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HJ?) BusinessPluszo.u CREATING PURCHASE REQUISITIONS

Step 1: Log in to system.

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

DISTRICT WEB MAIL EMPLOYEE ONLINE = SCHOOLS [ DEPARTMENTS Q. SEARCH

. AN EARLY COLLEGE DISTRICT s

% BROWNSV[LI_E About Students and Parents News and Events Join our Team Enroll aff

INDEPENDENT SCHOOL DISTRICT

AN EARLY COLLEGE DISTRICT sm—

B BROWNSVILLE | B DEPARTMENTS

INDEPENDENT SCHOOL DISTRICT

T ot [ hoioe!

Business and Operations Curriculum, Instruction & Human Resources

Adult Continuing Education Assessment/Research/Evaluation

Mail Room

Parent & Family E ick: BUSIneSS SOftV\/a re Help DeSk ),’Strategy&Educationa\

.
Athletics A/Ba?"m/ CI k
Business Software Help Desk PEIMS BB 5 RCITIOE Learning flia services

Migrant Education Program

ources

Aquatic Center

Computer Services Career & Technical Education

Police/Security Services

n Elementary and Secondary School Professional Development

Emergency Relief Fund (ESSER)

) ) . Curriculum, Instruction and
Public Relations and Community Accountability

Engagement Records/Recycle/Warehouse

Employee Benefits/Risk Management Dyslexia/504 Students/RTI

Pupil Services School Improvement

Facilities Fine Arts

Purchasing Special Services
Federal Programs/Title | . ) § Grants ; )
i Special Programs/Title |, Title I, Title IV, Youth Connection Project
Finance Title oA Guidance & Counseling

You will be redirected to the Business Software Help Desk Website.
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ﬂ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

DISTRICT WEB MAIL EMPLOYEE ONLINE =" SCHOOLS E DEPARTMENTS Q. SEARCH

e AN EARLY COLLEGE DISTRICT e

BROWNSVILLE About Students and Parents News and Events Join our Team Enroll at BISD COVID-19

INDEPENDEINT SCHOOL DISTRICT

IR Business Software Help Desk

Home Page
Documents
FAQ

Staff

Click:

BusinessPLUS Login Page p

establishing, maintaining and coordinating the neges€ary proceduresireguired forthe’accurate functioning
of the District's HR/Payroll/Financial Managarffent Software Applications (BusinessPLUS ) on a manner
consistentiith Baard Policy and gtame@s and standards of regulatory agencies.

BusinessPLUS Login Page

@ BusinessPlus Login Page X 4+ = X
<« C Y @ bpbisdus/screens/uiflogin - a v »@ :
i Apps

Welc.Ome to I Input: Your Computer
H@ BusinessPlus Credentials (Ex: jdoe and

Username / your current password
Liod 4 for your computer.

Password

Click: Log in.

Forgot your Password?

H@ PowerSchool

© Powerschool Group LLC and/or its affiliates.

All trademarks are either owned or licensed by PowerSchool Greup
LLC or its affiliates.
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HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

You are now logged in to the BusinessPLUS Software.

||® BusinessPlus

= Menu BISD 19.12 Future Prod
e
User's Name  Personal Dashboard @
< 0 A
Go to CDD Archive
CDD Folders

7.9 Standard Reports

O Bi-Tech

3 Development

5 Federal Programs . = Menu

Credersi rog — Click: for full Menu

O Food Services

T — Tree Options.

— Note: Personal Dashboard will

R A display for your favorite =

— |
shortcuts.
I‘J@ BusinessPlus @ Q (e
= Menu BISD 19.12 Future Prod
[ ]
Complete Menu

AP Accounts Payable User’s Name Personal Dashboard @
AR Accounts Receivable REPQRTS 20 A

BD BudgetItem Detail Go to DD Archive

CDD Fdlders
BK Bank Reconciliation

[w}
~

.Jstandard Reports

EN Encumbrances CBifech

FA FIxed Assets [ Defelopment

Fefleral Progranm

[}

GL General Ledger

[ Fojd Services

Note: Menu will display. Scroll up/down

GM  Grants Management o Fodser

HR Human Resources Tofm for a complete menu of options.
D HRPY

NU NUCLEUS
D IFAS IQ Reports

PA  Project Allocation

PB Position Budgeting

PE Person/Entity Database
Pl PEIMS

PO Purchasing

PY Payroll System
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HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

Step 2: Access the Purchase Requisition Screen.

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

15t Option below.

