Welcome to Procurement Partners, a Complete Commerce Automation Solution for your organization!
We make buying from vendors easy, giving you a “One Stop Shop” for all your purchasing needs. In short,
Procurement Partners’ flexibility and ease of use will improve your purchasing and invoicing processes!
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Logging In and Changing Your Password
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Company ID

Username Forgot Username
Password Reset Password

Sign In

About Procurement Partners | Contact Us | Privacy Policy
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To log into the Procurement Partners Buyer Portal, navigate to https://buyer.procurementpartners.com.
We suggest bookmarking or saving this page to your Favorites or desktop to easily navigate back to it in
the future, as this is how you will access your integrated product catalogs moving forward.

You will log in using your Company ID, Username and Password. Your Company ID will be a three or four
character long code that represents the organization for which you work. Your Username and Password
will be provided to you when you go live with our system.

If you have forgotten your username or password, you can use the Forgot Username or Reset Password
links on the log-in screen to the right of each relevant field. These will allow you to retrieve a forgotten
username or reset your password.

NOTE: The Reset Password function should provide you with a new password in a minute or two,
but sometimes the system can take a little longer. If the Reset Password link is not generating a
new password for you, or you have any other trouble with your company ID, username or
password, please reach out to our Help Desk at helpdesk@procurementpartners.com.
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Getting Started: The Home Page
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¥ Shopping Cart (3] News Message

&% Order Approvals (1)
&% Invoice Approvals (3)
¥ Invoice Holds

A offline Invoices (1) .:,J Support

9/26/2018:

For assistance using the Procurement Partners site, please contact our Support team via email or phone: helpdesk@ procurementpartners.com or 866-527-1190.

For assistance with an order that has already been placed (order status, returns, etc), please contact the vendor directly.

§:; Training

The Procurement Partners Training and Documentation Hub is now online! Click the icon below to check out training videos, documentation and other helpful I

y ~— »

The home page will be the central platform from which you can access all the numerous features of the
Procurement Partners system. This page will contain any announcements from either your corporate
team or the Procurement Partners team regarding new vendor rollouts, system maintenance, upgrades
or other important notes.

On the left side of this screen you will find Quick Links for easy access to

On the home page you will also find a few other details. The Support section contains our Help Desk email
address and phone number; please feel free to reach out any time you need any assistance. In addition,
the Training section contains the Procurement Partners Training and Documentation Hub as well as
information regarding the Friday general training sessions. Please check your home page for up to date
details!
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™ Home ¥ Order ¥ @ Transactions ¥ | [] Reports A profile v

Navigation through Procurement Partners is done by using the tabs and drop-downs at the top of the
webpage. The following tabs are available to all general users:

e Home - The tab you first see when you sign in. You may also find the Dashboard Reports tab here
which contains dynamic data such as invoices pending approval and spend by location / vendor.

e Order —This is where you will go to do any purchasing through the Procurement Partners system.
This document will be primarily focusing on the contents of this tab.

e Transactions — This tab allows you to look up previous orders, invoices and access some other
invoice-related features within our system.

e Reports — This tab contains several different types of reports that can provide useful information
about purchasing, invoices, GL spend and budgets (if applicable).

e Profile — If you would like to change your password, you can find the Reset Password link under
the Profile tab.

Other tabs are available to users with higher permission levels such as System Administrators, but those
will not be covered in this document.
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Vendor Direct

Using Vendor Direct
Click on the logo for the vendor you wish to order from. This will open the vendor’s web site in a separate window. Locate items you would like to purchase on the vendor’s

site and add them to your shopping cart on the vendor’s site. When you have finished adding items, navigate to the shopping cart on the vendor's web site where you will
see a link to complete your order. This will return you to Procurement Partners where you will navigate to the Shopping Cart to review and submit the order.

v

ABC < |STALWART
& SUPPLY Deliciot? TOOLS
ABC Supply Delicious Foodservice Stalwart Tools

-
@ Home ¥ W Order v @ Transactions ¥ LJ Reports v # Vendor Mgmt ¥ &, security v A Administration ¥ A Profile v
Shopping Carts Recurring Orders Order Entry Quick Search Advanced Search Browse Vendor Direct
Location ¥

All vendors that you can purchase from using the Procurement Partners system will be classified as either
a Vendor Direct vendor or a Hosted Catalog vendor. This section details how to access the Vendor Direct
catalogs in particular. If you cannot see or access a vendor catalog that you believe you should have access
to in the Vendor Direct tab, check the Hosted Catalogs tab (detailed later in this document). If the vendor
catalogs do not appear there either, check with your corporate team.

