How to Enter an Electronic PO

1. Access the business portal from your browser by entering the following web address; http://cc-
sharepoint/bp. The site will display the page below;

http://cc-sharepoint/bp/Business3%20Portal %20 CommonZ%20Pages/Homeaspx O ~ ¢ X [ Home x

Site Actions ~ i RIS Page

“ Business Portal » Business Portal Home
A

Home Employee Manager Company

Business Portal Home Company News

Employee Center There are currently no active announcements.
Manager Center

Company Center

[y All site Content

2. Click “Employee”.

&: i http://cc-sharepoint/BP/Employee/Employee?:20 Center3a20 Commi

Site Actions - Erowse

“ Employee Center » Employee Center Home
y

View or modify your personal information, and view your paychecks

Home Employee Manager Company

Employee Center Employee Announcements

Home There are currently no active announcements.
Profile

Pay

Benefits

Skills and Training
Timecard Entry

HR. Documents -
Submitted by Me

HR. Documents -
Assigned to Me

Purchase Requests

[2n 4l site Content


http://cc-sharepoint/bp
http://cc-sharepoint/bp
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3. Click “Purchase Requests”.

Purchase Requests.

Browse

Employee Center » Purchase Requests
&“ Create a purchase request.

Home Employee  Manager  Company

Search rl
Employee Center Purchase Request List
Home
oo Tovien the purchase request detail, select the purchase request and cick View Request.
pay = New Request iew Reauest | HaCopy Reauest | (3
Benefits Filter by: My open requests -8
skills and Training
; Requisition 1D | Title [ Total| Status Created| Assigned To | Modified By [ Modified|
=T (Eiliyy REQOO00016  Travel-Lunch, 7/31/12 $10.64 Pending Final... 8/1/2012 Annette Ferguson Will.Thempson (wil.th... 8/1/2012

HR Documents -
Submitted by Me
HR Documents -
Assigned to

[ Al site Content

4. To start a new PO click “New Request”.

Purchase Request List

To view the purchase request details, select the purchase request and dick View Request,

=i New Request

iew Reguest J;QCDDV Request ,j'

Filter by: My open requests -
Requisition ID | Title | Totall Status
REQOO0D016 Trawel-Lunch, 7/31/12 $10.64 Pending Final...

5. When the screen below appears, enter the title of the purchase request in the “Title”
description box. This should be a short summary of item or items that are being purchased.
6. Click “New Item”.

W| http://cc-sharepoint/BP/Employee/Requisition%20Management3:20Pages/Purck 0 ~ ¢ X l Purchase Request Details » F

File Edit View Favorites Tools Help

Site Actions ~ | g Browse

Employee Center » Purchase Request Details
l“ Create a purchase request.

Home Employee Manager Company

Purchase Request Details Item 5
me—
< Title: * Death Stad > Created By:
Requisition ID: ted:

Item 6.

Add items to your purchase request, thag Bmit the purchase request.

4 Edit Itemn )( Delete Item ;EEIF’ril'ltEr-FriEnl:II\-r \ersion E‘Approval History @Go Back To Purchase Request List

Item Number Dascription Vendor P Account Site Required By
No items found. To add an item, click New Item.
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(&) RequisttionLine ~ Webpage Dialog ==
©
Business Portal - Requisition Management
Add Item: Death Star
d|
Use this page to add = new item to this purchase request, or to edit or view an existing item.
d
Item Number * | P
Enter or select an item number
ol Hi7| Description
Enter the itam you are requesting.
Enter or select a vendor,
Account * S
Select an account number.
Site 21 e
Enter or select 2 sita.
Price $0.00
Enter price.
Quantity 1
Enter quantity you want to receive.,
Unit of
Enter the unit of measure,
Extended Price
The extendad price is zutomatically czlculated (price x quantity)
Required B 8/16/2012
Select the date you need the item by.
Comments ™
* indicates a field is required before final approval
Save and Close | [ Cancel
.