“J@BusinessPlus ® Q (e

= Menu BISD 19.12 Future Prod
[ ]
Complete Menu
J
AP Accounts Payable User S Name PeI’SOﬂa| DaShboal’d @
AR Accounts Receivable REPORTS S0 A

BD Budget Item Detail Go to CDD Archive

CDD Folders

BK Bank Reconciliation
[27.9 Standard Reports

EN Encumbrances 0 Bi-Tech
FA Flxed Assets £ Development :
. . PO Purchasing
GL General Ledger CIle:
D Food Services
GM  Grants Management [CiFood Services HR Reports
HR Human Resources D GLFIN
D HR_PY
NU NUCLEUS

L IFAS IQ Reperts

PA  Project Allocation

PB Position Budgeting

PE Person/Entity Database
Pl PEIMS

PO Purchasing

PY Payroll System

m@BusinessPlus @ Q (e

= Menu BISD 19.12 Future Prod
®
=| PO
(S Client-Specific User’s Name Personal DaShboa I'd @
1Q Interactive Inquiry REPORTS e A

MA PO Maintenance Go to CDD Archive

CDD Folders

PO Print Purchase Orders T CliCk:
UP Update Database

PQ Print Quotations DBi-Tech

[ Development

PW  Print Worksheets

O Federal Prog

RE Repg

#TFood Services

WP Wpskiie Daizlizez [ Food Services HR Reports
UT Utilities DGLFIN
CIHR_PY

XP XML PunchOut

CIIFAS 1Q Reports
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HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

HJ@BusinessPlus @ Q (e

= Menu BISD 19.12 Future Prod

°
=|PO|UP

FO PO Format Information User'S Name Personal DaShboard 3

GN General Information REPORTS

3]
]

~

PP PunchOut Web Shopping Go to CDD Archive

CDD Folders
PR Purchase Requests e ctaard Reporte CI'Ck:

RC Receiving Information ) Bi-Tech PR PurChaSG RequeStS

SC Security Codes [ Development

[ Federal Programs

[ Food Services

(O Food Services HR Reports
O GLFIN

O HR_PY

DIFAS 1Q Reports

Purchase Requests (POUPPR) Screen will populate. (To skip example of Option 2 go to page 7 to proceed.)

H@Businessplus Purchase Requests (POUPPR) Qa @
= Search
+
Q
Apply Search PR Number® Y PO Number: Y  Staws® T Security Code: Y
.
Approval Code Y  Requested By Y  Date Requested Y
&
Filters: PO Total 000 PR Total Y
(1}
Opos only
a )
POCSAD Filter Vendor ID: = Y Remit To ID =7
O POCSHR _Filter
o
PRUPPO_Filter Vendor Addr Code: T Remit To Addr Code: ) ¢
O POUPPR_Filter
L Phone Cd: T Phone Cd A g
Search Criteria:
Details
Confirm Y VendAccount ) ¢
Bid Number = Y Contract Number . Y
End Use Y  Buyer = v
Discount Terms Y POType* A

Requisition Codes

Req Code 1 T RegCode2 Y
Req Code 3 T ReqCode 4 Y
Req Code 5 T ReqCode6 Y .
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HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

2" Option is as follows.

I‘J@ BusinessPlus

= Menu

User’s Name Personal Dashboard

REPORTS

Go to CDD Archive
CDD Folders

£37.9 Standard Reports

F 0k Tark

m@ BusinessPlus

BISD 19.12 Future Prod

Click:

= Menu

User’s Name Persona

Note: Magnifying
glass changes to a
Search Field

User’s Name Personal Dashboard

REPORTS
Go to CDD Archive
CDD Folders
£37.9 Standard Reports
CIBi-Tech
) Development

[ Federal Programs

Input: Mask in Search
Field. (Ex: POUPPR) Note:
Options become available.

Click or Hit Enter.

DFood Services

[ Food Services HR Reports

Purchase Requests (POUPPR) Screen will populate.

