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Welcome to Birch Street eProcurement Help Guide

This online help guide is intended to provide you with assistance in your use of the eProcurement Web
Application, designed by Birch Street Systems.

For further information or assistance, please email customer support or call us at (949) 567-7030.

Getting Started

Using the Login Page

The Login Page provides and enforces security access to the application. Each time you want to log into
the system, you will do so via this page. To access the system, you must enter your login name and
password as defined by a system administrator.

After you have successfully logged into the system, you will find that during subsequent visits to the login
page, the login ID field is pre-populated with the last known accepted value, provided that the Internet
browser is configured to accept data caching. You are always required to enter the password manually.

You are returned to this page whenever you select Logout from the menu logo panel.

Log in to the system:
Launch the application Login Page.
1. Enter the Login ID provided by a system administrator. Login names are case-sensitive.

2. Enter the Password associated with the login name entered above. Passwords are not case-
sensitive, and are displayed on-screen using asterisks (*) in lieu of actual characters.

3. Click the Sign In button. If all information was entered correctly, the Main Menu screen will be
displayed.

Note: If the system is unable to process the :
user's login information, a dialog box will Microsoft Internet Explorer E'
appeatr, indicating the error.
ﬂ 160- The Login ID, Passwaord, or Subscriber 1D is incorreck,

1 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Forgot Password?

This feature is useful if you forget your password. You have to simply click the link and enter login name
and e-mail address. After you click the Request Password button, the system will verify the information
(login name and e-mail address) from your account. If the information is correct, the system will email a
system generated password, which you must change after the first login.

Forgot Password?

Login ID: | INva0T |

Password: || |

Maximum concurrent users

Each marketplace has a defined maximum number of users who can be logged into the system at the
same time. If the maximum is reached, the following message is displayed. Contact the marketplace
system administrator if you get this message.

Microsoft Internet Explorer

Login Security Features

Failed Login Attempts

A user can be locked out of the system if he attempts to login but is unsuccessful for a system defined
number of times. This prevents unauthorized users from trying random passwords to break into the
system. If this should happen, you will get a message alerting you that your login account has been
deactivated. Contact your system supervisor to re-activate your login.

Inactive User

2 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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A user can be locked out of the system if he is inactive for a system-defined length of time. If this should

happen, you will get a message alerting you that your login account has been deactivated. Contact your
system supervisor to re-activate your login.

Microsoft Internet Explorer

L] E 348- Your login acct has been deactivated. Please contact vour system supervisar to re-ackivate vour login,
*

Reusing Old Passwords

The marketplace can add more login security by forcing you to not repeat recent passwords. Up to six

former passwords can be stored. You are alerted that the password has been used and cannot be re-
used.

Microsoft Internet Explorer, [$_<|

L] E The password has been used within the last 6 password changes and cannot be re-used.,
L

My Settings
My Settings allows you to edit information originally defined by an Administrator when your login name
was created. You can change your password, name, email address, and other user information.

Note: To view or modify information for another person. You must log in using that person's login ID and
password, or access the Person entry screen.

BIRCH|STREET

Welcame Steve Taylor |?- Blirch Street Mayan Inn DEMO B85 v| [] Hide Menu [IHide Summary ~ HideLoge Homg Settings )Help FADQ-Tips  Logout

Open the My Settings entry screen from the link in the Logo Panel.

3 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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BIRCH|STREET

Wigloome Steve Taylor  Home Help FAQG-Tips  Hide Logo @ Entry C'List (O Vertical C)Horizontal
TR
-~
Login name —

Change password lm
“erify password m
Salutation e
Firzt name |Steve
Micdle intisl |

Last name |Tay|0r

Full name |

heszage delivery option | Birch Street Mg inbox and email

Phoned  [j500) B52-3652

Ext 1

Email address |y0urname@birchstreet.net

Posttion/Title  [aP Clerk
Department
Default tak for frort page Catalogs b

Hide menu wpan login w
< >

Note: Some of the fields listed above may be hidden from view or disabled on the actual screen.

Fields of Note

Message delivery option: You can select whether to receive Birch Street system messages via the Birch
Street In Box, email or both.

Default tab for front page: You can select the tab you want as your default tab. So after logging in, the
default tab will be loaded when first entering the system. Suggestion: Buyer can default to Order Guide.
Supplier can default to Supplier PO.

Hide Menu upon login (recommended): Check this box to hide the main navigation panel when first
entering the system. This provides more screen real estate for the front-page tabs.

Currency Tab
You have the option to determine how currency and numbers display throughout the Birch Street system.

4 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Decimal symbol

The Decimal symbol can be a period or BIRCH ‘ STREET

a comma.

Wiglcome Jenny S Shimakbuku Home Help FAQD-Tips

Digit group symbol

The Digit group symbol can be a period

or a comma. m |

Decimal symbol

Diiggit cyrowp symbaal Comma

Note: These symbols must be unique. (i.e. both

symbols cannot be a period.)

Positive currency symbaol
¥ =Y Before number %

II

Positive currency symbol location Iocation
Print 155 code | Print before formstted number
The symbol print location can be: Sample positive currency | |1
¢ Do not display 19,718.25
e Before number $19,718.25
e After number 19,718.25%

Print ISO code

The ISO code (International Organization for Standardization) for the currency print location can
be:

e Do not print 19,718.25

e  Print before formatted number USD $19,718.25

e Print after formatted number 19,718.25% USD
Sample positive currency

A sample of the options selected is presented for verification.

5 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



( Blrcﬁrs treet

N DEMAND PAOCUSEMEN

Dates Tab
You have the option to determine how dates appear throughout the eProcurement system. This selection
will display on all entry screens and reports.

Date format 2 My Settings - Microsoft Internet Explorer

. File Edit Wiew Favorites Tools Help

The date format can be either MDY

b ACELUCINN BIRCH |STREET

Welcome Jenny = Shimakbuku Home Help FA -Tips

Date separator

The date separator can either be mm
Slash (/), Dash (-), Period (.) or

Comma (,). |
b

Month day digits Date eparator
hdanth dery digit: _2 w
The Month day digits refer to how Prin e I%

many places you want the month to Sample date [

use, 1 or 2.
Example: 8/27/2006 or 08/27/2006. (Suggestion: 2 will make date columns line up nicely.)
Sample date

A sample of the options selected is presented for verification.

6 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Using the Front Page

The Front Page allows a buyer to complete the full purchasing process from one location.

BIRCH|STREET

Wiglcome Steve Taylor 7- Birch Street Mayan Inn % [JHide Menu [Hide Summary Hide Logo Home Settings Help FAQ/O-Tips Logout

Main Menu Search All Catalogs In Box Shopping Cart
E| Procurement Products v New: 16 Total: 16 Lines: 0 Total: 00
Approvals
Company Application Setting
Receiving | | m | | |
Reconciliation
Sysco Punchout Profile ;
Company Administration AllMy PO's 4
Accounts Payable First Previous Mext Last Refresh
Reports
B Administration Search Column: | PO number bl

Declining Checkbook Maintenance Search Text: GO

Page 1 of 1 fRows 1-10 of 10 found

Req
. [ U TRRIEY D

Subject:
000000000000025 | Receiving Complete Supplier: Finest Food Company 05302006 | 0601 /20

Subject: Blintzes
Supplier: Finest Food Company

Subject:
Supplier: Finest Food Company

Subject: Tea
Supplier: Goldberg and Solovy Foods

000000000000024 | Receiving Complete es 042472006 [ 04524520

Q0000000000001 3| Receiving Complete [{a] 042002006 [ 04522520

00000000000001 2 [ Accepted by supplier|  No 0441 9/2006 | 04/25/20
Subject: Bar soda order

000000000000011 | Receiving Complete Mo Supplier: Goldberg and Solovy Foods

0401972006 [ 0452920

Subject: Soda order
Supplier: Goldbery and Solovy Foods 82005 | 2820 -

>

Q0000000000001 0] Mew [{a]

-
(O]
@]
@]
@]
@]
@]
<

< >

Logo Panel
Spanning horizontally across the top of the window, the Logo Panel displays the person logged
in, their property, and the option to hide/display the menu. Links to on-line Help, FAQ and Logout
are also located here.

Navigation List
The Navigation List, known as the Main Menu is a vertical column on the left. It is used to open
various maintenance screens and is expandable. It can be hidden or made visible using the Hide
Menu checkbox in the Logo Panel.

Front Page Summary
Below the Logo Panel are the Search All Catalogs, In Box and the Shopping Cart.

Tabs
Just below the Front Page Summary are a series of tabs. These are used to separate segments
of the marketplace to have everything quickly at hand.

Action Buttons
Each tab contains action buttons that perform various functions, open an entry window, or display
additional information.

Catalogs Tab

7 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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From the Buyer Catalogs tab, you can search for
Supplier’s catalog items, Punch out to supplier’s
web site such as Office Depot, or Create non-
catalog items which can be added to order guides,
the shopping cart, or create a document such as a Birch Street

PO or REQ. :

)
‘&s’ Produce Pro, Inc.
s

-
g
B e
Shamrock Foodse

Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

Button Descriptions
ADD TO CART

Add selected items into the Cart as a staging area to create a PO, REQ, RFQ, or Recipe.
ADD TO ORDER GUIDE

Add selected items to an order guide. If using inventory, it is good idea to stage the items in the
Cart first before creating/adding to an inventory order guide.

ADD TO PO

Add selected items to an existing PO. The list from which to select a PO is filtered on the PO
status = New, the Supplier and the PQO’s currency. There can only be one Supplier and currency
per PO.

ADD TO REQ

Add selected items into an existing REQ. The list from which to select a REQ is filtered on the
REQ status = New and the REQ’s currency (there can be multiple Suppliers).

ADD TO RFQ

Add selected items into an existing RFQ. The list from which to select is filtered on the RFQ
status = New and the RFQ’s currency.

CREATE NON-CATALOG ITEMS

8 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Create non-catalog items to include in a document. By clicking the button, a free form line item
grid is displayed for entry.

CREATE PO
Create a PO with a status of New.

CREATE REQ

Create a REQ with a status of New. When using Inventory OG, the REQ is used to Plan
Purchases and track inventory.

CREATE RFQ
Create a RFQ with a status of New with the first Supplier.
Item History

View the purchased quantity and average price paid for an item by Year, Month, UOM and
Department. Information is only available if the item has been purchased. The price is expressed
in the Home currency.

PRICE HISTORY

View a supplier’s pricing history for a specific item by Year, Month, Quarter, and UOM. It also
shows the pricing change by the currency amount and percent.

SELECT SUPPLIER

Select the supplier when creating non-catalog items.

Search All Catalogs
In the Search All Catalogs section, select the Search All Catalogs
type of search you want to perform from the drop- Products

down list. Enter the text corresponding to the
selection and click Go to perform the search. The search results will be listed below.

Products: Enables you to perform a search on products. You can only see items to which you have
access. The search uses the:

e |tem # (Supplier SKU)

e Product Name (Item Description)
e Description (Long Description)

e |tem Keywords

e Manufacturer Name

e Manufacturer Part Number

9 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Categories: Searches categories by name in order to locate items. Quickly brings you to the category
level you want to click on to view products without walking down all the levels.

My Supplier: Searches the company name and keywords for suppliers where you have catalog content
access. You may view all products for a specific supplier, see their address and contact information, click
on the link to send an email or click on the Add New Supplier button to add a SOTF (Supplier-on-the-fly),
if granted access.

All Suppliers: Searches the company name and keywords for all suppliers in the marketplace whether
the buyer has catalog content access or not.

My recent Suppliers: Searches the company name and keywords for all suppliers who have recently
been added to the marketplace.

Catalog Access by On-line Catalog or Punchout
There are two ways to access catalog content:

e On-line suppliers who post their Items within the Birch Street system.

e Punchout suppliers who allow shopping on their site and bring back items to the Birch Street
system.

Catalog:Birch Street Search this Catalon:

Top-Level Categories:2

Category name

Food & Beverage

Seneral

On-line suppliers
Click on the main catalog hyperlink such as Food & Beverage to walk down the path to find the item you
want, and then select each new level until you are at the lowest level where there are products.

10 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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" Cart =R | | |

Catalog:Birch Street

Category: Soda, Bottled

Products: 23
Pages: 1
Order
Product Name
Supplier Name Manufacturer PackiSize Pnce
2823 Fanta Grape Coca-Cola 24 190 0z il
tdore Product Info Coke EDI $14.00
2l Sprite Coca-Cala 2420 0z cs 1 il
dore Product Info Coke EDI $14 .00
4332 Diet Sprite Coca-Cala 2420 0z cs 1 il
More Product Info Coke EDI F14.00
5392 Canada Dry Ginger Ale CocaCala 24 190 oz cs 4 O
More Product Info Coke EDI F14 .00

Product search results are found at the lowest category level where items can be selected to be added to
the Cart, Order Guide, or create a document such as a PO.

To return to the main catalog listing, click on the Home link in the logo panel.

Punchout Suppliers

Click on the supplier’s logo, such as guestsupply.com to
temporarily leave the Birch Street system to go the
supplier’'s web site where you will select your items and
go through the check out process and then return to

Birch Street. Click on the PO tab to see the newly

created PO. Birch Street
 guestsupply.

P
“&s’ Produce Pro, Inc.
s

&

g
e

Shamrock Fondse

11 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Quantity Price Breaks
Suppliers will often offer a quantity break on the price when more items are purchased at one time. If an
item has a quantity break, a summary will be displayed below the Item # (Supplier SKU).

Catalogs

Catalog: Various
Products: 1
Pages: 1

Manufacturer PackiSize

SKU130012

Commercial Irons Model 16200 tcBride's Hatel

] 11
McBrice's Hotel Furniture Supplisrs Furniture

Guantity Break (425, 50, 75)

1. Perform a Product Search by Product, Catalog, or Supplier to obtain search result items.

2. If the supplier offers a price break, it will be indicated below the Item # showing the UOM and the
guantity break points.

3. CIle on the More PrOdUCt InfO link to 2 More Product Info - Microsoft Internet Explorer \
Open a WIndOW Wlth the fu” deta"S File Edit ‘iew Favorites Tools  Help ;1.'
~

about this item along with the quantity
price breaks.

Item # Sk 30012

Product Name Cammercial rons Model 16200

. McBride's Hotel Furniture Suppliers

G T BN ME TR

Lead Time (Davs) 1

uom EA

Case Pack 1

Will Break Case Mo

FOB Deliverad

Dimension

Min Order Oty 1

Manufacturer McBride's Hotel Furniture

Mfg Part Number hifg part nurmber

Brand Name

Model 16200

Size

Portion Size

Commodity Cornmodity

1. Gty aver 25: 5.0% Discaunt
Quantity Break 2. Gty over 50: 15.0% Discount
3. Oty ower 75: 25.0% Discount
Description Commercial [rons Model 16200
v
@1 Done & Local intranet

12 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Product Images
1. Perform a Product Search by Product, Catalog, or Supplier to obtain search result items.

2. Ifthere is an image attached to the product, there will be a m

small monitor image icon under the Item # (Supplier SKU). 21012
%0 | More Product Info

3. Click on the image icon to see the supplier’'s image.

2 http://qadev/QADEV/Images//bose 321.jpg - Microsoft Internet ... E]@
Address | €] http:/{qadev/QADEV/Images//bose%20321 jog v A

@ Done ‘3 Local intranet
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Non-Catalog Items

Catalogs

Currency |UsD Al

Product Name
Select Supplier N\ame Order Oty Extension

O

= Ooooaia

¥

¥

¥

¥

|
|
| v
|
|
|

¥

From the Front Page, click the Home link in the Logo Panel to display the Catalogs tab without
any search results.

Click Create non-catalog items to display a free form entry screen.

Click Select supplier. In the Supplier Search textbox type the name of the supplier you are
looking for and click GO. It can be an on-line, off-line or SOTF supplier, but not a Punchout
supplier.

Select the Currency, if using multi-currency. It defaults to the first currency defined.
Enter the Item # and the Product Name (both required).

Enter the Order Quantity, UOM and Price. (When creating a RFQ, the price is not used. That is
the purpose of the RFQ.) The Extension is calculated.

Note: The Select checkbox will automatically be checked once you type in the item # and click the Tab on
your keyboard to move to the Product name field.

From this information, you can create/add to a PO, REQ, RFQ, and Recipe. You can also add these
items to an Order Guide or Cart. Note: The Order Guide must already exist — If it does not yet exist go to
Order Guide Tab and create it prior to this step.

Most of this information can be modified by the document’s Print/View/Edit form.

15

Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



( Birchstreet

ON DEMAND PROCUSEMENT

Order Guide Tab

Order Guide

Page 1 of 1 /Rows 0-0 of 0 found [T Sort [ Par values [ Show REQ UOM

Create Order Guides for items that are purchased on a regular/recurring basis. You can add catalog and
non-catalog items to an order guide. Catalog item prices are updated nightly in order guides, so your
prices stay current. Order Guides with an asterisk (*) before the order guide name are shared by all users
within your property. Only the order guide creator (OG owner) can edit the items on their order guide.

Order Guide

Order guide list | Regular OG v | CresteP0 | AddtoPO | CresteREQ | AddtoREQ | Addtocart | CreateOG | Delete 0G
_ o [ Rename 0 | PrintIView | Copyftom | Deletetem | Updste | Cloar sl ay | Updsto Fax
Purple-ton catalo tem [ Red-Discontined - T Y T e T Ml Il
Page 1 of 1 /Rows 1-5 of 5 found Csart [Par values
M Al |ltemn # Prod ! Supplier A ltem Search - Microsoft Internet Eapltaizs Order Qty| Price| Extension
00094 Baby Beets Striped _
D More Product Info Excellert Hoteliers Search Columnz| 00 $15.90 $15.90
00133 Baby Beets Striped Search Text: _
D hore Product Info Excellent Hoteliers e BlEsl BIER
0eTo Beans Fava 25 Poun: _
D hore Product Info Excellent Hoteliers e 01 28 05128
00110 Brussel sprouts =1 § [N RN I
D haore Product Info Excellent Hoteliers i Sia Sl
00134 Savoy White 13 ct Cd _
O hore Product Info Excellent Hoteliers = FESS S

Order Guide Item Search
An order guide can contain many of your favorite or often order items. Use the Search hyperlink to find
specific item(s) quickly.

1. Click the Search hyperlink. This will open an Iltem Search window.
2. Select which field(s) to search. The options are:

o Al

o |tem#

e |tem Description

e Supplier name

e Commodity

3. Enter the value to search on.

16 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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4. Click OK. Those items that match your search will be displayed.

5. When finished, click the Refresh hyperlink to view all items again. The number of items displayed
on one page is governed by the setting in My Settings: Records per page.

Button Descriptions

Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ADD GL ACCT

Assigns GL accounts to one or multiple selected items in an Order Guide. When a document is
created, this GL account will be assigned to the line item. If you are not the owner, you will get a
message “GL acct is not available. This Order Guide does not belong to you. The owner is:
[owner] “(See below.) Available when budgeting is turned on.

ADD TO CART

Add selected items into the Cart as a staging area to create a PO, REQ, RFQ, or Recipe.

ADD TO PO

Add selected items to an existing PO. A selected PO list is filtered based on the following criteria:
The PO status is New, the Supplier carries the item and the PO’s currency matches. There can
only be one Supplier and currency per PO.

ADD TO REQ

Add selected items to an existing REQ. A selected REQ list is filtered based on the following
criteria: The REQ status is New and the REQ’s currency (there can be multiple Suppliers). When
a PO is created from a REQ with multiple Suppliers, multiple POs are created for each
Supplier/Currency combination.

ADD TO RFQ

Add items to an existing RFQ. The list to select from is filtered on the status = New and the
RFQ’s currency.

CLEAR ALL QTY

You (OG owner) can set all quantities in the loaded order guide to zero. If you are not the owner,
you will get a message “You do not have rights to update items from this Order Guide. This Order
Guide does not belong to you. The owner is:[owner]’

COPY ITEM

Copy an item to an existing order guide. If the item is from an inventory order guide, it can only be
copied to a non-inventory order guide. (Each inventory order guide item must be unique in a
storeroom.)

CREATE ITEMS

17 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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This will take you back to the Catalogs tab with the “Create non-catalog items” button displayed.

CREATE OG

Create an order guide of favorite items for quick access. Catalog item prices are updated daily
with current pricing. Shared order guides should be prefixed with an * [asterisk].

An Inventory Order Guide or Inventory items Order Guide (subset of an Inventory Order Guide)
are also created with this button.

CREATE PO

Create a PO with a status of New.

CREATE REQ

Create a REQ with a status of New. When using Inventory OG, the REQ is used to Plan
Purchases and track inventory.

CREATE RFQ

Create a RFQ with a status of New with the first Supplier. Additional Suppliers are added after the
initial RFQ creation.

DELETE ITEM

You (OG owner) can delete an item from an order guide. If you are not the owner, you will get a
message “You do not have rights to delete items from this order guide. This Order Guide does
not belong to you. The owner is:[owner]”

DELETE OG

You (OG owner) can delete an entire order guide with all of its items. If you are not the owner,
you will get a message “You do not have rights to delete this order guide. This Order Guide does
not belong to you. The owner is:[owner]”

EDIT ITEM

You (OG owner) can modify an order guide item. Depending on whether the item is a catalog
item or non-catalog item, different fields are available for edit. If you are not the owner, you will
get a message “You do not have rights to edit items from this Order Guide. This Order Guide
does not belong to you. The owner is: [owner]”

IMPORT OG

This feature allows you to import Order Guides using an Excel template to enter your items. (See
below.)

ITEM HISTORY

18 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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View the purchased quantity and average price paid for an item by Year, Month, UOM and
Department. Information is only available if the item has been purchased. The price is expressed
in the Home currency.

OG TEMPLATE

Download an Order Guide template. Both a regular or Inventory Order Guide are available.

PRICE HISTORY

View the supplier’s pricing history for a selected item broken down by month with actual monetary
amount and percentage change.

PRINT/VIEW

View an Order Guide in an Excel worksheet. An Inventory OG includes additional fields. To fit on
a printed page, change the paper size from portrait to landscape.

RENAME OG

You (OG owner) can change the name of an order guide. If you are not the owner, you will get a
message “You do not have rights to rename this order guide. This Order Guide does not belong
to you. The owner is:[owner]”

RPT PRICE ISSUE

Provides you with a message form pre-populated with data from the selected item that you can
send to the supplier to report a price difference or any other item discrepancy.

UPDATE

You (OG owner) can modify and update items in the order guide. If you are not the owner, you
will get a message “You do not have rights to update items from this Order Guide. This Order
Guide does not belong to you. The owner is: [owner]’

UPDATE FAX

You (OG owner) can modify the fax number for a SOTF item. If you are not the owner, you will
get a message “Update fax number is not available. This Order Guide does not belong to you.
The owner is: [owner]”

Order Guide Tab (with Inventory)
CANCEL INV

The Inventory manager can take the Storeroom location out of “Take Inventory” mode without
completing the take inventory process. Once “Take Inventory” is cancelled, all transaction
processing can take place again.

IMPORT INV
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The Inventory manager can take the results of the physical inventory and import them back into
the system. This procedure takes the Storeroom location out of “Take Inventory” mode which
then allows all transaction processing to take place again.

INV TRANSFER

The Inventory manager can perform a transfer for selected items. Various combinations can take
place from/to outlets and from/to storerooms. Moving items from one storeroom to another does
not affect the budget. Budgeting transfers also take place in this window.

TAKE INVENTORY

The Inventory manager can select a storeroom and put it in “Take Inventory” mode. In this mode,
no other action can take place. Items are exported to a worksheet for an actual count to take
place. Any difference between INVENTORY_COUNT from ONHAND_QTY will create a record in
Inventory Adjustment. (No budgeting adjustment takes place.)

Features
Add GL Acct
BIRCH|
Powered
Weloome Steve Taylor \7- Birch Street Mayan Inn DEMO 68 v| [“IHide Menu [JHide Summary ~ HideLogo Home My Settings Help FAQ/O-Tips Logout

|Search All Catalogs
|| Products > ]

Ih B
New: 16 Total: 16

Lines: 0 Total: 00

Shopping Cart ‘

MCSEIOESIN™ Order Guide (UGN MO I | |
Ordler guite it

Purple=Hon catalog item / Red=Discontinued

Eirst Previous Mext Last Search Refresh

[Csort Clpar values

oreProct ks |Finest Food oy = ' | = e e
P N * | " (— e e
omoncnr ot s o R E— -
(i m‘::i';:ﬂgm :':":;’Fzg:gé:;ﬁf"““’M““ 726 | | 100 $44 51 344 81 [10-35-1800
(i m::i';:;m b :':":;’Fig:'gﬁ;ﬁ;w"i 2001 | | 1o al|#ozoe $102.94 [10-35-1800

1. Select one or more rows to change and click the Add GL Acct button.
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) Add GL Account - Microsoft Int... Q|§|E|

GL Account | Q,

2. Zoom to select a GL account or type a mask (*) and click submit. This value will be inserted into
the Order Guide GL Account.

3. To empty the field that has values, leave the GL Account empty and click Submit.

Note: When a PO/REQ is created, the value in the Order Guide will take precedence over the default GL
Account in the Create PO/REQ window. There are no restrictions on what can be put in this field, but the
value will be validated when it is put into a document.

Only the owner of an Order Guide can make these changes. Others will get a message, “Add GL acct is
not available. This Order Guide does not belong to you. The owner is: [owner of OG]’

GL Account Wild Card / Masking

People in different departments can share an Order Guide. If the GL Account were included in the Order
Guide, each GL account would have to be manually changed to correspond to the department once the
PO was created.

Birch Street has a solution.

Normally the GL Account structure of the organization is similar except for the department
segment. To leverage this fact, a wild card (“?”) is employed to use as a placeholder for the
department in the Order Guide.

Using the Add GL acct button, give the selected items a GL account replacing the department with a wild
card of “?’. Only one question mark replaces the entire department number or code.

Select these items and click Create PO. When the PO is created, the ‘?’ will be replaced with the selected
department. In this example, the department is the second segment of the GL account and is therefore
replaced with a question mark.
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Order Guide | | |

Order guide list | *Croizsants v

Purple=Hon catalog item / Red
[sart [lrar values

Page 1 of 1 Rowws 1-29 of 29 found

Prod / Supplier =

0113CRMI Croissant, Mini 0.8 oz.
7=
More Product Info Finest Food Company E E $&58.80 {10-7-1800

S000CESC Croissant, Egg Sausage Cheese 2
F Rl Finest Food Company 1 Ed, Q 100.00 100 $1.73 $173.00 [10-7-1800
S000CRSC Croissant stuffed w/swiss cheese
-7
F o, Finest Food Company 1 Ea, 3 100.00 100 $163 $163.00 [f10-7-1800

When the PO is created, on the detail rows, the question mark is replaced with the department number
segment, not the GL account that was entered in the Create PO window.

# Item SKU Product Desc. Qiy TOM Price Extension
1 0113CEMI 10-30-1800 / F&B) Croissant, Mini 0.8 oz. 500 C3 $131.7600 $658.30 Bdit Line  Edir Alloc
2 E000CESC 10-30-1800 / F&B| Croissant, Egg Sausage Cheese 10000 E& $1.7300 $173.00 Bdit Line Edir Alloc
3 2000CRSC 10-30-1800 / F&E) Croissant stuffed wiswiss cheese 10000 E& 41 6300 $163.00 Eiit Line  Edit Alloc

Sub Total: $994.20

Freight: $0.00

Tax Amount: Fad 56

Less Discount: $0.00

Total amount due: $1,079 36

If PO Header Update is used to change the Department, and the Reset Dept/GL acct # is not checked,
the original GL accounts will remain but the new Department will replace the question mark. If the Reset
Dept/GL acct # is checked, the full GL account will replace the masked GL account.

#  Item SEU Product Desc. Qty UOM Price Extension

18 0113CRMI 10-10-1300 7 Accounting (Croissant, Mini 0.2 oz, 5000 8 $131.7600 $6528 80 Bdit Line Bt Alloc
2@ 2000CESC 10-10-1200 f Accounting [Croiszant, Egg Sausage Cheese 10000 EA £1.7300 $173.00 Edit Line Bdit Alloc
2 S000CRSC 10-10-1200 f Accounting [Croissant stuffed wiswiss cheese 10000 EaA £1.4300 $163.00 Edit Line Bt Alloc

If the GL accounts generated are not valid for you, the row will have a yellow caution flag displayed.
These GL accounts must be corrected before the PO can be submitted.

Target Price
The Target Price in the Order Guide Feature allows you to add Target Prices for catalog items in your

Order Guides. If the Suppliers price for that item rises above the Target Price, the background for the
price for that item on the Order Guide Grid will turn yellow warning you of this condition.

1. Select the Item from the Order Guide tab and click the Edit Item button
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Order Guide | | | |

Order guide list | Room appliances v

—Eantem |

Purple=ll talog item / Red=Di .

Osort Clprar values

Prod | Supplier Pack/Size Min order gty Order Qty
SKU130012 Commercial Irons Model 16200
More Procduct Info McBride's Hotel Furniture Suppliers W 140 ojj ¥1388 i) U=

2. Enter the Target Price that you want to be notified if the Supplier’s price exceeds this price. Click
Save.

<2 Edit item - Microsoft Internet Explorer E]E|gl
W

Currency

ttemz

Product Hame O
auantity O
vom I

Price

Target price J313.5000 |

Extension |

GL Account Q

Tax exempt O

3. Since the Target Price entered in this example is $13.50 and the Supplier’s price exceeds this
price, the Price in the grid has a yellow background.

Order Guide | | | |
Order guide list | Room appliances v

e e e e Csot Crar values
Page 1 of 1 /Rows 1-1 of 1 found

Prod ! Supplier Packi/Size Min order gty Order Oty | Price| Extension
SKU130012 Commercial Irons Model 16200
v
More Product Info McBride's Hotel Furniture Suppliers W 1w

Update Fax

The Update Fax button allows you to update the Fax Number associated with an Order Guide containing
items from a ‘Supplier-on-the-Fly’ Supplier so that the item’s fax number matches that SOTF record for
that supplier.

Items in an Order Guide from a SOTF (Supplier-on-the-fly) normally are displayed in a purple font. If the
SOTF’s fax number has been changed in the system, the color of the item will switch from purple to red
because the fax number is no longer valid. The fax number on the Order Guide does not update
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automatically when the SOTF record changes making it invalid. It must be updated manually.

Order Guide | | |

Order guide list | Patton Supply SOTF v

Purple=Hon catalog item / Red=Discontinued

First Previous Mexd Last Search Refresh ot [Fpartralies

Prod ! Supplier ) Min order qty

Widget Blue
12
U2 Supplier on the fly Patton Supply d EA 10.00 g =

Widget green
12
= Supplier on the fly Patton Supply d EA 10.00 g =

Widget red
124
e Supplier on the fly Patton Supply d EA 10.00 g =

1. Select all items in the Order Guide that are invalid for a particular SOTF and click Update Fax.

2. Inthe pop-up window, click Select
Supplier to browse for the appropriate

supplier. The search returns the supplier i
with the updated fax number.

Fax Humber:

k; https:fhsww(3. birchstreetsystems.com - Update Fax N... E”§|g|

3. Click Select. The previous pop-up window
is now populated with the Supplier (et
information and their new fax number.

@hl Dane é 0 Inkernek

4. Click Submit. The items in your Order
Guide are switched back to purple. The items now have a valid fax number and can be added to
a PO.

Order Guide

Crder guide list | Patton Supply SOTF R
Purple=Hon catalog item / Red=Discontinued

First Previous et Last Search Refresh

Osort Clear values

Prod / Supplier i Min order qty
Widget Blue
2

U 128 Supplier on the fly Pattan Supply g EA 1000]| 3500 $50.00
Widget green

U Supplier on the fly Patton Supgly g E& 1000} $5.00 $50.00
Widget red

0 Supplier on the fly Patton Supply g EA 10.00)f  $5.00 $50.00

Cart Tab

Purple = Hon catalog item
Firat Previous Mexdt Last Search Refresh

Page 1 of 1 JRows 1-7 of 7 found
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The Cart tab is a shopping cart that temporarily holds items added to it using the catalog search, create
non-catalog items, the order guide, or from an existing PO to create a new document (REQ, RFQ, PO).
Once a document is created, the selected items are removed from the cart. The Shopping Cart summary
totals the number of items currently in the cart.

Cart Item Search
A Cart can contain many items. Use the Search hyperlink to find a specific item(s) quickly.
1. Click the Search hyperlink. This will open an Iltem Search window.
2. Select which field(s) to search. The options are:
o Al
o ltem#
e Item Description
e Supplier name
o Commodity
3. Enter the value to search on.
4. Click OK. Those items that match your search will be displayed.

5. When finished, click the Refresh hyperlink to view all items again. The number of items displayed
on one page is governed by the setting in My Settings: Records per page. The maximum is 350.

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ADD TO OG

Add selected items to an order guide. If using inventory, it is good to stage items in the Cart first
before creating/adding to an inventory order guide.

ADD TO PO

Add selected items to an existing PO. A selected PO list is filtered based on the following criteria:
The PO status is New, the Supplier carries the item and the PO’s currency matches. There can
only be one Supplier and currency per PO.

ADD TO REQ

Add selected items to an existing REQ. A selected REQ list is filtered based on the following
criteria: The REQ status is New and the REQ’s currency (there can be multiple Suppliers). When
a PO is created from a REQ with multiple Suppliers, multiple POs are created for each
Supplier/Currency combination.
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ADD TO RFQ

Add items to an existing RFQ. The list to select from is filtered on the status = New and the
RFQ’s currency.

CREATE ITEMS

This will take you back to the Catalogs tab with the “Create non-catalog items” button displayed.
CREATE PO

Create a PO with a status of New.
CREATE REQ

Create a REQ with a status of New. When using Inventory OG, the REQ is used to Plan
Purchases and track inventory.

CREATE RFQ

Create a RFQ with a status of New with the first Supplier. Additional Suppliers are added after the
initial RFQ creation.

DELETE ITEM
You can delete an item from the Cart.

ITEM HISTORY

View the purchased quantity and average price paid for an item by Year, Month, UOM and
Department. Information is only available if the item has been purchased. The price is expressed
in the Home currency.

PRICE HISTORY

View the supplier’s pricing history for a selected item broken down by month with actual monetary
amount and percentage change.

RPT PRICE ISSUE

Provides you with a message form pre-populated with data from the selected item that you can
send to the supplier to report a price difference or any other item discrepancy.

UPDATE
You can modify and update the selected items.

Cart Tab (with Inventory)
INV TRANSFER
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The Inventory manager can perform a transfer for selected items. Various combinations can take
place from/to outlets and from/to storerooms. Moving items from one storeroom to another does
not affect the budget. Budgeting transfers also take place in this window.

Copy PO Using Cart

The Shopping Cart can be used as a “Staging Area” for copying items from an existing PO into a new PO.

Use this method (instead of Copy PO method) if not all items from the original PO are desired on the new
PO.

| " Cart N | |
Purple = Hon catalog item
First Previous Mesd Last Search Refresh

Prod / Supplier Min order gty

SKU130012 Commercial Irons Model 16200
More Product Info McBride's Hotel Furniture Suppliers

Foss Guard Healthcare
Excellent Hoteliers $136 60| USD

Foss Guard
More Product Info Excellent Hoteliers d $102.30|USD

1. If convenient, start with an empty Cart of any items. If necessary delete items from the Cart by
selecting all items and click Delete Item.

Al PO's hd

First Previous Mext Last Refresh
Search Column; | PO number hahd
Search Text: 0000000000001 42 GO

Page 1 of 1 f Rows 1-1 of 1 found

/ POnumber (PO Status |Subj/Supplier Req delvery
000000000000 42 [ Mew T BT 08M 4/2006 08M 6/2006 $E96.74 §E96.74| Mo

2. From the PO Tab, select the PO that holds the items to be copied and click Add to Cart button.

| | Cart | | | |
Purple = Hon catalog item

Page 1 of 1 JRovws 1-4 of 4 found

s e ooy oy e oo e

O :‘130}0:;?; d‘:‘"; nfa :ﬁ:;s;;o:: 2::::;5» 121216 oz 1.00 10/| $13.98 $139.60|USD  [057-344-00
:di'ro:gfg d‘:‘"; nfo E;:;SF‘DEZ g';r'n’:;;es‘ =2 1211206 oz 100 12| $13.96 $167.52|USD  |057-344-00
h“;’;‘:’:;f; d‘:‘u; nfa ?.ﬁ:;ﬁﬁ: gg;;fa::y"’“ 121216 oz 100 11| #1398 $153.56|USD  [057-344-00
O :‘130}":;?; d‘:‘"; nfo ?;:;3;0232 Eior:;::;i"“ EEREERINE 1211206 oz 100 13| $13.96 $151.45|USD  |057-344-00
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3. Select Item(s) from Cart desired for the new PO and click Create PO as normal.

REQ Tab (Requisition)

REQ

IAII My REG's VI

After clicking the Create _REQ button from the Catalog, Order Guide, or Cart tabs, the resulting document
can be found on the REQ tab.

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ADD TO CART
Add items to the Cart from an existing REQ.
ADD TO OG

Add items to an order guide from an existing REQ. Order guides are great for repeat orders. If
using inventory, it is good to stage items in the Cart first before creating/adding to an inventory
order guide.

APPROVAL DETAILS
Allows you to see the approval process flow as well as who is the current approver.

ATTACHMENT

You can include an attachment with a document. If a PO is created from the REQ, the attachment
will be sent to the supplier, on-line or via email. (Attachments are not sent by fax.)

CREATE PO

Create a PO(s) from a REQ. The REQ will be split to create POs where the Supplier and
Currency are unique. REQs can hold more than one Supplier. Note: When using Inventory, the
Plan Purchases feature creates the POs.

DELETE REQ

Delete a REQ only if the status is one of the following: New or Approval denied.

HEADER UPDATE

Update many fields on the REQ Header record while the status is New.
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HISTORY

You can track changes made to selected fields in the document.

NOTES

Create a note to travel along with the document. Notes will print in the body of the document for
on-line and off-line Suppliers via fax and email. If the “Notes viewed internally only” checkbox is
selected, the notes will not go to the Supplier.

PRINT / VIEW / EDIT

View and print the document as well as modify the contents while it is in a New status.
SUBMIT
Submit the REQ either to the approvals process or, if no approvals are necessary, to create a

PO. Note: When using Inventory, the REQ status will be submitted to the storeroom for
fulfillment.

REQ Tab (with Inventory)
FULFILL REQ
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Fulfill REQ's

Stareroom location

REG number  [000000000000462 Q

outiet  [os7 aQ,

Supplier Q

SOTF | aQ,
Required delivery date D
From date
Thru date
Pickup or delivery
Delivery time |D?.l‘29.l’2008 15:42:48 E|
Pickup or delivery Pickup w

Release to person |Jenny

Releaze to department |05? Q
|
Picked up by receiver date |D?I29.QDDB 15:43:06 E
< *
PLAN PURCHASES
Location: Aloha Storeroom 567
REQ Num: 000000000000462 Buyer's name: Jenry 5 Shirvabukn  Buyer's Phone:  (30%) 947-7918
Depariment:  Banguets Release to person: Tenray Status: Pick up
REQ Delivery Date/Time: (07/20/2006 15:42:42  Release to depariment: Banguets Picked up by receiver date: 0772002006 15:43:06

Issue Cancel B/O Sub
Price Qty Oty ltem

Sub
Price

Location Shelf Issue Qty  Fulfill Oty IS;:: Pack Size

ltemn Description /
Supplier

Sub tem Supplier Sub ltem # Sub tem Desc Sub Oty

Order pulled hy:
Order fulfilled date:
Signat

Features

Approval Details button
This button allows you to determine who the current approver is during the approval process, and which
approvers have already approved the REQ and when (for display only).

e For Approval on the Fly, there will be one active entry plus all the previous entries and their
statuses (when it was approved and for how much).

e For Standard Approvals, there can be several people in a group, waiting for one of them to
approve the document, plus all the previous entries.
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Current Date Time:  07/24/2006 1421

PO number: 000000000000770

Submit for Approval: 0724520065 1415

Header Dept: Brancuets

Orig Amount: $100.00

Supplier name: Hotel Food Service Supplies
Originator Hame: Jenny 5 Shimabuku
Originator Dept: Bancuets

|Approve
dateftime (local
Approver Title time)

Spproved 072452006 1419 |$100.00
Sam Benibang Purchaszing & Supply Manager [Bancuets A pproved 07/24/2006 14:21 | $100.00
$100.00

Jenny 5 Shimabukuy |Purchasing & Supply Mor Bangusts Approval pending

History

Document History (REQ, RFQ, PO, AP)

The History pop-up displays the date/time when selected fields within a document are changed. For
example, Row 1 shows the persons name who triggered the change, the date/time it occurred, and field
that was changed (PO status) the Before status = New and the After status = Approval pending. The
history window is useful when you want to see the elapsed time between when the PO was submitted to
the supplier and when the supplier accepted the PO.

