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About the Requisitions Experience Pack

Requisitions Experience Pack

The Requisitions Experience Pack is part of the Business World On! solution for the
employee.

You can easily find products, enter purchase requests and go shopping in various market
places. You can see the status of your orders, and an easy to interpret calendar provides an
overview of your expected deliveries. This can also be filtered by cost centres or projects,
depending on the setup. Order confirmations can also be easily maintained in the Order fol-

low up window.

Find products

The Find products functions as an internal online shop, so that you can easily search for
and order products and services available in Business World On!, in a familiar web shopping
atmosphere. When you are done, if workflow is implemented, the content of your shopping

cart is transferred to a purchase request and sent for approval.

Find products consists of the following features:

« Freetext search

« Category search

« Possibility to view search results in different views
« Filter functionality

o Purchase lists.

The solution is very flexible. It is delivered with a default setup but can easily be configured
using the Product search configuration window. All data from the Product master file,

including flexi fields and relations can be used in the setup.

Find products works on PC, tablet and mobile.

You can search for products and services through a free text or category search. When using
the free text search, several words can be entered into the search field simultaneously, to

return a more precise search result.
The search result can be displayed in a list or table view. You can display the product details
to view more information about each product, and also enlarge the product image.

Regardless of the type of search, a filter pane is displayed with the search results to help you

work as efficiently as possible.
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The filters are based on the search result, i.e. only filter values containing data are shown in
the list. A filter is activated by one click and automatically reset when you preform a new

search.

You can either use the standard filters that are available for all users, or if the standard altern-

atives are not specific enough, add temporary filters available only to you.

You can save the contents of your shopping cart as a purchase list to make future ordering
easier. These purchase lists can be distributed to colleagues as needed. System admin-
istrators can also create and maintain purchase lists centrally, with the purchase lists avail-
able to all users in the organisation. When saving the purchase list, you can choose whether

to save it with or without a quantity, depending on your requirements.

Users can use the purchase list functionality to add the complete purchase list to the shop-
ping cart, while other users can use it to retrieve favourite their products and add only these
items to the cart. Each user can maintain their personal purchase lists and add or remove

products, as well as save comments to specific products.

You can add products to the shopping cart by dragging and dropping, or by clicking the Add
to cart button. To indicate that a product has been added to the cart, the Add to cart button
changes colour from blue to green in the list. When the cart is complete, the Purchase
request window opens, where you can add additional information before the purchase

request is saved or sent for approval.

Purchase request

The Purchase request window lets you add products to your request, and group the

products according to their delivery addresses.

The document archive functionality that allows you to attach a document to a transaction, is
available in several Experience Packs. In the Purchase request window you can use the
standard document archive functionality, and add a document to the requisition. You can also
add a document to the individual product order line, so that other users can easily check the
attached information. This is useful so that you can attach documents that are relevant only

to that particular product line.
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Punchout to an external market place

External market places can be easily integrated into the start page so that you can shop and
still appear to be within the Experience Pack. When you proceed to checkout, the Purchase
request window opens where you can check the contents of your shopping cart, and also

add internal products.

Calendar showing expected deliveries

The calendar on the start page gives you a quick and easy way to see expected deliveries.
An icon with a number shows how many deliveries there are on a given date. When you click
on the icon, a popup window lists the deliveries, and you can click on an order to open the

Goods receipt window to receive the order.
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Purchasing

About the Purchasing start page

The Purchasing start page is shown below.

From this start page you can go to Find products, where you can search for a product that
you want to purchase. You can also go to Purchase request and you can shop in various

External markets.

Which purchases do you want to see?

There are 2 different ways that you can access the Purchasing window, from the Pro-

curement or Your Employment module.

1. If you open the Purchasing window from the Procurement module, then the Purchase
settings section is available with All purchases related to, allowing you to filter the
content of the process boxes. If you want to see all purchases and requests for a cost

centre, select the relevant cost centre or other criteria.
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& Note: When you continue to Purchase request, the default header settings
will be defined by the cost centre associated to the user, but they can be

changed.
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Find products

In the Find products window you can search for products and services using a free text or
category search. When using the free text search, several words can be entered into the
search field simultaneously, to return a more precise search result.

The search result can be displayed in a list or grid view. You can select the product details to
view more information about each product, and also enlarge the product image.

Regardless of the type of search, afilter pane is displayed with the search results to help you
work as efficiently as possible.

The filters are based on the search result. In other words, only filter values containing data
are shown in the list. Afilter is activated by one click and automatically reset when you per-
form a new search.

You can either use the standard filters that are available for all users, or if these are not spe-

cific enough, add temporary filters available only for you.

Purchase request

The purchase request window lets you add products to your request, and group the products

according to where you want them delivered.

Punchout to external markets

External markets can be easily integrated to the start page so that you can shop, and still feel
that you are within the Experience Pack. When you proceed to checkout, the Purchase
request window opens, where you can check the contents of your shopping cart, and also

add internal products.

Find purchases by order number, purchase request name or supplier
You can find your purchase request and purchase order in this search field.
You can search using the:
« purchase order number
« purchase request number

« purchase request name

« supplier name on the purchase order.

Calendar showing expected deliveries

The calendar gives you a quick and easy way to see expected deliveries. Anicon with a num-

ber shows how many deliveries are on a given date. When you click on the icon, a popup
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window lists the deliveries, and you can click on an order to open the Goods receipt window

to receive the order. The icon number is updated when you open the Purchasing start page.
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The process boxes

What the process boxes show

The process boxes show the purchase requests and orders grouped according to their order

status.

If you click on the magnifying glass, for example on Draft orders, a popup window will show
you a list of orders that you have saved as draft. Click on the order to view the details or

amend it.

Requisitions (7 .
Find purchases by ordar nambar name o supplir =

. Drafit 5 g In progress 2 4 Sant 2 J Confirmed J Recened 2

2 7 3 0 2

Filtering the process box content

You can filter the content of the process boxes. If you want to see all the purchases and
requests for a specific cost centre, or other criteria, select the relevant cost centre or project.
These values will then become the header settings when you continue to Purchase request,
but they can be changed.

Purchase sattings (*

AN perEraes rRaled B Cort esame Dot S - | Popctess | = ek gepe e =|  cwyesde

|§| Note: Filtering works on header categories (GL analysis such as cost centre, pro-
ject, work order, activities etc.) and for these to be transferred to the Purchase order,
the system parameter PO CONSOLIDATE must be deactivated.
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Order status in process boxes

This is the grouping of order status in the process boxes:

« Draft - Purchase requests (requisitions) with status: Parked.

« In progress- Purchase requests (requisitions) with order status: Entered (No work-
flow), Awaiting approval, Approved, Rejected, and Partially approved.

« Sent- Purchase order has the order status : Ordered, the order has been sent to the
supplier.

« Confirmed - Purchase order has the order status Confirmed (by the supplier). A pur-
chase order has the status Confirmed when there is no difference between the
Purchase order and the order confirmation from the supplier, or if the changes made by
the supplier have been approved.

« Received- The purchase order has been received (totally or partially).

LFp' Note: You can use Window options to hide or show the process boxes.
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Find products

Window usage

In Find products you can:

« Search for products and services available in the system.

« Narrow down your search result using features.

« Add products to the shopping cart.

« Create, maintain, delete and distribute purchase lists (recurring purchases).

« Go to Purchase request window and create a purchase request based on your shop-

ping cart.

The example below shows a search being done in Find products:

LFD' Note: The setup of Find products is customer-specific, therefore there can be dif-
ferences between images in this documentation and the corresponding view in your

browser.

About the search field

You can search for products and services using the search field.

« When you have entered three characters in the search field, the system starts search-
ing for products that match the search criteria.
« Itis recommended to enter several words in order to limit the number of hits in the

search result list (random order is accepted).
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« Products that match the search text will automatically be displayed underneath the
search field.
« Click Enter to view the full search result, or select the product you want to view dir-

ectly from the list.

The first time you perform a search the results are shown in grid view. Press the toggle button
if you prefer to view it in list view. You can display the product details to view more inform-

ation about each product and also enlarge the product image.

About the free text search setup

When a free text search is performed, predefined columns in the product master file, relations
and/or flexi-fields, are checked in order to display a search result. These predefined columns
are configured by each customer; please contact your system administrator for more inform-

ation about your system setup.
Search for a product

1. Enter your search phrase in the search field. As you type, the best combinations
appear in the list.
2. You can select your product from the list, or click enter to have the complete results
displayed.
Interpret the search result

When performing a successful search, one or more products will be presented in the search
results. Click the product description or product image to view the details of a specific

product.

Some products may differ from others when it comes to layout and/or expected handling.

Information products

Aninformation product is an article that is searchable in Find products, but is not orderable.

Its main purpose is to inform the requisitioner how and where to order a product or service. To
distinguish the information product from other orderable products, the 'Add to cart' button has
been replaced by an 'Information’ icon, preventing the user from adding this type of product to
the cart.

Amount use products
An amount use product is an article that has a fixed quantity (1), and has an editable price
which is used to follow up on sales and purchases. This is commonly used when purchasing

services, for instance consultancy hours for a project.
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This type of product is probably combined with a flexi-field group definition (form), but can be

used standalone as well.

Form based products

A form based product is based on a flexi-field group definition, e.g. a form that contains one or
several predefined fields. The user is expected to enter additional product information
required by the supplier as they create the Purchase request. The information is included as

Additional information and can also be transferred to the Purchase order.

The form products are identified by the 'form icon', that has replaced the Add to cart button.

Ranked products
Within some business areas it is common (or even required) to rank supplier contracts, with
the aim of helping the requisitioner to select preferred suppliers products.
In order to ensure that the requisitioners follow the internal procurement policy, a validation is
done when a product is added to the cart. If the current product is subject to low-ranking (dif-
ferent from blank or 1), the window 'Deviation from ranking' will appear, in which the user is
expected to explain why the product with the highest ranking has not been selected. Once
this has been done, it is possible to add the product to the cart and proceed with the requis-
ition.

Filter the search result
When the search results are shown the filter menu is automatically displayed, enabling you to
narrow down the search result further.
The filters are based on your current search result. Therefore, the next time you perform a

search, the available filter values will be adjusted according to existing conditions.

« Select one or several filter values by clicking a value once. To remove afilter, click the

value again.
Add additional filters
Itis possible to add additional filters if the standard filters are not specific enough.

1. Click Add filter in the Filter section.
2. A new window opens where you can use a column and operator as a basis for the tem-

porary filter.

Lip' Note: These filters cannot be saved, and are automatically removed when you leave

the Find products window.
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Add several filters to your search result

« You can also combine several filters, for example a product from supplier XX, that

belongs to category XX, and that are within price range XX-XX.

@ Note. There is an 'AND-condition' between the different filter category criteria, but

an 'OR-condition' when selecting several values within the filter category.

Search using the tree structure

The tree structure is used to search for products based on different categories; instead of per-
forming a free text search based on, for example product description, you can browse
products from a specific supplier or browse products related to a certain product clas-

sification category etc.

Use the arrows to click down to the required level in the tree structure. Click on the descript-

ive text in order to search for products in that particular category.
No search result?

If your search did not produce any result, this message is displayed below the search field:

Your search produced no results.

Try one of the following options:

« Check the spelling.

« If your search contained several words, remove one of these and search again.

« Try searching using a similar or related term. For example, if 'A4' doesn't show the res-
ult needed, try searching for 'paper’.

« Search by category instead of using a free text search.

« If you still cannot find what you are looking for, please contact your purchasing depart-

ment.

The shopping cart
It is possible to add products to the shopping cart one by one, orin bulk, using a purchase list.
If a product you are adding to the cart has a minimum order quantity accepted by the supplier,
a message will inform you that an incorrect quantity has been entered. The same occurs if
entering a value that is not a factor of the product increment (for example, some products
may only be able to be ordered by a factor of 5. Maybe 5 pens, 10 pens, 15 pens, but not 12
pens).
If a product is subject to ranking, and it does not have the highest ranking when it is added to

the cart, a window will appear requesting you to enter a reason to explain why this purchase
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is necessary. Please note that product ranking requires additional setup, therefore is not used

by everyone.

When you add a product to the shopping cart, the blue Add to cart button changes to green,
to show that the product has been added.

The cart is constantly updated with the current number of products.

Add to cart one by one

« Click Add to cart on the product.

or
« Drag and drop the product to the shopping cart.

Add products to the cart from a purchase list

1. Click Purchase lists to display the available purchase lists and details.

2. Check that the quantity is correct on each product row. Products with quantity '0" will
not be added to the cart.

3. Click Add all to cart.

The products that have been added to the cart have a green Add to cart button, instead of

the regular blue button.

If you want to order the same quantity of each product the next time, remember to click Save

changes.
Using the shopping cart

Click the shopping cart to view its contents.

« If youwant to delete a product in the shopping cart, click the Delete icon on the
product line.

« Todelete all products in the cart, click Empty cart.

« Change the quantity of the product.

« Click Go to Purchase request where you can finalise your shopping, group delivery

addresses etc.
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Product search configuration

Security recommendations

This is a setup window for configuring Find products, and will only be used by system
administrators or other technical experts. We strongly recommend that access to this win-

dow is restricted to a limited number of roles/users within your organisation.

Default template

A default template with a set of preset columns, categories and filters is provided when you
open the Product search configuration window for the first time. Therefore, you do not
have to build a custom configuration from scratch in the Product search configuration win-

dow.

[ Note: The attribute PRODMARK (D700), and the relation between PRODUCT (D0)
and PRODMARK (D700), must exist in the system.

Window usage

The Product search configuration window is shown below.

B EN Product ssarch corfiguration %

Product search configuration
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This window allows you to configure the:

« Values that are checked in order to find products and services when performing a free
text search.

« Information that is presented in the free text search drop-down list.

« Information presented in the Product details view.

« Values that should be available in a category search.

