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H@ BusinessPlus CREATING PURCHASE REQUISITIONS

Step 1: Login to system.

**Note: Access the link through the Business Software Help Desk website using Google Chrome ﬂ for browser.

(5 Select Language ¥

Click here for:

n EmployeesSiudent: Web Mal l Emplayee Online
Technology Resources

Password Management Guidedines:. English » Spanish

f¥inaEE

HOME DISTRICT - STUDENTS/PARENTS - DIRECTORY = PRESS ROOM CALENDAR - EMPLOYEES - COMMUNITY - QUICKLINKS =

Enroll Taday * District of lanovation Update DEPARTMENTS Superintendent » Board of Trustees « Board Agendars « Administration « Policy

Depantment Directory

Nl«j &l Click: Directory
LUU Select: Department Directory

956.554.4775

for assistance

SCHOOLS

DOWMNLOAD PDF

Phone Directary

Fax Listing

SD tech is available from

8 a.m.to 5 p.m.

Department Directory

Department Address Phone: Fax: Administrater

708 Palm Blvd.
2501 FM BO2

208 ram s, ez Click: On Business Software Help Desk |

1 Bivd hampians

1900 E. Price Road (Suite.2107 (956) 548-8271 ee = below
1900 E. Price Road (Suite.303) (956) 698-1254 see * balow
1905 E. 6th Street (956) 548-8217 see * below
708 Palm Blvd. (Suite.209) (956) 548-8291 (956) 548-8204
1900 E. Price Road (Suite.304) (956) 554-2725/548-8241 (956) 548-7933
1900 E. Price Road (Suite.202) {956) 54B-B121 see * below
708 Palm Blvd. (Rm.227) (956) 54B-8679 (956) 982-3738
1900 E. Price Road (Suite.212) (956) 548-8061 see ™ below
4350 Morrison Road (956) 698-2400 see * below
708 Palm Blvd. (Suite.223) (956) 548-8231 see * below
1900 E. Price Road (Suite.303) (956) 548-8311 (956) 982-2795

708 Palm Blvd. (956) 982-3730 (956) 714-6132 Vacancy

You will be redirected to the Business Software Help Desk Website.
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[HZ?) BusinessPlus CREATING PURCHASE REQUISITIONS

ontact Ur ] [ L

N

Mission Statement

Tha mission of the Bi-tach Suppont Area is to provide expartise, leadership
and suppart ralative to astabil intainl 4 the
recessary procedures required for the sccurate funclioning of the District's
HR/PayrollFinancial Manageman! Software Applcations (Bi-tech) on a
mannir consistent with Board Palicy and statutes and standards of
regulatory agancias

&« C {d § bpbisdus/screens/uifogin

HF; :Lf:ionn:stmus Input: Your Computer

- Credentials (Ex: jdoe and
sermame your current password
joos for your computer.

— Click: Log in.

You are now logged in to the BusinessPLUS Software.

ﬂﬁﬂ BusinessPlus

User’s Name Personal Dashboard @

h =
REPORT: s ] ~

Go to COD Archive
COD Folders

7.9 Standard Reports

Comi-Tech

= Development
= Federal Programs . = Menu
~— Click: for full Menu

D Food Services
Tree Options.

o Food Services HR Reports

Note: Personal Dashboard will
e @ Reperts display for your favorite Ll :

—
shortcuts.
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HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

[P Businesspius @ Q
= Menu BISD 19.12 Furure Prod
- TN P
Complete Menu
AP Accounts Payable User's Name PEI’SOH&' Dashboard @
AR Accounts Receivable REPQRTS [ I P

BD Budget Item Detail Go to §0D Archive

COD Fglders

BK Bank Reconciliation
O 7.9standard Reports

EM Encumbrances Cmifech

FA Flxed Assets = Depelopment

= Feferal Program

GL General Ledger
= Folld Services

Note: Menu will display. Scroll up/down

GM  Grants Management

= FoNGereer
HR Hisn Reeiees Sefm for a complete menu of options.
O HHPY
NU  NUCLEUS
4 1) Reports
PA  Project Allocation
PB Position Budgeting
PE Person/Entity Database
Pl PEIMS
PO Purchasing
PY Payroll System
_j

Step 2: Access the Purchase Requisition Screen.

