Vroozi Purchase

Requester Guide

An employee with the Requester role will have the ability to initiate the procurement
process through the creation of a requisition. That requisition once it passes any
applicable approval processes will convert into a Purchase Order, a formal document
sent to the supplier(s) requesting the listed goods and/or services.

As part of their role, Requesters may also be required to complete a Goods Receipt,

resolve exceptions related to their Purchase Orders and document the details of a
return.



Table of Contents:

Procurement Documents 101

Homepage Anatomy
Navigation Panel

Catalog Shopping
Types of Requisitions
Cart vs. Requisition

Internal Catalogs
Internal Catalog Search Options
Search by specific details or keywords
Search by Category
Create a Requisition from an Internal Catalog(s)

Punchout Catalogs
Create a Punchout Catalog Requisition
Shipping Charges Carry over for cXML Punchout Catalogs

Product or Service Free Text Requisitions
Create a Free Text Requisition
Create a Blanket (Limit) Request
Create an Invoice Plan Request (Only applicable for SAP users)

Modify Request Details
Line Item Functions & Anatomy

Create a Bulk Item Upload Requisition
Track Bulk Upload Progress
View Errors

Catalog Lists
Create a List
Add Line Items to a Request using Lists
List ltem Updates

Requisition Creation Tips & Features
Schedule Submission of a PR
Duplicate (Copy) A Line Item
Delete a Line Item
Add Shopping Cart Items to an Existing Draft

O O VW YW Wowow owui N

S

—_ 1
N NN

14
14
17
18

19
19

21
22
22

22
23
23
24

24
24
25
25
26

Requester Guide 1
Updated 5/20/2021



Add a Free Text Line Item 26

Edit Shipping Address 27
Apply To All Function 27
Split Account Assignment 28
Purchase Requests 29
Duplicate (Copy) a Request 30
Resubmit a Rejected Request 31
Approval Status 32
Purchase Orders 35
Purchase Order Navigation 36
Document Navigation 36
Add Comments to a PO 36
Purchase Order History 37
Purchasing Parties 37
Supplier 37

View Payment History 38

Notes 38
Related Documents 38
Responding to a Disputed or Confirmed Purchase Order 38
What if an item is confirmed? 38

What if an item is confirmed? 38
Goods Receipt 39
Create a Goods Receipt 39
Create a Goods Receipt for Partial Delivery (1/2) 4]
Create a Subsequent Partial Goods Receipt (2/2) 42
Service Receipts with 1-click Confirmation 42
Goods Receipt created from an ASN 42
Create a Goods Return Against an ‘Invoiced’ PO 43
Goods Return 44
Purchase Order Change Request (POCR) 46
Invoices 46
Notification 46
Submit a Resolution 47
Closed PO after a Final Invoice 48

Requester Guide 2
Updated 5/20/2021



VRQOZI

Final Invoice on a PO without a complete Goods Receipt 48
Final Invoice on a PO with a completed Goods Receipt 49
Document Flow 50
Central Receivers 51

Requester Guide 3
Updated 5/20/2021



PRrocUREMENT DocuMENTs 101

Purchase Requisition (PR):

Often referred to as a Request
Initiates the Purchase Process

Document generated by a user to notify internal stakeholders of items or
services needed.

Purchase Order (PO):

e Notifies a supplier of a procurement request

e Document generated against a Purchase Requisition after an approval
process.

Goods Receipt (GR):

e Document issued to acknowledge the receipt of the items listed in a Purchase

Order

o Service receipts can be created to confirm the completion of requested

services.

Advanced Shipment Notice (ASN):

e Document initiated by suppliers via the Vroozi Supplier portal notifying

Requesters of the shipment details for items contained in their PO. (only
applicable for buying organizations using the Supplier Portal)

Invoice:

e Initiates payment for goods/services received against a PO.
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HoMEPAGE ANATOMY

0 Yield, Black $49.99 USD
$96.17 USD 1000001061  Requester Training 1000001061 $3,216.34 USD
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Your Logo: Essentially your “Home” button. From any screen in Vroozi
Purchase, , clicking your logo returns you to the homepage.

Recently Viewed: A history of recently viewed Internal Catalog items, click to
view the item detail.

Search Bar with Categories Menu: Where to search for internal catalog items
by keyword(s) or other product identifiers such as SKU, Manufacturing
Number, Part Number etc.

e Allows you to narrow your search to specific categories when searching
for Internal Catalog items. Used in combination with the Search Bar.

Recent Requests: The 5 most recent requisitions you have submitted. Status’
shown to the right of each document number.

Lists: Create personalized lists of frequently requested items from Internal
Catalogs. Lists can be saved and applied to future requests.

Shopping Cart: A “holding area” for catalog items that can be placed into an

existing

requisition draft

or converted ° Catalog Suppliers

i : s
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request. e
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7. Catalog Suppliers: A list of all approved catalogs for your organizational group
based on regional availability. This may include both Internal and Punchout
suppliers. (shown on previous page)

8. Purchase Document Stats: Statistics reflecting the shopper’s personal
purchasing date.

9. Notifications (Bell Icon): View Administrator messages.

10. Help (Book Icon): Access to ‘The Vroozi Success Forum’ which includes the
self-help knowledge base and the ability to submit a request to the Vroozi
Helpdesk.

o Stats

16 $3,124.12 100% 85%

Purchase Documents Stats

See Setup Requirements Guide for further navigation details.

NAviGATION PANEL

Your First Name and Initials: The drop-down menu here reveals

your Profile, My Data, as well as the Logout icon.

Q" Requester

BEEE Create: Click Free Text to create a non-catalog requisition.