« Values that are setup as filters.

« Columns that are visible in list view.

« Language to be used for columns where a language code exists.

« Instantly publish updated product information and/or new configuration manually.

Maintenance is only necessary if the default template configuration does not meet the cus-
tomer's requirements.

Values can be added and deleted in each function above, however, we recommend that you
only delete values, after the suggested change has been assessed by a consultant, to ensure

that no unexpected technical problems occur as a result of the change.

Product search configuration from a process perspective

Product Search Indexing Service (PSIS) is run on a regular basis (automatically) in order

to ensure that relevant data is extracted from the product master file, to Find Products.

The system administrator enters Product search configuration in order to ensure that the
requisitioner can view the relevant product master file data, as well as search and filter tools

in product search in Find Products.
The requisitioner enters Find Products to search and order products and services from the
supplier.

If it is necessary to immediately refresh the product information in Find products, or make
immediate changes in the Find products layout, the system administrator can trigger a

refresh manually using Product search configuration.

The Tabs in Product search configuration

« Source columns
o« View
« Categories

« Languages.

Add a value to be used in the free text search
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1. Select tab Source columns.
2. Scroll down to the bottom of the window and click Add available.
Enter column name followed by other required data. See "Columns and descriptions"
on page 25 for details.
Check that Free text is selected.
Click Save.

Click Publish.
Add a new Category or Filter value
A value can be setup both as a Category and a Filter value, or only as one or the other.

1. Select tab Categories.
Click Add available in the Categories section.
Enter name followed by other required data. See "Columns and descriptions" on
page 29 for details.
4. Ensure the following:
« that the box Is category is ticked, if you want to show the value in the Cat-
egories menu.
« the box /s filteris ticked, if you want to show the value in the Filter menu.
« thebox Is category and Is filter s ticked, if you want to show the value in both
the Category and Filter menu.
Ensure that the newly created category is selected in the Categories section.
6. Then go to Category details section and click Add.
Enter source column name, followed by other required data. See "Category details —
Description" on page 30.
Click Save.
Click Publish.

Lip' Note: The values used in category details must exist in the tab Source columns.

Remove a Category or Filter value
A value that is used both in the Category menu as well as in the Filter menu, will be removed
completely if you follow the process below.
If you only want to remove the value from one of the menus, clear the column /s category or
Is filter and click Save and Publish to complete the action.

1. Select tab Categories.
2. Select the value you want to delete in the Categories section.

3. Click Delete in the Categories section.
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4. Click Save.
5. Click Publish.

Add a column in the list view

1. Select the View tab.

2. Selectinthe Find products view All products result. The columns will become vis-
ible in the Find products columns section.

3. Click Add available in the Find products column section. Enter the column name,
followed by other required data. See "Columns and descriptions" on page 25 for
details.

4. Click Save.

5. Click Publish.

Edit information presented in the free text search drop-down list

1. Select the View tab.

2. Selectinthe Find products view Quick search. The columns will become visible in
the Find products columns section.

3. Click Add available in the Find products column section. Enter the column name,
followed by other required data. See "Columns and descriptions" on page 25 for
details.

4. Click Save.

5. Click Publish.

[ Note: We recommend that you only add the most important information. Many

columns may negatively impact system performance.

Edit information presented in the Product details window

1. Select the View tab.

2. Select in the Find products view Product details. The columns will become visible
in the Find products columns section.

3. Click Add available in the Find products column section. Enter the column name,
followed by other required data. See "Columns and descriptions" on page 25 for
details.

4. Click Save.

5. Click Publish.

Edit supported language codes

1. Select the Languages tab.
2. Click Add.
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3. Enterrequired language code.
4. Click Save.
5. Click Publish.

@ Note: The current language code requires additional maintenance in Business World
Onl.

Refresh product information and configuration instantly in Find products

1. Make necessary changes in the Product master file, and/or Product search con-
figuration.
2. Click the Publish button.

@ Note: The Publish button will only be enabled if a valid Product search con-

figuration has been previously saved.

Transfer of information starts immediately and is available in Find products when the trans-

fer has completed.

|§| Note: The PSIS server log file is only updated when the indexing service is run as a
timed process, and it is not updated when it is started manually through the Product

search configuration.

Reset to default

Click the Reset to default button if you want to reset your current template to the default tem-

plate configuration.
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Introduction

Source columns tab

Source columns contain columns, flexi fields and relations that can be used when setting

up Find products. These are retrieved from a number of tables in the system.

The tab is used to configure the following:

« Toselect what information is included in the free text search. In other words, used as
meta data when searching for products and services.

« Ensure that columns available in the View tab, as well as Category or Filter menu item
are correctly setup (the name used in the View tab should be identical to the name

used in the Source columns tab).

The system administrator can manually add columns to the screen that are not available in

the list. This is done using the Add button.

Adding a column is relevant, for instance, if you have created a new flexi field which has been

linked to the product master file, and you want to make it visible to the users.

LFp' Note: Some column values are mandatory in order for Find products to function.
The values with the property Only view ticked, are not editable and cannot be deleted.

Discuss with a consultant before you delete any columns.

Columns and descriptions

Columns Description

Column name Descriptive name for source column.

A recommended standard is to enter table name_field name.

Attribute ID If current column is an attribute, its attribute ID is entered in this
field.

Field name The column in the database table.

Table name The table the current column originates from (field name).
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Columns

Extra filter

Free text

Only view

Unit4 Business World On!

Description

Possibility to add an extra filter using an SQL-query.

For example, to display only the supplier specific row from the
Purchase price table (for example, to hide the general row), the
following SQL-query should be entered for all columns ori-
ginating from table apoprice:

{fn AGRDBTODAY()} BETWEEN apoprice.date_from AND apo-
price.date_to AND apoprice.apar_id ="'

Include the column in the free text search.

Represents mandatory columns that cannot be deleted. For this

reason, rows with Only view ticked are not editable.
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Introduction

View tab

The user is automatically shown the search results in grid view, after searching in Find
products. If they prefer to view the information in list view, this is possible with a simple
click. The grid view is fixed, therefore any new columns which are added may not be visible
when using this view. To view all possible available columns, select the list view. The list

view in Find products is flexible, and can be modified using the View tab.

Possible configuration

In this tab you can configure the following:

« The content included in list view, i.e. which columns are presented to the user.
« Theinformation that is displayed to the user in the drop-down list, related to a free text
search area.

« The information presented in the Product details view.

When you select the current Find products view, its content becomes visible in the Find

products column:

« Allproductsresult = List view
o Quicksearch = Free text search drop-down

« Productdetails = Product details window.

However, the system administrator can add columns to existing views, if the current setup
does not meet customer requirements. Only remove columns after a discussion with a con-

sultant.

Columns and descriptions

LFp' Note: Values to be used in any of the views must exist in tab Source columns.

Columns Description

Column name The technical name of the column.

Display order The order in which the current column should be displayed to the user.
Sort order If necessary you can sort columns by clicking on the column title (only

applicable for relevant columns).
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Columns
Title
Title ID

Result display type

Treatas

Unit4 Business World On!

Description

The column name thatis presented as a field header for the user.

Title ID from title tool (enables translation to different languages).

Type of content:

String = text

Bool = check box

Float = numeric value with decimals
Int = numeric value without decimals

(blank) = see description for column 'Treat as'.

If the current column name refers to an attribute value thatis linked to

an image (e.g. PRODMARK), this column should refer to the value

'image’. Please note that the 'Result display type' should be blank, if the

value 'image'is used.
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Categories tab

Introduction

The tab Categories determines two things:

« The categories that are visible in menu item Categories in Find products. In other
words, the values that the requisitioner can use to search for products and services
using category search, instead of a free text search.

« The values that are visible in the menu item Filter in Find products. In other words,
the values that the requisitioner can use to filter the search result when searching for a

specific product or service.

A category value can act as both a category and filter. The system administrator decides dur-

ing setup if the value is relevant as a Category and Filter menu item, or just one of them.
Using the Categories tab

The system administrator can add or delete Category values and filters by using the Add and
Delete buttons beneath Categories. During maintenance the administrator can decide if the
Category is used as Category and Filter, or just one of them by checking the box next to each

value.

Each value entered in Categories can be complemented with category details. This is rel-
evant, forinstance, if a user wants to show a tree structure in the Category or Filter menu

item:

« Food Beverage and Tobacco Products
« Beverages
« Non alcoholic beverages

« Alcoholic beverages.

Columns and descriptions

Columns Description

Name Current categoryffilter value (free text field).

Description The categoryffilter name that is presented as a field header for the user.
Category type Type of category: T = Tree.
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Columns Description

Is category Tick this box if the value will be used as Category, otherwise leave
unticked.

Is filter Tick this box if the value will be used as Filter, otherwise leave unticked.

Category details — Description
LFp' Note: Values to be used as category details must exist in tab Source columns.

Columns Description

Source column value The value thatis used for the Category and/or Filter must cor-

respond to the column name in tab Source columns.

Source column descrip- The value thatis used to present information in the Category
tion and/or Filter menu item. Ifitis the same as in Source column

value, this field can be left empty.

Category detail level Type of category: T = Tree.

Unit4 Business World On!




UNIT4

Languages tab

Introduction
Some columns, such as Product text and Attribute value description, are connected to a lan-
guage code to allow for different languages, despite the values not being handled as titles in
the system.

The Languages tab refers to the language codes in Find products, to make sure that the cor-

rect text information is shown to the user, if they use a different language code.

Text type Information text

Use Text type = | to retrieve the information text in Product master file. The image below

shows the location in the product master file.

[E Products %

orat et s

MNew link Organise links

Lo

les price Purchase price Stock Unit Stockvalue Kit Charges BOM EAN codes

1- Product |2 - Price | 3 - Stock | 4 - Relation | 5 - Ino | 6 - Atdesc | 7 - Artikelsek | 8 - PRICAT|

Product | 1000027 v | Gran Maestria - Platinium D520 |

Alias Capsules, pods, Coffee, Java, espresso

Setup

ProductgroupDi"e“‘e Amountuse [ |

Unit UN Unit Unique Y/N

Rers Searchable
External 1
Info O
Purchase
Sale I:‘

Purchase Sale

Crder point Price group I:l

Max level Order discount[_|

Taxcode Bonus Y/N O

Purchase rule

SupplD 1744 w

MNespresso

Click Text in the toolbar to find the Information text as shown in the image below:
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Products (Text) X rm Products X

Setup Template

MNew link Organise links

ProductiD 1000027 Gran Maestria - Platinium D520

Texttype Information text 4 ‘ Lang ‘Enghsh UK 4

Description

1 The ultimate in luxury and convenience with additional featu

2 ressuch as a cup heater and Aeroccino milk frother.

The image below shows where within the product details the text is shown:

|<Back

Gran Maestria -
Platinium D520
MNespresso

EUR 570/ Unit

The utimate 1n luxury ond convenience with addfional featu res such as a cup heater ond Aeroccine mitk frother.

Produet: 1000027

Supplier product cods: TBEATATAS

Product Markings: Contractsd price

Supplier product groups Coffee macnines

Class (UNSPSCE Industrial baverage procaessing machinery
Commedty (UNSPSCYE  Coffee brewing squipment or supglies

If you want this text to be included in the free text search, you must tick the box Free text in

column Description in the Product search configuration. See the image below:
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£ =N Product search configuration %

Product search configuration

Soucecolumn: | View | Cstegones | Langusges

Source columns

| =Gotumn nams Attributa D Fid name T name Extra fitar Fin Tt Dl e
| image =
] descrptian e v ILl
[] cheat [ =
| at_svodimar o700 [# [
|| ssubeader_scar_n spu_name  ssubeacer [l l
| wticle_d . [ =
] erbcie oo articke sgarticie [+] ]
] apapnce_unit_pace unit_peice 2papnce {f AGRDIETODAY|]) BETWEERN apoarice date_tmm AND 8popnce date_to AN 200fnce on. ] ]
| epoprice_unt_cods unit_coda apapie [frs AGRDETODAYLJ: BETWEEN i Hom AND! date_to AMD SDOpCE B [# [
L] spamnce_sun s sup_sitiie  spoprce i } BETWEEM :_rom AND 2 AND el O
[ spaprce_gy_inc orcer_gty_jnc _ apaprce [ AGRDETODAYI]) BET rice date_trom AND) apaprce date_m ANO apopresap. | | |
| apaprica_min_aty min_peden_qty  spoprice | AGROETODAYIJ} BETWEEN apogrice date_biom AND spoprice date_in AND apoprice ap [
] apognce_curency A% currency =paprce im AGROETODAY]) BETWEEN apopeice date_from AND spopnce date_to AND sponnce.ap.. ] B
[ #papncs_art_cescr art_gieser #papoce [ AGROETODAY] i apacice date _trom AND) 2paprs . o ANG apaprics ap. (= |
[ ] spoprce_spar_d  AB apar_d spapnce [ AGRI date_tom AND date_to AND spopnce.an.. [+ [l
] sigurit_gescrptian cesciption sigunit - . ) - (] [
| Sgarticker_desci Sescipdon  slgartich [
[] sgarbcie_mck_na rick_name sgarticle ¥ [N
] sigartcie_sszema extarnal_fing  sigartcie [ ]
| sgarticie_cantract. AG contiac_id  algarticle [«
| sgarticie_cient B3 chert sgarticie ] 1
[] sigarticie_art gr 05 ant gr_id sgartcia [ ]
| sgorticie_stt_descr arl_eser sgartich [+
[] sgertcis apar o &5 apar i sigertcis [# O
| acrconts_desceiali cescription  ecncontr [«

ado || Deiete T‘

% Search index table configuration

Using the Languages tab

Codes are added or removed using the Add or Delete button. At least one language must be
setup. By default, the product template in Product search configuration is provided with
EN = English.
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Examples

Values that are checked in order to find products and services in a free text search

When the requisitioner searches for Coffee in Find products, a number of fields in the

Product master file are checked in order to find a value that matches Coffee.