**NOTE: There are two options for accessing the Purchase Requisition Screen.

15t Option below.

m:?" BusinessPlus (7]

*

Complete Menu

AP Accounts Payable User's Name Personal Dashboard

AR Accounts Recelvable REPORTS

@

*]
]
>

BO Go to COD Archive

Budget Item Detail
COD Folders

BK Bank Reconciliation

(7.9 Standard Reports

EN Encumbrances 2 @i-Tech

" ] el
FA  Flxed Assets Duvelopment

[ Federal Programs

GL General Ledger ) CI iCk:

Food Services

PO Purchasing

GM Grants Management

O Food Services HR Reports

HR Human Resources DaLAM

CHRPY
NU NUCLEUS
CIFAS 1 Reports

PA - Project Allocation

o

Position Budgeting

PE Person/Entity Database
Pl PEIMS

PO Purchasing

PY Payroll System

Create_PRs_NewVersion_2020



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

B H
HF}‘J BusinessPlus

L ]
=| PO
S Client L-per_|[|L USGF'S Name Personal Dashboard B
IO Interactive Inguiry REPORTS 29 A
MA PO Maintenance A
COD Folders .
‘ PO Print Purchase Orders 7.9 Standard Reports CIICk'
PQ Print Quotations L gi-Tech p U d
U ate Database
PW Print Worksheets Develapment p
Federal Prog;
RE Repo
ZFood Services
[0 Fond Services HR Reports
UT Utlities DoLFN
D HRPY
XP XML PunchOut
L IFAS 1Q Reports .
ﬂ@ BusinessPlus
]
=| PO | UP
’
FO PO Format Information User S Name Personal DaShboard @
GN General Information REPORTS Z 0 A

Go to COD Archive
CDD Folders

PP PunchOut Web Shopping

PR Purchase Requests

Click:
PR Purchase Requests

RC Receiving Information ) Bi-Tech

SC Security Codes O Gevelopment

3 Federal Programs
“1Food Services

“1Food Services HR Reports
DOGLFIN

“)HR_PY

DIIFAS 1Q Reports

Purchase Requests (POUPPR) Screen will populate. (To skip example of Option 2 go to page 7 to proceed.)
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HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

[P BusinessPlus Purchase Requests (POUPPR)
- Search +
Q
T PR Number® T PO Numbor T S’ T Security Code T
- ===
Approval Code T  Roquosted By T  Date Requested ] T
a2
Filters PO Teta 000 | PRTota T
Li]
Vendor 1D =T Remit Ta ID: m T
- Vandor Addr Code T Ramit Ta Addr Coda T
_Filter
. Phona Cd T Phone Cd T
Search Criteria:
Details
Confirm T  VendAccount T
Bid Number @ T  Contract Number . T
End Use: T Buyer ® T
Discount Terms T FPOType* T

Requisition Codes

Req Code 1 T Req Code 2 T
Regq Code 3 T Reg Code 4 T
Raq Code 5 T ReqCode & T

2" Option is as follows.

mii] BusinessPlus

*

User’s Name Personal Dashboard -

REPORTS e A

Go to COD Archive
0D Folders CI ick-
.

2 7.9 Standard Reports

m@] BusinessPlus

User's Name Personal  Note: Magnifying @
glass changes to a
Search Field

Create_PRs_NewVersion_2020 6



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

m;ie‘.-' BusinessPlus
qlisitions (Multi) (POUPAM)

Pprove Requisitions (Single) (POUPAP)
- Code Definitions (POUPCD)

) e5choolMall Interface Tables (POUPEC)
User’s Name Personal Dashboard
Multi-line Approval (POUPMA)
REPORTS )

Multi-line Purchase Requests (POUPMP)

Go to CDD Archive I n pUt: MaSk in Sea rCh Override Vendor Amount Blacks (POUPOV)
olders . ormat Information
Field. (Ex: POUPPR) Note: AR

o 7.9 standard Reports R L OUPPP)

Options become available.
oo Click or Hit Enter.

Punghl

Purchase Requests (POUPPR)
on (POUPRC)

Receiving to OH Set (POUPRB) =

CFederal Programs
Total 16 items found

2 Food Services

O Food Services HR Reports

Purchase Requests (POUPPR) Screen will populate. See Screen below.

Step 3: Add Purchase Requisition.

