Burrell College of Osteopathic Medicine

Purchase Requisition Process

using e-Requester
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e-Requester

(Fraxion)

Introduction

e-Requester is a web-based purchasing application that enables employees to create purchase requests,
submit them for approval, and generate Purchase Orders.

Logging In
Go to Quick Links on the Burrell College webpage and select e-Requester.
It should look something like the following image. Select Windows under Authentication Method.

Enter your User Name and Password. Click on Login.

(] eRequester’

Authentication Method:
O eRequester ® Windows

User Name:

Password:

Domain:

[20 |

Company:

‘ BCOM V‘

[J Remember User Name, Domain, and Company

Contact Administrator



e-Requester Dashboard

Once you have logged in, you will be taken to e-Requester’s Dashboard. The Dashboard is where you will
be provided with a quick overview of active requests that fall within your preview based on the
configuration of your User Profile. It consists of up to 4 tabs, each of which will contain a group of
requests at a similar point in their lifecycle.

r] eRequester’
Requests Reports  Search

My Requests (0) | Posted (0) | Pending Approval (0) | Templates | —

Req # ¥  Name Vendor Request Type Status Approver

The main Dashboard tabs are:

1. My Requests: All your requests will appear here until the Purchasing Tech - (Peggy Ortega)
creates the Purchase Order.

2. Posted: The “Posted” tab will show all of your requests that have an assigned Purchase
Order Number

3. Pending Approval: Requests that are awaiting approval. If you are not an approver, you will
still see the “Pending Approval” tab but the count will always show 0.

4. Templates: Requests that have been saved as a personal template or a shared template
from your request department(s). Templates allow for easier duplication later, such as
regular monthly supply orders.

Navigating e-Requester

In addition to the Dashboard tabs, you can also see e-Requester’s main Navigation Pane near the top of
any given page:

[r] eRequester’

New Request Requests Reports Search +————

My Requests (0) | Posted (0) | Pending Approval (0) | Templates



Mouse over “Requests” to see a drop-down menu of options. These options will be identical to your

user’s Dashboard tabs.

You may also search for requests in the system by clicking the “Search” link, which should be the link
furthest from the left on the Navigation Pane. Depending on your rights as a user, some options may be

available and others may not.

7] eRequester’
Requests Reports  Search

My Requests (0) \ Posted (0) ‘ Pending Approval (0) | Templates |

Req # v  Name Vendor Request Type Status Approver




Creating a Request

To create a new request, click on “New Request” button in the Navigation Pane. This can be found in the
upper-left corner of any given page in e-Requester.

[r] eRequester’
Requests Reports Search

My Requests (0) | Posted (0) | Pending Approval (0) | Templates |

The Request Sidebar

On the left-hand side of the page, you will also see a sidebar which provides you with the following
information:

Request Unsaved

1. Setup Request 1. The Request Status (“Unsaved” in the screenshot)
2. Manage Items 2. The various stages in the lifecycle of a request (Setup Request, Mange
3. shipping Items, etc.) with those completed indicated by a blue check mark.
4. Review Req 3. A summary of the number of items on the request, the total charges
5. Approval Routing and the total cost of the request.
6. Approval
7. Finalize Tip: These descriptions also serve as links which allow the user to jump
—— from one page to another when the request is in an editable state.
Summary
Items: 0
Tax: % 0.00
Total: % 0.00

Cancel Request




Upon clicking the New Request button, you will be taken to the Setup Request page, see image below.

Request WLEEIELE  Setup Request |

1. Setup Request
2. Manage Items Request Name
3. Shipping |membership dues
4. Review Req
5. Approval Routing Request Type
B
7. Finalize Department
| 151 - General Administration W

Item
Ll Header Notes
Items: 0
Tax: % 0.00
Total: % 0.00

Cancel Request

[] Transfer these notes to the Approved Document

On this page, you'll be asked to specify the Request Name, Request Type, and Department that you are
generating the request for.

Please note that an orange field description indicates that the field is required before proceeding to the
next page.

A “Header Notes” box is provided for the entry of additional notes.
Do not select ‘Transfer these notes to the Approved Document’.