The system administrator decides in Source columns tab which fields are checked when a

user performs a free text search. If column Free text is active the field is included.

Product search configuration

Sourcecolumns || Vew | Cawoones || Lanousoes

Sy insbe i talube confipuration

products.

(iD i i-

.
w
=

Information that is presented in the free text search drop-down list

When the requisitioner enters the word Coffee in the free text field in Find products, they are
shown a drop-down list containing products that match their value. The tab View allows the

system administrator to decide what information is presented in the drop-down list.

The example below refers to the product description field:
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Product search configuration

Sourcecolumns | View | Catsgones || Languages

Find products views

Wil MM Masintum mumber of rows

alpraductsresult ]

a Column nama Diepisiy ordar Sovt cedar Titla Titha icd Rasuir dicplay typa Traatax

wawtete_ar_deser || o ol seseroin | e =l

As aresult the product description is presented to the requisitioner when entering a search

value in Find products:

Information presented in the Product details view

When the requisitioner has performed a search and has been presented with a search result,
they can view the details of the current product by clicking it once. The tab View allows the
system administrator to decide what information will be presented to the requisitioner in the

Product details view.

The example below refers to the fields alias, product group, supplier product id etc.:

B e Product search configuration X

Product search configuration

Shorcacolimis || View | Categories | Langusges

Find products views

View name M mumbes of rows
allprodustsracat a
praduerdetls af [=]

uiskeasnh [

Find products eolumns

4 Columrn pame. Display order Sort order Tle Titleid Resuft disolay type Treetns

| TEEEETE
] aigarscieqr_description

BEODHICH_SuD_AriciE
article

of Asas
0 Preclazt araus

0 Supchist Froduct 1D
0 Froduct D
ar_prodmart 0 Fradubt markimge

Al Delete '.7|

o e ajela

Unit4 Business World On!




UNIT4

As aresult the product details will show a minimum of the Product ID and Supplier product
ID, as these values exist for all products. If the current product has an entry in other fields,

this information will also be displayed in the Product details window.

coffee |
£ Back |
Coffee measure
Stainless 20mlvare
OneMed
EUR 4 / Unit
i
v
Product facts
Product ID 01006354
Sugpher Product ID: 651158

Values that should be available in a category search
The requisitioner can perform a free text search. or search by category to find the product.
The tab Categories, allows the system administrator to decide the categories that will be dis-
played in the Category menuitem in Find Products.

The example below shows that Suppliers and Product groups are setup as Categories:

Praduct search canfiguration |

As aresult the requisitioner can view these values in Find products.
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= L3 Erd Find products = mE Product search configureation >

[4 ] Purchasing » Find products

_ Firtar FUPGREEE IS | Smmreh peodute

Search by category

Suppliers =
Ahisall =
Allian=es Information Systems
AS Frankering
Cap Programator AB

Cyrix Data
Dahl

Datapartrer Ltd

Dustin

Elitegroun Computar Systems
Fortuna Forlag AS

Global Computer Express -
FProduct groups =

Article Group Expand fieldailkiliikikiliill =

Article Group 1 mﬂ]

Audio eguipment
Auto rental
Automotive Fuel

Bike aquipment

Bikas

Books= and Periodicals
Building Materials
Building Saervicas

Values that are set up as filters
The requisitioner can narrow down the search result by using the filter functionality.

The tab Categories allows the system administrator to decide the filters that will be dis-

played in the Filter menu item in Find Products.

The example below shows that Contract ID, Product markings and Suppliers are setup as Fil-

ters.

Produet search configurataon

Scocacmuves Wy || Catsgorss | Lavgesges

| CACAT_SUPRIER Suppien 3

1 CaEAT_ARIOH Froshct o T
FLFITER PRITMARR Frocket marwags T =
r2_cTen sy ERP

At || O

Category detalls

41 || Ditana

As a result the requisitioner can view these values in Find products. The filters are cus-
tomisable and only show values that exist.
For example, none of the products in the search results below refer to a contract ID, where

the filter does not appear.
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£ errdmadess
4] o i e i R o
Cogoan  (Pdw  Purumbs | e
k1St o Coftes Qe '
Fitiar pour search i
Cofics prt iamtans 1 L ineertar
Product markings % e 4
Cofiea Btars 144 ik Sy {7 VAT N i’
P tven PRt carn ey siin s .
F = Cofmal :
Movaes
Caflan brarg e e T
Calis Wien Adomrati Gl ewing
Sopabers & CofrmieacflETL B i i tilnalir
vl e ()
i Dy et vtcsn msey by ot St T
Wk
Conpan o S B s L7156 A -
[ - | - @~ @
[ofieeams e ) L ey
v v
3 =v =
Lo =
Tofinebemeagberivmse vt ran roantye e Ly Sy
Dt ks et Qs U2 L 8 - %
i ! 1
| i
ket ot ot vy
W v Mg s Sy o 100y Mk MEID Enstogran e ity m
P L Bt Bt ot e
ERM /- ELR U BT L RN L BR M ERA U
e A - - -
« @ o- E ~ B~ RO
v v v v v
= = B = = B

Columns that are visible in list view

When the requisitioner has performed a search and has been presented with a search result,

they can select to view it in list view, instead of grid view. The tab View allows the system

administrator to decide which columns will be visible to the requisitioner in the list view.

The example below shows that Client, article ID, article, Supplier ID etc. are included in the

All products result view (list view), column ID Supplier ID is the fourth column, followed by

Article description as column number 5:

= EN Product search configuration X
Product search configuration
Source colmns | View | | Categories || Languages
Find products views
ieiar e M riuminer 6 rows
abpraductsresult i o |~
sreductdatils [}
quckzearch ]
Find praducts columns
Il & Colymn nams Dhszilny orefes Sort order Tithe: Trtleidh Femit cinpley type Treat 23
L algertics_apar 4 T Suppier ID @ sy
[ algertiche_art_deser 5 0 Article cescription 0 string
elgunit_descrigtion 16 @ Unit descrioon 9 string
| npaprce_spar_id 25 0 Suppler|D 7 srog
1 apopnes_ait_deses 11 @ Suppies artcle descnpton O string

As aresult, the requisitioner can view these columns in Find products (according to Display

order setup in Product search configuration):
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Manual publishing of new configuration and updated product inform-

ation

Introduction

The Product search configuration is a setup window for configuring Find products. The
Product search indexing service (PSIS), builds the index tables based on the setup in the

Product search configuration window. It transfers the data from the Product master file
to the index tables. These two combined ensure that the relevant product information is cor-

rectly presented to the user in Find products.

Note that in order for the PSIS to transfer data from the Product master file, the Searchable

box in Product master file must be ticked.

" [E] Products x

Draft Text Sales price Purchase price Stock Unit Stock value Kit Charges BOM EAN codes F
New link Organise links
1- Product |2 - Price | 3 - Stock | 4 - Relation | 5 - Info |
Product | 1000 i ion stocked product 1000
Alias ~
'

Setup
Product group Services and none stocked Amountuse [ ]
Unit [un | [unit Unique Y/N

External ]

Manually transferring configuration and product data

PSIS is set up as a timed process in the Business World On! Management Console, and nor-
mally runs once every day. However, if there have been changes in the Product master or
Product search configuration that should be implemented immediately, it is now possible
to start the transfer of configuration and product data manually. This is done by clicking Pub-

lish in the Product search configuration window.

[ Note: The Publish button wil only be enabled if a valid Product search con-

figuration has been previously saved.
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i en Product search configuration %

Product search configuration

Souree eolumns | View | Categones | Languages

Source columns

Column name Artnbute ID Fiald nama Table nams Extra filtar Fras tasr Dby viaw

=oncontr_descnption dezcnption Boncont %) [
_ sigarticle_spaid  AD spar_d aFgarticia 7| |
T algarticle_art_descr art_descr sgarhels vl [
L sigorbcle_prt g e DS art_gisd waarticls 7| [
| sigarticle_client a1 eliens sgartcle | |
| slgarticle_comiract_d AG comracid sigerhicle el O
T slgarticls_exteraal earernal_fleg  mgarticle | [
slgarticle_rick_name mck_neme  sgericle Il ]
algarticlagr_decesipt. daseription  sigarticlage 7| |
algunit_desziption descriptionalgunit ¥] [
spopnte_anar_id a0 apar_d BOOGE [t AGRDETODAY(] BET _Irom AND e dats_1o AND ADar_) 1= v [
apoprice_art_dezor art_descr ancarice {n || BETWEEN date_from AND apcprice.date_to AND . v [
| spoprce_curency  AZ EurrEney AROATGE {tn AGRDETODAY()] BE _Ireim ata_1o AND spip = | |
T spoprice_min_ofy min_arder_oty apoarics [t AGRDETODAY ()] BETWEEN _from AND Snte_ta AND sncprce anar_id = | [
. spopnce_any_ne order_aty_ns  apoanon I AGRDETODEY(]] BETWEEN dhate_rom AND dste_to AND spoprce apar_d = ] [
T epoprice sup_article sp et apoance {In AGROETODAY()] BETWEEN . ficen AND . date 10 AND apcpice apar_ <l i= 7 |
O epopnce_unitcode ur_code: p— [ ASROETODEY()] BETY te:_from AND apoprce:date_a AND apoprce snar_sd 1= Il O
T epopnce_unit_prce unt prce  spoaris [in AGROETODAY()] BETWEEN . from AND . 1o AND spoprce epar_ed = | [
article sigarticle ] []
| 1]
apernsme  ssshesder ~ O
] I
| ]
] 154

BN ([ oo | [ utn | [ pesetioiout |

Transfer of information starts immediately, and is available in Find products when the trans-

feris completed.

Note about update of PSIS server log file

Note that the PSIS server log file is only updated when the indexing service is run as a timed
process, and not when it is started manually through the Product search configuration win-

dow.
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Optional configuration

Ranked products

About ranked products

Ranking of products is functionality that allows your organisation to encourage purchases
from preferred suppliers. It also gives the purchasing department a possibility to follow-up on
any purchases that deviate from ranking, allowing adjustments to be made to the supply,

based on demand.

Product ranking is required within some business areas, while some customers choose to
implement it with the objective of helping the requisitioner to select products from preferred
suppliers. The ranking is added in the Purchase price table of the current product master file.

Number 1 means that it is the highest ranked.

Validating ranked products

To ensure that the requisitioners follow the internal procurement policy, validation is done
when a product is added to the cart. If the current product has a low-ranking (different from
blank or 1), the Deviation from ranking window appears and the user is expected to justify
why the product with the highest ranking has not been selected. Once this has been done,

the product can be added to the cart and the requisition can be completed.

Deviation from ranking

This product is from a supplier thatis not ranked the highestin
this contract area. Plaass specify the reazon code and a comment
to purchase this partcular product,

Reason

Supplier cannot make the defivery on time

Out of the supplier's stock

Product withdrawn from the supplier's assortment
Other (subrit comment)

EZ. Cancel

The information entered by the requisitioner is saved in the system database, enabling the
purchasing department to follow-up on purchases made from a lower ranking supplier than

expected, and if needed, adjust the supply based on demand.
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Low ranked products and purchase lists

LFp' Note: It is not possible to save low-ranked products in purchase lists. These

products will automatically be excluded when the list is saved.

Required configuration for Ranked products

If ranking of products is applicable, then configuration is needed in the following areas:

« Product search configuration
« Attribute values

o Product masterfile.

Product search configuration

The field Product rank must be made visible in the Find products list view and product
details view. To enable this, the column name apoprice_product _rank must be added in the
Product search configuration (TPQO050) window, in the Source columns tab. See the sec-
tion related to the Source columns tab in Product search configuration for more inform-

ation related to the column Extra filter.

Source columns
O & Calumm name AtribitelD | Fieid name: Taklename Extra fier Free tens Oinly wieiae
| acncont_descrpton descrmtion sencontr | O
| sigarticls_soar_id A3 anar_id slgarticie o [
| aigarticle_ar_descr art_descr slgarticle ' O
_| aigarticia_sm_gr_ji D3 an_gr_id lgartici ¥ [
| shoaricle_cient 43 chert slgarticie = [l
L] sigarticle_contract_d a6 cantract_xd sigarticle v [N
] adgartiela_sxigerad wtenal_flag  algarticke
| sigaricie_rick_name cick_namea  slgarticle | 0
_| eigarticieg:_dascrption desenobon agarticiage L
"] sigurit_descritian descroton lgunit L 15
| sprpres_apar_d 25 aser_id spopnce {in AGRDGTOOAY ()] BETWEEN aponrce date_from AND spoprice. dsi=_to 4D spoar. . < [&]
"1 ancpres_art_decer art_dates proser {in AGRDETOOAY()] BETWEEN spepnca data_frem AND apaprica.dats_to AND apcar, ol
| ameprice_currency A2 ourrenzy apoprice {in AGRDETOOAY()] BETWEEN ive date_From AND. ice.date_te AND sncori- | =
| apopros_min_aty ) min_oelat_qy_epomica [tn AGROGTOOAY(Y] BETWEEN apeqca date_fram AND apaprica.0ate_te AND ancoi i
| :F.i;l Apapsce_Rireduct_rank j |{procuct ank Il]npmnﬂoe er'-ﬁaﬁnamm\'mﬂtfw&w apoprice deta. ram AND apopnce Jate_1o ANDOMIIt - ]Z[

Add the column name apoprice_product_rank in the All products result view according to

the setup below:
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Product search configuration

