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[bookmark: _Toc468270157]Step 1:  Log in to system.
	**Note: Access the link through the Business Software Help Desk website.
[image: ]Click: Directory                            Select: Department Directory

[image: ]Click: Site

You will be redirected to the Business Software Help Desk Website.
[image: ]Click: Login Page Tab

You are now logged in to the BusinessPLUS Software.
 [image: ] Note: Home Tab will default.User Name
Select: All Tab

**If you are being prompted for User Login; input your computer credentials.
[image: ]Password you currently use to log in to your computer. Click: Login
User ID is your email address without the @bisd.us                  (Ex: jdoe@bisd.us )
jdoe

You should then be directed to the Home Tab.
[image: ]Selections under “All” tab will be visible. See next screen.Select: All Tab
User Name

[bookmark: _Toc353197985][bookmark: _Toc468270158]Step 2: Access the Purchase Requisition Screen.
**NOTE: There are two options for accessing the Purchase Requisition Screen.
1st Option below.
[image: ]User Name
Enter Command:   POUPPR                      Hit: Enter

POUPPR-Purchase Requests Screen will populate. (To skip example of Option 2 go to page 8 to proceed.)
[image: ]User Name
User Name

2nd Option is as follows.
[image: ]User Name
Click the [image: ] Folder



[image: ]User Name
Click [image: ] Folder
Click the “+” folder PO-Purchasing

[image: ]User Name
Click the [image: ]         Folder




[image: ]User Name
Double Click: [image: ]
Double Click:                    PR-Purchase Requests

POUPPR-Purchase Requests Screen will populate. See screen below.
[image: ]User Name
User Name

[bookmark: _Toc353197986]
[bookmark: _Toc468270159]Step 3: Add Purchase Requisition.
**You are now ready to create Purchase Requisition follow the next steps.
[image: ]User Name
User Name
Click: [image: ]to add a new PR.

[image: ]User Name
User Name
Note: Your name will appear and today’s date.


Next: A PR number needs to be created; proceed to the following steps.
[image: ]Click: the 3 dots [Auto (PR SEED)]                                      PR# will auto generate.

User Name
User Name

[image: ]User Name
NOTE:  System assigns a PR#.


[bookmark: _Toc353197987][bookmark: _Toc468270160]Step 4: Input Sec Cd. (Security Code)
NOTE:  “Sec Cd” will be the campus/location creating PR. [image: ]User Name
User Name
Click: Drop down arrow.                   Select: Campus/location


[bookmark: _Toc353197988][bookmark: _Toc468270161]Step 5: Input Vendor ID
**You are now ready to enter the Vendor information.
[image: ]User Name
User Name
Make sure the “Vendor” tab is selected.


[image: ]User Name
User Name
Click:                     the 3 dots (…)


[image: ]User Name
User Name
Select:        Lookup Ctrl+L


The Data Lookup Screen will populate.
[image: ]Type in Vendor Name in the blank box.

User Name

[image: ]Multiple Options may populate. Notice this Vendor has 4 addresses. Be sure to select the correct one.



[image: ]Click: OK


[image: ]User Name
User Name
Vendor Information is now visible.       Hit: Enter


NOTE:  For a list of awarded vendors, refer to the Purchasing website or call them directly. ONLY awarded vendors may be used.
[image: ]NOTE: “Ship To” address can ONLY be changed if items are to be shipped directly to the ordering entity. You may check with Purchasing Dpt. to verify. User Name
User Name
Click on “Ship To” tab and verify address. Address will auto default to pre-set locations.


[image: ]User Name
User Name
“Bill To” address should not be changed. Info will automatically default.

[bookmark: _Toc353197989][bookmark: _Toc468270162]Step 6: Input Details Tab Information.
*Information required depends on vendor; example used below is for Dell Marketing LP.
[image: ]NOTE: All three fields need to be filled in with correct information, to avoid system error and/or PR rejections causing delays.DIR-SDD-1951
R003/16-17
LOCAL
Input Vendor Bid # or Resolution # or Board Approved date. If none; specify type of purchase, such as: TRAVEL, REIMBURSEMENT, MEALS, etc...
Input: Cooperative Contract # (ex: DIR-SDD-1951) found on quote, or BID expiration date. Or if PR is for TRAVEL; input the Travel Id# from WebTravel. If none; input “N/A”
Specify whether account is FEDERAL, STATE or LOCAL.
User Name
User Name
Input: Bid# (if required)                   List is available in  Purchasing Website.

