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[ BusinessPlusz0.1 HOW TO TRIGGER A PURCHASE REQUISITION

Step 1: Access Purchase Requisition Screen

*NOTE: Example provided is using the Secretary Dashboard to access the screen.

"@ BusinessPlus

= Menu BISD IFAS79
SECRETARY
User’s Personal Dashboard ~ SECRETARY
Jobs Monitor Click: 20w
PR Approva E) POUPPR Purchase Requests cowv
BusinessPLUS 20 A
B POUPRC Receiving Information
&) POUPPP PunchOut Web Shopping
Admin Forms c e A
Purchase Requests (POUPPR) Screen will populate.
”@ BusinessPlus Purchase Requests (POUPPR) @ Q (e
- Search
+
Q Apply Search
PR Number® Y PO Number: Y  Status® T Security Code: A ¢
-
Approval Code: h ¢ Requested By: Y Date Requested. h ¢
(&
Filters: PO Total 0.00 PR Total 00 Y
&
Opos only
OPOCSAD _Filter
(i} - Vendor ID = Remit To ID
O POCSHR _Filter e il A emto =Y
OPRUPPO_Filter .
Vendor Name: Remit To Addr Code: T
O POUPPR_Filter
Search Criteria: Vendor Addr Code: T Phone Cd A g
Phone Cd A
Details
Confirm Y Vend Account: A 6
Bid Number: =2 Y Centract Number: - T
End Use T Buer =Y
Discount Terms Y POType* T

o iciz "l
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HOW TO TRIGGER A PURCHASE REQUISITION

Step 2: Search for Purchase Requisition

m@ BusinessPlus Purchase Requests (POUPPR) @ Q (ec
- Search +
Q
PR Number® PRA56143 Y PO Number T Status® T Security Code Y
-
Requested By Y  Date Requested, A g
c
Filters: PO Total: 0.00 PR Total Y
]
Opros only N
OPOCSAD_Filter
i - Vendor ID: =Y
DIPOCSHR Filter Input: Purchase Request #.
E] PRUPPO_Filter Vendor Name: h 4
Apply Search
Click:
Purchase Request will populate.
HJ@ BusinessPlus Purchase Requests (POUPPR) @ QO (ec
Approvals = ¢ > + 0 Edit 10of177 =~
Q
PR Number* PRASE143 ¥ PO Number. ¥ Status* PR »  Security Code: 34 -
pecenial Approval Code:
BI734ECC
—_ Note: Purchase Requisition has been rejected;
& - o .
x Not Accepted needs to be triggered for correction and re-
e roup: = & V000712 . =
vty ores submitted through workflow.
; Need fo attach quote Vendor Name: OFFICE DEPOT

please

&

Vendor Addr Code:  P1

Remit To Addr Code: P1 -

6225 WEST BY NORTHWEST BLVD.
HOUSTON, TX 77040-4040

ﬁ 6225 WEST BY NORTHWEST BLVD.
BRI DU AL T ) Phone Cd OF » 8002825585
Phone Cd OF v 2002825585
~
<
2] )
Details
Confirm Vend Account TEST
& ;
Bid Number: TEST =  ContractNumber  TEST
3
< End Use: Buyer
Discount Terms: PO Type® P -
Requisition Codes
Req Code 1: - Req Code 2 .
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[ BusinessPlusz0.1 HOW TO TRIGGER A PURCHASE REQUISITION

Step 3: Input

axn

— Confirm Field

@ o

5 ¢ b Q

e m Q @ P

HOUSTON, TX 770804920

BIVD.
Approvals HOUSTIRN IR OS R0 Phone Cd: OF 8002825585
v Accepted
BIT34ECC
Group: Details Input: An Asterisk * in the Confirm Field.
On: 10/15/21 16:20:38
Note: TEST
<+—

x Not Accepted
BIT34WRI .
Group: WF Dept 734 Bid Number R003/20-21 Conflrm‘ * .
On: 10/15/21 16:22:05 .
Note: Need to attach quote

End Use: =

please
Discount Terms:
Requisition Codes

Req Code 1 -

Hit: Enter Key.