Sourcecolumns | View | Categones | Languages

Find products views

Viaw nama Masnum number &F res

productdetais o
uickssarch n
Find products columns
O  Calumy name Diaplery orelar Sort arder Tite Tithe Reault display i0n Tront s
Image. 100 L 0 sring
descrintion 101 0 Product text 0 swing
1 client 1 O Client 0 string
Str_pragrmank 21 O Protuet miarkngs o
ssuneader_sper_name ] O Supper description 0 string
C ertole_jd 2 9 ArtclelD oo
T artick ) 1 Article O etring
poprice_unit_price 9 9 Frice 0 fcat
13 0 Unt 0 string
12 0 Suppies erticie 0 string
5 0 Quantity Increment 0 fioat

Add the column name apoprice_product _rank in the Product details view:

Product search configuration
Seurcecolumns | View | Cotepories  Languages
Find products views
Wiaw name Mazuimvium cumiber af rows
o
-l
a
Find products calumns
Ol > Colirre nams Disalay order Sart order Tithe Tide ol Residt driey fype Trmat =
| at_prademark 3 0 Frofubt makngs Q
] article 1 0 Product I ]
| spoorcs_sup_sricl 2 1 Suppher Frocuct I 0
swcance_sroduct sk || ol 0] Frodirct rank | off Il B
| amarteiag_descrstan 3 @ Produet group a
| slgarncle_rick_nzme 5 0 Alies )
&dd || Deless
B el
(] Pt ety WA e Y
Categecim P Fuchme bl | swes ke B
e your search Frockert Chem  biei e S Guari. Soeh Freds Faee Gumridy
Prodast markings = g FullC buckat wih Inc FLanding B BT el LTE [ 173 B ik t E =~
]
Fraw from fates dhasith sam te )
R LR G ot ket Wit ™ ams ouwes i o am T ' 2=
ki dan gl Lt -
=T -
' Syroel [TLEL mstigepe fuinciaghie BN 0334 OLIG4 LT a 1T s E a o
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Example input Product details view:

Product search configuration

Sourcecolumns: | View | Categories  Langusges

Find produscts views
Vs name Masamum rumber of rows
L]
s 1 g e
eisann o
Find produzts calumns

O Column name. Diispiay ooder Sort order Tithe Tiged Resudt display type Treat as

| algariicle_rick_name 5 Al 0
[~ elgadiclegr_descaption 1 8 Product group i
|| 2paprice_sun_sricle E: © Supgier Frocuct D o
L} erticda 1 0 Product 1D Q
[ owr_prodmark 3 0 Produkt markings o
L spoprice_siaduct_rank: 5 Q Productranic a
A

Example output Product details view:

| € Back |
10 litre red plastic
bucket with plastic
handie
Cnelled
EUR 3/ Unnt
r N
1 Ut \f
e
b
Product Taets
Product D 01006323
Supplist Product ID: 501050
Product rmarkings Fre= from PUC (heaith care items)
Product rank. a

Attribute values configuration

Define relevant attribute values for the attribute RANKREASON (LB). These values appear

in the Reason drop-down list, in the Deviation from ranking window.

For example:
[E Attributes > [ Attribute values X
Mew link Organise links
Analyser Setup Template Text Draft Relation Company Address
Adtribute RANKREASON + Reason code for product choice
i Per
Description Qwner | Value # Perto | §
rom
1 R Supplier cannot make the delivery on time 0,00 0 209999 ™M
2 R2 Qut of the supplier's stock 0,00 0 209999 M
3 |R3 Product withdrawn from the supplier's assortment 0,00 0 209333 M
4 (R4 Other (submit comment) 0,00 0 209999 M
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Deviation from ranking

This product is from a supplier that is not ranked the highest in
this contract area. Please specify the reason code and a comment
to purchase this particular product.

Reason

[~

Supplier cannot make the delivery on time
‘Out of the supplier's stock
Product withdrawn from the supplier's assortment

Other (submit comment)

| Cancel |

Product master file configuration

Each product subject to ranking must be allocated a current ranking, on the supplier specific

purchase price row. This is done in Desktop, in the Product master file:

[ Frecucts * [ Products Purchase prical =
Analyser Setup Templste
 Nwwhink Orgensfinks

I I Fram | I | T Min. | Gty
Debuaddr,| Unie| Cur | T30 | Towlue | Purch.price| Supppeed | Supp.prod descr | i
UN GBE 0 3299309333 300000000 CLOOEIZS  L0LRed plaste bucket with plrstgrepeplastareps | 0 01411 (20991230
UN  EUR 0,00 990K 090,50 3000000000 501030 10LRSd plastic m:hnmglwynpnglﬂgmﬁ 0‘?23“-11 |a09e-12.31 A
hantis Suckat
Frodduet Cie. Am. (AL | Sy Padletrank Su. (S, (imi Mm. Q4 5o | Fral| | Phce Quarstity
@ Plastic bucket with lockLandning ~ EN #8317 01001 1730 © Puartic Dnebd Unt @ 0 1730 EUR 2 ¢ Uit 1 =
FERFERS bucka b
Wi
[
10L R plastic buchet with EN 8483 DL00N 173D 2 LOLRE Omett Unt G 0 47M EUR 3 ¢ Unit 1 o
' plastgrepeplasigepe plREtc ¥
OG0 bucke
wadh

[ Note: The field Rank available in the product master file tab Price, refers to the gen-

eral price row. In other words, not the supplier specific rank, and therefore should not be
used.
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Information product

Introduction

An information product is an article that is searchable in Find products, but is not orderable.
Its main purpose is to inform the requisitioner how and where to order a product or service. To

distinguish the information product from other orderable products, the Add to cart button has

been replaced by an Information icon, preventing the user from adding this type of product to

the cart.

12 [ | 80 Predioet ssarch configuemtion X

€ [ W Fad produsty

Catsgories Fittar Purchasa butsf=twet

Filter your search Hert“z-. o

Supplier ®
- Eo
Onallad
S1aphs

Docament SCOTCH B11 tape Dt tape STAPLES Gl
Product group (UNSPSC) % | Restatcan e 101mim Tl s tra
By Auman tmoa Srae
Agnewves and -
T = EUR 1/ Unt EUR 1./ Unt

Classoom aed mstroctionaland imst, ) A A~

Cleaning andjantonl supples
Dormestic kitcherware and kitchon yur_[_ lIl LI L
Gynastics snd boxng equomen w iy i —
Jaewtenial equpment =

Laboratory aad sceentilic equpmern
Laboratory supples and fixtures l
Luggige andhandbiags and sacks and 4
Medicat apoarel andtexties . P’

| v —%

Product Markings &

O faiatprs o e A B L Vi Disbstn ainal Waingatirht cuid
bk

gl phe
tramamen: Fon 151 ramiparent =
Contains PVC, phitalate rontent —_— - i
—

In Product details:

rent

€ Back

Hertz. =

CAR RENTAL

o

Piaats wee infin balow on how to book & rental car from sur agresmand wnth Hertz Plasse mote your
Resourcelld in the rder comwents. Login: wwid Passwand: myce

Product RENTAL

Suppber produtt code RENTAL

Product Markings: Aitalat pk

Class {UNSPSC) Passanges road transpoation

Cemmadsy (UNSPEC) Vitecle rental

Wabne hzos /v b { et Vo
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To make a product searchable in Find products but not orderable, maintenance is required in

the Product master file and Product search configuration.

Setup in Product master file
Tick the box Info.

1. Inthefield Alias, enter words that the requisitioner is likely to use in a search, when

looking for the current product or service in Find products.
]l Products x|
New link Organise links
. Draft Text Sales price Purchase price Stock Unit Stock value Kit Charges BOM EAN codes Rentf

1- Product |2 - Price | 3- Stock |4 - Relation | 5 - Info | 6 - Atdesc | 7 - Artikzlsok | 8 - PRICAT]
Product [ RenTAL v | Rental cars |
Alias car, rent, hertz, autd ~

W
Setup
Product group ,_Dlv—u| Diverse Amountuse [ |
Unit UN v | [unit Unique YN ]
Sk I@ Searchable [v]
BExtemal [:]
Info
Purchase  |v]
Sale vl
Purchase Sale

Order pomt Drm Prce group ’—[

Order gty ILOU% Guarantes |0
Max level 99 999 999.99; Order discountv]

Tax code :‘ BonusY/N [ ]

Purchsse rule “

Supp0
Hertz
Updated 2015-03-18 13:29:37 User SYSEN

2. Enter a product text explaining how to make an order.

Bl Products x !SuppI_Iers ’--mﬁﬂd"m (Text) x

New link Organise links
Setup Template

ProduciD RENTAL Rental Cars
Tertype v| Lang |English UK v]
Description

1 .Please see info bgiow on how to book a rental car from our a

2 greement with Hertz. Please note your ResourcelD in the ord
3 ercomments. Login: unitd Password: mycar
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Setup in Product search configuration

1. Enter the Source column Info:

Produet search configuration
Seurcecolumns || View  Cawsgories | Languages

Sourea celumns

0! = Cohumn name Attriute ) Field aame Table pame Extra filter Free text Dinly viem

Cim | | ECEI | | = & o

2. Enter the column name Info in the All products result view (list view):

Preduct search configuration

Sowrcecolunms | View  Categories | Languages

Find products views

Vit fame PRI e O oW

prai
quicksearch o

Ol = Colwmnsms Dinplay crier Sart arder Titie Tetln it Foesult disabay typ Trestem

-0 T Bl ) [T | p) | o i

Unit4 Business World On!




UNIT4

Amount use products in Find products

Introduction

An amount use product is an article that has a fixed quantity (1), and instead has an editable
price which is used to follow up on sales and purchases. This is commonly used when pur-
chasing services, forinstance consultancy hours for a project. This type of product is prob-

ably combined with a flexi-field group definition (form), but can be used standalone as well.

Amount use in Find products

The example below shows an amount use product with a flexi-field group definition in Find
products. Using the form information, the user is able to refer to a quotation number received
from the supplier as well as a comment, in order to facilitate the work of the supplier receiving

the Purchase order.

v - e — nam mal

To make Amount use products available in Find products, maintenance is required in the

Product master file and Product search configuration windows.
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Setup in Product master file

1. Tick the box Amount use.

/mPruhdsx

Draft Text Sales price Purchase price Stock Unit Stock value Kit Charges BEOM EAM codes Rent

: New link Organise finks

L1 - Product |2 - Price | 3 - Stock | 4 - Relation | 5 - Info | 6 - Product info |
Product 01015202 w | Lisa 634 upgraded service timStockholm|
Alias carpenting, painting, building, administration -
Setup
Product group 99 + Various Amount use
Uit UN - [unit Unique Y/N
Status Active - SERELE
Extemal
Info
Purchase
Sale
Purchase Sale
Oy Ganee o
Tax code - Bonus Y/M
Purchase rule -
SupplD 1730 -
OneMed
Updated 2015-08-20 14:38:04 User SYSEN

2. Enter relation to current flexi-field group definition (if applicable).

B Products x

- Draft Tet Sales pice Purchase price Stock Unit Stock value it Charges 50N EAM codes - Fent Company Product image  Inviice control definition]

[1-Product | 2 Price | 3- Stock| & - Relaion [3. Info | 6- Productinfo|

Product 01502 v Lisa 534 uncraded service tmStockhelm

[ Relon | Description Description | Percent|

Units | Value
| 100,00
243 Free from PYC {health care 100,00 000
Free from latex (health care 100,00 n_m!
100,005
100,00
| 100,00, i
100,00
100,00 0,00
100,00 0,00
ted 100,00 0,00
. 100,00 0,00
e 100,00 0,00
100,00 0,00
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Example of flexi-field group definition

[T o [ e p——————

Lk fhesi-Sield Group bo tirhube . Fled-feld validation Famocveiidsion Reémve ol validation Delsult value £ ok, Tille mainbenamce Find Gt Seioc Valus ingiug 1
Mok Crganenks
Ty Frsfridgog = Teblaname L E:
Vewiona el - Sma e -
7] Add e ruervsl mih vabtisier Searr Cew Shws e SEMCh CiET
_ Tite .ma-'mmm [ Dt mwn_-l L7 A ™ .m.:.lnﬂ:!s-lm.-w_vdﬂ! Vabue ks
| Rd'tnqnmm S T Tetwyome B nl g O fOn O o o
commeni B Test Teat amy case 1000 w: O O 0 O ONCE
Setup in Product search configuration
1. Enter the Source column algarticle_amount_set.
Praduct search configuration
Sawrcecolumns | Wiew | Catogones || Languagss
Source columns
O a Cofunn naire Atirbute 1D Fredd riame Table pame: Extra fizes Fre=text Only view
] scneontr_desscripton Hesziption scnontr [#] 1]

I e | o st |

2. Enterthe column name algarticle_amount_set in the All products result view (list
view).

Product search configuration

Sourcscalumna  View | Categorles | Languagas

Find products views

View naine Masiimim nimbe of dowa
' o1
productdetals [}
wuchsmarsh a
Find produsts columns
[ ] - oAy R DNspay ordai St et Titia Tille i ReEET (Asplay e Treed as
. [ || 200f of i of i | B |

If a flexi-field group definition is used, additional setup is required in Product search con-

figuration. Please see documentation related to Product forms for more information.
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Introduction

Examples

Form based products in Find products, Purchase request and Order follow-up win-

dows

A form based product is based on a flexi-field group definition, e.g. a form that contains one or
several predefined fields. The user is expected to enter additional product information
required by the supplier as they create the requisition. The information is included as product

text in the Purchase order.

The form products are identified by the 'form icon', which has replaced the Add to cart but-

ton. The example below shows a form product in Find products.

When entering the product details, the product facts and form details become visible. The
user adds details to the product with the requested information, in order to facilitate the work

of the supplier.

B | Firtgmodanis ¥ |
| Prstmm okt
Categorsy Filies Purthise bils | crwrmedun
€ Mack
UHM ot ralvas Lt P
Choabl [ ATRAAON
[1en .
SEK 740 / Piece ) M P
o Negnattnd e idate
¥ 20080001 B
F Coiair
- Grwert
Corears
- - ]
B |
-
Ly oradagtuos Badd o bekladnad
Frodussdan (LSSCH Hiwies e st e st |or Sweo peberal
Frodusa (UNTFRC) Ml 0% et g p el e Supi s (i
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The form data is found in the Additional information tab of the current requisition row in the

Purchase request window.

