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Introduction

ePurchasing is web based, paperless, intranet application, that allows users
to do purchase requisitions and track it during all the approval process. In the
other hand the application helps to people that are responsible of any step in
the approval path of a requisition to accept it or rejects by our intranet.

The ePurchasing application works together a SAP BO system.

The application works together a workflow approval process, developed for
this application. It means that an order had information about who are the
creator and the people that can do an action over it. This information follows
the order for the rest of its lifecycle. Usually the creator of the requisition order
and the requestor will be the same person, but the application allows that a
user creates a requisition for other user that is the requestor. Other people
that are allowed to do an action are: processing user, proposal user and
authorize user. The processing user usually is the assistant of the cost center
where the orders will be imputes. The proposal user is the user that proposes
the requisition and usually is a section head, but can be another user. Finally
the authorize user is the responsible of the cost center, usually the division
head. Three of these users are known by the application, the creator and the
assistant and authorize by the cost center.
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Start the application.

The ePurchasing application is hosted in the Intranet server, in the MIS
Application folder. Inside it you can find the CEPS link. This link opens the
ePurchasing application. This application works together with the
CELLS_Passport application that verifies the virtual passport of each user to
grant or deny the access to any area of the application.

# Before your first access to the application, verify if you have a valid visa to
work with the application. To get your visa talk with your supervisor and
contact with the MIS section.

{2 MIS Applications — CELLS - Windows Internet Exploter =1=] x|

@ 3w [ Petps: v, cells es{Intranst/MISApps = & |4 x |[soodle L~

File Edit Wew Favorites Tools Help

»
S5 ¢ @S Applications — CELLS = B - = ~ | Boge - (G Tods -

you are here: n=t — mis applications

my favorites MIS Applications Hs 08

MIS Applications Applications developped by the MIS section

(D Newcomer Sys — by webmaster — last modified 2007-03-08 11:52 A
Menitor and manage newcomers procedure

navigation
(3Po0Is — by Webmaster — lsst madified 2006-05-13 08:54 AM

Book a shared item from one specific pool

Ointranet

CELLS' Contract Management System

ccos
CELLS' Cable Database

ks ePurchasing application
S link

[Cymis Applications

o | s

[T T T [ [@nnternet ®i0% +

All the application complies with the MIS style rules. This means that all the
applications developed by MIS follow the same rules and styles to help and
save time to users in the application learning process. One basic rule to
remember is: not colorized field aren't mandatory, yellow' fields are
mandatory.

! Colour-blind people: yellow =

5/30



Menu bar.

The bar had three different tabs for three different porpoises. First the Home
tab, that at the moment only had a sub item for going to the main screen.

LTI Requisitions | Orders

Main pages

Second tab had a sub item to creating a new purchase requisition.

Requisitions [Rel N

New Reguisition

And the third tab had a sub item to seeing all the real orders (accepted
requisitions) that have been stored in the SAP system.

Home Requisitions a5

Orders
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Main Screen

The main screen shows a view with all the information that a user needs to do
a fast tracking of his orders or to see the task that the user must do over any
requisition.

/2 ceps — CELLS - Windows Internet Explorer TR

@‘ 5 =[] httoilweww.cells. es/Intranet/MIsApps cepsfindex_himl =] #2{[ %] [coodle £

Eie Edit Yew Favortes Tooks Help

9 A Eceps—cEus 3~ B - 0% - [k Bage - (G Took ~

fmis ePurchasing

[ Requisitions | Orders CELLS EPURCHASING

iy Dratis
Feq. o Gesoription £ Suppiter fiame Requisition Bate Fequiziion Remarie
E ot Frovessart 02/08/2008 0851 )
Feq. i Gesorip Suppirer tiame Requisition Date
02/02/2008 11:00 Remamzsr cali |
05/05/2008 18:18 B
My Tests
Req_Ho. Desarption Status Supplier fiame Requisition Date Requisition Remaris

Tracker view with drafts,
on-going requisitions
and tasks sections.

J o

Done [T T T3 [@mnemet 1w -
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My Drafts section

The draft section shows the drafts that are created by the user or by another
user to this one. An order that is in draft status can be modified or deleted by
the requestor user. To view an order requisition click on the Reg. No. of the
order (e.g.: click on 20080006) (first column).

| Open requisition |

/

2 My :-;n,'

Rea—tic Description Status Suppiier Name Requisition Date Requisition Remarks
boos000! Draft Frovesdor! 08/05/200% 08:51 iy

Clone requisition |

User can clone an order requisition to create a new one with the same
content.