<A History - Microsoft Internet Explorer

Current Date Time: 08/ 42006 20:57

PO number: 000000000000 40
Header Dept: Bancjuets
Amount: $4,560.00
Supplier name: Excellert Hoteliers

Originator Hame:  Jerry Nguyen
Originator Dept: Banguets

Dateftime changed Field changed
Jerry Noguyen 0581 4/2006 14:50:13 Submitting new PO Approval pending
Jerry Noguyen 051472006 14:50:29 Apnproval pending Approved
Jerry MNoguyen 08M4/2006 14:51:02 Submitting approved PO [ Submittedd
Kurt & Gardner 08M4/2006 14:55.03 PO Status Submittecd: Accepted by supplier

1
2
3
4

Approval Details (REQ, RFQ, PO, AP)

Available when your property is using Approvals, the Approval Details is a quick way to view the Approval
history of your document. Lets you see who and when your document was approved as well as whom the
current approver is.
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statuses (when it was approved and for how much).

approve the document, plus all the previous entries.

/3 Approval Details - Microsoft Internet Explorer

File Edit Miew Favorites Toolz Help

For Approval on the Fly, there will be one active entry plus all the previous entries and their

For Standard Approvals, there can be several people in a group, waiting for one of them to

Current Date/Time:
PO number:

02202006 05:57.29
0000000000000&2
02072006 11:26:37
Banguets

$2,173.32

Excelent Hoteliers
Maggie Hino

Submit for Approval:
Header Dept:

Orig Amount:
Supplier name:
Originator Hame:

Originator Dept: Banguets

Approver Name  |Approver Title  |Approver Dept Status

Gencral Manager Bancuets Approved wichanges

Approve
dateftime (local

time) Apry. Amt.

0872272006 08:56:31 | $1,325.73

IJerry Mguyen Finance Bancuets Approved

IDBQZ.I’ZUDB 05:57:20 |$1 325.73

|@ Done

| 5

Item History

The Item History feature allows you to view the complete transaction and price history for any item. The
button is available from:

32

e The Catalog tab (first search for a product then the Item History button is visible)

e The Order Guide tab

e The Carttab

e The Dish/Recipe tab

1. From the Catalog, Order Guide, Cart or Dish/Recipe tab, select the item’s checkbox and click
Item History.

2. The Item History Pop-up loads the following:

Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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e By default, purchases are displayed by departments. However, all departments can be
filtered by using the Department code dropdown.

e Purchase data is totaled by month based upon the quantity purchased, as well as the
average price paid per month for a specific Ordered UOM.

e The monthly price amounts are expressed in HOME amount if using multi-currency.

<A Item History - Microsoft Internet Explorer

Year
Department code osv ~ Departtnent name |
Supplier name 1‘ {lert Hoteli Fax number |
Commodity name | Last purchase date li
ftem # | tem description |
OrderedUOM  JE&
January oty 1 January average price |
February oty | Fehruary average price |
March oty | March average price |
Mpril oty | Mpril average price |
May oty | May average price |
June gty | June average price |
Juyaty | July average price |
August oty | Mugust average price |
September oty | September average price |
October oty | October average price |
Movember oty | Movember average price |
December oty | December average price |
Annual oty | Average price |
< >

Supplier Pricing History
Information is gathered for each catalog item to track the history of the supplier’s price changes for each
supplier SKU/UOM combination.

1. From the Catalog, Order Guide or Cart tab, select the item’s checkbox and click Price History.
2. The Supplier Pricing History window loads the following:

e The information is presented for each month, quarter and year.
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ON DEMAND PROCLUREMENT

e The information is updated daily.

e The default Year is the current year and it can be edited.

Supplier Pricing History

ear

Supplier company D
ttem #

ftem description
ftems per L
Current price

Annual avg price

|z |McBride's Hatel Furmitur

|5kt 30016

|Menu Stand, 2" diameter tube, 1 174" x 1 154"

I 1
I F2315
I 2315

Currency code

LICihd

Size

Last catalog update date

(Mi=in]

e Q

IExtra Large

Josr

Guarter 1 avg price
Guarter 1 price chy amt

Guarter 1 price chy %

Guarter 3 avy price
Guarter 3 price chy amt

Guuarter 3 price chg %

Guarter 2 avy price
Guarter 2 price chy amt

Guarter 2 price chy %

Guarter 4 avy price
Guarter 4 price chy amt

Guuarter 4 price chy %

January average price
January price chy amt

January price chy %

July average price
July price chy amt

July price chy %

February average price
February price cho amt

February price chg %

August average price
August price chy amt

August price chy %

March average price
March price chy amt

March price chg %

I F2315

September average price
September price chy amt

September price chg %

April average price
April price chy amt

April price chg %

I F2315

October average price
October price chy amt
October price chy %

May average price
May price chg amt

May price chy %

Movember average price
Movember price chy amt

Movember price chy %

June average price
June price chy amt

June price chg %

December average price
December price chy amt

December price chy %

34
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PO Tab

Processing Queue

In order to quicken the processing time for the buyer and approver, POs are sent to a processing queue.
This feature gives the PO an intermediate status of Submitting new PO or Submitting approved PO to
allow the user to continue working while the system processes the document.

Punchout POs are an exception to this feature as these POs are processed in real-time with the
supplier’s Internet site.

My Last 30 Days PO's w

Search Column: | PO number | ¥

Search Text: GO

Page 1 of 1 fRowws 1-10 of 10 found
ACCEPT CO

Accept the supplier’s request for Change Order. The active PO incorporates the supplier’s
changes and is given a suffix of —C001. If using budgeting, the budget is not decremented until
the supplier confirms his acceptance of the Change Order.

ADD ADDT'L INFO

Add additional information to the PO. The button updates an internal purchase order number and
tracking number.

ADD TO CART

Add items from the existing PO into the Cart as a staging area to create a PO, REQ, RFQ, or
Recipe. When used, they are removed from the cart.

ADD TO OG

Add items from the existing PO to an order guide. If using inventory, it is good to stage items in
the Cart first before creating/adding to an inventory order guide.

APPROVAL DETAILS

See the approval process flow as well as who the current approver is.

ATTACHMENT
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You can include an attachment to a document that can be viewed internally only (within the
property) or by the supplier. Those attached to a PO will be sent to the supplier, on-line or via
email. Attachments are not included with POs sent as a fax.

BUDGET IMPACT (BUDGET RESERVE)

View the budget disbursement for the PO. Options are for this PO only, and for any department
for which the buyer has security access. Information about the budget, reserve amount, and POs
in the approval process is calculated to display a real-time picture of monies available. Within this
window is the Budget Reserve feature that allows the user to “artificially” transfer unused budget
from one GL account to another.

BUYER CONTACT

View basic information about the buyer associated with the document.

CHANGE GL ACCT

Add/modify GL Account information on a PO after it has been accepted by the supplier with
statuses of Accepted by supplier, Fax/email/csv accepted, Fax failed connection not made. This
is primarily used for Punchout POs that do not have GL information when created but can be
used with other POs as well. Not valid with Storeroom POs or POs with Budget Allocations.

COPY PO

Copy an existing PO to modify with new information. Various fields are reset to make it a new PO.

CREATE ITEMS

It takes you back to the Catalogs tab with the “Create non-catalog items” button displayed.

DELETE PO

Delete a PO only if the status is one of the following: New, Approval denied, Approved, Approved
w/changes, Rejected by Supplier, Buyer cancelled (during receiving), Fax failed.

HEADER UPDATE

Update many fields on the PO Header record while the status is New.

HISTORY

This feature allows the buyer to see the changes made to the document.

NOTES
Create a note to travel along with the document. Notes will print in the body of the document for
on-line and off-line Suppliers via fax and email. If the “Notes viewed internally only” checkbox is
selected, the notes will not go to the Supplier.

PO RECALL

Recall a PO from an approver if the status is Approval pending without response from the
Approver.

36 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(ﬁmﬁsﬁ&ef

Recall a PO from a supplier if the status is Submitted with no email notification, or request a recall
if the status is Viewed by supplier or Accepted by supplier. If the supplier accepts the PO recall,
the PO is marked as Recalled. If budgeting is turned on, creating a budget adjustment to back
out original charges reverses budget entries. An email is sent to the buyer.

PRINT / VIEW / EDIT

You can view the document and modify the contents while it is in a New status.

PRINT W/DETAILS

You can view the document and modify the contents while it is in a New status. It also includes
the budget impact information and approval information at the end of the form.

RECEIVE

It opens the Receiving entry screen. It allows Receive All, Cancel Remaining and Cancel PO. The
receiving clerk can:

¢ Receive all items by clicking on the detail tab “Receive Accept All” checkbox.
e Receive a partial shipment by entering the quantity received in the Acpt'd Qty field.

e Cancel any remaining quantities by clicking on the detail tab “CXL Remaining Qty”
checkbox.

Cancel the entire PO by clicking on the “Cancel PO” button at the top of the entry screen.

RECEIVE CONFIRM

It expedites complete receiving of a Confirming PO. The PO will be completely received using the
entered Received date, Invoice number, Invoice amount, Invoice date.

Note: If for some reason the receipt is only partial, use the regular Receive button.

RECEIVING HISTORY

You can open the Reconciliation Screen for AP reconciliation with the Supplier’s invoice.

REJECT CO

Reject the supplier’s request for Change Order. The active PO reverts back to the original PO.
The supplier then has the option of accepting or rejecting the original PO.

RESUBMIT APPRV

Resubmit the PO back through the approval process when the status is either Approved or
Approved w/Changes changing it to Approval Pending. The buyer cannot edit the PO.

SEND MESSAGE
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Send an email to the supplier regarding a specific PO.

SUBMIT

Submit the PO either to the approvals process or, if no approvals are necessary, directly to the
supplier (only if the user has security rights). If the PO submission method is manual, the buyer
must do this step manually after approvals. If the PO submission is automatic, submission will
happen automatically after the last approval.

SUPP CONTACT

View basic information about the supplier contact.

TRANSFER

You can transfer (change ownership) the PO to another person. It makes the PO appear on the
new person’s PO tab.

UPDATE TO NEW

Reset a PO status to New. This is only valid for SOTF or OFFLINE suppliers. Confirming POs
and POs with Allocations cannot be reset to New.

Features

Add Additional Info

Click the Add Add’l Info button to quickly add information to two specific fields to the PO: Internal PO
number and the Tracking number.

3 Add Addt'l Info - Microsoft Internet Explorer,

Add Addt'l Info

Internal PO number |

Tracking number |

Approval Details

Click the Approval Details button to determine who has the approval during the approval process, for
display only.

e For Approvals on the Fly, there will be one active entry plus all the previous entries and their
statuses (when it was approved and for how much).
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e For Standard Approvals, there can be several people as a group, waiting for one of them to
approve the document, plus all the previous entries.

Current Date/Time: 0772412006 1421

PO number: 0000000000007 70

Submit for Approval: 07/24/20085 1418

Header Dept: Bangusts

Orig Amount: $100.00

Supplier name: Hotel Foodd Service Suppliss

Originator Hame: Jenny 5 Shimabuku

Originator Dept: Brancuets
Approve
dateftime (local
Approver Title time)
07 /24,2006 14:19 | $100.00
Sam Benihana Furchasing & Supply Manager |Banguets Approven 07 /242006 14:21 | $100.00
Jenny S Shimabuky |Purchasing & Supply Mor Banouets Approval pending $100.00

Budget Impact / Budget Reserve

Feature Summary

e This feature allows users with the proper security access to create a Budget Reserve. A Budget
Reserve allows the user to “artificially” transfer unused budget from one GL account to another. This
allows hotel finance to reallocate funds during purchasing operations in a quick and efficient manner,
while at the same time, maintaining the accountability and integrity of the original budget numbers.

e Only GL accounts that have a negative balance in the current budget period are available to initiate a
Budget Reserve against a separate GL Account.

e The Budget Reserve field can be found on the 3 Budget Reports:
e Budget by PO Report
e Budget Status Report
e Budget Rollup (Consumed) Report

Feature Details
1. You can access the Budget Impact screen from either the PO or the Approval Tab.

2. On the Budget Impact window, notice that the impact to the selected GL account for the PO’s
balance is negative. Only negative balance GL accounts for the current budget period may have
a Budget Reserve placed on it. If the user tries to create a reserve against a GL account with a
positive End Balance, the system prompts the user with an error. To access the Budget Reserve
feature, first select the Budget Row with the negative balance and click the Create Reserve
button.
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|[ Department | This PO v

PO number: 000000000000403

Property Hame: Best Western Mew Hampshire Suites
Current Date Time: 072402006 13:13

User: Briclget Voodard

Description

40

3. Onthe Reserve Account screen, the “overdrawn” Balance for all rows selected will be added
together and defaulted into the New reserved amount field. This amount can be modified. Enter
or zoom to select a GL account on which to place this reserve amount. If there is an existing
reserve amount, it will be displayed. After the reserve amount has been placed on an account,
when the budget impact is next viewed, the Budgeted Amount and Current Balance will be
reduced by the reserved amount.

NOTE: No actual budgeted amounts are modified. The Budget Reserve’s purpose is to create the
illusion that the budgeted amount is lower for GL Account selected on the Reserve Account screen, to
cover actual overages in the GL account(s).

Period number

Cepartment

Reserve Amt

|
|
|
Reserve GL Accourt | )
|
|
|

Mew reserve amt 1.3

4. Select the desired GL account from the Zoom window by clicking the Select button.

NOTE: the column on the right side of the screen, Reserve amt. After a GL account has a reserve
placed against it, the column will display that amount for future reference. The amount displayed is
the most recent amount placed on reserve.
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L Account Lookup - Microsoft Internet Explorer

Advanced Search

Search Column: ¥
SearchText | GO

Page 1 of 1 fRows 1-21 of 21 found

GL account Description Department Period# Budgetamt Consumedamt Reserve Amt Available amt
001-300-30 Exterminating ADMIN 200607 $10,000.00 F0.00 F0.00 $40,000.00
00M-300-42  |Guest Transportation  [ADMIN 200807 $10,000.00 $0.00 $0.00 $10,000.00
001-316-00  |Reservation Costs ADMIN 200807 $10,000.00 $0.00 $0.00 $10,000.00
001-316-20 |Agency Commissions  [ADMIN 200807 $10,000.00 $0.00 $0.00 $10,000.00
00M-316-30  |Dishonored Reservationd ADMIN 200807 $10,000.00 $9,500.00 $0.00 $200.00

I r_ ]Jm -327-00 |Permitz & Licenses ADMIN 200807 $10,000.00 $0.00 Fa1.31 %9915 69

[T foot-337-10 Cleaning Service ADMIN 200807 $10,000.00 $0.00 $0.00 $1000000| o

5. The Reserve Account screen displays the Budget Reserve information. Any existing reserve for
the GL account selected is displayed in the “Reserve amount” field. The calculated “New reserve
amt” may be edited by the user.

To post the new reserve, select the Submit button.

)

Period number |

Departmert |

Reszerve GL Account |DD1-32?-DD Q

Reserve Amt |

Mlesy reserve amt | 9363

6. A confirmation box is displayed upon successful submission of the new Budget Reserve request.

Printing
To Print a Budget Report with Budget Reserve data, access the appropriate report from the Main Menu.

From the Report Parameter Screen, select the appropriate columns and report parameter filters then click
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Run. Report results will be displayed.

Cancel PO button

Feature Summary

The Cancel PO button allows you to cancel a PO upon receiving, provided a cancellation reason is

entered.

Feature Details

1. On the PO Tab, select a PO with a status of either Accepted by Supplier or Fax/Email Accepted and
click the Receive button, which will open up the Receiving Screen.

2. On the Receiving Screen, enter the Received Date (either manually, or using the calendar icon) and
click the Magnify Glass icon next to the Cancel Reason Code field.

3. From the window, select the appropriate Cancellation code.

4. Click the Cancel PO button.

PO Header - Receiving |

PO number |

PO date
Internal PO number

Supplier

e

PO Status
Changed to above status on

Buyer

Claze PO

Received date

Cancel reazon code

[o7ezdrzone TE

[REJSPECS

Invaice date
Invoice number
Imviaice smount

Tracking number

Payment method

Bill of lading #

PR number
Imwoice dizcount smt 000
Irvoice freight smt §6.22

Less discount

Freight

5. When asked whether you want to cancel the PO, click OK.

6. Click OK when you receive the message ‘Processing is done.’
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7. Closing the Receiving screen brings you back to the PO tab. Click Refresh and notice the status of the
PO has changed to ‘Buyer Cancelled'.

AllPO's A

First Previous Mext Last Refresh

Search Column; | PO number v ¥
Search Text:  |366 GO
Page 1 of 1 f Rows 1-1 of 1 found

/ PO number PO Status Confirm |Subj / Supplier PO date Req delivery PO Total
Subject:
@ 000000000000366 | Buyer cancelled Mo Supplier: Next Day Gourmet 1002852005 1043042005 F140.99 §140.99 Mo

8. IMPORTANT: At this point, the buyer should contact the supplier to notify them of the cancellation. The
above process does not send out any message to the supplier regarding the cancellation.

Change GL Account

Feature Summary

e The Change GL Account feature is a security sensitive button that allows specific users to change
the GL Account(s) on a Purchase order after the PO has been accepted by the supplier. In making
the change a budget adjustment entry is created. It is valid for the following PO statuses:

o Accepted by Supplier

o Fax/email/CSV accepted

o Fax failed connection not made

e When changing a GL Account, a budget adjustment entry is created that decrements the original
GL Account selected and increments the newly selected GL Account by the same amount and in
the same budget period. (It is driven by the required delivery date of the PO.)

Feature Details
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1. Onthe PO Tab, select a PO in one of the above listed statuses and click Change GL Acct.

2. When you click the Change GL Acct button the following screen becomes visible.

PO number 000000000000021 Extended amount §554 56
PO Status  Accepted by supplier Tax §0.00
Subject Blintz - Fruit Freight  $0.00

Less discount  §0.00

Total $554 .56

Line kem # Product description Oty UOM Price Extension Department GL account

1 ODDSELAPLG Blirtz, Apple, L 5 CS$4559  $22795  |PURCH Q Purchazing 10-65-3200 Q Purchasing

2 OODSELELRT Blintz, Blusherry, Retail 6 CS$47.00 $28200 |PURCH Q Purchazing 10-65-3200 Q Purchasing
Blintz, St b Ch

3 000SBLSCR J = ARRTY HIEERE, 1 Cs$4461 54451 |PURCH X, [purhesing 10-65-3200 X [Firchesing

3. Click the Magnifying glass under the Department section.

4. Select your Department, which will then auto-fill within the form.

PO number 000000000000021 Extended amount §554 56
PO Status  Accepted by supplier Tax §0.00
Subject Blintz - Fruit Freight  $0.00

Less discount  §0.00

Total $554 .56

Line kem # Product description Oty UOM Price Extension Department GL account

1 O00SBLAPLG Blintz, Apple, L 5 CSE45H  $22795  |ADMIN Q Administration 0-75-3400 Q Administration

2 D00SBLBLRT Blintz, Blusherry, Retail 6 CS§47.0 $282.00 | PLURCH a |—— 0-65-3200 Q Purchasing
Blintz, St b Ch

3 000SBLSCR J = ARRTY HIEERE, 1 Cs$4461 54451 |PURCH X, [purhesing 10-65-3200 X [Firchesing

5. Click the magnifying glass under the GL Account section to select your GL Account.
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Line mem = Product description aty UOM Price Extension

1 0ODSELARLG Sintz, Appie, L s cogasss  paares
2 OODSBLOLRT Sintz, Biusherry, Retal & cssaron  szs200
5 oooseLscrr DV Stawberrycheese. 4 Gogesst  gedst

PO numl ber 000000000000021 Extended amoun wt $554 58
PO Status  Accepted by supplier Tax  $0.00
Subject Blintz - Fruit Freight  $0.00

Less discount  $0.00

Total $554.56

Department GL account

ADMIN X, [maministration | |10-75-3400 X [aaministration
PURCH X Purchasing T O-e6-3200 [Farchasing
PURCH L e — 10-65-3200 X, Porohesing

6.

If you want only one line corrected then simply click save. If you want to change all the line

items. You can click Apply to all PO Lines, then the screen will look like this.

PO number 000000000000021
PO Status  Acceptsd by supplisr
Subject  Biintz - Fruit

Extended amount $554 .56
Tax 3000

Freight  $0.00

Less discount 3000

Total §554.56

Line Rem # Product description Oty UOM Pricg Extension Department GL account

1 DOOSBLAPLG Blintz, Apple, L 5 CoS$4599  §22795  |ADMIN Q [acministraton 10-75-3400 2R [aamiistration
2 O00SBLBLRT Biintz, Blueberry, Retail B CSH4TA0 $28200  |[ADMIN Q, [acministration 10-75-3400 2 [aamiristration
3 O00SBLSCRT g:‘;[';' Strawberry Cheese, 1 CSE44E PdET | ADMIN O, [emiristration 10-75-3400 3, [aaministration

button.

45

When you are finished, click the save button.

Click OK and you are back to main PO tab. To view your changes, click the Print/ View / Edit

Scroll down your PO to the line items and you will see the changes.
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# Ttem SKU Product Desc. Qiy UOM Price Extension
1 DO0SBLAPLG 10-75-3400 / 4 dministration |Blintz, Apple, L 00 C3 $45.5900 $227 95 Eit Line  Edit Alloc
2 0D0SBLELRT 10-75-3400 / A dministration |Blintz, Blueberry, Retail 600 C3 $47.0000 $282.00 Edft Line Edit Alloc
3 O005ELSCET 10-75-3400 / & dministration | Blintz, Strawberry Cheese, Retail 100 o $44 5100 $44 61 B Line Edt Alloc
Sub Total: $554.56
Freighi: $0.00
Tax Amount: $0.00
Less Discount: $0.00
Total amount due: $354.56
Change Order

Feature Summary

The Change Order feature allows the supplier to initiate a change of the buyer’s PO. The supplier may
want to change something on the PO like the quantity to provide a price break or use a substitute item, or
change the freight.

1. Buyer sends a PO to the on-line supplier. (This feature is not available to off-line suppliers.)

2. The supplier receives the PO, but needs to make a change. He clicks on Create CO. A new
supplier’s copy of the PO is created with a status of New CO.

3. The supplier’s filter changes to the CO Awaiting Submission to Buyer filter where COs are waiting
to be submitted to the buyer.

4. The supplier clicks on Edit CO and the Supplier Change Order Screen is opened. (If the supplier
changes his mind, he can revert back to the buyer’s original PO when he clicks on Undo CO.)

5. The supplier makes the necessary changes and saves the CO. Supplier clicks on Submit CO to
send his changes to the buyer.

6. The buyer reviews the proposed changes and makes a decision whether to accept or reject the
CO by clicking on Accept CO or Reject CO.

7. If the CO is accepted, the changed PO becomes the active version with a PO number extension
of -C001.

8. Ifthe CO is rejected, the original PO becomes the active version as if no request was ever made.

9. The supplier must then respond to the original PO in the normal manner.

Feature Details

46 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(Biﬂ?!'%m?#f

1. After the buyer has submitted the PO to the Supplier, the Supplier responds by submitting a
Change Order.

Al POz R
First Previous hlexd Last Refresh

Search Column: | PO number v ¥

Search Text: GO

Page 1 of 1 fRows 1-6 of 6 found

l--- postaus suwsuwnev PO date _ eqdevery | PO Total tHome cur.

000000000000005-C001 | Buyer respanse pending Subject: Tea oraer for banduet | zoepnne | orisoizo0e §167.52)  $167.52) Mo
Supplier: Finest Foods Compan:
o) nnnnanNoNNonnas Pending CO - Submited | o [oubiect: Teaorder forbanauet - pononne | ranooos F167.52(  §167.52| Mo
q : Supplier: Finest Foods Company

e The original PO is marked with a status of Pending CO — Submitted and the font color is
changed to red.

e The CO PO number is appended with —C001 and the status is Buyer response pending.

# Ttem SKU Product Desc. Qty TOM Price Extension
1 Honest Tea First Hation Peppermint 300 CE $13.9600 $41 58 Bas Line Bdit Alloc
2 308151402 Honest Tea Blackforest Tea 500 C8 $13 9600 $65 20 Edtt Line Edit Alloc
3 0308151404 Honest Tea Decaf Ceylon 400 C3 $13.9600 55,34 Eitt Line Bdit Alloc

+- Supplier Changed

Sub Total: $167.52

Freight: $0.00

Tax Amount: $0.00

Less Discount: $0.00

Total amouni due: $167.52

2. Click Print/View/Edit for the Change Order. Items that have been changed or added to the
original PO are indicated with a + (plus) symbol.

Al PO's - lr=ﬁl
= —

First Previous Mext Last Refresh

Search Column; | PO number v Y

Search Text: GO

Page 1 of 1 iRows 1-6 of 6 found

/ PO number Subj ! Supplier Req delivery
Subject: Tea arder for banguet
UDODDONOD000S-COD1 |Buyer response perding | Mo | JEIE (R0 TR L | o7an0e | 07iE0:2008 $15752)  $15752| Mo
e} 000000000000005 Pending (0 - Submitted Mo ::::i:fhce‘. T;:;;dﬁ;;z;b;;ﬂ:iy O7/28/2006 | 07/30/2006 $167.52)  $167.52| Mo

3. After reviewing the proposed changes, the buyer either clicks Accept CO or Reject CO.
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AIlPO's ~

Eirst Previous Mext Last Refresh

Search Column: | PO number Sk

Search Text: GO

Page 1 of 1 /Rows 1-5 of 5 found

Req
e‘ PO number PO Status Subj f Supplier PO date delivery PO Total
“nnnnnnnnnnnnnns com lAccamed Confirmation Pendmgl Mo | Bublect Tea order for banauel | oo onne | grmppoos | wis7s2|  #ie7s2| Mo
Supplier: Finest Foods Company

e Click Accept CO to incorporate the supplier’'s proposed changes into the active PO. The
PO is appended with —C001 and the status is changed to Accepted — Confirmation
Pending. An email notification is sent to the supplier alerting him that the Change Order is
accepted and is awaiting his response. The original PO is sent to the Recycle Bin with a
status of Replaced by CO. The PO continues in the normal manner.

2N Notes - Microsoft Internet Explorer

e Click Reject CO and add a
note to the supplier of e et e
explanation. Click Save. The
original PO is restored as the
active PO and the proposed
CO is sent to the Recycle Bin.
The supplier must still respond
to the original PO with a status
of View by supplier.

Hotes

Copy PO
This feature allows the buyer to copy an existing PO to modify and create a new PO. Various fields are
reset to make it a new PO.

e Status is set to New, active, not confirming. The buyer and department defaults from
whoever is copying the PO.
e The Need By Date and PO Date are set to today.

e Various fields specific to a PO are made null, discount, credit card info, notes,
attachments.

o If there is a default approver, this will be added.
e POs with allocations will not copy the allocation records.

POs that cannot be copied:
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e Punchout POs cannot be copied since the PO must be created on the Punchout Supplier’s site
creating a record there and in Birch Street. However, the items from a Punchout PO can be
copied to an Inventory Order Guide to track Inventory.

e The Supplier must be an active company in order to have the PO copied.
e Only catalog items that are currently effective will be copied, expired items will not be copied.

e Atleast valid one item must be able to be copied for the PO to be created.

Note: The email address used is in the source PO. If the Buyer does a Copy PO, it will use the old email
address. It doesn’t go back to the location to find the email address again.

PO Recall

Purpose

It is understood that there are times when a buyer wishes to recall an order due to unforeseen
circumstances. Examples may be that an event was canceled or the anticipated number of attendees has
significantly increased or decreased, or the buyer simply wants to cancel the order due to product / spec
change requirements. The PO Recall feature allows a buyer to recall an order under certain conditions.

This button is only available with security access.

Feature Summary
e Allows a user to recall a PO from an approver or an adopted supplier only

o If Recalled from an Approver, no acceptance is necessary

o If Recalled from an adopted supplier, the supplier must accept the recall as part of the
recall process

e Auser may recall a Confirming PO from an approver, only if the status is ‘Approval Pending’
NOTE: This feature does not work with POs for:

e Suppliers-on-the-Fly (SOTF),

o Off-line suppliers (Fax or email suppliers)

e Punchout suppliers

e Storeroom POs

Recall from Approver

49 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(Biﬂ?!'stﬂ?#f

My Last 30 Days PO's v

Search Text:  |000000000000002 GO

Page 1 of 1 /Rows 1-1 of 1 found

/ POnumber |PO Status Subj / Supplier PO date Req delivery PO Total Alloc
. Subject:
000000000000002 | Approval pending Mo Supplier: Finest Foods Company 07272006 051 072006 $4:52.00 $45200| Mo

From the PO Tab, select a PO with a status of Approval Pending and click the PO Recall button.

e The PO is recalled from the Approver and an email notification is sent to the Approver.
e The PO is placed in the Recycle Bin with a status of Recalled.
e For the Approver, on the Approvals tab, the PO is moved to the Recalled dropdown list.

Recall from Supplier
| | | [ PO_] | | |

My Last 30 Days PO's w

First Previous Mesxt Last Refresh

e O R 2 @

Search Text:  |000000000000002 GO
Page 1 of 1 /Rows 1-1 of 1 found

/ PO number |PO Status Subj | Supplier PO date Req delivery PO Total
- . Subject:
000000000000002 | Yiewed by supplier Mo Supplier: Finest Foods Company 072772006 051052006 F4:52.00 $452.00( MNo

From the buyer’'s PO Tab, select a PO with a status of either:

e Submitted
e Viewed by Supplier

e Accepted by Supplier

Click the PO Recall button.

1. If the PO has a status of Submitted, the PO is Recalled and available in the Buyer’s Recycle Bin.
No notification is sent.

2. Ifthe PO has a status of Viewed by Supplier or Accepted by Supplier, then an email is sent to the
supplier's email address and/or to their Birch Street Message Inbox (depending on the messaging
option selected by the supplier), alerting them that the buyer wishes to recall the PO and asking
them to respond to the request accordingly. The supplier is under no obligation to respond to this
notification. The buyer can only request a recall once.
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3. The supplier selects the PO from their Supplier PO tab and clicks the Recall Response Button. A
window opens where the supplier can accept or reject the recall.

4. If the supplier selects the Reject PO Recall radio button, the supplier must add a note in the notes
window and click Submit. An email is sent to the PO originator’'s email address and/or to his
Birch Street Message Inbox (depending on the messaging option selected by the buyer) and the
note is included in the email and attached to the PO. The PO status does not change and
remains in the same status that the PO was in prior to the buyer attempting to recall the PO.

5. If the supplier selects the Allow PO Recall radio button and clicks the Submit button, the status of
the supplier PO is changed to Recalled’. An email is sent to the buyer. The buyer PO’s status is
changed to Recalled and it is put in the My Recycle Bin PO’s dropdown list.

NOTE: If Budgeting is used and the PO Status was Accepted by Supplier when the PO was recalled,
the charge to the budget is reversed out.

6. After Recalling the PO, the buyer is free to use the items from the recalled PO to create a new
PO. Simply copy the items from the PO in the Recycle Bin to the Cart and create the New PO in
the normal manner.

Receive Confirm
The Receive Confirm button is used to quickly enter receiving information for POs that are marked as
received in one shipment with the same information.

| T Cart | W | | |
My Last 30 Days PO's w
First Previous Mext Last Refresh
Search Column; | PO number b
Search Text:  |000000000000007 GO l:

Page 1 of 1 /Rows 1-1 of 1 found

PO Status Subj ! Supplier PO date Req delivery PO Total
[ . Subject: Lugust Advertising
000000000000007 {fAccepted by supplier es e Bl M el O7 (2572006 O7 (2572006 Fa00.00 Fa00.00) Mo

1. Select the Confirming PO (indicated with Yes in the Confirm column and font color in red) with a
status of Accepted by supplier. (POs are automatically marked as Accepted by Supplier because
it is recording the PO after the fact.)

N Receiving - Microsoft Internet Explorer,

2. Click Receive to open the

Receive Confirm window. l_;h

Received date  |O7A26/2006  [0H]

Irvoice number  [A00654957

3. Enter the requested
information for the entire
PO. Click Generate

Invoice amourt | F200.00

Invoice dste  [07/27/2006  [A)
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Receipt. Partial shipments should be entered via the Receiving Screen.

Resubmit Approvals
With Approvals-on-the-Fly, there may be an occasion when the correct approver was not selected and

the buyer wants to resubmit the PO through the approval process again. This button is only available with
security access.

My Last 30 Days PO's v
First Previous Mext Last Refresh
Search Text:  |00000000000000 GO

Page 1 of 1 /Rows 1-1 of 1 found

/ PO number PO Status Subj / Supplier PO date Req delivery PO Total
Subject: Juice Order
® 000000000000001 [Approved Mo Supplier: Finest Foads Company O7/26/2006 07/26/2006 $293.20 $293.20) No

1. Select a PO with the status of Approved or Approved w/Changes and click Resubmit Apprv.

- Select Approver - Microsoft Internet Explorer E|@|g|

Hext Approver: | &ndy Akman-Chet L

2. Inthe Select Approver window, select the next approver and click OK. The PO will be sent to this
person for approval.

In Box Tab

Birch Street messages triggered through the notification process such, as Approvals and Submitting a PO
are stored on this tab. The Birch Street message delivery option is chosen in My Settings.
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| IUnread in bo vl

Button Descriptions
MARK READ

Changes the message status from Unread to Read for selected messages. This will move the
message from the Unread in box (default drop down list) to the Read in box.

DELETE

The buyer can delete messages permanently from the In Box tab.

Approvals Tab

IPending approval vl

Approval methods
There are two methods of approval within Birch Street:

. APPROVAL ON-THE-FLY APPROVERS ARE SELECTED SEQUENTIALLY. THE BUYER SELECTS THE FIRST APPROVER AND SUBSEQUENT
APPROVERS SELECT THE NEXT APPROVER. THE LAST APPROVER SELECTS NO APPROVER. THIS ENDS THE PROCESS.

e Standard Approvals (workflow groups) Approvals are routed through pre-defined groups of one
or more approvers. One approver person approves on behalf of the group. The last approver
group defined ends the process.

Note: If any one person or group denies approval of the document, the process is ended.

A document can be edited before being approved using the Edit button in the detail grid. The status
changes to Approved w/changes.

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

APPROVAL DETAILS
Allows the approver to see the approval process flow as well as who is the current approver.

APPROVE
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The approver can approve a document (RFQ, REQ, PO, AP Invoice, and Recipe). The status
changes to Approved or Approved w/changes with the last approver. (For a PO, if the PO
submission method is automatic, the PO is automatically sent to the supplier. If manual, Submit
must be clicked.)

BUDGET IMPACT
The approver can view the budget disbursement for the PO. Options are for This PO only, and for
any department for which the approver has security access. Information about the budget,
reserve amount, and POs in the approval process is calculated to display a real-time picture of
monies available. Included are any “what-if’ quantity changes that the approver has made to the

document before it is approved. GL account and Department changes made by the approver
update the PO immediately on save.

BUYER CONTACT

The approver can view basic information about the buyer associated with the document.

DISAPPROVE

The approver can stop the approval process and mark the document as Approval Denied. The
approver must attach a note as to why the document was disapproved. A Confirming PO cannot
be disapproved (the transaction has already taken place).

HEADER UPDATE

The approver can modify the fields available in the specific document’s window (PO, REQ, RFQ,
not available for AP Invoice). Modifications made here will affect the document immediately upon

save. (Changes made in the Approval Screen do not take effect until the status of the document
is Approved or Approved w/changes.)

HISTORY

The approver can track changes made to selected fields in the document.

PRINT / VIEW / EDIT

Allows the approver to print / view the document at any time or modify it while it is in an Approval

pending status. GL account and Department changes made by the approver update the PO
immediately on save.

PRINT W/BUDGET

The approver can print / view the document at any time or modify it while it is in an Approval
pending status with the budget impact information presented at the bottom of the form. Included
are any “what-if” quantity changes that the approver has made to the document before it is
approved. GL account and Department changes made by the approver update the PO
immediately on save.

Features
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Approval Details

Click Approval Details to display information about the approval process. Information about the original
document is located at the top of the window. Each approver is listed with the date/time and amount of

their approval.

e Approval On-the-Fly - There will be one active entry plus all the previous entries and their

status.

e Standard Approvals - There can be several people as a group waiting for one person to approve
the document, plus the one approver from each group for all the previous entries.

Current Date/Time: 0772412006 1421

PO number: 0000000000007 70
Submit for Approval: 07/24/20085 1418
Header Dept: Bangusts
Orig Amount: $100.00
Supplier name: Hotel Foodd Service Suppliss
Originator Hame: Jenny 5 Shimabuku
Originator Dept: Brancuets

|Bpprove

dateftime (local

Approver Title Status time)
A pproved 07 /24,2006 14:19 | $100.00

Sam Benihana Furchasing & Supply Manager |Banguets pproved 07 /242006 14:21 | $100.00
Jenny S Shimabuky |Purchasing & Supply Mor Banouets pproval pending $100.00

Approve

Click Approve after the approver verifies that the document is correct. Make any modifications as

necessary before approving.

Note: If time has passed beyond the original
Required delivery date, the approver must update
the Required delivery date by clicking on Header
Update.

e Approval On-the-Fly
o Click Approve to open the Select
Approver window.
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< Select Approver - Microsoft Internet Explorer

Required delivery date cannot be earlier than the current date.
Upciste the date using Header Updste onthe Approval tab before
approving this document.

<3 Select Approver, - Microsoft Internet Explorer EI[E|E|

Hext Approver: | Mo Approver L




‘( Birchstreet
o Select the Next Approver's name or No Approver to end the process.

o When No Approver is selected (signifying the last approver), the status changes to
Approved or Approved w/changes.

e Standard Approvals

o Click Approve to open the Select Approver window.

-} Select Approver, - Microsoft Internet Explorer [ZI[EI[‘S_TI

o Click OK to continue the approval
process.

o When all approval groups are
satisfied, the status changes to
Approved or Approved w/changes
with the last approval group.

Note: For a PO, if the PO submission method is automatic, the PO is automatically sent to the supplier
with the last approver. Submit must be clicked if the method is manual submission.

Disapprove
There may be the occasion where the approver does not want to advance the PO, even if there were
changes that he could make. He wants to disapprove it altogether.

2 Notes - Microsoft Internet Explorer E”E”‘S__q

1. Click Disapprove to open the Notes
window.

Let's order from a different supplier.

2. Enter information to relate back to the
buyer as to why this document was
disapproved.

Hotes:

3. Click OK to disapprove the record.

4. An emalil notification is sent to the buyer
indicating that the document was
disapproved with the document number.
The note is also attached to the document

as an Approver type note. =N
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N BEMAND PROCUREMENT

Note: Confirming POs cannot be disapproved. The purchase has already taken place.
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Approver Print / View / Edit

The approver has the ability to view the document as it appears to the buyer and, if it is a PO, as it will be
sent to the supplier. He can modify the document before it is returned to the buyer. If no changes are
made the status is Approved. If the approver changes it in any way or simply saves the records with no
changes, the status changes to Approved w/changes.

1. Click Print/View/Edit to open the form. It has the same General information and detail lines as
the buyer’s version.

2. Inthe detail section is the Edit Line link that opens a window for editing. Click Edit Line. There are

a limited number of things the approver can change here.

Note: Modifications made here will immediately update the buyer and approver’s records.