Product: UNIFORM - Military uniforms

Cost categories Additional information Product text

Uniform

First name™

Last name*

Rank | -

Size-Attribute code | -

Checkbox

Date |E|

Integer i_

il T

Apply cost categenes lo all knes 2

@ Note: From Requisitions 2.0, it is no longer possible to view the additional inform-

ation in the Requisition approval window.

When a Purchase request is transferred to a Purchase order, the form data will also be trans-
ferred. The form data can be found on the same row in the Order follow up window, in the

Ad(ditional information tab. At this stage the information cannot be changed.

x
Product: UNIFORM - Military uniforms

Cost categories “ Additional informationl

Uniform -
First name* | Marie
Last name* | STEVENSON
Rk oo [+]
Size-Attribute code n
Checkbox
Integer ,1—@ -
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How to set up and use form products in Find products, Purchase request and Order follow-up

To use form products several steps are required:

Ensure that any attributes that may be used in the flexi-field group definition exist.
Create a current flexi-field group definition (see explanation below).

In Link flexi-field group to table (TCR038) link flexi-field group to tables.

If you want to create arule, click on Create relation value rule (one per table).

Then, back in Link flexi-field group to table (TCR038), click on the Connect to rule

o~ 0N =

field, and select the rule.

Additional information related to the above steps 1-6

Step 2 - Flexi-field group definition

This flexi-field group definition refers to different data types, for example:

« Textfields that are marked mandatory. The user must enter information in the current
field, before the product can be added to the cart, see 'First name' and 'Last name'.

« 'Attribute' that generates a drop-down list with current attribute value descriptions in
Find products, helping the user to select one of the available values. This can also
be combined with the 'Default value' tool, minimising the manual effort required by the

user.

R e ek group definition %
Fiow ks . Orgarsisn nky

ik flps-Tickt group ta piribute Fied-feld vebidation Removevalidstion Remvove o vebdstion: Delsohvabee To0 inl Tt mummenangs P tale Seast Vol (oo 1)
Fsidsld o LAEFCEM = Desorgeen e 3
Trem Pl grng = | Tabis nasl it -I-
wiemel  Faidy v b [ =
Ackd it ke sl e sl Saxch Ao Pttt e 2
[T Tthe T Wibtnguad ke | Codomnmame | Data [ Sttriote’  Reated DTN Field T Data [ W | Vide | Sum [ Rewd [ Vol | Dt | Vahoe sk
| 1 [Pt ramme Vet name fs Tes Tt arry tme B ) o g og N
| & et rume o bt namete e Tk upges e w w @ 0O 0O ECERC
| 3 Rank O iy Tent Taxt arvy e w A 0O o 0O EEl i
[ o Jize Amnbe | STORLEE ' @0 O o &80
| 5 |Shous? A checibonfs  Checkber ] WON =2 (afl] 1=/ E
| 8 |Requemned del date O At Dlate. 17 i 0 (m] B0 LY
|7 |shoe sae im ] e fy Integer Small @ s 0O (m] 0O UCEELT
|8 iColow O et delnt i Tent Teat arvy casn i) w 0O o O SO
RS (m] et sead_snly b Tent = @ 0
| 19 Comment a] cuntomd fa _ Test 6] [u] 1 LIS ]

Thanks to the flexibility of the flexi-field group definition functionality, it is possible to create

various useful forms and connect these to products.

Step 3 - Link flexi-fields to tables

Go to Link flexi-field group to table.
2. Select the necessary table. For Purchase request use Requisition details (apore-
qdetail) and for Order follow up use Purchase order details (apodetail).

In this particular example you have Form based products in Purchase request, and

Unit4 Business World On!




UNIT4

Order follow up window with the fields set up in the flexi-field group.

3. Add at least one flexi-field group, linked to both tables.

" Link flexi-field group to table
Tatea
Requston detais
e
Flesi-Seld groun Diescrinticn Diata tabis Section Section name Mhitfingual €tle. | Mandatory Carmsét to ride Status
[T LMIFGRM Uinfarm afzunfarmono: 1 Unfomn (] Uniform rule Active
Add | | Deicts || Section tve maitenance | | Find section thie || Flesi-field grous definftion |

Step 4 - Rules

Certain rules can be applied to flexi-field groups so that only a limited number of products
have flexi-fields. If no rule is connected to a flexi-field group, all products will be shown in the
flexi-field group.

1. Go to Link flexi-field group to table.

Go to Create relation value rule.

Select arule name.

Select Article under Field name.

o > 0N

A. Check Viarelation. First select the attribute and then the values (products with
a relation with the attribute values will show flexi-fields).
B. Uncheck Viarelation. Select the products (products selected will show flexi-

fields).

Below is an example of how to set up the rule via relation:

B N Creats relstion valus nals ¥

[ Link M-l arn Lo taiiia » Craate reistion vais 1k

Creste refation value rule

i Betid Toapen name from the drop-gomwn st
Ttk o Rk pare® Stmtunt
Requaiton detads Uniiom rule. - Actve -
Spoiegdzil
Field name*

Progued - PRODUCT

amce

Ruile specification
Vin relaficn Frelated nttribte”
] FLEXIGRP

Salact values for tha related attributa to dafing the ralation valua rule

Poaisble Seiected

ADDRESS Adiress -  UNIFORM Uniform
ADINFO adinfn L
ANRISFASS Risi tssessment
AMRTW Rt io Wik
AMRTWEH Phased Ratum 10 Work
ASSET Aszat
AUTD it vl
BaN Bank =
CAREER Coreer !
CARS Carmiomatien
COREQUEST  Corecusst
CHILD: Chikd
COMPETANCEL  Compesancel
COMPETANCEZ  Competancel
CONTACT Contaot >

B | ;
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In the example above, the flexi-field group definition is connected to the current product using
arelation FLEXIGRP (Al). This means that all products with this relation will be shown in
Find products, Purchase request and Order follow up. The fields that will be shown are the
ones that have been previously defined in the UNIFORM flexi-field group, as can be seen in
the image below.

mm ®
[k oo bok< _ _ - _ _
Drsft Test Salesprice Purchase price Stock Unit Stockvalue it Charges 0007 EAM codes Pert Company Product mmage [moice contral defimion

4 - Refabon [ lnfo | - Ubkemedl [ 1 - AKTSOK | 8. PRICAT]

| Relvaloe | Description |Percont,  Umiti | Valie
| 100,00
| 10000
100,00
| 10000
AZLNG00  Wikderioch relstersceparre 100,00 o.00
421316 Klader och relaterade perse  100.00 000
heat) Medicingks kisdesplagg o 10000 o
a2 Medicinsk utsustning, il 100.00 | 0.00
| 10000
- | 1000
UNFORM Uniterm 100,00 0

Below is an example of how to set up the rule, not via relation:

- N Creats relation value rle %

[4] vinke aor ratie 5 vais ke

Craata ralation valse ruls

[l Tocrenss & new ke erer the field To open the crap-ch

Takie nnme Fide romrie® Status®
Requistnn datats Unitarm ruls ‘Astia -
apecegietsi :

Fiadd nome”
|Product - PRODUCT

smoa

Rule specification
Vi refation
=

Selact values for tha ralated atiribute to defing tha relation vakem rule

formflable___ .. i A
01008880 Tralle *
01008881 Moz
01008802 Senir
01008883 Meten
O1008585 e
01008885 waill
01008587 Heals [n,
01008588 s o
01008889 Pt
01008580 Sutur
01008891 ECGH
01008882 ECG+
01008893 Instu
01008393 30E .
wpnacas anc
- ¢ 2
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In the example above, users can select specific products. This means that all products selec-
ted will be shown in Find products, Purchase request and Order follow-up. The fields that will

be shown are the ones that have been previously defined in the UNIFORM flexi-field group.

LFp' Note: In order to have the same experience in Purchase request and Order follow-

up, the rules must be defined exactly the same for both.

Limitations

Form products and flexi-fields cannot be saved in a purchase list.
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Introduction

Setup

The Product Search Indexing Service

About the Product Search Indexing Service (PSIS)

The Product Search Indexing Service (PSIS), builds the three indexed tables that are used

for searching products in the Find products window:

« Main index table (Source columns).
« Attributes table (attribute values related to the products in the main table).

« Text table (language specific texts for the products and related attributes).

The PSIS builds the index tables based on the setup in the Product Search configuration

window.

The PSIS also configures the web client with:

« Filters

« Categories

« Columns in grid view

« Columns in Product details
« Default sort order

o Free-text search columns.

The PSIS retrieves the data that is defined in the Source columns in the Product search

configuration window. You can also add the following columns:

« Product Master File (Algarticle, apoprice, algunit.).
« Relations on products (algrelvalue).

« Flexi-fields on product (afx*****).

The PSIS is set up as a timed Process in the Business World On! Management Console. It
must run at least once daily in order to transfer data from the Product master file, to the

index tables:
« Once daily: PSIS execution time = 1440.

The Requisitions Experience Pack is delivered with a default template already set up. It can

be changed in Product search configuration, but consult a Business World On! expert first.
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About categories

Search for products using categories

The categories search is a tree structure enabling you to search for products and services

based on predefined categories.

Categories Filter Purchase kst
Search by category

Suppliers &
Ahlsali
ABiznse Information Systems.
AS Frankering
Cap Programator AB
Cytix Data
Dahl
Datapartner Ltd
Dustin
Elitegroup Computer Systems
Fortuna Forlag AS
Glebal Computer Express

Product groups £
Article Group Expand Beldsiliik)stkilk =
Article Group X1
Audic equipment
Auto rental
Automotive Fusl
Bika equipment
Bikes
Books and Pariodicals
Buslding Materials
Budding Services

This is helpful if for instance you want to browse products from a specific supplier, or

products within a certain product classification category etc., rather than one specific item.

Browse through the categories

« Click current value once to perform a search.

« Ifthereis an arrow available next to the value, it is possible to perform a search on
items further down in the structure.

« When you have selected a value in the tree structure, the Categories view is auto-
matically replaced by the Filter view, in order to enable you to narrow down the search

result further.

LFD' Note: The category groups are configurable, therefore they are setup according to
each customer’s specific requirements. However, the values available in each category
group are determined by the information available in the supplier price list that has been
imported to the system. Only category group values that contain products are visible in

the tree structure, e.g. no blank values are presented.
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About purchase lists

Introduction

If there are products you often buy, it can be useful to create a purchase list to make the order-
ing process more efficient. You can create your own purchase lists that are available to you
only. Administrators can create purchase lists that are available to all users. You can see
what type of list it is by looking at the icon next to it in the overview. Either Only me or Every-
one. Only people withrole PURCH LISTS ADMIN ROLE have the option to create lists

available to all.

However, any user can distribute a personal purchase list to one or several colleagues, using

the distribution functionality available in the Purchase list details window.

You can create new purchase lists either in the Purchase request window, orin Find

products. You can find existing lists in the Purchase list tab in Find products.

The image below shows purchase lists:

.......

However, you cannot save the following products in a purchase list:

« Products with forms
« Low-ranked products

« External products (from supplier web shop).

Colour indicators

« Red- If a product is marked red, the product has expired and it is no longer available to
order. Note that these products are not transferred from the purchase list to the shop-
ping cart, and should be removed from the list.

« Green- Products that have been added to the shopping cart are marked with a green

Add to cart button, instead of the regular blue button.

Create a purchase list

1. From the search result list, click the options icon and select Add to purchase list.
2. Select New.

3. Enterapurchase list name and description.
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or

1. From the Purchase request window, click Save as purchase list to save the content
of the current purchase request as a list.

2. Enter a purchase list name and description.

If you want to save the product quantities in your purchase list, untick the box Save without

quantity.
Select if the list you are creating should be available to everyone, or only you.

[ Note: You must belong to the role that is setup inthe PURCH LISTS ADMIN

ROLE system parameter to create a purchase list that can belong to everyone.

However, you cannot save the following products in a purchase list:

« Products with forms
« Low-ranked products

« External products (from supplier web shop).

Once the purchase list has been saved, it is available in the Purchase list window.
View or change a Purchase list

1. Click on Purchase lists in the menu. An overview of purchase lists that are available
to you is shown.
2. You can create, maintain and delete your own purchase lists in the Find products win-
dow.
3. Click on a purchase list to see the details. You can:
« Change the number of products to be added to the shopping cart.
« Comment on products (the comments are only visible to you).
« Remove products from the purchase list, applicable for instance if a product is
no longer available to order (marked red in the list).
« Add one or several products to the shopping cart (only products with quantity 1
or larger are added to the cart).

Update a purchase list

Most changes to a purchase list can be done in the Purchase list window, except adding a
new product. This has to be added when you select the product from the search result. The

table below illustrates this:
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What do you want to Updated from Updated from

do? Purchase list the Search result list
Add a product X
Update product quantity X

Add a comment X

Delete products from the X

list

Delete the purchase list X

Add a product to the purchase list

Search for the product you want to add.

Click the options icon and select Add to purchase list.

w np o=

Select the purchase list.
4. Click OK.

Distribute a purchase list

Select current purchase list.

Click Distribute.

Enter a value in the search field (i.e. name, userid).
Click the searchicon.

Tick current user by clicking it once.

Click Select.

7. Click Distribute.

A message will confirm that the distribution has been made.

o g > w DN =

If you want to distribute a purchase list to several colleagues simultaneously, use the 'Ctrl'
button to mark current values, and then click 'Select' to transfer all values to the column

'Selected users' in bulk.

As a result of the distribution, the purchase list is available for use in the recipients Purchase
list window. The list automatically inherits the original name. However, it is possible to see if
it has been received through distribution, by looking at the description field in the Details sec-

tion.
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About filters

Introduction

When a search result is shown, the filter menu is automatically displayed, to let you narrow

down the search result further.