Non Catalog Request

Purchase Requests: \Where to check the status of your request;
Bulk Upload Request a history of your requests.
Purchase Requests Purchase Orders:: Where to check the status of your PO; a

history of Approved Requests that have associated PO

Purchase Orders
Document Numbers.

Shipping Notices

Shipping Notices: View Supplier Shipment Notifications

Receipts

Invoices o

Document Flow

*Only applicable for Supplier Portal customers
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Receipts: Where to create Goods Receipts and returns.

Invoices: Number badge next to this category indicates your Action is
Required to resolve Invoices sent back for completion of a missing Goods
Receipt.

Document Flow: Where to look up and view the status and associated records
for any type of document. This feature also provides a visual diagram
representation of how Related Documents are interconnected with each other.
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CATALOG SHOPPING

In Vroozi Purchase, requesters are able to create both Catalog and Non-Catalog
requisitions.

TyPES OF REQUISITIONS

1. Catalog Requests: include both searchable Internal Catalogs and Punchout
Catalogs. Your organization has granted you catalog access based on
organizational function and in some cases region.

2. Non-Catalog Requests: pertain to Free Text line items for vendor products or
services that are not available in the catalogs.

A single requisition may contain line items from multiple suppliers. In this case,
multiple POs will be created from a single request. Any combination of goods and
services, as well as Catalog and Non-Catalog line items can also share the same
Request Name and Request Number.

CART Vvs. REQuUISITION

The Cart and Request creation functionalities are two separate but related functions
of Vroozi Purchase. The following section describes the differences between the two
processes.

Cart: The first document created in the purchasing process for Catalog purchases.
Just like a physical shopping cart, this is a document that holds all of the items you
would like to order until you are ready to check out.

1. You can add, remove, or edit the quantities of the items you have selected.

2. Once you are ready to check out, or submit your request, just click on ‘Move to
Request’ or select an existing request, where you can review it and submit for
approval.

Request: Contains all of the information necessary for an order to be submitted and
fulfilled by the supplier(s). Prior to submission, you can add, remove, or edit the items
you have created or selected. Once the submitted request is approved, it becomes
the final document that will be sent for approval and will ultimately be what the
Purchase Order is based on.
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INTERNAL CATALOGS

Internal Catalogs are those that are uploaded by your organization into Vroozi
Purchase. The search bar allows you to search across multiple vendors. It does not
allow you to specifically search across items in one catalog, but you may use the
vendor filtering function after you have executed the search.

INTERNAL CATALOG SEARCH OPTIONS

There are several ways to search for

items or services. (This searching
does not include Punchout
catalog inventory.)

Search by specific details or
keywords
1. Submit basic search

Ca|egnr\e° laptop

Products

Inspiron 15 5000 Series lapto... | ...Laptop Featuring a Vivid Hd d...
...Laptop + Dell Bluetooth speak... | ...Laptop and Versatility of a t...
Inspiron 15 5000 Series lapto... | ...Laptop Featuring a Vivid Hd d..
Inspiron 15 5000 Series lapto... | ...Laptop Featuring a Vivid Hd d
Inspiron 15 3000 Series laptop... | ...Laptops Featuring the Latest ..
New Xps 13 Laptop | ...Laptop on the Planet, It also

...Spiron 17 5000 Series Laptop | ...Laptop With Up to 5th Gen int.

o Advanced Search

2. Select quick reference options

3. Select ‘Advanced Search'’

Advanced Search

Search:
Suppliers
Dell |

Company Attributes

Product Attributes

Search by Category

4. Select from preloaded list of categories

5. View results for suppliers with products or services
mapped to that category. You may refine search
results from here by selecting specific suppliers, o
company attributes or searching by keyword.

(shown on next page)

Appliances

Chemicals - Building Services
Cleaning Supplies

Categories ~ talog Search :

Audio Visual and Photographic Equipment and Supplies
Building Services - Equipment and Supplies

Business administration services

and Supplies

Construction hinery and
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| Categories ~
75 results for Office supplies and equipr]
€ Refine Results:

Search within Q

Suppliers:
B&H Photo & Electronics Corp.
Belo and Company
Graybar
Lyreco UK
MSC Direct
OfficeDepot OfficeMax

Staples

Company Attributes:
£ Green certified (23)

@ Preferred contract (35)

Product Attributes:

@ GRANT (5)

% Green (2)

available items.

Note: The search can be a specific item ID (NON026330) or a keyword, like “gloves’
or “Swingline Stapler.” This will search across all Internal Catalog vendors for

’

CREATE A REQUISITION FROM AN INTERNAL CATALOG(S)

1. Click ‘Add to
Cart’. The item
will be added to
Cart.

2. Repeat the
search process
(steps 1-3) until all
desired items are
added.

3. Once you have
added all of your
items, click the
Carticon at the
top right of the

Shopping Cart

o Selectall

Supplier

&

Supplier

=
.
¥

Remove
SUPPLIER SUBTOTAL

599.00usp

plop Available with Touch Screen

$599.00usD x [ 1 | = $599.
L1 usD

s always nearby with this sleek lightweight and ffordable 15.6" laptop *This tem has  minimum order quanity of |

Hard Drive: 1T85.. Memory :86B2.. GPU Speed. 3H
SUPPLIER SUBTOTAL
$1,939.88uso
$149.99UsD x | 10 | = $1,499.90
Edit uso
it y . nhe . R—
way Quantity
e .. CONTACT: Chaz
Keurig K425 Coffee Maker 13999 usm £ [T - $139.99
usb

g revolutionary Keurig 2.0 Brewing Technology The Keurig K475

*This tem has a minimum order quaniity of |

WEBSITE URL : http:..  CONTACT : Chaz

$299.99UsD x [ 1 | = $299.99
usD

chair looks great and adds comfort to your office Boost the

WEBSITEURL : http:..  CONTACT : Chaz

Total ltems: 13
Subtotal: $2,538.88 USD

f\
.