[Prin  close J otes | ~tachmerts |

PURCHASE ORDER
Hilton Big Island
Eilton Supply Management

PO NUREBER : 000000000000151
Required Delivery Date : 09/01/2006
Sovece Document

HEM PO No

PO Type: Standard

Status: Approval pending
PO Submit Date:
Wext Approver: Ms. Maggie Hino

Supplier:

Excellent Hoteliers

453 Pine Steeet

Houston, TX, 77002, US

Attn: Mr. Kurt Gardner

Tifle:  Disteibution Menager
Fhone: (300) 833-3888

(949) 8519865

Email mmoris@birchstreet net
DBA: DBA Hotel Supplies Deluxe

Fax

Sent From:
Hilton Big Island
Ms. Maggie Hino

Title General Manager
Phone:  (300) 985-4214

Fax

Enadl wmasis@birchstreet.net
Cost Center

Notes and Attachments :

Header Notes :

Ho Notes

This Putchase Opder has 0 Attachments

# Ttem SKU Product Desc.

1 SKI120002 057-340-00 / Banguets Feather Down

2 SKII120003 057-340-00 / Banguets  Foss Cuard

3 SKI120004 057-340-00 / Banguets Foss Guard Healthcare
4 SKU120005 057-340-00 / Banguets Pillow Protectors

Bill To:

Hilton Big Island

234 Palm 5t

Honoluty, HI, 95301, US
Atin Maggie Hino

Ship To:

Hilion Big Island

234 Palm 5t
Honolulu, HI, 96801, US
Attn: Maggie Hino

Terms:
Subject
Partial Crder Accepted: Mo

Ship via UFS Znd Day Air
Payment Terms Het 30 Days
Eesdy Payment Terms:  10% 10 Days- Net 30
Department: 057-Bangusts
Payment Method: Puschase Order
FOB Manufacturer Facility
Qty UOM Price  Extension
1000 EA $10.5000 $1050] Bl Lie Bir Alloc
1000 EA $10.2300 $1023] Bt Line Biie Alloc
1000 Ea $13 6600 $136.6] Bn L B Anoc
1000 oF $14.2000 $1420 Bt Line B Alloc
Suh Total: $485.90
Freight: $2430
Tax Amount: 2100
Less Discount: 000
Total amount due: $531.20

Copyright © 2007 Birch Street Systems,
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3. Type or zoom to select a different department or outlet for this item.
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4. |If your property is using the budgeting feature, additional GL related fields are visible.

em#:

Product Name:

|
|
Lead Time(Days}): |
Order Quantity: |
|

|

|

UOM:

Price:

Extension:

Tax Exempt: I

Case Pack:

Dimension:

Min Order Qty:

Manufacturer:

Mfg Part Number:

Brand Name:

Maodel:

Size:

Commodity:

Departmentld  |os7 aQ |
GL Accountd |ns7-340-00 Q |
Preset Alloc | |Q
Tax Level 1 [jza

GL account |s00-401-00 Q |
Tax Level 2 [fz50

GL account |500-402-00 2 |
Tax Level 3 [p152

GL account [s00-403-00 Q
Tax Level 4 R

GL account |s00-404-00 Q |
Freight =25

GL account [s00-500-00 oy
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RFQ Tab (Request for Quote)
After clicking the Create RFQ button from the Catalog, Order Guide, or Cart tabs, the resulting document
can be found on the RFQ tab.

RFQ

I Al RFG's hd I

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ADD SUPPLIER

You can add multiple suppliers to the RFQ. The first supplier is included when the RFQ is
created.

APPROVAL DETAILS
You can see the approval process flow as well as who is the current approver.
EDIT
You can edit the RFQ.
HEADER UPDATE
You can update the RFQ Header record while the status is “New.”
HISTORY
You can track changes made to selected fields in the document.
PRINT / VIEW / EDIT
You can view the document and modify the contents while it is in a “New” status.
SELECT BID

The RFQ Selection Screen opens so that you can evaluate suppliers’ bids and to create a PO or
REQ.

SUBMIT

You can submit the RFQ to the approval process, if necessary or sends the RFQ to the suppliers.
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Features

Approval Details button
This button allows you to determine who has the RFQ document during the approval process, for display
only.

e For Approval on the Fly, there will be one active entry plus all the previous entries and their
statuses (when it was approved and for how much).

e For Standard Approvals, there can be several people as a group waiting for one of them to
approve the document, plus all the previous entries.

Current Date Time:  07/24/2006 1421

PO number: 000000000000770

Submit for Approval: 0724520065 1415

Header Dept: Bancuets

Orig Amount: $100.00

Supplier name: Hotel Food Service Supplies

Originator Hame: Jenny S Shimabuku

Originator Dept: Bancuets
|Approve
dateftime (local
Approver Title time)
0712452006 14:18 | $100.00
Sam Benibang Purchaszing & Supply Manager [Bancuets A pproved 07/24/2006 14:21 | $100.00
Jenny 5 Shimabukuy |Purchasing & Supply Mor Bangusts Approval pending $100.00

After clicking the Generate Invoice button from the Reconciliation screen or the AP Invoice tab, the
resulting documents can be found on the AP Invoice tab.

AP invoice

e =

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

APPROVAL DETAILS

You can determine who has the document during the approval process. (See below.)

61 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(ﬁ"ﬂ.‘bs#&ef

GENERATE INVOICE
You can generate AP Invoices from Receiving/Reconciliation records.
HISTORY
You can track changes made to selected fields in the document.
PRINT / VIEW

Shows a printable version of the generated AP Invoice.

SUBMIT
If Approvals is turned on, the AP Invoice is routed through the approval process. If approvals is
not used then changes the AP Invoice status from New to Invoice Complete (changes are no
longer allowed).

Features

Approval Details button
This button allows the buyer to determine who has the document during the approval process, for display
only.

e For Approval on the Fly, there will be one active entry plus all the previous entries and their
statuses (when it was approved and for how much).

e For Standard Approvals, there can be several people as a group waiting for one of them to
approve the document, plus all the previous entries.

Current Date Time:  07/24/2006 1421

PO number: 000000000000770

Submit for Approval: 07/24/20085 1418

Header Dept: Bangusts

Orig Amount: $100.00

Supplier name: Hotel Foodd Service Suppliss

Originator Hame: Jenny 5 Shimakuku
Originator Dept: Banguets

|Bpprove

dateftime (local
Approver Title time)

A pproved 07 /24,2006 14:19 | $100.00
Sam Benihana Purchasing & Supply Manager | Banguets Approved 07 24/2006 14:21 | $100.00
Jenny 5 Shimabuku |Purchasing & Supply Mor Banguets Approval pending $100.00
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Recipe Menus Tab

Top level
Recipes and Dishes are grouped in menus such as Breakfast, Lunch, and Dinner.

Recipe Menus

Search All Menus

Search Column: | Al | Search Value:

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ACTIVATE RECIPE

Allows the buyer to move a recipe from the in-process status to an activated status. This makes
the recipe visible to those wishing to use the recipe.

ADVANCED SEARCH

Allows the buyer to search for a recipe or dish with a more complex filter.

CREATE RECIPE

Allows the buyer to create the Recipe Header information. Ingredients are added on the
Dish/Recipe tab.

DEACTIVATE RECIPE

Allows the buyer to mark the recipe or dish as inactive. It is not deleted, it is just inactivated and
can be activated again.

MENU USAGE

Allows the buyer to record the daily sales of a recipe or dish.
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Search Results level

! | | | | | | Recipe Menus | |

Menu:Restaurant A

Category: Lunch

Products: 3 Pages: 1
DishiRecipe ID Dish/Recipe name i Classification Recipe author
O 00000000000004 7 Cream Cheese Frosting Recipe Ay Akman 12 F15.00
O O00000000000046 Old Fashioned Carrat Cake Recipe Deszert Andy Akman 12 F46.38
O O00000000000045 Old Fashioned Carrot Cake wi Frosting 5P |Dish Andy Akman 12 $59.55

Button Descriptions
ADD DISH TO MENU

Allows the buyer to add a recipe/dish to the menu structure by selecting the menu and category
where it is to be located.

Add Recipe to Dish

If there is more than one recipe in a dish, this allows the buyer to add multiple recipes to one dish.

CREATE RECIPE

Allows the buyer to create the Recipe Header information. Ingredients are added on the
Dish/Recipe tab.

LOAD DISH

Allows the buyer to load the selected recipe or dish to the Dish/Recipe tab for editing.

TOP
Click Top to return to the top level of the Recipe Menus tab where the Advanced Search is
found.

upP
The buyer can find a recipe/dish by “walking down the path” of the categories. Click UP to move
back up one level.

Dish/Recipe Searching

Dish/Recipes can be located quickly using the eProcurement search feature. There are three ways to fine
a dish/recipe:

e Search All Menus (Quick Search)

e Advanced Search (Multiple parameters)

64 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(ﬁmﬁsﬁ&ef

e Category path

Important Note: A dish/recipe must be categorized to be included in the search results.

Quick Search

In the Search All Menus section, select the Search Column from the drop-down list. Enter the Search
Value text corresponding to the selection and click GO to perform the search. The search results will be
listed below. Note: Each search is a “like” comparison so a partial entry is accepted.

Search All Menus

Search Column: | RecipeiDizh name w | Search Yalue:

All

Categories
Dish/Recipe 1D
‘RecipeDizh name
Recipe classification
Recipe authar

# of =ervings
Fecipe price

Menu List

Festaurant A

Categories: Searches categories by name in order to locate items. Quickly brings you to the category
level you want to click to view products without walking down all the levels.

Dish/Recipe ID: Searches the Dish/Recipe ID as assigned by the system.

Recipe/Dish name: Searches based on the name given by the user. This can be edited in Header
Update.

Recipe classification: Searches based on the classification given by the user. This can be edited in
Header Update.

Recipe author: Searches based on the name of the person who originally created the dish/recipe. Any
part of the name can be entered.

# of servings: Searches based on the number of servings. This can be edited in Header Update.

Recipe price: Searches based on the monetary value as assigned by the user (not the calculated price
amount). This can be edited in Header Update.

Advanced Search
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You can refine your search using more than one criterion using the Advanced Search. In the parameter
window, select where you want to search:
e Outlet or General Library
e Active, Inactive or Both statuses
1. Puta check mark in the column you want to search.
2. Use the dropdown list to determine how to filter the column.

Note: Each column has a list customized for that column. Available options are:

. Do not Filter this column
o Equal

. Not Equal

. Greater Than

. Greater Than or Equal To
. Less Than

. Less Than or Equal To

. From / Through

3. Type, zoom or select the filter value to narrow the records returned.
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2} Advanced Search - Microsoft Internet Explorer,

® active
Search Within: R O Inactive
@ Library

O Beth
Column name Filter type Filter Value 1 Filter Value 2
|:| Status Do not Filter this column s Select Entry i
) (e —Q
|:| Recipe/Dish name ’7
|:| Recipe type | Do not Filter this column % | | Select Entry |
[ | Recipe classification —
|:| Recipe author ’7
|:| Recipe price | Do not Fiter this column % | ’7
D Ingr edient | Do not Filter this column % | | Select Entry | |
|:| Seazonal | Do not Filter this column % | | Select Entry |
0 [pens —
[1 | Procuct name Do not Fiter this column | ’7

=
@ Done \3 Local inkranet

4. With the search results you have the same options that are found on the Recipe Menus tab: Load
Dish, Create Recipe, Add Dish to Menu, Add Recipe to Dish or Close the window.

ish/Recipe List - Microsoft Internet Explorer,

Products: 3 Pages: 1

Dish/Recipe ID
() | 000000000000047
() | 000000000000045

() | 000000000000045

DishRecipe name

Cream Cheese Frosting

Ol Fashioned Carrat Cake

Cld Fashioned Carrat Cake wef Frosting

Recipe type |Classification

=
5P |Dish

Recipe author
Andy Akman
Andy Akmsn

Andy Akman

Number of |DishRecipe

@ Done

‘:g Local intraret

Advanced Search and What If records
When a dish/recipe is created as a What If scenario, it can be included in the Dish/Recipe List. You can
only use Load Dish to load your own What If record, and not another’s record. When you load your

record, it will load on the What If tab (not the Dish/Recipe tab).
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ON DEMAND PROCUREMENT

A Dish/Recipe List - Microsoft Internet Explorer

Load Dish | Create Recipe | Add Dish to Menu | Add Recipe to Dish | Close |
Products: 4 Pages: 1

Mumber of |Dish/Recipe

Dish/Recipe ID Dish/Recipe name Recipe type |Classification |Recipe author senvings  |price
O RESPO0000000SS Toad in the Hole i Ancly Akman 4 F52.00
() |REPO0000O007 IEERTE Microsoft Internet Explorer, sl 4 $32.00
@ WhatlfDish_HSMAT00 I Toad in 4 $32.00

! E 959- You can only load vour own WhatIfDish recordgsWhatIfDish_HSMAL0L

() |REPOOODOOONDSS Toad in £ 4 F350

@ Done ‘ﬂ Local inkr anet

Add Dish to Menu and Add Recipe to Dish are not available for What If records.

ish/Recipe List - Microsoft Internet Explorer

Load Dish Credte Recipe Add Dish to Menu Add Recipe to Dish Close

Products: 4 Pages: 1

Recipe
DishRecipe ID DishRecipe name type Classification |Recipe author

Number

of DishRecipe

servings |price

(O S LU Microsoft Internet Explorer X el SR
() |REPOO0ODOOOOT et Gregory Jenson 4 3200
i ' 990- This feature is not available For WhatIf records,
(®) |WhatlfDish_HSMA1 L] er Gregory Jenson 4 3200
O REPO0000000SS =g Anchy Akman 4 F13.:30
@ Done ‘ﬂ Local intranek

Menu Usage

For reporting purposes, you have the ability to record how many dish/recipes you have sold on a given

day.
1. Click Menu Usage from the Recipe Menus tab.

2. Select the Menu Name that you want to work with.

3. From the menus listed, click Select to load all the dish/recipes for that menu.

4. The available dish/recipes are loaded for entry.
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EBX]

- Menu Usage - Microsoft Internet Explorer

Menu Hame : | Q

3 Menu ID Lookup - Microsoft Internet

Advanced Search

Search Column: ¥ @ Dane ‘-_! Local intranet
Search Tendt: GO

FPage 1 of 1 fRows 1-1 of 1 found

Menu ID Menu name Active Descr|

-7 jpoooooooonoooos Restaurart & wes  |Restaurant &

J

5. Enter or zoom to select the Sales Date.
6. Enter the number of the Quantity Sold for each dish/recipe.

7. Make sure there is a checkbox in the item and click Update.

EEX

2} Menu Usage - Microsoft Internet Explorer

Menu Hame : | Q
Sales Date : insmamua I
) Ame w1 old [] price ) P i 0 ) 0 (
}
Ol Fashioned Carrat Cake wei i §59 65 $2585.40 §27 &80 $139.00
Total: 5.00 $299.40 $139.00
I@ Done % Local intranet

Reports can now be run on the entered information.
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Buyer Dish/Recipe Tab

After the dish/recipe header information has been created, it can now be edited on the Dish/Recipe tab.
New dish/recipes can be loaded using My New Dishes. Other dish/recipes are loaded from the Recipe
Menus tab using the Advanced or Quick search.

| | | VPO | |
Dish name: Old Fashioned Carrat Cake
Selling price: $46.33 Cost:  §14.852
Recipe type: Recipe Picture: &j
Status: Active
First Previous Mext Last Refresh Category name : Lunch Recipeyields:[(2  Totalpreptime:10  View subrecipe:
Page 1 of 1 fRows 1-100f 10 found  Calculate for # of Servings:[12.0 Scale factor:’— Profit |)ercemage:|l-30— Convert Metric: [ ]

Note: To see the Dish name in its entirety, allow the
mouse pointer to hover over the caption Dish name.

Dish napne: Old Fashioned Carrat Cake
Digh pri-t: L B1

i ld Fashioned Carrat Cake
Recipe = = =

Picture: o

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

ADD DISH TO MENU

Place the dish/recipe on the proper menu and menu category. When the buyer “walks down the
catalog path” this determines where the dish/recipe will be found.

Add to PO

Add selected items into an existing PO. The list from which to select a PO is filtered on the status
= New, the Supplier and the PO’s currency. There can only be one Supplier and currency per PO.

Add to REQ

Add selected items into an existing REQ. The list from which to select a REQ is filtered on the
status = New and the REQ’s currency (there can be multiple Suppliers).

Approval Details
See the approval process flow as well as who is the current approver.
Attach Image

Attach an image to either the header information or detail ingredients using the standard Browse
button.
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Attachment

Attach electronic files to the dish/recipe.

CREATE PO

Create a PO with a status of New.
Copy Recipe

Make an identical copy of a dish or recipe in order to modify it saving entry time.
CREATE RECIPE

Create the Recipe Header information for a new recipe.

CREATE REQ

Create a REQ with a status of New. When using Inventory OG, the REQ is used to Plan
Purchases and track inventory.

Delete Item

Delete one or more ingredients permanently from the system.

DELETE RECIPE

Mark a recipe as deleted. It is no longer available in the search results. This is different than a
deactivated recipe.

EDIT ITEM
Edit the ingredient with portion UOM conversion factor, instructions, image, etc.
Export

Export non-catalog items only from the recipe to an Excel worksheet. The items can then be
edited and imported with the updates.

HEADER UPDATE
Update and add header information once the basic record is created.
Item History

View the purchased quantity and average price paid for an item by Year, Month, UOM and
Department. Information is only available if the item has been purchased. The price is expressed
in the Home currency.

Import
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Import changes to non-catalog items to the recipe from an Excel worksheet.

Note: Catalog items are not supported for import.

MY NEW DISHES
Displays a list of dishes/recipes that have a status of New.
Notes
Add/update any additional information stored in a note attached to the dish/recipe.
Prep Inst
Add preparation instructions and images for the recipe.
Price History

View the supplier’s pricing history for a selected item broken down by month with actual monetary
amount and percentage change.

Print / View

Print or view the dish/recipe. It includes the ingredients, picture, and preparation instructions.
Submit

Submit the recipe to the approval process.
UPDATE DETAIL

Once changes have been made to individual ingredients, this allows the buyer to update the
changes. Note: Make sure that the row to be updated is checked (selected) before update.

UPDATE FAX

Modify the fax number for a SOTF item by changing the SOTF supplier.

WHAT IF

Allows the buyer to copy a dish/recipe, make changes by replacing one item with another to see
what it would look like if these changes were made. This record is only temporary, a What If
scenario. You can then save the dish/recipe as a new record. You can deactivate or delete the
original or keep it as a variation on the theme.

Attach Image
Each dish/recipe, ingredient and prep instruction can have an image attached to it to see what it looks
like.

1. Load the dish/recipe. If is an existing dish/recipe, load it from the Recipe Menus tab. If it is a new
dish/recipe, click My New Dishes.
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2. If there is already an image attached on the dish/recipe header, a “monitor” icon will display on
the left. The “monitor” icon will appear next to the item number if there is an image attached to an
ingredient.

3. Click Attach Image to open the attachment window. Browse to select the image and click
Submit. To remove the image, use Header Update and blank out the Image name field. Click

Save.
| ” Cart ] L | | |

Dish name: Old Fashioned Carrot Cake
Selling price: §46.35 Cost: §1492
Recipe type: Recipe Picture:| m
Status: Active
First Previous Mext Last Refresh Category name : Lunch Recipe vields : Total prep time : 10 View subrecipe :
Page 1 of 1 /Rows 1-10 0f 10 found  Calculate for  of Servings:|12.0 Scale factor:|]] Profit percentage:|60 Convert Metric: [ ]

Prod ! Supplier

10690 EX LGE AA EGGS 1 DOZEN
More Product Info A-One-4 Produce and Dairy

; ) m |White enriched sugar 5
White enriched sugal | Suger Refiners

Ingredient

Ingredient

4. To add an image to an ingredient, place a checkmark in the select box and click Attach Image.
Browse to select the image and click Submit. To remove the image, use Edit Item and blank out
the Image name field. Click Save.

5. To add an image to a prep instruction, click Prep Inst. With the window open, select the row to
attach the image. Click Attach Image to open the attachment window. Browse to select the
image and click Submit. The image is attached immediately.

Copy Recipe

Copy Recipe is a way to create a new dish/recipe quickly based upon an existing recipe. The new
dish/recipe will have a status of New and will be set to inactive. Any images, notes or attachments will not
be attached to the new recipe since this is not the same recipe.

Note: When a recipe is copied, all the ingredients are included. When a Dish is copied, the header of a
recipe is copied (but not its ingredients) and any ingredients in the dish are copied. In general, only one
level of details is copied.

Delete Item
When existing items are not wanted in the dish/recipe, they can be deleted.

1. Load the dish/recipe. If is an existing dish/recipe, load it from the Recipe Menus tab. If it is a new
dish/recipe, click My New Dishes.

2. Place a checkmark in the item(s) to be deleted.
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Dish/Recipe

Dish name: Old Fashioned Carrat Cake
Selling price: §46.33 Cost:  §14.52
Recipe type: Recipe Picture: &j
Status: Active

First Previous Mext Last Refresh

Category name : Lunch
Page 1 of 1 fRows 1-10of 10 found  Calculate for # of Servings:[12.0

Recipe vields : Total prep time : 10
Scale factor: Profit percentage:|g0

Convert Metric :

View subrecipe :

O

! Sort
M Al order

Ingredlem ltem
Prod | Supplier category | Portion UOM Portion gty Yield % |Scalable Scale qty

O P53 |drerrosctie  |aconech procues and bary | "5/o5n Q so16| 93s4|[ 100 | s
O \ihite enriched sugar B9 $;‘;‘:l§:ﬂr::r‘;" sugar 5% | redient [cup Qff 200 | $0.25| $0s0|f 100 [ 200 | F
O F ;i‘r‘:[;';:id o g;‘:;‘;::j':g'::a"nt Ingredient [cur Q| 150 | $0.4s| soms|| 100 [ 150 | §
O hs ;90123'39:; st it m:;“?;';;:’gg;;"n::' U gt [cur Q| 225 | $051| %148 100 [ 225 | ¥
17 ;‘30?21% ol g:gmc . Ingredient [Tsp Q | 200 | $0.00| $000([ 100 | 200
3. Click Delete Item. You will get a confirmation message asking “Do you want to delete selected

items?” Click OK and the item will be permanently removed from the system. Click Cancel if you
do not want to delete the item(s).

4. The Dish price and Cost will automatically be re-calculated.

Delete Recipe
When a recipe is no longer needed, it can be marked for deletion in the system.

1. Find the dish/recipe to delete.

£3

953- Do wau wank ko delete this dishfrecipe From the database?

“ I I Cancel

Microsoft Internet Explorer

2. Click Delete Recipe. You will _
be asked to confirm the :{j
deletion. Click OK.

3. Once the deletion is completed,
it is no longer available for use. It
can no longer be found in the
Quick search, Advanced search,
in a menu/category.

Dizh name:

Spice Cake with Frosting

Thiz dizhirecipe has heen deleted from the system.

Export Recipe
The Export utility is used to update non-catalog items for a recipe in order to update primarily the price.
Only one recipe can be exported at a time.

Note: You cannot add new items to a recipe; you can only update existing items.

1. Load a dish/recipe from the Recipe Menus tab or a new dish/recipe from the Dish/Recipe tab.
(This will enable the Export button.)
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2. On the Dish/Recipe tab, click Export. The Export Filter screen is displayed.

3. The loaded Dish/Recipe ID will default into the Filter Value 1 field. Accept the default or type or
zoom to select one recipe a different dish/recipe. Click Select on the recipe to be exported.

4. Click GO to launch the export.

3 Export Filter - Microsoft Internet Explorer

6o

Export Recipe

Sort

Sort Direction Filter Type Filter Value 1 Filter W3
Order
Dish/Recipe 10 IRSF‘DDUDDDDDSS Q
DishiRecipe rame | [
Sort ard 5 g q
ot areer Dish/Recipe - Microsoft Internet Explorer
ttem #
Product name Advanced Search I
Partion aty First Previous pext Last Refresh B
Portion LIOM Search Column: | DishRecipe ID w|¥ B
Search Text:  |RSPO000O0OOOOSS G0 |
Orier LOM -

Page 1 of 1 fRows 1-1 of 1 found
Order unit price

Order to recipe cony factar DishRecipe ID DishRecipe name B

T RSPOODOOOOOSS Toad in the Hole -

SOTF Fax # ¢ | r
—

Irternal item #

Supplier natme

tems per caze

|

Fim s A,

< |

@ Done ‘:J Local intranet
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5. The file will be downloaded to your computer and you should receive a message asking if you
want to save it to your computer or open it. Choose Save and then find a location on your
computer to store the file.

File Download X
Save in: |@ Desktop v| > i E°E-

BMy Documents
4 _& My Computer
MyRecent | |%2My Network Flaces

Do you want to open or zave this file?

&

@ Mame: HSMAL01 1157045502500, csy Documents | ([plsqide
Type: Microsoft Excel Worksheet, 1,99 KB T el
From: gadev Desktop HSMAL01_1 154452916277
EKurtG_l22_CﬂmplatePricaLIpdata
]hon-F&_pl_Co1z
DFIEI"I ] [ Save ] I Cancel ] _‘_/ ﬁPnceUpdatefMarr\ottjslotelfcaﬁfcamplete

e ) 5ams_sub1_Cos

Alwaps ask before opening this twpe of file

@

My Computer
YWwhile files from the Internet can be uzeful, some files can potentially
@ harni your cormputer. |f pou do not trust the source, do naot open ar ~— - | JR— = .
zave thiz file, What's the rigk? ﬂ e o | S |
iy Network Save as type: Microsoft Excel Comma Separated Values File  » Cancel

Update Worksheet
1. Open the file in Excel. You may want to widen the column widths to see the data and column
headers. The first three rows contain system information that must be maintained for the file to
be properly uploaded.

CAUTION: Do not ADD, DELETE, or MOVE columns. The columns have to be imported back into
the database in the same order in which were they were exported.

E3 Microsoft Excel - Export_Recipe? E|@|PZ|
File Edt Miew Insert Format Tools Data  Window Help - -2 X
DEedeang &Ry §8B v @& = -2 )@l -3 2ol -0 - B I U EE=EH A 2
& Snaglt |2 | Window L
A1 - fe ACTION
A 5] C 8] E F G H | J K L i =
] . .‘ ] I. ] I. ] _ 'II _ V' + ‘. ‘_. I. VOO -'. QORD I' ORD I'- _ _[. '-I S0 | A‘v ] =
I Dish/Recip Dish/Recip Recipe steltem # Product nz Portion gty Portion UC Order UOh Order unit Order ta re Supplier ct SOTF Fax ncnter
J I BILGE BIGEL LI BINGHE HLUNER BN EINGELMUBERIC) MURMERIC MLUINEE BIMGS =
4 U RSPO0000 Taad in the Burgundy 0.25 BTL BETL 15.26 1 99999 50063653636
5 U RSPO0000Taad in the 4 _awrys Bro 0.25 EA EA 0.43 1 99993 5006363636 L |
6 U RSPO0000Toad in the A #water vater 1.5 CUP FTL i] 1 99993 50063653636
iU REPO0000 Toad in the #Green Pepper Sreen Pep 0.25 EA LBS 325 1 99995 800363636
g u REPO0000 Toad in the #awrys Seasoned Pepp Lawrys Se 0.01 BTL BTL 4.949 1 99959 5006363636 Inten
9 u REPO0000 Toad in the #awrys Seasoned Salt | awrys Se 0.01 BTL BTL 499 1 99955 8006363636
10 I -
M 4 » ]\ Export_Recipe2 / [«] | 3l
Ready UM

2. Edit the data directly in Excel.

e Action — Valid values are “U” to Update Existing Records. (“I” Insert is NOT valid.)
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77

Dish/Recipe ID — This is the Recipe ID number as automatically assigned by the system. (Do
not change this value.)

Note: In order for the item to be updated, the Dish/Recipe ID and the Item # must already
exist in the Dish/Recipe.

Dish/Recipe name — This is the Dish/Recipe name as defined when the dish/recipe was
created. (Do not change this value, for display only.)

Recipe step # - This is the user defined step number corresponding to the instructions on
how to create the recipe.

Item # — This is the supplier SKU or non-catalog item number. Important: In order to update
the item, the Item # must be found within the dish/recipe.

Note: It must be prefixed with a “#” sign. This is to allow Item numbers that have leading
zeros to be correctly entered and edited in Excel. Without this prefix, Excel will remove the
leading zeros corrupting your item number. (This is for processing only and is not displayed
on the recipe tab.)

Product name — This is the description of the item.

Portion gty — The quantity for a full recipe as expressed in the Portion UOM. This must be a
positive number, decimal numbers are allowed.

Portion UOM — The UOM for the recipe. Valid values include Recipe and Order UOM type
UOMs.

Order UOM — The UOM that you will order from the supplier. Valid values include the Order
UOM type only.

Order unit price — The price of the item for a unit expressed in the Order UOM.

Order to recipe conversion factor — The conversion factor comparing the Portion UOM to
the Order UOM. (Example: If the Portion UOM was CUP and the Order UOM was GAL
Gallon, then the conversion factor would be 0.0625. That is 1 GAL divided by 16 CUPs =
0.0625.)

Supplier company ID — The ID number of the supplier. If the supplier is a supplier, this
number will always be 99999. (The supplier is differentiated with the SOTF Fax number.) If
the supplier is an adopted supplier, this will be their ID number. (Do not change this value, for
display only.)

SOTF Fax number — The fax number of the SOTF supplier. If this is an adopted supplier, it
will be the Fax number of the adopted supplier.

Internal item number — This is a user-defined number that is not the supplier SKU number
but corresponds to the item in some way. It is a memo field only.
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e Supplier name - This is the supplier's name as it appears in the system. (Do not change this
value, for display only.)

e Items per case pack — This is an indication of how many items there are in a case.

e Pack/Size

e Scalable — Enter a 1 if the item is scalable or O if it is not scalable.

e Seasonal — Enter a 1 if the item is seasonal or O if it is not seasonal.

e Brand - This is the brand name of the item (free form entry).

e Grade - This is the grade of the item (free form entry).

e Product origin — This is the country / state of origin of the item (free form entry).

e Yield % - This is the yield percentage of the item. Do not enter a % symbol, numeric only.
e Total prep time — This is the preparation time as expressed in minutes (humeric only).

e Target price — This is the feature where you can compare the Order Unit Price to a Target
Price. If the Order exceeds the Target, the Price is highlighted in yellow.

e GL account — This is the GL account that will be used when creating a REQ or PO. Even
though all GL accounts are available to be imported, when the document is created only valid
GL accounts for the buyer will be accepted for processing.

e Item category ID — This is the category where this item is categorized. Even though it is a
non-catalog item, this information will be used for reporting purposes.

3. Before saving the file you should delete any extra rows that you do not want changed. You
should only import records that you intend to change. By removing records and blanking cells
that you do not intend to change you will reduce the chance of an error or of an unintended data
change. Do not remove the first three rows and do not remove any columns.

4. After editing, save the file from within Excel. Make sure it is saved in the CSV format. Excel may
display a warning stating that the file contains features not compatible with CSV. This is OK.
Click Yes to save the file in the CSV format.

Microsoft Excel El

Export_Recipe2.csy may contain features that are not compatible with C3% {Comma delimited), Do ywou want ko
keep the warkbook in this Format?

-
\14) + To keep this format, which leaves out any incompatible Features, cdick ves,
+ To preserve the features, click Mo, Then save a copy in the latest Excel Farmat,
+ To see what might be lost, click Help.

Yes Mo Help
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Import Recipe
After changes and updates have been made to the non-catalog items (ingredients) in the recipe on the
Excel worksheet, you are now ready to import them into the system.

79

1.

Load a dish/recipe from the Recipe Menus tab or a new dish/recipe from the Dish/Recipe tab.
(This will enable the Import button.)

Click Import. The Import Recipe window will appear.
Click Browse to locate the file in the normal manner.

Click Submit to upload the file to eProcurement. You will get a message stating that your file was
imported successfully.

Changes to the dish/recipe will be processed within an hour’s time.

<X Import Recipe - Microsoft Internet Explorer |Z||§|rg|

Select file to upload

File name: |C:1.Dncumerrt3 and Settings\MMi Browse... I
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What If Tab

The system allows creating a “What If” scenario without altering a real dish/recipe to see what the change
in ingredients, quantities or pricing would do. A temporary record is created from an existing dish/recipe
for the purpose of making any changes desired. Save As the What If record to create a new dish/recipe
with the status of New. This record is now loaded on the Dish/Recipe tab.

Note: Only one What If record can be worked on at a time. Each time What If is clicked, the current What
If record is deleted and the loaded original dish/recipe replaces it as the current What If record.

Dishname: Ol Fashioned Carrat Cake Dish ID: WhatlDish_HSMNA101
Selling price: 32053 Cost: 51492
Recipe type: Recipe Picture: &)

Status: ey
First Previous Mext Last Refresh Category name : Recipe vields : Total preptime : 10 View subrecipe :
Page 1 of 1 fRows 1-10 of 10 found  Calculate for £ of Servings:|120.00 Scale factor: Profit percentage:|a0 Convert Metric: [ |

Button Descriptions
Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

Attach Image

Allows the buyer to attach an image to either the header information or detail ingredients using
the standard Browse button.

Copy Recipe
Allows the buyer to save an identical copy of a dish or recipe with a status of New.
Delete Item

Allows the buyer to delete one or more ingredients permanently from the system.

EDIT ITEM

Allows the buyer to edit the ingredient with portion UOM conversion factor, instructions, image,
etc.

Prep Inst
Allows the user to add preparation instructions and images for the recipe.
Print / View

Allows the buyer to print or view the dish/recipe. It includes the ingredients, picture, and
preparation instructions.

Save
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Allows the buyer to save the What If record.
Caution: By saving the record, the original dish/recipe is replaced by the What If dish/recipe.
Update Detail

Once changes have been made to individual ingredients, this allows the buyer to update the
changes. Note: Make sure that the row to be updated is checked (selected) before update.

Calculations
The calculations and scaling behave in the same manner as a New dish/recipe on the Dish/Recipe tab.

Creating a What If record

1. Load a dish/recipe from the Recipe Menus tab or a new dish/recipe from the Dish/Recipe tab.
Notice that the What If tab is not yet displayed.

2. Click What If from the Dish/Recipe tab. The currently loaded dish/recipe is created as the current
What If record and the What If tab is displayed with the record loaded.

3. Any notes or attachments will not be attached to the What If dish/recipe since this is not the same

recipe.
| T Cart ] TPo T | |
Dish name:  Old Fashioned Carrat Cake
Selling price: §20.59 Cost:  $14.52
Recipe type: Recipe Picture: &)
First Previous Mext Last Refresh Category name : Lunch Recipe yields : Total preptime : 10 View subrecipe :
Page 1 of 1 /Rows 1-100f 10 found  Calculate for # of Servings:|250.00 Scale factor: Profit percentage:|30 Convert Metric: [ ]

Identical Button Behavior
The following buttons behave in the same manner as those described on the Dish/Recipe tab:

e Update Detail
e Edit Item
e Delete Item

Copy Recipe
Copy Recipe is a way to create a new dish/recipe based upon a What If scenario. The new dish/recipe
will have a status of New and will be set to inactive.

Note: When a recipe is copied, all the ingredients are included. When a Dish is copied, the header of a
recipe is copied (but not its ingredients) and any ingredients in the dish are copied. In general, only one
level of details is copied.
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1. Click Copy Recipe and the Copy Recipe window will open.
2. Enter the new Dish/Recipe name reflecting the modifications.
3. Click Copy Recipe to create a new dish/recipe or click Cancel.

4. The new dish/recipe is created and is loaded on the Dish/Recipe tab. The What If tab is hidden.

Dish name: Cld Fashioned Carrot Cake Dish ID: WhatlfDish_HSNA101
Selling price: §2059 Cost:  §1492

Recipe type: Recipe Picture: &j

Status: e

First Previous Mext Last Refresh Categol

| ] View subrecipe :
Convert Metric: []

~
Yield % Scalable Scale qiy
100 0| 30

Page 1 of 1 iRowws 1-10 0f 10 found  Calculat.

10690

U123 |uore Product info A-Q) $0.16| 3064 40,01

oo |White enriched sugar 52
¥ =l Wit enviched sugsr P Sugar Refiners 2! Ingreciert lcup Q | 200 | $025| $0.50 100 2000 | $0
0o c345DF 8P Crisco vegetable oil ) Q
7 Mare Product Info Finest Foods Company (g it lcup | 1.50 | $0.45) $0.66 100 1500 [ $0

F9103594 Wheat enriched flour 202 "

o s More Product Info Finest Foods Camparry Ingreciert lcup Q| 225 30511 §118 100 2250 | §0
G6501 Salt "

o | Mare Praduct Info Pacific Foods Ingrediert [Tsp Q | 200 | $0.001 $0.00 100 20000 | $0

v

-
|

Save

Save is used to replace the What If scenario as the real dish/recipe. The status of the dish/recipe is reset
to New and set to Inactive. If approvals are used, you will need to go through approvals again for the new
dish/recipe. Any new images or preparation instructions will replace the existing dish/recipe information.

Attach Image

Each dish/recipe, ingredient and prep instruction can have an image attached to it to see what it looks
like. When the What If dish/recipe is moved to the What If tab for editing, the images are not brought
along. You must add any images to the What If record. If a Save As is done, the images will move with
the new dish/recipe.

Attach the images in the same manner as described for a New dish/recipe on the Dish/Recipe tab.
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Document Creation/Modification

The central feature of the Birch Street is found in creation and modification of the main documents:
Purchase Order, Requisition, Request for Quote, and Recipe. (AP Invoice is generated in a different
manner.)

Documents are created and modified from several entry points within the Birch Street application, but use
the same basic entry form. Additions to documents are made at the same entry points.

Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

Supplier Types

There are several types of suppliers in Birch Street that are used to create a PO, REQ or RFQ.

e Adopted Suppliers — They can have catalog content in the system or not, but they use Birch
Street with a similar interface as the buyers to log into the system to respond to POs and RFQs.
They are on-line.

o Off-line Suppliers — They can have catalog content in the system or not, but they only receive
POs or RFQs via fax or email. They are off-line.

e Suppliers-On-The-Fly (SOTF) — They are added to the system by the buyer and do not go
through the supplier adoption process. They do not have catalog content. They receive POs or
RFQs via fax or email.

The procedure for punchout suppliers is different than the other types of suppliers.

e Punchout Suppliers - They have their own internet site. A buyer links to the Punchout site,
selects items, and then are returned to the Birch Street site with the items in a Purchase Order.

Overview for all documents except Punchout
To start the document process, select items or create non-catalog items from one of these locations:

e Catalogs Tab: Product Search Results

e Catalogs Tab: Non-catalog items (free form) entry grid

e Order Guide Tab: Selected items (catalog and non-catalog)
e Cart Tab: Selected items (catalog and non-catalog)

Note: RFQ is a request for non-catalog item pricing and availability only.
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1.

Once a selection is made, click a Create [Document] button to create the initial version of the
document.

To complete the items on the document, select or create items and click Add to [Document]
button to move these additional items to the document.

To modify the general information that ties the entire document together, called ‘Header’
information, click Header Update.

To view the results or modify specific details about the line items, click the Print / View / Edit
button.

Once the document is in its final state, with the exact information that is required for the
document, click the Submit button. Depending on your property’s settings, the document will be
sent to Approvals and then on to the next step in the process (specific to each document).

After a document has gone through the approval process, these are the next standard steps:
e RFQ creates a REQ or PO.
e REQ creates a PO
e PO is submitted to supplier.
e Supplier accepts PO, ships goods to buyer.
e PO s received / reconciled.

Inventory Order Guide storeroom steps:
e RFQ creates a Storeroom REQ.
e Storeroom REQ becomes a Plan Purchases
e Plan Purchases create Storeroom PO.
e Supplier accepts PO, ships goods to buyer.
e Storeroom PO is received / reconciled

e Storeroom REQ is fulfilled.
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Create PO and REQ from Catalog Content

e RFQs are only created using non-catalog items.

o Enter the quantity needed and the item will automatically be selected for inclusion into the
document. If the catalog quantity is below the supplier’'s minimum order quantity, a message will

alert you, but not prevent you from adding it to your document.

e The supplier is attached to the item. Only items with the same supplier (and same currency) can
be included in a PO. Items with multiple suppliers (but the same currency) can be included in a

REQ.