**You are now ready to create Purchase Requisition follow the next steps.

HP_I' BusinessPlus Purchase Requests (POUPPR)
- Search +
Q
PR Number® T PO Number T Statw? T Security Code. T

a
-]

Filters: PO Total PR Tola T
i)

Oros only B

O POCSAD.Filter
QCSAD_Filte + Remit Ta 1D m Y

O POCSHR_Filter Hooer® CI iCk to

OPRUPPO, Filter Vandor Addr Code | Raemit To Addr Coda T

O PoOUPPR_Filter

Search Criteria: orers start a New PR. Phans Cd Y
Details
Canfirm T VendAccount T
Bid Number m T Contract Number . T
End Use T  Buyer ® T
Discount Terms T POType* T
Requisition Codes
Req Code 1 T FReqCode2 T
Raq Code 3 T RegCoded T
Req Code 5 T  FRegCode® T .

Screen will then change to “Add” mode. See next page.
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HJ@ BusinessPlus

2 BusinessPlus Purchase Requests (POUPPR)

CREATING PURCHASE REQUISITIONS

i ©

Q

PR Number® | § PO Number ¥ Status® PR »  Security Code -
. Approval Code Requested By User Name Date Requested 092872020 [
f=|

PO Total x 0.00 PR Total /
o
P Vendor ID m \ H% m
Eg Vendor Addr Code - - -
# : Note: Add mode is now |
= active. Your name and
€ | Deuis today’s date will default.
2 Confirm Vend Account.
& Bid Number: = Contract Number ¥
i End Use Buyer i
A Discount Terms. PO Type™ -

Requisition Codes

Next: A PR number needs to be created; proceed to the following steps.

HF’)) BusinessPlus Purchase Requests (POUPPR) Q @ EC

= o Add
Q
PR Number® & PO Number: & Status* PR - Security Code: 4
Approval Code: Requested By: pouested: 09/29/2020
] ¥
PO Total: C | i Ck: I
i)

Hp BusinessPlus Purchase Requests (POUPPR)

o
-]

= Q Add

Q .

PR Number® u PO Number 4 Status™ PR v  Security Code -
=

Approval Code PRSEED User Name Date Requested OS/2R2020 (7]
&

PO Total \ 0.00 PR Total
1]
r Vendor 1D - =

PRSEED

E‘, Vendor Addr Code - Click:
¢ . PR# will automatically generate.
=]
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HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Note: A PR number has been generated.

:‘)‘ BusinessPlus Purchase Requests (POUPPR)

- iE O Add
PR Number* lPraza197] § PO MNumber § Status® PR *  Securty Code -

&
Approval Code Requested By User Name Date Requested 09/28/2020 (7]

&
PO Total 0.00 PR Total

(1]

Step 4: Input Sec Cd. (Security Code)
NOTE: “Sec Cd” will be the campus/location creating PR.

m@l BusinessPlus Purchase Requests (POUPPR) Q @ EC
N = 0 Add
Q

PR Number* PRA29197 1 PO Number 1 Status® ER v  Security Code -
- Approval Code Requested Byl Q
& Click: Drop down arrow. Code Description

PO Total . | ey, PR r
o Select: Campus/locatlon P T34 Bi-tech Help Desk
» Wendor 1D m Remit To 1D m
2 Vendor Addr Code: - Remit To Addr Code: -

Step 5: Input Vendor ID
**You are now ready to enter the Vendor information.

PO Total 0.00 PR Total
] Vendor D = Remit To ID m
= Viendor Addr Code - Remit To Addr Code -
& Phane Cd v

Q

Details CIiCk:

The Data Lookup Screen will populate. See next screen.

Create_PRs_NewVersion_2020 9



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Data Lookup

Search ID Source: Person/Entity hd

PEID Name Security CD Pedb Code

Type in Vendor Name
in the blank box.

Code Address Line 1 Address Line 2 Address Line 3 Address Line 4 City

Create_PRs_NewVersion_2020 10



ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Example provided is for Sam’s Club.

Data Lookup

PEID Name Security CD Pedb Code
@ Sam's Club @  x (&)

V008406 SAM TELL & SON INC. I B
V001639 SAM'S CLUB
128302 N G \ Notice: it generates a list.

Select: the desired vendor
350568 SAMANIEGO, MICHAEL and address below.
V019417 SAMANIEGO, OMAR ﬂ

Click:
019313 SAMANO, BEATRICE P

N -

Code Address Line 1 Adgfess Line 2 Address Line 3 Address Line 4 City

3570 W. ALTON G...

P2 1400 E. JACKSON ALLEN

P3 621 N. 77 SUNSHI... HARNNNGEN

Vendor Information

m Remit To ID. -

is now displayed.