BISD 19.12 Future Prod

3

pour|

Approve, isitions (Multi) (POUPAM)

prove Requisitions (Single) (POUPAP)
Code Definitions (POUPCD)
eSchoolMall Interface Tables (POUPEC)
General Information (POUPGN)
Multi-line Approval (POUPMA)
Multi-line Purchase Requests (POUPMP)
Override Vendor Amount Blocks (POUPOV)
PO Format Information (POUPFO)

Purchase Requests (POUPPR)

Receiving to OH Set (POUPRB)

Total 16 items found
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Step 3: Add Purchase Requisition.
**You are now ready to create Purchase Requisition follow the next steps.

m@BusinessPlus Purchase Requests (POUPPR) Q @ EC
- Search
+
Q Apply Search
PR Number® Y PO Number T  Staws* Y Security Code T
© [emen |
Approval Code: Y  Reguested By: Y  Date Requested Y
&
Filters: PO Total 0.00 PR Total .00 Y
(]
OPpos Only B

(m]
POCSAD_Filter Vendor ID + Remit To ID (= ¢

O POCSHR_Filter CIiCk to

(m]
PRUPPO_Filter R E 7 Remit To Addr Code: Y

[m) _Filter
o start a New PR.

- Phone Cd Phone Cd A ¢
Search Criteria:
Details
Confirm T VendAccount ) ¢
Bid Number = Y  Contract Number: .
End Use: T Buyer =Y
Discount Terms: Y PO Type* Y
Requisition Codes
Req Code 1 T ReqCode2 Y
Req Code 3 T RegCode 4 T
Req Code & T RegCode6 Y -
2 « ”
Screen will then change to “Add” mode. See next page.
“@ BusinessPlus Purchase Requests (POUPPR) Q @ rC
Q f
PR Number® | | 5 PO Number: [’ Status® PR ~  Security Code -
Approval Code: Requested By: User Name Date Requested 09/28/2020
&
PO Total: 0.00 PR Total:
(i ]
[ Vendor ID: = Remit J6 1D: =]
& Vendor Addr Code: - -
¢ Prane cd = Note: Add mode is now |
active. Your name and
~ . r) o
€ Detis today’s date will default.
O Confirm: Vend Account
2] Bid Number: =] Confract Number: v
2 End Use: Buyer: =
»
f’ Discount Terms: PO Type* p -

Requisition Codes

Create_PRs_NewVersion_2020 8
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CREATING PURCHASE REQUISITIONS

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

m—@ BusinessPlus Purchase Requests (POUPPR) Q @ °E
H— ¢ Add
Q
PR Number® 12 PO Number: 5 Status® PR - Security Code: -
Approval Code: Requested ByT Pquested: 09/29/2020
&8 . ¥
PO Total: Click: I
(1)
m@ BusinessPlus Purchase Requests (POUPPR) Q @ EC
~ = o Add
Q
PR Number® PO Number. 5 Status® PR ~  Security Code: -
]
Approval Code PRSEED | User Name Date Requested:  09/28/2020
&
PO Total \ 000 PRTotal
(i}
. Vendor ID: (=) (=]
PR.SEED
o Vendor Addr Code: - click:
Prore oo v PR# will automatically generate.
=
Note: A PR number has been generated.
m@ BusinessPlus Purchase Requests (POUPPR) Q @ EcC
E— €] Add
PR Number® ¥ PO Number [’ Status® PR ~  Security Code -
Approval Code: Requested By User Name Date Requested 09/28/2020

PO Total

@ m @ PO

0.1

00 PR Total

Create_PRs_NewVersion_2020



HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

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

“@ BusinessPlus Purchase Requests (POUPPR) Q @ EC
i 0 Add

Q

PR Number* PR429197 5 PO Number [’ Status* PR ~  Security Code -
-

Approval Code: Requested Byj ted: 09/28/20: /34 Q
8 Click: Drop down arrow. Code Description

PO Total . .
o Select: Campus/location —P> 734 Bitech Help Desk
] Veendor ID = Remit To ID- =]
& Vendor Addr Code: - Remit To Addr Code: -

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

&
PO Total 000 PR Total:
o
] Vendor ID: = Remit To ID- =
) Vendor Addr Gode . Remit To Addr Code -

Phone Cd. - one Cd.

(@

Q

Details CIiCk:

The Data Lookup Screen will populate. See next screen.

Create_PRs_NewVersion_2020 10



HJ@ BusinessPluszo.u 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 11



ﬂ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

Example provided is for Sam’s Club.

Data Lookup

PE ID Name Security CD Pedb Code -
@ Sam's Club ®  x @
V008406 SAM TELL & SON INC. P B
V001639 SAM'S CLUB
- D F R \ Notice: it generates a list.
: Select: the desired vendor
350568 SAMANIEGO, MICHAEL and address below.
V019417 SAMANIEGO, OMAR n
Click:

019313 SAMANO, BEATRICE P

—r -
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... HARN\NGEN

Vendor Information

‘ = Remit To ID (=]

M is now displayed.