Search All Catalogs
Products

| juice

In Box
New: 769 Total: 781

Shopping Cart

Lines:7  Total: $172.50

Catalog: Vario
Products: 15
Pages: 1

0301201610
More Product Info

0302120701
hore Product Info

0303011319
hore Product Info

0308090315
hore Product Infa

85

us

ATF Papaya Juice
Finest Foods Company

BlueBiri Grape Juice
Finest Foods Company

Campbells Tomato Juice
Finest Foods Company

Hi C Orange Juice
Finest Foods Company

Copyright © 2007 Birch Street Systems, Inc. All rights reserved.
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Create PO and REQ from Non-catalog item entry
1. Click Home in the logo panel to go to the Catalogs tab.

2. Click the Create non-catalog items button to open the free form entry grid.

Item #, Product Name and UOM are required entry.

Search All Catalogs Ih Box Shopping Cart
Products ¥ ||juice New: 769  Total: 781 Lines:7  Totak $172.50
Catalogs

[mezenzm] EEEENasasecam SN pcasiim|

Currency | UsD v
Product Name
Supplier Name
PF.J-2090 [Passion Fruit Juice ¥ [ 10.00 GAL 13.9300
O I v
O I v

Create PO and REQ from Order Guide
Note: The supplier is attached to the item.

Search All Catalogs In Blox Shopping Cart
Froducts * | juice New: 769 Total: 781 Lines: 7 Total: $172.50
Order Guide

Orcler guide list | *Beverages - Juices w @
- = '] -

Purple=H talog item / Red=Di i 1

First Previous Mext Last Search Refresh @!

Page 1 of 1/ Rowes 1-4 of 4 found sort [rar values

e e o el m ]
:130}0;5:’01 d‘:; nfo :::;T:'D’g: é‘o':::any 12112032 0z 100 300|| 32524 $0.00|USD

:di'rf;i“;u“; nfo ::;?i;;'oggaé’o‘:n‘;‘a"n": 4814806 0z 100 s00|| $2079 $0.00|USD

e gz:’s't’:,’::;s{:‘:':n’xﬁy"“i"e 4814855 0z 1.00{[ 400|| $19.38 $0.00{USD

:130}?2?0“;:; nfo ?ILES?;z'D‘g: (‘:':r:’peany 4004018 45 0z 100 2m0|| #1628 $0.00|USD
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ON DEMAND PROCUSEMENT

Create PO and REQ from Cart
Note: The supplier is attached to the item.

Search All Catalogs In Box Shopping Cart
Products v juice |50 | [New: 769 Total: 781 Lines:d  Total:$289.75
| " Cart ]
—_—
Purple = lon catalog item Create PO Add to PO Add to 0G Create REQ AddtoREQ |  update |
First Previous Mext Last Search Refresh Delete item |  Create RFQ Add to RFQ Create items Inv Transfer

All |itemn # Prod / Supplier PackiSize Min order qty| Order Qty| Price| Extension|Cur. |GL account

oane - ATreke -
;30}":2:01 ;:; o g::;f?:::&“;:n’;ﬁ;"i"e 48148155 0z too|[ 4 #1938 §77.52|USD
—

87 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



( Birchstreet

Punchout Document Creation/Modification

Overview

Punchout suppliers are different from other supplier types in that they have their own internet site where
their catalog content is hosted. In general, a buyer links to the Punchout site, selects items, and then is
returned to the Birch Street t site with the items in a Purchase Order. A Purchase Order is created on the
Punchout supplier’s site, but has a status of New. NO items will be shipped with a status of New.

The PO is then given credit card information (if supported), assigned budgeting information (if budgeting
is used) and sent to approvals (if approvals are used). When the PO is ready, it is then sent back to the
Punchout supplier. It is matched up with the original PO and activated to process the order.

Note: The original PO must be identical in to submitted PO or else a Change Order is created. (The
exception is budgeting and approval information since it is not exchanged with the supplier.)

Processing a Punchout Order
1. Click the Catalogs tab. [If there are existing product results displayed, click Home in the logo
panel to display the available catalogs.]

2. Adisplay of Punchout supplier logos is visible. Note: Only those Punchout suppliers that have
been adopted by your marketplace and are set up for your property will be displayed.

3. Click the appropriate Punchout logo.

Wiglcome Steve Taylor | 7- Birch Street Mayan Inn DEMO B8 v| Hide Menu [OHide Summary ~ Hide Logo @ My Settings Help FAQ/O-Tips  Logout
=]
Search All Catalogs In Box Shopping Cart
| Praducts v | New: 16  Total: 16 Lines:2  Total: $509.95
Catalogs | | | | ]

Catalog name

Birch Street

'1IChef Works

] hospitality & chef clothing

(73 Edward Don & Company
Office pEpoOT

What you need. What you need to know:

Us FOODSERVICE W

Online Ordering Solution
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4. From within the Birch Street system, the supplier's web site will appear. Note: To leave the
Punchout supplier's web site, click Exit Punchout.

Search All Catalogs Ih Box Shopping Cart
Products v|| | New: 14  Total: 22 Lines:4  Total: $1.00

| | T PO |

Unable to connect to the External Supplier System. FPlease contact system Adrministrator or try after some time.

Note: From time to time, the Punchout supplier’s site is not available. You will get a message
saying that Birch Street was unable to connect to the supplier. Click Exit Punchout and try to
connect at a later time.

5. Use the Punchout supplier's web site to prepare items in their Shopping Cart. When all the items
have been prepared to create a single PO, click whatever the Submit Order or Checkout button
is in the punchout site.

| T PO | |

Exit Punchout
B A
ci ! My Online Store —
: ’ How do you want to order?
g;gﬂtas?iadr;ple Hotel Browse Pictures
N " If you want to look at pictures of vour
Chicago, IL €0638-6212 uniforrmn program and browse the Cintas
My Uniform Programs catalogs, dlick here,
Cintas Sarmple Hotel Express Entr 3
Prograr If wou already know the product numbers
and color codes that you want to order,
click here,
You can now save your current cart far checkout at a later date! After
Site Tools a cart is saved it appears in a list of Saved Carts, below, Try it!
My Account Flace any item in your cart, and then click Save Current Cart under
My Site Tools on the |eft. when prompted for shopping cart, select
Express Entry continue with current cart, and click Sawve Car?, Tou can then log out Z
el I~ | P e S e " bl

6. The buyer is returned back to the Birch Street PO tab with the newly created Purchase Order
having a status of New.

7. Click Header Update to add credit card information if the Punchout supplier supports this feature.

8. IMPORTANT
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[ suwmit
My Last 30 Days PO's b m

First Previous Mext Last Refresh

Search Column: | PO number (¥

Search Text: GO

Page 1 of 1 fRows 1-1 of 1 found

PO Status Subj ! Supplier PO date Req delvery PO Total
121 DDDDDDDDDDDDBS Mo Cintas Corporation 08i21/2006 08/21/2006 $20299| Mo

e Once the PO has been created in Birch Street, you must Submit the order back to the

Punchout supplier for it to be processed. The PO status will change from New to Accepted by
Supplier or Submitted for Approval (only for those hotels using the approval process).

o |f the PO has not been submitted within 7 days, the Punchout supplier’s copy of the PO will

be expired and cannot be processed. The Birch Street PO can simply be deleted by clicking
Delete PO.

Budgeting
If your property is using the Budgeting/Declining Checkbook feature, you will need to add GL accounts to

the PO. If the GL account information is not set up correctly, you will get a message to complete it.
1. Click Header Update to add GL information. Whatever GL accounts are added here will
automatically default to all detail items.
2. If there are individual exceptions, click Print/View/Edit to open the PO form.
3. Click the Edit Line link to change the GL account(s).
4. Make any changes necessary and click Save.
5. Click Submit to send the PO to approvals or to the Punchout supplier.
Microsoft Internet Explorer Pg|

N

S&0- Please complete | cotrect GL acck info For this document via Header Update For all ikems ar PrinkYiew For
selected items,

Punchout Change Orders

There may be the situation where the original items selected in the Punchout are not correct, either the
item, the quantity or some other quality. In this case, a Change Order must be created if the Punchout
supplier allows it.

90
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1. Click EDIT in the grid area from the PO Tab. This will reconnect you to the Punchout supplier’s
web site. Make any changes necessary and click whatever the Submit Order or Checkout
button is in the punchout site.

My Last 30 Days FO's ~|

First Previous Mext Last Refresh

SearchText | GO

Page 1 of 1 fRows 1-1 of 1 found

¢ PO number PO Status Subj / Supplier PO date Req delivery PO Total | Alloc
@ || 121-000000000000655 [ Mew o Cintas Corporation 05212006 0572172006 $202.99] HNo
2. A PO with the status of New will be created with a suffix of —.C001. The original PO will be given a
status of Replaced by CO and the font will change to red.

3. Click Submit to submit the Change Order to approvals or the Punchout supplier.

Note: Some Punchout Suppliers don’t support the editing of a PO to create a Change Order. If this is the
case, you will get a message indicating this.

Microsoft Internet Explorer, P§|

L] E 343- This PO was generated from a punchout supplier that does not support PO editing in Birch Street,
[

Copy PO

Copy PO is not available for Punchout POs. You must go to the Punchout supplier’s site to create a new
PO.

Punchout items and Inventory Order Guide
Punchout items can be put into an Inventory Order Guide after the PO has been created.

1. Punchout to the supplier’s site and create a PO.
2. From the PO tab, click Add to Order Guide.

3. Once the items are in the Inventory Order Guide, they can be used to receive shipments.
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RFQ Creation/Modification

See Documentation Creation/Modification and Overview

The purpose of creating a Request for Quote is to ask for the pricing of non-catalog items. Current
catalog items and pricing are already found within the Birch Street system.

Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

Overview

1.

Buyer selects the first Supplier and clicks Create RFQ with non-catalog items from:
e Catalogs Tab (non-catalog entry)

e Order Guide Tab

e CartTab

2. Buyer modifies the RFQ using Add to RFQ additional items from the above tabs, if needed.

3. Buyer modifies the RFQ using Add Supplier, if needed from the RFQ tab.

4. Buyer views/edits the RFQ using Print / View / Edit. Add/modify detailed information using Edit
Line.

5. Buyer Submits the RFQ to Approvals (if required) or to the supplier(s).

6. Supplier responds to the RFQ with his bid or no bid.

7. Buyer responds to the RFQ for those suppliers who are not ‘on-line’ with their responses, bid or
no bid. (They have communicated together manually by phone, fax or email.)

8. Buyer evaluates the submitted bids and creates a REQ or PO(s).

Create RFQ

1. Click Home in the logo panel to go to the Catalogs tab.

2. Click the Create non-catalog items button to open the free form entry grid. (Or select non-catalog
items from the Order Guide or Cart tab.)

3. Click Select Supplier to choose the first Supplier to whom you wish to send the RFQ. Click the
Clear button to modify the selection. Additional Suppliers are added after the RFQ is created. In
the Order Guide and Cart, the supplier is already assigned to the item.

4. Select the currency, if using the multi-currency feature.

5. Enter information for the items. Item #, Product Name and UOM are required entry. Enter the

92

requested Order Quantity. The Price is not used since that is what you are asking for.
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Search All Catalogs In B Shopping Cart
[ Products | juice | New:0  Total: 00 Lines:0  Total: 00

| | TPO T | | |

[ setect Suppiier | [ Clear |
cunency[uso v

Product Name

Black Widgets [Black widgers

Blue Widgets [Blue Widgets

Create RFQ Window
Click the Create RFQ button to open the entry form. The OK and Cancel buttons are found at the bottom
of the form.

Subject |Wi dyets

Required delivery datelll |08/10,2005 |

Supplier response Dateld | 17/31/2006 |EB

Approver | Ancy Akman e

Please indicate the size of the widgets
available.

Hote to Supplier

Departmentld los7 Q |

Queote to include shipping

Features
SUBJECT

Add any identifying information for this document. (Optional)
REQUIRED DELIVERY DATE

Enter the date when the goods are required at your receiving dock.

SUPPLIER RESPONSE DATE
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Enter the date by which the suppliers are required to respond. This date is important to the
processing of supplier’s bids. The buyer cannot select a bid until all suppliers have responded
(with pricing or declining to respond) or until this date has past.

Approver

Select from the available approvers (only available if approval type is approval-on-the-fly).

NOTE TO SUPPLIER

Include a note to the supplier (optional). The note can be modified or made internal once the
document is saved.

DEPARTMENT

The buyer’s department is defaulted as defined in the Person Screen for the buyer. Only those
departments to which the buyer has security access are available for selection.

QUOTE TO INCLUDE SHIPPING
Check this box to indicate to the Supplier that the quote should include shipping costs.

OK / Cancel

Click OK to save the record and generate the RFQ. Click the Cancel button to stop the Create RFQ
process. Once the RFQ is created, the focus goes to the RFQ tab, and it is loaded with a message
indicating the number of the RFQ created.

| | | | | | RFQ

Al RFG's w
First Previous Mext Last Refresh

Search Column: | FFQ number v | F
Search Text:  [000000000000001 GO
Page 1 of 1/ Rows 1-1 of 1 found

4 RFQ number Status Sent date Response date
® s | 000000000000001 Mesne Widgets 073172006

Add to RFQ
Add items to a RFQ much in the same way as the original creation. The RFQ must already be created.

Only non-catalog items with the same supplier and currency can be added. Other suppliers can be added
later.
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3 REQ Number, Lookup - Microsoft Internet Explorer,

Advanced Search

Search Column: | RFG number ¥
Search Text: ’7 GO

Page 1 of 1 /Rows 1-1 of 1 found

RFQ number Description Status
000000000000001 Widgets ey
< | >
RFQ Header Update

After a document is created, it can be modified while it still has a status of ‘New.’ Included are the same
entry fields as the Create RFQ window. Additional fields are available on the Header Update. Only the
differences will be described here.

Subject |Widgets

Required delivery dateld [06/10/2005 |

Supplier response Datel |07/31/2006 | B

Approver | Andy Akman v
pepartmentd o7 Q

Quote to include shipping

Ship to lecationld | Hitton lrvine Orange County Airport b |
Ship viald | Best Route ~ |
Ship to Attn Hame |Greg0ry Jenson

SHIP TO LOCATION

Those with security access can change the Ship-To address. The default Ship-To address comes
from Company Application Setting entry screen, RFQ Ship to Location. The actual location
address is defined in the Location entry screen.

SHIP VIA

Indicate the buyer’s preference on how to ship the goods.

SHIP TO ATTN NAME
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Defaults from the buyer’s contact person as defined for the main location. This can be modified.
Save / Cancel

Click Save to save the record or Cancel.

Add Suppliers
When the RFQ is originally created, one supplier is selected. If the RFQ is only to go to one supplier, then
no further action is required.

1. From the RFQ tab, click the Add Supplier button to send the RFQ to more than one supplier.

2. Enter the
supplier in the ,
A Supplier Search .
Suppller | 1 Supplier(s) Found
Search text
box and click
GO. Finest Foods Company
Contact: Marilyn Bautizta  (808)5458-5465 Fax:(8051342-9829  mmorrisédbirchstrest.net
) 743 - JWaiakamilo Road
3. Suppliers Honoluiu HI 98817
matching your (Direct
search are
displayed. < >

4. Select the supplier to which you want to send this RFQ.

5. Repeat this process for as many suppliers as necessary.

PO Print / View / Edit
Click the Print / View / Edit button to see the RFQ as it is currently defined. Basic information about the
RFQ is found at the top of the form, ‘Header’ information.

Buttons at the top of the form allow you to print the form, or add notes and attachments (optional).

Note: Those receiving their document as a fax will not receive attachments.
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Identification information gives the document number, status, Supplier’s response requested by date,
and Next Approver.

Ship To information describes where to ship the goods being purchased.

Requestor information describes who is sending the request.

General Info information describes the Ship via, Include shipping, Department and Currency.

[rin | Close | Notes | Attachmenis |

REQUEST FOR QUOTE
Hilton hrvine Orange County Airport
Hilton Supply Management

FFQ HUMEBER : 000000000000001 Status: New

Required Delivery Date : 02/10,/2006 Supplier's Resp Req hy: 07/31/2006
Hext Approver:

Ship To:

Hilton Irvine Orange County Airport

18200 MacArthur Blvd,

Irvine, CA, 926132, Orange, U3
Attn: Gregory Jenson

Requestor: General Info:

Hitton Irvine Orange County Aiport Subject: Widgets
Anudy Alman Ship via: Best Route
Title:  Chef Quate to include shipping: Yes

Phone: (800) 555-1212 Depattmment: 057-Banguets
Fax Currency: UsD

Email:  mmortis@bhirchstreet.net

The center of the form contains supplemental information and a list of the selected suppliers.
Notes and an attachment count will be printed here.

Suppliers’ company names are included here.

MNotes and Attachments:

Header Notes :
1.- Frombuyer - Please indicate the size of the widgets available.
This RF() has 0 Attachments

# Supplier(s)

1 Excellent Hoteliers

2 Finest Foods Company

3 Widget Mfg International

Detail items included on the RFQ are found at the bottom of the form.

Totals are not included on the RFQ because they are unknown at this time.
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# Ttem SEU Product Desc.

1 Black Widgets Black Widgets

2 Blue Widgets Blue Widgets

3 Green Widgets Green Widgets
Edit Line

Qiy
100.00

120.00
11500

EEFS
2

Edit Ling
Edit Ling
Edit Ling

Edit information for a specific line item by clicking on the Edit Line hyperlink. This information is sent to

the supplier.

Item #:

Product name:
Order quantity:
UOM:

Case pack:
Manufacturer:
Wifg part number:
Brand name:
Model:

Commodity:

Black \Widgets
Black Widgets
100

EA

12

Widgets Mfg
BL-456

Cuality Widgets
Black

wWidgets|

Black Widgets

What the Supplier receives

The supplier receives on-line or off-line any additional information added in the Edit Line window.

Note: The supplier does not have any indication that other suppliers are being solicited for a response.

They only know that they received the request.
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Notes and Attachments :

Header Notes :

1.- Frombuyer - Flease indicate the size of the widgets available.

This BEFQ has 0 Attachments

# Item SKU Product Desc. Mifg Part # Brand/hodel Qty UOM  Price Extension

1 Black Widgets Black Widgets Widgets Mfg/BL-456 Quality Widgets/Black oo Ea $0.00 $0.00

2 Blue Widgets Blue Widgets f f 12000 E& $0.00 $0.00

3 Creen Widgets Cireen Widgets f f 11500 Ea& $0.00 $0.00
Sub Total: $0.00

Freighi: $0.00

Bid Total: $0.00
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Edit RFQ
Further editing of a ‘New’ RFQ is made from the RFQ screen. The various RFQ tabs contain information
that can be edited. Click Save when done.

1. RFQ Tab - Dates are modified on the RFQ tab

=3

RFQ 1 1 1 |
Identification
RFG number | %
Subject  fwidgets Status
Buyer ’7 Q
Department |DS? Q

Required delivery date  |08M02008  [08)
Supplier's responze date 0703152006 E

Currency

Trx currency |L|SD Q |

2. Shipping Tab - Shipping information is displayed. The Ship by and Quote to include shipping
checkbox can be modified.

Shipping 1 I I

Ship To

Ship to location

Company Name

Address line 1

Address line 3

|
|
Address line 2 |
|
|

City
State [
Zp fezerz
attertion |
Shipby [Festrode Q)

Guote to include shipping
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3. Lineitems Tab - Line item quantities and UOM can be modified.

SREQUN SSHIBIGN L ine items | | |

¥ &+ 4 ceqch Column ¥ Search Text: GO page |1 of 1 Rows per page |50

Line Item # Product name Oty
1 | Black Widgets | Black Widgets |1 oo |EA
2 | Blue Widgets Bllue Widgets |1 20 |EA
3 | Green Widgets | Green Widgets |1 15 |EA

4. History Tab — system defined fields are tracked in History.

5. Supplier List Tab — Suppliers can be deleted or modified.

| | | Supplier list

¥ & W A ceqch Column: | Supplier name v | W Search Text: GO page [1 of 1 Rows per page |50

Supplier name Contact Phone 1 Fax number SOTF Fax #
Excellert Hoteliers Kurt & Gardner | mmorris@hirchstreet.net | 005885555 | 3105745575

Finest Foods Company | Marilyn Bautista | mmorris@hirchstreet.net | 5055480365 | 9495519564

I:I ‘Widget Mfg International | Bob Smithzon mmorrizi@hbirchstreet net | 8086541236 | 9495519866 9495519866
Supplier
Rovwe
Supplier company 1D |99999 Q |
SOTF Fax number 3498519866 Q,

Supplier narme |

Email |mm0rris@birchstreet.net

Supplier contact IO

Contact name

Etmail

Fax number

Phane 1
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Buyer Submits RFQ to Supplier(s)

Once the RFQ is submitted to supplier(s), the Sent date is populated and the Status changes to Supplier
response pending. Suppliers receive an email notification alerting him that a RFQ has arrived. Those
suppliers who are off-line receive an email with the actual RFQ as an attachment.

All RFG's w

Search Column: | RF@ number v | F

Search Text: GO

Page 1 of 1 /Rows 1-1 of 1 found

/ RFQ number Status Sent date Response date
@ @5 000000000000001 Supplier response pendinglWidgets 07 i26/2006 19:31:59 07 i31/2006

On-line Supplier Responds with a Bid
When the Supplier receives an on-line RFQ, he clicks on the Edit Response button to enter his bid in the

RFQ Response screen.

| | RFG Response

RFa's Meeding Response

ﬂ

First Previous Mest Last Refresh

Search Columr; | FFQ number v | F
Search Text:  |000000000000001 GO
Page 1 of 1 /Rows 1-1 of 1 found

Response
RFQ number 4 Submitted date date
= " | Subjectiidgets e
@ ‘@5 000000000000001 Supplier response pending Buyer: Hitan Irvine Orange County Airpart 07 i26/2006 19:31:59 07312008 $0.00

The options available are:

e No Bid. The supplier declines to bid on this RFQ. The buyer’s record is updated.

e Bid. The supplier enters a bid and submits it to the buyer. His record is updated.
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No Bid

If the supplier declines to bid, he simply enters a date on which the quote expires (because it is a required
field for everyone) and clicks on the No Bid button.

e
| | !
Identification
RFQ number l— RFQ response number |
Subject | Status
Buyer company ,7 Buyer natme li

Suppliet company 10

Suppliet name |

Dates
cuateexpreson @
Submitted to suppliers on 1" 2R/2008 19:31:29 Supplier's responze date ,7
Supplier viewed RFG on ,— Supplier responded on ,—
Totals

Line item total
Freight
Bid grand total

Shared Notes

“iew notes/attachment O
message

Submit a Bid
1. Save modifications as often as needed and recall the RFQ for further editing using the Save
button.

2. Once the RFQ is in its final form, click the Submit button.

Note: The Submit button here and on the RFQ front page tab perform an identical process.
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RFQ Screen Description
1. RFQ Response Tab - The supplier completes the Quote expires on date.

104

ON DEMAND FPROCL

Birchstreet

(GEMENT

["Sove | puieis | Submit | prnt/View | 1 Notes | itach | Noid

RFQ Response

Identification
RF&@ number

Subject
Buyer company
Supplier company D

Supplier name

Dates

IDDDDDDDDDDDDDU1

IWngets
IHiIton Irwine Orange Cou

245

|Finest Foods Company.

Guote expires on

Submitted to suppliers on

Supplier viewed RFG an
Totals

Line tem total

Freight

Bid grand total

Shared Notes

Wiewy notessfattachment
message

Jorreezoos [TE |

ID?.QB.QDDB 19:31:59

ID?.QB.QDDB 19:31:59

I $0.00
I $0.00
I—

|

RF& response number
Status

Buyer name

Supplier's response date

Supplier responded on

IDDDDDDDDUDDDDD1 -268-2

Supplier response pending

IAndy Akman

ID?I31 f2006

["Sovo | Deiie | Submit | —print IView | 1 Notes | Aitach | NoBid

2. Shipping Tab — The supplier modifies the shipping method if necessary.

MREQIRESHONSSN " Shipping | |

Ship Information

Ship to location

Company nName

Address ling 1

Address line 2

Address line 3

City

State

Zip

Attention

|Hi|t0n Irvine Orange Count

|Hi|t0n Irvine Orange County Airport

|12E00 MacArthur Blvd.

|Irvine
ICA
|9281 2

|Greg0ry Jenson

Ship by

|3

|Be=t Route
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Supplier enters the Unit Price and any Freight costs. This is the simplest entry and the

supplier is done.

If the item requested is not available, supplier either enters 0 into the Quantity and Unit

Price.

If the supplier wants to substitute another item, overwrite all the fields with the correct
information. This will be available to the buyer during his selection process.

Note: When the buyer compares pricing, he is no longer comparing like items.

¥ &+ A seqrch Column: |Ling

Line Items Tab — The supplier clicks on the Edit button on the line item to load the detail record
into the entry area.

v | ¥ search Text: |

G0 page of 1 Rows per page [S50

Line Hem #

Product name

aty  UOM

Unit price

Extension Freight

Total line amt

| 1 | Black Widgets | Black widgets 100 | EA
[ Edit | 2 | Bluewidgets | Blue Widgets 120 | EA
ENETE
Item
e | 1
tem#  |Black Widgets
Product rame  |Black Widgets
uoM [gs temsperuom [ 1z
City [—100 Manufacturer  fiidgets Mig
Unit price [—$538 Mfiy part number |EIL-4SB
Extended amourt [— Brand name |@ual’rty Widgets
Freight | s26.56) [l Model  [Black

Guote to include shipping

Commodity cods dee{s

Click OK to save the line item.

Click Save to save the REQ without submitting to buyer.

History Tab - system defined fields are tracked in History.
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5. Once the bid information is completed, click Submit to submit the RFQ to the buyer. The
Supplier's RFQ status changes to ‘Submitted to buyer.’

i

| |
¥ & » 4 cearch Column: ¥ Search Text: G0 page [1 of 1 Rows per page |50

Line Hem # Product name Oty UOM Unit price Extension Freight Total line amt
1 | Red Widgets Red Widgets 100 | EA 935 F535.00 F26.55 Fa61.58
2 | BlueWidgets | Blue Widgets 120 [ E& $4.36 $523.20 $16.58 $540.05
3 | GreenWidgets | Green Widgets 113 | EA §377 43355 F15.45 452.00
149175 $62.21 #1,553.96 ||
|

Buyer Responds on Behalf of Off-line Supplier with a Bid

BIRCH|STREET

DHideSummary Hide Loge Home My Settings Help J4Help FAQQ-Tips Logout

Wielcome Andyy ARMEN | 365 Hiton Irvine Orange Courty Airport v | [ride Menu

Main Menu Search All Catalogs rL Box Shopping Cart
My Menu Procucts || | New:0  Total: 00 Lines:0  Total: 00
=l Procurement.
o Approvals
Receiving | | | | |
Reconciliation

Request For Quote (RFQ) N
Requisition AIRFQ's b

RFQ Response Fitst Previous Mext Last Refresh

RrU Selection
Supplier On The Fly Search Column:; | RF@ number v ¥
Accounts Payable SearchTest | GO

ompany Administration

| RFQ

Page 1 of 1 fRows 1-1 of 1 found

Response

# RFQ number Sent date date
® @ 000000000000009 Supplier response pending [Widgets 07 [26/2006 19:31:59 073172006

There is the situation where the supplier is off-line and cannot respond within the eProcurement system.
In this case, the supplier contacts the buyer after receiving the RFQ, and gives his no bid or bid to the
buyer.

The buyer then must enter the bid on behalf of the supplier.
1. Click the Hide Menu checkbox in the logo panel to display the Main Menu.

2. Click the + next to the Procurement menu item to display additional items.
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3. Click RFQ Response.

4. Load the REQ in question for the correct off-line supplier. (There may be more than one off-line
supplier.)

5. Enter the information communicated by the supplier in the same manner as the supplier above.

6. Click Submit to submit the supplier's RFQ Response.

Buyer Selects a Response

When all suppliers have submitted their response or the Supplier response date is past, the buyer is now
ready to evaluate the bids, select the supplier(s) and create a document. The buyer will receive an email
notification indicating that the “Suppliers’ response is complete.”

1. Click the Select Bid button.

2. The default list of RFQs is the ‘Supplier response complete.’ (Other filter options are ‘Supplier
response pending’ and ‘Document generated.’) Click the RFQ to load it into the entry panel.

3. RFQ Selection Tab describes ‘Header information. (No entry is permitted.)

| | | | | | m

Search Column: | RFQ number v | F
Search Text: GO

Page 1 of 1 /Rows 1-1 of 1 found

Response date

073172006

BIRCH|STREET

WWelcome Andy Akman Home Settings Help FAQ/Q-Tips Hide Logo CEntry OList &) vertical ) Horizontal
|| Supplier responze complete | IC_kdvanc:ed

RFQ Selection
Search Column; | FFG number (v | ¥ \dentificati I :
dentification
Search Text: GO

Page 1 of 1 /Raows 1-1 of 1 found RFQ number | N Status

Description |

RFQ number
Buyer |
000000000000001
Mumber of RFG sent Mumber of RFQ responded
Supplier's responze date

Bid Results Home Currency
Lowest bid supplier |

Trx currency | | Home currency | |
Exchange rate
Lowvest hid total Loweest hid total
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4. Shipping Tab describes where to ship the goods.

| _attach |
Shi]:ping |

Ship Information

Ship to location

Company name

Address line 1

Address line 2

Address line 3

State

Zip

Attention

|
|
|
|
|
city |
|
|
|
|

Ship by

5. Lineitems Tab When the items are first loaded, they are grouped together first by item number.

| | | |
|

¥ 4 P A seqch Column | Select ¥| ¥ SearchTest | A1 ¥[GO page[t  of 1 Rowsperpsge [s0
Select tem # Product name Supplier name Status Qty Price Freight Subtotal
I"" |:| Black Widgets | Black Widgets Excellent Hoteliers Supplier declined 100
I Fl Red Widgets Red Widgets Finest Foods Company | Submitted 100 §5.35 F2688 56185
I Fl Black Widgets | Black Widgets Widget Mg International | Submitted 100 §5.55 F30000 55500
F' |:| Bilue Widget= Blue Widgets Excellent Hoteliers Supplier declined 120
l |:| Bilue Widget= Blue Widget=s Wyidget Mig International | Submitted 120 .22 F15.00 F521 40
l |:| Blue Widget= Blue Widget=s Finest Foods Company | Submitted 120 §4 .36 F16.88 F54008
F |:| Green Widgets | Green Widgets Excellent Hoteliers Supplier declined 115
I |:| Green Widgets | Green Widgets Widget Mfg International | Submitted 115 §3.88 F25.00 Fa71 .20
I |:| Green Widgets | Green Widgets Finest Foods Company | Submitted 115 F377 F18.45 F452.00
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6. Buyer clicks on the Lowest Item button and the items are then sorted by the lowest price
(including freight). This helps the buyer to evaluate his best pricing line by line.

Note: If a supplier declined to bid, the Status is ‘Supplier declined’ and cannot be selected for
inclusion on a document.

| Save | Attach
!

|

¥ A P+ A SeqchColumn: | Select “ | ¥ Search Text: | Al % [GO page ,1_ of 1 Rows per page IF
Select Item # Product name Supplier name Status Qty Price Freight Subtotal

=" ™ Green Widgets | Green Widgets Finest Foods Company | Submitted 113 $3.77 F1E8.43 $432.00

Fl Green Widgets | Green Widgets Widget Mg Internstional | Submitted 115 $3.85 2300 F471 .20
F‘ ™ Blue Widgets | Blue Widgets Widget Mg Internstional | Submitted 120 5422 $15.00 F321.40
| Fl Blue Widgets | Blue Widgets Finest Foods Company | Submitted 120 §4.36 $16.83 F240.08
r—""‘ | Red Widgets Red Widgets Finest Foods Company | Submitted 100 §5.35 F26158 561 .88
| Fl Black Widgets | Black Widgets Widget Mfg International | Submitted 100 §5.55 $30000 $285.00
| Edit | |:| Black Widgets | Black Widgets Excellent Hoteliers Supplier declined 100

|:| Bilue Widget= Blue Widgets Excellent Hoteliers Supplier declined 120

|:| Green Widgets | Green Widgets Excellent Hoteliers Supplier declined 115

7. Buyer clicks on the Lowest Supplier button and the items are then sorted by the total of all items
(including freight). This helps the buyer to evaluate the entire order by one supplier.

EXNTTE

—_Lowesl Sppber_|

¥ 4+ A ceqchColumn | Select ¥ | ¥ SearchText |41 ¥[GO page [t of 1 Rowsperpage |50
Select Item # Product name Supplier name Status Qty Price Freight Subtotal
| Edit | ™ Green Widgets | Green Widgets Finest Foods Company | Submitted 115 $377 §15.45 F452.00
Fl Blue Widgets | Blue Widgets Finest Foods Company | Submitted 120 §4.36 $16.83 F240.08
Fl Rred Widgets Red Widgets Finest Foods Company | Submitted 100 $5.35 2683 361 88
I Edit| ™ Green Widgets | Green Widgets Widget Mg Internstional | Submitted 115 $3.88 F25.00 F471.20
Fl Blue Widgets | Blue Widgets Widget Mg Internstional | Submitted 120 5422 1500 321 .40
Fl Black Widgetz | Black Widgets Widget Mg Internstional | Submitted 100 $5.55 $30.00 28500
| Edit | | Black Widgets | Black Widgets Excellent Hoteliers Supplier declined 100
|:| Bilue Widget= Blue Widgets Excellent Hoteliers Supplier declined 120
|:| Green Widgets | Green Widgets Excellent Hoteliers Supplier declined 115
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8. The buyer decided to select the lowest pricing and receive the items from two different suppliers.
He decided to not accept the substitute item (Red Widgets), even though it was less expensive.

| Save | atach | | _Lowestitem __ |
|

¥ & P A coqch Column: | Select ¥ | ¥ Search Text: | &1 % | GO page [1 of 1 Rows per page |50

Select ltem # Product name Supplier name Freight Subtotal

' Edit | Green Widgets | Green Widgets Finest Foods Company | Submitted 115 $3.77 Fl5.45 F432.00
| Edit | ™ Green Widgets | Green Widgets Widget Mg International | Submitted 113 F3.88 F23.00 F471.20
r""' Blue Widgets | Blues Widgets Widget Mg International | Submitted 120 422 $15.00 F321.40
| Edit | |:| Blue VWidget= Blue VWidgets Finest Foods Company | Submitted 120 $4.36 F16.63 F240.03

D Red Widgets Red Widgets Finest Foods Company | Submitted 100 $5.35 F26.63 Fa61 .85
r_ Black ‘Widgets | Black Widgets Widget Mfg International | Submitted 100 $5.55 F30.00 Fa85.00
Edit | |:| Black Widgets | Black Widgets Excelent Hoteliers: Supplier declined 100

|:| Blue Widget= Blue Widget= Excellent Hoteliers: Supplier declined 120

|:| Green Widgets | Green 'Widgets Excellent Hoteliers: Supplier declined 115

9. Once the buyer has made his selection by checking the box, he can now create a document.

e Click Create PO to create a PO. In this case two POs will be created. Only on PO per
supplier is created. You will be asked to confirm your decision to create a PO. Click OK.

e Click Create REQ to create a REQ. In this case one REQ will be created. Multiple
suppliers are allowed on one REQ. You will be asked to confirm your decision to create a
PO. Click OK.

|

¥ AP A ceqchCoumn: | Select % |¥ SearchText | Al ¥[GO page [t of 1 Rowsperpage [s0
Select ftem # Product name Supplier name Status Qty Price Freight Subtotal
Green Widgets | Green Widgets Finest Foods Company | Subtnitted 113 F377 F15.45 $452.00
F] Green Widgets | Green Widgets Widget Mg Internstional | Submitted 113 $34858 F25.00 $4741.20
Blue WWidgets | Blue Widgets Widget Mg Internstional | Submitted 120 §4.22 F15.00 3221 .40
F] Blue WWidgets | Blue Widgets Finest Foods Company | Subtnitted 120 436 F16.85 24005
il Red Widgets Red Widgets Finest Foods Company | Subtnitted 100 $3.35 126.85 Ja61 .85
Black Widgets | Black Widgets Widget Mg International | Submitted 100 $3.55 F30.00 28500
il Black Widgets | Black YWidgets Excelent Hotelier = Supplier declined 100
|:| Blue Widgets Blue Widget= Excellent Hoteliers Supplier declined 120
|:| Green Widgets | Green Widgets Excellent Hoteliers Supplier declined 115
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10. If a supplier is included whose quote is expired, there is a message to alert the buyer. “44-You
can only select items with supplier bid date not expired.” To determine whose quote is expired,
click the right arrow to make the grid wider. In this case, select items from a different supplier
whose Expiration date is not past.

reste o
|

¥4 |E| A Search Column: | Select V| ¥ SearchTest |Al v |GO page [t of 1 Rowsperpage [s0
Select ltern # Product name Supplier name Status Qty Price Freight Subtotal Expiration date
|:| Bilack Widgets | Black Widgets Excellent Hoteliers Supplier declined 100 0E#01 /2006
F Red Widgets Red Widgets Finest Foods Company | Submittedd 100 $5.35 §26.88 F561.85 03401/2006
|:| Black Widgets | Black Widgets Widget Mfg International | Submitted 100 $5.55 $30.00 §555.00 03406/2006
|:| Blue Widgets Blue Widgets Excellent Hoteliers Supplier declined 120 05401 /2006
O Blue Widgets | Blue Widgets Widget Mfg International | Submitted 120 $4.22 $15.00 $521.40 03062006
D Blue Widgets Blue Widgets Finest Foods Company | Submittedd 120 4.36 §16.88 §540.05 03401/2006
|:| Green Widgets | Green Widgets Excellent Hoteliers Supplier declined Ms 0001 2006
F Green Widgets | Green Widgets Widget Mfg International | Submitted 1135 §3.85 F25.00 F471.20 03406/2006
|:| Green Widgets | Green\Widgets Finest Foods Company | Submittedd 1135 F3.77 §15.45 F452.00 05001 £2006

11. Once the PO has been created, return to the PO tab on the front page. Click the Refresh link to
update the contents on the page. Notice that two POs were created from the RFQ selection

process.
Search All Catalogs In Blox Shopping Cart
Products A New: 0 Total: 00 Lines: 0 Total: 00
| | | " PO_] | | |
My Last 30 Days PO's w
First Previous Mext La:
Search Column: | PO number >y

Search Text: GO

Page 1 of 1 i Rows 1-3 of 3 found

Subject:
® 000000000000003 | Mew Mo Supplier: Widget Mg International 07272006 08M 0/2006 $1,106.40 $1,106.40( No
Subject:
@] 000000000000002 | Mew Supplier: Finest Foods Company 07272006 08M 0/2006 $452.00 $45200| Mo
(— Subject: Juice Order
(&) 0000000000000 | Mew ] Supplier: Finest Foods Company 07 f26/2006 072872006 $29320 $293.20] Mo

12. Continue with the PO process as normal.
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REQ Creation/Modification (not using Inventory)
See Documentation Creation/Modification and Overview

The purpose of creating a REQ (Requisition) is to gather items internally, allow them to go through any
approvals necessary before preparing a Purchase Order.

Note: Many features require security rights. If a tab or button is not visible to you, your position does not
have security access.

Create REQ

Create REQ window
Click the Create REQ button to open the entry form. The OK and Cancel buttons are found at the bottom
of the form.

Subject |

Required delivery date [ ] E'

Approver Gregaory Jenzon-General Manager L
Internal Hote

Purchase Type [ )] General L

Ship to Attn Hame |Gregory Jenson

Departmentd |os7 Q [
GL Account D | Q |

Reset Dept/GL acct # [

REQ Type O | Standard -

Use Tax % ,7
{Uncheck to add flat amts) D e 0.0

Use Freight % _ ’7
{Uncheck to add flat amts) D Freight j0.0
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PO Creation/Modification

See Documentation Creation/Modification and Overview

The purpose of creating a PO (Purchase Order) is to prepare a legal document, allow it to go through any
approvals necessary, and then send it to the supplier to fulfill.

Note: Many features require security rights. If a tab or button is not visible to you, your position does not

have security access.

Create PO window

Click the Create PO button to open the entry form. The OK and Cancel buttons are found at the bottom of

the form.