Click the “Save & Continue” button when you are ready to save the information on the current page
proceed to the next.



Adding Items to Your Request

Clicking Save & Continue on the Setup Request page will take you to the Add/Manage Item page. The
top of the page should look something like below.

Request #20011

. Setup Request v
. Manage Items

. Shipping

Review Req

. Approval Routing

. Approval

. Create PO

NS U AW R

Setup Info.

MName:

membership dues
Type:

Purchase Requisition
Dept:

151 - General
Administration

Item =

Summary

Items: 0
Tax: % 0.00
Total: % 0.00

Cancel Request

Manage Items - Add Item |

Select Vendor
Wendor Name

Wendor ID

Select Item

Item Location

Item Mumber

Item Description

Select Item Details
Quantity
Cost (3)
oM

| | clear

|— Non-Inventory Location -

| 0.00
[EacH &

Extended
$
Total

s o000

It is on this page that you will define each line item you would like to add to the request. Once again, the
required fields are listed with orange descriptions.

By default, the following fields are present on the Add/Manage Item page:

Select Vendor: Select the appropriate vendor by using the lookup next to the “Vendor ID” field.
Alternatively, you can type the name of the vendor into the “Vendor Name” field. A list of
vendors will come back matching the information you type in. From the list, click on the desired

vendor and the vendor will populate into the “Vendor Name” and “Vendor ID” fields.
Select Items: Select the location. Enter an ltem Number and Item Description.

Select Item Details: Type in the quantity. This is entered into the “Quantity” field.

You will then type in the price of the item into the “Cost ($)” field.

Add additional lines for tax and shipping (if applicable).



Select GL Account

Account Number | |

Account Description [

Line Item MNotes

[] Transfer Line Item Motes to Purchase Documnents

Cancel

GL Account: Select the appropriate GL Account from the lookup or type in the GL Account’s

description or number.

Line Item Notes box is provided for additional notes about the item details.
Check the box next to “Transfer Line Item Notes to Purchase Documents” to transfer the

notes to the line items.

Once you have completed all required steps, you can add a new line item by clicking on the “Save & Add
New” button, which will save the current line’s information to the request and refresh the add/manage
item page for the entry of information for the new line.

Manage Items - Add Item |

Request #20011

1. Setup Request v
2. Manage Items
3. Shipping Select Vendor
4. Review Req vendor Name [aacom | [ctear
5. Approval Routing Vendor 1D [10070 | &
6. Approval
7. Create PO
Setup Info.
Mame:
membership dues Select Item
Type:
Purchase Requisition ~
Dept: Item Location |Mam Campus .
151 - General
Administration Item Number |January (YEAR)
Item ) -
Summary Item Description |membership
Items: o
Tax: % 0.00
EF DITHIT Select Item Details
Cancel Request Quantity 1 Extended
Cost (5) 500.00 $
uomM [EacH ~] Total
$
Select GL Account
Account Number [02-151-52020-00 |
Account Description [General Administration-Dues & Fees | a

As you add items, you will see the Item Summary to the left of the request with the total amount and
item quantity. When you have finished adding items, click the “Save & Continue” button. This will take

you to the “Shipping” page.



Shipping Information

. Setup Request g
. Manage Items v
. Shipping

. Review Reqg

. Approval Routing

. Approval

. Create PO

b TR0 B R T I S ]

Setup Info.

MName:

membership dues
Type:

Purchase Requisition
Dept:

151 - General
Administration

Item =
Summary

Items: 1
Tax: % 0.00
Total: % 500.00

Cancel Request

Ship To

Location |Burre|| College

Shipping Address

Address 1 |EEI'.—'-":.--" d D

Address 2

Address 3

I

I
City/State/Zip  [Las
Country | Un

Contact Information

MName |3e;;. Ort

Email [

Phone/Fax [5756742
Ship Via

Method | Standard

ave 8 O e

Select the “Ship To Location”. Once it is selected the “Shipping Address”, and “Contact Information” will

be populated for you.