The filters are based on your current search result. Therefore, the next time you perform a

search, the available filter values will be adjusted according to existing conditions.

Using the filters

« Select one or several filter values by clicking it once. To remove afilter, click the value
again.
« If you want to narrow down the search result further, you can add additional filters by
clicking Add filter.
« Select afilter column by clicking it once.
« Select an operator by clicking it once.
« Entervalue(s).
« Click Add to apply the filter to your search result.
« Thefilter remains in the filter pane until you log off Find products (it is only
temporary).

« If youwant to remove the filter, untick the box next toit.

AND/OR conditions

Note that there is an AND-condition between the different filter category criteria, but an OR-

condition when selecting several values within the filter category.

The Add filter criteria window is shown below:
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Add filter criteria
Filter column
Image
Product description
Supplier product
Supplier
Price
Quantity

Currency

Operator

equal to

not equal to
contains

does not contain
between

less than
greater than
empty

not empty

Value

and

l
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About the shopping cart

Introduction

You can add products to the cart one by one, or in bulk using a purchase list. You can also

change the number of products in the shopping cart.

If a product you are adding to the cart has a minimum order quantity accepted by the supplier,
a message will inform you that an incorrect quantity has been entered. The same occurs if

entering a value that is not a factor of the product increment.

If a product is subject to ranking and it does not have the highest ranking when it is added to
the cart, a window will appear requesting you to enter a reason to explain why this purchase
is necessary. Please note that product ranking requires additional setup, therefore is not used

by everyone.

When a product has been added to the cart, the button Add to cart changes colour from blue
to green in the search result list, in order to avoid duplicates being added. The cart overview

is constantly updated with the current number of product lines, and the total order amount.

The shopping cart is shown below:

5] 35842 GBP | @

Product description Quantity v Price
&
.ﬁ Gran Maestria - Platinum D520 1 UN EUR 569 x
‘ Dharkan 3 UN EUR0.386 X
& Rosabaya de Colombia 1 UN EUR0.43 xX

Go to Purchase request Empty cart Total amount: 358.42 GBP

Add a product to the cart

There are several ways to add a product or service to the cart:

« Click on the shopping cart on the current product.
« Drag and drop the product to the cart.

Unit4 Business World On!




UNIT4

Purchase request

Window usage

This window allows you to:

« entera purchase request.

« finalise the content of a shopping cart, into a purchase request.

The example below shows the Purchase request window with two delivery groups:

" GOPT PAFER FUTLREMLLT) TECH A4 10065 TLpaen

Totsl e GBP 4,39

Tatsl wmsunr: G 30

Bl | [ | [ | [

If the purchase request is part of a workflow process, it may require approval before the
request can be transferred to a purchase order. You can save the purchase request as a draft,
if you want to send it for approval later, or delete it. You can find your purchase requests in

the process boxes on the start page, grouped according to their order status.

You can toggle between a list view or grid view of your products. Various fields will be avail-
able according to the window setup.

If a product you are requesting has a minimum order quantity accepted by the supplier, a mes-
sage will inform you when you enter the quantity. It will also inform you if the product quantity

has an increment by factor.

Order status

You can see the order status when you open the order from the search. An order can have the

following status:
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« Draft- If the purchase request has been saved in draft mode.

« Awaiting approval- If the purchase request is on workflow.

Enter a purchase request

1. Give your purchase request a name.
2. Click Add product.

3. Enterthe product number and quantity.

Finalise the content of an external market shopping cart into a purchase request

When you have been shopping in an external market and click Checkout, the Purchase
request window opens.
1. Check the content of your shopping cart.

You cannot change the number of products from the external market, but you can add

internal products.
2. Click Find products if you want to add internal products, or click the corresponding

External markets button if you want to continue shopping in another external market.

LFp' Note: If you try to go back from the Purchase request to the External mar-

ket window using the breadcrumb, your purchase request will be lost.

3. Click Send for approval when you are done (or click Send request if workflow is not
activated).

Delete a product line from your purchase request

« Grid view: click the Delete icon on the product line you want to delete.
« List view: tick the box on the product order line that you want to delete.
1. Click Delete product.
2. A message appears asking if you want to delete the line.
3. Click OK to delete.

Copy product lines in a delivery group

« Grid view: not available.
o Listview:
1. Tick the box on the product order line that you want to copy.

2. Click Copy product.
Move lines between delivery groups

« Grid view: not available.
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o Listview:
1. Activate the check box on the product order line that you want to move, from
one group to other delivery group.
2. Inthe group that you want to move the product order line, click Move selection

here.

Select a different delivery address

You can have your products delivered to different delivery addresses.
1. Click Add delivery group and select the contact that you want the products delivered
to.

2. Use drag and drop to move the products between the delivery groups.
Apply the same delivery date for all your products
1. Select your delivery date in the calendar.

2. Click Apply to all. This sets the same delivery date for all your products, regardless

of delivery addresses.
Select different delivery dates for specific products
1. Check the box of the product that you want to have a different delivery date.

2. Select the date in the calendar.

3. Click Apply to selection.

LFp' Note: You can start by selecting the date first and then the product.

Use Settings to set up default values to all your order lines

Click Settings.
Select the supplier that will be the default supplier for the new lines.
Select the default period for your order lines.

Select the Cost categories you want to apply to all your new order lines.

o 0N =

The External reference field is a free text field where you can add comments regarding
the purchase.
6. Click Close.

@ Note: The Cost category may be part of Cost category hierarchy, depending on the

setup.

Cost category hierarchy
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Seq # Condition Comment

1 If the category is set to Fixed and a value matrix is

entered, use the accountrule.

2 If the category is set to Fixed and a default value is

entered, use the accountrule.

3 If any of the cost category attributes are definedas | LG _ART REL mustbe
relations to the product, use the relevant relation activated.
values.

4 If the cost category is set up in the Settings section | PQ_ATT ID 1to7.
in the Purchase request window, use data from
the settings fields.

5 If any of the cost category attributes are definedas | PO USER REL /SO
the relation between the user/resource, use the rel-  USER_REL must be activ-
evantrelation values. ated.

6 If any of the cost category attributes are definedas LG APAR REL mustbe
the relation between the supplier/customer, use activated.

the relevant relation values.

7 If a value matrix is entered, use the accountrule.
8 If the account rule has a default value, use this.
View
Depending on the setup in the options window, various product information fields such as
Warehouse, Location, Distribution key, Period, Responsible, Supplier product, Supplier
description and Amount, may be available.
Split cost

This functionality is only available in the list view:

1. Click the & icon to open the overlay for the product line.

2. Inthe Cost categories tab, you can divide the cost (by spreading the percentage) of
the selected row.

3. Click OK when you are done.

Add additional information to each order line

This functionality is only available in the list view:

1. Click the ! icon to open the overlay for the product line.

2. Inthe Product text tab you can add additional information in the Product text field.

3. Click OK when you are done.
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Apply cost categories to all order lines

This functionality is only available in the list view:

1. Click the ! icon to open the overlay for the product line.
2. Click Apply cost categories to all order lines if you want your changes to cost cat-
egories to be applied to all your order lines.

Amend a rejected purchase request
If your manager has rejected your purchase request, you can amend it and send it for
approval again.
You can find your rejected purchase request in Task management, and in the In progress
process box.

1. Click on the rejected purchase request.
The line that has been rejected is marked in red.
There may also be a comment stating why the order line has been rejected.

2. Make your changes and click Send for approval when you are done.
Perform a funds check
You can check if your purchase request is within your available budget.

Click Funds check:

« The purchase lines that are within budget are marked green.
« Avyellow triangle means a warning (depending on the setup).

« Ared exclamation mark (!) means that the budget is exceeded.

The funds check is also performed when the user clicks Send for approval (or Save depend-

ing on the workflow setup).

"About the Funds check" on page 76
Save as purchase list

1. Click Save as purchase list to save the content of your purchase request as a list.

2. Enter a purchase list name and description.

If you want to save the product quantities in your purchase list, untick the box Save without
quantity.

Select if the list you are creating should be available to everyone, or only you.

Lip' Note: You must belong to the role that is setup inthe PURCH LISTS ADMIN

ROLE system parameter in order to create a purchase list that can belong to everyone.
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Once the purchase list has been saved, it is available in the Purchase list window in Find
Products.

View the Log book

B Note: Innew purchase requests, the Log book button will be deactivated until you
perform an action for the purchase request (i.e. Save as draft).

Click on the Log book button.

[4] Purmtasen » Purnraas suasar 11002001

Purchase requect 11860003

[

i)
Deweydem | G B [ arekinaemye | o | | Setse [V
Delivery to
Dy cars
Ty v »
Futac ity i w  Cam
e 100w e e
s .
TR

P e
e e
= =
R—————
m' surosdan | | sremeaers || Dy | | dsower | | eesoesen
2. Select the line with the workflow in progress, and click Zoom.
i= EN Log book %
[ 4] Puschissag » irehase vemest 1450003 5 Lug biook
Log book
Log ook
Descripbon Actan Resource Dste
Requisiion 11860002 entersd 2ysen 87872011 103 PM
E Requisition 11960003 (Workflow inprogress)
Zaom
3. Click Search for details.
Sy )

Workflow enquiry - Purchase orders

& Salmction eritaria

= T 13950043 il ot

Comaany ke m | | Histancal i

Waik s Eisia o | - |

Tash et lim |J

Resuts
EEE v | Mievsls | Coppumcipbond |

. T s | Sen | R | R Oeete | BF Swen SRR fucst  Oeepten | Odedeie | Ame Orir

| | = =
fime executec 472172016 11:1257 &M Numoer ctrows: 0

You will see the requested details as follows:

Unit4 Business World On!




UNIT4

Workfiow enquiry - Requisitions

LFp' Note: You can choose which columns are displayed or not, by clicking the Choose

columns command.

Fields and buttons

@ Note: Only Delivery address and Delivery description will be part of the con-

solidation process when the system parameter PO CONSOLIDATE is active.

Fields Explanation

Requisitioner ID and name of the person registering the purchase
request.

SupplierlD The product supplier's ID as itis registered in the supplier
master file.

Period Valid period for the purchase request. Current period is
default.

Purchase request name Text field where you can give a name to identify the pur-

chase request.

External reference Text field for any external reference.

Delivery contact List containing contact people for a selected supplier.
Delivery address The address where the products are to be delivered.
Delivery description This is a free text field where you can enter a description

about the delivery, such as which floor it should be
delivered to, the specified time of delivery, etc. Maximum

120 characters.

Delivery attention This is a free text field where you can enter additional text,

maximum 255 characters.

Delivery information This is a long, free text field where you can enter inform-

ation about the delivery. Maximum 3900 characters.
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Fields

Product

Product description
Supplier

Unit

Delivery date

Currency

Price

Amount

Total amount
Warehouse
Location
Distribution key
Product text
Currency amount

Supplier product

Supplier product description

Unit4 Business World On!

Explanation

The product code.

The description retrieved from the product master file.
The name of the supplier.

The default stock unit code for the product.

The delivery date. The default value is taken from the

header information.
The currency to be used.

The unit price in the selected currency. Default price is the
order purchase price, or contract price, defined for the
product.

Sum amount for this product in the company currency. Cal-
culated as Number multiplied by Price in company cur-
rency, minus Discount. This field is hidden by default.

The total amountin the company’s currency.

Allows you to attach documents to the productline. The
colour of the icon changes when a documentis added to

the productline.

The warehouse associated with the product. This field is
hidden by default.

The warehouse location. This field is hidden by default.

The distribution key for spreading costs you want to
apply to this purchase request. This field is hidden by
default.

Text field where you can enter a text for each product line.

The currency amount, not editable. This field is hidden by
default.

The supplier product code which is registered in the

Purchase price table. This field is hidden by default.

The supplier's description of the product. This field is hid-
den by default.
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Buttons

Add delivery group

Apply to all

Apply to selection

Settings

Q

Split cost

Apply cost categories to all order

lines

Add product

Delete product

Copy product

Explanation

You can have your products delivered to different
delivery addresses. You can select a different deliv-
ery address for one or several products based on the
delivery contact.

This sets the same delivery date for all your products,

regardless of delivery address.

Use this button when you want one or more products to
have a different delivery date, even if they are in dif-
ferent delivery groups. Choose the product and select
the delivery date in the calendar, and then click this but-
ton.

Use Settings to select default values for all order
lines for your purchase request. These values can be

set as default:

o Supplier
« Period

« Cost categories.

The External reference field is a free text field where
you can add comments regarding the purchase.

Opens the overlay where you can add product text and

split cost.

You can divide the cost (by spreading the percentage)
of the selected row.

This button lets you copy the cost categories to all
the order lines.

Click this button to add a product to your purchase
request.

This deletes the marked product line. If the line belongs
to an existing purchase request. The line will remain in

the database with status Closed.

This copies the marked product line to the same deliv-

ery group.
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Buttons

Move selection here

Send for approval / Send request

Save as draft

Save as purchase list

Delete

Log book

Find products

Funds check

External markets

Unit4 Business World On!

Explanation

Move the selection (selected lines) from the origin deliv-
ery group, to the destination delivery group. Note that
the buttons will be disabled until a line is selected in a

different group, other than the active one.

If workflow is implemented, the Send for approval
button sends the purchase request to your manager
for approval.

If workflow is not implemented then the Send
request button sends a request without workflow.
Saves the purchase request as a draft. Once you save
as draft, the screen will stay in the Purchase request
window with the current request opened. You can also
find itin the Draft process box.

Use this button to save the content of the current pur-
chase request as a list. Enter a purchase list name
and description.

You will find saved purchase lists in the Purchase
lists tab in Find products.

Deletes the purchase request. The purchase request

will remain in the database with the status Closed.