Tax & Freight applied to line items

No Budgeting

Tax & Freight applied to line items
or to separate GL Account

With Budgeting

Confirming PO [F

Subject |.Juwce order

Required delivery date o W E

Approver [+ ] David Johnson -

Hote to Supplier

Purchase Type )] Beverage L2

Confirming PO ]

Subject [

Required defivery date @[ =

Approver O Select Entry -

lNote to Supplier

Allow partial ship

Ship via Best Route .

Ship to Attn Hame |David Jahnson

Cost center |

Source Document |

Purchase Type O Select Entry v
Allow partial ship ]
Ship via Blest Route v

Ship to Attn Hame  [regory Jenson

Cost center [

Departmentl [ps7 Q
GL Accountd [ Q [

Reset Dept/GL acct # [ |

Source Document |

Use Tax %

{Uncheck to add flat amts)
Tax 775
Use Freight %

{Uncheck to add flat amts)
Freight 100

Less Discount Amount o

Description of fields

Use Tax % O
{Uncheck to add flat amits)

Tax 0.0

Use Freight % O

{Uncheck to add flat amts)

Freight joo GL Account | Q

Less Discount Amount o

NOTE: BUYER’S HAVE ONLY THE FIELDS THAT ARE GRANTED TO THEM THROUGH THEIR SECURITY ACCESS. NOT ALL FIELDS WILL BE PRESENT

FOR ALL USERS.
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CONFIRMING PO

Check this box only if this is a confirming PO. This allows the buyer to record a purchase that has
already been made so it is not sent to the supplier.

SUBJECT

Add any identifying information for this document. (Optional)

REQUIRED DELIVERY DATE
The Required Delivery Date is very important throughout the system.

o |If the date is entered as today, there is an alert message to that effect. You will not be
prevented from using this date, but it is questionable whether the supplier can turn
around an order in such a short time frame.

e This date governs when the budget is decremented (if using budgeting). Budgeting
amounts must be defined within the period and for a valid department.

Approver
Select from the available approvers (only available if approval type is approval-on-the-fly).
NOTE TO SUPPLIER

Include a note to the supplier (optional). The note can be modified or made internal once the
document is saved.

PURCHASE TYPE

The Purchase type is one of the following: Food, Beverage or General. This allows the PO to be
categorized for reports later on in the process. If defined and using budgeting, a GL Account can
be associated with a purchase type.

ALLOW PARTIAL SHIP

Check this box as information to the supplier on whether you will allow a partial shipment. This is
informational only. There is nothing to prevent the supplier from making a partial shipment.

SHIP VIA
Indicate the buyer’s preference on how to ship the goods.
SHIP TO ATTN NAME
Defaults from the buyer’s contact person as defined for the main location. This can be modified.
COST CENTER

This is a memo only field for costing information.
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DEPARTMENT

The buyer’s department is defaulted as defined in the Person Screen for the buyer. Only those
departments to which the buyer has security access are available for selection.

GL ACCOUNT

Enter the Required delivery date before entering the General Ledger Account information. Only
accounts with budgeting information defined are available for selection.

If budgeting is turned on for your property, zoom to select a GL Account to be associated with this
PO. Only those GL accounts that are valid for the buyer will be available for selection.

If defined, the GL Account defaults from an account associated with the Purchase type. This is
defined at the property level.

RESET DEPT/GL ACCT #

This field is used when creating a document from an Order Guide. Leave this box unchecked to
accept the GL Account as defined on the Order Guide. Check this box to override existing GL
Accounts with the account defined at the header level. If no GL Account is defined in the Order
Guide, it will default to the GL Account at the header level.

SOURCE DOCUMENT
This is a memo only field for source information (optional).
Tax expenses can be captured in two ways:
1. The tax decrements the GL Account associated with the line item and its allocations.
2. The tax decrements the GL Account associated with up to four pre-defined tax authorities.

Line Item GL Account decremented
USE TAX % (UNCHECK TO ADD FLAT AMTS)

Check this box to calculate tax on taxable items on a percentage basis. Uncheck this box to
calculate tax on a flat rate basis distributed over all taxable items.

TAX
Enter the tax percent (box is checked) or the tax flat amount (box is unchecked) to be either
distributed over the taxable items or, if a GL Account is selected, made separate from the items.
(TAX) GL ACCOUNT

Leave this field blank to distribute tax amounts to the GL Account associated with each line item.
Enter or zoom to select a GL account to record tax amounts separately from the item. Only those
GL accounts that are valid for the buyer will be available for selection.
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USE FREIGHT % (UNCHECK TO ADD FLAT AMTS)

Check this box to calculate freight on all items on a percentage basis. Uncheck this box to
calculate freight on a flat rate basis distributed over all items.

FREIGHT

Enter the freight percent (box is checked) or the freight flat amount (box is unchecked) to be
either distributed over all items (no GL Account is entered) or, to a specific GL Account (GL
Account is entered).

(FREIGHT) GL ACCOUNT

Leave this field blank to distribute freight amounts to the GL Account associated with each line
item. Enter or zoom to select a GL account to record freight amounts to a specific GL Account.
Only those GL accounts that are valid for the buyer will be available for selection.

LESS DISCOUNT AMOUNT

Enter a discount amount, if necessary. The discount is taken after all calculations of tax and
freight are made.

OK / Cancel

Click OK to save the record or Cancel. Once the PO is created, the focus goes to the PO tab, and it is
loaded with a message indicating the number of the PO created.

My Last 30 Days PO's A

Search Column: | PO number b
Search Text:  |000000000000027 GO
Page 1 of 1 /' Rows 1-1 of 1 found

£ POnumber |PO Status Subj / Supplier PO date Req delivery PO Total
Subject: Special order
@ 000000000000027 | Mew Mo Supplier: Finest Food Company 07 242006 07242006 F14579( MNo
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Tax Authority GL Accounts Decremented

Tax applied to Tax authorities with Budgeting

Confirming PO O

Subject [

Required delivery date I [072772008 =

Approver O Maggie Hino 0
Hote to Supplier

Purchase Type O Beverage v
Allow partial ship O

Ship via UPS 2nd Dary Air v

Shipto Attn Hame  |Maggie Hino

Cost center [

DepartmentDl Josz Q I

GL Accountd [os7-3a4-10 Q |

Reset Dept/GL acet# []

Source Document |

Use Tax %
(Uneheck to add flat amts)

Tax .

Tax Level 1 2z GL Account  [5o0am o0 Q
Tax Level 2 [3.3303 6L Account  [500.402-00 i [
Tax Level 3 [i 4245 GL Account  [5n0-an3.00 Q
Tax Level 4 [t 5051 6L Account  [z00.404-00 @ [
Use Freight % 0

{Uncheck to add flat anits)

Freight Joo 6L Account  [z00.500-00 Q [

Less Discount Amount [0

USE TAX % (UNCHECK TO ADD FLAT AMTS)

This box is automatically checked to sum up the defined 1-4 tax percentages in the Tax field. Tax
authorities are defined in Company Application Setting.

Uncheck this box to use a flat amount. The flat amount is distributed to the defined GL accounts
by taking the total of the tax percentages, equating them to 100%, and then allocating them to
each GL account accordingly.

TAX (VALUE)

The tax percents are summed up here and disabled. If using a flat amount, uncheck the Use Tax
% and enter the flat amount.

TAXLEVEL1-4
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The tax percentages and GL Accounts are defaulted from the Company Application Setting and
can be modified. If flat amounts are used, the percentages are used to distribute the flat amount.
Only those GL accounts that are valid for the buyer will be available for selection.

Note: If the GL Accounts are left BLANK, the tax will be included with the items’ GL Account
entered below the Department field.
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Add to PO
Add items to a PO much in the same way as the original creation. The PO must already be created. Only
items with the same supplier and currency can be added.

2} Purchase Order, Number Lookup - Microsoft Internet Explorer

Advanced Search
First Previous Mext Last Refresh

Search Text: o) Q

Page 1 of 1 fRows 1-2 of 2 found

/PO number Subject PO Status
000000000000027 | Special order Mewy 07247200
000000000000026 ey 0531 2006
< b3

PO Header Update

After a document is created, it can be modified while it still has a status of ‘New.” Included are the same
entry fields as the Create PO window. Additional fields are available on the Header Update. Only the
differences will be described here.

Confirming PO O

Subject Jauice Creer

Required delivery date O [o7o82008 i

Approver | Ancdy Akman-Chef A |
Purchase Type O | Beverage v |

Allow partial ship  []

Ship via Fiest Route v
Ship to locationld | Hiton Irvine Grange County Airport v

Ship to Attn Hame  |Gregary Jensan

Billto locationld | Hiton Irvine Crange County Airport v
Payment Method D | Crecit card v
Credit Card Il | Disposmsssmsssnsars v

Fax lHumber |

Cost Center [
Department ns7 Q [
6L Aceountd [057-344-10 Q |

Reset Dept/GL acct & []

Source Document |

Use Tax %

{Uncheck to add flat amts)

Tax |50

Use Freight %

{Uncheck to add flat amts)

Freight 5.50 GL Account  |5n0.500.00 Q |

Less Discount Amount  [1.00

Purchase Type/GL Account

If defined, the Purchase Type defaults an associated GL Account This is defined at either a
property or person level.
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SELECT SUPPLIER
THIS CAN ONLY BE CHANGED IF THE PO IS FOR A SUPPLIER ON THE FLY VENDOR.

SHIP TO LOCATION

Those with security access can change the Ship-To address. The default Ship-To address comes
from Company Application Setting entry screen, PO Ship to Location. The actual location
address is defined in the Location entry screen.

PAYMENT METHOD

The Payment method defaults to ‘Purchase Order.’ If the buyer’s position security allows, the
payment method can be changed to options defined specifically for the buyer. The supplier must
offer this option. When Credit Card or P-Card is selected a new field appears, Credit Card.

CREDIT CARD

If the Payment Method is Credit Card or P-Card, select from the defined cards. These cards are
defined for each buyer on the Person Screen.

FAX NUMBER
The fax number can be changed for a SOTF or Off-line supplier using a fax to receive POs.
Save / Cancel

Click Save to save the record or Cancel.
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PO Print / View / Edit

Click the Print / View / Edit button to see the PO as it is currently defined. Basic information about the PO
is found at the top of the form, ‘Header’ information.

Header Information Buttons at the top of the form allow you to print the form, or add notes and
attachments (optional).

Note: Those receiving their document as a fax will not receive attachments.

Identification information gives the document number, status, PO type, Purchase type, Next Approver.
Supplier information describes where the PO is being sent for fulfillment.

Bill To information describes where to send the supplier’s invoice.

Ship To information describes where to ship the goods being purchased

prin | Close ] otes | ttachments |

PURCHASE ORDER
Birch Street Mayan Inn

Birch Sfreef Demo
PO NUMEER : 000000000000027 Status: New
Required Delivery Date : 07/24/2006 PO Submit Date:
Source Document Next Approver:
Internal PO No.:
PO Type: Standard
Purchase type : Beverage
Supplier: Bill Te:
Finest Food Company Birch Street Mayan Inn
660 Merchant 1200 Butter Street

San Francisco, CA, 24111, U3
Attn: Evelyn Mchdasters

Title: Zales Manager

Fhone: (200) 653-2145

Fax:

Email: mmormis@hirchstreet.net

San Francisco, C&, 94115, U3
Attn: Margaret Mason

Ship To:

Birch Street Mayan Inn

1800 Sutier Street

San Francisco, CA, 94115,US
Atin: Margaret Mason

Buyer / Terms information
The center of the form contains general information about the PO.

Sent From information describes who is sending the PO.

Terms information describes how to ship, any terms, and payment method. If the supplier accepts credit
card, that information will be sent to the supplier but will be masked for the buyer.

Notes will be printed here and attachments count.

121 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(Bimh 2

Sent From:

Birch Street Mayan Inn

Mr. Steve Taylor

Title: AP Cletk

Phone: (2007 652-3652

Fax:

Email: mirortis@birchstreet.net
Cost Center:

Motes and Attachments :

Header Motes :
Mo Motes

This Purchase Order has 0 Attachments

Detail line items

Texms:
Bubject:

Parttial Order Accepted:

Ship wia:
Payment Tetms:
Department:
Payment Method:
FOB :
Mastercard:

Card Holder Name:

Bpecial order
Mo
UP3 Ground

FDBEV-F&B
Credit card
Diestination

ek ke AT

Steve Taylor

Detail items included on the PO are found at the bottom of the form.

Non-catalogs are indicated by an * [asterisk] after the Item SKU.

Exp:08/09

GL Account and Department are displayed before the Product Description if budgeting is turned on.

Totals are displayed including Freight, Tax and Discount.

# Ttem SKU

1 PFJ-2039 *
2 0113DANE
3 0117BAFM

Product Desc.

* - Non catalog item

10-30-1800 / F&E Fassion Fruit Juice
10-30-1800 / F&E Danish, Nut 1.5 oz 3m
10-30-1800 / F&E Bagels, Plain Mind

Qiy TOM

1000 GAL

1400 3

1500 C3
Sub Total:
Freight:
Tax Amount:

Less Discount:

Total asount due:

Price
$13.9000
$127.5000
$2.6400

Extension
$139.90 Edit Line  Edit Alloc
$1,725.00 Edit Line Edit Alloc

$39.60 Bdit Line Edit Alloc

$1,964.50
$08.22
$166.98
$13.00
$2,216.70

Line item with no quantity

If a line item on the PO has an Order Quantity equal to zero, then the line will display with a “strike-
through” so the user knows that no quantity will be ordered for the line. This is a visual cue for the buyer
to see that an item was added to the PO without quantity or that an approver has zeroed out a quantity

during the approval process.

NOTE: Zero Quantity line items will not be included on the Suppliers version of the PO
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# Tem SEU Product Desc. Qiy UOM Price Exiension
1 SKU120002 057-353-00 /057 Feather Down 500 Ea& $10.5000 $52.50 Bdit L Bdit Alloc
|2 seozo0e BS7-353-00+- 057 Foos Sard B9 Edr 3560 5598 bt Lo B anioc
3 BKU120004 057-333-00 /057 Foss Guard Healthcare 600 E& $13.6600 $1.96 Bdit Lin Bt Alloc

Sub Total: $134.46

Freight: $0.00

Tax Amount: $0.00

Less Discount: $0.00

Total amount due: $134.46

To correct the zero line item, the buyer will need to click Edit from within the Purchase Order and enter in
a quantity.

As soon as the Save is clicked, it refreshes the view of the PO and the strike through is no longer visible
on the Purchase Order.

The supplier will receive the purchase order minus the line item that has a strike through.

Edit Line hyperlink

Clicking the Edit Line hyperlink next to the selected item does further editing of a specific line.
¢ Non-catalog items allow editing of the item itself.

e Catalog items only allow editing of the Order quantity and UOM.

For Budgeting: Editing is allowed for Department, GL account and Preset Alloc. Only those
Departments and GL accounts that are valid for the buyer will be available for selection.

Note: An item can only be deleted while there are other remaining items. The last item on the document
cannot be deleted.
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Non-catalog item with Budgeting Catalog item with Budgeting

T —
Item #: [PFiz0zs ftem # [prizoens
Product name:  [Passion Frut Juice Productname:  [anish it 5oz o
Leadtimeindays: | Leadtimein days: [
order quantity: o0 Order quantity:  [14.00
Uom: GaL UOmM: [es=—

i Price: [pizrsoo0
Price: 13,9900 )
Extension: R Extension: [r7eson

Tax exempt: r

Tax exempt: r

Case pack: Er
Dimensions: —
Min order qty: A
Manufacturer: [
Mfg part number: [
Brand name: —

Case pack: —
Dimensions: —
Win order qty: —
Mamdacturer: [
Mfgpartnumber: [

Brand name: Model: —
Model: Size: r—
Size: ’7 Commaodity: ’7
Ci lity:
ommodity: Departmentd [FoBEy Q |
Departmentd = o1 [ 6L accountd [10-30-1800 Q J
GLaccountd 10309600 Q) Preset Alloc Q
Preset Alloc o]
Allocations
Edit Line

It is possible that a purchase from a single PO line item would need to be shared among departments, or
spread over multiple GL periods, or assigned to multiple GL accounts. For example, 10 cases of copy
paper are purchased for the entire property. The cost needs to be allocated across all departments in
differing amounts. A preset allocation can be created to reuse whenever a similar allocation is needed.

Using Preset Allocations
Initial setup of Preset Allocations is available to administrative positions. (See Preset Allocations Setup.)

To use a Present Allocation, do the following:
1. Click Edit Line hyperlink on the Print / View / Edit window.

2. Enter or zoom to select a preset allocation. Click Select to return the selection.
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N QEMAND PROCUREMENT

ltem #: |

Product name: |

Lead time in days: |

Order quantity:  |5.00
UOM: |

Price: |

Extension: |

Tax exempt: [v

Case pack: [

Dimensions:
Min order «ty:

=} Preset name lookup - Microsoft Internet Explorer,

Manufacturer: Advanced Search

ifg part number: First Previous Mext Last Refresh

Branid name: Search Column: ¥
Model: Search Text: GO

Page 1 of 1 /Rows 1-1 of 1 found

Size:

Commodity: Preset name

Category ID: % 1 - Current Period 057 date Bazed on PO

Departmemid

GL accountd |057-350-30 8} |

Preset Alloc I IQ

Freight "—

GL account 057 -352-00 Q |

v

@ Done ‘ﬂ Local intranet

3. Once the preset allocation is returned, the GL account is now ALLOC indicating that the GL
account distribution is no longer one account, but allocated according to the preset definition. The
Preset Alloc name is displayed.

Departmemid los7 9 |
GL accountd ||ALLOC IQ |
Preset Alloc 1 - CurrentFenod 05/ date Based on PU IQ
Freight ]—
GL account [057-352-00 Q
v
@ Done ‘ﬂ Local intranet
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4. Click Save to save the item record.

5. Onthe PO Print / View / Edit window, the GL account is now represented by ALLOC (if you have
chosen to have the GL account displayed).

Note: If the GL account attached to the preset allocation record is not available to you, the row
will display a yellow exclamation mark. You must select a valid GL account before the PO can be
submitted. If Edit Alloc is available to you, the GL account can be changed there. If not, then
choose another preset allocation record for this row or select a specific GL account (not using the
preset allocation feature).

# Tiem SEU Product Desc. Qiy UOM Price Extension
SKU140010 05?-Banquets 3(12 oz) Filet Mignon Price's Update D gpo g $38.4775 $350.27 Bdit Line Edit Alloc

Sub Total: $350.87

Freight: $0.00

Tax Amount: $0.00

Less Discount: $0.00

Total amount due: $350.87

Note: The current period budget distribution is displayed using the Budget Impact feature. If multiple
periods are assigned, only the current period distribution is displayed.

Edit Alloc hyperlink (Manual entry)

The Edit Allocations feature is available for all buyers to view, but editing and saving the change is based
on security access. It allows the buyer to distribute the cost of one line item over multiple Periods,
Departments and GL Accounts.

ALLOCATION CAN MADE FOR ONE ITEM ON THE PO ALONE OR IT CAN BE DUPLICATED FOR ALL ITEMS ON THE PO. IT CAN BE FOR ONE PERIOD
OR SPAN MANY PERIODS.

Note: For those using multi-currency, the amounts displayed on the top of the window are expressed in
the buyer’s Home currency.
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Line Hem # Product description Oty UOM Price Line extension
2 0113DANS Danizh, Mut 1.5 0z. Sm 14.00 CE $127.50 §1,785.00
Tax 15172
Freight $89.25
Less discount 1181
Total 201416
Allocation description
Apply to all PO lines O
Allocate across # periods
Period Department GL account Alloc # Alloc % Alloc Amt
2006 07 July | |ADKMIN %, [aamniatration 10-75-3400 3}, [aminiatration 20 l40.00 |50 &5
2006 07 July v | |ACCTG Q Accourting 20-10-1000 Q Accourting 30 |60 o0 |1 20850
2006 07 July ~ Qr————— ar————— | |
INNR N7 by v a a [ [ M

ALLOCATION DESCRIPTION (OPTIONAL)
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APPLY TO ALL PO LINES (OPTIONAL). CHECK THIS BOX IF YOU WANT THIS SAME DISTRIBUTION DEFINED TO BE APPLIED TO ALL THE
LINES ON THE PO.

Allocate across # periods (optional) Enter the first row of the allocation. Then enter the number
of periods you want the periods below to span.

Note: The period in the first row must be the current period or in the future. The system will
automatically duplicate the first row and increment the period for as many rows as are indicated.

Enter the detailed information as to how the allocation is to be distributed.

Period Select a period from the dropdown list. It defaults to the current period and can be
modified.

Department Type in or zoom to select a valid Department.
GL ACCOUNT TYPE IN OR ZOOM TO SELECT A VALID GL ACCOUNT.

ALLOC # ENTER A NUMBER ON HOW TO DISTRIBUTE THIS ALLOCATION. (FOR EXAMPLE: ROOMS, RESTAURANTS, POOLS, STAFF.)
THIS NUMBER WILL BE CONVERTED TO A PERCENTAGE AND DISPLAYED IN THE ALLOC % FIELD.

ALLOC % DISPLAYS THE PERCENT OF ITEMS ENTERED IN THE ALLOC # FIELD. THE TOTAL NUMBER OF ITEMS, NO MATTER HOW
MANY THERE ARE EQUAL A TOTAL OF 100%.

ALLOC AMT DISPLAYS THE MONETARY AMOUNT BASED ON THE TOTAL AMOUNT OF THE ITEM.
Click Save to save the allocation to this line only or all lines on the PO.

The Print / View / Edit displays ALLOC instead of a specific GL account. The account must be
valid for submission.
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Approvals with Allocations
The approver can modify the allocation distribution. The GL accounts and budgeted monies must be
available to the approver before the PO can be approved.

Copy PO with Allocations
The system does not support the Copy PO feature with allocations. If a PO has allocations defined, when
the PO is copied, the single header GL account will be used as the default.

Punchout POs with Allocations
GL account information is added after-the-fact in the normal manner before it is submitted back to the
supplier.

Multiple Tax Authorities and Allocations
If multiple tax authorities are used, the allocation feature is not supported. The tax and freight will be
spread over the GL account(s) defined in the Company Application Setting screen.

Confirming PO

Feature Summary
e The Confirming PO Feature allows a user to enter an after-the-fact Purchase Order where there
is no need to have a copy of the PO sent to the Supplier. Examples could be:

o PO for a service contract,
o Expense report that will be reimbursed to an employee
o Petty cash expenditure that has been already paid.

e Confirming POs are only displayed if your position has security access to this feature. They will
be displayed in red so they can be quickly identified in addition to a column that indicates that
they are Confirming POs.

Note: POs created from Punchout suppliers cannot be marked as Confirming POs.

e Confirming POs are restricted to a Requested Date of Today. This means that a Confirming PO
will always consume budget in the current Period.

Note for Finance Users: The exception to this rule is Confirming PO’s that are allocated to
multiple periods. See Allocation Instructions for a detailed explanation of Allocations.

e Confirming POs follow the same rules as regular POs as they relate to Approvals.

Note: Confirming PO’s do not have the option to be disapproved. Additionally, an approver can
change a regular PO to a Confirming PO.

e The Printed form of the PO indicates that this PO is a Confirming PO in the first line. Confirming
PO — Do NOT Duplicate.
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| Confirming Purchase Order - Do NOT Duplicate
Hilton Irvine Orange County Airport

Hilfon Supply Management
Confirming PO: 00000000000000% - Do Mot Duplicate I Status: Approval pending
Required Delivery Date : 07/31/2006 PO Submit Date:
Hource Document : Next Approver: Andy Alman

HEM PO Mo
PO Type: Standard
Purchase Type : General

e Once a Confirming PO has been approved and submitted, the PO’s status is set to Accepted by
Supplier. If budgeting is turned on for your property, the budget is updated.

e Confirming POs may have receiving events entered for them in the same manner that Receiving
Events are entered for standard PO’s or with the expedited Receive Confirm button.

Feature Details

1. Select the Catalog, Non-Catalog, Order Guide or Cart content for the Confirming PO and click
Create PO.

2. Click the Confirming PO checkbox.

3. The following warning message is displayed to alert the buyer that this PO will not go to the
Supplier. It is for after-the-fact-purchases only. Click OK.

Confirming PO

Subject I|

Required delivery date o ||:|8;133;QDDE E

Approver o Mo Approver b

Microsoft Internet Explorer,

] B35- Warning: This PO will MOT go to the Supplier. Uncheck this box to send the PO to the Supplier, Check it For
Ha [} after-the-Fact purchases only,

Purchase Type [+ | | Blewverage A

Allow partial ship F]

Ship via | Best Route 4

Ship to Attn Hame |Gregnry Jenzon

4. Continue entering and processing the PO in a normal manner.
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PO Spending Limit
A property can avoid data entry errors by adding a maximum spending limit for all POs generated. This is

defined in the Company Application Setting Screen. When the PO is submitted, if the limit is exceeded,
the buyer is alerted with a message.

Note: This also controls the maximum amount of discount that can be offered.
Microsoft Internet Explorer E|

L 'f 595- PO amount cannok exceed the PO spending limit,
L

Purchase Type Default GL Account
In order to expedite and be consistent in selecting GL Accounts, a default GL Account can be assigned to
each Purchase Type: Food, Beverage, General at either a property/company or person level.

Note: The property must be using the Budgeting feature.
1. Click Create PO.
2. Click the dropdown list for Purchase Type
3. Select Food, Beverage or General.
4. The GL account associated with the Purchase Type will default into the GL Account field.

Note: If person defaults are defined, they will supersede the company defaults. If no defaults are defined,
the user must enter or select a GL Account.
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Create Document - Microsoft Internet Explorer

Subject |

Required delivery date O |osm G/2006 |

Approver I | Jerry Mguyen w
Hote to Supplier

Purchase Type I | Food v | I

Allow partial ship O

Ship via |UPS 2nd Day air v

Ship to Attn Hame |Maggie Hino

Cost center |
Departmemid Jos7 Q |Banguets
GL Accountd |g57_34u_30 Qs IGratis Food

Reset Dept/GL acet 2 [ |

Source Document |
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Searching with Birch Street

Filters

Filters are on many of the tabs. They are used to
narrow down the selection of records returned. Click the
dropdown to see the options available for the tab you |_w|y Last 30 Days PO's w
are on. Use this in conjunction with the Search Text
feature to find the exact record needed. Each tab has
its own set of filters.

Search Column: | PO number LI
Search Text: (=0
Page 1 of 1 JRows 1-18 of 18 found

View Results

When a search is used, several pages worth of information can be produced. (You can limit the number
of pages displayed by changing the number of Records per page in the My Settings Screen. The Records
per page option has a default value of 350.)

Click First to go to the first page of records.

Click Previous to go to the previous page of
records. My Last 30 Days PO's w

Click Next to go to the next page of records. =D AR Bes Bl
Search Column; PO number vy
Click Last to go to the last page of records. Search Text .

. Page 1 of1 /R 1-15 of 18 found
Click Refresh to get the most current =10 s ':' oun

information from the database without any search criteria.

Quick Search

You can further narrow down the records returned using the Quick Search feature.

132

1.

2.

Select the filter in the dropdown list.

Select the field on which to search from the
Search Column dropdown.

My Last 30 Days PO's A
Enter the appropriate value on which to First Previous Mext Laszt Refresh
search. There can be a drquown Iist,.a Zearch Column: | PO Rumber v v
zoom or a text box depending on the field. Search Text: | o
Note: If there are multiple entries to be Page 1 of 1 fRows 1-18 of 18 found

displayed for which you know the exact information, separate them with a ‘pipe’ symbol.
Example: 000000000000670|000000000000671|000000000000672

Click GO to perform the search.
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Note: Many filters display all records immediately when the filter is selected. However, there are some
filters that would return an extreme volume of records so the system requires a search text to be entered
to narrow the records returned.

Record Count

Records that satisfy the search criteria will be
returned to the display grid. The system counts the
number of pages (based on the number of record per My Last 30 Days PO's w |
page, maximum of 350, unless overridden in My
Settings), and the number of records or rows.

Search Columm: | PC number A | ¥
Search Text: | GO
Page 1 of 1 fRows 1-18 of 18 found |
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Attachments and Notes
Attachments and Notes can travel along with the document.

| | | " PO ] | | |
[ Submi_ | Recewe | Buyer Contact | Supp Contact |Print View /Eat | Prit wiudget |

First Previous Mext Last Refresh Send Message | Budget Impact Add to 0G Add to cart CopyP0 | DeletePo |

Search Columm: Receiving History| Createitems |  PORecall | Approval Detsils | Update to New |Resubmit Apprv

Page 1 of 1 /Rows 1-1 of 1 found

PO date Req delivery PO Total| Home cur. | Alloc

@- / PO number |PO Status | Confirm |Subj/Supplier

® |FEI || @ | 2| oooooooooooooos |ew Mo gz::’:I;’;:r_'\l;:“;If:rig:jté"r;:se"eep'”g &M g7 oso0os 0B/07 /2006 $5325 $5325 Mo

e If there are attachments, they appear as a paperclip.

e If there are notes, they appear as a sheet of paper.

Attachments
There are times when you need to add information to the document that is contained in separate file.

| | I " PO I I I
| Submit | Receive | BuyerContact | Supp Contact |Print!View Edit| Print wiBudget |
Notes [ Aftachment |  History | AcceptCO | RejectCO |
| Send Message | Budgetimpact | AddtoOG | Addfocart | CopyPO | DeletePO |
Receiving History| Cresteitems | PORecall | Approval Details | Updte to New |Resubmit Apprv |

Wy Last 30 Days PO's v |

First Previous et Last Refresh

Search Text: IDDDDUDDDDDUDDDB GO

Page 1 of 1 iRows 1-1 of 1 found

/ PO number |PO Status | Confirm |Subj/Supplier PO date Req delivery PO Total| Home cur. | Alloc

000000000000006 | Nerws B RS GRERES = MEMSEEEEE SR | gy 08/07/2006
Supplier: Excellent Hoteliers

1. Select the document and click Attachment to open the Attachment Screen.

2 Attachment list - Microsoft Internet Explorer

. File Edit ‘iew Favortes Todls  Hel & Snaglt =
2. Click Add to open the Select Upload |~ 0 = = &
File window. First Previous Mext Last Mew Refresh
3. Click Browse to locate the file / File Name Internal Doc Creation date

attachment.

23 Select Upload File - Microsoft Internet ...

4. Click the Internal Document
checkbox if this attachment is to Select file to upload
| | Browsze... ||

remain inside the company. Leave &) bone
this checkbox unchecked for this i%ﬂ|
attachment to travel with the
document to the Supplier.

Add Delete

5. Click Submit to attach the file to the
document.
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-l Attachment list - Microsoft Internet Explorer =13
A Attachment list - Microsoft | Expl - |[B]X]
i i i File  Edit “iew Favortes Tools  Help ﬁ'
6. To view the attachment on-line, click

Attachment to open the Attachment list. i, (s, (sl (Lo [l [tiaesly

Click on the hyperlink to open the actual

document. POs received via email will ¢ File Name Internal Doc  Creation date

have the original document and any : (7 2612006 202535

attachments included in the email.

Note: Suppliers who receive the
document via fax will not receive the
attachment. &) Dane & Local intranet

Notes

There are times when you need to add information to the document that is not included anywhere else.
This information is stored in the Notes window. Notes can be found on all major documents. The notes
can be viewed on Print/View/Edi

First Previous Mest Last Refresh | Budget Impact |

Search Column: | PO number haRd
Search Text:  |[000000000000006 GO
Page 1 of 1 /Rows 1-1 of 1 found

/ PO number |PO Status Subj / Supplier PO date Req delivery PO Total
® 0000000000000 | e Mo ::::;ifli°;:r_“:;“;I'f:l_ig:;é"’;f:“"”ping Sttt e oo 0BT 12005 $63.25 §63.25) Mo

1. Select the document and click Notes to open the Notes Screen. If a note already exists, click the
record in the navigation panel to view it.

2. Enter the text to be communicated in the Notes text field. The date defaults to the current date
and time.
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3. Select the type of
note. Options are:

A Notes - Microsoft Internet Explorer

Fle Edt Wiew Favortes Tools Help 4

BIRCH|STREET

e From buyer
Weloome Andy Akman Home  MySettings Help  FAQM®-Tips Hide Logo Oentry OList & vertical O Horizontal m
e From supplier
PP darten Sesrch [ Now "save | Doloto [ print | Sot Defauts
First Previous hest Last Mew Refresh S—
° Bllllng note Search Column ¥ m
Search Text GO Mates D @

e ] L] Gl Hame tags should be 1 1/2" wide with the Hotel logo. The name

1 H should be in gold foil. See attached list of nawes
e Shipping note Note tyne Note datet
0702812008 13.57

e Approver note

Notes:
e Receiving note
e Expediting note
4. Click the Notes Notegse tme [07BEOE 85741 [
viewed internally e
i i Motes vievved internally only D
only checkbox if this Fom |

note is to remain
inside the company.
Leave this checkbox @
unchecked for this R L TR
note to travel with the document to the Supplier.

|

|
|~

Note: If this note is placed on a PO from the supplier intended for the buyer, do not check the
Notes viewed internally only checkbox.
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Entry Fields Icons

Entry Icons
1. Required — A blue box with a white arrow indicates that this field is required to complete the
entry.

/] Create Document - Microzoft Internet Explorer

Subject |

Required delivery date IO | i ;I

Microzoft Internet Explorer |

When you click OK and have not entered data into _ _ _ _
the required field, you will get an error like the one & 276- Required Delivery Date is required.

shown below:

2. Invalid data — A yellow box with an GL Account[]
exclamation point indicates that the
value in the field is invalid. It must be [kt CREEE I
changed to a valid value to save the A
record or generate the document. L

|500-407-00 3 |

14- The data wou are trying ko enter does nok exist in the database,
Click on the lockup icon ko verify the correct value,

Using the Entry Fields

There are a variety of entry fields within the eProcurement system. Each is a little different in what
information is accepted and how it populates the field.

1. Text Box — This is a free form field. Alphanumeric characters are allowed. There is a limit on the
number of characters you can type in each field.

Subject |
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2. Calendar - Enter a date (mm/dd/yyyy or dd/mm/yyyy depending on the setting for your user), or
use shortcut keystrokes to enter the date. Simply click within the desired date field and enter one
of the keystroke combinations below and then hit Tab.

Required delivery date a | E
You Enter Result after Tab Example
13 13" of the current month. 08/13/2007
28 28" of the current month. 08/28/2007
Tort Today's date. 08/11/2007
Yory Yesterday's date. 08/10/2007
+1 Today's date plus 1 day 08/12/2007
(Tomorrow).
+2 08/13/2007
Today's date plus 2 days.
+1w or +1W Today's date plus 1 week. 08/18/2007
+2w or +2W Today's date plus 2 weeks. 08/25/2007

Click the calendar icon to open the window. Change the month and year as required and click
the date to transfer it to the entry box.

) Calendar - Microsoft Intern... E|§|E]

| 005 Required delivery date [ ] | E
[ Sun | Mon | Tue JWed | Thu | Fri |

1 2 3 4 5
s 7 8 9 10 [r
13 14 15 16 17 18 19
20 [21 [22 23 24 25 26
27 |28 20 30 31

3. Dropdown Selection Box - Click the down arrow to display the options. Click an item to select it.
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Purchase Type a Zelect Entry

4. Zoom Selection Window with entry - For speed of entry, type in the number/code into the box
or click the magnifying glass icon to zoom to a predefined list.

Departmentd lns7 3 |

; Department Code Lookup - Microzoft .. [lj[=] E3

Lovanced Search

Search Columm: ID'E*FCIt name ;I Ld
Search Text: | GO Q
Page 1 of 1 fRows 1-75 of 78 found

Dept code  Dept name

(1Yl Rooms

o1 Rooms Annual

o0z Telephone =
4 I I 4

5. Zoom Selection Window without entry - Zoom to a predefined list. You cannot type the entry
into the box it must be selected from the zoom.

Buiyer | Q

6. Check Box - Click in the box to select. Click again to unselect. You can also tap the spacebar on
your keyboard.

Use Tax %
{Uncheck to add flat amts)
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7. Record Key - If you already know the record number, you can load the record quickly.
e Click the key icon to open an entry window. If there is a record already loaded, it will default.
e Enter the value of the record to be loaded. Click OK.

e The specific record will be loaded.

Receiving number | %

2} Receiving number - Microsoft Internet Explorer |:||:|r5__<|

Enter the value of the record to be loaded:

8. Popup Window - Click the pop-up icon (looks like a blue page with a flashlight) to open a window
giving additional static information about the displayed record.

Buyer Ii E

<} Contact - Microsoft Internet Explorer |:||§|g|

Full rame |

|

Job title |

Company name

Phane 1 |

Ext 1

Fax number

Email acidress

Address line 1

City

I
I
I
Address line 2 |
I
I

| £

State-Province

[
| »
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9. Calculator - If an entry field has a calculator icon, you can use your keyboard numbers or click
the number pad to do your calculations. Click Paste to insert the results into the field.

Tax amourt | XN N 3 calculator - Micr... g|§|g|

Items with Images

Product Image — An image icon represented by a display monitor may SKU221012
be on the Catalog, Order Guide and Cart tabs. Click the icon to open a 8l hiore Product Info
window displaying the item image.

Recipe Image — Ar_1 image icon represehted by a display monltqr DishRecipe name

may be on the Recipe Menus, Dish/Recipe and What If tabs. Click -
the icon to open a window displaying the header, detail item or Ol Fashioned Carrot Cake 4P
prep instruction image.

Grid Colors

Order Guide
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The items found on the order guide tab give a visual indication as to their status.
e Black font indicates the item is a catalog item.
e Purple font indicates the item is a non-catalog item.
e Red indicates the item is not valid.
o Catalog item is expired.
o Non-catalog item fax number no longer is valid.

e Yellow background on price indicates the item price exceeds the target price.

Order Guide | | | |

Order guide list | Room appliances v

Purple=Hon catalog item / Red=Discontinued

e Osot Clrar values
Page 1 of 1 fRowws 1-10 of 10 found

Prod / Supplier Min order qty

SKU120004
Mare Product Info

Foss Guard Healthcare

Excellent Hoteliers 10| $1366

$136.60|USD

Green Widgets
Excellent Hoteliers

Green Widgets 10| F100.00 $1,000.00 | US0

Pool Scraper
Supplier on the fly Pacific Pool Supplies

Pool Scraper 1) #15.23 F15.23|USD

O oo|d

SKU130012
Mare Product Info

Commercial Irons Model 16200
McBride's Hotel Furniture Suppliers

o|f #13.58

Purchase Order
The items found on the PO tab provide a visual indication as to their status.

o Black font indicates the PO is active for either original PO’s or Change Orders.

e Red font indicates the PO is not active, but involved with the Change Order process.

AllPO's v

Zearch Column: | PO number v Y

Search Text: [ciol

Page 1 of 1 /Rows 1-3 of 3 found

¢ PO number Subj ! Supplier Req delivery
® 000000000000 40 Accepted by supplier | - Hoteliers 05M 402006 08/16/2006 $4,560.00 $4,560.00 Mo
(&) 000000000000030-CO0Y | Buyer respanse pending| c 1o hers DBM0712006 050852005 £ 26504 $2,46133| Mo
(&) 0000000000040 Pending C0 - Submitted DBM0712006 050852005 112002 $1,21708] Mo

Excellent Hoteliers
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Supplier-On-The-Fly (SOTF)

There are several kinds of suppliers in eProcurement.

e Adopted Suppliers — They can have catalog content in the system or not, but they use
eProcurement with a similar interface as the buyers to log into the system to respond to POs and
RFQs. They are on-line.

e Off-line Suppliers — They can have catalog content in the system or not, but they only receive
POs or RFQs via fax or email. They are off-line.

e Punchout Suppliers - They have their own internet site. A buyer links to the Punchout site,
selects items, and then are returned to the eProcurement site with the items in a Purchase Order.

e Supplier-On-The-Fly (SOTF) — They are added to the system by the buyer and do not go
through the supplier adoption process. They do not have catalog content. They receive POs or
RFQs via fax or email.

SOTF suppliers are available from the Supplier Search window when creating a document. Information
entered during SOTF creation is displayed. Note: The supplier type is displayed below the address.

