Below is a table of other available Supplier Groups to choose from. Please note you will only have
access to the groups that relate to your service area. For example, if you work in Social Care you
will be able to see the Adult Care Services Supplier Group but users from other service areas will
not.
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4(

Supplier Supplier Name Note

Group

GS General Supplier

AC Adult Care Services Only Social Care teams
would set these suppliers up

CcC Children’s Care Services Only Social Care teams
would set these suppliers up

CT Public Corporations & Trading Funds

Ccv Charities & Voluntary Sector

EM Resources — Employees Only HR/Payroll would set
these suppliers up

EN Resources — Non Employees Only HR/Payroll would set
these suppliers up

GB Central Government / Government

Bodies

IR IR35 Non Resources Employee

IS Internal Supplier Only Sys Admin /
Procurement would set these
suppliers up

LA Local Authorities

NE NHS England

NO NHS Other

PS Payroll Supplier Only HR/Payroll would set
these suppliers up

SS Sundry Supplier Only the Payments Team
would set these suppliers up

© 2019 Embridge Consulting (UK) Ltd

Version 0.2

68



_ _ Embridge
Shropshire Council Consulting
NeW Supp“er RequeSt Driving value from your

business systems

e Country* — this defaults to the United Kingdom. To change it use type ahead and then select
the country from the drop-down

e Language* — this defaults to English UK. To change it use type ahead and then select the
country from the drop-down

¢ Head office* - this defaults to the Supplier name but can be changed

In the Supplier identification section:
e Company registration number — enter if applicable
e VAT registration number — enter if applicable

o External reference* — this is the reference in the legacy system. If it is a new customer,
enter NA

e Customer ID — leave blank
In the Notes section:

o Notes — this field is not used on creating a supplier but can be used when the account is
active for such things as insolvency or bankruptcy details
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= Suppliers x

Suppliers

Supplier

Lookup

Address

O Address type
General
Add Delete

# Address details

Supplier | | Contact information || Inwoice  Payment || Relations | | Charty Number

Street address own

"3 Mew Street

County

Address

Address type®

General

Street address
"3 Mew Street

Country*

United Kingdam
Postoode

5Y2 85V

Town
Shrewsbury
County
Shropshire

Phane numbers

Telephans
- 01743587848
Telefax
Mobile

Telephone 2

Home

E-mail and wehsite

E-mail
enquiries@safetech.aol

E-mail oo

URL
www safetech.aol

European Article Mumbering

EAN

Contact person

Mame

Jack Jones
Position
Owner

=

Contact

1. Select the Contact Information tab

2. Click Add to create a new address.

In the Address details section:

e Address type* — select the type from the drop-down

e Street address — is the number/name and street name only

e Country* — the default is the United Kingdom but can be changed using the drop-down

o Postcode — enter the postcode

e Town — enter the town

e County — enter the county

In the Phone numbers section, enter the all the telephone details that you have.

The European Article Numbering section is not used.

In the Email and website section enter all the relevant details that you have.

If a supplier has sent an email address for where they would like their orders and remittances to be
sent this should be added as a general supplier address. If the supplier has sent different emails for
where they would like their order and remittances to be sent then the order email address can be

© 2019 Embridge Consulting (UK) Ltd

Version 0.2

70




Embridge
Shropshire Council Consulting
New Supplier Request

Driving value from your
business systems

added as the general email address and the remittance email address will need to be added as a
payment email address.

In the Contact person section:

e Name — enter the name of the person to contact in the Supplier’s organisation

e Position — the contact person’s position in the Supplier’s organisation
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| Suppliers x
Suppliers
Supplier || Contactinformation | | Invoice || Payment || Relations
Supplier
Lookup
Payment details Bank details
Pay method ® Fimed Account Numiber
BACS - 0
" Roll Numbar
Payment recipient Fioeed 2
Account Name
IEAN
Swift
Sort Code

Charty Mumber

# Status

Status®
Active

Output filter Invoice control definition

CIS Details

D=l

1. Select the Payment tab
2. Enter any Payment and Banking details you have, the remainder will be completed by AP.

12.3.2 The Relation Tab

Sapplier group (SUPPGRP)

Mationzl Fraud Initiative (MFT)

Whole of Government Accounts (WGEA)
Small & Medium Enterprises (SME)
Fublish Spend (PUBSFEND)

Supglier visible ta Council Steff SUPVS)

Types of Business {TOB)
SIC Code (SICCODE)

SIC Code Z (SICCODEZ)
SIC Code 3 (SICCODES)

i Derrmmnl Pimen (C1IDOM

Ceonmline 1an

Suppliers
Supplier || Contact information | | Inwoice || Payment Charrty Number
Supplier
Lookup
O Relation Relztion value

- (Y
Yes

Qutput filter Invoice control definibion

Description

General Suppliers

CI5 Details
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3. Select the Relations tab

In the relations tab the user will have to populate any data here that they have received in the
Supplier Creation Form that has been returned to them so this could include:

The key relation to populate here is the Supplier Visible to Council staff relation.

If you work directly for the Council you will have to enter a Y in this field, otherwise you
will be unable to see the supplier once it has been created.

If you work for a School or for STAR Housing you will have to enter an N in this field.

Other relations that you can populate from the Supplier Creation form are:
-Whether they are a Small or Medium Enterprise (SME)

-A supplier in the Shropshire Area

-The type of business that the supplier is

-The Supplier Standard Industry Classification Code (SIC)

-Whether they have a Whole of Government Account Code (Applicable to public sector organisations
only)

If the supplier doesn't provide the user with this detail then this section can leave it blank

4. EnterYorN

12.3.3 The Charity Number Tab

= Suppliers x

miE

Suppliers

Supplier | | Contactinformation || Invoice || Payment || Relations | Charty Number

Supplier

Lochup

Charity Number

Charity Number

Copy Worldlow map Output filter nvaoice control definibion CIS Details
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Select the Charity Number tab

If the new supplier is a charity, enter their number in the Charity Number field
Click Save

Click on OK

P w0 N PR

12.3.4 Complete the process

When all the new Supplier’s details have been entered you can click save.

A Success popup will then appear but it is important to note that a task will then be rerouted
to yourself within a minute. This task will require you to then attach the Supplier Creation
Form that the Supplier Completed and that you have used to populate the details.

L SC-IENSOR v & B ™ | Search (Alt+q)
*
Your tasks 7 Group by [¥]

Attach Supporting Documentation Batch: PL-10283 Versions: VIRE-5Y

Supplier Documents Required SupplD: 1009295 Supplier group: GS Su..

Go to Task management

You will have to click on this Supplier Document Task in your taskbar in the top right hand
corner (identified by a tick mark) and then click on the Paperclip icon in the top right hand
corner and to attach the Supplier Creation Form. Once you have done this you can click on
the Task Complete button in the bottom left hand corner.

o
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The supplier creation will then be workflowed to Procurement to be approved if a Council
member of staff has requested to set up the supplier before going to the AP team to verify
that the data and correct bank details have been included.

If a schools or Council member of staff has requested to set up the supplier this will be
workflowed directly to the AP team to verify that the data and correct bank details have
been included.

12.4. Workflow enquiry

As with requisitions you can do a Workflow enquiry for new supplier requests.

1. Navigate to Procurement - Supplier information = Workflow enquiry — Supplier

2. Click on the Workflow map icon to the left of the supplier you want to enquire on

You will now see the relevant workflow map.
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