Order requisitions in this section always are in Draft status and the requestor
user can modify it.

My Requisitions section

This sections shows the ongoing order requisitions created or/and requested
by the user. Order requisitions in this section can be viewed or cloned like last
section.

| Open requisition

/

+ My Requisitians

ot Descrigfier Status Sugplier Name Reguisition Date Requisifion Remarks
2p020001 | SAF B1 Licenses Waiting to Import  Proveedort 05/06:2008 1100 |Remember delivery to marehouse. =
zpoanonz | Test currency! Craated BP 1 05052008 18:19 -y

| Clone requisition |

Order requisitions in this section always are in a valid status (Created,
Checked, Confirmed, Computing Confirmed, Waiting to Import or
Imported) and user can’'t modify it, only cost center assistants if the current
status needs their approval.
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My Tasks section

This sections shows order requisitions that need an action from you. This is,
order requisitions that need your validation or checking (if you're a cost center
assistant).

Open requisition

/

oMy Taske

Descrigfion Sfafus Supplier Name Requisifion Dafe Requisifion Remarks
na00aol Test ordert Checked Leoni Temeo Itd 16/05/2008 12:13 3

Clone requisition |

Usually a user with a task only should open the order requisition, check it and
confirm or not. This is a 9 seconds action; faster, simple and paperless
authorization.
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View order requisitions

The screen to view an order requisition is divided in four areas, and each area

can be visible depends the status of the order requisition and the role of the
user.

Order requisition area | Approval path area |

Scpplisr No: ot datined Purchsss request Now. 20080527
Suppliet pame: Nl yetseleded Statuts
Cartact person: Hot detined Exp. dalivery date:
Lot certter Compitinig Computing Matarisl 2
Bii, pafic G Hen ordinal parmant date:
Testing pequisition Pyl e Hot datined -
Justtisation ¥ requestor

TAX(W TelellLP)] | Hew Dstsils

14

Greato Toksl betore TAK:
Faquustor A

Provessing Totst paymmet dus.
pHiste order piitchmss: | (ndate

Froposal
Authize

1

| Attachments area | | Purchase area. | |ADDrovaI action area|
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New order requisition

To add a new order requisition... there are few mandatory fields to add a new
order requisition. These are the
requisition is painted in other yellow scale because isn’t mandatory.

fields, note that the order line

Supplier Ho.:

Supplier nanme:
Contact person:
Cost center:

Diw. ref.:

Description:

# Concept Concept name Cuantity

K3

Draft:
Request:

User2
User2
Frocessing:

Froposal :

Authorize:

Remarks:

Un.Price

TAK Code

Purchase request No.: Mot yet azsigned

Status: Draft

Exp. delivery date: ig]

Cormputing Material ? I_

Mon ordinal payment date: E

Payrnent type: e

Justifi cation:

TAX (%) Totzl[LC) De=scription ﬂ
o

k.

Total before TAK: 0.00 EUR

TAX: 0,00 EUR

Total payment due: 0.00 EUR

Save: Save

Sawve and send: Save and send

To fill the different boxes use the button on the right of each textbox, or below
in case of order lines requisition When a user clicks on a button, a little screen
appears to do the specific action, most of cases selects a value from a list and

other cases type a text.
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Add a supplier.

Suppliers must be defined in the SAP system by administration people. If
doesn't find a supplier, please, contact with administration to add it in the SAP
system.

...and select (clicking) a supplier from
Click lect i | the list. The list window had a box to
ICk 10 select a Suppler... filter supplier by any field.

Supplier Ho.: ﬁ Furchase requast Ho.: Hot yet a?}é

Supplier name: Status: Draft

Contact person: [iz]
Cost center:

Diw. ref.: [iE]
Description:

Search SUR|

# Concept Concept name Guartity Un.F d

FOOO7 SUPFLIER3Z Mone

FOO11 SUFFLIER34 Mone

FOO1Z SUPFLIER2S Mone

FO013 SUFFLIERSS Mone

FOO14 SUPFLIER2S Mone

FO015 SUPPLIER3S Mone

FOO1G SUPPLIER3S Mone |

FO017 SUPPLIER3S Mone
1| FO01Z SUPPLIERSS Valenti The window closes

FOOZD SUPPLIER444 Mone .
. User2 FOOTTT SUPPLIERSSS Carlos Padros automatically when a
Requesti User 2 FO0299 SUFFPLIER2S29 Ferran Marinaz Supp|lel‘ |S Se|eCted, by
s 1l user can close directly
Proposal: b th I b tt
thorioa. y the close button or
R ks Ek/ the cross in the top.