Merge with a
requisition draf

CREATE NEW REQUEST
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6.

7.

8.

screen. The cart view will display all items in your Cart, organized by the
vendor.

At the cart, you will see all items divided by supplier. From the cart you may
still delete items or edit the quantity. Items will remain in your cart for the
remainder of your shopping session. Logging out will remove cart items.
e Your organization may not allow for multiple suppliers in a Requisition
or have specific suppliers that cannot be combined in a Requisition.

Once you are ready to convert your cart to a requisition you have 2 options;
items can either be added to an existing requisition in ‘Draft’ status (shown
above) or created in a new requisition by selecting ‘Move to Request'. (also
shown above)
e To add cart items to an existing draft: use the drop-down menu to
select from requisitions in draft status.

Click ‘Move to Request’. You will be redirected to the Create Purchase Request
screen.

The Request Name is defaulted to your name plus the Request Number—it is
optional, but recommended, to rename this request to something more
recognizable.

Create Purchase Request

Purchase Request

1000000650

Request Name
Requester Tester 1000000650

T
SHERMAN OAKS, CA 914032443
Requester * us

Requester Tester

o Pt @

Shipping Address 1 PR VINNo

= Nichole Wi

% +1(818)5

er+OfficeRequester@vroozi.com

« PRisarequired field. Please specify a value

4 Description Supplier PartNo.  Category ay UoM  UnitPrice Del. Date Total Action

ertable Big Tab Plastic Dividers w/Single Pockets, 5-Tab, 11 1/8x91/4  Office Supply Inc AVEII902 44122010 00 SET $2.96 01/27/20019 $296.00 [l

Request Name: Defaults to the shopper's name and the Request Number—it
is optional, but recommended, to input more specific information about the
request, i.e. “monthly office supply order,” a project reference, or vendor
name(s).
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9. Requester: Defaults to the shopper’'s name. If buying on behalf of someone
else, the actual requester's name should be entered. Approvers will be able to
see that you have placed the Request on that person’s behalf.

10. Shipping Address: Verify details. See the Change Shipping Address section for
more information on how to change the address.

11. Supplier(s): Name listed. Field is not editable.
12. Reason for Request: Optional Field
13. Approval Group: Select (if applicable)

14.Custom Fields: Custom data fields may be set up by the Purchase
Administrator(s) and set at either optional or required.

15. Missing Information: Customized message identifying any required
information that is missing either in the line item description or the purchase
request fields above.

16. Line Item Overview: Review the contents of the request. Catalog-only
requests usually have all of the required information defaulted, so typically no
additional data needs to be entered by line item.

17. Approval or Supplier Notes: Input any notes for the approver or supplier. This
is optional.

18. Delete, Save or Submit the requisition.

19. You will receive a “request submitted” notification at the top of the screen (not
pictured). Once approved, you will receive a confirmation email.

PuNcHouTt CATALOGS

Punchout Catalogs, like Internal Catalogs can be used to add items to the cart or
request. When using Punchouts, you are redirected away from Vroozi Purchase to
the vendor website to search and select items. The instructions below show how to
recognize a Punchout catalog, as well as how to use it to add items to the cart and
proceed to request submission. Keep in mind that a supplier can be both a
Punchout as well as an Internal Catalog within Vroozi Purchase.
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CRreEATE A PuncHouT CATALOG REQUISITION

1.

From the Homepage, locate the Punchout
Catalog under the Catalog Supplier area.

Sibise
Look at the supplier to reveal an arrow icon,
indicating the catalog is a Punchout catalog. If (ag

the supplier only displays a book icon, then it is
an Internal Catalog.

Click on the arrow icon of the Punchout catalog supplier. A new window will
pop up.

Note: You may need to disable pop-up blockers depending on your browser
settings.

4.

Search for items in the vendor website and add them to the cart. Each
supplier environment is different and will have varying features and
functionalities. (not pictured)

Checkout of the vendor website by clicking the “submit” or “transfer your
order”-type button. The exact wording of the function varies by vendor. (not
pictured) Your items from the Punchout will be pulled into your Cart in Vroozi
Purchase.

Once you have returned the items to your Vroozi cart the process to convert
the cart to a Requisition will be the same as the steps outlined in the previous
section covering internal catalogs.

e ltems returning to your Vroozi cart from a punchout catalog will not
include the product/service image.

SHIPPING CHARGES CARRY OVER FOR cXML PunNcHouT CATALOGS

Shipping charges can be captured from a punchout supplier’s catalog allowing
shoppers to capture actual spend on Punchout Catalog items.

The shipping charges will be added to the Vroozi shopping cart and then transferred
to the Purchase Request and all subsequent related documents thereafter.
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amazon

SUPPLIER SUBTOT

§77.93u
Spasilk 10 Pack Soft Terry Washcloth, Blu
Supplier Part Number: B002LARFQ4
Manufacturer Number 010:002 $6.99USD x | 50 = $34.95
Spasilk 10 Pack Soft Terry Washcloth, Blue : . .
usD

e Shipping Charges: $2.13 USD

* This item has a minimum order quantity of 1
The First Years Sure Comfort Deluxe Newborn to Tc

Skip Hop Moby Bath Tear-Free Waterfall Rinser Bath Cup, $'| 9.99 USD x 1 - S] 9.99
Supplier Part Number: BOOFXR5520 : :
Manufacturer Number: 235103 usD
Skip Hop Moby Bath Tear-Free Waterfall Rinser Bath Cup, Blue . .