To see your available Vendor Direct vendors, click the Order tab, then select Vendor Direct. To access a

vendor’s catalog, simply click the vendor’s logo on the Vendor Direct page. This will open up a new window
or tab that will contain the vendor’s unique catalog website.

IMPORTANT NOTE: Some web browsers may block your Vendor Direct window from opening with its
built in pop-up blocker. You will generally receive a message stating that a pop-up was blocked. To
bypass this pop-up blocker, click the prompt and select the option “Always allow pop-ups from
procurementpartners.com” or “Trust procurementpartners.com”. This method will vary by browser. If
you need assistance, contact your local IT department, or check out the video titled How to Allow
Pop-Ups for Vendor Direct located on the Training and Documentation Hub.
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At this point you can use the vendor’s specially designed website to construct your shopping cart. If you
would like specialized documentation that goes into more detail on your specific vendors, please reach

out to the Procurement Partners Help Desk at helpdesk@procurementpartners.com.

Once you finish checking out your shopping cart on your Vendor Direct site, you will receive a blue-colored

screen with the message:

To complete vour order, close this window and navigate to the Shopping
Cart where you can review vour order and submit 1t to the vendor.

Close Window

Your order has now been transferred to the Procurement Partners system and is ready to be finalized.

Click Close Window and navigate back to the Procurement Partners webpage.

NOTE: If you do not complete the following steps, your shopping cart WILL NOT
be received by the vendor. Please ensure you complete ALL steps listed here.

Click on the Shopping Carts tab, either under

the Order tab or by using the tabs that appear ™ Home ¥ ¥ Order v @ Transaction

across the top of your Order screen (both will
take you to the Shopping Carts screen). At this
point, locate your shopping cart associated to
your location and vendor, and proceed with Order Entry
the checkout process. For more information Location Quick Search v
on finalizing your shopping cart, check out the

Shopping Carts section of this document.

Shopping Carts

£ LR Recurring Crd

Advanced Search

Using Vendor Browse

updating mes R A=y

Order
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Hosted Catalogs

All vendors that you can purchase from using the Procurement Partners system will be classified as either
a Vendor Direct vendor or a Hosted Catalog vendor. This section details how to access the Hosted Catalogs
in particular. Hosted Catalogs are broken up into three sections: Browse, Search (in both Quick Search
and Advanced Search), and Order Entry. Which of these options you choose to utilize is up to you; each
has their own strengths and specific circumstances where they will prove advantageous.

Browse

™ Home ¥ ‘¥ Order v (@ Transactions v | (] Reports ¥ | @ VendorMgmt ¥ | 8% Security ¥ | & Administr;
| Shopping Carts \ Recurring Orders " Order Entry \ Quick Search ' Advanced Search Browse vender Direct
Business Unit; Skillad Nursing A Location; Atlanta Nursing & Rehab Center A
Categories

Food Vendor A v

Forms Supply Vendor & v

Maintenance Supply Vendor A

Appliance -

Electrical -

Floor/Window Coverings -

Hardwara -

Healthcare -

Haospitality Supply -

HWAC A

Irrigation -

Janitorial/Cleaning a

Kitchen Cahinet Y

The Browse tab allows you to shop through a vendor’s catalog based on categories that the vendor has
established. Selecting a vendor will load a list of categories underneath that vendor; clicking on a category
will show all items within that category. You may also be able to drill down into subcategories to further
narrow your results.