If you need to change the “Ship To Location”, such as deliveries to the Research Lab, select the

information from the drop-down. The “Shipping Address” automatically populates from your selection.

The “Contact Information” fields display details which the user account and are not able to be changed.

A shipping method from the “Ship Via Method” drop-down will need to be selected before clicking the

“Save & Continue” button.
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Reviewing and Editing Your Request

You now have the opportunity to review your request before submitting it for approval. Reviewing your
request allows you to catch any corrections before the approvers see them.

Request E#lRN  Review Request |

1. Setup Request v
2. Manage Items v = s
nag Purchase Requisition #20011 Requested By: Selene Solis (7
3. Shipping v Incomplete /21
i Created: 5/21/2021
4. Review Req v Review the details of your Reguest and choose from the options below.
5. Approval Routing Vendor: [# AACOM
6. Approval Request Setup Information 4
7. Create PO
gs:::tsr;::tme / Request Type Justification
S [l membership dues Purchaze Requisition
Mame: Department: 151 - General Administration
membership dues
Type: [l [ Edit
Purchase Requisition
Dept:
151 - General Line Items EDEEES
Administration
Item Expand All | Select All | Unselect All | Remove Selected | Update All GL Accounts Lines Per Page:
ST D Select All | Item ID Description Qutg".'; Cost Total
Ttems: 1
Tax: % 0.00 O January (YEAR) 1. membership 1.000/ % 500.00 $ 500,00
Total: $ 500.00 EACH
Shipping TOTALS: $ 500.00
Ship To: Burrell College
Method: Standard
R Shipping E@ ¢——
ancel Reques Ship To Bill To Contact Ship Method

Burrell College
3501 Arrowhead Drive

Peggy Ortega
phone: 57567422850000

Standard

Las Cruces, NM 88001 United States

Explanation or Comments

Add Comments to the Request History.

iy

The top of the Review Request page is subdivided into three sections, which correspond directly to the
previous three pages in the request creation lifecycle (i.e. “Request Setup,” “Line Iltems”, and “Shipping”).

Line item details can be expanded by clicking the “+” button on the left-hand side of the page. Each line
item will have its own “+” mark. You can also expand all line item details by clicking the “+” next to
“Expand All” near the top of the “Line Items” subsection.

If an additional line item needs to be added to the request, click on the “Add” button. The “Add” button
is located right next to the “Mass Edit” button. This will place you back into the “Add Item” page to add
in your line item.

If a line item needs to be removed from the request, check the box next to the item and click on the
“Remove Selected” link.

To change the department, request type, or notes; click on the “Edit” button next to “Request Setup
Information” text on the “Review Request” page.

Once you are done, click on the “Save & Continue” button to advance to the “Review Request” page.
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Comments, Notifications, Templates, Request History

After you have reviewed the details of your request, you can return to the “Review Request” page and
scroll down to see additional information and add in comments or create a template.

Explanation or Comments

Add Comments to the Reguest History.

kb
\ - Select User - \
Select a user to send them an email notification (optional).
Actions
[ aleo save 25 a Templats -- Select Type - o
Saves Request as a Template that can be
recreated and submitted at a later date.
Notifications
Event Description Status Action
Approval Email upon each approval Enabled Disable

Request History

Date Action
5/21/2021 2:05 PM Created By Selene Solis
Attachments

Upload Attachments to this Request.

Before you submit your request for approval, you can add in a note into the “Explanation or Comments”
field. You can also select a user from the drop-down below and click on the “Save Comment” button.
The user you select will get an email notification alerting them of the note you typed in.

The “Notifications” section will show you the default notifications for this type of request. You can
enable or disable the notifications your administrator has set up for this type of request by clicking the
“Disable” or “Enable” link under “Action”.

During the lifecycle of a request, an important section to review is the “Request History”. The “Request

History” shows each step the request takes as it goes through the creation, approval, and PO process. It
also shows any comments that were typed into the “Explanation or Comments” box. At any time during
the process, you can go back to your request and see its history.

Once all of the required information has been entered, you can submit the request or you can save the
request as a “Personal Template”. Check the box titled “Also Save as a Template” when submitting a
request. This will additionally create a “Personal Template”. Your “Personal Template” will be listed
under your “Templates” tab and only you will have access to it.