Phone Cd -

\

SAM'S CLUB

=

Vendor Addr Code:  P1 -

>

3570 W. ALTON GLOOR BLVD.
BROWNSVILLE, TX 78526

KE

OF ~ 9563506917

Q

g

Details

NOTE: For a list of awarded vendors, refer to the Purchasing website or call them directly. ONLY awarded vendors
may be used.
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[H@ BusinessPluszo.u 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.
- such as: TRAVEL, REIMBURSEMENT, MEALS, etc...

Details

' Confirm \ Vend Account LOCAL

&

Bid Number: 20-002 =) Contract Number: N/A v
9 End Use: Buve, =
Discount Terms: PO Type* p -
5 Input: Cooperative Contract # (ex: DIR-SDD-1951) found

Requisition Codes

on quote, or BID expiration date. Or if PR is for TRAVEL;
input the Travel Id# from WebTravel. If none; input “N/A”

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

delays.

m@ BusinessPlus Purchase Requests (POUPPR)
Delivery Dt:
Q
- Blanket
Blanket No: =] Blanket Amt: 00 Rm
]
i}
Ship To ID: 5915 = Bill To ID: B726 =
r PALO ALTO SERVICE CENTER BISD ACCOUNTS PAYABLE
T Ship To Addr Code:  S1 - Bill To Addr Code: Bl -
3760 ROBINDALE RD 1900 E. PRICE RD, RM. 303
& ***DELIVERY HRS: 7:30am to 3:30pm *** BROWNSVILLE, TX 78521
BROWNSVILLE, TX 78526
Phone Cd: v
Phone Cd: -
~ \
[+
0 .
Other Information
Approved By Date Approve Date Printed:
. .
- Ship To and Bill To
Encumber PO?: Y hd EN Division: A Category Code: A
. .
£ information defaults
Currency - Text 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 13
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Step 7: Input requested items.

Items Notes
Q
—
= Add
Item Number: 0001 [3 Vendor Item No: Product Code: (=] Quantity: 0.00

& .
0 Q v Unit Price 0.00 xtended Amt: 0.00 Catalog Number:
B Item Description
&
%) P
2

+ Add Account Switch to: Total: 100.00%  Remaining: 0.00%
=

ltems Notes
Q
= Add
Item Number: 0001 Vendor Item No: Product Code: =] Quantity:

& %
o Units: EAl x v Unit Price; Extended Amt: 17.96 Catalog Number:
P Item Description
2

Click on drop down Input the quantity
arrow and Select a type and the unit price.
of unit. (ex. “EA”)

Create_PRs_NewVersion_2020 14
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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 Item Description
Folgers Dark Roast Coffee.
&8
(i ]
B
= 4
&
Switch to: 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.

**NOTE: DO NOT click on

To be used for account splits ONLY!

Q
witch to: Total: 100.00%  Remaining: 0.00%
|+ Add Acount |
Account Percent
&
P GL ¥ 199 53 6399 00 734 Y 99 000 v NORK ORDER 100.00
» Pet Discount 0.0 Discount ' 0.00 Charge Code: - Charge Amt 0.00
) Tax Code - Tax Argt o Tax Code 2 - Tax Amt 2 0.00
Input: account #
Hit: Enter
HJ@ BusinessPlus Purchase Requests (POUPPR) Q @ E
Items Notes
Q
£ 0 Add

Note: The following
message bar will appear.

You may now proceed to enter any additional items.

Create_PRs_NewVersion_2020 15
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Q Items Notes
£ 06 Add
g Item Number. 002 | ¥ Vendor Item No Product Code: = 0.00
) v 0.00 Extended Amt: 0.00 Catalog Number:
r Item Description
o Note: Item number will default
7 to next line item. Fill in the
required fields as previous item.
g Ea
- Switch tor Total: 100.00%  Remaining: 0.00%
=l

Account Percent
Fr

GL v 199 53 6399 00 734 Y 99 000 Y WORK ORDER - 100.00

Hit ENTER key after each additional line item.

Step 8: Input “Notes” to PR.

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

Currency: hd Text File:

Q

Item

= (oA Edit 10of3 m=-

&

Item Number: 0001 Vendor Item No Product Code: | i = Quantity: 2.00
o ¥

Units: EA v Unit Price: 8.038 Extended Amt: 17.96 Catalog Number:
@

Item Description " ”
z Select “Notes” Tab.