Shipping Charges: $5.02 USD
Spasilk 3 Pack Soft Terry Hooded Towel Set, Blue

Supplier Part Number: BOO2LARFPO “ig item has a minimum order quantity of 1
ber

Spasilk 3 Pack Soft Terry Hooded Towel Set, Blue

2 $7.99UsD

Total Items: 8
Subtotal: $77.93 USD

must be included from the supplier.

Note: This only applies to all cXML punchout catalogs

and the shipping charges

ProbucTt or SERVICE FREE TEXT

REQUISITIONS

Create a requisition for items or services that are not available in the Vroozi Purchase
catalogs. Requesters wishing to create a free text requisition should confirm with
their supervisor/administrator that the supplier they wish to use has been added to
the Vroozi system, as this will be required before the requisition can be completed.

CRrREATE A FRee TeExT REQUISITION

1. From the Homepage, click ‘Free Text under the ‘Create’; category in the

navigation panel.

2. At the requisition draft, the Request Name is defaulted to your name plus the
Request Number—it is optional, but recommended to rename this request to

something more recognizable.

3. The Requester area defaults to your own name. If you are buying on behalf of

someone else, enter their name.

Requester Guide 14
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Verify the defaulted Shipping Address. See the Change Shipping Address
section for more information on how to change the address.

Enter the Reason for Request. This is optional.
Scroll down to reveal the Line Item Overview.
Click 'Add Line Item'. The line items details screen will pop up to be completed.

e |nformation is divided into 2 tabs; ‘General Information’ and ‘Custom
Fields'’

> Custom Fields will contain any custom fields required or
optional at the requisition level.

The Show Optional Fields box can be left unchecked. You have the ability to
check this box to reveal

additional data such as the line  p———

item Long Text and Product ID I |

fields.

Show Optional Fields (O

e Type Product v|  requied @

Input the required ‘General caegory
Information’. The exact options
may vary based on your
organization's protocols and ourener | USD- US bollerd M
administrative configurations. ——

Type: The Line Item Type is either a Product, Service, Blanket or Invoice
Plan. You may create mixed service and product requests, but Blanket and
Invoice Plan line items may not be mixed with any other Type.

Category: This lists all the preset options for your organization. Start typing
in the first digit of the Category or Category description and make the
selection using the drop-down menu. Choose the Category that best fits
what you are ordering.

Description: Type in the description of the product or service being
requested.

Unit/Service Price: Input the value of the product or service, leaving off
special characters like “$"” and commmas. Decimal points are OK.

Currency: This area is defaulted but can be updated if your organization’s
Administrator has configured other Currency options for use.
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Quantity: The amount of the product or service to be used.

UoM: The unit of measure is defaulted to each (EA) for products, and
Activity Unit (AU) for Services, Blanket, and Invoice Plans. This drop down
can be changed manually if needed.

Recommended Supplier: The supplier you recommend being used—start
typing either the Vendor ID number or Vendor Name. You must make a
selection from the drop-down menu, as this area does not accept free text.
If you cannot find the supplier you are looking for, contact your company’s
internal Vroozi Purchase Administrator for assistance.

Delivery Date/Service Period: For products, this is defaulted by your
organization’s Administrator for 30 days in the future, which does not need
to be changed. For services or Blanket Requests, select a Service Period
using the calendar function. It is OK for the Date Range to be an educated
guess of when a project or service will be taking place and doesn’t have to
be perfect.

10. Accounting

Split Account Assignment: Splitting the Account Assignment is optional
to use when required for the Request. Choose how to split your Account
Assignment—choices include None, by Quantity, by Value, and by Percent.
If split, the fields will update and require more information based on your
selection. See Split Accounting section for further details.

Account Category: This will default to the Cost Object designated by your
company's Administrator. Your selection will update the following
drop-down menu to reflect your choice.

Cost Object: This selection automatically populates to your default Cost
Object but will vary based on your selection of the Account Category. The
Cost Object drop down can be updated by choosing the options on the
drop-down menu.

G/L Account: If this is required by your organization, start typing the first
few characters of the General Ledger Account number or description to
reveal a drop-down list provided by your organization. Make the
appropriate selection using the drop-down menu. If you don't know what
GL Account to choose, contact your finance team.

All of your Company Info is defaulted for you but can be updated if needed.
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11. Select delivery address. (Requester addresses set by administrator)

12. Update the following required tax information (if needed):
e Tax Code: The Tax Code will automatically default, but you are able to
make changes when necessary.

e Tax Value: No value needs to be entered in this area. If your instance of
Vroozi Purchase is integrated with an external ERP system like SAP, the
Tax Value will be calculated there.

13. Click 'Save Item'. Your line item will be saved and reflected in the line item
overview.

14. Repeat steps 7-13 until you have all the Free Text Line Items you need in the
request or use the duplicate function. See the Duplicate Line Item section for
more information.

15. There may or may not be a notification prompting you to add an attachment
at the line item or header level. Click ‘Add Attachment’ and select a saved file
off of your computer as supporting documentation. The system accepts most
major file formats up to I00MB each.

16. Input any notes for the Approver or Supplier. This is optional.
17. ‘Submit .

18. A blue “request submitted” notification appearing in the bottom left corner of
the screen will notify of a successfully submitted request. You will receive an
email notification of the Requisition status of approval or rejection.