N GENERAL PURCHASING GUID
PROCUREMENT

T

<« < o 2 3 4 5 6 7 8 9 10 . [»)m 10 ¥ | items per page 1-100f758iterns ()
Attributes | Item No. | Item Name MFG,/Brand Vendor Price/Unit | Min/Inc =Qtyu
WHIRLPOOL AUTOMATIC : Maintenance Supply 100/ -
» 127360 | | o " Whirlpaol , c& SupRY $1.00 / EA - 0 | ((adatocen
ICEMAKER KIT Vendor A 1.00
Py o WASHING MACHINE FILTER Maintenance Supply . 100/ 0 P
> 150305 _ $1.00/ PK Add To Cart
WASHER"PKG OF 10 endor A 1.00
Py L DUAL SCALE REFRIGERATOR Maintenance Supply N 100/ 0 P
> 154550 £1.00/EA Add To Cart
THERMOMETER endor A 1.00
Py o DUAL SCALE STICK-ON JOHNSTONE Maintenance Supply 100/ =
> 154555 _ ’ $1.00 / EA 0 [AsTocn
THERMOMETER SUPPLY CO Vendor A 1.00
Py _ _ -20 TO 80 DEG REFRIG/FREEZER | _ Maintenance Supply 100/ 0 o
> 154565 ERP - £1.00/EA Add To Cart
THERMOMETER endor A 1.00
- o +100 TO 600 DEG OVEN Maintenance Supply 1.00/ o
> 154505 ’ $1.00 / EA 0 [ AddTecar
THERMOMETER endor A 1.00
Py . _ DRYER THERMOSTAT 180 D _ Maintenance Supply " 100/ 0 P
> 1921567 ERP £1.00/EA Add To Cart
OPEN 160 D CLOSE endor A 1.00
Py DRYER THERMOSTAT 240 D _ Maintenance Supply 1.00/ -
> 192169 ERP ’ $1.00 / EA 0 [AsTocn
OPEN 200 D CLOSE Vendor A 1.00
=3 e _ . Maintenance Supply N 100/ 0 T
> 197004 GAS DRYER IGNITER £1.00/EA Add To Cart
endor A 1.00
; ; Maintenance Supply 100/ =
» 197016  GE Washer Lid Switch , [R2d $1.00 / EA : 0 [ AddTocan
Viendor A 1.00
<« | 4 o D ) i i 5 i 7o i O D b 1 i 10 ¥ | items per page 1-100f758items (&)
Add Page Ta | | Shopping Cart v |

The catalog view will display all information for the products in your catalog. You can sort the results by
clicking the header of each column. You can find some additional details by clicking the arrow to the left
of each item — an image of the product and a description may be available based on what the vendor
offers. The Attributes column will also give some additional information about your products; for more
information about attributes, check out the Procurement Partners Quick Guide — Item Attributes
document located on the Training and Documentation Hub.

The default display will show 10 items per page; you can increase this to 25 or 50 items per page by
selecting the relevant option in the items per page dropdown at the bottom of the item list. You can also
navigate through the various pages of results with the arrow and page number icons in the bottom left of
the catalog view.

To add items to your shopping cart, enter the quantity necessary into the Quantity column, then click the

Add P2g2 T2 | ghopping Cart button. You can also add products to existing Recurring Orders by choosing

the appropriate selection from the Shopping Cart drop down; for more information regarding this
functionality, check out the Recurring Orders section of this document.
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Shopping Carts Recurring Orders Order Entry Quick Search Advanced Search Browse Vendor Direct

4 Product Search Criteria

Purchased in the last 30 days

Business Units | Skilled Nursing v
Key word(s) gloves Q\ Search Key words Reset
Location | Bethesda Test v
w
Maintenance Supply Vendor A - DEMO X
. Q = Vendors
Item Mumber(s) A Search Item numbers | | Reset *Filtering by vendor improves search speed
Search Results
M a4 1 e 3 4 5 6 7 8 9 10 . L ] 10 ¥ |items per page 11 - 20 of 135 items O
Attributes Item Mo. | Item Name MFG/Brand Vendor Price/Unit Min/Inc U Q’.y
» 117823 DISP MECIUM VINYL GLOVE "PKG OF 100 Maintenance Supply Vendor A $1.00 /PK 1.00/1.00 0
» @ 117824 DISP LARGE VINYL GLOVES "PKG OF 100" Maintenance Supply Vendor A §1.00 / PK 1.00/1.00 0
» 117825 DISP X-LRG VINYL GLOVES "PKG OF 100" Maintenance Supply Vendor A §100/PK  1.00/1.00 0 AddTo Cart

The Search tabs allow you to search for key words or item numbers within a vendor’s catalog. This is
broken into two separate tabs: Quick Search and Advanced Search. The Quick Search tab offers a faster,
more streamlined method of searching through product catalogs. The Advanced Search tab offers some
additional tools that can prove useful to higher end users such as system administrators. This section will
focus primarily on the Quick Search tab.

