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[2 BusinessPluszo: PUNCHOUT WEB SHOPPING GUIDE

Step 1: Login to system.

Welcome to
Input: Your Computer

BusinessPlus Credentials (Ex: jdoe and

your current password
for your computer.
Username . y P
Click:
Jsername
Login
Password

Forgot your Password?

r PowerSchool

© Power5School Group LLC and/or its affiliates.

All trademarks are either owned or licensed by Powerbchool Group LLC or its
affiliates.

You are now logged in to the BusinessPLUS Software.

D BusinessPlus @ Q (e
=Menu BISD IFAS79
Complete Menu User Name Personal Dashboard
AP Accounts Payable User Name Personal Dashboard MY FAVORITES ~ SECRETARY ~ TRANSPORTATION  SPECIAL PROCESSING o o Bl
AR Accounts Receivable
7/
BD Budget tem Detail
ACTIVE USERS 0 v
BK Bank Reconciliation
EN Encumbrances COGNOS gea
A Fixed Assets ~ Cognos DashBoard
GL General Ledger JoBS 20 A
GM Grants Management Go to Jobs Al
= . i i End Ty
HR. uman Resources e Note: Menu will display. Scroll up/down z m
NU NUCLEUS ™ H S
0 (o ]
for a complete menu of options.
PA  Project Allocation
WORKFL! T c e A
PB Position Budget
A Go to Workflow Tasklist
PE Person/Entity Database Purchase Rec. Approval Model (11)
Refreshed at Thursday, Cetober 7,2021 1:51:17 n Office CHEID
Pl PEIMS
Web Links 0 A REPORTS 20 A BusinessPLUS e A
PO Purchasing
& BISD Web Go to CDD Archive & POUPPR Purchase Requests
PY  Payroll system # Employee Online CDD Folders & POUPPP PunchOUt Web Shopping
RC Recurring Calculations & Timeclock Plus (57 Standard Reports [ POUPRC Receiving Information
(5 BiTech
RR Regulatory Reporting
[ Development
RX Ad Hoc Report Writer = Federal Programs
S| Stores Inventory (= Food Services
I _/ [ Food Services HR Reports A
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m@ BusinessPluszo.11 PUNCHOUT WEB SHOPPING GUIDE
Step 2: Access the PunchOut Web Shopping (POUPPP) Screen.

**NOTE: There are three options for accessing the PunchOut Web Shopping Screen.

Option 1 — Secretary Dashboard

’“@BusinessPlus @ Q (e

= Menu BISD IFAS79

User Name Personal Dashboard

User Name Personal Dashboard o

/
ACTIVE USERS Ze v
. 1 C
COGNOS Click: s o
JOBS Z e A
Go to Jobs Archive
Desc Job # Status Start End Type
WORKFLOW APPROVAL [s K - PN
Go to Workflow Tasklist
Purchase Rec. Approval Model (11)
Refreshed at Thursday, October 7, 2021 2:15:55 In Office
Web Links 20 A REPORTS 2o A BusinessPLUS e A
£ BISD Web Go to CDD Archive E POUPPR Purchase Requests
& Employee Online CDD Folders & POUPPP PunchOut Web Shopping
& _TimeClock Plus 179 Standard Benart [ POIPRC Beceiing Infarmation hd

PunchOut Web Shopping (POUPPP) Screen will populate. (To skip example of Option 2 go to page 6 to proceed.)

’H@ BusinessPlus PunchOut Web Shopping (POUPPP)
& Clear
PunchOut Vendors
Shop  Vendor ID Vendor Name
V000276 LAKESHORE LEARNING MATERIALS

@ | V000712 OFFICE DEPOT

@ | V000890 REALLY GOOD STUFF

@ | V001546 SCHOOL HEALTH CORPORATION

& V001555 SCHOOL SPECIALTY LLC.

Finance Defaults

*
Account: GL v

Ship To ID. = Ship To Addr v
Product Code = Security Code .
Tax Code: v Warehouse: #
Fixed Asset? a

Vendor_PunchOut_NewVersion2021



[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

Option 2 — Menu

H@ BusinessPlus

@ BISD IFAS79
\ rsonal Dashboard
Click: = Menu board  SECRETARY
= Menu BISD IFAS79
Complete Menu User Name Personal Dashboard
@ rurresDe—__ -
i PO Purchasing
S| Stores Inventory Click:
/
= Menu BISD IFAS79
=|po User Name Personal Dashboard
UP Update Database .
Clck
UP Update Database /
= Menu BISD IFAS79
=0 | UP User Name Personal Dashboard
CmrimDe
PR Purchase Requests Click: )

RC Receiving Information

VAIARI T A

PP PunchOut Web Shopping

Vendor_PunchOut_NewVersion2021



[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

PunchOut Web Shopping (POUPPP) Screen will populate. (To skip example of Option 3 go to page 6 to proceed.)