CREATE A BLANKET (LiMIT) REQUEST

A Blanket or “Limit” Request is a type of Non-Catalog Free Text request that consists
of items of services that will be delivered over a period of time. Multiple invoices will
be submitted by the supplier against the PO. The PO will remain open until the
Order Value has been reached. Blanket POs do not require goods receipt.
1. From the Homepage, click ‘Create’ on the blue navigation bar to create a
Requsition draft.

2. Fill out request details as you would for other requests; Updating defaulted
information and fill out incomplete fields. Click 'Add Line Item'. The line item
details screen will pop up to be completed.

Requester Guide 17
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3. Input the required General Information: Additional details are required for the
completion of the Blanket item:
e Order Value (see image next page)
e Expected Value: must be
equal or less than Order
Value.
e \Validity Period

4. Click 'Save Item'. Your line item
will be saved and reflected in the
line item overview.

5. There may or may not be a
notification prompting you to
add an attachment at the line
item or header level. Click ‘Add
Attachment’ and select a saved
file off of your computer as
supporting documentation. The
system accepts most major file formats up to I00MB each.

6. Input any notes for the Approver or Supplier. This is optional.

7. Click ‘Submit Request’.

Note: Like Invoice Plans, you may only enter a single Blanket Line item per request,
so don't try to add more than one!

CREATE AN INVOICE PLAN REQUEST (ONLY APPLICABLE FOR SAP USERS)

An Invoice Plan is an automatic scheduled payment of the same amounts where an
invoice is then not required. Payment is automatically sent to the supplier.
e Only compatible with SAP integration.
e Only1invoice plan can be added to the requisition..
1. From the Homepage, click the ‘Create’ category on the blue navigation bar.
The Create a Request page will appear.

2. Fill out request details as you would for other requests; Updating defaulted
information and fill out incomplete fields. Click 'Add Line Item'. The line items
details screen will pop up to be completed.
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Input the required General Information:
Click 'Save Item". Your line item will be saved and reflected in the line item

There may or may not be a notification prompting you to add an attachment
at the line item or header level. Click 'Add Attachment' and select a saved file
off of your computer as supporting documentation. The system accepts most
major file formats up to TOOMB each.

Input any notes for the Approver or Supplier. This is optional.
Click 'Submit Request'.

You will receive a “request submitted” notification at the top of the screen (not
pictured). Once approved, you will receive a confirmation email.

MobDIFY REQUEST DETAILS

LiNE ITEM FuNcTIONS & ANATOMY

1. Line Item Checkboxes: Used in correspondence with the Apply to All
Function. (see #10 for full description)

2. Part Number: Where the Part Number appears for Catalog Items. The
Requester is able to manually input the Part Number for Non-Catalog Free
Text Request Line Items by clicking into the Line Item Details and updating
this information. Part Numbers are required for any Line Item that will be
electronically transmitted from Vroozi Purchase to the vendor.

1 GRILLHOT DOG ROLLER GRILL 'ACE MART RESTAURANT SUPPLY 8045SXW-.. 1218-05-10 2 oEA $925.85 03/26/2020 $0.00 $1,851.70 o]lf fb %

2 SNEEZE GUARD CANOPY FOR HOT DOG ROLLER GRILL ACE MART RESTAURANT SUPPLY 8045W;C.. 1218-07-03 1 EA $269.64 03/12/2020 $22.25 $269.64 W E@ Ky

o Q e [ 00

3. Quantity: Where the Requester can review and update the Line Item Quantity
before Request submission.

4. Trash Can Icon: Click the Trash Can to delete a specific Line Item.

5. Paper Icon: This is the Duplicate Line Item function.
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6. Paperclip Icon: Use this to add an attachment to a specific Line Item. If
adding an attachment for the entire Request, it is recommended to add
attachments at the header level. (see #9 for Header Level Attachments)

7. Add Line Item: See section on how to add line item.

8. Upload Line Items: Requesters can bulk line items by using this function. An
item template can be completed instead of searching or creating items
manually. See the Item Upload section for more information.

9. Add Attachment (at the Header Level): The 'Add Attachment' button allows
users to attach supporting documentation at the Header Level. Thisis in
contrast to the Paperclip Icon, which uploads attachments by individual line
item.

e Purchase Orders will inherit the attachments associated with the
approved Requisition and individual line items within the document.
Administrators can control if they want these attachments sent with
the PO to the applicable Supplier(s).

Purchase Order

Order Number oderName  lssue d

10. Apply to All: Requesters have the ability to apply Line Item Details from one
item to other items within the same Request. This includes Accounting and
Tax information. See ‘Apply to All' section for further details.

CRrEATE A BuLk ITEM UpLoAD
REQUISITION

Vroozi Purchase allows Requesters to create requisitions using the Bulk Item Upload
feature directly from the ‘Create’ category. This is particularly useful when there is a
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Request with several dozens of Line Items, as it is an alternative to creating or
searching for Line Items one at a time.
1. Start the process by downloading the Excel Bulk Item Upload Template in the
Vroozi HelpDesk.

e Examples of Line Items are available on the template, however, make
sure to delete these out when preparing your template.

H - = Line tem Upload Template - Bxcel T E - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Sign in

Al - fl item_number v
A B C D E F G H 1 J [a

1 |item_number |item_type item_description product_category quantity uom price cost_center whs_element internal_order

2 1|product Test item #1 BAG 12 ADABDS122

3 2|service Test item #2 FADQDDODOG S5 EA 4567 AA-12-DEWE

4 3|blanket Test item #3 FAQDDOOOGE S5 EA 34.56 0000

5 4linvoiceplan Test item #4 FADODODDGE 5 EA 2.34 ADARDS122

2. Fill out the template information into the spreadsheet and save it to your
computer.

3. Once completed, log into Vroozi Purchase.
4. Click ‘Create’ from the blue navigation bar. (not pictured)

5. Review and update the Purchase Request information at the top, like Request
Name and Shipping Address if needed.

6. Click ‘Upload Line Item(s)’.

7. Follow your computer’s prompts to select the Line Item template that you
completed beforehand. Your Line Items will automatically be uploaded.