Folgers Dark Roast Coffee.
&
~
(%7
£)
54

8
= Switch to: Total: 100.00%  Remaining: 0.00%
£ Account Percent

GL ¥ 199 58 6399 00 734 Y, 99 000 Y VORK ORDER L 100.00

Create_PRs_NewVersion_2020 16



HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

a8
Other Information
(i]
Approved By Date Approved: fi Printed By: Date Printed fi
»
E)" Encumber PO?: Y - EN Division: GEN - Print Format: - Category Code: -
Currenc: - Text File:
) Y.
ems Notes

Q

PR Notes Print Before Print After

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

" B B O

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

m@ BusinessPlus Purchase Requests (POUPPR) [ Q @ EC
= 3760 ROBINDALE RD 1900 E. PRICE RD, RM. 303
***DELIVERY HRS: 7:30am to 3:30pm *** BROWNSVILLE, TX 78521
Q BROWNSVILLE, TX 78526
Phone Cd. v
Phone Cd: =
&
o Other Information
P Approved By: Date Date Printed:
@ Encumber PO?: Y - EN Di| - Category Code: -
Note:
2 Currency: h.4 Text H . .
bar will populate saving your
Items Notes .
entries.
o PR Notes Print Before Print After
) Test
2]
=
F

Create_PRs_NewVersion_2020 17



HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

**Required (PR Notes) Information:

1) If ordering vehicle parts; indicate vehicle #, repair order®, hin # {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

Q

PR Notef Print Before Print After

B B O

e
-

**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 contracti.

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

6) TCPN = Contracti.

7) Buyhoard = Contract#.

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

Create_PRs_NewVersion_2020 18
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Step 9: Adding Attachments

m@ BusinessPlus Purchase Requests (POUPPR) Q @ EC
< > + W Edit 1of1 =
Q
PR Number® PR429197 Ll PO Number: - Security Code: T34 -
& Y
reaessen]  Click: for Attachments
&
s |~ (ex: vendor quotes)
] Vendor ID: 0 (=] Remit To ID: V001639 (=]
= SAM'S CLUB SAM'S CLUB
‘endor Addr Code: P - Remit To Addr Code: P17 -
3570 W. ALTON GLOOR BLVD. 3570 W. ALTON GLOOR BLVD.
BROWNSVILLE, TX 78526 BROWNSVILLE, TX 78526
Phone Cd: OF = 9563506917 Phone Cd: -
D
Details
12
Confirm Vend Account: LOCAL
=]
Bid Number: 20-002 [} Contract Number: N/A v
F
H@ BusinessPlus Purchas
Attachments = < > + ©
:
PR Number: PR420197 ¥ PO Number:
Add New Attachment Approval Code: Requested By:
I=4
Search (ex: pdf) Q PO
o
~ —
r Add New Attachment
. Vendor ID: V001 click.
= sam's CLOE
Vendor Addr Code:  PI -
&
3570 W. ALTON GLOOR BLVD.
BROWNSVILLE, TX 78526
Phone Cd: OF = 9563506917
o~
L=
=
Details
=
Confirm:
=]
Bid Number: 20-002
y o

**NOTE: Document to be attached should be saved in your files prior to attempting to attach.

Create_PRs_NewVersion_2020 19



ﬂ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

Attachment Dialogue Box will display.

Add New Attached Item

Description

Choose Document

Choose an Attach Definition

Add New Attached Item

‘ Quote| — Input a title/name.

#
. Browse...
Click: 0
Browse... Moose Document
v |

Click: Select

Choose an Attach Definition v/ PO attachment - Purchase Document

Create_PRs_NewVersion_2020 20



HJ@ BusinessPlus 2o

CREATING PURCHASE REQUISITIONS

Add New Attached Item

¢ Open

&« v P v & Search Desktop

Organize *
Prsnl

Quotes
OneDrive

3 This PC
_J 3D Objects
[ Desktop
Documents
; Downloads
) Music
[&] Pictures

m Videos

. Local Disk (C:)

(4 DVD RW Drive (L

|:_} Metwork

» ThisPC » Documents s Desktop

Mew folder

() MName

po restart.docx
PR Restart-Susie.docx
PR.docx
L PR419587_Rejected.pdf
T Quote HIPPA 8-26-202
X Quote.pdf
S_Sloan.xlsx
ej Scanner Cluote.htm
Secretary In-5Service Agenda 082014.doc
@ SHI Dameware Quote-8766513.pdf
Sickleave Bank.docx
Terry's.docx
[ Ticket 14265 Open -- Install Sn
User Menu Access.xlsx
m Vendor Rpt.pdf
W '@ Vendor Rpt_1.pdf

Softw...