Before searching through a product catalog, it's a good idea to choose your vendor in the Vendor drop
down. You can select more than one vendor if you’d like to compare prices for similar or identical items
across more than one vendor catalog, but making at least one choice will improve your search speed.

You can search for one or more key words in the Key Word(s) blank. Make sure there are no spelling
errors in the words or phrases you type. If you have too few
results, think of synonyms or related terms to enter instead; if
you have too many results, be more precise with your search B el e L L iy
terms or try entering more than one word to search for only

Add Multiple Items X

carriage return or appear on separate lines. Maximum
number of items per search is 500. Only Exact matches will be

. . displayed.
those results (for example, instead of searching for “gloves”, e
you could search for “powderfree latex gloves”). nzsse7
2ersans
2384785
1337880
9938759
You can also search by item number in the Item Number(s)
blank. You can search for one item number at a time, or you
can copy and paste in a list of up to 500 item numbers at a time. p
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Finally, you can narrow down your search criteria by using the “Purchased in the last” checkbox. This
allows you to narrow your search criteria to only items that you or others from your location have
purchased in the past 30 to 120 days so you can remain consistent with your purchases.

NOTE: The “Purchased in the last checkbox” will only see purchases that you have
made through Procurement Partners, not purchases made prior to your go-live.

The search results will appear in a display identical to the catalog view found in the Browse tab; for more
information, refer to the Catalog View section under Browse.

Order Entry

Shopping Carts § Recurring Orders Order Entry Quick Search | Advanced Search | Browse | Vendor Direct
Order Entry
Business Units Skilled Nursing b7
Lacation Bethesda Test v
Item Num Item Name Wendor Price/Unit =2 Qty
100001 Sure Hand Weighted-Tsp Therapy Supply Vendor A $1.00/ 1 -
1000F Surehand Ltwt Utensil-Fork Therapy Supply Vendor A $1.00/
Sure Hand Weighted-Tsp Therapy Supply Vendor A -

100001 | Therapy Supply Vendor A | $1.00 /| Sure =
Hand Weighted-Tsp

100002 | Therapy Supply Vendor A | $1.00 / | Sure
Hand Weighted-Fork

1000F | Therapy Supply Vendor A | $1.00 /|

Surehand Lbwt Utensil-Fork

1000P | Therapy Supply Vendor A'| $1.00 / | SURE w
HAND UTENSIL - PLASTISOL Add Row Add Page To | Shopping Cart hd

The Order Entry tab allows you to quickly and easily key in item numbers and quantities to construct an
order. If you know the item numbers and quantities of all the items that you need to purchase, this tab
can save you time with putting your shopping cart together. Simply enter the appropriate item number

ensure the item is correct, enter the quantity, then click the Add Row button. Once you’ve entered all

the items you wish to purchase, click the ' “99 P332 T2 | shopnning Cart button.

10
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Recurring Orders

Shopping Carts ] Recurring Orders ' Order Entry § Quick Search | Advanced Search | Browse . Vendor Direct
4 Recurring Order Search Criteria
Recurring Order Name: Locations: | All v Shared: | Both v ¥ My Recurring Orders Search
M 4 o L ] 10 Y items per page 1-9o0f9items o
User Name Location Shared Last change Total
Javerkamp Food Order Spring 2019 Bethesda Test 03/08/2019 10:27 AM $176.67
javerkamp Janitor Closet Monthly Bethesda Test No 02/08/2019 10:52 AM $35.00
Javerkamp Soda Machine Bethesda Test Mo 10/22/2018 10:46 AM $57.00
javerkamp Menu Cycle Summer Week B Bethesda Test No 05/04/2018 10:45 AM $232.86
Javerkamp Maintenance Monthly Bethesda Test Mo 04/30/2018 10:51 AM $819.00
javerkamp Food Meats Weekly Bethesda Test Mo 04/20/2018 10:43 AM $197.21
Javerkamp Battery Drawer Manthly Bethesda Test Mo 04/06/2018 10:39 AM $16.00
javerkamp Pen Drawer Monthly Bethesda Test Mo 01/12/2018 10:46 AM $9.00
LI | o LI ] 10 ¥  items per page 1-9of9items O
Recurring Order Name: | Cold Medicine - Monthly ) Shared
L JJE '% Location: Bethesda Test Total Cost $17.00
LI | o L | 10 ¥ | items per page 1- 6 of 6 items o
Actions | Notes | Afir. Item Num Item Vendor | MFG/Brand | Category | GL Code Price/Unit = Qty Sort
. aTC
Medical Drugs -
NASAL SPRAY,45 supply .
© Cough & -600- -
» #j .§ OTC386575 ML/EA CCEAN Vendor = 400-600-0000 - Nursing $1.00 / EA 3 | Add To Cart 0

The Recurring Orders tab allows you to manage your saved shopping carts in Procurement Partners. If
you wish to have a saved list of frequently purchased products from your Hosted Catalogs, the Recurring
Orders tab will be able to do everything you need and more.