8. If there is any required information that is missing, the system will provide
notifications in red of what needs attention. These messages vary. Once the
items listed are addressed, continue to step #10.

9. Review your uploaded line items for accuracy.
10. Add any Approver or Supplier Notes. This is optional.

1. Click ‘Submit’.

TrAack BurLk UpLoAD PROGRESS

Line item bulk upload files can be uploaded to a PR via the Bulk Upload function or
via the standard Create/Edit Purchase Request screen. In either case, the file is
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processed synchronously, in the background.

Allowing the user to continue utilizing the
application regardless of the size of the file
being uploaded.

Users will see a new file progress tracker that

1 File(s) being Uploaded/Processed W -

M2 Uploading File (x)

remains visible to the user no matter which

screen they are on, allowing them to monitor the progress of any number of files

processing.

The newly updated PR can also be uploaded PR from the tracker. Users will be able

to access the newly created or updated PRs
from this tracker, as well as any PDF error
reports generated by any of their uploaded files.

View Errors

If errors occur in the upload, users can click the
error message in the tracker to view the PDF
error report generated by the system.

CATALOG LisTS

Purchase Request Error

Upload Error Log 04032019 01:35 PM PST

RecordNo. | Remarks

1 Line ltem 1 Cost Center is invalid

Please reupload the file after fixing these issues.

Catalog Lists are an optional function in Vroozi Purchase that help make it fast and
easy to add frequently ordered Internal Catalog items to a request. If you add the
same items to the request on a regular basis, you may want to take the time to
create your List and utilize this feature. This chapter describes how to create an
Internal Catalog List, and how to use them to create requisitions.

CREATE A LisT

1. From the Homepage, click ‘Lists’ to reveal a
drop down of previously created lists.
(Example below shows a ‘Favorites' list) or
‘new list’ options.

Busts | THO)

- i -‘

2. Click ‘new list’. The new list that you created has a default name of My List.

3. You can change the name of your list by simply clicking My List text area and
typing in the name of your new Ljst. (i.e. Office Supplies, Weekly Snack Order,

Phone Accessories)

4. Click the blue ‘Get started here!' link to add items to your list.
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5. Search for the item you would like to add to the list using the Search Bar.

6. Click the yellow star icon next to the item description to reveal a drop-down

menu.

cd1ff5d731 ceeZabed

Favorites

Solution:Dimethacrylate Ether; Colo..

) ADHESIVE, ACRYLIC, BOTTLE, 50ML; Adhesive Type

rsrnserrsprerreseeed O 1 1LE, SOML; Adhesive Type:Acrylic; Chemical ColorRed; Dispensing
Method:Bottle; Volume:50ml; Adhesive Applications:Thread Locking; Chemical

7. Select the name of the List you would like to add it to. The item will be added

to your List.

8. Repeat steps 6-8 to add more items to the List.

ADD LINE ITEMS TO A REQUEST USING LisTs

If you have not created your list yet, refer to the Create a Catalog List section first.
1. From the Homepage, click ‘Lists’ to reveal a drop down of options.

2. Click on the Name of the List you would like to select items or services from.

3. Your List will be displayed. Here, you have the opportunity to remove or
change the item quantities before moving them into a Request.

4. After making the necessary amendments, review your subtotal and select
whether you would like to Create a New Request, or add the items to an
existing Draft Request using the drop-down menu.

5. Click 'Move to Request".

List ITEM UPDATES

If an item in @ Requester's List is updated
(via administrator or supplier user update)
that item will be highlighted in the
favorites list with a message notifying of
the update. If the item still exists in the
catalog, then the requester must go to the
item listing and re-add.

My List

~170.00 wixeo
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REQuIsITION CREATION TiPs &
FEATURES

ScHEDULE SuBMissioN oF A PR

If enabled at the administrative level, employees will have the

ability to schedule the automatic submission of their Purchase
Requests at a date & time in the future. This schedule can be
defined for a PR from either bulk upload creation screen or the
standard Create/Edit Purchase Request screen.

1. Set Date, Time and Time Zone.
e Date: Schedule 24 hours to 1year in advance.

e Time: Set specific hour and minutes

| | 12:54 PM

Date "

04/24/2019

Time *

Time Zone "

(GMT -7:00) Mountain Time (US & Canacwv

e Time Zone: All time zones available
2. Select ‘Confirm Schedule'

3. A notification will appear confirming the PR has been succes

o Your purchase request has been
Scheduled.

sfully scheduled.

4. Based on a defined schedule of a PR, the system will automatically process
and submit the PR in the background at the correct time. The requester will
receive an email confirmation that the PR has been created & submitted.

‘Submit’ at the PR creation page to immediately submit.

Note: If a user does not wish to schedule PR submission they can simply select

DupLicate (Copy) A LINE ITEM

This section describes how to use the duplicate function as an alternative to ‘Add

Line ltem’ when adding line items to a request. The copy functional
for both Free Text, Non-Catalog and Catalog Line Items. If you wou

ity is applicable
Id like to start

from the request process from the Homepage, refer to additional sections of the

Create a Request chapter.
1. From the Create a Request screen, find the line item you wo
duplicate, and click the copy (paper) icon on the right. Your li
duplicated.

uld like to
ne item will be
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2.

3.

4.