The windows can be moved dragging by the top gray frame, like in a desktop
system.

12/30



Add division reference.

Division reference is an optional field designed to add specific information
about the purchase requisition.

Click to insert a reference...

...and type it in the text box. To finalize
the action click Set value button.

T S
]

Crescription

[eem=]
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Add cost center

Each order requisition will attributes to one cost center.

...and select (clicking) a supplier from
the list.

Click to select a cost center...

ExFAES Experiments Special Actions

Experiments SAC

Clase

Usually cost center is related to a division. If you have any question about the
cost center please contact with the administration assistant of your division.
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Add description for the order requisition

The description not will appear in the future purchase order, only is text file to
put something that describes in a few words the requisition to locate it in an
easy way.

Click to insert a description... ...and type it in the text box. To finalize
the action click Set value button.

MType a description &bout fohe
requizivion e find iv

Description
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Add the expected delivery date

The purchase requisition system needs an expected delivery date, or a date
closer to the expected delivery date.

Click to select the expected
delivery date...
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Add an order requisition line

Add lines to an order requisition are very simple. Click the button (showed
below) and fill the information known, the rest can be filled by you later or by
the processing user.

Click the button to open the window
to add the line information.

User fills data that knows the rest of
data could be filled by the processing

user.
|
Supplier No.: FOO18g, ed
Supplier name: SUBFLIERZS
Contact person: WAl enti X =]
Cost center: Computing tern AD0023 - Press, magazines, books and other publightions - = |
Diw. ref.: prova ig]
Description: Type a description @b o
Description Presz, magazines, b
# noept Concept name CQuartity 1.00 ;I
Price 5,80 EUR
WAT 51- =l
-
LI Total »
Draft: User2 0.00 EUR
Eeqlesis U2 LinuwsMagasine $100, special edition. (00D (203
Frocessing: 0.00 EUR
Froposal: Dietzils
Authorize:
Remarks: e

Add itermn
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Modifying the requests and processing user

To add a new purchase requisition only is required the Proposal user. The
other users are automatically filled by the system. But the user can force the
system to select the Requestor or the Processing user.

Request and processing users aren’t mandatory because
they are fixed by the cost center configuration. But you
can modify their choosina one different.

Supplier No.: FOO12 2
Supplier name: SUPFLIER3S
Contact person: alenti

Cost center: Computing
Diw. ref.: prowa
De=zcription: Tvpe a description about the r...
]
# Concept Concept nams Cluzntity UnfPrice  TAX 2 uzar 1 User uzer] @eells.es I
4 AODOZE Press, magazines, books and 100 slan EUR 9 user 2 User uzer2@eellzas
ather publications 10 userd User user3i@eells. es

11 |user 4 User
12 uzerd User
194 Juserf User

userdi@cells. ez
userSi@cells.es
userfi@ealls. s

Tth BRI =

7]

Draft: Userz2
Request: User2

Processing:

Froposal: Cloze
Authorize: ¥

Remarks:
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Add the proposal user

Adding a Proposal user is required to complete the purchase requisition, and
the Proposal user is fixed by the cost center. In fact is who proposes the
purchase requisition and who sign it in first instance.

The proposal user is fixed by the cost center
configuration and it's mandatory to choose one.
Use the button and the users finder screen.

N

Supplier No.: FOO13 e
Supplier name: SUPFLIER3S
Contact person: Walenti
Cost center: Computing
Divw. ref.: prova
Description: Type a description aboutthe r..
]
# Concept Concept name Buantity Un|Price  TAX 3 user 4 User uzer! @ecells.es I

Fress, magazines, books and
other publications

9 user 2 User
A0 user3 User
11 |user 4 User
12 uzerd User
194 Juserf User

userZ@eells. ez
userd@cells. ez
userdi@cells. ez
userSi@cells.es
userfi@ealls. s

-1 ANODZE 1,00 .20 EUR

Tth BRI =

7]

Draft: User 2
Request: User 2

Processing:

Proposal: User 1 Close
Athorize: W

Rermarks:
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Save the draft

The draft can be saved before sending it to the approval process to modifying
later. The only fields that are mandatory to Save or to Send are the yellow
fields. A saved purchase requisition will be appears as a draft in the drafts
sections in the main page.