2 Supplier Search, - Microsoft Internet Explorer.

Supplier Search 1 Supplier(s) Found

Herman's Propane Supply
Contact: Herman Smith (800)654-1232 Fax(949)851-9863 youremailE@birchatrest net
123 Oal Place
Loz Angeles  CA 90001
(0N the Fly) |

There are two ways to create a SOTF record, from the SOTF Screen or on the Catalogs tab from the
front page Supplier Search window.
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Supplier-On-The-Fly Screen

Add a SOTF record
1. Open the Supplier-On-The-Fly Screen from the Main Menu. Procurement > Supplier-On-The

Fly

2. Search for the fax number using the Search Column in the navigation list to insure the fax number

is not already being used. Note: Do not rely solely on the supplier name as it may have been

changed.

3. Enter all required fields.

4. Click Save to save the record.

& | Supplier On The Fly - Microsoft Internet Explorer

File Edit Wiew

Welcome Jerry Rouyen

Favorites  Tools  Help

Home My Settings

Help FAGQD-Tips

Hide Logo

BIRCH]|
Powered

Oentry Olist G Vertical O Horizontal | 2|

Advanced Search

Search Text:

Search Column: ¥

9493519863 GO
Page 1 of 1 fRows 1-1 of 1 found

Supplier name
Herman's Propane Supply

T

Supplier on the fly
| Fax number 9495519363 |

Supplier name

'|Herman's Propane Supply

Attention |
Jobtite |
Salutetion |
|Fax or email P2 to supplier | Ermail W | |

Phare

| Email

|ra00) B54-1 232

1y0uremail@birchs¢reet.net |

Addrezs line 1
Address line 2
Address ling 3
Country

Zip

City

State

1123 0al Place

|UNITED STATES

[a0001 )

|LDS Lngeles

ca,

<] > < >
@ Ready ‘ﬁ Local intranet
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All information entered here will appear on the fax or emailed document.

Fax Number — Enter the fax number of the supplier with the area code.

Note: Please do not enter space, hyphen, etc. between the numbers. For example, the number should
be entered as "1231231234" and not as "123-123-1234". International numbers are also allowed. See
Add International SOTF.

IMPORTANT: The fax number is the key to the record. It is the supplier’s ID number. It is used to identify
the SOTF when creating RFQs, REQs, POs and storing items in the Order Guide and Cart. See
Modifying a SOTF Record below.

145

Supplier:

Herman's Propane Supply

123 Drak Place

Los Angeles, CA, 20001

Attn: Herman Bmith

Title:

Phone: 8006541232

Fax:  D40E510263

Email: youremaili@birchstreet net

Supplier name - Enter the name of the supplier.

Attention - Enter the contact person for the supplier.

Job title - Enter the job title for this person. This is informational only.

Salutation - Enter the appropriate salutation for this person. This is information only.

Fax or Email PO to Supplier — Select whether the PO will be transmitted via fax or email. Note:
Buyers outside the US may only have the Email option available to them.

Phone - Enter the phone number of the supplier.

Email - Enter the email address for this contact person. Multiple email addresses can be entered
separated by a ; (semi-colon). Example: kathylee@abc.com;tomkelly@abc.com

Address line 1 - Enter the primary address of the supplier.
Address line 2 - Enter the secondary address of the supplier.
Address line 3 - Enter the tertiary address of the supplier.

Country — Select the country of the supplier.
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e Zip - Enter or select the 7-digit zip code from the Postal Code Lookup window.
o City - Enter the city.

e State - Enter or select the 2-character state code from the State ID Lookup window.

Add an International SOTF
If the SOTF is located outside the US or Canada, there will not be a 10-digit fax number.

1. Select the Country first. This will allow a free-form field of entry into the Fax Number field. The
country will then be disabled.

2. Enter the Fax Number.

3. Enter the complete address information in Address lines 1-3 only. The Zip, City and State are
not displayed.

G | Supplier Search, - Microsoft Internet Explorer.

Supplier Search 1 Supplier{s) Found

Le Bon Chef
Contact: Fierre Lebonde 011:345396352363  pierre |lemonded@lebanchet fr
B9 rue des Galibouds 69300 Lyon  FRAMCE
Lyan
(Onthe Fiy)
b
< b
Modifying a SOTF record
1. Open the Supplier-On-The-Fly Screen from the Main Menu. Procurement > Supplier-On-The-

Fly

2. Load the fax number to be modified from the navigation list and all information corresponding to
this fax number will be displayed in the appropriate fields.

3. Make the required changes (except the Fax number, it is the key to the record).

4. Click Save to save the record.
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Modify the SOTF Fax Number Key
In reality, the SOTF Fax Number is not modified. Follow this procedure to change the Fax Number.

1. Load the fax number to be modified from the navigation list.

2. Modify the fax number to the new number.

3. Click Save to save the record. There will now be two records for the same SOTF supplier.
4. Load the original fax number from the navigation list using the Search feature.

5. Click Delete to delete the original fax number. This is important so that in the future, the old
record is not selected.

& | Supplier On The Fly - Microsoft Internet Explorer

¢ File Edit Wiew Favorites Tools Help

BIRCH|STREET

Wiglcome Jerry Mguyen  Home My Settings  Help FAQ/Q-Tips  Hide Loge O Entry OList & vertical O Horizontal

Advanced Search E

Search Column | Fax number v F Supplier on the fly
Search Text: 3485519563 GO Fax number  |3498519363
Page 1 of 1 fRows 1-1 of 1 found

Supplier name |Herman's Propane Supply
Supplier name attertion  [Herman Smith
Herman's Propane Supply Job title |Owner
Salutation  mr.
Fax or email PO to supplier

Phone  [BO0G54 232

Email |ynuremai|@birchs‘tree{ne{

Addressline 1 [123 Oak Place

Addressline 2 |

Address line 3 |

Country | UMITED STATES -
Tip  [aoool [0}
City |LUS Angeles
State  [ca. Q
< 3 < 2]
@ Ready ‘3 Local inkranet
IMPORTANT:

e |If there are SOTF records using the old fax number in the Order Guide, use the Update Fax
feature to change the fax number on existing records.

o |If there are POs already created with a status of New, use Header Update to modify the fax
number.
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o Ifthere are POs already created, be aware when you used Copy PO that the old fax number will
be copied. Use Header Update to modify the fax number.

Supplier-On-The-Fly Added During Supplier Search
On the Catalogs tab, while creating non-catalog items, you can do a Supplier Search. If the supplier is not
found, you can add it on-the-fly.

1. From the Catalogs tab, click Select Supplier.
2. Enter a text search in the Supplier Search box. Click GO.
3. When the supplier is not found, No Supplier Found is displayed.

4. Click Add New Supplier. (This button is only available with security access.)

BIRCH|STREET

Vuicomme Jerry Nguyen <A Supplier Search - Microsoft Internet Explorer, |:||E|[z| AL Ll
Search All Catalogs [ S lier 5 h
£ |
Y
[ : |
f
currency[UD v
o
I
I
o |
[
O < | 3
0 I o 1 |
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5. A new window will open. Select the Country (defaults to United States).

6. Type in the fax number. For the US and Canada, enter only a 10 digit number with no other
characters.

A Add Supplier On Fly - Microsoft Internet Explorer

| 1
Country|| LNITED STATES ~ Fax il I
Enter a ten digit numBerior USA & Tanada anly

7. Click Search. This is to insure that the same fax number is not already being used.

8. If the number is already being used, the information will be displayed. Click Cancel.
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A Add Supplier On Fly - Microsoft Internet Explorer

| Supplier Already Exists
Fax number (949)851-9863
Transmissicen method  Email
Supplier name Herman's Propane Supply
Contact name Herman Smith
Title Owiner
Salutation Mr.
Phone (800)654-1232
Email youremailibirchstreet.net
Address line 1 123 Oak Place

Address line 2
Address line 3

Zip 90001

City Los Angeles
State CA

Country

-

| <€

9. Ifitis not already being used, an entry screen similar to the SOTF Screen will appear. It will use
the fax number and country already entered.

10. Complete the remaining information and click Save to save the record.
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A Add Supplier On Fly - Microsoft Internet Explorer : E|E|

Coumry| UNITED STATES * |Fax Numher| |m
Enter a ten digit number for USA & Canada only.

Ho Supplier Found Erter the following values to add & new supplier

Fax number

Transmission method

Supplier name O |DD It vourself Home Stare |

Contact name [ |E|Db Likus |

Title |Manager |

Salutation | hr. |

Phone O

Emiail 11 |b|ikus@hamestore.cam |

Address line 1 11 |458 Sequioa Flaza |

Address line 2 | |

Address line 3 | |

zip D 30006 3
cityd Los Angeles

state O

Country URITED STATES

Q

Ii

11. The newly added SOTF supplier will appear in the Supplier Search window.

12. Click Select and continue entry as normal to create the document.
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upplier Search - Microsoft Internet Explorer

BIX

Supplier Search

l Do It Yourself Home Store

1 Supplier(s) Found

Contact: Bob Likus  (800)852-3652
456 Sequios Plaza

Loz &ngeles CA 90008

(Cn the Fly)

Fax:(800IE53-2541  blikus@homestore.com

|
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Approvals

The Approval process is central to the eProcurement process. It is in every application but is only
implemented for those properties that want it. With standard workflow approvals, the system can be
configured to copy an organization’s existing approval process. Routing may be required based upon a
user’s position ID, spend threshold, departments or GL accounts. With manual approval routing, the user
selects the next approver for the document. The history of a document and its approval process provides
an audit trail reducing the chance of unauthorized purchases.

Approval methods
There are two methods of approval within eProcurement:

. APPROVAL ON-THE-FLY APPROVERS ARE MANUALLY SELECTED SEQUENTIALLY. THE BUYER SELECTS THE FIRST APPROVER AND
SUBSEQUENT APPROVERS SELECT THE NEXT APPROVER. THE LAST APPROVER SELECTS NO APPROVER. THIS ENDS THE PROCESS.

e Standard Approvals (workflow groups) Approvals are routed through pre-defined groups of one
or more approvers. One approver person approves on behalf of the group. The last approver
group defined ends the process.

Note: If any one person or group denies approval of the document, the process is ended.

An Approver using the Edit button in the detail grid on the Approvals tab can edit a document. When the
final approver has approved the document, the status changes to Approved w/changes.

Approval Header Update
Purchase Type/GL Account

If defined, the Purchase Type defaults an associated GL Account This is defined at either a
property or person level and overrides the value of the buyer.

Note: Items from an Order Guide that have specific GL accounts associated with them will NOT
be overwritten with the default GL account. Only newly added items will receive the new GL
account. Click the Reset Dept/GL Acct # to rewrite the GL Account for all line items.

Turn On Approvals
1. Ineach application (RFQ, REQ, PO/CO, AP Invoice, Recipe) there is a choice to implement
Approvals or not. Check the box Use approval for [application] checkbox.

2. Select what approval type the property will use. The options are:
e No approval
e Approval on the fly

e Standard

Use approval for PO PO approval type Standard
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Standard Approval Setup

Workflow Groups

1. Configure the property’s approval routing by defining the group and then the criteria. Open the
Workflow Groups Screen from the Main menu.

Main Menu
£ Advanced
Catalog Maintenance
Price Groups

Shopping

E Approvals

i Approvals

0 Workflow Groups

E Approval Routing Criteria

1. Onthe Workflow group tab, define Workflow Groups by giving the group a name and
description.

2. Add members to the group by clicking on the Member tab.
3. Click Add Row to add a new person or position to the group.
4. Select either Person or Position in the Member type dropdown list.

5. If Person, zoom to the Person ID lookup and select a person. Click OK to save the row. Click
Save to save the record.

6. If Position, zoom to the Position ID lookup and select a position. Click OK to save the row. Click
Save to save the record.

Include as many persons or positions are required for this level of approvals.

Create as many groups as are necessary for the approval processes in all applications. You can
reuse groups as many times as you need.
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Welcome App Admin Home My Settings Help FAQ/O-Tips Hide Logo @ entry OvList O vertical O Horizontal

[Save | : | |
B |

E ¥ i wrA coqh Column:‘r Search Text: GO page |0 of 0 Rows per page |50

>

Row ¢ Member type Person ID Position ID

3 Person ID Lookup - Microsoft Internet Explorer |Z||E|rz‘
[ ok cancel | | -

Advanced Search

hember type Search Column ¥
Person ID | Q Search Text G0
T Page 1 of 1 /Rowes 1-1 of 1 found

Posttion ID | / Full name Job title

F_ andie Hino Genetal Manager

< |

|

Approval Routing Criteria Header

During initial marketplace setup, the Birch Street implementation team often defines the approval routing

criteria. Create as many routing criteria records as are necessary to move the approval to the correct
approvers.

155

On the Group routing tab, leave the Routing ID with O to allow the autonumber feature to
number the record.

2. Select Approvals in the Routing process dropdown list.
Each process is defined by a Document ID. Enter the correct ID as follows:
e 15197 = Purchase Order / Change Order
e 15139 = Request for Quote
e 15174 = Requisition
e 20027 = AP Invoice

4. Enter or zoom to select the Group ID.

Enter a unique, sequential Routing sequence for this group. Example: 100, 200, 300. Additional
records can be inserted later if needed.

6. Enter a Description of this approval route.
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7. Check the Must be approved by all group members checkbox if this is true.

8. Check the Group can increase quantity if this is true for this group.

9. Check the Group can decrease quantity if this is true for this group.

BIRCH|STREE

‘Wiglcome App Admin Home My Settings Help FAQ/O-Tips Hide Logo & Eentry O List O vertical O Horizontal
Group routing
Routing 1D |0 @,
Routing process Approvals W
Documert [0 [15187 QJ
Muszt be approved by all group
Group D [1 QJ e
IRENEE) SERHEES Tl Tl 100 Group can increase quantity

group

Croup can dectease dquantity

PO Lewel 1 approvall

Description

Approval Routing Criteria Detail
1. On the Criteria tab, click Add Row to add the criteria for this routing.

2. Zoom to select Compare to this column. The list is filtered on the document entered on the Group
Routing tab. There are many fields on which to compare. For example: If the routing should occur
if the amount is greater than a specified figure, then select 24540 = ORIG_TOTAL_HOME_AMT
in the PO Header table.

3. Select the Compare using operator from the dropdown list. For example: >, <, =.

4. Enter the value on which to make the comparison in Compare to this value. Note: If the value
being compared is a value in a dropdown list, it is the value stored in the database not what is
displayed on the screen.

5. Enter the date this rule is effective in Effective date and the Expiration date, if there is one.

6. Click OK to save the row. Click Save to save the record.
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BIRCH]|

Powered

Wielcome App Admin Home Settinas Help FAQIO-Tips Hide Logo @ entry OvList O vertical O Horizontal m

[ New Sove | SaveBs | Doeio | print | SetDefauts |

>

Add Row | BN R -0 cmumn:v Search Text: GO page |1 of 1 Rows per page |50

Row / Compare column Compare using Compare value Compare value Effective date Expiratii
m 1 | 24540 | ORIG_TOTAL_HOME_AMT | = 500.00 08/02/2005

0K Cancel Copy as New Row Delete Row
R

Compare to this column |2454D Q | Caption on screen

Compare tothis value  [500.00

Effective date 080272006  [8] Expiration date =

Approval Required Delivery Date Check

The Required Delivery Date Check for approvals compares the system date against the Required
Delivery Date on a PO, REQ, RFQ. If the Required Delivery Date is in the past, the system requires the
approver to update it prior to approval.

1. The approver tried to approve the document where the Required Delivery Date was in the past.
Approver needs to modify the date. Click Cancel.
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BIRCH|STREET

WEIDOME Jerry Mouyen 255. Hiton Big Island v Hide Menu [IHide Summary Hide Logo Home My Settings Help J4Help FAQGQ-Tips Logout
Search All Catalogs In Box Shopping Cart
Praducts | [honest \ New:42  Total:42 Lines:4  Total:$642.16

| | | | Approvals
—

Search Text: GO
Page 1 of 1 fRows 1-4 of 4 found

Select Approver - Microsoft Internet Explorer

Doc number ‘ Doc Date
Required delivery date cannot be earlier than the current date.
Aweaiting approval |PO 000000000000141 | 08M 4/2006 14 Update the date using Header Updste on the Approval tab before $4,000.00
approving this document.

Auneaiting approval |PO 000000000000023 | 03/21,/2005 14 $84.40

Auvaiting approval PO 000000000000020 (03872005 14 m $2,724.00

Auvaiting approval |PO 0000000000001 6 | 034 8/2005 14 F24368

2. On the Approval front page tab, click Header Update. Modify the Required delivery date to be
today or in the future and process the document as normal.

<} Update Header - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools  Help f,

Subject |

| Required delivery date O |03r2m2005| m |

Purchase Type [} | | General L'

Approval-on-the-Fly Specific Features

With approval-on-the-fly, it is up to the buyer and approvers to select the correct approvers. However
there are additional restrictions that can be added to ensure the necessary approvers are included. The
following features can be added and interact together to move the PO through the correct approval path.

e All POs/REQs require approval
e GL Account requires approval
e Use Approval by position

e Use Threshold (Check all POs or Check only POs where the GL accounts require approval)
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In the Create document window, the No Approver option (doesn’t require approvals) is available for
selection when:

o Al POs/REQs require approval = No

e Approval by position = No

e Use Threshold = No (or Yes, but it is below the threshold)

e GL Account requires approval = No

2} Create Document - Microsoft Internet Explorer,

Confirming PO [Fl
Subject |
Required delivery date [} ] | E

Approver [+ ] | Mo Approver b

Hote to Supplier

All POs/REQs Require Approval

A property can require that all PO and REQ approvals go through the approval process. Check the All
PO'’s require approval and/or All REQ’s require approval checkbox in the Company Application Setting
Screen.

When the All POs require approval checkbox is selected,
e No Approver option is not available forcing the user to select an approver.

e With Approval by position also on, then the positions must be satisfied to complete the approval
process.

GL Account Requires Approval
The marketplace can require that all POs with GL Account requiring approvals flag set must go through
the approval process. For example: Alcoholic beverages always require approvals but fruit juices don’t.

When Budgeting is turned on, the GL Account requires approval checkbox is selected on the GL account
itself, and any one row on the PO uses this GL Account,
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e No Approver option is not available forcing the user to select an approver.

e With Approval by position also on, then the positions must be satisfied to complete the approval
process.

Approval by Position

A property can require that POs must be approved by certain positions before the approval process is
complete.

When the Approval by Position checkbox is selected,

o No Approver option is not available forcing the user to select an approver and the positions must
be satisfied to complete the approval process.

Setup
1. Onthe Company Application Setting Screen, on the General tab, check the Use approval by
position checkbox to turn on the feature. This will make visible the Required approvers tab.

2. Click Required approvers tab.

3. Click Add Row to indicate which positions are required before the PO can be completed in the
approval process. Repeat for as many as needed.

4. Click OK to save the row. Click Save to save the record.

BIRCH|STREET

Welcome Maggie Hina Home Settings  Help  FAQ/D-Tips Hide Logo @ Entry OList O vertical O Horizontal

[

Required approvers |
| ¥ & * 4 seqich Coumn: " Search Text GO page 1 of 1 Rows per page |50

|

Row / PositionID

1|41 | ExecutorReceiver (All depts,
alloc) SO

]
oc |
Row | 1

Fosition D [41 Qf
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Usage in Create Document / Header Update
A property can determine who must approve a PO by the approver’s position. At least one person in a
defined position(s) must approve the PO to satisfy the approval requirements.

2 Create Document - Microsoft Internet Explorer

Confirming PO F

Subject |

Required delivery date )] l— El

Approver [»] *Jenny S Shimabuku w

*lenny

BETTE =T
Sam Benihana
(Wially Chin

Hote to Suppli Mo Approver

Purchase Type )] | Select Entry “

An asterisk before their name in the Create PO, PO Header Update and the Select Approver window
indicates required approvers.

If all approvers are not satisfied, there is a message in the Select Approver window alerting the approver
that there are missing required approver(s).

-} Select Approver - Microsoft Internet Explorer |Z E|[g|

Hext Approver: | *Jenny S Shimabuku-Purchasing & Supply Mgr (%

Miote: Mizsing regquired Approver(s).
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Thresholds

In this situation, not all POs, REQs, or RFQs require approvals, so a threshold or boundary is created to
determine which documents need approvals and which do not. (Change Order thresholds are handled
differently.) There are two elements that are involved:

e Monetary amount
¢ GL Accounts require approval flag

When the Use threshold is selected and the threshold amount is exceeded or GL Account require
approver flag is yes,

¢ No Approver option is not available forcing the user to select an approver.

e With Approval by position also on, then the positions must be satisfied to complete the approval
process.

Threshold Setup
1. Threshold type. Determine if the threshold feature is used and what type.

2. Click the Use threshold checkbox to activate the Threshold feature.
3. Select the Threshold type from the dropdown list.

a) All POs option will evaluate all POs no matter whether the GL account required approval
or not.

b) POs with approval for GL = Yes option will evaluate only those POs with GL accounts
that require approval.

Lze threshold Threshold type Al PO's
Select Entry
PO's weith approval for GL = Yes

4. Threshold amount. Determine the threshold amount for each buyer. This determines not only if
the document requires approval but also to whom it can be sent. In Admin User Application
Setting Screen,

a) Enter the monetary home amount in PO threshold amount.
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Note: This amount will be used to evaluate both POs and REQs.
b) Enter the monetary home amount for the CO threshold amount.

Note: This amount is only used if the CO threshold type is set to Person’s flat threshold
amount in Company Application Setting. This will be described later.

BIRCH|STREET

Wielcome Admin User Home My Settings ~ Help  FAQIO-Tips Hide Logo @ entry OList O vertical O Horizontal
[ General | I
PersoniD | a, Full rame |
Payment terms |3 Q Company defauft payment |
| terms
PO creation limit amt
Use approval for RFQ
Use approval for REQ
Use approval for PO
Use approval for CO
Defautt tab for front page Orcler guide W
Hide: menu upon login
PO threshald amount | F100.00
0 threshold amt $75.00
Default PO approver  |1108 Q

5. Approver Position. Some approvers have authority to approve PO with a greater value than
others and some don’t want to be bothered with approving POs under a certain threshold.
Therefore, approvers can be designated as available for POs that are above & below the
threshold or above only. Note: The marketplace administrator maintains Positions.

a) Click Authorized to approve documents if the position is allowed to do this.

b) Select if this position is to be included in the Threshold list of approvers, either Above &
below the threshold amount or Above the threshold amount only.

c) Click Save to save the record.

Authorized to approve
documents

Threshold list of approvers Above & belowy threshold amount

Threshold and Change Order
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Once a PO has been submitted to the Supplier, the Supplier can generate a Change Order. If approvals
are turned on for CO, there are two options to process it as found in Company Application Setting.

CO Threshold Setup - Company Application Setting
1. Select from the CO threshold type dropdown list Person’s flat threshold amount. This is used in
conjunction with the CO Threshold Amount in Admin User Application Setting Screen.

Uze appraval for CO CO approval type Approval anthe fly

CO threshold type I Person's flat threshold amt b

2. Select from the CO threshold type dropdown Company shared percentage. Also enter in the CO
threshold %.

Use appraval for CO CO approval type Approval onthe fly

Cio threshald type Company shared percentage | % CiO threshald % | 10

CO Threshold Setup — My Settings
1. Enter the Default PO approver (also used for Default CO approver). If CO requires approval, it will
be sent to this approver.

2. Check the Notify me when my CO is approved to receive an email notification.

3. Check the Notify me when my CO is disapproved to receive an email notification.

164 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



( Birchstreet

BIRCH|STREET el

@entry OList O vertical CHorizontal

Welcome Maggie Hino

Home Help 0/0-Tips

Hide Logo

| save | prmt |
[ My settings ]

Login name
Change password
Verity password
Salutation

First name

Miclelle: initial

Last name

Full name
Message delivery option
Phane 1

Ext1

Email address

e
[sonnens
[sonnene
s

|Magg\e

—

|H|no

‘ Birch Street Message inbox only %

|so0sss4z14

—

|yDuremai\@birchs1rsat.nel

PositiondTitle |Genaral Manager
Department

Default tab for front page | Order guide v

Hitde: menu upon login
Motify me when my PO is " Motify me when my CO is ]
approved ‘ “es, only approved wichanges PO's » | STt

Motify me when my PO is Motify me when my CO is

disapproved dizapproved

Default PO approver

Motify me when PO iz
accepted by supplier

Natity me when PO s rejected
by supplier

Motify me when my PO is
received

Qut of office
Records per page

Defautt REQ approver

i

4. Click Save to save the record.

CO Threshold Usage
1. A Change Order request arrives from the supplier as indicated by a suffix of —C001.

2. The buyer reviews the CO request and is in agreement with it. He clicks Accept CO.
3. The CO is evaluated based on the CO threshold type.

e  Person’s flat threshold amount. If the person’s defined home amount is exceeded, the CO
will be sent to the person’s default PO/CO approver as defined in My Settings Screen.

e Company shared percentage. If the company’s defined percentage is exceeded (in home
amount), the CO will be sent to the person’s default PO/CO approver as defined in My
Settings Screen.

4. |If the CO is sent to the approver, he either approves or rejects the CO in the normal manner.
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5. If the CO does not exceed either the person’s flat threshold amount or the company’s shared
percentage amount, then the CO will be accepted and the supplier is send an email notification.
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Budgeting / Declining Checkbook

The budgeting feature, also known as a Declining Checkbook, permits the real-time tracking and analysis
of a given purchase against a GL account. Access to real-time budget impact analysis is available
throughout the buying and approval process.

Budget timing

Budget monies are updated at different times during the PO process: Accept PO, Receiving/
Reconciliation, REQ Fulfilment, and Manual entry (Budget Adjustment). The budget amount is
decremented based upon the Required Delivery Date of each document.

Accept/Submit
In the following situation, the budget is decremented when the Supplier accepts the PO.

1 On-line Supplier — PO status changes to Accepted by Supplier.
In the following situations, the budget is decremented immediately when buyer Submits the PO:
1. SOTF/Off-line Supplier — PO status changes to Fax/email/csv accepted

2 SOTF/Off-line Supplier — Where fax is not processed correctly, the PO status changes to Fax
failed connection not made. This allows the PO to be manually re-faxed without decrementing the
budget twice.

3 Punchout Supplier — PO status changes to Accepted by Supplier.

4  Confirming PO (any type of supplier) — PO status changes to Accepted by Supplier.

Receiving/Reconciliation

During the Receiving/Reconciliation process, budget adjustments are made. The original PO entry is
reversed and the new entry is made. The Received date is used to determine the budget period, which
gets decremented instead of the required delivery date from the original PO. Budget adjustments are
also made based upon the Accepted quantity versus the order quantity. You can also reverse the budget
completely when using the Cancel PO button, which also sets the PO’s status to Buyer Cancelled.

Inventory REQ Fulfillment
When using the Inventory feature, budgeting is not updated when the supplier accepts a PO. It is updated
only when the REQ is fulfilled from the storeroom to the outlet (department).

Budget Adjustment (Manual entry)
In addition to automatic budget updates, the finance department can make manual adjustment entries.

1. From the Main Menu, click Budget Adjustment Entry.
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Main Menu
Procurement
El Administration
= Declining Checkbook Maintenance
Budget

Budget Adjustment Entry
Budget Import Export
Pre=et Allocations
Budget by PO Report
Budget Status Report

2. Select Manual from the Budget entry type dropdown list (defaulted).

3. Notice that the entry has a Posted status of “No.” This will not be updated until the record has
been created and the Update button is clicked.

4. Enter a free form Short description of the transaction.

5. If this transaction belongs to an existing PO, enter the PO Document number. (Include any
prefix or leading zeros. Normally the length is 15.)

| Budget Adjustment Entry - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools Help

BIRCH |STREET

Wiglcome Admin User Home My Settings Help FAQ/Q-Tips Hide Logo @ entry O List O Vertical ) Horizontal

Budget ertry | a, |Puslad i |

Budget ertry type Manual 4 Posted date 108!’03.!‘2008 14:15:00 E|
Short description |Add adjusted freight amourt

Document number |DDDDDDDDDDDQSES

6. Click the Detail tab to enter the detailed information about this transaction.

7. Type in or zoom to select the Period number, Department and GL account. These are all
required fields.

8. Type in the monetary adjustment amount (in the Home currency). A positive number increases
the expense; a negative number reverses the expense.
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[ save | Delete | print ~ upaate |

¥ & WA coqohcolumn: | Row » | ¥ Search Text: GO page |0 of 0 Rows per page |50

Row / Period # Department GL account Adjustment amt

| |
Row | 1

Perind number  [200511 oy

Departmert  [057

GL accourt  |057-352-00

Adjustmert amourt | $26.99

9. Click OK to save the detail record. Add any additional rows as needed.

10. Click Save to save the entire adjustment record without posting it. The budget amount is not yet
adjusted.

11. Click Update after the adjustment is made and verified. This will post the record and no further
changes can be made. The adjustment record is committed and the budget amount is adjusted.

Budget Impact
Budget Impact window is found on the PO tab for the buyer and Approvals tab for the approver.

Click Budget Impact to get real-time budget information to make budgeting decisions. All POs that have
started the approval process are taken into consideration for the calculations including the current PO.

Note: Budget Impact is not available for a Storeroom PO. Budget update takes place when the REQ is
fulfilled. The Budget Period displayed is based upon the PO’s required delivery date.

View the information in two ways by making a selection from the Department dropdown:

1 This PO only. View the PO as a stand-alone document.

169 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(Biﬂ?!'%m?#f

a AEE|

Department | This PO »

PO number: 0000000000001 0

Property Hame: Hilton Irvine Crange County Airport
Current Date Time: 07/31,/2006 18:11

User: Anddy Akman

DELELTE ipti Balance |Remaining

2006 OF July | Banguets 057-340-00 |Miscelaneous $10,000.00 $6,500.00 $50000| $225 69| $5,771 31

2006 O7 July | Banguets 057-344-10 |Hospitality $10,000.00 $9,236.27 $0.00| $242.99| $8,700.03

OOog

2006 O7 July | Banouets 057-352-00 | Comp Breakfast - Food Cost | $10,000.00 $0.00] $10,000.00 $0.00 $0.00] $171.52| $9,528.48

ﬁj Done & Local intranet

2 By department. View the PO as a part of all GL accounts within a department.

Note: Only the departments for which the buyer has security access are included in the
dropdown list of departments.

= ] Budget Impact 000000000000010 - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help "
~
Departmernt m

PO number: (00000000000010

Property Hame: Hilton Irvine Crange County Ajrport

Current Date/Time: 07/31/2006 1834

User: Ancly Akman

Period Department Account |Des on Amt Amt | Balance | Approved | Approva PO | Balance Remaining
[F] 2008 07 July |Banguets 057-340-00 | Miscelaneous $10,000.00 $0.00( $6500.00 $000| §500.00) $22865) 577151 5T %
[ 2008 07 July |Banguets 057-340-30 | Gratis Food $10,000.00 $0.00 ( $10,000.00 $0.00 $0.00( $0.00] $10,000.00 10000 %
[ 2008 07 July |Banguets 057-344-00 |Ertertainment $10,000.00 $0.00( $10,000.00 $0.00 $0.00 $0.00] $10,000.00 100.00 %
D 2008 07 July |Banguets 057-344-10 |Hospitality $10,000.00 $000( 923627 $28520 §0.00| $24299) §5,700.08 &7.00 %
[ 20068 07 July |Banguets 057-344-40 | Music System $10,000.00 $0.00 ( $10,000.00 0,00 $0.00( %000 j$1D,UUU.UD 100.00 %
[ 2006 07 July |Banguets 057-350-10 |Glass $10,000.00 $0.00( $10,00000 $0.00 $0.00 $0.00] $10,000.00 100,00 %
D 2008 07 July |Banguets 057-350-30 |Linen $10,000.00 $0.00( $10,000.00 $0.00 $0.00 $0.00] $10,000.00 100.00 %
[F] 20068 07 July |Banguets 057-352-00 | Comp Breskfast - Food Cost | §10,000.00 $0.00 ( $10,000.00 0,00 $0.00) 3171 52| $9,626.48 95826 %
[ 2008 07 July |Banguets 057-352-01 |Comp Bar - Beverage Cost | $10,000.00 $0.00( $10,00000 $0.00 $0.00 $0.00 $1U,UUU.UD 100,00 %
|l 2008 07 July |Banguets 057-352-02 | Cther Comp Breakfast Cost | $10,000.00 $0.00( $10,000.00 $0.00 $0.00 $0.00] $10,000.00 100.00 %
[F] 2006 07 July |Bancuets 057-352-03 | Cther Comp Beverage Cost | §10,000.00 $0.00 ( 10,000 00 $0.00 $0.00 $0.00) $10,000.00 100.00 %
[ 2008 07 July |Banguets 057-353-00 |Plants & Decorations $10,000.00 $0.00( $10,000.00 $0.00 $0.00( $0.00] $10,000.00 10000 % b
&] Dare % Local intranet

Information about the budget, reserve amount, and POs in the approval process is calculated to
display a real-time picture of monies available. Within this window is the Budget Reserve feature
that allows the user to “artificially” transfer unused budget from one GL account to another.

Budget Reserve

e This feature allows users with the proper security access to create a Budget Reserve. A Budget
Reserve allows the user to “artificially” transfer unused budget from one GL account to another. This
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allows hotel finance to reallocate funds during purchasing operations in a quick and efficient manner,
while at the same time, maintaining the accountability and integrity of the original budget numbers.

e Only GL accounts that have a negative balance in the current budget period are available to initiate a
Budget Reserve against a separate GL Account.

e The Budget Reserve field can be found on the 3 Budget Reports:
e Budget by PO Report
e Budget Status Report
e Budget Rollup (Consumed) Report

Feature Details
1. From either the PO or the Approval Tab access the button to launch the Budget Impact screen.

2. On the Budget Impact window, notice that the impact to the selected GL accounts for the PO’s
balance is negative. Only negative balance GL accounts for the current budget period may have a
Budget Reserve placed on it. If the user tries to create a reserve against a GL account with a positive
End Balance, the system prompts the user with an error. To access the Budget Reserve feature first
select the Budget Row with the negative balance and click Create Reserve.

D Department | Tis PO he

PO number: Q0000000000040

Property Hame: Best Western Meww Hampshire Suites
Current Date Time: 072402005 13135

User: Bridget Woodard

Budget Budgeted | Reserve | Current Pending i
M All |Period Department Description Amt Amt | Balance | Approved | Approval PO Balancelﬁemaininu
1) |2008 07 July | &dmin & General [001-316-30 | Dishonored Reservations | $10,000.00 §0.00( $200.00 $0.00 §0.00 | $281 31 (§81.31) (081 %)
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3. On the Reserve Account screen, the
“overdrawn” Balance for all rows selected

will be added together and defaulted into - .
the New reserved amount field. This

Period number

amount can be modified. Enter or zoom to

account, when the budget impact is next
viewed, the Budgeted Amount and Current
Balance will be reduced by the reserved < »
amount.

Mewy reserve atmt

|
. . Department
select a GL account on which to place this s :
reserve amount. If there is an existing
Lo . Reserve GL accourt D ]
reserve amount, it will be displayed. After |
the reserve amount has been placed on an
Reserve Amt |
|

813

NOTE: No actual budgeted amounts are modified. The Budget Reserve’s purpose is to create the
illusion that the budgeted amount is lower for GL Account selected on the Reserve Account screen, to
cover actual overages in the GL account(s).

4. Select the desired GL code from the Zoom window by clicking Select.

NOTE: the column on the right side of the screen, Reserve amt. After a GL code has a reserve
placed against it, the column will display that amount for the remainder of the current period. If a GL
code has multiple reserves placed against it , the Reserve amt field will display the sum of all
reserves placed against it.

2N GL Account Lookup - Microsoft Internet Explorer,

Advanced Search
First Previous bext Last Refresh

Search Column: | GL account vl ¥

Search Text: GO

Page 1 of 1 FRovws 1-21 of 21 found

GL account  Description Department Period# Budget amt Consumed amt Reserve Amt Available amt ks
001-300-30 Exterminating SO 200607 $10,000.00 $0.00 $0.00 $10,000.00
001-300-42 Guest Transportation | ADMIM 200607 $10,000.00 $0.00 $0.00 $10,000.00
001-316-00 Reservation Costs SO 200607 $10,000.00 $0.00 $0.00 $10,000.00
001-316-20 Agency Commissions  |ADMIM 200607 $10,000.00 $0.00 $0.00 $10,000.00
001-316-30 Dizhonored Reservationd ADMIM 200607 $10,000.00 $8,500.00 $0.00 $200.00

I r_ 01-327-00 Permits & Licenses SO 200607 $10,000.00 $0.00 F51.3 $9.918.69
001-337-10 Cleaning Service SO 200607 $10,000.00 $0.00 $0.00 $10,000.00 Z

5. The Reserve Account screen displays the Budget Reserve information. Any existing reserve for the
GL account selected is displayed in the “Reserve amount” field. The calculated “New reserve amt”
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ON DEMAND PROCUSEMENT

may be edited by the user.
To post the new reserve, select the Submit button.

Submit Cancel

Reserve Account

Perind number 200507 Jz006 o7 July

Department |ADMIN

|.£\.dmin & General

Resetve GL Account ||:||31 -327-00 Q

|Perm'rts & Licenses

Reserve Amt | FE1.31

Mews reserve amt | a5 65

< i | >

6. A confirmation box is displayed upon successful submission of the new Budget Reserve request.
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Update Reserve amount from Budget Screen
1. From the Main Menu, select Budget.

2. Find the Period in the navigation list on the left.

3. Click the Budget amount detail tab on the right to display the detail rows.

4. Click Edit on the specific Department/GL Account on which to place the reserve amount.
5. Enter the Reserve amount.

6. Click OK to save the detail row. Click Save to save the entire record.

BIRCH|STREET

Wiglcome App Admin Home  MySettings  Help ~ FAQ/O-Tips Hide Loge Centry OlList ) vertieal () Horizontal
Advanced Search m
First Previous Mext Last Mew Refresh
Search Column ¥ Budget amount detzil
-~
search Tead. @C ¥ A& » A cearch Column ¥ Search Text: 50 page |1 of 1 Rows per page ]—c =

Page 1 of 1 fRows 1-6 of 6 found

Period # Budget ID ¢+ Department GL account Budget amt Consumed amt Available amt
200607 200607 || 1057 |Benquets [ 057-340-00 | Miscellznsous 10,000.00 $0.00 10,000.00
200608 200608 { Edit | 2| 057 |Banguets | 057-340-30 | Gratis Food $10,000.00 $0.00 10,000.00
200608 200609 .

200610200610 r-n—
200611 | 200811 ‘ | |
200612200612
Rawe
Department ’DS?’— Q
GLaccount  [057-340-00 0,

Budget amount $10,000.00
Consumed armt
Avallable amt

Reserve Amt | |

~
a
|~
154

Printing
To Print a Budget Report with Budget Reserve data, access the Budget Status report from the Main Menu

From the Report Parameter Screen select the appropriate columns and report parameter filters and click
Run. Report results will be displayed.

Budget Setup and Maintenance

Period Maintenance
Period lengths are determined by and defined by Birch Street for the entire marketplace. They are usually
the 12 months of the year but could be an annual period for large projects.

Budget Period Length Maintenance
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Each property defines what are the Budget periods allowed in their property. This normally set up by the
Birch Street integration team during original setup.

Company Application Setting
Each property (company) decides whether to use budgeting or not.

1. Open the Company Application Setting Screen.
2. Click the Use budgeting checkbox to activate this feature.
3. Type or zoom to select the Default period length code.

4. Select what to display on the PO Print/View/Edit form from the Show budgeting codes on PO
print/view dropdown list. The options are:

1 Do not show GL Account

2 Show only GL Account

3 Show GL Account and Department Description

4 Show GL Account and Department Code

5 Show GL Account and GL Description only

6 Show GL Account/Description and Department code

7 Show GL Account/Description and Department code and Description

Use budgeting Detfault period length code |MONTH Q |
Bhow bucigeting codss on RO o, Lyt GL Acct & Dept Cods v
printiview

This is an example of Show GL Account/Description and Department code. The Product Description
follows any budgeting information.