Shows the workflow log steps. In other words, it allows
user to know who is the person responsible for approv-

ing the purchase request.

This button opens Find products so you can continue
to shop for internal products.
You can perform a funds check on your purchase

request to see if it is within your budget:

« Greenicon - The order line is within your
budget.

« Yellow icon - Warning. This is depends on the
setup.

« Redicon - Budget is exceeded.

If there are many External markets setup, they will be

grouped in the External markets button.
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About the Funds check

Funds check status

You can perform a funds check on your purchase request to see if it is within your budget.

Funds check Funds check Funds check
v A 4]

« Greenicon - The order line is within your budget.
o Yellow icon - Warning. This is depends on the setup.

« Redicon -Budget is exceeded.

The funds check is connected to the Commitment Accounting module, and checks the pur-
chase against the budget so that the request can be stopped if the budget is exceeded. You

get a warning when there is little budget available.

The Fund check is also performed when you click Send for approval (or Send request

depending on the workflow setup).

Prerequisites for using funds checking

« The Planner module must have a budget.

o System parameter CO USE FUNDS CHECK must be ativated.

o System parameter CO FUNDS CHECK IGNORE (if activated, must not contain
the value REQ).
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Using the document archive

Introduction

In the Purchase request window, you can use the document archive functionality and add a

document to the activity menu. You can also add a document to the individual product order

line so that other users can easily checked the attached information.

The documents can also be transferred from Purchase request to Purchase order. Note that it

is necessary to add new rows in the system setup value PO DOC_TRANSFER.

System setup values
Sedgction eriteria

Sysiem satup®
EN

Load

System setup values
Hame
PO_DOC_TRARS

1 PO_DCC_TRANSFER
2 PO_DOC_TRANSFER

Postion  Textl | Mumberl Toext2 Number2 Teat3  Numboer3 « Dascriptian

0 REQ 0 PO 0 EN 0 Toamster # »
1 REQUNE 0 POLINE 0 E 0 Toiranster # L

XML export to the supplier

Documents that are transferred or added in the Purchase order can be exported through the

order xml, so that they can be sent to the supplier. Please note that it is necessary to add two

new rows inthe PO DOC SUPPLIER system setup value screen. The first row is for gen-

eral documents attached to the order, and the second row is for documents attached to the

order line.

System setup values

Selection criteria

EN

Load

System setup values
* Name
PO_DOC_SUPW

I PO_DOC_SUPPLER
PO_DOC_SUPPLER

Poatian Text1 MNumbaer 1 Text 2 Mumber 2 Towt 3 Kumber 3 aDesormbon

o PO L] 0 EN O Tocant 1o supahor haddor documents via XML
1 POLINE 0.0 0 EN O Tocont 10 cupaber the ing Socumants wa XML

Attach a document to the Purchase request window

1. Clickon 2 in the activity menu and the Documents window opens.

Click Add a document.
Select from the drop-down the document type or category that your document belongs

to.
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Click Upload and select your document.
Enter a text description of your document.
Click Save.

Close the window.

N o o &

The document is saved and the corresponding document archive icon will be highlighted.

Attach a document to the product line

1. Click P in the product line and the Documents window opens.

2. Click Add a document.

Select from the drop-down the document type or category that your document belongs

w

to.

Click Upload and select your document.
Enter a text description of your document.
Click Save.

Close the window.

N o o B

The document is saved and the corresponding document archive icon will be highlighted.

[ Note: The document archive functionality must be activated in the Document type
window (TDS010).
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Setup for document archive

Introduction

The procedure below is necessary in order to attach a document to an order line in the

Purchase request window, and have it transferred to the purchase order.

Setup for document archive in the Purchase request window

Activate the document archive functionality using the Document type window.

i= BN Document typa %

Document type

Documenttype | Dotasntry | lndexes | Access

Document type D . Pocymenibpenpmes . Setal

{REQLRNE | Requiiton ines Active -
Definstion

Descrigtion

[ anbnl!docurwn-mreqmmllm

roseth o T
LG e

& Options

Document gystems
Database

SORETS

Max S gefill

Dileie locai copy by detauit
Fuemp Fewigon Peabory

-

Wisiosd notification

vl

Wi file

Kay 0+
Regursition
L

Wigwing metnod -
Oipan in sppdcation -

Prigrity#

Aliow updales

i

Show temofate foder

-
Shomw as 1hceninal
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Document type
Docurrenttype | Dataentry | Ihdexes || Access

Looku;

REQLINE |
REquisi_ .
Enable data entry

Data entry nptions

Elzment type

|V|

= Enabie Tor loaded documents only
Enable for all documenis

* Manual dats entry using windaw
Automatic data entry using server process

Server process oplions

Warant

= Get header dats from indexes
Get header and detad data from XML

i¥ = Documenttype %

Document type

Decumenttype || Dafaentry || Indexes | Access

Document type indexes

s Descrighior |  Mapdaéa Attibute Dstatpe | Detslength = Flsg  Enierdefauivahie  Defwullvsie  Barcods  Alowpsthed. Mlowcicssd
Lk Cliert Cooa (CLIENT} Tent 25 Mandatory =] Elient

o 3 Ordeho Larpe int=per 15 Alincated =] |

S 3 Linehic Conall rbagar £ Hloestad I_|

a0 || oetete

You also need a System setup value like the one below:

System setup values

Selection criteria

Syt 4eup ©

(=] |

| Lead

System satup values

g Mama Positon | Textl Mamber | Teat2 | Number?  Test3  Mumber 1 - Deseription
| o_ooc |

] 1 PO_DOC_SUPPLIER o PO ¢ o @ EN @ Tosent 1 supplies Neater oocuments vis XML

a 2 PO_DOC_SUPPLIER 1 POLINE oo a 0 Tosent 1o supplier the bne documents va KML

] a PO_DOC_TRANSFER o REQ o PO 0 EN o T L fromm By i der ta Purch
= a PO_DOC_TRANSFER 1 REQUNE O POLNE o [+] from 19 Purchase order Il
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XML version

When the server processes PO19 Requisition transfer proposal / PO18 Requisition
transfer confirmation converts the purchase request to a purchase order the attached doc-

uments are also transferred.

When you want to send a purchase order, you must run the PO01 Purchase order printout
server process in Business World On! Desktop. This report prints new orders that can be
sent out to the relevant suppliers. The report also sets the status of these orders to Ordered
(O).

If you click the Print purchase order button, the parameters in PO01 Purchase order prin-
tout will automatically receive the default values from the current order (for example number
type, order number). The server process is then set up so that only the active purchase order

is printed. The default values can be changed if necessary.

POO01 Purchase order printout takes the attachments in Business WorldOrder.xml if you

run xml version:

http://services.Business World.com/schema/Business WorldOrder/2011/11/14
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Using on behalf of requisitioner

In Purchase request you can raise a purchase on behalf of another requisitioner.

To do this, select the requisitioner from the list.

]| iy Pt st i L e Nie ]
Purchicse redusit

| 1 T =it
i owbeery s by i | [ v || ey | | ey
Dubivury ta

[P [ R——— S TR el g A 000

The list of people is predefined by Data Control.
Setup

Depending on the System setup values the Requisitioner field will appear with a dropdown

orread only.

By default, creating purchase request on behalf of other resource will be active so the field

will be a mandatory with type ahead and dropdown. In case you want that Requisitioner to be
the resource who is connect to the logged in user (read only), then you will need to add the val-
ues like in the picture below.

e mSystem setup values X

New link Qrganise links

Setup Template

Sys.setup EN
Name Pos | Text1 Text 2 Nun;ber Text 3 Nun;her Description
O
1 LOGGED_IN_USER_ONLY 3|XPQ5 0 0 0|Procurement »XPQ002- Purchase request screen in Requisition XP
2 LOGGED,IN,USER,ONLY 4 XPQ10 0 0 0] Your employment >XPQ002- Purchase request screen in Requisition XP

LOGGED_IN_USER_ONLY in XPQ5 (Procurement > Purchasing > Purchase request), and

XPQ10 (Your employment > Purchasing > Purchase request).

[ Note: In order to configure Data Control, please refer to the Data Control Reference

Manual (Fundamentals).
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Order follow up

Window usage

You can use this window to:

« Create an order confirmation based on a Purchase order, by entering manual changes.

« Follow up a purchase order which has been sent to the supplier, and receive changes
through the Import of order confirmation (LG04) process. You can see more details
about changes using the Order confirmation history button.

o See Purchase order details.

Depending on the workflow setup, after an order has been changed, it will be sent for
approval in the Order confirmation approval window. The changes will be visible in Order
follow up, regardless of whether workflow is activated or not. It will be updated on the pur-

chase order when the server process PO20 Order confirmation update is updated.

2 v Order 13930010 felcw oo &

[C] et & e i FCe e

Order 13950010 Follow up. Sent
e SE vk ieeretin

Delivary to

Barns
Crowres et ik pee | Cursety Swart | Cirsindy arnin e
WRAPhAL Wend Weand tneatimbhrbrg o422 2001 100 Bow 22000 BATROET 0020008, Cotenonder

Ly Acactar .53 oo 1w 28 ey o "y

DIV MSMOUE  Micwsh mouse P w00 e sooea &

[ep—— L Tty

Order information

The order information is available in the right side panel and shows the following:

o Order number - This field is hidden by default in Window options.

« Changed by - Who did the last change on the order. The values can be User ID or
Changed by supplier (usually forimported orders from LG04 Import of order con-
firmation).

« External reference - The supplier reference.
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« Order acknowledgement - This shows whether the order has been acknowledged by
the supplier or not.

« Responsible - The person responsible for the order.

« Requested by - The person who registered the purchase request.

« Confirmation date - The date when the order was confirmed.

« Order date - The date of the purchase order.

Delivery to information

All delivery details are shown in the Delivery to section and shows the following:

« Delivery contact - The suppliers contact person.
« Delivery address - The address where the products are delivered.
« Delivery description - If the user has entered extra information in the Purchase

request window, it is shown in this field. The field is visible and editable by default. By

using the options window, you can change the setup e.g. to mandatory or read-

only.

Window options (7 Fraview i)

Settings nam=
| DEFALLT SETUP | - |

4 e Elemnents
* T [conter_panel]
[E] susplier name
[E] Hewient-Packard Norge 45
List
Grid
4 [ [dabveryDatedrea]
[E] appiy to selectan
= Aty to s
4 [ detailsViewsContainer]
# B [orderFolonupDetainGra]
4 @ [orderFallowlipDaliveryToPanel]
# Il [crderFaollowlpDeiivery ToAres]
[E] Detwvery contact
[F] Desuery acdress
Divery descripban
[Z] Detvery attention
=] Detwery infarmatian
E tn=ne
= Product
E] Description
[E supiier product
[E supplier proguct deserption
[E Delivery date
[E ordarzd
E unit
& Unit price
= curraney
[ arneat

= Currency amount
(=
Element configuration

Kame Dfivary

| [-]
Mandatory | Owtonal [gefault] | fcs |

fiend-oaly | |~ |

Visitsfity | vistle [ele
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[ Note: If the order is on workflow, the Delivery description field will not be edit-
able.

Also, if you make a change only in the Delivery description field and you send
your order for approval, note that if the workflow is activated, no workflow task
will be created. However, the modification will be saved both before and after run
ning the PO20.

« Delivery attention - If the user has entered extra information in the Purchase request
window it is shown in this field. This field is visible by default.
« Delivery information - If the user has entered extra information in the Purchase

request window it is shown in this field. This field is visible by default.
Line details information

When any detail of an Order that is in Sent status is modified, when you re-open the Order

follow-up window the Supplier feedback column will be displayed with the following values:

« Changed - If there is a change to the original line.
« Cancelled - When the Ordered column value is 0 and the Amount column value is 0.
« Confirmed - If there are no changes from the supplier.

« New - If there is no original line to compare with.

Furthermore, the window title will change to Order confirmation (XX), follow up and the text
of the fields that have been modified will be highlighted and in bold. Also, the original line will

be shown below the modified line, so you can detect the changes at a glance. To view the ori-

ginal line, click on the Expand/collapse button.
Lip' Note: You can also Expand all / Collapse all from the column header.

It is possible to have changes in hidden columns. In this case, a warning message will be dis-
played at the bottom of the screen, and a warning icon will indicate which line the message is

referring to.

If you want to show the hidden columns, you have to make them visible using the Window
options setup. In order to display them correctly, save and distribute your new setup and

then remember to refresh your screen.
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®

refresh.

Note: As a good practice, any modification in Window options , needs a screen

Also, if the PO20-Order confirmation update has been run, then the Order is updated
retrieving the modified values. As a result, the modified fields will no longer be high-

lighted or in bold, and the original line will no longer appear.

Order status

You can see the order status when you open the order from the search. An order can have the

following status:

« Sent- The order has been sent to the supplier and is not fully received.

« Confirmed - The order has been confirmed by the supplier, but not fully received.
Note that Confirmed order confirmations cannot be modified, until the order has been
updated. When the order has been updated, the Confirmed order confirmation can be
modified.

« Cancelled - The whole order has been cancelled by the supplier. Note that Cancelled
order confirmations cannot be modified. After updating the order, the original Purchase
order will be closed and will no longer be available.

« Sent + Awaiting approval or Confirmed + Awaiting approval - If the orderis in

workflow you will see a combination of the statuses.

LFp' Note: The order can be awaiting approval from different workflow processes, i.e.

Purchase order approval or Order confirmation approval.
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Get more information about the Supplier

« Click on the supplier name link.

Update a purchase order after it is sent

1. You can make changes to the following fields on the order:
« Description
« Amount ordered
« Unit price
« Delivery date
« Amount.
2. Click Send for approval.

Depending on the setup, the changed order can be sent on workflow for approval.

Select different delivery dates for specific products

1. Check the box for the product that you want to have a different delivery date.
2. Select the date in the calendar.

3. Click Apply to selection.

[ Note: You can start by selecting the date first and then the product.