To update the information like Description, Accounting, and Quantity, click on
the linked Description of the line item.

The Line Item Detail screen will open up. Make the necessary changes to the
Line Item. (not pictured)

Click 'Save Iltem'. (not pictured) Your updates will reflect in the Line Item
Overview like the example below.

DELETE A LINE ITEM

In the Line Item Overview area, you have the ability to remove items from the
purchase request. This section addresses how to delete a line item from the Create
Purchase Request screen, after line items have already been selected or created. If

you would like to start the request process from the
Homepage, refer to prior sections of the Create a
Request chapter.

1.
2.

3.

Identify the item that you would like to delete.
Click the trash can icon. The item will be Are you sure?
removed from your Request.

A pop up will appear asking if you are sure you
would like to delete the item. Click the ‘Yes,
Remove Line Item!" to accept. The item will be
removed.

Line Item will be deleted permanently!

ADD SHOPPING CART ITEMS TO AN EXISTING DRAFT

From your shopping cart you have the ability to add line items to the Purchase
Request after other line items have already been selected. If you would like to start a
new Request from the Homepage, refer to other Create a Request sections
available.

1.

2.
3.
4.

N o

From the Create Purchase Request screen, enter your search term, and click
the magnifying glass icon to execute the search.

Locate the item and amend the Quantity if needed.

Click 'Add to Cart'.

Continue searching for and adding items to the Cart until you have everything
you need from the Internal Catalogs. (not pictured)

Click the Cart icon.

Review the contents of your Cart.

Use the drop-down menu to find the request you would like to add the items
to.
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WEBSITE URL : http:..  CONTACT : Chaz.

w2 Keurig Ka25 Coffee Maker §139.99 U0 < [T - $139.99
usD
/ CREATE NEW REQUEST
Monitors - HR Team

| Tefhnology The Keurig K475 m
Workstation set up
IR CUpsies *This item has a minimum order quantity of 1
el WEBSITEURL : http:..  CONTACT : Chaz.
Requester Training 1000001730
Requester Training 1000001730
Reque: ing 1000001716 $299.99UsD x [ 1 | = $299.99
Reque ing 1000001635 usD
R ing 1000001629

Reque: ing 1000001625 ttolyour office Boost the m

Reque: ing 1000001603

*This tem has a minimum

 quantity of 1

Requester Training 1000001562
Office Supplies WEBSITE URL : http:..  CONTACT : Chaz
New Laptop Employee #86
Requester Training 1000001171
Requester Training 1000001165
Requester Training 1000001164 Total Items: 13
Laptop Subtotal: $2,538.88 USD
Snow Blowers

Quarterly Supply Replenishing

8. Click ‘Move to Request’. The line items will be added to your request.

9. Continue with the submission of your request (not pictured). For more
detailed instructions of how to do this, refer to additional Create a Request
sections.

ADD A FReEe TexT LINE ITEM

While in the Create Purchase Request screen, you have the ability to add Line Items
to an existing Purchase Request. If you would like to start a new Free Text Request
from the Homepage, refer to the various Create a Free Text Request sections
available.

1. From the Purchase Requisition O 4 Descripion
draft, select ‘Add Line Iltem'. The Line | @ 1 elPression s vabie workstation
[tem Details screen will pop up to be (
completed. See the Free Text -

Requisition section for further
details on completion of each field.

2. The ‘Show Optional Fields' box can be left unchecked. You have the ability to
check this box to reveal additional data such as the line item Long Text and
Product ID fields depending on your organization’s specific Vroozi Purchase
configurations.

EDiT SHIPPING ADDRESS

Global permission allowing Requesters to edit ‘Shipping Address’ is set by your Vroozi
Administrator. The features defined in this section only apply to organizations with
address editing enabled.

The Shipping Address for all Requests is defaulted based on your set Profile
Information. However, this information can be updated on a request by request
basis.

Purchase Request 1000001805

nnnnnnnnnn

PR




From the Create Purchase Request screen, click the ‘Pencil Edit’ icon next to
the shipping address. The Edit Address window will pop up prompting you to
fill out new address information.

Fill out all required fields.

Once the address has been updated, slide the Update Address function from
“off” to “on”.

Click ‘Save Address'.

You will be returned to the Create Purchase Request screen with your new
address information populated on the Request. (not pictured)

AppLY To ALL FUNCTION

Edit accounting information for more than one line item at a time by following the
steps outlined below.

1.

2.

3.

4.

Select the Line Items you would like to update with the same information by
checking the boxes next to them.

Click the box in the line item description header or once one item is selected
click 'Apply to All' to apply any changes to all items.

gggggg

Fill out the appropriate information. Not all of the options need to be selected
in order to proceed to the next step.

Apply to Line ltems

APPLYTO

Click 'Apply Changes' You will be returned to the Line Item Overview and your
Line Items will be updated.

Note: Depending on the vendor and item, you may need to enter additional
required information for each Line Item before you are able to submit your
Request above and beyond what was selected while using Apply All. Vroozi
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Purchase will provide a message if any minimum information requirements have
not been met.

SPLIT ACCOUNT ASSIGNMENT

Use split accounting to share the cost of an item among multiple accounting groups.
For Requesters with the permission to edit line items (assigned by your
administrator), the ability to split the accounting will be available.
From the Purchase Request draft, locate the item you would like to update
and click on the linked item Description.
Scroll down to the Accounting section.
Choose how to split the Account Assignment—by Quantity, by Value or by

1.

2.
3.

Percent.