[P Businesspius PunchOut Web Shopping (POUPPP) e a (v

& Clear
PunchOut Vendors

Shop  Vendor ID Vendor Name
V000276 LAKESHORE LEARNING MATERIALS
[y V000712 OFFICE DEPOT
= V000890 REALLY GOOD STUFF
=z V001546 SCHOOL HEALTH CORPORATION
= V001555 SCHOOL SPECIALTY LLC.

Finance Defaults

*
Account o v | orere

Ship To ID: = Ship To Addr:
Product Code: = Security Code:
Tax Code: v Warehouse:

Fixed Asset? O

Option 3 — Search Field

HJ@ BusinessPlus

= Menu BISD IFAS79

User Name Personal Dashboard

Click:

PunchOut Web Shopping (POUPPP)

= Menu
Purchase Requests (POUPPR)
User Name Personal Dashboard

\ Total 2 items found

Input: Mask (POUPPP)
. PunchOut Web Shopping (POUPPP)

H@ BusinessPlus POUPF \ v

Click

Vendor_PunchOut_NewVersion2021



[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

PunchOut Web Shopping (POUPPP) Screen will populate.

[P Businesspius PunchOut Web Shopping (POUPPP) e a (v

& Clear
PunchOut Vendors

Shop  Vendor ID Vendor Name
V000276 LAKESHORE LEARNING MATERIALS
= V000712 OFFICE DEPOT
= V000890 REALLY GOOD STUFF
= V001546 SCHOOL HEALTH CORPORATION
= V001555 SCHOOL SPECIALTY LLC.

Finance Defaults

Account*

GL w ORG KE
Ship To ID: = Ship To Addr:
Product Code: = Security Code
Tax Code v Warehouse:
Fixed Asset? O

Step 3: Input Account #.

PunchOut Web Shopping (POUPPP) (7]

PunchOut Vendors

Shop  Vvendor ID Vendor Name

V000276

LAKESHORE LEARNING MATERIALS

= V000712 OFFICE DEPOT List Of Vendors WI"
@ V000890 REALLY GOOD STUFF — disp|ay here. Use Scroll
& V001546 SCHOOL HEALTH CORPORATION bar to view all vendors.
@ V001555 SCHOOL SPECIALTY LLC.
/ z
Finance Defaults
Accout™ GL v 199 53 5399 0o 734 ¥ 29 000 |
\ (GL) 1895373402-6399 LM BITECH SUPP - GENERAL SUPPLIES }
Ship To ID = Ship Tu¥dr v
e *l Input: Account # (Only one account is
Tax Code v .
allowed; you may change account # if
Fixed Asset? O . .
multiple accounts are needed in Step 8.)
B
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[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

Step 4: Input Ship to ID.

Finance Defaults

Account™

GL v 1om 33 6389 0o 734 Y 99 000 Y

(GL) 1995373402-6399 LM BITECH SUPP - GENERAL SUPPLIES

5815

Ship To ID hip To ~ddr 12k o SO BOBINDALERD, BROWNSVILLE, TX...

PALO ALTO SERVICE CENTER

Input: Ship ID (Location of where items
serty Cose: | . . need to be delivered.) Code needs to be an
Warehouse . “S” followed by 3 digit location # (Ex: S915)

**Note: Only Schools should change the Ship ID for Office Depot and
Gulf Coast orders. All Departments should default to S915 (Warehouse)
3760 ROBINDALE RD., BROWNSVILLE, TX, 78526

Step 5: Input Security Code (Campus/Department Location #).

Finance Defaults

Account:™

GL w133 53 6399 o0 734 ¥ 99 000 ¥

[GL) 1995373402-6399 LM BITECH SUPP - GENERAL SUPPLIES

Ship To ID 5315 = Ship To Addr: Pl v | 3760 ROBINDALE RD., BROWNSVILLE, TX...
Product G

. . v
Security Code: = et Tax Code: -
CE =\ Click:

7

— I Fixed Assg .

Code Description Input/Select: Security Code (Ex: 734)
[734 Bi-tech Help Desk .

Vendor_PunchOut_NewVersion2021 7



m@ BusinessPluszo.u1 PUNCHOUT WEB SHOPPING GUIDE
Step 6: Input Ship to Address.

Finance Defaults

*
ik GL v | 109 53 6300 00 734 ¥ 00 000 ¥
(GL) 1995373402-6399 LM BITECH SUPP - GENERAL SUPPLIES
Ship To ID: 5915 = Ship To Addr P1 ___p v =750 ROBINDALERD. BROWNSVILLE TX..
PALO ALTO SERVICE CENTER [ Q|
Product Code
Description
Sel @ Code 3760 ROBINDALE Ry BROW
A 4 / R1 3760 ROBINDALE RD., BROW!
Warel . Fixed Asset? -
CIICk' SeIeCt' Address S1 3760 ROBINDALE RD., BROW!
52 3760 ROBINDALE RD., BROWT!
4 »

Step 7: Select Vendor-Start Shopping.