&

FRemit To Adad

Vendor Addr Code:

&

Phone Cd. -

R

Q

Details

B o

NOTE: For a list of awarded vendors, refer to the Purchasing website or call them directly. ONLY awarded vendors
may be used.

Create_PRs_NewVersion_2020 11



ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Step 6: Input Details Information.

*Information required depends on vendor; example used below is for Sam’s Club.

Input Vendor Bid # or Resolution # or Board Specify whether Fund is
Approved date. If none; specify type of purchase, FEDERAL. STATE or LOCAL.
e ‘ such as: TRAVEL, REIMBURSEMENT, MEALS, etc...

Details

P Confirm l Vend Account LOCAL

&

Bid Number: 20-002 =] Contract Number: N/A v
? End Use: Buve. =
Discount Terms: PO Type* P -

Q

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”

Requisition Codes

NOTE: All three fields need to be filled in with correct information, to avoid system error and/or PR rejections causing

delays.

S -

“.I;‘U BusinessPlus Purchase Requests (POUPPR)

Delvery Dt
Q -]
— Blanket

Blanket Mo m Blanket Amt. R
ﬂ.
0 Ship To ID: o018 m Bill To ID B726 m
r T
A Ship To Addr Code: & - Bill To Addr Code. B -
&
) BROWNSVILLE, TX 78526 Phone Cd =
for Phone Cd b
= \
o,

Other Information
o
T Approved By Date Approved . . Date Printed R
= Ship To and Bill To

Encumber PO7 ¥ - EMN Divisian - Categary Code -
£ information defaults

Cutrency. - Texa File

automatically.
Items Notes

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.

Create_PRs_NewVersion_2020 12



[H@ BusinessPlus CREATING PURCHASE REQUISITIONS

Step 7: Input requested items.

Items Motes

= Add

E Item Number 0001 [ Vendor tem No Froduct Code: 7( )
6 0,00 _Axtended Amt

Item Description

Catalog Number

Q

| 4 Add Account Switchto!| Amount | Total: 100.00%  Remaining: 0.00%

@ O

Items MNotes

o

Item Number o001 % Vendor ltem No Product Gode ®  Quantlty
Units ] %X | v Unit Price Extended Amt 17.96 Catalog Number

" Item Description

@

n

Click on drop down Input the quantity

arrow and Select a type and the unit price.
of unit. (ex. “EA”)

Create_PRs_NewVersion_2020 13



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Next, Input the item description, provide model/part# if applicable.
*Note: Do not copy/paste information from vendor websites. Information must be manually entered. See
example below.
Q itermn Description

=] Folgers Dark Roast Coffee.

5 ¢ m

8

+ Add Account | Swilch Lol|  Amount Total: 100.00%  Remaining: 0.00%

You may now proceed to input a valid Account#. Questions regarding acct #’s; contact the Finance/Budget Dpt. @
(956)548-8311.

Q
+ Add Account Switch to|  Amount Total: 100.00%  Remaining: 0.00%
]
Account Percent
E.
GL v 159 53 5398 0o 734 Y =] 000 ] - 100.00 Delete

¢ \ J
» Pet Discount Discount ' 0,00 Charge Code - Charge Amt 0.00
= . " . y

Tax Code - de 2 - ax Amit 2

NOTE: Input account #
Hit: Enter

H@) BusinessPlus Purchase Requests (POUPPR)

Items Notes
3 € Add

Note: The following
message bar will appear.

@ o

You may now proceed to enter any additional items.

Create_PRs_NewVersion_2020 14



ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Items Notes

= = o Add

termn Number 002 | & Vendor ltem Mo Product Code m 0.00
&
- 0.00 Extendad Amt 0.00 Catalog Number

» Itern Description

z Note: Item number will default
$ to next line item. Fill in the
required fields as previous item.

@3

Q

a2

+ Add Account |

Switch to!| Amount Total: 100.00%  Remaining: 0.00%

H

Account Percent

GL v 199 53 6399 00 734 ¥ 95 000 ¥ - T Delete

Hit ENTER key after each additional line item.

Step 8: Input “Notes” to PR.