Date modified

2019 10:27 AM
/2712020 %16 AM
2/25/2019 %41 A
/2712015 4 0PM
2/13/201#3:53 PM
876,014 1:47 PM
/4/2014 1:38 PM
11/11/2019 458 PM
2/26/2020 3:20 PM
8/18/2020 3:21 PM
2/3/2015 3:07 PM
1/24/2019 4:52 PM
1/24/201% 4:11 PM

Select the file.
(Will display in “File name” field)

Click: Open

Adobe Acrobat D...
Microsoft Bxcel W...

HTML Document

Microsoft Word 9...
Adobe Acrobat D...
Microsoft Word D...
Microsoft Word D...

Cutlook ltem

Microsoft Bxcel W...
Adobe Acrobat D...

Adobe Acrobat D...

File name: »

s (7]

Quote

Add New Attached ltem

PO attachment - Purchase Document b

Click: Attach

Create_PRs_NewVersion_2020
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ﬂ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

o File attached successhully

Message bar will populate.

Add New Attached Item

" File attached successfully '
Description

Browse... Choose Document

PO attachment - Purchase Document id

Close

Click:

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

m@ BusinessPlus Purchase Requests (POUPPR)

Attachments =< > + O

Q For any additional

' FRazener attachments needed ¥ '

] Click: i

o Add New Attachment PO Total 000 PR Total

[ Search (ex: pdf)  Q Vendor ID: V001639 = Remit To ID-

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

Create_PRs_NewVersion_2020 22



HJ@ BusinessPluszo.u CREATING PURCHASE REQUISITIONS

Step 10: Approving PR

m@ BusinessPlus Purchase Requests (POUPPR)
Attachments < > + @ Edit 1of1 =
; *
PR Number® PR429197 L4 PO Number: 1 Status PR - Security Code: 734 hd
Quote a Approval Code: Requested By: User Name Date Requested 06/30/2020 A
()
&
Add New Attachment PoTotal 000  PRTotal I
(i ]
r - e Q Vendor ID: - Remit To ID: V001639 =
Click:
.
(£ . SAM'S CLUB
Vendor Addr Code: Pendlng TaSks Remit To Addr Code: Pl -
I
3570 W. ALTON GLOOR BEVID: 3570 W. ALTON GLOOR BLVD.
e BROWNSVILLE, TX 78526 BROWNSVILLE, TX 78526
v
Phone Cd: OF - 9563506917 Phone Cd -
-
(57
o
Details
B
Confirm Vend Account: LOCAL
=
Bid Number: 20-002 = Contract Number: N/A v
£
End Use: Buyer: =
Discount Terms: PO Type* =] -

m@ BusinessPlus Purchase Requests (POUPPR)

Approvals < > + @ Edit 10of1 >=-
Q
Direct Task It... *
PRA2G107 ¥ PO Number ¥ Status! PR -  Security Code 734 -
=
B et Task toms Auwaiting 1D
Approval Approval Code. Requestd §/30/2020
& User ID: BIT34ECC C I H k . Dire N
Role ID: PO Total Ic . 41.88
[i] Document: PR PR429189-P0O~
Vend:V016593~Stat PR
. Drop down
- Vendor ID: V001639 001639 =
C)/' SAM'S CLUB SAM'S CcLus

m@ BusinessPlus Purchase Requests (POUPPR)

Approvals < > + @ Edit 1of1 B=-

Q
Direct Task It... - . "
PR Number PRA20107 5 PR +  Securty Code 734 .

Direct Task ltems - . - .