7. After clicking the “New Item” icon the “Add Item” box will appear.

8. Inthe “ltem Number” box, enter the item number of the item in numerical sequence. This
means, for the first item enter a 1, for the second item enter a 2, etc....

9. Next enter the description of the item in the “Description” box.

10. When entering a vendor the vendor selection list must be used. To see the list click the
magnifying glass located to the right of the “Vendor” box.

Enter the item you are requesting.

D

11. If you attempt to enter a vendor without using the listing the message below will appear. If the
vendor list, discussed in the next items, does not list the desired vendor see Nancy. Nancy will

update or add the needed vendor to the list.

ENTer or sEISCT & Venaar,

[ Q Error -- Webpage Dialog PS

@ The vendor does not exist. Enter or select another vendor.

EERTEn PRCE 15 SUtomatically calcurs PRCE = qUant
nired R RIEINTZ =
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12. When the magnifying glass is clicked, as discussed in item 10, the “Select Vendor” dialog box will
appear as shown below. Click the “Show All Vendors” button at the bottom of the dialog box
(see the circled item in the image below).

- »
a Select Vendor -- Webpage Dialog:-____ ﬂ
e — —
Business Portal - Requisition Management
| Select Vendor
==l || Select the vendor you want for this purchase request item,
2 Find
_]l Query returned no results.
= |
icl
|
nitgll
|
=
bt
[ Select and Close ] [ Cancel ] Show All Vendors

13. When the list appears, all vendors will be listed in alphabetical order. To narrow the list of
vendors do the following; (please see image below and corresponding item letters.)
a. Click the “Find” link or magnifying glass icon,
b. Select either “Vendor Name” or “Vendor ID” in the first box,
c. Select “Begins With” in the next box,
d. Then enter the first letter or letters of the vendor name,
e. And then click the “green arrow” box.

r ™
a Select Vendor -- Webpage Dialo__ u

Business Portal - Requisition Management

Select Vendor

Sele yo purchase
b. C. d. .

| .
jl ﬁzndor D v][E’;egins W\thq cdwl

Vendor ID | Mame |
1-800FLUMBER 1-800 PLUMBER o
1-SOURCEEL... 1-SQURCE ELECTRONIC COMPONE...
1STBANKET 13T BANK & TRUST OF MEMPHIS

II SDTECHNOL... 3D TECHNOLIGIES,LLC.

SHALLNATUR... 3 H ALL NATURAL BEEF

I 4-IMPRINT 4-IMPRINT INC. 3
l AIMPRINT dimprint, Inc.

ABRMECHANI... A & R MECHANICAL SERVICES
i ARTYARD A BT YARD SERVICES

A-1 FLOORC... A-1 FLOOR COVERING INC.
A-TEXBOILE A-TEX BOILER SALES & SERVICE
AAASIGNS AAA SIGNS

AACC AACC 2012 PASI

[ Select and Close ] [ Cancel ] [ Show Assigned Vendors
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14. After you have clicked the “green arrow” box you should get your result, see example below.
Now click the “Select and Close” button.

2] Select Vendor -- WebpagEDiang‘ u

Business Portal - Requisition Management

Select Vendor

Select the vendor you want for this purchase request item.

) Find
vendor ID v Begins With +  cdw

Vendor 1D Mame ‘
CDWGOVERNM CDW GOVERMMENT INC

([ Select and Close D Cancel ] [ Show Assigned Vendors

15. After selecting the vendor the “Vendor” information box will be completed. Click the
“magnifying glass” to the right of the “Account” box to see the account number listing.