PunchOut Vendors

Shop  Vendor ID Vendor Name )
= V001801 FASTENAL COMPANY
= V002130 GATEWAY PRINTING & OFFICE SUPPLY INC. 8
= Click:
= V002506 STAPLES .
for desired vendor.
= V003568 GULF COAST PAPER CO.
= V016603 LD PRODUCTS INC. .
__——
Finance Defaults
Sk
Account: GL v 198 53 6300 00 734 ¥ 99 000 ¥
(GL) 1995373402-6399 LM BITECH SUPP - GENERAL SUPPLIES
Ship To ID 5915 =] Ship To Addr P v 3760 ROBINDALE RD., BROWNSVILLE, TX...
PALO ALTO SERVICE CENTER Product Cods =
Security Code 734 v Bi-tech Help Desk Tax Code v
Warehouse v Fixed Asset? D
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PUNCHOUT WEB SHOPPING GUIDE

You will be redirected to the vendor website.

B eusinessPius | PowerSchool

c 0 billboard,

x | [ PunchOut Web Shopping| Busin X

[ Office Supplies: Office Products - X =+

id =0000vbLpdFOYJLeCLsmCLYJgS7-:17iremhf0

o - o x

Ea % & =& (oo

Reading list

Products v Search

] e ©

Bulletin Board & Messages

g

Resources
Store Lacator
Services

User Guide
Bulletin Board

Online Reporting

Copyright © 2021
busine See Terms and Conditions for details.

&) Orders [E5] Order By Item % Shopping Lists C) Bulletin Board

For additional assistance reach out to K12 Education Manager

Search items you wish to purchase; see example provided.

B 5usinessPlus | PowerSchool x | [@ User information | BusinessPlus

<& C { & bizofficedepot.com/catalog/browseCatalog.dojsessionid=0000vbLpdFOYILeCLsmCLY)gST-117irémhf0zN=45 Skus=tru

See All Featured ltems

= Brand
O pilot @s7)
QO Paper Mate (242)
(J uni-Ball (173
() MONTEVERDE USA (172)
(J Pentel (163)

See All Brand

H Categories
) Ballpoint Pens (682)
(J Gel Pens (580)
(J pen Refills @3s8)
(D Rollerball Pens (254)
(O Felt Tip Pens (96)

See All Categories

& Pen Ink Color

(J Black (868)

x | [ PunchOut Web Shopping | Busin X [l Pens - Pens Pencils & Markers - X =+

hijack=pensitype=Search

Ad W8

BALLPOINT» GEL»

i il W

ROLLERBALL» TUL» FINE WRITING »

For access to additional sort options, please use one of the search or category filters on the left to narrow your search.

By [Relevance ]

5y «

Item 664011

Khk KA (952)

BIC® Round Stic® Ballpoint Pens,

Medium Point, 1.0 mm, Translucent

Barrel, Black Ink, Pack Of 60 Pens Qty |8
Availability: 4,046

& sold Online

« Sold in Stores

Account: 69210128

LLC. All rights reserved. Prices shown are in U.S. Dollars. Please login for your pricing. Prices are subject to change. All use of the site is subject to the Terms of Use. Prices and offers on www.officedepot.com may not 2pply to purchases made on

24 Per Page V| i Grid = List

o 8 X
T a % » 2 )
Reading list
W ‘
= H
FELT TIP»
$496 / box

Add to Cart

Add to list

Input: Quantity

Add to Cart
Click:

Vendor_PunchOut_NewVersion2021



[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

B o I x| @ User ion | Busi x| @ Shoping [ Buse X ) = [ ® - 0 =X
€ > X t &b rt.doijsessioni eCLsmCLYIgST-:17irbmhf B a & N S & B
5 apes [ Reading list

5l Products v | Search 8Q | myssis ()

Cart Summary
ers ler By Item @ Shopping Lists .+ Bulletin Boar 5
&) ord [E5] order By | (% shopping Li T} Bulletin Board 59810128

900 E PRICE RD
BROWNSVILLE, TX 78521-2417

Boise® X-9® Multi-Use Copy
Paper, Letter Size Pap...

$41.18 cach qQry i

Paper Clips, 1-7/8", 20...

CIiCk: Cart, to View '%a‘— Office Depot® Brand Jumbo
your list of items. $5.32 each anv

=T RIC® Raund Stir® Rallnaint .
Subtotal(3 items): $51.46

You will be directed to your shopping list/cart; review all items prior to checkout.