Avwaiting 1D Approval - yse Document

A g 1D Approv, Approval Code Se I ect: 06/30/2020
& Purchase Document

Role ID: PO Total .
o Document: PR.PR429189-PO:~

Vend:V016593~Stat PR
» Vendor ID: V001639 ] Remit To ID V001639 =
2 SAM'S CLUB SAM'S CLUB
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”J@ BusinessPlus Purchase Requests (POUPPR)
Approvals < > + @ Edit 10of1 =-
:
PR Number® PR429197 ¥ PO Number. 5 Status® PR ~  Security Code 734 -
W% Pending
Afproval Cod: Requested B Date Requested /30/202 &
BI734ECC proval Code: equested By User Name q 06/30/2020
E Group:
Since: 09/28/20 08:50:56 PP Total 0.00 PR Total 4188
0 On: 12/31/50 00:00:00
@ Future
G : WF Dept 734
r roup: ept | oo Joora3 = Remit To ID Voo1639 =
© Future
[},' Group: WF AS CFO SAM'S CLUB SAM'S CLUB
© Future endor Addr Code: | P1 - Remit To Addr Code: F1 -
& Group: WF Fixed Asset
© Future 3570 W. ALTON GLOOR BLVD.
. . ST R
Group: \WF Purchasing S— A I f Id I I d BROWNSVILLE, TX 78526
pprovals field will expand.
hone Cd Phene Cd -
< @ Future
Group: WF Buyer 02
2 © Future
Group: WF Purchasing Agent cktails
(' Link to Task List
Cnfirm Vend Account LOCAL
ﬁ
B Number 20-002 =  ContractNumber  ya .
£ %X Reject
Efd Use: Buyer. =
Dfcount Terms: PO Type* P -
REquisition Codes
Req Code 1 - Req Code 2 -

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

HJ@ BusinessPlus Purchase Requests (POUPPR)

Approvals < > + @ Edit Tof1 =
:
PR Number¥ PR429197 13 PQ Number. ¥ Status® PR - Security Code: 734 -
:
% Pending Approval Code Requested By User Name Date Requested 06/30/2020
BI734ECC
i Group:
since: 09/28/20 09:50:56 PO Total 000 | PRTotal NED
o On: 12/31/50 00:00:00
@ Future
Group: WF Dept 734
» = & Vendor ID V001639 = Remit To ID V01639 =
@ Future
(24 Group: WF AS CFO SAM'S CLUB
v
© Future Vendor Addr Code: 21 - cl H k Approve t -~
& Group: WF Fixed Asset |C 0 approve
3570 W. ALTON GLOCR BLVD. FOOR BLVD.
© Future i o . -
B and submit to the Workflow. |*
Verficat
srieaien Phone Cd OF » 9562506
~
" @ Future
Group: WF Buyer 02
2] @ Future
Group: WF Purchasing Agent
[ Link to Task List
Confirm: Vend Account: LOCAL
& v Approve
Bid Number 20-002 =  ContractNumber: A v
£ X Reject
End Use: Buyer. =
Discount Terms: PO Type* e -

Requisition Codes

Req Code 1 - Req Code 2 -
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Comments box will populate. Space is available for any comments for the approvers.

Approve

Add Comment

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

Approve

Items needed forw

ﬂ@ BusinessPlus Purchase Requests (POUPPR) Q © EC

Approvals = ¢ Y + @ Edrt 10of1 =~ |
PR Number’ PR420197 5 PO Number: ¥ Status’ 734 -

;7::::":"9 Approval Code

8 loow Successful message
Since: 09/28/20 09:50.56 PO Total 4128

o On: 12/31/50 00:00:00
P— Popup appears.

[ ] ‘Group: WF Dept 734 1

' Vendor ID: V001639 m— T 1D: V001639 =

@ Future
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CREATING PURCHASE REQUISITIONS

m@ BusinessPlus Purchase Requests (POUPPR) Q @ EC
Approvals =< > + § Edit 1of1 m=-
°
PR Number® PR420197 5 PO Number- ¥ Status® PR »  Security Code: 734 -

A ted

v Accepte: .

e Approval Code F Name Date Requested 06/30/2020
& o . .

Notice: Next
0 Note: Items needed for meeting

¥ Pending D . I .
» BIT34WRI / approver in line

2 Group: WF Dept 734 Vendor ID vo Remit To ID Voo1639 =

Since: 09/30/20 13:56:20 . .
E On: 12/31/50 00:00:00 SAM Is - Pendlng... SAM'S CLUB

© Future VendorAddr Code:  P1 Remit To Addr Code: P -
& Group: WF AS CFO

ALTON GLOOR BLVD. 35 ALTON GLOOR BLVD.

© Future ' ! > o
Group: WF Fixed Asset SVILLE, TX 78526 BROWNSVILLE, TX 78526

© Future Phone Cd. v 9563506917 Phone Cd: -
) Group: WF Purchasing

Verification
2 @ Future

Group: WF Buyer 02 )
. Details
= O Future

Group: WF Purchasing Agent Confirm Vend Account LOCAL
&8
* Bid Number: 20-002 =] Contract Number: N/A v

»

HJ@ BusinessPlus

Purchase Requests (POUPPR)

: Items needed for meeting

Approvals -
PP = < > + W
°
PR Number® PR429197 %
« Accepted )
BI734ECC Approval Code:
E Group:
O 00/30/20 1355 40
(i}

Note: Approval comments
will display in this area
under each approver role.