- B
e o
Business Portal - Requisition Management

Add Item: Death Star

I Use this page to add a new item to this purchase request, or to edit or view an existing item.
|
Item Number * 1 yol
Enter or select an item number
Description Tye Fighters
Enter the item you are requesting.
Vendor * CDWGOVERNM 2 cow GOVER...
Enter or selact a vendor,
Account * |- - -- ' pol ’
Select sn account number,
Site a1 yol
Enter or select a site.
Price 50,00
Enter price,
Quantity * 1
Entsr quantity you want to receive,
Unit of Maasure Each

Enter the unit of measure.
Extended Price 5
The extended price is autematically calculated (price x quantity)

Required By 8/16/2012
Select the date you nead the itam by,

Comments

* indicates a field is required before final approval

[ Save and Close ] [Cance\ ]
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16. Click on the appropriate account number and then click the “Select and Close” button.

-
a Select Account -- Webpage Dia_‘ ﬂ

Business Portal - Requisition Management

Select Account

Select the account you want for this purchase request item.
/- Find

Account Number +  Begins With « 21

Account Num...| Description |
Z1-5022-00-1... Travel & Meetings-Computer Services

21-5022-00-1... Telephone-Computer Services
21-5022-00-1... Data Communications-Computer Ser...
21-5022-00-1... Postage & Freight-Computer Services
21-5022-00-1... Photocopies-Computer Services
21-5022-00-1... Professional Services-Computer Servi...
21-5022-00-1... Computer Lic & Maint Agreement-Co...
21-5022-00-1... POISE Lic & Maint Agreement-Comput...

m,

21-5022-00-1... Equipment-Computer Services

21-5022-00-1... Computer Software-Computer Services
21-5022-00-1... Equipment Maintenance & Repair-Co... | &
21-5022-00-1... Contracted Services-Computer Servic...

21-8N072-n7-N Faninmant-ramniter Senires

g —
\ Select and Close _J
———
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17. Enter the “Site” number. This will be the first two digits of your account number.

18. Enter the price of the item in the “Price” box.

19. Enter the quantity of the items in the “Quantity” box.

20. Enter the unit of measure in the “Unit of Measure” box.

21. The “Extended Price” box will automatically be entered based on the completion of the
information above.

22. Enter the “Required By” date.

23. If needed, enter any comments or notes in the “Comments” field.

24. Click the “Save and Close” button to save this item.

s b
Business Portal - Requisition Management
Add Item: Death Star
Use this page to add a new item to this purchase request, or to edit or view an existing item.
Fl
Itermn Number * 1 /O
Enter or select an item number
Description Tye Fighters I
Enter the item you are requesting.
Vendor * CDWGOVERNM p CDW GOVER... I
Enter or select a vendor,
Account * 21-5022-00-10-5210 p -Equipmen...
Select an account number.
Site 21 yol
Enter or select a3 site,
Price $1,000,000.00

Enter price.
Quantity * 2000

Enter quantity you want to receive,

Unit of Measure Each|
Enter the unit of measure.
Extended Price $2,000,000,000.00
The extended price is automatically calculated [price x quantity)

Required By 8/16/2012

Select the date you need the item by,

Comments

* indicates a field is required before final approval

( Save and Close ’ Cancel

25. If your request exceeds your budget the following message will be displayed.

The budget for account 21-5022-00-10-5210 has been exceeded by
$2,000,021,384.02. The budget amount for this account, including
the wvariance, is $150,829.95. Do you want to continue?
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26. That concludes the adding of one item to a PO. If there is an additional item, click the “New

Item” box to enter it.

Browse

Employee Center » Purchase Request Details
l“ Create a purchase request.

Home Employes Manager Company Search this site.

Purchase Request Details

Title: + Death Star Created By: will. Thomp

Requisition ID: Created:

Add items to your purchase request, then save or submit the purchase request.
Dhedit 1tem | X Delete 1tem | [Bprinter-Friendly Version | Blapproval History | @ Go Back To Purchase Request List
Itam Number Description Vendor A Account Site Required By Prica Quantity Unit

1 Tys Fightars CDWGOVERNM & 21-5022-00-10-5210 21 8/16/2012 $1,000,000.00 2000 Each
My approval limit: $0.00

27. Repeat steps 8 through 26 for every additional item.

r ™
a Requisitionline -- Webpage D_ g

@

Business Portal - Requisition Management

Add Item: Death Star

o
Use this page to add a new item to this purchase request, or to edit or view an existing itemn.

il
Item Number * Storm Troope /‘3
Enter or select an item number
Description
Enter the item you are requesting. I

vendor * CDWGOVERNM /‘3 CDW GOVER...
Enter or select a vendor,

unt * 21-5022-00-10-5210 /‘3 -Equipmen...