**Note: There are two sections that require notes.
1t Notes Section-PR Notes

- Tewut File
Q
w6 Edit 10of3 @=-
a
temn Number 0001 Vendor ltem No Product Code | m Quantity
Unils EA - Unit Price 808 Extendid Amt 17.96 Catalog Number
L
Item Description u ”
o Select “Notes” Tab.
Folgers Dark Roast Coffee.
#
)
~
~r
2
o,
&= + Add Account switch to!|  Amount Total: 100.00% Remaining: 0.00%
il Account Percent

GL v 199 53 6399 00 734 ¥ a0 000 - 100,00 Delete

Create_PRs_NewVersion_2020 15



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Other Infarmation

Approved By Date Approveed i Printed By Date Printed. 1]
o Encumber PO7 ¥ - EM Divigian CEN - Print Format - Category Code: -
# Currency - Text File.
Tems Notes

PR Notes Print Before Print After

[}

) The following Tabs are available
B for any notes/comments
E required by the Funding Source.

Hit Enter to save your entry. If No notes are needed continue to Step 9.

HE.'“ BusinessPlus Purchase Requests (POUPPR)

Phone Cd -

=2 Phone Cd -
g
o Other Infarmation
= Approved By Date Date Printed i
» Encumber PO? -  END] = Category Code -
- Note:
P Currency * TextH . .

bar will populate saving your
(=] Items Notes .

entries.
o PR Notes Print Before Print After
o) Test
2]

3
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[H@ BusinessPlus CREATING PURCHASE REQUISITIONS

**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.

2"4 Notes Section-Print Before

= Items Notes

= PR Note rint After

**NOTE: All PRs must have the required information listed below. Contact Purchasing for any
questions or concerns @ (956)548-8361

**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) Buyhoard = Contract#.

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

Create_PRs_NewVersion_2020 17



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Step 9: Adding Attachments

HE?} BusinessPlus Purchase Requests (POUPPR) Q @ EC
B IE X Y + @ Edit 1of1 m=-
Q
PR Number™ PRAZOIGT L] PO Number - Secunty Code T34 -
® @
AgprovalCace e Click: for Attachments "
o |7 (ex: vendor quotes)
| ] Vendor 1D Yoaerh s m Remit To 1D VOO1639 m
=
fendor Addr Code. - Remit To Addr Code. F -
]
Phone Cd Fw ¥5B350691 7 Phene Cd. -
o)
= Details
Confirm Vend Account. LOCAL
:::]
Bid Number 20-002 v 1} Contract Numbser
]
m@ BusinessPlus Purchas
Attachments = < > + @
°
PR Number® PRA28197 5 PO Number-
Add New Attachment Approval Code: Requested By:
F=i
Search (ex: pdf)y Q PO
(i}
TN
r _ : Add New Attachment
Vendor 1D: Voo CI|Ck:
= SAM's CIOE
Vendor Addr Code: P -
&
3570 W. ALTON GLOOR BLVD.
BROWMSVILLE, TX 78526
Phone Cd: OF = 09563506917
o~
L)
),
Details
5
Confirm:
3]
Bid Number: 20-002
&

**NOTE: Document to be attached should be saved in your files prior to attempting to attach.
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H@ BusinessPlus CREATING PURCHASE REQUISITIONS

Attachment Dialogue Box will display.

Add New Attached Item

Choose Document

Choose an Amtach Definition...

Add New Attached ltem

‘ Quote] - Input a title/name.