NOTE: Recurring Orders are designed to work in tandem with your Hosted Catalogs.
If you shop with any Vendor Direct catalogs you can continue to use their built-in list
functionality as it is provided through their Vendor Direct site.

There are two ways to create a recurring order. The first is to save a copy of an existing shopping cart. On
the Shopping Carts tab, select a shopping cart you’ve previously created. In the bottom right corner, click

the 23245 pytton. You can enter a name for your new recurring list here, or select an existing recurring
order to consolidate the items into that recurring order.

11
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You can also create a new Recurring Order by navigating to the Browse, Search or Order Entry tab of your
choice and locating the first few items you’d like to add to your new list. You’ll notice the field to the right

of the %99 7232 79 | b tton is a writeable field — here, you can clear out the text that says “Shopping

Cart” and type in the name you’d like to give your new recurring cart.

We suggest giving your
recurring order a unique,
easily identifiable name
that makes sense to you!

Add Page To | | Cold Medicine Monthly b

When you've entered a name you like, click the - 3% P332 T2 | b tt0n to create your new recurring order.
This new recurring order will also now appear in the dropdown located by clicking the down arrow next

to the = 499723272 ' ghopping Cart button; to add more items to your existing recurring order, simply
select the recurring order name from the dropdown list when choosing new items to add, then click the

Add Page To button

In the Recurring Orders tab, you can find all the recurring orders you’ve created. Click on a recurring order
to bring up its contents below. You can modify the quantity of items in your recurring order by increasing

Uedate | 1 ,tton to save your changes. In addition, if you'd like to

Update

or decreasing the quantity; click the

remove an item from your recurring order, change the quantity to 0 then click the button.

You can print a copy of your recurring order by clicking the Print Recurring Order (B) icon. This will
download a printable .pdf document to your computer that contains the contents of your recurring order
as well as a “Qty in Stock” and “Qty to Order” column; it can be used as a convenient inventory sheet!

~

Recu rring Order

PROCUREMENT
Sort Item Description Price TY |Total Preferred Price Type Qty to
Num Per Unit Order
OTC386575  NASAL SPRAY,45 1.0000 EA $1.0000 $3.0000 No Guaranteed
ML/EA,OCEAN 5 Price
0TC502198  SORE THROAT 1.0000 EA $1.0000 4.000  $4.0000 No Yes Guaranteed
LOZENGES, 18/BX,C 0 Price
OTC66016  TUSSIN DM LIQUID,16 | 1.0000 BO  $1.0000 3.000 $3.0000 No Yes Guaranteed
0Z/BT <R 0 Price
0TC79101 ANTACID CHEW 1.0000 EA £1.0000 2,000  £2.0000 Mo Yes Guaranteed
TAB,80MG,100/8T ] Price
0TC79316 TUSSIN LIQUID, 16 OZ/BT  1.0000 BO £1.0000 2,000  £2.0000 Mo Yes Guaranteed
<ROBI 0 Price
OTCS0378C2  PINK BISMUTH LIQUID,8  1.0000 BO $1.0000 3.000  $3.0000 No Yes Guaranteed
0Z<PEPT 1] Price

12
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You can add notes to your recurring order or to an item on your order by clicking the Add Note ( v ) icon

either at the top of your list or next to the particular item respectively.

Add Note: Cold Medicine - Monthly ®

Note
This list contains all the cold medicine we need to order every month.|

| Internal Only
h
This note is not viewable by the vendor.
Save Cancel

You can create your own sorting method by entering a rank or priority number into the Sort
column. All items start with 0 in this field; you can enter any number you like from 0 to 999 in

the field to group your items however you like. Be sure to click the = 9P9% | hutton after

entering your desired sorting numbers. After entering grouping numbers into the Sort column,
you can easily display these results together by clicking the top of the column to arrange your
results based on the entries in this field.