Apply the same delivery date for all your products
1. Select your delivery date in the calendar.
2. Click Apply to all. This sets the same delivery date for all your products, regardless

of delivery addresses.
Cancel one or more order lines

1. Select the order line or lines you want to cancel, and click Cancel selected lines.
This sets the quantity and amount to 0.
For Amount use products the unit price will be set to 0 and not the quantity.

2. Click Save.

View additional information for each order line

1. Inthelist view in Additional information, click &L

An overlay opens where you can view details about the cost categories and Additional
information for the Forms based products of the row.

2. Inthe grid view click on the product card.

The overlay Your product details opens, where you can see details and cost categories

related to your product.
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View Order confirmation history

Click Order confirmation history and a window opens where you can view details of the

order confirmation history.

View the Log book

1. Click on the Log book button.

Order 13950058 follow up
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2. Select the line with the workflow in progress and click Zoom.
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(] Descnption Acta Fezource Dot
| Purchase order 13850043 registeced sysen B/2I/2010 BIT AM
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" Purchase order 13850043 (Wi )
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Workflow enquiry - Purchase orders
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Comeany e N | = Hisgancal i
Waikllsir Eisia o [= |
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Results
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You will see the requested details as follows:
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[ Note: You can choose which columns are displayed or not, by clicking the Choose

columns command.
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Fields and buttons

Fields

Supplier name

Delivery date
Delivery contact
Product
Description
Delivery date
Ordered

Unit

Unit price
Currency

Amount

Currency amount
Total currency amount
Changed by
External order ID
External reference

Order acknowledgement

Responsible
Requested by
Order date
Confirmation date

Line No.

Supplier product

Supplier description

Unit4 Business World On!

Explanation

The name of the supplier. Open the supplier master file for more

information about the supplier.

The date the delivery is scheduled to arrive.
Contact address for the delivery.

The product identification.

The product description.

The date of delivery.

The number of ordered units.

The base unit of the product.

The unit price.

The currency code e.g. NOK, USD etc.

The order row amount in the company currency.
The amountin the chosen currency.

The total currency amount for the order.

The name of the user who last changed the order.
The supplier order reference number.

The supplier reference.

Shows whether the order has been acknowledged by the sup-

plier or not.

The person responsible for the order.

The person who registered the purchase request.
The date of the purchase order.

The date the order was confirmed by the supplier.

The line number within the order. This field is hidden by default

in Window options.

The supplier product code which is registered in the Purchase

price table. This field is hidden by defaultin Window options.

The supplier's product description. This field is hidden by

defaultin Window options.
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Fields

Period

Disc%

Discount

Status

Buttons

Apply to selection

Apply to all

Cancel selected lines

Save

Send for approval

Order confirmation history

Log book

Explanation

The accounting period the order will be posted to. This field is

hidden by defaultin Window options.

The discountin percent. This field is hidden by defaultin Win-

dow options.

Discountin currency. Calculated from Disc percent. This field is

hidden by defaultin Window options.

The status of the order line.

Explanation

Use this button when you want one or more products to have a
different delivery date. Choose the product and select the deliv-

ery date in the calendar and then click this button.
This sets the same delivery date for all your products.

Select the order line or lines you want to cancel, and click Cancel
on selected lines. This sets the quantity and amount to 0. For
Amount use products the unit price will be setto 0 and not the

quantity.

This button is only available if workflow is not implemented or

Parked. This button saves the order.

This button is only available if workflow is implemented and Act-
ive. This button submits the order confirmation details to workflow

for approval.
This button opens the Order confirmation history window.

This button shows the workflow logs steps, i.e. allows user to
know who is the person responsible for approving the purchase

request.
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Using the document archive

In the Order follow up window you can use the document archive functionality, and add a
document to the activity menu. You can also add a document to the individual product order

line, so that other users can easily check the attached information.

Attach a document to the Order follow up window

1. Click on 2 in the activity menu and the Documents window opens.

2. Click Add a document.

3. Select from the drop-down the document type or category that your document belongs
to.

Click Upload and select your document.

Enter a text description of your document.

Click Save.

Close the window.

N o o &

The document is saved and the corresponding document archive icon will be highlighted.

Attach a document to the product line

1. Click ? in the product line and the Documents window opens.

2. Click Add a document.

3. Select from the drop-down the document type or category that your document belongs
to.

Click Upload and select your document.

Enter a text description of your document.

Click Save.

Close the window.

N o o B

The document is saved and the corresponding document archive icon will be highlighted.

LFp' Note: The document archive functionality must be activated in the Document type
window (TDS010).
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Setup for document archive
Introduction

The procedure below is necessary in order to attach documents to the header and lines level
in the Order follow up window.

Setup for document archive in the Order follow up window

Activate the document archive functionality using the Document type window.

Document type for header level

i= en Document type *

Document type

Documenttype.  Datassmry | Indexes | [ Access

Lookup

P2

Furchese oerer

Document type [0 Docursent type name* St
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For PO - purchese arder prmso

fi

KegiD®
- Purchase orders

|G transactian

= Options

Dacument system” Voewing method”
Dstsbess

|Openin spication

AFESEORLOR
M Fle sizeikE) " . Frioizy*
10000 | 1
Digtata ool copy by dabault Al updates
5]
Wiemp reviman history s-ul—:-m-mm‘p Foler
! [
\isual notFcatian Show ax umbnf
il 65
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Document type | Data entry Indexes Access

Lockup
po

Purchase order

Enable data entry

Data entry options

Element type

|'|

* Enable for loaded documents only
Enable for all documents

® Manual data entry using window

Automatic data entry using server process

Server process options.
Variant
£
* Get header data from indexes
Get header and detail data from XML
Document fype | Datasentry | Indexss || Access
Lowkip
ro
Furchase arne
Decument type indenas
O # Desenption Map data Artrbute Diata type Data lengih Fag Enter dafauit value  Dlefault value Barceds | Allow peried | Alow ciosed v,
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O 2 Odeho Large mtager 15 Afocated =] ]
| add || Delete |

Document type for lines level
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= & Document type %

Document type
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® Manual data entry using window
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Server process options
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|'|

® Get header data from indexes
Get header and detail data from XML
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Manual changes in order follow up

The Order follow up window lets you make changes to the purchase order. These changes
become part of Order confirmation, because you need to resend the order to the supplier.
Therefore, if you make changes in Order follow up, the Changed by field will always be =

Username.

Order follow up is also used to open an order confirmation (imported through XML). In this
case, when you open an order confirmation the Changed by field will be = Supplier.
However, if you make changes, the Changed by field will be = Username (because you have

introduced changes in the Supplier order confirmation, you will need to resend the order).

No discrepancy

If there is no discrepancy between the order and the order confirmation, the order con-
firmation will be automatically approved and the Changed by field will be = Supplier. PO20
Order confirmation update will update the header status of the order to Confirmed (status

= A), and update lines with any changes.

Initiated by supplier without changes in the approval step

If workflow is activated and the order change has been initiated by the supplier (and the
changes have been approved in workflow), the server process PO20 Order confirmation
update, updates the header status of the order to Confirmed (status = A), and also updates

the lines with any changes.

Initiated by supplier with changes in the approval step

If workflow is activated and the order changes have been initiated by the supplier, and it has
also been changed in workflow, approval process PO20 Order confirmation update
updates the header status of the order to Ordered (Status = O). It also updates the lines with

any changes.

Initiated by user with or without changes in the approval step
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If workflow is activated and the order change has been initiated by the user (and the changes
have been approved in workflow), PO20 Order confirmation update updates the header

status of the order to Ordered (Status = O), and updates the lines with any changes.

If workflow is deactivated and the order change was initiated by supplier, PO20 Order con-
firmation update updates the header status of the order to Confirmed (Status = A), and
updates the lines with any changes.

If workflow is deactivated and the order change was initiated by a user, PO20 Order con-
firmation update updates the header status of the order to Ordered (Status = O), and

updates the lines with any changes.

Interaction diagrams

Interaction diagram if changes have
» been initiated by the users

Take as basis The fines wil be
the previous submitted to

0OC lines Approval

Open OFU

Approver
infroduce
changes

The PO will be
Updated with the
changes but the

status will be
Ordered. {(PO20)

Take as basis the

PO lines

OFU — Order follow up | OC - Order confirmation | PO- Purchase order | WF — Workflow | POD20 - Order confirmation update
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Interaction diagram if changes have
been initiated by the Supplier

Take as

basis the The fines will be
previous submitted to
OC lines L

If a if the
previous Approver
oc infroduce

exist changes

The £0 vl The PO will be
. Updated with he : i
Take as basis df‘:a ‘m e Updated with the
= nges changes and the:
the PO lines status will be status will be

OFU — Order follow up | OC — Order confirmation | PO- Purchase order | WF — Workflow | PO020 — Order confirmation update

Confirmed. (PO20) Ordered. (PO20)

B Note: If you choose to use Manual order confirmation, it is highly recommended that
you Confirm all product lines. If all product lines are not confirmed, this could lead to

unknown conflicts in the Order follow up screen.
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External market places

About external market places
The Requisitions Experience Pack is compatible with external market places on the Internet.
You can access these from the Launching page or from the Purchase request window, and
order products from the market place and automatically get the order details back into Busi-

ness World On!.
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B 20 1 2 3 4 5
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Once you choose Express Checkout from the external market, you are automatically redir-

ected to the Purchase request window.
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You can continue shopping in the external market place from the Purchase request window

by clicking on the corresponding external markets, like in the example above.

B Note: I you try to go back from the Purchase request to the Marketplace window
using the breadcrumb, your purchase request will be lost. A warning message will pop

up to advise the user.

Prerequisites for using an external market place
The Business World On! Customisation Tools (ACT) module must be installed, and the
default and setup values are handled by each ACT implementation.

The following system parameters must be activated:

o« LG_PUNCH_OUT DEFAULT SITE

« LG_PUNCH_OUT ENABLED

o LG_PUNCH_OUT ENTRY_POINT

o« PO POSTBACK PRODUCT (optional).

See the External market place system parameter descriptions for more details.

In addition you will also need to setup the External system master file (see the Business

World On! online help for details).
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LG_PUNCH_OUT DEFAULT_SITE (LG)

Purpose

This system parameter must be set to the default market place.

Standard setup
Business World On! is delivered with this standard setup:

Value Max length On/off
150 .
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LG_PUNCH_OUT_ENABLED (LG)

Purpose

This parameter is used to enable or disable the Punch out tab in the Requisition entry win-

dow:
Gd The Punch out tab in the Requisition entry window is enabled.
O The Punch out tab in the Requisition entry window is disabled.

Standard setup
Business World On! is delivered with this standard setup:

Value Max length Oon/ off
O
1
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Purpose

Standard setup

LG_PUNCH_OUT_ENTRY_POINT (LG)

This parameter is used to identify the Business World On! component that should initiate the

external market place.

The parameter must contain the URL, pointing to the Business World On! Punch out com-

ponent, for example:

http://[<myWebServer>/<Business World>/ReqPunchOut.aspx
or

Custom/RegPunchOut.aspx

Business World On! is delivered with this standard setup:

Value Max length On/off

Custom/ReqPunchOut.aspx = 150 e
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PO_POSTBACK_PRODUCT (PO)

Purpose

This parameter is used in connection with postback of requisitions. When a requisition is
returned from a punchout, the product codes from the external web site are put into the sup-
plier Product code field. This means that the Products master file does not have to be main-
tained with all the products from the third party web site.

Value

A valid product code (article_id), such as DUMMY or 1000, is used for rows added to the
Requisition Entry window, after they have been punched out and posted back from a third
party web site.

Standard setup
Business World On! is delivered with this standard setup:
Value Max length On/off
DUMMY 25 =
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System parameters

LG_NO_OF_DECIMALS

Purpose
This system parameter enables the user to define prices to more than 2 decimal places in the
Purchase request and Order follow up windows.
The value is the number of decimals you require.
Settings
e The number of decimal places specified in the Value field is used.
O The default of 2 decimal places is used.

Standard setup

Business World On! is delivered with this standard setup:

Value Max length On/Off
2 1 (l
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PQ_ANALYSIS_CTRL

Purpose
This system parameter is used to activate or deactivate if a purchase request is validated
against the account rules in the Purchase request window.
Settings
e The Purchase request entry window validates the purchase request against the
account rule for the account used.
O

No validation is made. If the user wants validation to occur in the Requisition
approval window, then they must select Validation according to account rule in the

Requisition workflow process definition.

Standard setup

Business World On! is delivered with this standard setup:

Value Max length On/Off
4 O
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PQ_ONLY_SHOW_CONFIRMED_PO

Purpose

This system parameter specifies if only purchase orders with order status Confirmed will be

shown in the expected deliveries calendar.

Settings
i Only purchase orders with order status Confirmed will be shown in the expected
deliveries calendar.

O Purchase orders with order status Ordered and order status Confirmed, will be

shown in the expected deliveries calendar.

Standard setup

Business World On! is delivered with this standard setup:

Value Max length Oon/Off
O
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PQ_REQ_SUP_ART

Purpose
This system parameter is used in the Purchase request window, and it determines whether
the user sees the Product and Product description or, Supplier product and Supplier product
description, when using grid view.

Settings

& The user will see the Supplier product and Supplier product description in

the grid view.

The user will see the Productand Product description in the grid view.

Standard setup

Business World On! is delivered with this standard setup:

Value Max length On/Off
O
1
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Purpose

Standard setup

PURCH_LISTS_ADMIN_ROLE

This system parameter specifies the RolelD needed to save and make changes to global pur-
chase lists, in the Purchase request and Find products windows. The parameter is by
default activated with value SYSTEM. A user must have the SYSTEM role in order to admin-

istrate global purchase lists.

Business World On! is delivered with this standard setup:

Value Max length On/Off
SYSTEM 25 kd
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