A.
. rowse...
Click: N
noose Document

Click: ~ Select

Choose an Attach Definition... v/ PO attachment - Purchase Document

Create_PRs_NewVersion_2020 19



HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Add New Attached Item

¢ Open
“ v i » ThisPC » Documents s Desktop Search Desktop

Organize * Mew folder

Prsnl ” Date modified
Quotes ﬂ% po restart.docx [7/2019 4:35 PM Select the file-
ﬂ PR Restart-Susie.docx 8/6/2019 1:25 PM
@5 PR.docx 7/23/2013 353
& This PC 'EI PR419387_Rejected.pdf 2/9/2019 10:27 AM CI iCk: Open
J 30 Objects @ Quote HIPPA 8-26-202 B8/27/2020 9:16 AM -
T Quote.pdf 2/25/2019 9:41 A AdOBE AcronatD..
ﬂ S5_Sloan.xlsx 4/27/2015 4. /PM Microsoft Excel W...
1:3 Scanner Cuote.htm 2/13/200#3:53 PM HTML Document
E‘j Secretary In-5Service Agenda 082014.doc 8/6,014 1:47 PM Microsoft Word 9.,
Music SHI Dameware Quote-8766313.pdf /4/20141:38PM  Adobe Acrobat D...
| Pictures — Sickleave Bank.docx 11/11/2019 4:58 PM  Microsoft Word D...
Videos | Terry's.docx 2/26/2020 3:20 PM  Microsoft Word D...
Local Disk (C:) 4 Ticket 14265 Open -- Install 5n Softw... /18/2020 3:21 PM Outlook ltem
User Menu Access.adsx 2/3/2015 3:07 PM Microsoft Bxcel W...
@‘u’endor Rpt.pdf /24/2019 4:52 PM Adobe Acrobat D...
= Metwork v '@ Vendor Rpt_1.pdf /24/2019 411 PM Adobe Acrobat D...

File name: »

(Will display in “File name” field)

OneDrive

[ Desktop
“| Documents

Downloads

&4 DVD RW Drive (T

-
Add New Attached Item
Quaote
Click: Attach p
Quote.pdf
PO attachment - Purchase Document b
'
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ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

o/ Finamached suconssully

Message bar will populate.

Add New Attached Item

m Choose Document

PO attachment - Purchase Document v

Click: -~

File has been uploaded/attached. Click on file name to open document.

“@ BusinessPlus Purchase Requests (POUPPR)

Attachments = ¢ > + O

Q For any additional
e FRazenes attachments needed ' A
B Approval Code: Add New Attachment Date Requested:
=) Click:
o Add New Attachment PO Total oo PR ol
[ Search (ex: pdf) Q Vendor ID: - = Remit To ID:

**NOTE: Verify all information; once complete, you may proceed to approving the PR.

Create_PRs_NewVersion_2020 21



HJ@ BusinessPlus

Step 10: Approving PR

HEJ\ BusinessPlus

Attachments

CREATING PURCHASE REQUISITIONS

Purchase Requests (POUPPR)

2 < > + @ Edit 1of1 m@-
Purchase Doc... = *
PR Number®™ & PO Number L] Status s Security Code -
0 Quote 8 Approval Code Requested By User Name Date Reguested
&
Add New Attachment PO Total PR Total .
{i]
Ll )
con V]
P Veendor ID CI . k . v Remit To ID V01630 =
ICK:
@ .
i A e Pending Tasks Remit ToAdds Code: P
&
Phone Cd F - Phaone Cd -

~
o
2]

Details
mmy

Confin Vend Account WAL

Bid N 2 = G 1A v

L]
End Use Buye m
Discount Terms PO Type®

BusinessPlus

Approvals

Purchase Requests (POUPPR)

PO Number 5 Status™

Drirect Task It

Click:

= < > + @
%

5]

Direct Task ltems Awsiting 10

Approval Approval Code Requests
=

User ID: BITMECT

Rale 10: PO Tatal
o Document: PR PRAZIIES-FO -

Vend VO16553-Stat PR
L Vendor 1D VO 654
=

BusinessPlus

Approvals = ¢ > + @

BR Number®

Approval Code

Drop down

Edit

10f1

Purchase Requests (POUPPR)

Edit

10f1

=

=
Rode ID: PO Tota
1] Document: PR-PRA20180-PO--
Vend V016583-StatFR
r Vondoe 10 V01639

= Ramit Ta 1D

Create_PRs_NewVersion_2020
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CREATING PURCHASE REQUISITIONS

HJ@ BusinessPlus

BusinessPlus Purchase Requests (POUPPR)
Approvals = ¢ > + 6 Edit 1of1 =-
Q Purcha:
- PR Humber® PRAZE197 . PO Numb-er ¥ Status* PF »  Securty Code -
. ;?:élcdéﬂﬂ adoroval Cod Requested By User Name Date Requested:  0&/30/2020 ]
d Group:
Since: U280 05 50 58 P& Towl 000 | PR Tow
On: 123150 00.00.00
(i ]
@ Future
Group: WF Dept 734
] oup: ol andor 10 = Remit To 1D V001639 =
@ Future
(Ey Group: WF AS GFO
@ Future andor Addr Coda 1 - Remit To Addr Code: £ -
& Growp: WF Froed Assat
- @ Future . .
= G WF Purchases S — I f Id II d
e Approvals field will expand.
hone Cd Phaone Cd -
= @ Future
Group: WF Buyer 02
2 @ Future
. Group: WE Purchasing Agent chtails
Cqnfirm: Vend Account LOCAL
B Number 20.002 @ Contract Number  pysg .
F
Eqd Use Buysr m
offcount Terms PO Typo* P -
Rpquisition Codes
Fleq Code 1 - Req Code 2 -