Example: Jenny has a recurring order for their dietary products with their Food Vendor hosted
catalog. She wants to group her items based on where she keeps them in the kitchen: dry goods,
refrigerated, frozen and chemicals. She can give each of these groups any number she likes, but
she decides to keep it simple by making dry goods group 1, refrigerated group 2, frozen group
3, and chemicals group 4. She enters the appropriate number in the Sort column for each item

Update

that belongs in its corresponding group, then clicks the button. Her items are now

able to be sorted and grouped together easily!

When you are ready to add your items to your shopping cart, you can click the Add To Cart

n D T
to a particular item, or you can click = 99 Page To

to add the entire recurring order to your shopping cart.

13
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Shopping Carts ' Recurring Orders \ Order Entry \\ Quick Search \ Advanced Search \\ Browse \ VendorDlrecl\

4 Shopping Cart Search Criteria

Locations: | All x

vendors: | All Vendors |

O My Shopping Carts

| search | | Reset |

¥ | items per page

L qoz (:)O1) [0

1-10of13items

Location Vendor

gladmin

Atlanta Nursing & Rehab Center Medical Supply Vendor B

jschultz Aflanta Nursing & Rehab Center Maintenance Supply Vendor A
Jjschultz EBethesda Test Staples

Support27 Bethesda Test Food Vendor A Test Name
Support27 EBethesda Test Maintenance Supply Vendor A
gluser Atlanta Nursing & Rehab Center Medical Supply Vendor B
gluser Bethesda Test Staples

Support Bethesda Test Staples

gluser Aflanta Nursing & Rehab Center Food Wendor A Test Mame

Last change Total

03/27/2019 10:35 AM

03/22/2019 02:27 PM $6.00
03/22/2019 02:40 PM $58.12
03/21/2019 10:31 AM $176.67
03/21/2019 10:28 AM $2.00
03/20/2019 11:34 AM $5.00
03/19/2019 01:36 PM 3077
02/06/2019 09:16 AM $0.00
01/22/2019 12:34 PM £55.26

v | items per page

R o 2 (»w) (10

1-100of13items

Reference No.l: | | Reference No.2: |

&/ ‘ E] '§ Location: Atlanta Nursing & Rehab Center

qubu |10

¥ | items per page

Vendor: Medical Supply Vendor B

Total Cost $3.00!

1-loflitems (&

| Actions | Notes | Aftr. |[lem Num

| Price/Unit | Soy@ | Total | Budget

Item | MFG/Brand ‘ Categary | GL Code
-
- Gloves -
> Q/I§ L CURB104  GLOVEEXAM LATEX PFTEXTS Latex

400-200-000000 - Supplies Billable

$1.00/CS

3 $3.00 Q

nqopw |10

> | items per page

1-1loftlitems (&

| Update | Checkout || Delete | Save As || GLSum |

The Shopping Carts tab is where all your products will await final
checkout. On the Home screen, a Quick Link will show how many open,
unsubmitted shopping carts you have; you can click on this link to access
your carts, or select Shopping Carts under the Order tab.

To begin checking out a shopping cart, click on the shopping cart for
your location and vendor that you wish to view. The details of the
shopping cart will appear below.

14
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You can modify the quantity of items in your shopping cart by increasing or decreasing the quantity; click

the YP9aT= 1, tton to save your changes. In addition, if you'd like to remove an item from your shopping

Update

cart, change the quantity to 0 then click the button.

You can also update the GL code for your products at this time. | . .
Most products will have a default GL code assigned to them —if
you’d like to choose another GL code, click the drop down in 400-200-0000 - Supplies Billable ¥
the GL code column and choose the appropriate GL. Make sure 400-300-0000 - Maintenance Minor Equipment

. Update 400-400-0000 - Maintenance Supplies \
to click the button to save your changes to the GL
code before moving on or else your changes will revert back. 400-500-0000 - Supplies Non-gillable

999-000-0000 - Capital

NOTE: If you cannot find the GL code you need to select in your drop-
down list or if you feel that the default GL code for a product you
purchase frequently is incorrect, check with your corporate team.

You may also have the ability to split GL codes by using the Split GL Editing (.'gl) icon. For more
information about utilizing this tool, check out the Procurement Partners User Guide — Split GL Editing
document located on the Training and Documentation Hub.