Press, magazines, books and
other publications

To save the draft for modify it later, click the Save
button. And the current requisition will appear in
the My drafts menu section, in the main screen.
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Save and send directly the order requisition

To fill a new purchase requisition and send it directly to the approval path,
click the button Save and send, and fill the comment for the next approver.

Press, mag.azmes. bo et R or s e L!xhdagazme #100, special
ather publications tion.

Commert

To save and send to next approver the draft, click
button Save and send.

21/30



Created requisition view

Once the draft is completed a new order requisition becomes with the created
status. If the draft and request user are the same, the application apply an
optimization in the approval path, and mark the order requisition as created. If
the draft and request user are not the same, the request user must approve it
to continue.
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Editable requisition view (document attachment )

To attach any file to the purchase requisition, first click the Add file and after
click the Select button in order to open the selection file window. Now you can
select the desired file to attach in the purchase requisition.

Supplier No POOTE sarequest o 20020013 User Login Action dete  Approval comments and snswers o
Supplier name:  SUPPLIERZS i

Contact person:  Valenti Exp. delivery date: 31072008 =)

Gost oenter Computing Computing Material? m O user2 2207/2008  Commentfor next approver.

i i o ol poyment e e— ..
Description: Type 2 description aboutthe r Paymert type: Transters

Jdustifisztion: ookin [ Documents 5l 0 @

Quartity  UnPrica  TAX C
100 580 EUR

Subrmit

FEEREE
PR

: : Choose file and
| Addmeommn-| submit screens.
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Editable requisition view (document attachment Il)

After the file selection click the Submit button to send it to the server side.

CAT est\DocumentshAtte|

Once selected, submit it. |
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Editable requisition view (document attachment, and IlI)

Each submitted file can be viewed, in a different browser screen, clicking the
corresponding icon in the attachments area. To known the file name, move
the pointer to over the icon and wait a second until appear a label with the

filename.

HMmemwmmmwm|
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Editable requisition view (modifying line I)

To modify any requisition line click the & button (show it below) and modify
any field in the line detail window and click the Update item button.

PO01E

SUPPLIER3S
Valenti

FETEE

@2 anmR

escription abaut the 1

Purchase request No. 20080013
Stotus
Exp. celivery dste 1072008 IE]
Computing Material? r
Non ardinal payment date: |
Tens
Guaotty  UnPrica  TAX Code TAX(%  Tot(l)  am Detsle N
P — s am 5ep g LinoMagazne 4100, special o
edition,

Total befara TAX:
TaX

Total payment dus.
Update order purchass: Update

5.80 EUR)
0.23 EUR)
6.03 EUR)

ADD023 - Press, magazines, books and other publications - = |

Prass, ma gazines, [}
1,00
5,80 EUR

S1-MAsoportadoal4%- =

5,80 EUR

LinwMagasine #100, special edision.

Update item

I

Reject

Click the edit button to modify the current line
and click Update item to apply the changes.
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Editable requisition view (modifying line, and II)

The changes appear marked in green color but not become effective until the
Update button is pressed.

I

To commit all the changes click the
Update button. If not all changes will lost.
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Editable requisition view (deleting line)

To delete any requisition line click the @ button (show it below) and confirm
the action.

To delete a line click the delete button
and accept the action.
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Approve process.

For approving any step in the approval path the current user only needs to
add a comment for the next approver, click the Accept button and confirm the
action.

pooDzy 1855, magazines, books an . 3 inwcagazine #100, spavial .m»{
3 e ot o sa0 i LS
== :/

Add a message for the
next approver, click Accept
and confirm the action.
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Reject process.

For rejecting any step in the approval path the current user only needs to add
a comment for the previous approver, click the Reject button and confirm the

action.

Press, magazines, books and = " 550 EURH

La p&gina en http

Lother publications.

Add a message for the
previous approver, click Reject
and confirm the action.
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