[ BusinessPlus | PowerSchool x | User Information | BusinessPlus | % | [ PunchOut Web Shopping | Busin % [ Add to cart| Office Supplies: OFf X =+ (-] = x
&« C Y @& bizofficedepot.com/cart/st rt.doy 1id=0000vbLpd FOYJLeCLsmCLYJgS7-17irmhf0 Ea % * = & Erro
5 Apps Reading list
Products [ Search L Q l Qs (O
7 Orders 2] order By Item [E% shopping Lists CJ Bulletin Board Account: 69510126
Sthpmg Cart Order Summary
Continue Shopping - Subtotal $5146
Estimated Tax $0.00
Shipping aty. Price Estimated Delivery FREE
Total (3 Items) $51.46
BIC® Round Stic® Ballpoint Pens, Medium Point,  Delivery $4.96
1.0 mm, Translucent Barrel, Black Ink, Pack Of 60 Estimated arrival Oct 13 5465 box
Pens Checkout
Item = 664011 Entered item 664011 Save For Later
Remove

Need Stamps?

Office Depot® Brand Jumbe Paper Clips, 1-7/8", 20- Delivery $5.32 ji! HE
Sheet Capa $5.32 pack e 1
Boxes For Later -
Item # 2217
Checkout bve USPS® Four Flags FOREVER® Postage Stamps,
CI H k . Booklet Of 20
ICK:
Add To Cart
Boise® X-9€ Multi-Use Copy Paper. Letter Size Delivery $41.18 More stamp options
Paper, 92 Brightness, 20 Lb, White, 500 Sheets Per  Estimated arrival Oct 13 a1 csse
Ream, Case Of 10 Reams s
g Need Sanitizer?

Item = 196517  Entered Item 196517 save ForLater
P Best Value Remove

Handy Solutions Antibacterial Gel Hand Sanitizer With
Aloe, Citrus Scent, 16 Oz Pump Bottle

Update Empty Add to List Add To Cart

L s Ay -

Saved for later
\/

**Note: Be sure to review all items! You will NOT be able to make any changes after this point.

Vendor_PunchOut_NewVersion2021



[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

Order is being processed, screen may blank out for a few seconds.

B Busi x | B3 User o | BusinessPiues | % | [B) PunchOut Web Shopping | Busic: X () BusinessPlus | PowesSchool ® 4+ o - (=] ®
£« 5 ¥ Y & bpbisd Y fPurchasing/POL = % 205%2TPRASS TS E%2TH20aNd%. G20eq% TPR#2T Q& » o pre= .::!
3 oappr [ Reading st
3
Resobving hot.

Purchase requisition is being created...

Vendor_PunchOut_NewVersion2021
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[2 BusinessPluszo: PUNCHOUT WEB SHOPPING GUIDE

A purchase requisition has been created; PR# has generated and your items are listed.

M BusinessPlus Purchase Requests (POUPPR)

+ B Edit =-
Q
& - PO Number Vender 1D Vendor Narme Status
OFFICE DEPOT
(&
&8
o H Switch to Added Records 1-1of1 Records
| Items MNotes
e &
-4 Itern Number | Vender ltem No ACCOUNT NUMBER Description Quantity Unit Price Extended Ar

2]

3]

0002 | 24784 OL199-53-6399-00-734-Y-99-000-Y Office Depot(R) Brand Jumbo Paper Clips, 100 532000 | PK 532

0003 | 196517 OL199-53-63%9-00-734-Y-99-000-Y Boise(R) X-9(R) Multi-Use Copy Paper, 1.00 4118000 | CS

1-3of 3 Records

Y B @ O

| = L

Step 8: Input Details Information: Account Type, BID# and Contract #.

+ @ Edit =~

[Cg PR Number PO Number Vendor ID Vendor Name Status

« «f@l» » o~
= Switch to Asgd Records 1-10f1Records

Items Notes
+ o Edit =~
[Cad Item Number Vend ; Description Quantity Unit Price Units Extended Amt
EEE
0002 | 221784 GL 199-53-6399-00-734-¥-99-000-Y Office Depot(R) Brand Jumbo Paper Clips, 100 532000 | PK 532
0003 | 196517 GL 199-53-6399-00-734-Y-99-000-Y Boise(R) X-9(R) Multi-Use Copy Paper, 1.00 4118000 | CS 4118

- Switch to Added Records 1-3 of 3 Records

Vendor_PunchOut_NewVersion2021 12
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Detailed purchase requisition screen will populate.