[bookmark: _Toc353197990][bookmark: _Toc468270163]Step 7: Input requested items.
[image: ]LOCAL
User Name
User Name
Enter the qty requested.

[image: ]LOCAL
User Name
User Name
Tab over to Units. Click on drop down arrow.

[image: ]LOCAL
User Name
User Name
Select Unit: Example: EA

[image: ]LOCAL
User Name
User Name
Type a Description. 

[image: ][bookmark: _GoBack]Provide Model#/Part# first, then a desc.         Hit: Tab key to save data.                            NOTE: DO NOT COPY/PASTE from Vendor Websites. Must be entered manually.
LOCAL
User Name
User Name


[image: ]LOCAL
User Name
User Name
Type: Unit Price.

[image: ] You may now proceed to input a valid Account#. Questions regarding acct #’s; contact the Finance/Budget Dpt. (956)548-8311.LOCAL
Hit Tab key over to the first space after “GL”
User Name
User Name


[image: ][image: ]LOCAL
User Name
User Name
NOTE: Input account # Tab over after each entry.


[image: ][image: ]LOCAL
Scroll Bar is available, Can be moved over to view other fields.
User Name
User Name


[image: ][image: ] NOTE:  If additional items need to be inputted; hit ENTER key after each line item.LOCAL
User Name
User Name
Hit: Enter to save.

[image: ]LOCAL
User Name
User Name
Note: The following message bar will appear after each entry.

**NOTE: Example of an error message below; you will need to use a valid account.
[image: ]User Name
User Name
NOTE: The following message bar will prompt you if acct# does not have enough funds available. 

[bookmark: _Toc353197991][bookmark: _Toc468270164]Step 8: Input “Notes” to PR.

**Note: There are two sections that require notes.

1st Notes Section-PR Notes
[image: ]LOCAL
User Name
User Name
Select “Notes” Tab & PR Notes

Continued on next page…
[image: ]LOCAL
User Name
User Name
Input notes     Hit: Enter

**NOTE: All PRs must have the required information, see list below. Contact Purchasing for any questions or concerns @ (956)548-8361.
**Required (PR Notes) Information:                                                                                                       1) If ordering vehicle parts; indicate vehicle #, repair order#, bin # (if an     inventory item) and storage location.                                                                                2) Repairs; indicate location and work order #.                                                            3) Contracted services; indicate Board Approval date and contract amount.

[image: ]**Required (PR Notes) Information:                                                                                                       1) If ordering vehicle parts; indicate vehicle #, repair order#, bin # (if an     inventory item) and storage location.                                                                                2) Repairs; indicate location and work order #.                                                            3) Contracted services; indicate Board Approval date and contract amount.









2nd Notes Section-Print Before
[image: ]LOCAL
User Name
User Name
Select:                  Print Before Tab.

**NOTE: All PRs must have the required information listed below.  Contact Purchasing for any questions or concerns @ (956)548-8361
[image: ]
**Required (Print Before Notes), if ordering from the following vendors:                                                                                                       1) DIR = Contract# & customer agreement #.                                                                   2) Dell = Quote# & DIR customer agreement #.                                                                                 3) SHI = DIR contract# & customer agreement #.                                                                    4) Calence = DIR contract#.                                                                                                                     5) US Tech = DIR contact# & customer agreement #.                                              6) TCPN = Contract#.                                                                                                        7) Buyboard = Contract#.                                                                                                             8) Awarded Bids/Proposals/Qualifications = Bid# & item#.

[image: ]LOCAL
User Name
User Name
Input Notes      Hit:Enter



[image: ]User Name
Note: [image: ]bar will populate saving your entries.


[bookmark: _Toc468270165]Step 9: Adding Attachments
[image: ]LOCAL
User Name
Click: Attachments Tab

[image: ]LOCAL
Attachment options will display. 
User Name

[image: ]LOCAL
User Name
Click: Add Attachment

**NOTE: Document to be attached should be saved in your files prior to attempting to attach.
[image: ]User Name
Attachment Dialogue Box will display.

[image: ]Attach ID: PO attachment will default.

[image: ]Description field: Input the Title for the attachment.

[image: ]Click: Browse
Locate the document to be uploaded.