12



Attaching a Document

Attachments
File Description Action
sl Membership. pdf membership dues Remove
[ UPLOAD |

Upload Attachments to this Request.

e-Requester allows the attachment of most file types (including .doc, .docx, .xls, .xIsx, .pdf, .jpg,
and .png).

You can upload attachments to any accessible request by clicking the “Upload” button at the bottom of
the “Review Request” page.

Next, click on the “Browse...” button and use the File Explorer Dialog Box which opens as a result to
locate the document you wish to attach to the request. Put in the description of the attachment, if
desired. You can click on the “Upload Another” button to attach more documents. When you are done,
click the “Done” button.

[opona rae

& A
Choose File
Document: Browse...
Description: \ Please Note: The attachments are visible
[ Upload Attachment | to anyone who has access to your
requests.
v

Once an attachment has been added, you can delete it by clicking the “Remove” link next to the
attachment name on the “Review Request” page.

Once you are done editing your request, click on the “Save & Continue” button to proceed to Approval
Routing.
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Reviewing the Approval Process

You have now successfully made it to the “Approval Routing” page. This page represents the last step
the requester must proceed through before the request is submitted to its approvers.

On this page, Purchasing Technician will review for accuracy of the request. Then the request will be
routed to the Department Director for approval.

Request LAY Approval Routing |

1. Setup Request v
2. Manage Items 4
3. Shipping v
4. Review Req '
5. Approval Routing +
6. Approval
7. Create PO
Setup Info.
Name:

membership dues
Type:

Purchase Requisition
Dept:

151 - General
Administration

Item "~ EDIT
Summary

Items: 1
Tax: % 0.00
Total: % 500.00
Shipping TEDIT

Ship To: Burrell College
Method: Standard

Cancel Request

Current Approvers

Seq Approvers
1 ~| Peggy Ortega
2 +| Jennifer Taylor

Posting Coordinators

[ERouting Explanation (hidden)

Summary and Justification

Status

Not Motified

Mot Motified

Status

Additional MNotifications

Choose From List

Adela Lente ~
Armida Rachele

Ben Matkin

Bill Fieratt

Carol Perry

Catherine Gutierrez

Dawvid Osborne

David Rodenbaugh

Dawn Leake

Debra Bramblett ~

Type to Search

Notify upon Request Submission
Notify upon PO Creation

To Be Notified

Remove - Remaowve All
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Entering a Summary and/or Justification

The “Summary and Justification” text box is provided for the user to enter in a text message of up to 500
characters explaining the reason for the request’s existence. This is a free-form text box and does not
have any restrictions upon its content, aside from the character limit.

Specifying additional users to be notified

The “Additional Notifications” subsection allows you to specify additional users you wish to notify
regarding the request. To add a user to be notified, select the user from the list in the leftmost panel of
the subsection and click the “Add +” button to move the selected user(s) to the rightmost panel. The
selected user will be notified of the request, despite not being an approver for it.

You will need to manually add yourself in the ‘To Be Notified’ box to receive an email from e-Requester
letting you know of the submission.

You can also determine whether these notifications go out upon request submission, upon PO creation,
or both by using the check boxes directly beneath the “Add +” button.

Submitting the request

Once you click the “Submit Request” button the first approver listed will be sent an “Approval Required”
email notification. This completes the process of creating a request.

Your Request Has Been Submitted!

Congratulations! You have successfully created and submitted a request. Your request is now in a
“Waiting” status and will appear in your “My Requests” tab. The request will change to “Approved”
status once all approvers have approved it. At any time, you can double click into the request from the
“My Requests tab” to review it, or to check its history.

Once the request has been approved and turned into a purchase order, the request will appear under
the “Posted” tab, depending on your user account rights.

If your request has been rejected, then it will remain in your “My Requests” tab and you will see the
status shown as “Rejected”. Review the request to see the reason it was rejected. Approvers can also
send requests back to you, if needing more information or requiring a change. These will also appear in
your “My Requests” tab.
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