**Reminder: Make sure Purchase Requisition is correct prior to approving!

BusinessPlus Purchase Requests (POUPPR)
Approvals = ¢ Edit 1of1 =-
a Purchase *
PR Number® ¥ PO Number El Status! P *  Securty Code -
;?I:‘a;cdénu Approval Code: Requested By User Name Date Requested 06/30/2020 (/]
& Group:
Since: U280 05 50 58 PO Total 000 | PR Tow 188
o On: 12/31/50 00.00.00 -
@ Future
r Sioto: WOtz Vendor 1D = Remit To ID. V001639 L]
@ Future
(Ey Group: WF AS GFO
¥ Approve
@ Future Vandor Addr Coda 1 - H - -
B Click to approve
W. ALTON G R BLV L0+ v
@ Future .
B oo ersg and submit to the Workflow.
— - Phone Cd - 1
= (@ Future /
Group: WF Buyer 02
2 @ Future
Group: WE Pur
~
_“ L
Confirm: Vend Account LOCAL
£ Bid Number 20.002 @ Contract Number  pysg -
End Use Buysr =
Discount Terms, PO Typo* -
Requisition Codes
Fleq Code 1 - Req Code 2 -
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ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Comments box will populate. Space is available for any comments for the approvers.

Approve

**Note: DO NOT use special characters; such as: #, &, S, @, *, %, etc... PR will not go thru.

ltems needed far meanngl

mr BusinessPlus Purchase Requests (POUPPR)

Edic Tof1 me i

R Approvals =< > + 5
- % Pending A | Code

§ Fonc N——
2 |oow Successful message

Since: 0928720 09.50.56 PO Total 41.88
0 On: 12/317/50 00:00:00

o Future Popup appears.
" Group: WF Dept 734 . ) -

‘andor 10 V001639 (v} V001639 m

& Future I
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HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

mg‘rr BusinessPlus Purchase Requests (POUPPR)
Approvals = ¢ > 4+ @ Edit 1of1 m@-
Q T o
Purchase Doc... PR Humber® — + ] PO Humber v Staws® +  Securty Code 34 -
&)
Accepted

;l.?;ascé Appeaval Code r Name Dale Requested:  ps/30/2020 B

Group: .

om oz s PO Toral Notice: Next 000 | PRTots

% Pending

BITI4WRI
Group: WF Dept 734

—| approver in line
B « is - Pending...

Remit To 1D V001639 =

Vendor 1D

O Future Vendor Addr Code Remit To Addr Code -
& Group: WF AS CFO

@ Future
= Group: WF Fioed Asset

@ Future Phane Cd - 9 1 Phone Cd -
f Group: WF Purchasing

‘Verification
7] @ Future

Group: WF Buyer 02 L.
. Details

@ Future

SOy LW S0 A Canfirm Vend Account LocAL
i

Bid Number 20.002 m  ComractNumber  hya -
»

m@ BusinessPlus Purchase Requests (POUPPR) Q e EC

Approvals = < > + 0 Edit 1of1 @=-

Purchase Doc... — pee— Note: Approva| comments -
will display in this area
under each approver role.

FO Total: 41.88

- Security Code: 734 -

@ o

+ Accepted
BI734ECC
Group:

Approval Code: 06/30/2020 @

L]

Note: ltems needed for mesating

e

+ Accepted
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HJ@ BusinessPlus CREATING PURCHASE REQUISITIONS

See example of a complete PR below.