m@ BusinessPlus Purchase Requests (POUPPR) @ QO (Ec
- =< > + ow Edit 1of1 =-
Q
PR Number® PRAS5758 ¥ PO Number: ¥ Status® PR »  Security Code: 734 -
Approval Code: Requested By User Name Date Requested. 10/12/2021
C
PO Total 0.00 PR Total
&
o Vendor ID: V000712 Remit To ID: V000712
' ‘Vendor Name: OFFICE DEPOT OFFIcEDEROT
= Vendor Addr Code: Pz -
. Use scroll bar to
R navigate through
Phone Cd: OF = 3008884032
= screen.
2)
Details
Confirm: Vend Accoun it
=
,‘ , Bid Number: = Contract Numb
End U: Buy: =
Discount Terms: PO Type® P -
Requisition Codes
Input Vendor Bid # or Resolution # or Board
Approved date. If none; specify type of purchase,
FEDERAL. STATE or LOCAL.
Details
&
Confirm: Vend Account; LOCAL
&
Bid Number: R001/21-22 =] Contract Number: R190303 .
(1]
End Use: Buyer: (=]
[
Discount Terms: PO Type?‘ P v
@

Requisition Codes

& Input: Cooperative Contract # (ex: DIR-SDD-1951) found
s ' 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 needs to be filled in with correct information, to avoid system error and/or PR rejections
causing delays.

Vendor_PunchOut_NewVersion2021
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Purchase Requests (POUPPR)

H@ BusinessPlus

— Remit To Addr Code: P3 -
Q Phone Cd: OF * OF /

(= Details

g Gonfi: Message box [«

(i} Bid Number: RO01/21-22 Wi" pOPUIate. 303 X | v

r End Use: Buyer: ®
€ Discount Terms: PO Type* P -

You are now ready to approve Purchase Requisition.

Step 9: Add Attachments

H@ BusinessPlus Purchase Requests (POUPPR)

E < > + W Edit 10f174 =-

Q

PR Number’ PR455758 5 PO Number: L Status™ PR v Security Code: 734 v

Approval Code Requested By: User Name Date Requested: 10/12/2021
c

PO Total 0.00 PR Total- 51.46
8
(i ] Vendor ID: V000712 ToID V000712 =
» OFFICE DEPOT

4 Vendor Name: OFFICE DEPOT =1
Jt To Addr Code: P3 v
= Vendor Addr Code: Pz - —
cl H k e Cd OF v OF
.
4 Phone Cd OF v oOF ICK:
.

to open menu field.
= .
~ Details
2]

Confirm Vend Account LOCAL

Bid Number: R0O01/21-22 = Contract Number: R190303 v
=

End Use: Buyer =
£ N

Discount Terms PO Type p v

Vendor_PunchOut_NewVersion2021
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PUNCHOUT WEB SHOPPING GUIDE

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

Attachment Dialogue Box will display.

Add New Attached Item

Choose Document

Choose an Attach Definition...

Menu X
= <C > + w Edit 1of1 B=-
Q Search
PR Number® PR455758 5 PO Number: 5 Status® PR ~  Security Code: 734 -
Records
Approval Code Requested By User Name Date Requested 1011272021
C' Reselect
PO Total: 000 = PRTotal 51.46
& Field Help
© About Vendor ID: h Remit To ID. V000712 =
B Threaded Notes CI- k d c en OFFICE DEROT
.
ICK: Remit To Addr Code: P3 -
» .
(%' Screen Links Vendor Addr Code
Phone Cd: OF v OF
# Attachments Phone Cd OF v OF
Pending Tasks
= Reload Record .
=~ Details
'O Revert Changes Confirm: Vend Account LOCAL
Save Changes .
Bid Number RO01/21-22 = Contract Number.  R190303 v
B8 Export to Excel
End Use: Buyer. =
& Tools » *
Discount Terms: PO Type' P -
Attachments = ¢ > Edit 1of1 =-
Q Purchase Doc... v
PR Number* PR v Security Code 734 -
- S ——
€ e et ) Add New Attachment
ew Attachmen Approval Code Jquested: 10/12/2021
—
(&
Search (ex: pdf) PO Total stae
&
L] Vendor ID: V000712 Remit To ID: V000712 =

Vendor_PunchOut_NewVersion2021
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[2 BusinessPluszo: PUNCHOUT WEB SHOPPING GUIDE

Add New Attached Item

Quote <« Input a title/name.

R Browse... s
click:

Click: =~ Select

PO attachment - Purchase Document hd PO attachment - Purchase Document

<«

Browse... Dose Document

e -

Add New Attached Item

[ Open
L v P » ThisPC » Documents » Desktop w O Search Desktop

Organize = MNew folder

Prsnl 2

MName Date modified Select the file-

Quotes po restart.docx )/ T/2019 435 PM
OneDrive PR Restart-Susie.docx 8/6/20191:25 PM (Will display in “File name” field)
PR.docx 7/23) 37 .
I This PC FL PR419587_Rejected. pdf /9/2019 10:27 AM Click: Open
) 3D Objects @ Quote HIPPA 8-26-2021 /27/2020 9:16 AM
@ Quote.pdf 2/25/2019 :41 Adobe Acrobat D...
S_Sloan.dsx 402772015 LA PM Microsoft Excel W...
1:‘3 Scanner Quote.htm 2/13/20#6 3:53 PM HTML Decument
Secretary In-Service Agenda 082014.doc 8/p2014 1:47 PM Microsoft Word 9.,
b Music T SHI Dameware Quote-8766513.pdf 11/4/2014 1:38PM  Adobe Acrobat D...
[&] Pictures Sickleave Bank.docx 11/11/2019 458 PM Microsoft Word D...
B videos Terry's.docx 2/26/2020 3:20PM  Microsoft Word D...
. Local Disk (C:) [0 Ticket 14265 Open -- Install Sfglt Softw...  8/18/2020 221 PM  Outlook ltern
User Menu Access.xlsx 2/3/2015 3:.07 PM Microsoft Excel W...
X Vendor Rpt.pdf 1/24/2019 452 PM Adobe Acrobat D...
¥ Network v Tl VendorRpt_1. 1/24/2019 411 PM  Adobe Acrobat D...

File name: |

[ Desktop
Documents
4 Downloads

(4 DVD RW Drive (T

Vendor_PunchOut_NewVersion2021
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Add New Attached Item

o m
A
Click:

‘ PO attachment - Purchase Document hd

Close

Message bar will populate.

Add New Attached Item

o/ File attached successfully ’

Description

Browse... Choose Document it

PO attachment - Purchase Document d

Close

Click:

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

Vendor_PunchOut_NewVersion2021 17
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m@ BusinessPlus Purchase Requests (POUPPR)

Attachments = < > + For any additional

Rl ocroseooc -

Purchase Doc... v

PR Number® PR429197 attaChmentS needed L] Status®
T
Quote iz} Approval Cods: . Add New Attachment L. Date Requested:

g Click:

Add New Attachment PO Total: 0.00 PR Total:
i}
' Search (ex: pdf Q Vendor ID: VO01539 = Remit To ID:

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

Step 10: Approve PR

Menu b_¢
ZE < > + W

Q Search

PR Number® PR455758 & PO Number:
Records

Approval Code: Requested By: User Name
C Reselect

PO Total:
& Field Help Click:
® About Vendor Pending Tasks
B Threaded Notes

e oeren

(&' Screen Links Vendor Addr Code:  P3 -

# Attachments

Phone Cd: OF v oOF
Pending Tasks
~
=~ Reload Record Details
'O Revert Changes Confirm
Save Changes Bid Number: RO01/21-22
BB Export to Excel

End Use:

#& Tools -
. Discount Terms:

Vendor_PunchOut_NewVersion2021



[2 BusinessPluszo: PUNCHOUT WEB SHOPPING GUIDE

"J@ BusinessPlus

Approvals = ¢ > + @

Direct Task It.. -

Direct Task ltems Awaiting 1D
Approval

PR Number* PR455758 ¥ PO Nun

W O

Request

User ID: BIT34ECC

Role ID:

Document: PR:PR442238~P
O:~Vend:V000712~Stat:PR

PO Total

User ID: BI734ECC
Role ID: Vendor ID V000712

Document: PR:PR455032~P

0:~Vend:V000276~Stat PR
Vendor Name: OFFICE DEPOT Click'

User ID: BI734ECC
Role ID:

Document: PR PR455033-P Vendor Addr Code: ~ P3 -
0:~Vend:V000712~Stat PR

5 @ b N

&

B

User ID: BI734ECC Phone Cd OF = OF
Role ID:

Document: PR'PR455034~-F

O~Vend:V000890--Siat PR

[k

User ID: BI734ECC

Role ID: Details
Document: PR-PRA55035~F
Oc~Vend:V001546~Stat PR

Q

J

Confirm:
User ID: BIT34ECC
Role ID:
Document: PR:PR455036~P Bid Number ROO1/21-22
0:~Vend:V001555~5tatPFR

s

User ID: BI734ECC End Use:

Role ID:

Document: PR:PR455037~P

O:~Vend:V001801~Stat PR Discount Terms:

% @

User ID: BI734ECC

Approvals = ¢ > +

PR Number* PR45575¢

Approval Code:

irect Task ltems
Awaiting ID Approval

Role ID: PO Total:
Document: PR:FR442238~P
O~Vend:V00O0712~5tatPR

Click: User ID: BIT34ECC
Role ID: Vendor ID: VOOO71:

Purchase Document Document: PR PR455032~F
O~Vend:V000276~5tat: PR

" Vendor Name: OFFICE |

User ID: BIT34ECC

E Role ID:
Document: PR-PR455033~P Vendor Addr Code:  P3
O ~Vend: V0007 12~5tat:PR

