eProcurement Changes for PeopleSoft 8.9

PeopleSoft version 8.9 offers many improvements over current version 8.4.  While these improvements have drastically changed the format and look of certain pages, you will find that the content has changed very little.  This document is intended as an overview of the changes you will see.  If you are a new user, it would be better to simply follow the new documentation for the complete processes you will be using.
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Search Requisition Schedule Lines
To locate requisition schedule lines that have been approved and are available for manual conversion into purchase orders, editthe
crteria below and click the Search button,
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Build Purchase Order
To send allincluded requisition schedule lines to the staging tables where they will be converted into purchase orders, selecta default
buyer and click the Submit button. The default buyer is used on the purchase order only if another buyer is not found on the staging
tables o default hierarchy, orifthe ransactions are consolidate by buyer.

“Defautt Buyer ID: |B216758 Q [Build POs as Approved
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Creating a requisition has changed most notably.  The first page you see when creating a new requisition is now used not only to enter your business unit and requester ID, but also the req name and line defaults.  The line defaults, formerly accessed through Edit Defaults, are now accessed by clicking the yellow triangle on the tan line at the bottom of the page.  This should default open for you.  You will find many places where additional information is available within a tan line.

Note:  It is best to enter the line defaults before continuing to step 2 – adding items and services.
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Add lines to the requisition, specifying the infarmation necessary to procure each item or senvice.
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In step 2, you now have tabs to move quickly from searching the catalog to choosing favorite items, working from templates, ordering from a punchout (Web tab), or entering special request items.  You should find yourself reasonably comfortable with the content within each of these tabs.  A new feature to point out is that special request items can now be added as favorites.  After entering the information for a special request, you have the [image: image1.png]P T—
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option to simply add the item—which leaves you with a blank slate for a new special request item—or you can add and start a new type, returning you to the screen above.
Another area of special note is the ability to drill down through the levels of categories.  You will still have the option to search by key word, but using this view will increase the chance of choosing a valid category.  Currently, we see many cases where a category is chosen that sounds logical, but falls within a broader category that does not make sense.

When you have finished entering all items, you are ready for step 3—Review and Submit.  At this step, you can add items as favorites, modify shipping and accounting info, enter req type, and justification.  Having all of this on one screen means less processing time.  It will be necessary to select all lines, click the Modify Line button, Load from Defaults, and then Apply.  See full process instructions for further information.
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The yellow triangle to the left of each line will display and allow changes to most of the information you want, including chartfields and shipping information.  To the right of the justification field, you will see a new icon.  This button opens a separate screen to allow you to type and/or review a long justification.  One final new requisition feature of note is the ability to preview approvals before submitting the req.  You will also be able to see this from manage requisitions.
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Manage requisitions has changed quite a bit as well.  By clicking the yellow triangle next to a requisition, you can quickly see the line information as well as its lifespan so far.  To get more information about a particular stage (i.e. Purchase Order), you can click the icon for that part of the life cycle.  To the right, instead of icons there is a dropdown menu of valid options.  Once an option is selected, the Go button will start that action.  Within view approvals, you will now see the approval map in order of approvals.  You can also click on an approver to see their contact information.

In order to limit options for requestors, most of the buying functions are now neatly tucked away within the Buyer Center under eProcurement.  In order to access Manage Purchase Orders, Expedite Requisitions, Quick Source, and other buying functions, you must go through the Buyer Center link.  Because of your security setup, you may not see all of the options pictured below.
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~ Search Reguisitions
To locate requisitions, editthe criteria below and click the Search button
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Requisition expediter has also been improved.  If you need to tie a vendor to multiple lines, there is now a link to select or deselect the vendor checkbox for all lines.  Before selecting lines to submit to PO, you must set the Default Buyer ID.  Since your own ID defaults in, this is only important if you are entering another user.  It is recommended that you always check the box to Build POs as Approved.  Without that option, POs will be created in an Open status.
As with so many pages in PeopleSoft, the layout of the purchase order has been rearranged to provide more information on fewer pages.  Most items, you will find near where they have always been.  
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There are a few pieces worth mentioning.  Dispatch can now be run with the push of a button (1).  The schedule information is now accessible through a button at the end of each line (2).  Printing the PO is done through the View Printable Version link directly above the Save button.
Within the Schedule page, you have easy access to price adjustments (3), adding additional charges (4), and the distribution lines (5).  For those using projects, it is notable that the project related fields are now among the other chartfields in the distribution lines on all documents.  To return to the PO Form page, click the Return to Main Page link (6).
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Receiving has changed, particularly if you are used to receiving through Manage Requisitions.  (If you have historically used >Purchasing >Shipments >Maintain Receipts, the steps are basically the same.  One thing to note is that the navigation is now >Purchasing >Receipts >Add/Update Receipts.)  After choosing Receive Order and clicking Go from Manage Requisitions, you are asked if you want to find an existing value or add a new value.  Unless you are trying to look up an existing receipt, you will click Add.  Instead of seeing the receivable lines for a particular requisition, you must enter criteria to find the lines you want to receive.  Most users will want to receive based on PO Unit (Business Unit) and ID (PO number).  If that’s the case, it is best to clear out all other fields.
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Once you click Search, the receivable lines will appear for you to select and then click OK to proceed with receiving.

Glossary of Terms: 8.4 vs. 8.9

Here are a few notable differences in terminology.  It might be helpful for you to add to this list as you begin using the new version and finding your way around.

8.4






8.9
Edit Defaults…………………………………………….Line Defaults

Save……………………………………………………...Save & Preview Approvals

Submit……………………………………………………Save & Submit

Buyer Station……………………………………………Buyer Center
Request Quotes………………………………………….Add/Update RFQs

Maintain Vendor Responses…………………………….Add/Update Vendor Responses

Maintain Purchase Orders……………………………….Add/Update POs

Shipments………………………………………………..Receipts

Maintain Receipts………………………………………..Add/Update Receipts

Vendor Setup/Maintenance………………………………Vendor Information

Vendor Information………………………………………Add/Update ~> Vendor
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