[image: ]Select the file.                              (Will display in “File name” field)       Click: Open

[image: ]Janedoe\file\mydoc
Click: Attach
Notice: File is now displayed in the “Attachment Field” 

[image: ]User Name
Click as stated.

[image: ]LOCAL
Notice: File has been uploaded/attached. Click on File name to open the document.
User Name
User Name

[image: ]**NOTE: Verify all information; once complete, you may proceed to approving the PR. 
[bookmark: _Toc353197992][bookmark: _Toc468270166]Step 10: Approving PR
[image: ]LOCAL
User Name
User Name
Click: Workflow Tab

[image: ]User Name
User Name
Workflow Screen will expand.      Click: Refresh if approval mode did not display.

[image: ]LOCAL
User Name
User Name
“Purchase Document” Workflow details will appear.


[image: ]User Name
User Name
Note: Window can expand by placing cursor on margin and drag over. Details of workflow are viewable.

**Reminder: Make sure Purchase Requisition is correct prior to approving!
[image: ]LOCAL
Click the green [image: ]check mark to approve.
User Name

[image: ]LOCAL
Comments Field will open. Space is available for any comments for the approvers.
User Name

[image: ]LOCAL
User Name
User Name
NOTE: DO NOT USE SPECIAL CHARACTERS!  SUCH AS: #, &, $, @, *,% etc…PR WILL NOT GO THRU!


[image: ]LOCAL
User Name
User Name
Click: Submit

[image: ]LOCAL
User Name
Click: Refresh to update.

Notice: gray check mark after you’ve approved.                      


[image: ]LOCAL
User Name
User Name
Notice: Next approver in line is - Pending…

[image: ]LOCAL
User Name
User Name
Example of comments if you drag over to expand screen or scroll bar.

See example of a complete PR below.
[image: ]LOCAL
User Name
User Name
Note: A “PO#” has been assigned after PR has been approved by all users in accordance to the workflow module.

Once a PO# has been generated; PR Originator will receive an e-mail notification. See example screens below.
[image: ]xxxxx

[image: ]E-mail provides details of Workflow history.


Note: Delivery of items may vary depending when order is actually placed to the Vendor by Purchasing Dpt. For any questions or concerns regarding your order you will need to contact Purchasing Dpt. (956)548-8361.
[bookmark: _Toc353197993][bookmark: _Toc468270167]Step 11: Receiving PR
Once items are delivered, you will need to receive the PO in the system. For detailed instructions refer to “How to Receive POs”.
NOTES:
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**Required (PR Notes) Information:

1) If ordering vehicle parts; indicate vehicle #, repair order#, bin # (if an
inventory item) and storage location.

2) Repairs; indicate location and work order#.

3) Contracted services; in
amount.

cate Board Approval date and contract
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*#*Required (Print Before Notes), if ordering from the following
vendors:

1) DIR =Contract# & customer agreement #.

2) Dell = Quote# &DIR customer agreement #.

3) SHI=DIR contract# & customer agreement #.

4) calence = DIR contract#.

5) US Tech =DIR contact# & customer agreement #.

6) TCPN
7) Buyboard = Contract#.

8) Awarded Bids/Proposals/Qualifications = Bic# & item#.

ontract#,
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QUOTATION
Quote 589135623
Customer # 87815770
Contract # 42870
CustomerAgreement #: DIR-SDD-1951
Quote Date: 0892014

Date: 81912014 Customer Name: BROWNSVILLE ISD.

“Thanks for choosing Delll Your quote is detailed below; please review the quote for product and
informational accuracy. If you find errors or desire certain changes please contact your sales.
professional as soon as possible.

Sales Professional Inform:
SALES REP: TASHAMYERS PHONE: 1888 - 9773385

Email Address: ZTasha Mvers@Dell com Phone Ext: 62465

GROUP: 1 QUANTITY:1  SYSTEM PRICE: $71267  GROUP TOTAL: $712.67

Description Quantity
Dell 1610HD Projector (224-8089) 1
Projector Advance Exchange Limited Warranty Coverage, 2Yr Extended. (908-7652) 1
Projector Advance Exchange 1Yr Limited Warranty. Lamp Limited Warranty is 0Days from

original invoice (622-1650) 1
Dell Hardware Limited Warranty, Extended Yearls) (908-1548) 1

Dell Hardware Limited Warranty, Intial Year (908-1567) 1 2
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