2 User ID: BIT34ECC Phone Cd: OF =
Role ID:

Document: FR-:PR455034~F

Vendor_PunchOut_NewVersion2021



"J@ BusinessPlus2o.11

"JS BusinessPlus

Approvals =< > + @ Edit 1of1 =-
PR Number: PR455758 L4 PO Number. 5 Status’ PR - Security Code: 734 -
= = &
=] ¥ Pending
BI734ECC Approval Code: Requested By User Name Date Requested: 10/12/2021
() Group:
Since: 10/14/21 10:00:20
g On: 12/31/50 00:00:00 PO Total 000 | PRTotal 51.46
@ Future
o Group: WF Dept 734
- Vendor ID V000712 Remit To ID V000712 =
r Group: WF AS CFO OFFICE DEPOT
4 Vendor Name: OFFICE DEPOT
QTR Remit To Addr Code: P3 -
B Group: WF Fixed Asset
Vendor A . .
o Future = | Approvals field will expand. oF v o
ﬁ Group: WF Purchasing
Verification Phone C
@ Future
Group: WF Buyer 02
~
~ ORI Details
Group: WF Purchasing Agent
) 4 Link to Task List
Confirm: Vend Account: LOCAL
B
- Bid Number RO01/21-22 = Contract Number R190303 v
=
End Use Buyer =
&
Discount Terms PO Type¥* p -
| | ) .

PUNCHOUT WEB SHOPPING GUIDE

Purchase Requests (POUPPR)

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

’“@ BusinessPlus

Approvals
°
9 Pending
BIT34EGC
C | rom:
Since: 10/14121 10:00:20
On: 12/31/50 00:00:00
-]
O Future
0 Group: WF Dept 734
O Future
r Group: WF AS CFO
O Future
€y Group: WF Fixed Asset
@ Future
Group: WF Purchasing
\Verification
@ Future
Group: WF Buyer 02
~
= O Future
Group: WF Purchasing Agent
° ' Link to Task List
) X Reject
£

Purchase Requests (POUPPR)

< > + @ Edit 1of1 B-
PR Number PRA55758 PO Number. ¥ Status* PR ~  Security Code: 734 -
Approval Code Requested By User Name Date Requested:  10/12/2021
PO Total 0.00 PR Total 51.46
Vendor ID: V000712 =

Vendor Name: OFFICE DEPOT
Vendor Addr Code:  P3.

Phone Cd: OF »

Click to approve

and submit to the Workflow.

Confirm
Bid Number R001/21-22
End Use:

Discount Terms:

Requisition Codes

Vend Account LocAL
= Contract Number: R190303
Buyer:
PO Type* P
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[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

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

Approve

Add Comment

e m

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

Approve

Items needed forw

H@ BusinessPlus Purchase Requests (POUPPR) Q @ E
Approvals =< > + @ dic 1of1 B~ |
:
PR Number* PRA2G107 4 PONumber 5 Status’ PR -

]
= % Pending A

BI734ECC pproval Code: Request| 0/2020
& Group: S f I |

e 92820095050 PO Toa uccesstul message aras
o :

© Future
B S D Popup appears. |1 -

© Future |
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[? BusinessPiuszo PUNCHOUT WEB SHOPPING GUIDE

[P Businesspius Purchase Requests (POUPPR) Q @
Approvals =< > + @ Edit 1of1 ©=-
:
PR Number* PRA29107 ¥ PO Number. ¥ Status® PR «  Security Code 734 -

A ted

+ Accepte
A BI734ECC Approval Code: . Date Requested 06/30/2020

Group: N t . N t

On: 09/30/20 13:55:49 PO Total o I ce . ex 0.00 PR Total 4188
0 Note: ltems needed for meeting

PR — o .

@ Pending I
g s approver in line
d Group: WF Dept 724 fendor ID. voo1639 Remit To ID V001639 L]

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

O Future Vendor Addr Code:  B1 Remit To Addr Code: P1 -
@ Group: WF AS CFO

TON GLOOR BLVD. LTON GLOOR BLVD

" @ Future ) o ' . o .M
Group: WF Fixed Asset LLE, TX 78526 VILLE. TX 78526

© Future Phone Cd OF w 09563506917 Phone Cd -
= Group: WF Purchasing

Verification
2) @ Future

‘Group: 'WF Buyer 02
) & , Details
O Future

‘Group: WF Purchasing Agent Confirm: Vend Account LOCAL
=
P Bid Number 20002 @ ContactNumber  nya .

»

H@ BusinessPlus Purchase Requests (POUPPR)

Approvals = < > + @ Edit 1of1 =-

st e 5| Note: Approval comments
will display in this area

under each approver role.

- Security Code: 734 -

@ o

v Accepted
BI734ECC
Group:

Approval Code:

20

1 09/30/20 13:55:49
Note: Items needed for meeting.