Req Code 2 -

Purchase Requests (POUPPR)

Approvals ,
Details
Purchase Doc...
Confirm: ki
+ Accepted
BI734ECC Bid Number: RO03/20-21
Group:
On: 10/15/21 16:20:38
Note: TEST End Use:

% Not Accepted

BIT34WRI Discount Terms:
Group: WF Dept 734

On: 10/15/21 16:22:05
Note: Meed to attach quote
please.

Requisition Codes

Vend Account:

= ] Contract Num 1234 v
Message box =
will populate. | .
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[ BusinessPlusz0.1 HOW TO TRIGGER A PURCHASE REQUISITION

Approvals Vendor Addr Code: P >

Q
BLVD.
_
v Accepted HOUSTON, TX 77040-4940
BI734ECC
(64 Group: Phone Cd: OF v 8002825585
=]
(i )
[
g

on: 10/15/21 16:20:38
Note: TEST

% Not Accepted
BI7T34WRI

Group: WF Dept 734
on: 10/15/21 16:22:05
Mote: Need to attach quote Confirm: ‘\1
please.

Details

~
Click: —— to reload record.

Bid Number:

Discount Terms:

@ Requisition Codes

O Req Code 1: -
Req Code 3: -
=z} Req Code 5 -
’c ’ Req Code 7 -

m@ BusinessPlus

Approvals ——
P =< > +
° *
PR Number PR456143
v Accepted N Ccose
BIT34ECC prroval~e?® 1 Notice: Workflow has restarted.
C Group:
Oon: 10/15/21 16:20:38 PO Total
Note: TEST
3 /
® Not Accepted
e BI734WRI
Group: WF Dept 734 Vendor ID: V000712
On: 10/15/21 16:22:05
' Note: Need to attach quote
. ple OFFICE DE

% Pending
BI734ECC

Group: o
since: 10/18/21 08:56:50 6225 WEST

Vendor Addr Code: ~ P1

On: 12/31/50 00:00:00 BLVD.
B HOUSTON, °
Group: WF Dept 734 Phone Cd: QF v ¢
~
" @ Future
Group: WF AS CFO
2 @ Future
Group: WF Fixed Asset Details
@ Future
Group: WF Purchasing Confirm *
23] Verification

How_To_Trigger NewVersion2021 5



[ BusinessPluszo. HOW TO TRIGGER A PURCHASE REQUISITION

Step 4: Re-Approve Purchase Requisition

**NOTE: Make sure you have done the necessary corrections before proceeding!**

m@ BusinessPlus Purchase Requests (POUPPR) (7 e} EC
Approvals EC > + 8 Edit 1of1 =~
o
PR Number*® PR456143 ¥ PO Number. 5 Status® PR ~  Security Code: T34 -

B Note: TEST -

% Not Accepted Approval Code: Requested By User Name Date Requested:  10/15/2021
C  BwR

eI e PO Total 000  PRTotal 51.10
a On: 10/15/21 16:22:05

Note: Need to attach quote

please.
o ® Pending Vendor ID: V000712 Remit To D V000712 =

Birsece QEELCE BEROT
[ Group: Vendor Name: OFFICE DEP( s

Since: 101321 08:55:50

C’/‘ On: 12/31/50 00:00:00
O Future Vendor Addr Code: P v
5 o uroeirss PR . Approve
P weo]  Click to approve and

Group: WF AS CFO

3

Phone Cd: OF = 800

© Future .
o || B — ] submit through the Workflow.