Purchase Requests (POUPFPR)

. Approvals = ¢ > 4+ 8 Edit 120f158 [=-
AELE T R Numbad® paaze80 Statue® ™ - Securlty Coda -
U B, e
o ;?;"g(;'é"“ hpproval Code APRY Requesgld By User Name Date Requested:  01/14/2020 ]
e Group:
ERES R 0 Total 4072 PRToa
o « Accepted
BI734WRI
B Group: WF Deot T34 / )
On: D1/1520 11:2026 Vandor ID: V016503 ] Ramit Ta ID V016563 =
T reane Note: A “PO#” has been e
Group: WF PA Technaiogy Vendor A ¢ . Remit To Addr Code: »
# HWEW 2
On: 011520 13.58.40 N d f h b
G — assigned after PR has been
David Robledo _ — . Phone Cd .
o SO ™ | approved by all users in
- =
o « Accepted
O e accordance to the workflow
; Group: WF Fired Asset betails
On: 0111620 10:01:26 d I
« Accepted onfirm mo u e ° Vand Account LOCAL
Delia Rodrigusz
5id Numiber @ ContractNumber  piR.TSO.3763 .
»
nd Use Buyer =
roup: W B 2 R —-— .
;I:_R:;"r:uu equisition Codes
Growp: WF Purchasing Agent
om: B1ATIZE 131204 . aq Code 1 - Req Code 2 -
e E
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ﬂ@ BusinessPlus CREATING PURCHASE REQUISITIONS

Once the PR has been fully approved; the PR Originator will receive an e-mail notification. See example e-mail below.

WORKFLOW/Motify PR_APRV created by BI7:

Q' Tell me what you want to do...

> 4 °

. ., . T » . ~,
%Ignore x ﬁ_e)l r&@ ﬁ_e/ﬁ E‘_Meeting Mave ta: 7 Q—)Tcu Manager ; - Rules E £ ; ==I
oy e P = . EJ Team Email v Done » _@Dnel\lote fer ets S s
Junk -~ Delete eply Reply Forward g pore - _ ove . ign ar ategorize Follow = Translate
&s un Al Y More =) Reply & Delete ¥ Create New v - [EPActions~ e (et o Up - -
Delete Respond Quick Steps (F] Move Tags P Editir

ifas@bisd.us John Doe

WORKFLOW/Notify PR_APRV created by BI734ECC

WORKFLOW MODEL INFORMATION:
User=BI734ECC

Madel=ER_APRY

Activity=A13
Mey=05T60237-FF7A-47D8-AGES-7I4622BCARCA

Wersion=11
Uniguek ey =G00874E63-6A1C-4F B1-BOGE-EIBE0ATFDMTF

WORKFLOW INSTANCE INFORRMATION:

Purchase Requesth = PRA22157

PR Tatals = 4188

Reguested By = User Name
Reguest Date = 6/30/2020

Entry Diste =0/28/2020

Bid Mumnber = 20002

Wendar =WO0163IS-2AM'S CLUB

Item¥ Cuantity  Prics [tem Total Product Code Descriptian Split Amaune)

Falgers Dark Reast Coffies.
189-53-6399-00-734--95-000-Y 100

aDI2 4000 598 2362 Mestle Coffes Craamer
199-53-6309-00-734-¥-9%-000-¥ 1008
03 2000 03 003 Disposable plates.

199-53-63%9-00-734-¥-98-000-¥ 100%

WORKFLOW HISTORY INFORMATION: \

UseriD :BITISLCC

Status - Accepted

Date/Tirme : 9728/ 2020 9:50-56 AM
Comments: lkems needed for meeting.
User D :BITI4WRI

Status - Accepted

DiateTirme : 9/30/2020 1:56:-20 P

Camments: test
UserID :BITMECC Email provides details of the Workflow
Status - Accepted
Date/Time : 9/30/2020 4:14:29 P11 history and a link to the documents
UseriD :BI734ECC
Status: Aerepted that were attached to the PR.
Dty Tirme : 10¢1/2020 4:37-04 PAA
Comments: Test

UseriD : PU7I9MRP

Status  : Accepted

Dt Tirmes ¢ 10¢1,/2020 4:33:10 PAA
Camments: test 10002020
UseriD -BSI

Status - Accepted

DiateTirmes : 10¢1/2020 4:38:14 PA /

ATTACHED DOCUMENTS:

TVPES
URL TABLE DESCRIFTION CREATED
POUPPR Unknewn Cuote 9/28/2020 10:11:33 A

hetpe-hp . bied i, ifas 7 Doe ments NViswiers acns o] —600ET463-6A1C-1FB1-BC66-B086 DAEF D4 TF & p2-03605143-0505-40FA-9304-5F0802 2DBSE4

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.
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HJ_?) BusinessPlus CREATING PURCHASE REQUISITIONS

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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