You can add notes to your shopping cart or to an item in your cart by clicking the Add Note ("'1 :) icon
either at the top of your list or next to the particular item respectively. Notes are typically only for internal
usage; however, some vendors may allow you to attach a note that they can view by unchecking the
Internal Only check box.

1-30f3items (&
If your organization utilizes the Procurement Partners Budgets tool,

you will see the Budget pie chart to the right of your shopping cart
items. For more information regarding this feature, check out the

Unit = Q:;,r Total = Budget

/EA 45 §45.00
Procurement Partners User Guide — Budgets document located on the
Training and Documentation Hub. @
/ EA 7 $7.00
. . Checkout JEA 50 $50.00 Q?
When you are ready to proceed with your order, click the " ="=="==
button. This will take you to the order finalization screen.

1-30of3items (&
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4 Order Verification
#| * Freight charges may be applied for orders less than $100.00.

You have met the minimum order requirement. The minimum order charge should be waived.

Please click the “Place Crder” button below to proceed with this order. Otherwise click the “Cancel” button to return to your shopping carts.
4 This Qrder Reguires Approval
1. Manager - A d CU Support, Ad rator or Super.

1. Product 1 56594, 156596, 156622 and 156642 are Non Fo

Vendor Account Number: DEMO-t1 - DEMO-t1

Location: Bethesda Test Vendor: Maintenance Supply Vendor A
Item Num Action. Product GL Code Price/Unit
156255 .g’ 25" INCANDESCENT WORK LIGHT 400-300-0000 - Maintenance Minor Equipment £1.00/EA

Energizer 3 AAAA LED Inspection :

156594 Penlight 400-300-0000 - Maintenance Minor Equipment $£1.00/EA
156596 .g’ Energizer LED Hardcase Area Light 400-300-0000 - Maintenance Minor Equipment £1.00/EA
156622 .g‘ Maglite Rechargeable LED Flashlight 400-300-0000 - Maintenance Minor Equipment £1.00/ EA
156642 .g’ Energizer 2 D Safety Flashlight 400-300-0000 - Maintenance Minor Equipment hd $1.00/EA

Future Order Date:

37202000 | (3

Total Cost $80.00

£5.00

£10.00

$20.00

£30.00

=Q1y Budget
15

5

10
20
30

Update Flace Crder || GL Sum Cancel

There are a few things to note on this screen. The Order Verification box will let you know any messages
from your vendor, including messages regarding minimum order requirements, freight charges or other
details. If your organization utilizes budgets, you may also see a checkbox that must be acknowledged if
your order will be putting you over budget. Any messages that appear in red must be either corrected
before proceeding or, if available, acknowledged by checking the check box to the left of the detail; until

Place Order

you click this checkbox, the button will be greyed out.

4 Order Verification
Update
* Freight charges may be apphed for orders less 'than $100.00.

LY R NI I - R e me- T .t R

4 Order Verification
Update
#| * Freight charges may be apphed for orders less 'than $100.00.

LY R R I — . R ORI~ S — R

Place Order

Place Order

GL Sum

GL Sum {

The Order Approval box will inform you whether your order will require any approval before being
submitted to the vendor. If your order requires approval, a message will appear in red informing you of
why the order requires approval and who will be responsible for approving it. You don’t need to do

anything special if your order requires approval; simply click the

Place Order

button to proceed with

your order — our system will automatically notify any approval personnel and they will be able to approve

the order by signing into the Procurement Partners system.
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Invoice Approvals

NOTE: This section is a brief overview of the Invoice Approval process that
covers basic, buyer-level approvals. For more detailed instructions, check
out the Invoice Approval guide on the Training and Documentation Hub.

ﬂ Home ¥ ! Order v w Transactions ¥ LJ Reports v n Vendor Mgmt ¥ & Security ¥ x Administration ¥ 5 Budget¥ A Profile v

Orders \ Order Approvals \ Invoices IIanicEApPro\‘rals\ Hold \ Offline Entries \ Order Resubmit \ Offline Invoice Entry \ File Import \ Requisitiuns\

4 Invoice Search Criteria

® Invoice No ) Order No: Invoice Date From: = Receiving Status: | All b

or Add Multiple
Exact Numbers w To: i Location: | All M

Reference Number:

Vendor: | All Vendors *®
Search Reset
M4 o 2 3 4 5 6 7 & 9 10 . (p/w 10 ¥ |items per page 1-100f 779 items 0
Invoice No. Order No. s Location Vendor Invoice Date SAC Price Total Price | Receiving Status
104788 ADD134057 The Villas at Sunset Bay - ALF Osceola Supply 3/12/2018 50.00 S7T4T4 0 N/A
104814 ADD154056 The Villas at Sunset Bay - ALF Oscecla Supply 3/12/2018 $0.00 $17.76 | N/A
311936 ADD134032 Symphony at Cherry Hill Sales Office MEWSPAPER MEDIA GROUP 3/12/2018 §0.00 §5,733.00 | N/A
185187 ADD154031 Symphony Square at Bala Cynwyd - ALF Eldermark Seftware 3/12/2018 $0.00 $114.97  N/A
2535763 ADD133873 Stonegate Villa Health and Rehabilitation, LLC-SNF US Foods - Little Rock 3/12/2018 50.00 §1,129.87 | N/A
1 ADD154008 Symphony at Boca Raton Sales Office PEGGY HOGLUND 3/10/2018 $0.00 $69.98 | N/A
185750906 ADD152863 Wentworth at East Mill Creek - ALF Sysco 003-Intermountain 3/10/2018 50.00 43249) | N/A
191540479 ADD153925 Symphony at Oaklawn- NEW Sysco 011-Leuisville 3/10/2018 $0.00 $85.05  N/A
191540546 ADD153906 Symphony at Oaklawn- NEW Sysco 011-Leouisville 3/10/2018 £0.00 ($10.64) | N/A
117468482 ADD1533905 Wentworth of Las Vegas - ALF Sysco 017-Las Vegas 3/10/2018 50.00 (324.14)  N/A
M A o 2 3 4 5 6 7 8 9 10 . (»lm 10 ¥ | items per page 1-100fT79items (%)

There are two methods by which you can locate your Invoice y
[ Announcements DashBoa

Approvals. On the Home screen, there is a link on the left side
called Invoice Approvals with a red number to the right of the link
— this number indicates how many invoices currently await your
attention. Click this link to view the invoices that you are
responsible for approving.

Quick Links

¥ Shopping Cart (3)
¢ Order Approvals (1)
' ) ] ¢% Invoice Approvals (2)
You can also navigate to the Transactions tab, then select Invoice .

¥ Invoice Holds

() offline Invoices (1)

Approvals. This screen will show only invoices that are awaiting
your approval; if the list is empty, there are no invoices that await
your attention at this time.
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4 This Invoice Requires Approval
1. Capital - Approval Not Required
2. Rule_1_Step_1 - Approval Required by PCU Suppert, Administrator, Accountant, Consultant, SuperAdmin, Location Administrator, GL Food User, GL Approver, CEQ, Capspend, F&B Director
or Maintenance Director.
1. All Invaices reguire approval.
Reference No.l: Reference No.2:
Do Not Pay O
& R 98B & Onvoiceno: Receiving | 3142010 | Fl|_, Receiving N/A ~Budaet Period: Total Price
03142019_JTA Date: Status: March 2019 v $147.92
4 o L 10 ¥  items per page 1-2of 2 items o
Actions Alerts | Motes | Item Num Item GL Code Qty Price / Unit Total  Taxes
& 99
> .5 2 Donuts 841-050-8100 - Raw Food b 1 $52.93 /EA | $52.93 20.00
& 99 !
> .'é 1 Birthday Cake 841-050-8100 - Raw Food 1 %9499 /EA | $94.99 80.00
4 o LI | 10 ¥ | items per page 1- 2 of 2 items o
Approve | | Update | | GL Sum History

When you select an invoice awaiting approval, the details for the invoice will appear below the list. At the
top of the section you will see a list of approvers, with those who have already approved the invoice or
who do not need to approve the invoice listed in blue and those who have yet to approve listed in red.

Depending on your job role, your responsibility will typically be to ensure that all items on the invoice
were received, and that the quantity and price of these items is accurate. If you notice any discrepancies
with these fields, you will need to reach out to the vendor to resolve.

If you would like to change the GL code for a specific item, click the GL code and select the desired code.

After any changes are made to these fields, click the Uedate | b itton to save the changes.

To approve the invoice and move it along to the next step of the approval process, or to your AP system

if yours is the final step of the approval process, click the = “PE/@YE | button.

If you require any additional assistance, please contact the Procurement Partners support team at
helpdesk@procurementpartners.com
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