41.88

e N

+ Accepted
See example of a complete PR below.

m@ e Purchase Requests (POUPPR) @ e £

Approvals = ¢ > + O Edit 120f158 B=-

* :
PR Number’ PR422959 PO Number. P353969 ¥ atus” FP ~  Security Code 734 -

« Accepted
BI734ECC
Group:
On:l0/142040:03.57 PP Total 4072 | PRTotal 4072

@ o

Afproval Code APRV Requested By Date Requested 0171472020

User Namé

+ Accepted
BIT34WRI

Group: WF Dept 734
On: 01A5/20 11:20:26 endor ID. V016593

5 ¢ b

Renit To ID: V016593 =

« Accepted NETSYNC NETWORK SOLUTIONS

e ey -ucd NOte: A “PO#” has been ..ol - .

HWISW 2
On: 01/15/20 1358:40 2500 WEST LOOP SOUTH STE. 510

P assigned after PR has been

o s ~— | approved by all users in i

« Accepted
WH915MRR

Sroup o Pocass deais accordance to the workflow

On: 01/16/20 10:01:28

+ Accepted chnfirm: d I B Account: LOCAL
Delia Rodriguez m 0 u e .

Group: WF Purchasing
Verification B Number- ——— —tract Number: DIR-TSO-3763 .

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

&

B

Q

&)

i}

]

A

« Accepted Ejd Use: Buyer: =]
Norma Lucio
Group: WF Buyer 02

* >
On: 0117220 12:38:13 Dfpeount Terms. PO Type! P -

« Accepted

Delia Rodriguez

Group: WF Purchasing Agent
(Op (AT RS - RRaCode1: - Reg Code 2 -

Requisition Codes
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[2 BusinessPluszo: PUNCHOUT WEB SHOPPING GUIDE

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

WORKFLOW/Motify PR_APRY created by BIT:

2 Tell me what you want to do...

%Ignore x ﬁ%i @ E% E‘_Meeting :':IMoveto:? Q—)TDMEI"IEQE{ ;‘ = Rules - |E—| Eﬂ; ==I b % S
&

. e Fen - Team Email v Done - _mOneNote fox P S —
Junk -~ Delete eply Reply Forward [Eg pore - =] . ove __ ) ign ar ategorize Follow  Translate
Al L & Reply 8 Delete f Create New . [P Actions~ Policy - Unread . Up~ .
Delete Respond Quick Steps F] M aove Tags [P Editir
ifas@bisd.us Erika Cisneros

WORKFLOW/Notify PR_APRV created by BI734ECC

WIORKFLOW MODEL INFORMATION:

User=BI734ECC

Model=PR_APRY

Activity=A13
Key=S5T60237-TF7A-4TDE-AGEE-7I46225CARCA
Wersion=11

Uniguek ey=E008T4E3-EA1C-4FB1-BLGE-EIBEDIEF DMTF

WORKFLOW INSTANCE INFORMATION:

Purchase Requestd = PR4251S7
PR Tatal$ = 4188
Reguested By = User Name
Reguest Date = 6/30/2020
Entry Date = 5/28,/2020

Bid Murnber =10-002

Vendar =WO01639-58M'S CLUE
Item# Cuantity  Price ltem Total Product Code  Description Split Armaunt)
Aecount Projectis) Percent
000 2000 E9E 1756 Folgers Dark Roast Coffee.
199-53-6359-00-734-Y-95-000-Y 1006
0002 4000 598 2342 Mestle Coffes Creamer
199-53-6359-00-734-Y-95-000-Y 1006
a3 2000 AT 000 Disposable plates,

199l -00-734-¥-99-000-Y 100%

WIORKFLOW MISTORY INFORRMATION:
User 1D = BITI4ECC

Status  : Aecepted

Diatisy Tirmes : 9282020 9:50:56 AM
Cammente: bems needed for meeting.
User 1D - BITI4WRI

Status - Accepted

DiateyTime : 9/30,/2020 1:56:20 Fi
Camments: test

User D -BIFI4ECE Email provides details of the Workflow
Status  : Accepted

Diate,Tirme : 9/30,/2020 4:14:29 PM . .

kT — history and a link to the documents
Status  : Accepted
Dt Tirme : 10/1/2020 £:27-04 P that were attached to the PR.
Camments: Test

User 1D = PUTI9RMRR

Status  : Aecepted

Diatisy Tirmes : 10,/1,/2020 4:33:10 PAA
Camments: test 10012020

User iD= BSI

Status  : Aecepted

Diatisy Tirmes : 10,/1/2020 4:38:14 PAA

—
ATTACHED DOCUMENTS:
TVPES
URL TABLE DESCRIFTION CREATED
POURPR Unknwwn Quote 9428 /2020 10-11:33 A

hittpscy . bisd. s fifas 7y Docurments \Viewer aspx?p =600 E7463-641C-4FB1-BCAE-ASREDY EFDATFE p2=036 05143-0505-25FA-9204- SFAB0Z ILBSEL

Note: Delivery of items may vary depending on when a purchase order is generated by system; per
completion of the workflow process module. For any questions or concerns regarding your order you will
need to contact Purchasing Dpt. @ (956)548-8361.
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