PR -

06/30/2020

Security Code:

Edit 10of1 =-

734 -

41.88

v Accepted
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CREATING PURCHASE REQUISITIONS

See example of a complete PR below.

“J@ BusinessPlus

Approvals

« Accepted
BIT34ECC

Group:

On: 01114120 10:03:57

@ o

« Accepted

R Number¥

pproval Code

0 Total

= < 2>

Purchase Requests (POUPPR)

+ @

PR422959 P353969

¥ PO Number

Requesjfd By

APRV User Name

40.72

Q @ E

Edit 120f158 =~

Security Code:

734 -

Date Requested. 01/14/2020

PR Total:

BI734WRI
‘Group: WF Dept 734
On: 01/15/20 11:20:26

5 ¢ ©

v Accepted

Todd A. Nichols
Group: WF PA Technology
HWISW 2

On: 01/15/20 13:58:40

&

S

« Accepted
David Robledo
Group: WF AS CFO
On: 01/15/20 14:13:45

Q

Vendor ID:

Vendor Addr

[

V016593

v Accepted
WH815MRR

Group: WF Fixed Asset
on: 01/16/20 10:01:28

(&)

i}

« Accepted
Delia Rodriguez
Group: WF Purchasing
Verification

On: 01/16/20 10:06:31

+ Accepted
Nerma Lucie
Group: WF Buyer 02
on: 01717120 12:38:13

« Accepted

Delia Rodriguez

Group: WF Purchasing Agent
On: 01117720 13:12:04

Petails

onfirm:

id Number:

nd Use:

iscount Terms:

eq Code 1

Note: A “PO#” has been
assigned after PR has been
approved by all users in
accordance to the workflow
module.

R003/19-20 =

Requisition Codes

Remit To ID V016593 =
NETSYNC NETWORK SOLUTIONS
Remit To Addr Code: P1 -

2500 WEST LOOP SOUTH STE. 510
HOUSTON, TX 77027

Phone Cd: -

Vend Account. LOCAL

Contract Number: DIR-TS0-3763 v

Buyer: =

PO Type* P -

Req Code 2 .
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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...

> & °

N, T, T, * = - P
%Ignqre x ﬁ_e)l @ ﬁ_eﬁ E‘.Meeting Mave ta: 7 9-)-I—cu Manager ; - Rules E £ ; ==I
. e D . EJ Team Email v Done ” _@Dnel\lt}te = e 2 e o] S
Junk~ elete eply Reply Forward g pgre - (=] - ove . gn ar ategorize Follow ranslate
& Al 0 + Reply B Delete  # Create New . [P Actions~ Policy - Unread - Up - -
Delete Respond Quick Steps P Move Tags P Editir
ifas@bisd.us John Doe

WORKFLOW/Notify PR_APRV created by BI734ECC

WORKFLOW MODEL INFORMATION:
User=BI734ECC

MadelzER_APRY

Bctivity=A13
Key=05TE0237-FFTA-47D8-AGES-TI4622BCARCA

Wargian=11
Uniguek ey =B00874E3-EA1C-4F B1-BLGE-EIBEDATFDMTF

WIORKFLOAV INSTANCE INFORRMATION:

Purchase Requestl = FRA25157

PR Tatals = 4188

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

Entry Diste =0/28/2020

Bid Murnber =20-002

WVeandar = WO01639-54M'5 CLUE

ltemnd Quantity  Prics [tem Total Prodect Code Descriptian Lplit Amaunt)

Falgers Dark Roast Coffes.
189-53-6399-00-734--95-000-Y 100

aDa2 4000 598 2382 Mestle Coffes Creamer
199-53-6309-00-734-¥-9%-000-¥ 1008
0003 2.000 0a 0.00 Disposable plates,

199-53-63%9-00-734-¥-98-000-¥ 100%

WORKFLOW HISTORY INFORMATION: -\

UseriD :BITI4ECC

Status - Accepted

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

Status - Accepted

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

Comments: best
UserlD :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 :BITI4ECC
Status :Accepted that were attached to the PR.
Date/Time : 10¢1/2020 4:27-04 PA
Comments: Test

UseriD :PU729MRP

Status - Accepted

Diate/Tirmes : 10¢1/2020 4:33:10 P
Comments: best 10012020
User D :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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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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