Select an account number.

Site 21 P
Enter or select a site.

Price £0.00
Enter price.

Quantity * 1
Enter quantity you want to receive.

Unit of Measure

Enter the unit of measure.
Extended Price £0.00

The extended price is automatically calculated (price x quantity)
Reguired By 8/16/2012

Select the date you need the item by,
Comments

* indicates a field is required before final approval

[ Save and Close ] [ Cancel ]

4| m
—— ———

»0

Extendad Price
$2,000,000,000.00
$2,000,000,000.00
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28. When the PO is finished, you should get a result similar to the screen image below.

;| Growse

Employee Center » Purchase Request Details
" Create a purchase request.

Home Employee  Manager  Company

Search this site. 20

Purchase Request Details

Title: + Created By: Modified By:

Requisition ID: Creatad: Modifiad:

Comments from Will.Th i a )on8/13/2012 Copied From:

Status:
Review the itams indludad in this purchase raquast and than approve it or perform ne of tha altemate tasks located under the Mors Tasks link.
w ttem | [Bprinter-Friendly version | [Blapproval History | @ Go Back To Purchase Request List
Ttam Number Desaription Vendor & Account Site  Requirad By Price Quantity Unit Extendad Prics
1 Tye Fightars COWGOVERNM & 21-5022-00-10-5210 2 #/16/2012 £1,000,000.00 2000 Each £2,000,000,000.00
2 Storm Trooper CDWGOVERNM & 21-5022-00-10-5210 21 8/16/2012 $100.00 100000 Each $10,000,000.00
K Evil Dark Side Jedi CDWGOVERNM & 21-5022-00-10-5210 21 8/16/2012 $100,000.00 1 Each $100,000.00
My spproval limit: $0.00 $2,010,100,000.00

29. Important...IMPORTANT...IMPORTANT!!!! After you have finished the PO you will either “Save”
it or “Submit” it. The “Save” and “Submit” buttons, as shown below are located at the bottom
of the displayed image above. Select “Save” it if you plan to come back later and enter more
items or edit any of the existing items. Select “Submit” it if the PO is complete and you are
ready to send it on for approval and purchase.

Show More Tasks ¥ | Save| [ Submit |

30. Once the PO has been submitted the PO will appear in the Purchase Request List as shown
below. Use this screen to check the status of a purchase request. You may also view the
request by clicking the “View Request” icon. You may also copy the request and use it to create
a new request by clicking the “Copy Request” icon.

i http://cc-sharepoint/BP/Employee/Requisition%20Management3%:20Pages/Purct O ~ & X

.| Purchase Requests

File View Favorites Tools Help

Site Actions = g Browse

Employee Center » Purchase Requests
I“ Create a purchase reguest.

Home Employee Manager Company

Employee Center Purchase Request List
Home
To view the purchase request details, select the purchase request and dick View Request.

Profile
Pay =i New Request
Benefits Filter by: My open requests -
Skills and Training

: Requisition ID | Title | Tuta\l Status | Createdl Assigned To | Modified By | Mudifiedl
Timecard Entr 5 7

¥ REQO0DO0019 Will's Computer $20.00 Pending Final... 6/6/2012 Phil Shirley Annette Ferguson (an... 6/6/2012

LA PPENTTS = REQUO0OD20  Death Star $2,010,100,0... Pending Final... 8/13/2012 Annette Ferguson will.Thompson (will.th... 8/13/2012

Submitted by Me

HR Documents -
Assigned to Me

Purchase Requests