# Ttem SEU Product Desc. Qiy UOM Price Extension

1 0302151401 057-340-00-Mizcellaneous S 037 Honest Tea Puissam 16500 9 $13 0600 $223 36 Bdit Line  Edit Alloc

3 03-02151402 057-344-10-Hospitality /057 Honest Tea Blaglforest Tea 1700 9 $13 0600 $237 32 Bdit Line Bt Alloc

3 03-02151404 057-352-00-Comyp Breakfast - Food Cost /057 ) Honest TeaDecal 1200 9 $13 0600 $167 52 Bdit Line  Edit Alloc
Ceylon
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GL Accounts

GL Accounts are defined and attached to a

Period length. The marketplace administrator l

establishes GL Accounts. Budget GL Accounts

Note: Check the Approval required checkbox GL accourt  |057-340-00 A
if this GL is required to go through approvals. Description  |Mizcellaneous

Leave it unchecked for other approval criteria Period length code MONTH Q)

to take effect. Approval reguired |

Budget (Manual entry/edit)
Update budget information in the entry screen if there are only one or two edits to make. To enter bulk
entries, use the Budget Import/Export feature.

1. From the Main Menu, select Budget.

2. Find the Period in BIRCH STREET

the naV|gat|0n ||St on WD tome  MvSetigs  Heln  FAUK-Ting Hide Logo Okntry OList & Vertical O Horizontal

Advanced Sesrch E.
the Ieft First Previous Mesd Last New Refresh
St G5V L4 Budget amount detail
1 Seareh Text wl ¥ A P 4 searchCol Row ¥ ¥ Search Text: | GO page 1 of 1 Rows per page |’c2
3. CI|Ck the Budget Page 10 1 /Rows 16 of 6 founs — ceren taum
d i b Period # Budget ID  Department  GL account Budget amt Consumed amt Available amt
amou nt etall ta on 200807 | 200807 I:' 1|057 |Banquets | 057-340-00 | Miscellaneous $10,000.00 $0.00 $10,000.00

200608 | 200606 2 057 |Banquets | 057-340-30 | Gratis Food $10,000.00 §0.00 $10,000.00

200610 200610 o |
[ z00611 200611 L I ‘ ‘ |

200612200612

the right to display
the detail rows.

E | —
i T - A —
4. Click Add Row to Departnant 057 %
-
add a new SLaccount [ G
T
Department/GL Butstmant [ wiogwem
Consumed amt |
Account budget T—
amount. Reservedmt | =

2

3

< | > < |

5. Click OK to save the detail row. Click Save to save the entire record.

- Or -
6. Click Edit on the specific Department/GL Account on which to edit.
7. Modify the Department, GL account or Budget amount.

8. Click OK to save the detail row. Click Save to save the entire record.
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Note: The budgeted amount is only a guideline. The buyer can use more than the budgeted amount and
use more than is budgeted. If the budget amount is zero but the Department/GL Account is defined, the
account can be used.

Budget Import / Export
To facilitate bulk import of budget entries, use the budget import / export.

From the Main menu, go to
Administration > Declining Checkbook Maintenance > Budget Import Export.
1. Click Export to retrieve the budgeting template.

Note: In order to fill in the proper information into the template, zoom to Period number,
Department or GL accounts to view valid values to insert into the template. There is no entry on
this screen. It is only used to export or import the template and to get valid values for the
template.

Budget Import Export
Import Evert IC

Petiodd number

Ql

Department

GL account

2. Click the Open Existing Filter Selection dropdown box and select the *Budget Amount filter.
3. Enter and filtering criteria below.

4. Click GO.
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| Export Filter, - Microsoft Internet Explorer |:||E|r5__<|
File Edit “ew Favorites Tools Help l';'

Help

Save Filter Selection As |*Eludget Amourt

|Open Existing Fiter Selection | *Budget Amourt w | |Filter Criteria | Al Criteria Met w
BUDGET_STAGING

A fiter criteria if you wish to limit the products to be expaorted. Use no fiter criteria if you vwish to export all of your products.

Sort

Attributes Sort Direction Filter Type Filter Value 1 Filter Value 2

Order

Period # Descending % | | 2nd || Egual 1IIEI612— Q 1— Q
Department |Descending w | | Iy v | | Do nct Fitber v| | Q [ Q
GL acocount | Descending | | Ath W | | Do rct Fitber w | [ Q [ Q
Budget amt | v | | v | | Do net Fitter v | | [

:El Done ‘:g Local inkranet

5. Save the template to the desktop, or somewhere where you will remember. Complete the
standard procedures for saving a file.

x)

File Download

Do you want to open or zave this file?

@ Mame: HINALD1_1154452916277.c5v
Type: Microsoft Excel Worksheet, 1,05 KB

From: gadew

Open ] [ Save ] [ Cancel

Always azk before opening this type of file

harm your computer. If you do not tugt the source, do not open or

@ While filez from the Internet can be uzeful, some files can potentially
zave thiz file. What's the rigk?

6. Open the template in Microsoft Excel for editing.
A. Do not change the first three rows in the template in any way.

B. Enter a valid value for the period number. Note: Only select periods found in the property’s
period length as defined in Company Application Setting.

C. Enter a valid value for the Department code. Prefix it with # (so that leading zeros are not
lost).
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D. Enter a valid value for the GL account. Prefix it with #.

E. Enter the Budget amount for the Department/GL account combination. The amount must be 0
or a positive amount.

Bl HSMA101_1154452916277

A B C D E F =]
1 ||ACTION PERIOD_NUMEBER |DEPARTMENT |GL_ACCOUNT BUDGETED_HOME_AMT —
20N Period number Department GL account Budget amount
3N MUMERIC(10 0 STRING(ZS) STRIMG(30) NUMERIC

4 U 200612 [#057 #R00-500-00 1000 | |
& U 200512 #4057 #500-404-00 1000
6 (U | 200612 [#057 #500-403-00 1000
7 200612|2057_] #500-402-00 1000
g u 200612 #057 1000
9 U 200612 #057 #057-378-00
10U 200512 #057 #057-377-00 10000

11U 200612 #4057 #067-371-12 10000 =

M 4 » W HSNALOL 1154452916277 / [«] | vl

7. Click Import to open the Select Upload ——
File window. < Select Upload File - Microsoft Internet Explorer, |’._||’E|r5__<|

File Edit \Miew Favorites Tools Help -:,'

A. Click Browse to select the
completed Budget template. Select file to upload

. . . Fil s |CD it o Settingshing - B
B. Click Submit to upload the file to e e, |C-1Documeris and Setings @l
the eProcurement system. l

Note: All uploaded files are ready
for use the next day after upload. &] Dore 3 Local intranet
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Receiving

Overview

The receiving process matches up the quantity ordered, the quantity received and the quantity invoiced
by the supplier. Only POs that have a status of Accepted by supplier are available for receiving. If using
the budgeting feature, the budget will be updated to reflect what was really received and at what price.

1. From the PO tab, select the PO that has been Accepted by supplier.

2. Click Receive to open the Receiving Screen. The record will load automatically.

| | | " PO | | |

Search Column; | PO number b
Search Text: | 000000000000103 GO
Page 1 of 1 /Rows 1-1 of 1 found

/ PO number Subj ! Supplier PO date Req delivery PO Total
@ 0000000000001 Mo Fresh Island Fish 05/09/2006 0541 1/2006 §373.95 §373.95] Mo

Note: The Receiving Screen can also be accessed from the Main Menu under Procurement.

Main Menu
Ny Menu
El Procurement
Approvals
Receiving

Reconciliation

Request For Quote (RFQ)
Requisition

RFQ Response

RFQ Selection

Supplier On The Fly

Receiving Options
There are several options for receiving:

e Cancel PO: This feature is used after the supplier has accepted the PO, but then the goods wiill
not be shipped for some reason. No items are received. Budget amounts are reversed.

e Receive All; All items are received in one shipment.

o Partial Receipt: Receiving of goods can be made in more than one shipment and included on
separate supplier invoices. As many receipts as are needed can be entered.

e Cancel Remaining: Some of the goods were received, but the remaining items will never be
received so they are cancelled.
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e Partial Receipt/Cancel Remaining: Some of the goods are received, but the remaining items
will never be received so they are cancelled at the same time.

Cancel PO
1. Select a receiving record that has the status of Accepted by Supplier or Fax/Email Accepted.

2. Onthe PO Header — Receiving tab, enter a Received date and add a Cancel reason code from
the select window.

Note: The default Invoice discount amount and Invoice freight amount entry has no effect if
changed when doing Cancel PO.

3. Click Cancel PO. There is not automatic email notification sent to the supplier. The buyer must
contact the supplier directly.

) Receiving - Microsoft Internet Explorer,

File Edt ‘View Favorites Tools  Help

BIRCH|STREET

Wlzome Bridget Woodard Home My Settings ~ Help  FAQ/O-Tips Hide Logo @entry OList O Vertical O Horizontal
PO Header - Receiving |
PO number PO Status
PO dats Changed to above status an
Internal PO number Buyer <]

Supplier

CosaPo []

Received date I iz
Cancel reason code Q,

Invoice date iz
Invoice number Faymert method
Inveice amount

Tracking numker |

Bil of ladina # |

PRO number |

Invaice discaunt amt 50,00 Less discount
Invoice freight amt 52675 Freight
I@ Ready & Lacal intranet

4. Status is updated to Buyer cancelled. Budget records are reversed completely.

Receiving Header Information

Important Note: The Invoice discount amount and Invoice freight amount are defaulted from the original
PO or last saved receiving record. Ensure these fields are updated for each receipt.

181 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(B'mﬁs"ﬂﬂf

<2l Receiving - Microsoft Internet Explorer |Z||E|[z|
&:

File Edit ‘iew Favorites Tools  Help

BIRCH|STREET

Wielcome Bridget Woodard Home My Settings Help FAQ/O-Tips Hide Logo (@ Entry ) List () Vertical ()Horizontal
PO Header - Receiving |
PO number | PO Status
PO date Changed to above status on
Internal PO number | Buyer E

Supplier
Chse PO [
Received date  [05521/2006 E|
Cancel reason code | Q
Invoice date (0812006 8

Invaice number |A00858?32 Payment methad

Invoice amaourt $631.19

Tracking number

Bill of lading # |
PRC number |
Irvoice discount amt | $20.00 Less discount
Irveoice freight amt §28.75 Freight
&] Ready 8J Lacal intranet

Receive All

1. Enter all general information on the PO Header — Receiving tab. Invoice information refers to the
Supplier’s invoice. Update any discount or freight from the Supplier’s invoice.

2. Click Line Items to go to the detail tab.
3. Check Receive/Accept All checkbox
¢ In Column Heading — all detail rows will become checked

e On Detail Row - check only the individual rows where that entire item is received. Do not
check the Receive/Accept All in the column header.

This will automatically populate Accepted Quantity and Invoiced price as it was originally entered
on the PO. You can see the detail by clicking Edit.

4. Change the Invoice tax amount per detail row as needed. If using taxing authorities, the tax will
use the same percentage(s) as is used in the original PO.

5. Click Save to simply save the record for further editing or click Update to create the receiving
record. Status is updated to Receiving Complete if all rows were selected, or Partially received if
not all rows were selected.
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BIRCH|STREET sl |

Wielcome Bridget Woodard Home My Settings Help  FAQO-Tips Hide Logo @ Entry List ) Vertical ' Horizontal
=)
¥ 4 P A cooch Column: |Receive<br>Accep{<br>All v| ¥ Search Test: GO page [1 of 1 Rows per page |50
[ Receive (I
e Prod Ord 0 0
0
1014P0K | Continental Plste EA |5
101 40P | Continental Plate Stand EA 13
= PR Ceeeliie it c ——
Item
Line
Line status
ftem # \ Product name
Substitute tem [
Order Unit of Measure Receiving Unit of Measure
Drder quarntity Receive by Orcder UOM - %
Oreler Uohd Receive Uoh
Accepted quantity IAccepted guantity 5.0000 I
Remaining open quantity “ariance
>
Price ’— Price ’— —
Extension ’— Extension ’—
Tax amount | Invoice tax amt $1279
Invaiced price |—$31
Reason
Reazon Q

Receive Remaining

Important Note: If you have partially received an item already, do not use the Receive All feature with
any subsequent receipts. If you do, the entire tax amount will be incorrectly applied for the second receipt.
Instead, manually enter the Accepted quantity and Invoice price in the upper grid or click Edit to enter the
same information and the tax will be correctly applied.

Partial Receipt
First Partial Shipment

1. Record a receipt for each shipment received on a PO. Enter the information relating to this
shipment. Update any discount or freight from the Supplier’s invoice.

2. Click Line Items to go to the detail tab.

3. Enter the partial shipment quantity in the Acpt'd gty field in the upper grid. The Invoiced price will
default. Change the price if needed.
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Note: Do not click the Receive Accept All checkbox or the Cancel Remaining Qty checkbox.
4. You can see the detail by clicking Edit.

5. Click Save to simply save the record for further editing or click Update to create the receiving
record. Status is updated to Partially Received.

Second Partial Shipment
6. Record a receipt for additional shipments in the same manner.

7. When all items are fully received, the status is updated to Receiving Complete.

BIRCH

Powered

BIRCH|STREET

‘iglcome Bridget Woodard Home My Settings Help  FA0/O-Tips Hide Logo @ Entry O List O vertical ) Horizontal

¥ A P A ceoch Column: |Receive<br>Accep{<br>All | ¥ ceopoh Text GO page |1 of 1 Rows per page |50

f en Re P O O D P
. ¥
1014POX | Continental Plste EA [zooon 5
10140Px | Continental Plate Stand E& 13 C
= PR Cimtaie Fua .— ——
em
Line
Line status
tem# | Product name

Substitute item ]

Order Unit of Measure Receiving Unit of Measure

Reason

Reason Q

Order quantity Receive by Order UOW - »
Creler L0 Receive Ok

Accepted quartity I Accepted quartty 3.0000 I
>
Remaining open quantity “ariance —
Price Price
Extension Extension
Tax amount | Invaice tax amt $1279
Invaiced price 3

Cancel Remaining

Receive shipment(s) in the normal manner. In a new receiving record, if there is a quantity remaining and
it will not be received, than use the Cancel Remaining feature.
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1. Enter all general information on the PO Header — Receiving tab. Invoice information refers to the
Supplier’s invoice.

2. Click Line Items to go to the detail tab.

3. Click Cancel Remaining Qty checkbox
¢ In Column heading - checks all rows
e On Detail Row - check only the individual rows where the remaining items are cancelled
You can see the detail by clicking Edit.

4. Click Save to simply save the record for further editing or click Update to create the receiving
record. Status is updated to Receiving Complete when all rows have been accounted for.

BIRCH|STREET

Wielzome Bridget Woodsrd Home My Settings Help FAQIO-Tips Hide Logo @ Entry OList O vertical O Horizontal
¥ A+ A cooioh Column: | Receiveshr=accept=hr=al % | % Search Text: GO page |1 of 1 Rows per page |50
4 (]
De O O O
Q
01 4P Cortinertal Plate E& 0 3
101 80P | Cortinertal Plate Stand E& |
A72POK Puehla Plate E& 2
< »

Partial Receipt/Cancel Remaining
1. Enter all general information on the PO Header — Receiving tab. Invoice information refers to the
Supplier’s invoice.

185 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(B'mﬁs"ﬂﬂf

2. Click Line Items to go to the detail tab.

3. Enter the quantity received in the upper grid on a specific row.
4. Click Cancel Remaining Qty checkbox on the same row.

5. Click Edit to make additional modifications.

6. Click Save to simply save the record for further editing or click Update to create the receiving
record. Status is updated to Receiving Complete when all rows have been accounted for.

BIRCH|STREET

Wiglcome Bridget Woodsrd Home My Settings Help FAQO-Tips Hide Logo & Entry OvList O vertical O Horizontal
¥ h b A coooncolumn: | Receiveshr=Accept=br=Al % | ¥ Search Test: GO page |1 of 1 Rows per page |S0
4 {
. D 0 0
0
101 4P Cortinertal Plate E& 0 3
101 S0P | Cortinertal Plate Stand E& |2 3
A7T21POK Puehla Plate E& |1 2
< >

Substitute Items
Suppliers may have to substitute a like item in order to fulfill the PO with the agreement of the buyer.

1. Click Edit on the row to receive a substitute item.

186 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



( Birchstreet

= & & QEMAND PRACLUAREMENT
2. Check the box Substitute item. This will reveal additional substitute item fields.
3. Enter the Substitute item #, Iltem name, Item price.

4. Enter the Accepted quantity, Invoiced quantity, Invoice tax amount and Invoiced price.

5. Click OK to save the row. Click Save to save the record or Update if entry is completed.

BIRCH:
Powered
Welcome Bridget Woodard Home Settings Help FAQ/O-Tips Hide Logo @ entry OList O vertical O Horizontal m
Save | Update Attach Notes Receiving Record Link to Corrected Inv Cancel PO
Lire |—2 ~
Line status Accepted by supplier
tem# [101400 Product name  [Continertal Plate Stand
SubstitLte item
Substitute tem # |
Substitute tem name |
Substitute tem price I—
Order Unit of Measure Receir ] Unit of Measure _ =>
Order quartity I—S Receive by Order UOM
orderuoM  Jfno ReceveUOM [Ea
Accepted gquartity I— Accepted guantity I]I—
Remaining open cuantity I—SDDDD “ariance I—SDDD
Price |—$108 Price IW
Extension |—$DDD Extension I—
Tax amourt | F2ET3 Imvoice tax ammt I—
Invoiced price |—$108
Reason
Reazon I— Q
v

Budgeting Adjustments
During the receiving process, budget adjustments are made to account for any differences in:

¢ Received date

e Invoice discount amount
e Invoice freight amount

e Accepted quantity

e Invoiced quantity

e Invoiced tax amount
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e Invoiced price.

Even if there are no differences, budget adjustment records are made that equal one another.

¢ Received Date The budget is decremented when the supplier accepts the PO or when the PO is
sent by email of fax. The decremented period is based on the Required delivery date. During
receiving, it may be that the goods are not received in the same period as the required delivery
date. In this case, the budget monies will be restored to the original period and decremented in
the period in which the goods were actually received, the Received date on the PO Header —
Receiving tab.

e Invoice discount Amount The budget is adjusted by the Invoice discount amount that is
currently on the record either from the original PO or the last receiving record.

Important: This field should be updated for each receipt.

e Invoice freight Amount The budget is adjusted by the Invoice freight amount that is currently on
the record either from the original PO or the last receiving record.

Important: This field should be updated for each receipt.

BIRCH|STREET

Welcome Bridget Wioodard Home My Settings Help  FAQ/O-Tips Hide Logo @ entry OList O vertical O Horizontal

T st aitacn | Notes | Reconng Recora— | T Cancoipo
PP Header - Receiving — UIMMRHBHE

PO number | PO Status
PO clate li Changed to above status on ’—
Internal PO number | Buryer ’7 E
Supplier ,7
Close P02 [
Received date  [08/21/2006 18]
Cancel resson code | Q
[
| Invoice date ]W E I
Invoice number 1ADDSEB?4 Payment method
I Invoice amourt W I
Tracking number ]
Bill of lacing # |
PRO number |
Invoice discourt armt 1—352000 Less discount ’—
Invoice freight amt ,—352375 Freight ’—

You have the option of receiving in either the Order UOM or Price UOM.
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e Accepted Quantity Enter the actual accepted quantity.

o If the quantity received is less than original PO, it assumes this is a partial shipment and
this item gets a status of Partially received.

o If the quantity received is more than original PO, the variance is noted and this item gets
a status of Receiving complete.

e (Supplier’s) Invoiced quantity Enter the invoiced quantity as found on the supplier’s invoice.
Budget adjustments will use the Accepted quantity unless the Invoice quantity is entered, then it
is used instead.

¢ (Supplier’s) Invoice tax amount Enter the tax amount as found on the supplier’s invoice. Budget
adjustments will use this tax amount instead of the original tax amount.

o (Supplier’s) Invoiced price Enter the price as found on the supplier’s invoice. Budget
adjustments will use this price, creating a variance.

BIRCH|STREET

Welcome Bridget Woodard Home My Settings Help FADQ/O-Tips Hide Logo @ Entry OList O Vertical O Horizontal
0T Cncel 1
ftem
Line
Line status
tem# | Product name

Substitute tem ]

Order Unit of Measure Receiving Unit of Measure
Qe cuantity l— Receive by
orderUoM  [Eo Receive UOM  [Fo
Accepted quantity l— Accepted quantity |—2 =>
Remaining open quartty | 10000 variance [ 1000

pice [ G0 pice [ si0s0000
Extension | oo Extension | o0
Tax amourt | Invoicetax amt |
nvoiced price | $108

Reason

Reason Q

=

Receiving Report
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Click Receiving Record to display the Receiving information for the last receipt generated. Once a new
record has been generated, previous records are no longer available.

rin | Close |

Receiving Record #: 000000000000039 Pwrchase Ovder #: 000000000000107

Received hy: Ilaggzie Hino Received on: 02/00,/2006

PO Status: Partially received
Buyer's name: Maggie Hino Buyer's Phone: (200)985-4214

Buyer's Dept.: Banguets

PO date: 02/00/2006
Supplier: Excellent Hoteliers
Divoice numher: PO107
Dvoice amount: €0.00

Source document number:
Tracking number: PO107
Bill of lading numbher: PO107
PRO number: PO107

Receiving Notes :

Mo HMotes
Product Dishursement:
Picked up by Depattment : Drate
Deelivered to: Location : Signature
Line status IS";{"[} Product Desc. Order UOM [Pack/Size Order Qty Unitprice [Ext.price Acpt'dqty| R°° ‘;t"; date | on gty |Can'd gty Reason
Partially Hawaiian [Hawatian E& -f- 10.00 | €100.0000 | 40000 &.00 &.00 400
received

If substitute items are received, they will be displayed with an * (asterisk).

Receiving Record # 000000000000086 Purchase Order # 000000000000404

Received by: Bridget Woodard Received on: 03/21,/2006

PO Siatus: Partially received
Buyer's name: Bridget Woodard Buyer's Phone: (202)457-0565

Buyer's Dept.: Admin & General

PO date: 02/21/2006

Source document number:
Supplier: Best Event Production

Tracking numbex:
Dwvoice number: AODS6374 Bill of lading number:
Inwoice amouni: $631.19 PRO number:
Receiving Notes :
NoMotes
Product Dishursement:
Picked up by: Department Date :
Delivered to: Location : Signature
: Order . Order P Ext. Acpt'd | Rec'dio | Open | Can'd
Line status Ttem SKU | Product Desc. UOM Pack/Size Oty TUnit price rice date Reason
'Receivi.ng Complete 1014WPX Continental Plate EA - JH-36" Wo20" 300 | $108.0000  $324.00
Stand D-16"
Substitute Ttem for 1014XXX Continental Plate Ea - - $110.0000  $330.00 300 300
row ahove Stand
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Link to Corrected Inv
Click Link to Corrected Invoice to open the Reconciliation Screen. The receiving record will

automatically load or select another record from the navigation list. From this screen you can make any

final adjustments to match the supplier’s invoice to the receiving record.

BIRCH|STREET

Wielome Bridget Wioodard

Home

My Settings Help FA

-Tips Hide Logo

BIRCH|
Powered

COentry CList &) Vertical ) Horizontal

Al Last 30 Days PO's % | Advanced Searc

Search Text: G

Page 1 of 1/ Rowws 1-3 of 3 found

PO number

000000000000366
000000000000404
00000000000404

0000000000000
0000000000000
0000000000000

Receipt Reconciliation

Identification

Receiving number

I

Received date
Purchase order number
Cost center

Internal PO numkber

Supplier company

Unknoven supplier
Invaice number
Invoice date
Payment reference number
Tracking numker
Bill of lading #
PRO number
Totals
Total line amourit
Tax amount

Invaice tax amt

Actual freioht amt

Inventory Order Guide

When integrated with the Inventory feature, the receiving process updates the item’s On-Hand Quantity,
On-Order Quantity and the last Inventory Cost Amount.

oszizoos 8

Receiving status

Buryet

[
QY
O

|s00s6874

Daz1200E [

Subject

Cancel reason code

PO Status
Update PO status to

Payment method

——
e

,—
FIRTS

If substitute items are included, they will be added to the storeroom’s order guide.
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Reconciliation

The reconciliation process continues the three-way matching of receiving. Only POs with a status of
Receiving Complete are available for reconciliation.

Payment information only
If the receiving record is accurate, with no additional corrections, the reconciliation process now
addresses final information from the supplier.

1. Enter the following information including:
¢ Invoice date (from Receiving, if known)
¢ Invoice number (from Receiving, if known)
e Payment reference number
e Invoice amount

e Payment amount
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N DEMAND PAOCLISEMEN

Ienze by Sektgs  llelp BAGSRTke  HidelLoga ey Cbist (JWertical CHorkzontal L0

I |

Iedetiridic anion
Fescaiing rumber | Y Recevinadisha | Receteng Comolete %
Receveddale  [onooocs | 9
Purchass crker runbar | 1 Buyer  Foryrgomn G
Cost canger | Algeslion
rlemal PO runber | sugpect |
— Z—Qh Cancel reazon code I[
ol
Wretice rumber | PO Stoha ]
Faymenl ref runber | Updste PO stafus to | Sslect Entry |
Tratking rumber | Faymend metod :P\I.Ichnsz Wi (W)
ol lodry @ |
Puschags Tops | Foad ]
Felease lo person |
Feetevzn b depesrtmend | 3
Bcked upbrrreceverdabe | [9
Docttolslancont | §1,00000

Siorercon tolal anounl | o
Storeroomicirac] grand lolel | §1,000.00
Taotals

Total bews o |
Tweasond [ G
Achalteigitael [ g5500
Leszdlscond | 000
Grand itel [
rwoice anonl |

Payment anounl |

2. No other change is needed. Click Save to save the record.

Additional adjustments required
This process also allows for the final adjustments of the receiving record, matching it with the supplier’s
invoice, updating additional information on the header and line items.

1. Enter the following information on the header including:

¢ Invoice date (from Receiving, if known)

¢ Invoice number (from Receiving, if known)
e Payment reference number

e Actual freight amount

e Less discount amount
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e Invoice amount

e Payment amount

The items themselves can be adjusted at this time on the Received line items tab.

2. Click Edit to modify the existing item information as necessary.

BIRCH|STRE ET el

Wiislcome Jerry Mouyen Home My Settings -Tips Hide Loge @ Entry OList O vertical ) Horizontal m

Now | Savo | prini | Rocoing Record | Corrctod inv——AoprovalDoail | puaiz #05iuus | Gon vicos | Ntes | Aitach |

MR Feceived line items ] |
LU Y A e W Seqich Column V Search Text GO page |1 of 1 Rows per page |50

e 0 Prod ame b e ite Acpt'd q a elled q PO p e e 0
@ 1 | Big Widgets | Bly \Widgets 10 $100 §1,000.00
$1,000.00

0K Cancel Copy as New Row

Line ,7
tem#  [Bigwidgets Product name  |Big idgets
uow [ea 0
Accepted guantity '—10 Crder gquantity 1—
PO price ,7 Invoiced gquantity ,710
Extension ,7 Inw'd { Rec'y oty variance ,7
Tax amourt ,—5000 @ Invoiced price $150
Total line amourt | $1,055.00 “ariance price ,7

Substitute tem ]

Reason Q

Direct total amount $1,000 .00 E —
Storergom total amourt E

Receiving Quantities {based on order UOM)
Guantity shipped ,7
Received quantity ,7
Remaining open quantity ,7

3. Click OK to save the row. Click Save to save the record.

Budget Adjustments
During the reconciliation process, budget adjustments are made to account for any differences in:

e Received date

e Invoice discount amount
e Invoice freight amount

e Accepted quantity

e Invoiced quantity

e Invoiced tax amount
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e Invoiced price

Even if there are no differences, budget adjustment records are made that equal one another. If there are
differences that create a variance, the original budgeted amount will be reversed and the adjusted
amount will be decremented.

Substitute Items
Suppliers may have to substitute a similar item in order to fulfill the PO with the agreement of the buyer.

1. Click Edit on the row to receive a substitute item.
2. Check the box Substitute item. This will reveal additional substitute item fields.
3. Enter the Substitute item #, Item name, UOM and Item price.

4. Enter the Accepted quantity, Invoiced quantity, Tax amount and Invoiced price.

Subaliute iem Cancelad gy PO prica Exfangion

Aepld aqty

Line +  NWem# Prodisct name

v [
ot [Bigvadgets Product e (B edgets
vw e 4
Acoepled quantty | i) Order quasnity 1
e e T 0
Extension I S Rsc qy variance
Texamowd [ %000 [ ot g 50
Toswnesmowt [ o 0 e
Substiee bam v

Suteeliidn Bem name
Eubsifae Lok

Suibde fem price

Subsitite temd  [Bipoer Wikcoets

|Eigge vAcgeas

B
¥l

Rafizon

Dirgact tobal amount
Elorerzom jotal smount

Cranity shippsd
Rastaiend gquanliy
Ramaining open gquantty

| =Y
R RERRRTEE

sipoono [

&

Recetdng Guantities ibased on order UOKME

T
o
E—

5. Click OK to save the row. Click Save to save the record.
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Recipe Application

The Recipe application within eProcurement is intended to address several business requirements within
the hotel/restaurant industry. Recipe is integrated with the existing catalog, order guide and cart
functionality enabling creation of a Requisition or Purchase Order. When REQ is used, the benefit of
Inventory tracking is activated.

With the Recipe application, users will be able to:

1.

Determine profitability of menu items — calculate the sell price for a meal based upon a
certain percentage of profitability.

Determine profitability of Restaurants (Outlets) — reports are available to calculate the COGS
(Cost of Goods Sold).

Ensure uniform quality of menu items (standardized menus).
Provide ease of ordering — including a recipe within a recipe.

Allow substitution of seasonal products or using What If Scenarios

Recipe Process Flow

1. Once a dish/recipe is setup for the first time, it can be used over and over with only updating the
number of servings needed to create the REQ or PO. The general process flow is as follows:

Create the Recipe Header information.
Add ingredients (catalog or non-catalog items) from catalog content, order guide or cart.
Edit the Recipe Header information with additional information such as sell price.

Edit the ingredients with the recipe portion UOM and quantity. Non-catalog items can also be
updated using an export/import feature.

Modify the scale quantity, if needed.
Verify or edit the item’s portion UOM in relation to the order UOM conversion factor.

Calculate sell price and determine profit.

2. With a completed recipe, it can now go through the approval process.
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3. The recipe can now be categorized, or put on the menu where others will find it activated for use.
4. The final step is to determine the number of servings required and create a REQ or PO.

5. If needed, create a What If copy of a dish/recipe, modify it, then save it as a nhew recipe.

Dish/Recipe Creation

A dish/recipe is made up of general information, referred to as Header information. Once the header
information is created, then ingredients (detail items) are added to the Dish/Recipe header from the
Catalog search, Non-catalog creation, Order Guide or Cart.

Once the ingredients are present, editing and updating can take place. The Portion UOM must be
selected and the conversion factor verified or entered. This will calculate the cost and allow recalculation
to help determine the profit margin and price. If scaling the recipe, adjustments can be made to the
guantities.

Header
You can create a dish/recipe from either the Recipe Menus tab or the Dish/Recipe tab.

197 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(B'mﬁs"ﬂﬂf

2 Create Dish/Recipe - Microsoft Internet Explorer

Create Dish/Recipe

Recipe type | EEEE

Dish/Recipe rame I |

Description

Mumber of servings

Profit percentage |

Trx currency I | O
Exchange rate |

Dish/Recipe price |

Internal only [

Outiet | 0
|

Classification |

>

Recipe type

Select from the dropdown list either Dish or Recipe. A Dish is made up of a recipe(s) and
ingredients. A Recipe is made up of ingredients.

Dish/Recipe name
Type in a name for the Dish/Recipe as you would like it to appear in the system.
Description
Add any additional information relating to the Dish/Recipe.
Number of servings
Enter the number of servings this Dish/Recipe will make.
Profit margin

Enter the number of percent profit margin desired. The system uses the cost and profit margin to
calculate the price. This figure is stored with the header information. You can change the profit
margin in Header Update. You can also calculate “what if’ profit margins on the Dish/Recipe tab.

198 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(ﬁmﬁsﬁ&ef

Trx currency

Enter or zoom to select the Currency for this Dish/Recipe. [This field is only visible if using multi-
currency.]

Exchange rate

Enter the exchange rate comparing the Dish/Recipe currency and your home currency. [This field
is only visible if using multi-currency.]

Dish/recipe price

Enter the Price for this Dish/Recipe. This is not a calculated field. It is only updated by using
Header update.

Internal only

Only your property can see the Dish/Recipe.
Outlet

Enter or zoom to select the Outlet (department) code.
Classification

Enter a user created classification for the Dish/Recipe. This is a free form field.

Add to Recipe Detail items

Once the header information is created, then ingredients (detail items) are added to the Dish/Recipe
header using Add to Recipe from:

e Catalog search results

e Non-catalog item creation
e Order Guide

e Cart

Many different suppliers, as are necessary for the recipe, can be included. The actual portion used in the
recipe will be updated on the Dish/Recipe tab.

If adding items to a What If record, make sure the What If record is loaded before beginning.
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Catalog: Various
Products: 1
Pages: 1

Order
Qty
i Manufacturer PackiSize Price
PHLADELPHIA CREAM CHEESE 10Z
16101 FOIL 1410z s 1 ! ]
MarSBradletinie) A-One-& Produce and Dairy $24.30

Note: If there are items that need to be added to the recipe that will not be included in the final REQ/PO
creation, then use the supplier 88888 Unknown Supplier. Items such as water or labor expenses need to
be included in the recipe but not on a PO.

Dish/Recipe Update and Edit

Once the Dish/Recipe has been created, it can be updated. The header information and detail item
information can be edited from the Dish/Recipe tab.

Loading the Dish/Recipe for Edit

New dish/recipe
1. Load a new dish/recipe from the Dish/Recipe tab. Click the tab Dish/Recipe.

2. Click My New Dishes. This will display a list of Dishes/Recipes that have the status of New.

| rr— |

. —
List of Dishes Recipes:

Il_SeIect Ertry - 'I

Eirst Previous Mexd Last Refresh

Page 1 of 1 f Rows 0-0 of O found

3. Any already defined items will display.
Active dish/recipe
1. Load an existing dish/recipe from the Recipe Menus tab. Click the Recipe Menus tab.
Note: To be included in the Quick Search or Category search, the dish/recipe must:

e Have at least one detail record
e Be added to the menu
e Be activated

2. Use the Advanced Search, the Quick Search or Category Search to locate the dish/recipe.

Note: The Advanced Search will display dish/recipes that are inactive.
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| | TPO | |

| search anl Menus

|ISearc:h Column: | Al W | Search Yalue | |

JReslaurant A | |

3. From the dish/recipes presented, select the one for editing. Click Load Dish.

| ¥ Cart vPo | |

Menu:Restaurant A

Category: Lunch
Products: 3 Pages: 1

Dish/Recipe ID Dish/Recipe name i Classification Recipe author

O 000000000000047 Cream Cheese Frosting i Andy Lkman

N00000000000046 Old Faghioned Carrot Cake 5 i Anchy Akman

O 000000000000048 Old Fashioned Carrot Cake w Frosting 5 |Dish Andy Lkman F59.88

4. The dish/recipe is loaded with the detail items and the focus is moved to the Dish/Recipe tab.

2 Update Header - Microsoft Internet Explorer

Header Update

Header Update allows editing the general Et

information about the dish/recipe. There are

two sections to this window: the regular Recips type

header information plus nutritional DisiRecipe name. - Jold Fashioned Carro Coke

information (scroll down to see the second hmber of servings |12

Section) Profit percentage 57.88
' Trx currency |L|SD Q|

Exchange rate 1

In the regular header information section,
Dish/Recipe price F46.35

there are three additional fields not available e —— oos
on the Create Recipe window and are bishRececost [ 51061131455
described here. Image Mame  |carroteake jpg
Internal only |:|
Outlet  Jos7 Q

Clazsification |Desser1

Menu category ID |46 Q
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Target price

The Target price is similar to the same feature on the Order Guide tab. If the cost per serving
exceeds the Target price entered here, then the Cost will be highlighted in yellow.

Dish/Recipe

Selling price: $46.38 |Cost: $14.92 | CopyRecipe | Delete Recipe |Add DishtoMenu| CreateP0 |  AddtoPO | CreateREQ | AddtoREQ
e, s B o story | Price itory | ApprovaiDetais | otes | Atachment | Autachimage | Prin rview |

Sutus:  acie T T T T
First Previous Mext Last Refresh Category name : Lunch Recipe vields :|12 Total prep time: 10 View subrecipe :

Page 1 of 1 /Rows 1-10 of 10 found  Caleulate for # of Seruings:l1 20 Scale factor:|1 Profit percentage:lBD Convert Metric: [ ] m

Dish/Recipe cost

The dish/recipe cost is calculated and displayed here. This is a per dish/recipe cost, not a per
serving cost.

Menu category ID

Enter or zoom to select the Menu Category ID. This category is entered manually and used for
reporting purposes. This should not be confused with the feature to add the dish/recipe to the
menu using Add Dish to Menu. Note: This field is only visible if the dish/recipe is activated.

The second section is used to enter the nutritional value information.
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) Update Header, - Microsoft Internet Explorer

Serving size |1 2
Calories 180
Calories from fat a0

Total fat  [120g

Cholesteral  |og

Sadium |1 10g

Totsl carbohydrate |20

Dietary fiber |29

Sugars |5E|g
Protein |2g
Calories per gram |8E|
w
Fy >
Dish/Recipe Detail

There are two places to update the detail item information: Editing within the grid and Edit Item
window.

Editing within the Grid

When the item is first added to the recipe, the Portion UOM and Portion quantity are identical to the Order
UOM and Order quantity. This information needs updating to match the recipe. The Order UOM must be
verified / edited before the Portion UOM and conversion factor is set up.

Important Note: To save your changes, make sure the select checkbox is checked and click Update
Detail.

| | | | | | |

Dish name: Cream Cheese Frosting
Selling price: $15.00 Cost: $3.189
Recipe type: Recipe Picture: &)

Status: Active
First Previous Mext Last Refresh Category name : Menu Meal Period Recipe yields : Total prep time : 00 View subrecipe :
Page 1 of 1 /Rows 1-5 of 5 found Calculate for # of Servings:|0.0 Scale factor: Profit percentage:|50 Convert Metric: [ ]

S
order Prod { Supplier ltem category Portion UOM Portion qty | cost| cost Yield %

:\E?PEM e :"é‘::i"; ELTJ;R:%“;;:’EESE Ingredient |Cheese, Domestic| [oz Qf @00 |$24.30|524 30| 100 [ 200
O |is ffosrgspm et info g;'gf‘i’cr":ig::" Ingredient | [cup Q] 025 | $1.75| 5175 100 [ 0.25
1 |zo ;2?:?333 et ;::gig:;gg;‘rﬂpany Ingredient | =3 Q] 200 | s877| s877|| 100 [ 2.00
ol R I S L e Q|| e e —®
0 st 'I::L’D"r’ gl | v Q| 500 | #1.25| se2| [ 500
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Portion UOM 3 UOM Lookup - Microsoft Internet Ex...
1. Inthe Portion UOM column, click Change to zoom to
select the UOM. These UOMs are regular Order S
UOMs and UOMs created specifically for Recipe. Flist Freous Hext Last Reiesh
E le: CUP. TSP etC) Search Columr; | HOM code v ¥
(Example: CUP, TSP, efc. S - —

Page 1 of 1 #Rows1-2 of 2 found

2. Scroll or enter a text search to locate the desired
Portion UOM.

3. Click Select. (Example: The Order UOM may be CS
for 20 pounds of avocados but Portion UOM may be < >
3 EA for this recipe.)

Portion Qty
In the Portion qty field, enter the quantity expressed in the Portion UOM. Decimal quantities are
allowed. (Example: 3 EA of avocado for one recipe that serves 6 people.)

Yield %

Enter the percentage of Yield for the item. Enter only the number. Do not enter the percent
symbol. Decimal quantities are allowed. Yield refers to the usable quantity of the item. (Example:
1 avocado has a yield of 75% because the large seed and skin are not edible. Enter 75.)