© Future
D Group: WF Purchasing Details

Verification
=2
B © Future Confim o Vend Account TEST

Group: WF Buyer 02
= Fut

© Future lmoer R003/20.21 ©  ConfractNumber  TeST v

Group: WF Purchasing Agent
£ 7

' Link to Task List End Use: Buyer: =2
' Approve
Discount Terms PO TypeX P -

X Reject

Requisition Codes

Req Code 1 - Req Code 2: -
 Forward
- - Req Coge 3 - Reg Code 4 -
Req Code 5: > Reqg Code 6: > M

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 may not go thru.
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[ BusinessPlusz0.1 HOW TO TRIGGER A PURCHASE REQUISITION

Approve

Quote has been added.\

Cance' m

mi‘ BusinessPlus Purchase Requests (POUPPR) @ O EC

Approvals = ¢ > + § o/ successfully Updated Task.

ct Task It

PR Number® PRASE143 ] PO Number 5 Status* PR *  Security Code: T34 -

Direct Task ltems Awaiting 1D

Approval Approval Code 07152021 [ii]
il - Successful message > Py

m Q @ O

Document: PRIPR4422358-P
O:~Vend VOO0712~Sat PR

Popup appears.

ﬂ@ BusinessPlus

Approvals = ¢ )
Q Direct Task It... v *
PR Number!
Direct Task ltems Awaiting ID
Approval Approval Code
c User ID: BIT34ECC
Role ID: PO Total
5/ Document: PR.PR442238~P
O:~Vend:V000712~Stat:PR
o User ID: BIT34ECC
Role ID: Vendor ID:
Document: PR.PR455032~P “
O:~Vend:V000276~Stat:PR
[ Vendor . U
User ID: BIT34ECC Click: to reload record.
g Role ID:
Document: PR:PR455033~P Vendor Add Moo

O:~Vend:V000712~Stat:PR

¢
4 User ID: BIT34ECC
Role ID: |
Ll Document: PR455034~P

er ID: BI734ECC Phone Cd:
Role ID:

Document: PR.PR455035~P
O:~Vend:V001546~Stat: PR

=)
User ID: BIT34ECC .
Role ID: Details
E
= Document: PR PR455036~P
O:~Vend:V001555~Stat: PR
Confirm:
2 UserID: BIT34ECC
Role ID:
£ Document: PR PRA55037~P Bid Number

0:~Vend:vV001801~Stat:PR
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[ BusinessPlusz0.1 HOW TO TRIGGER A PURCHASE REQUISITION

Approvals i< > + @ Edit 1of1 @=-
PR Number® PR456143 5 PO Number L] Status® PR - Security Code T34 -

Direct Task Items

Awaiting 1D Approval

Appri Requested By Erika Cisneros Date Requested 10/15/2021

51.10
I. k.
c ICK: WD00712 [

Purchase Document

Purchase Document
Role ID: ]
Document: PR.PRA42238-F
O~Vend V000712~ Stal PR

PO Total

@ @ qQ @ P

User ID: BI7T34ECC
Role ID:
Document: PR.PRA5S5032~P

)

Select:

Approvals = ¢ > +

*
PR Number’ PR456143

+ Accepted
BIT34ECC
Group:

On: 10/15/21 16:20:38 0 Total:
Note: TEST

pproval Code:

X Not Accepted
BIT34WRI

Group: WF Dept 734 Vendor ID: V000712
On: 10/15/21 16:22:05
Note: Need to attach quote

please Vendor Name: OFFICE DEP

+ Accepted
BIT34ECC
Group:

Oon: 10/18/21 14:14:26 6225 WEST BY
Note: Quote has been added Lol ST bl T

¥ Pending swecci | Note: Workflow has restarted.

BIT34WRI

Group: WF Dept 734
Since: 10/18/21 14:14:34
On: 12/31/50 00:00:00

Vendor Addr Code Pl

@ Future Details
Group: WF AS CFO

@ Future onfirm: *
Group: WF Fixed Asset

@mocam%@uomomp”‘

@ Future id Number: R0O03/20-21

Group: WF Purchasing
Verification

o

nd Use:

@ Future
Group: WF Buyer 02

@ Future
Group: WF Purchasing Agent

iscount Terms:

__Requisition Codes

*Note: It is recommended that you follow up on your PRs after submitting, to ensure that it is moving
accordingly.
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