Scalable

Scaling is a way to adjust the number of portion servings that a recipe makes. You can either
increase or decrease the servings. However, not all items should be scaled.

Check the Scalable checkbox if this item should be included when the recipe is scaled.

Scale qty

If the item is scaled to 100% (the Recipe yields = Calculate for # of Servings) then the Scale
gty and the Portion gty will be identical.

When the item is doubled (the Servings are twice the Recipe yields) then the Scale qty is
multiplied by 2.

However, certain items like seasonings should not scale 200%. Cooks say that instead of
doubling the amount of seasonings, you should expect to use only about 1 % times the original
amount. (Example: Doubling the recipe of 2 TBS would be 4 TBS. You should modify the amount
to 3 TBS.)
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1. Enter the amount of servings in the Calculate for # of Servings field. This will automatically
update the Scaled qty field.

Note: If the Scaled gty has already been saved, this gty will display when the recipe is
reloaded. It will recalculate when a new number of servings is entered.

2. Enter the Scaled qty. Numbers only, decimal quantities are allowed.

| | | VPO | |
Dish name: Cream Cheese Frosting
Selling price: $1500 Cost:  §9189
Recipe type: Recipe Picture: &j
Status: Active
First Previous Mext Last Refresh Category name : Menu Meal Period Recipeyields:[|-  Totalpreptime: 0.0  View subrecipe :
Page 1 of 1 fRows 1-5 of 5 found Calculate for # of Servings:|0.0 Scale factor:’i Profit percentage:|60 Convert Metric: []

Scalable Scale gty | cost

les al 1.00

JLes al 1.00

100

100

024

§.00

025

Ingredient

022

Order UOM
The Order UOM is populated when the item originally is added to the dish/recipe. The only Order
UOMs available are those offered by the supplier. Type in or zoom to select the Order UOM
desired.

Order Qty

The Order Qty is populated when the item originally is added to the dish/recipe. This quantity can
be overwritten with any quantity desired, however it will be automatically updated based on the
Number of Servings, Portion gty, Conversion factor, Yield % and Scale gty. The Order Unit
Price and Order Extended Amount will be automatically calculated.

Edit Item
1. With the recipe loaded, select the item (ingredient) to edit by placing a checkmark in the
corresponding box. Only check one item at a time.

2. Click Edit Item to open the Edit Item window.

| | | | | | |

Dish name: Cream Cheese Frosting ﬁ

Selling price: $15.00 Cost: $9.19
Recipe type: Recipe Picture: Gj

Status: Active
First Previous Mesxt Last Refresh Category name : Menu Meal Period Recipe yields : Total prep time : 0.0 View subrecipe :
Page 1 of 1 /Rows 1-3 of 3 found Calculate for # of Servings:|0.0 Scale factor: Profit percentage:|50 Convert Metric: []

Ingredient
Prod ! Supplier type

16101 L1 PHLADELPHIA CREAM CHEESE
Ware Product Info [ A-One-4 Produce and Dairy

BE548 Butter, salted
hore Product Info | Pacific Foods

Ingredient

Ingredient

205 Copyright © 2007 Birch Street Systems, Inc. All rights reserved.



(B'mﬁs"ﬂﬂf

Depending on whether the item is a catalog item or non-catalog item, certain fields are disabled.
e Catalog item information is displayed on the left and is disabled.

¢ Non-Catalog item information is also displayed on the left but is enabled even the supplier is
enabled.

<} Edit item - Microsoft Internet Explorer

| | Target price |%0.00
ftem = [ Q GL account | Q

Product name | I

q Recipe step # [10

Order UOM

Order unit price Image Hame |

Items per case pack Internal item number |

I
I
I
Pack/Size [ ttem category ID 334 )
I
I
I

Brand I
Grade Hutritional value |
Product origin Seasonal I—
Order to recipe Prep time |2|3

conversion factor

RBefrigerate.
Storage instructions

Let come to rooh tenperaturea.

Prep instructions

MNone
Thaw and reheat

instructions

Calculations

Scaling the Recipe

A recipe is created for a certain number of servings. For usage of more than the basic recipe servings,
the ingredients need to be increased (or decreased) to match the exact number of the expected usage.
There are three fields that do the calculation:

e Recipe yields — (Disabled) The number of servings in the original recipe. This can be edited in
Header Update.

e Calculate for # of Servings — The number of servings needed for the expected usage.
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Scale factor — (Disabled) The number used to calculate the increase or decrease.
(1.0 = servings that are equal to the recipe, 2.0 = twice the servings, .5 = half the servings)
Load a dish/recipe from the Recipe Menus tab or a new dish/recipe from the Dish/Recipe tab.

Enter the number of servings required for this usage in Calculate for # of Servings. (Example:
Original recipe serves 12, usage required is 250 servings)

Click Recalculate. The scale factor is updated. (Example: Scale factor is 20.8333) To serve 250
you need to make this recipe almost 21 times.

Note: The Order Quantity is automatically increased to match the scale factor for this event.

| | | M | |
Dish name: Old Fashioned Carrot Cake
Selling price: §46.33 Cost:  §14.82
Recipe type: Recipe Picture: &j
Status: Active
First Previous Mext Last Refresh  Category name : Lunch Recipe yields = Total prep time : 10 View subrecipe :
Page 1 of 1 fRows 1-10 of 10 found [ Calculate for # of Servings:|250.00 Scale factor:| /[ 5550 Profit |)ercemage:|80— Convert Metric: [ ] F

Scale | Scale Order | Order

Ingredlem ltem unit ext unit ext

category | Portion UOM Portion qty :osl Yield % |Scalable Scaleqty| cost| cost|Order UOM Order Oty | price amt
83 33

'jz;r'; Ingredient Qff so416| sos4|[ oo s016| $1335 oz qQ 700 | 193] $1351
T 5% | gredient [cur Q| a0 | go2s| oS0l oo [ a1e7 | s025) 91044 Jpac Q I 300 _$5.01 $15.03
Ingredient [cup Q] 150 | s045| soes|[ o0 [ a2 | s04s| $1496| [caL Q i 200 _$?.25 $14.50
202 redient [cup Q| 225 | sos1| a6 100 [ 4gms | $051| $2913| [Les Q I 200 ;15.50 $31.20
Ingredient [rsp Q] 200 | soo0| sooo|[ oo 4167 | $000) $005| [Gal Q I 1.00 _$1 25| $128

e Select the items to be included. To select all items, click the All checkbox in the column heading.

Click Create REQ or Create PO to create a document for purchasing. The standard e-
Procurement Create REQ or Create PO window will open. Continue in the same manner as a
regular document created from the Search Results or Order Guide.

Note: The Order Qty is calculated based on the Number of servings and will be used to generate
the document. The Order Qty can be modified either here or in the REQ or PO Print / View / Edit.
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Dish name: Old Fashioned Carrct Cake
Selling price: $2039 Cost: $1492 ﬁ

Recipe type: Recipe Picture: 4

Status: Active
First Previous Mext Last Refresh Category name : Lunch Recipe yields : Total prep time : 10 View subrecipe :
Page 1 of 1 fRows 1-100f 10 found  Caleulate for # of Servings:|12.00 Seale factor: Profit percentage:|30 Convert Metric: ||

cost| Yield% (Scalable

Prod ! Supplier category | Portion UOM

10690 EX LGE AA EGGS 1 DOZEN
More Product Info A-Cne-A Produce and Dairy

Ingredient

‘White enriched sugar 52
Sugar Refiners

White enriched sugar p Ingredient 0 E 30

Cc3450F 5P Crisco vegetable oil )

N Ingrediert $0
More Product Info Finest Foods Company g
F10394 ‘Wheat enriched flour 205 50

Ingredient

More Product Info Finest Foods Company

VIEW SUBRECIPE CHECKBOX

A dish can be made up of multiple recipes. You can view, scale and create a PO(s) after displaying the
subrecipe’s ingredients. Before the subrecipe detail is displayed, the recipe header alone is displayed.

" Order Guide  Cart *~ REQ ' PO " InBox  Approvals

Dish name: Cld Fashioned Carrat Cake wi
Selling price: §3358 Cost: $26.06
Recipe type: Dizh Picture: &

Status: Active
First Previous Mext Last Refresh Category name : Recipe vields : Total prep time : 10 IViEW subrecipe : [ ] _I
Page 1 of 1 fRows 1-2 of 2 found Calculate for # of Servings:|12 Scale factor: Profit percentage:|30 Convert Metric: [ |

cost| Yield% |Scalable ﬁ
$14.92|§14.92 F0.0
$11.14($11.14 $0.00

1. Place a check mark in the View subrecipe checkbox. Click GO. This will display all the
ingredients of all Subrecipes.

Note: the individual ingredients cannot be modified in the Subrecipe view. To modify the ingredients
of a Subrecipe, edit the recipe itself.
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Create PO / Create REQ with Subrecipes
When a dish is loaded to create a PO or REQ, you must click View subrecipe checkbox and click GO
first to display all the ingredients.

" Order Guide " Cart * REQ ' PO " InBox ' Approvals

Wiglcome Andy Skman 2E8- Hilton Irvine Orange Courty Sirport | Hide Menu ide Summary Show Logo Home Ny i Help JHelp FAQG-Tips Logou
| | | | | | | Dish/Recipe
Dish name:  Old Fashioned Carrot Cake wf
Selling price: $33.85 Cost:  $26.08
Recipe type: Dish Picture: &j
Status: Active
First Previous Mext Last Refresh Category name : Recipe yvields : Total prep time : 10 View subrecipe :
Page 1 of 1 /Rows 1-17 of 17 found  Calculate for Z of Servings:|12.00 Scale factor: Profit percentage: 30 Convert Metric : |:|
orde e H Prod pplie pe item category |Portion UOM Yield % Scalable !
O RSPOO0000004G S0 Old Fashioned Carrot Cake  |Recipe Ty QI oo |®aoe|saoe| ——
10650 EX LGE AA EGGS 1 DOZEH
"
O 23 More Product Info A-0One-A Produce and Dairy ingradient |EA Q | 4.00 | $0I6] F0.64 100
'White enriched sugar 5% 2
d |2 white enriched sugar W | CoT o ET S ingredient Jeue @y 200 | $0.25| 3050 100
Wazsd7 S Chopped Walnuts 52 .
32 0 Ingredient 0.56 0.56
O tore Product Info Finest Foods Company 8 [cup Q | 100 % Y 1o
O 35 |Labor t::j’;’ ingrediont = Q| 075 [$15.00(511 25
BES01 Salt 2
O pr More Product Info Pacific Foods gt [rsp alr 200 ( $000( $0.00
C345DF P Crisco vegetable oil . Q
T 0 Ingredient 1.50 | $0.45| $0.63
O tore Product Info Finest Foods Company 8 [cup |
F910394 'Wheat enriched flour 20
oope Mare Product Info Finest Faods Company REpEteeR leur =y 225 | $0.51| $1.18 |
BTG345 Cinnamon 2
d|[#® | prereie ey ingredient [r=p =y zoo | s0.m| soo —
Blazaze P Baking Soda ) a
21 T Ingredient 200 | $0.01| $0.01
o tore Product Info Finest Foods Company = = |
scagas A Carrot Shredded 5 Q,
30 n ingredient 300 | $0.04( F0O11
O tore Product Info Finest Foods Company 8 [cur |
[F] RSFO000000047 0 Cream Cheese Frosting Recipe [Ea oy 1.00 |$11.14|511 14
16101 5P PHLADELPHIA CREAM CHEESE . .
[ More Product Info A-One-4 Produce and Dairy ingeedient |Cheese, Domestic| oz S 500 | $0.49| $3.89 100
653545 Butter, salted 2
a v
[F] 15 iy S i Uy Ingreciient [cup 3, | o2s | $0.22| $0.05 100
V483928 Vanilla flavoring
O o More Product Info Finest Foods Company GO [rsp = 200 | $001) 3002 100
C52345 Confectioners” sugar 1 5 ,7 v ,—
O 25 tore Product Info Finest Foods Company trEreetets |LBS Q | 1.00 | $0.95( $0.95
Labor [efr ingrectiont MM (&3 500 | §1.25| 622
Lakor
< >

Dish name: Old Fashioned Carrot Cake w
Selling price: 3365 Cost: §26.06
Recipe type: Dish Picture: &

Status: Active
First Previous Mext Last Refresh Category name : Recipe viells : Total prep time : 10 View subrecipe : []
Page 1 of 1 /Rows 1-2 of 2 found Caleulate for # of Servings:|250 Scale factor: Profit percentage:|30 Convert Metric: [ ]

All (order Prod | Supplier (| Yield %

REPOOOOONON4E P | Old Fashioned Carrot Cake [Recipe 1 $1492 (1492

RSPOOOODODC4T P |Cream Cheese Frosting Recipe 1 F11.14|511.14

Microsoft Internet Explorer

1 E 966- Please check the "iew SubRecipe’ checkbo, then click 'Go’ before creating a PO or a REQ,
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ON DEMAND PROCUSEMENT

Profit Percentage
The Profit percentage entry field is used to determine the Selling price. The default is user-defined when
the dish/recipe is first created or updated in the Recipe Header Update.

1. Enter the estimated Profit percentage and click Recalculate.

2. The Selling price is calculated and displayed based on the cost multiplied by the Profit
percentage. The Selling price and Profit percentage are only temporary values. Change the Profit
percentage and Recalculate as many times as necessary to determine the actual Selling price.

Dish/Recipe

i R AL Il corrorve | veitcnerpe [AudbishtoMens] CreseP0 | Adator0 | Crestona | Aditona |

First Previous Mext Last Refresh Category name : Lunch Recipe vields fiz Total prep time: 10 View subrecipe : &0
Page 1 of 1 /Raws 1-10 of 10 found  Calculate for # of Seruings:l?SU Scale factor:| 20 5755 IProfit percentage:|30 Ii:onuert Metric: [] || |

3. Once the Profit percentage and Selling price are determined, you can update these figures in the
Header Update window. By updating the information in the Header Update, this will be the default
the next time the dish/recipe is used.
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| | | | | | |

Dish name:  Old Fashioned Carrot Cake
Cost:  §i14.82

Selling price: $20.14

2l Update Header, - Microsoft Internet Explorer,

Total prep time: 10 View sul)recipe 8
onvert Metric :

Update Header

Recipe type Recipe w

DishiRecipe name |O|d Fashioned Carrot Cake

QI 400 sos| sosal] 33.33

Q| zm| so2s| sos0|] 100 [ 4167 | 8

Descrintion L 4 150 | $0.45| soEs|| 100 | 25| B

Q| 225 s051| s1a8| 100 [ 4538 | 8

Q| zm| sooo| sooo|| 100 [ 4167 | 8

e ot ser e 12 Q| 2o som| som|] 100 [ 4167 | 8
I Profit percentage ] SDI

Trx currency  |USD Q) Q| zm| soo| som|] 100 [ 4167 | 8
s

Exchenge 12 . Q| zm| soo4| so1] an [ 6250 |

| bishRecipe prics | 32089 |

CONVERT METRIC CHECKBOX

It may be that a recipe is written in standard US measurements but the user wants to have it converted
into Metric units. In the Unit of Measure setup, metric units are designated as such and a conversion
factor is established. Once this is done the conversion can take place.

1. Load the recipe.

2. Place a checkmark in the Convert Metric checkbox and click Recalculate.

Dish name: Old Fashioned Carrot Cake
Selling price: §19.40 Cost: 1492
Recipe type: Recipe Picture: &
Status: Active

First Previous Mext Last Refresh Category name : Lunch

Page 1 of 1 /Rows 1-100f 10 found  Caleulate for # of Servings:|250.00 Scale factor: Profit percentage:|30

10690 EX LGE AA EGGS 1 DOZEN

D More Product Info A-One-A Produce and Dairy loied e Q

= |White enriched sugar 5% .

O |s Wihite enriched sugar 5P Sugar Refiners 2 Ingrecient lcup Q 200
C3450F L1 Crisco vegetable oil "

o More Product Info Finest Foods Company fdtient |cup Q 1.50
Fa10394 Wheat enriched flour 20z . k

D 8 tore Product Info Finest Foods Company lpdietient |CUP Q 235
GES01 Salt "

o L hore Product Info Pacific Foods gl |TSP Q 2o
G7G345 Cinnamon .

D 1 More Product Info Finest Foods Company loied e |TSP Q 2.00

Recipe yields : Total prep time : 10

$0.00
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View subrecipe :

onvert Metric: [ lfl

J0.16

025

$0.45

$0.51

F0.01

F0. 84

F0.50

068

116

$0.00

F0.01

8333
[ 100 41 67
[ 100 .25
[ 100 46,68
[ 100 41 57
[ 100 41 57

/ Sort Ingredlem ltem
order Prod ! Supplier category | Portion UOM Portion qty Yield% |Scalable Scale qty

F0

$0

F0

F0

F0
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The Portion UOM is now changed to a Metric UOM and made to be display only.

The Portion gty is now converted to correspond to the Metric UOM.

Note: Those items that are not specifically metric (box, case, each, etc.) are not converted.

Standard US

CUP Cup

FOzZ  Ounce Fluid
LBS Pound

0oz Ounce

PTL Pint — Liquid
QTL  Quart - Liquid
TBP  Tablespoon
TSP  Teaspoon

LTR

ML

LTR

LTR

ML

ML

Metric

Liter

Milliliter

Gram

Gram

Liter

Liter

Milliliter

Milliliter

Dish name:

Old Fashioned Carrot Cake
Selling price: $159.40 Cost:
Recipe type: Recipe Picture: &j
Status:

1492

Active

Category name : Lunch
Page 1 of 1 fRows 1-100f 10 found  Calculate for # of Servings:|250.00

Recipe yields : Total prep time : 10
Scale factor: Profit percentage:|30

Conversion

Factor

.24

30

454

28

A7

.95

15

View subrecipe :

Convert Metric : I:I

212
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10690
Mare Product Info

White enriched sugar ‘“

c3450F 8P

Mare Product Info
Fa10394

Mare Product Info
BE301

Mare Product Info

875345
Mare Product Info

EX LGE AA EGGS 1 DOZEH e
A-One-A Produce and Dairy g
White enriched sugar 52 "
Sugar Refiners ddegt
Crisco vegetable oil "
Finest Foods Company oied et
Wheat enriched flour 20 Inaredient
Finest Foods Company g

Salt "
Pacific Foods gl
Cinnamon .
Finest Foods Company (gredEn

054 | $215
1000 | $0.00
1000

Copyright © 2007 Birch Street Systems, Inc. All rights reserved.

s1a6| 100
gooo|[ o0
soot | oo

1125
20833
208.33

$215

$0.00

$0.00
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Add Dish/Recipe to Menu
In order for a dish/recipe to be available when searching and using the category path, it has to be added
to the menu. You will want to add both dishes and recipes.

Add Recipe to Menu
1. Load a recipe from the Recipe Menus tab or a new recipe from the Dish/Recipe tab.

2. Click Add Dish to Menu. A A Add Dish to Menu - Microsoft Internet Explorer

window will open.
Note: This button is also EI
:‘éa"ab'egr‘s’m th‘; Add Dish to Menu
vanced Searc
Dish/Recipe List. DishID  |[RsPonoo000SE Q
|
3. The loaded Dish ID will MeruD  [J0000000000000" Q
default or select another. |
4. Type in or zoom to select Menu categary D |47 Q
the Menu ID. |
5. Type in or zoom to select
the Menu category ID. £ 2

6. Click Save.

Add Recipe to Dish
1. Use the Advanced search on the Recipe Menus tab to display the recipes.

2. From the Advanced search result Dish/Recipe list, select the recipe you want to add to a dish.

3. Click Save.

Dish/Recipe Activation
Before a dish/recipe can be made available to generate a REQ or PO, it must be activated.

1. Click Activate Recipe from the Recipe Menus tab.

2. From the Activate Recipe window, select what items you want to activate. Select from the three
areas:

e Activate within: Outlet, Library or Both
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e Recipe type: Dish, Recipe or Both
e Status: New or Inactive

3. Click Generate List to view the selection.

<3 Activate Recipe - Microsoft Internet Explorer

Activate Within: Ooutet O Library © Bath
Recipe type: Obish ORecipe & Bath
Status: Mew [ Inactive

I@I Done ‘:g Local intranst

4. Place a checkmark in the Select box for the dish/recipe to make active.
e Click Select All to check all items.

e Click Clear All to remove all the checkmarks.

2 Activate Dish/Recipe List - Microsoft Internet Explorer,

Select Dish/Recipe ID Dish/Recipe name Status IrlLenr;al Outlet Recipe author Cr::ttieon R;(;i:e Classification
|:| 000000000000045 |Borsin Turkey Sandwich & Fries [Mew Mo Banguets Ancly Skman 07 ME8/2006 |Dish Lunch Bunch $7.9900
|:| 000000000000041  |Boursin Turkey Sandwich ey Mo Banguets Ancly Akman 07 M 712006 |Recipe Full Lunch F6.5000
|:| 000000000000044  |French Fries, Salted [ Mo Banguets Ancly Skman 07 MEB/2006 |Recipe Sides F2.5000
|:| 000000000000055 | Tosd in the Hole e Mo Banguets Ancly Akman 0842872006 |Recipe Dirner $0.0000
@ Daone \3 Local intranet

5. Click Set Item to Active to activate the dish/recipes selected. They will now be available in the
dish/recipe search.
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Reporting
The eProcurement system offers many predefined reports with the ability to customize the content and
publish the report parameter to specified users.

Report Availability
Existing reports can be made available at three levels:

o Marketplace Wide
e  Within a Property/Company

e Individual Person

Marketplace Wide Report
The Item Export filter is an example of a report that is run for the entire marketplace but not able to be
edited by an individual user. Notice these report limitations:

e The Delete Filter is disabled.
e The Attributes checkboxes are checked and disabled.

e The Report filter name is prefixed with an * (asterisk).

Notice these flexibilities:
e The Sort Direction can be changed.
e The Sort Order can be changed.

e The Filter Type, Filter Value 1 and 2 can be changed.
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<) Export Filter - Microsoft Internet Explorer |Z||E|[Z|
'1:

{ Fie Edit WView Favorbes Tools Help

|

e

Save Filter Selection &s | *Supplisr F&E
Dpen Existing Fiter Selection | *Supplier FAB “ | Filter Criteria | Al Criteria Met %
Item Export

Add filter criteria if you wish to limit the products to be exported. Use no fiter criteria if you wish to export all of your products.

Attributes Sort Direction glr’:er Filter Type Filter Value 1 Filter Value 2
ftem number ’—V| I—V‘ 'DonotFilter—v| | Q] 0
Product name [ v|[ v [Donot Fiter v | [
Brand name | - || - ‘ | Do nct Fitter - | | |
fgy name | N || N ‘ | Do not Fitter 4 | | |
g prod ID | ~|[ +||ponot Fiter ~ | [
Product desc | v || w ‘ | Do not Fitter R | | |
Prad origin | ~ | | v ‘ | Do nat Fiter v | [ [
Frod expires | v | | v ‘ | Do not Fitter - | | o itz |

Within a Property/Company

The Purchase Order report is an example of a report this is available throughout an individual
property/company. An individual creates the report parameters with the Filter selection (name) prefixed
with an * (asterisk). This makes the customized report parameter definition available to everyone in the
property who has access to this report.

X Purchase Order Report - Microsoft Internet Explorer |'L”'E|[z|
¢ Fle Edit Wiew Favorites Tools  Help 3
2~
Purchase Order Report |
D Save Filter Selection As |"Las‘t 30 days POz

*Last 30 days POs hd ||Firter’ Criteria | All Criteria hist W

Open Existing Fitter Se\ectionl

Sort Direction g‘::er Group Filter Type Filter Value 1 Filter Value 2
PO number Ascending v |1t » | [ Do nct Fitker w | |
PO date | v v O [FromThrousn v| Jaropav-an T |mropava Iy

Individual Person

The Purchase Order report is an example of a report this is available for a single individual
property/company. An individual creates the report parameters with no prefix on the Filter selection. This
makes the customized report only available to the report creator.
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2l Purchase Order Report - Microsoft Internet Explorer

© File Edit ‘iew Favorites Tools  Help i

Purchase Order Report | 1

[] save Fiter Selection Az |Last 30 days POs

Cpen Existing Fitter Seledionl Last 30 days POs b ||Fi|ter Criteria | &1 Criteria Met  »
. . Sort q . .
Sort Direction Order Group Filter Type Filter Value 1 Filter Value 2
PO number ascending v | 1st | [] Do not Fiter v | |
PO date | [~ O [Frommhrough v| [@ropav-a [ J@ropsya il

Report Parameter/Filter Elements

Buttons
Run - When parameters are created or parameters are loaded with a filter selection, click Run to run the
report and also to save the definition if the Save Filter Selection As is populated and checked.

Cancel - Click Cancel to close the report window.
Reset - Click Reset to remove all values; check boxes, dropdown values, etc.

Check All - Click Check All to place a check mark in all the column selection checkboxes. This will
include the selected columns on the report.

Uncheck All - Click Uncheck All to remove the check mark in all the column selection checkboxes.

Delete Filter - Click Delete Filter to delete a filter where you are the owner.

2l Purchase Order Report - Microsoft Internet Explorer

© File Edit View Favorbes Tools  Help i
S
Purchase Order Report |
r |
D Save Filter Selection As ]Last 30 days POs
Cpen Existing Fiter Selection | Last 30 days POs R | Filter Criteriz
< Sort q . .
Sort Direction T Group Filter Type Filter Value 1 Filter Value 2
PO number azcending v | 1st | [ Do nit Fiter - | |
PO date [ v~ 0O [Frommhroush v| Jetopav-s0 FE  laropay- i

Save a Report Filter
1. Create a report by making the parameter selections below.

2. Give the report a name by typing it in the Save Filter Selection As field.
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3. Click the checkbox next to the Save Filter Selection As field.
4. Select the Filter Criteria.

e All Criteria Met = AND

e Any Criteria Met = OR

5. Click Run. The report will open in either an Excel Worksheet or a HTML format. This is described
in Output Selection.

2 Purchase Order Report - Microsoft Internet Explorer . E
iy

{ File Edt Yiew Favortes Tools  Help

Purchase Order Report |

ES&VB Fitter Selection &z | Last 30 days POs |

Cpen Existing Fiter Selection | Last 30 days POs ¥ ‘ Filtet Crﬂer\%‘ Al Criteria Met % ||
Sort Direction glr,:er Group Filter Type Filter Value 1 Filter Value 2
PO number Ascending v |1t v | [ Do nat Fiter v | |
PO date \ [ »|0O [Frommhrough v| Jatopar-0 B amopaya E
[] Buyer person ID ‘ v | | v | O | Do not Filter v | [ Q] Q
Buyer name ‘ w || v| F |Do nat Fiter v| | |

Report Parameters
A report can be defined as granular as you need. Flexibility of each column gives the report creator a
powerful set of tools to extract exactly the information needed.

Note: The last saved report parameter will be loaded. Use the definition again, modify the definition,
select an existing filter selection or click reset to start fresh.

Columns - Check the box to include the column on the report.

Sort Direction - Select the direction you want this column to sort. Ascending is 1-9, A-Z, Descending is 9-
1, Z-A.

Sort Order - Used in conjunction with the Sort Direction, the Sort Order tells which column to be the
primary, secondary, tertiary sort. For example, you can sort by the Required delivery date first, then the
PO status second, and the PO number third.

Group - Check the Group checkbox to give a grouping and/or subtotal on this column. Be careful that
checking this box makes business sense.

Filter Type - Select a filter type to restrict the records returned. This is used in conjunction with the Filter
Value 1 and Filter Value 2 fields. Options available are:
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Equal — The value in the database must exactly equal the value in Filter Value 1 for the
record to be included in the report. The comparison is case sensitive, so for a record to meet
the comparison and be included it must have the same text and case.

Not equal — The value in the database must NOT Equal the value in Filter Value 1 for the
product to be included in the report.

Less than — The value in the database must be less than the value in Filter Value 1 for the
record to be included in the report. When entering monetary values, omit the currency
symbol (“$”).

Greater than — The value in the database must be greater than the value in Filter Value 1 for
the record to be included in the report.

Greater than or equal to — The value in the database must be equal to, or greater than the
value in Filter Value 1 for the record to be included in the report.

Less than or equal to — The value in the database must be equal to, or less than the value
in Filter Value 1 for the record to be included in the report.

Like — The value in the database must contain the text or characters in Filter Value 1.

Not like — The value in the database must NOT contain the text or characters in Filter Value
1.

From/Through —The value in the database must be between, or equal to, the values in Filter
Value 1 and Filter Value 2.

Is empty or blank — The value in the database is empty for the record to be included in the
report.

Is not empty — The value in the database in Filter Value 1 is anything for the record to be
included in the report.

In list — The value in the database must be equal to the multiple items listed in Filter Value 1.
Separate the items by a comma. (Only valid in a textbox and editable zoom.)

Not in list — The value in the database must NOT be equal to the multiple items listed in
Filter Value 1. Separate the items by a comma. (Only valid in a textbox and editable zoom.)

Filter Value 1

Used in conjunction with the Filter type, this value can be a textbox, calendar, zoom, or dropdown

list.

Filter Value 2

219
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Used in conjunction with the Filter type From/Through only. This value can be a textbox,
calendar, zoom, or dropdown list.
Token values

In order to use a report multiple times without having to enter the exact date each time, the Value fields
allow the following tokens. Save these values with your saved report parameter.

e @TODAY = Current system date
e @TODAY+1 =tomorrow, @TODAY-1 = yesterday (24 hours)
e @TODAY+7 =in one wee, @TOADAY-7 = a week ago
e @MONTH_BEGIN = The first day of the current month
e @MONTH_END = The last day of the current month
Note:
e There cannot be any space between @ and the word.
e There can be a space after the word and before the + or -.

e The word can be upper or lower case.

2 Purchase Order, Report - Microsoft Internet Explorer

: File Edt View Favorites Tools Help ,’
A~
Purchase Order Report |
Save Fiter Selection Az [Last 20 days POS by datesstatus
Cpen Existing Fiter Selection ‘ Last 30 days POs by dateistatus | Fitter Criteria | Al Criteria Mat &

Sort

Column Sort Direction A

Group Filter Type Filter Value 1 Filter Value 2

PO number Azcending W[ 3rd W D Do not Fiter
PO date | ~|[ ~ O [Frommhrougn v |@ropav-ao FH  |aropar- iz
D Buyer person 1D | b | | b | D | Do not Fiter e ‘ | Q | Q
Buyer name | b | | b | D | Do not Fiter e ‘ | |
Buyer company | b | | b | D | Do not Fiter e ‘ | Q | Q
Buyer comp I | e | | s | D | Do not Fiter s ‘ | Q | Q
Department | e | | s | D | Do not Fiter s ‘ | Q | Q
Inn code | b | | b | D | Do not Fiter A ‘ | Q | Q
Supmit date | v~ O [ponotFiter v | = = )
Req deliv date | Azcending v | | 1t | D | Do not Fiter A ‘ | E | E
PO Status |ascendrg v |[2na | [ Do not Fiter |
Confirm | v | | v | F | Ecjual v ‘ | Mo v |

Output Selection
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There are several options for running reports.

1.

2.

A report can be run immediately or scheduled.

A report can have an output of an Excel Worksheet or HTML file.
A report can be run

¢ Immediately and brought back to the computer workstation

e Sent as an email notification with a hyperlink

e Sent as an email with an attachment of the file output.

Important Notes:

When a report parameter is saved, the output selection is not saved. It must be selected each
time a new report is run.

Users who want to receive a report via e-mail must have a valid email defined. This is found in My

Settings, Message deliver option. This must be set to either Email only or Birch Street Msg In Box
and email.

Each night there is an eProcurement process that updates reporting information. Because
running reports is so database intensive, only selected reports produce real-time information.
Most reports will have current data from yesterday. The exceptions are reports that need real-
time data. They are related to daily Receiving, and Inventory.

Run a report immediately

1.

2.

Select the Report Output Option of either Excel or HTML.

Select the Report Deliver Option of Run Immediately.

3. Task Schedule is not used.

221

2 Purchase Order, Report - Microsoft Internet Explorer

File Edit ‘“iew Fawarites Toals  Help

| |

Report Output Option

Report Deliver Option

Fun Immedistely

Fun mmec Y
Matify by e-mail
Attachmert in e-mail

Tazk Schedule
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Run a report immediately and send an email

1.

2.

4,

Select the Report Output Option of either Excel or HTML.

Select the Report Deliver Option of Notify by e-mail. This option sends an email notification to
the report originator with a link to the report located on the eProcurement system.

Or, Select the Report Deliver Option of Attachment in e-mail. This option sends an email to the
report originator with the report attached to the email.

Task Schedule is not used.

Schedule a report

Scheduling a report is done exactly like running a report immediately except that a run time (frequency) is
also selected.

1.

2.

Select the Report Output Option of either Excel or HTML.
Select the Report Deliver Option of Notify by e-mail or Attachment in e-mail.
Select the Task Schedule from the zoom list.

Click OK on the message “Your report request has been submitted. You will be notified via e-mail
when it is complete.”

Output Selection
Report Output Option Excel W
Report Deliver Option Motify by e-mail e
Task Schedule Q

& | Frequency - Microsoft Internet Explorer

Advanced Search

Search Column; |Frequency D v | F

Search Text: 110 GO
Page 1 of 1 FRows 1-1 of 1 found

Frequency ID ¢/ Description Frequency type

l' 110|Every morth, 15th Morth

Report Distribution

Reports can be distributed at three different levels. Most users will only have the option to produce
reports for themselves. However, there is an option for selected positions that allow reports to be sent to
a group within a property/company or to a group within the entire marketplace.

222

Do not display the Report Distribution Group field. Only send the report to the report creator.
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N QEMAND PROCUREMENT

e Company level workflow groups Display Report distribution group field and only send it to
workflow group members within my own property/company.

e All access Display Report distribution group field and send it to workflow group members
throughout the marketplace.

2 Purchase Order Report - Microsoft Internet Explorer

File Edit Wiew Favorites Tools  Help

Owiput Selection

Run | Cancel Schedule Task Harnoyve Tasi

Report Outaut Option

Report Deliver Cption | Fun Immedistely b |

Tazk Schedule |

Report Distribution Grougp 1 Q

If you have the Report Distribution Group option available to you, contact the system administrator to get
instructions for this feature.
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Marketplace Administrator

Admin User Application Setting

Default GL Accounts tab
1. Open Admin User Application Setting Screen.

2. Load the existing person record.

3. Click Default GL Accounts tab.

4. Click Add Row (or Edit to modify an existing record).

5. Select from the PurchaseType dropdown list the type.

6. Zoom or type in a GL Account in Default GL Account.

7. Click OK to save the row. Click Save to save the record.

The effect is that when a purchase type is selected during Create PO, the defined Default GL Acct will
default into the GL Account field.

Note: If Default GL Accounts are defined for a person, then the person defaults will supersede the
company defaults.

BIRCH|STREET

VWelcome: App Admin Home My Settings Help FAQ/Q-Tips Hide Logo CEntry OList &) Vertical ) Horizontal

Advanced Search

Search Column: v Default GL Accounts
A
Search Text: GO ¥ AP N cooch Column: ¥ Search Text GO page 1 of 1 Rows per page [ —

Page 1 of 1 iRows 1-3 of 3 found

Row / Purchase type Default GL Acct
Jerry Nguyen 1 | Beverage 057-352-01

h=aggie Hino

Richard Wong

Riow

Detautt GL Accourt  [057-352-01 Q,

Company Application Setting
Default GL Accounts tab
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1. Open Company Application Setting Screen.

2. Load the existing company record.

3. Click Default GL Accounts tab.

4. Click Add Row (or Edit to modify an existing record).

5. Select from the PurchaseType dropdown list the type.

6. Zoom or type in a GL Account in Default GL Account.

7. Click OK to save the row. Click Save to save the record.

The effect is that when a purchase type is selected during Create PO, the defined Default GL Acct will
default into the GL Account field.

Note: If Default GL Accounts are defined for a person, then the person defaults will supersede the
company defaults.

| Default GIL Accounts

|
¥ 4 P A ceqch Column | Row “ | ¥ Search Text: GO page [1 of 1 Rows per page |s0

| Add Row |

Row / Purchase type Default GL Acct

1 | Food 001-340-30
2 | Beverage 001-340-30
Foaray

Purchasze Type Select Entry

Default GL Account | Q

Price Groups

As a supplier, you may want to create different pricing structures for different buyer groups. For example,
you may need to replace the base price in the system for a certain group of buyers. The base price
remains the same for those not in a price group, but those in the price group see the adjusted price.
Volume Price Breaks are then calculated on the different adjusted pricing amounts.

Contact the Marketplace Administrator if you have differing pricing structures. Since pricing is sensitive, it
must be done in conjunction with the Marketplace Administrator.

1. Marketplace Administrator creates on behalf of the supplier a Price Group Header record.
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2. The Marketplace Administrator selects the Buyer Groups that will be affected by the Price Group.
3. The supplier imports prices associated with the Price Group.

Price Group Header

The most common setup is for the supplier to replace the item defined in the database with a new price.
The Marketplace Administrator creates the Price Group Header record. (The supplier downloads the
detail prices.)

1. Select Price group type as Mark down.
2. Type in the Percent value as 100 (100%).

3. Check the box Selected supplier items.

4. Enter or zoom to select the Currency code.

5. Click Save.
File Edit ‘ew Favorites Tools Help ",'
\ A @ N ! S R
Qo - © - 8] B ) Poewer Yoroms @ -5 B -[J 3
address |@ hitp: {jgadee QADEY screen. jspPscreenid= 1032 78d=1155855073728 ‘v'| G0
BIRCH|
Powered
Welcome App Admin Home Settings Help FAQ/D-Tips Hide Logo @ entry O List () Vertical () Horizontal m
New  Save | Savoss | Deleto | brm |
| .

Price groug |0 %

Price group name |Exce|lerrt Hoteliers

Description

O Mark up
Price group type @ Mark dowen

O Marin
Percent value '7100 * Muttiplisr
Selected supplier company | [
Selected supplier tems
Currency code |USD Q |

@ Ready ‘ﬁ Local intranet
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Preset Allocations Setup
The setup for Preset Allocations is an administrative function.

1.

If you have the security rights, from the Main Menu, under Declining Checkbook Maintenance,

click Preset Allocations.

Main Menu
Procurement
[El Administration
[l Declining Checkbook Maintenance
Budget

Budget Adjustment Entry
Rudnoet Imnort Fxnort
Preset Allocations
BUOgeL oy FuU HEpPOIL
Budget Status Report

2. Give the record a description on the Preset Allocations tab.

3. Click the Detail tab to add the specific allocation distribution.

227

—
¥ & * A seqrch Column: | Row | ¥ Search Text: GO page [ of 1 Rows per page |50
Period # S — —
1 lssaas Q Based on PO Al Period Lengths hsr Q Banauets | [z zz0.10 Q Glass 10
2 ssas {7}, | Based on PO All Period Lengths b ), | Rooms DoT 360 (| Reservation Costs |25
| | | 15
Rowe
Period number  [39999 Q)

Departmert 057

GL sccount  |057-350-10

Allocation number '|1D

Click Add Row to enter the first allocation.

Enter or zoom to select the Period # or 99999. A specific period # will allocate the costs to the
designated GL Period. Entering 99999 will substitute the 99999 with the current GL period based
on the PO required delivery date.
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Notes:

e |If the required delivery date is changed at a later time, the period will NOT be updated. It
will remain the period it was when it was first created unless edited manually.

e The period cannot be prior to the required delivery date. If it is, then the line will display a
yellow exclamation mark and cannot be submitted.

6. Enter or zoom to select the Department to allocate the costs.
7. Enter or zoom to select the GL account to allocate the costs.

8. Enter the Allocation number. This is the weighted value of the distribution. When the allocation
is created, this allocation number for all records will be translated to equal 100%. The Allocation
#s do NOT have to equal 100. The system will do that for you. This number could represent any
number of groupings such as: number of people, square feet, number of rooms, etc.

9. Quick editing is available in the grid.

¥ 4 ® A ceqrch Column: | Row | ¥ Search Text: GO page [1 of 1 Rows per page |50

Department GL accournt Allocation #
I‘W Operating Supplies | 12

Bazed on PO All Period Lengths

Bazed on PO All Period Lengths

Bazed on PO All Period Lengths

e Q Telephone
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