Accounting e
Split Account Assignmen v None

By Quantity
By Value
By Percent

Account Category

GL Accoun t

Choose an Account Category (i.e. Cost Center) from the drop-down menu. The
Cost Object options will automatically update based on your selection. (Image

below shows the Split Account
assignment by Quantity.)
Choose the corresponding Cost
Object.

Enter your Quantity, Value or
Percent for the first part of your
Accounting Split.

Input the split information for
the second Account Category.
If more than two splits are
needed, click the + button and
continue filling out the relevant
information for each until
completed.

Accounting

Split Account Assignment

By Quantity

Account Category #1 o Cost Center

ecm Center #1
e Quantity #1

GL Account #1

o.Accoum Category #2.

Quantity #2

GL Account #2.

10 - Executive

Os

Scroll down and click the Save button to update the Line Item

. (not pictured)
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PURCHASE REQUESTS

A Requester is able to view any Request they have created by navigating to the
Purchase Requests category in the Navigation Panel. Here Requests are organized
into 4 categories; Drafts, Pending, Approved and Attention (rejected) Requests.

Click on the desired status column to display a historical list of Requisitions. (The
Pending tab has been selected in the image below.)

Request Status
Pending Requests

Tota Amount staus Actons
senss (R B0
asae QTN

ss9900

ssen QTR

sone TR B3
Ll

1000001493 12019 Offce Supply e KishorGiri M T Sourcing so7899 ) B

ing 2000001189

1000001551 0132020

1271872019 Alpha

To view the details or initiate an action on a PO, click the linked ‘Request Number’
DupLicaTE (CoPY) A REQUEST

Once a Request has been approved, you have the ability to duplicate, or “copy” this
request and submit it as a new Request for approval. This function is time-saving for
large recurring orders because you do not have to search for the line items again.
Once copied, you are able to add or delete Line Items to tailor the request to your
needs at that time.

Pending and approved Requests with line items from internal catalogs may be
copied, and the system will validate the pricing before submission. However,
Punchout catalog line items cannot be copied because the price checking function
is not available for external websites.

For more detailed information about how to complete purchase requests after the
duplication process, see previous Create’ sections.

1. First, you must locate the approved request to duplicate. From the
Homepage, select ‘Purchase Requests’ from the navigation panel.

2. From this page, you are able to view your requests by status. Click on
‘Approved’ or ‘Pending’ requests.

3- Locate . Request Status
the
request . s o

1000000519 121812018 Office Supply Inc

1000000518 1272018 Office SupplyInc sww @

1000000517 120372018 Office Supply Inc

wa @
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you would like to copy and click the ‘Duplicate Request’ icon (stacked papers
on the right side) to begin the process. You may preview this request
beforehand by clicking into the linked ‘Request Number'.

4. Alternatively you may copy a requisition from the requisition view by clicking
Copy. (shown below)

Purchase Request
1000001556 &

Sub

$0.00

$0.00

Total (USD) $124995

5. A new requisition with a new unique document number will be created with
the same items and Accounting and Tax information as defined in the original
request. (not pictured)

6. Verify the correctness of the new Purchase Request and update the
information if needed.

7. You are able to customize your newly copied Request using the available
functions within the request like adding or removing line items, updating
guantities, adding attachments, and updating the accounting sections. See
the Create a Request sections for more details.

8. Once the data and notes for the copied request are updated and verified,
save’the request or ‘Submit’ for approval. (not pictured)

REesuBMIT A REJECTED REQUEST

At the administrative level, your organization may configure the Vroozi system to
allow Requesters the ability to directly edit and resubmit a Requisition that has been
rejected. If your organization does not allow for resubmittance of requisitions, see the

Copy (Duplicate)

Request section as an Request Status

Attention Requests

alternative method of

Request # Rejected Supplier Request Name Approver Total Amount Actions

1000000140 02/28/2019 AGF Gatering Lunch & Learn Catering Frank Vroozi $200000 [ (2]
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re-submitting a Request for approval.

When a Request is rejected, you will be notified via email. The Request will be in the
Attention status tab for you to review and take action to edit and submit it again to
your approver(s).

1. Click the Attention (rejected) Requests.
2. To drill down into Request Details, click the linked Request Number.

3. Review the Notes from Approver to see why the Request was rejected and if it
needs to be amended and re-submitted for approval.

Note: If there aren't any new notes or attachments from the approver, it is
recommended that you email or call the approver who rejected your Request
to find out the reason for rejection.

4. Make any necessary changes to the Request. This could be a Quantity change,
adding or removing Line Items, or attaching relevant documents for example.

5. Add any Notes for the Approver if needed by clicking ‘Add Note'. Enter any
comments and click the green ‘Save Note'. (not pictured)

6. Scroll down to the bottom and click 'Submit Request'. (not pictured) The
Request will now be classified as Pending if it is above the auto-approval
threshold. You will receive an email notification once it has been approved (or
rejected again).

APPROVAL STATUS

Based on configurations defined by your administrator. Based on each individual'’s
spend threshold, requisitions after submission may go through a series of approvals.

Before or after Purchase Request 1000005224
submitting a requisition S—— SR——— -~ pree

O u C a n Vi eW t h e Partner Requester 1000005224 00024-Austin 27 E/,'
\ Requester on Pares et Resaon for et
approval workflow by Parine equester A e

us
i i ¢ ! S nicholewhitaker+partner@vrao...

clicking ‘Approval Status .
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(shown on right) on the Requisition.

Once clicked all approvers will be revealed. (shown below) If approval review has

been completed by any listed approvers, the date and time

of their response will be notated.

Once your Requisition has completed any applicable
approval workflow, an email notification will confirm

approval.

Date Submitted Order Number
03/13/2019

Approver Notes for Requester
Frank Vroozi NIA

nichole.whitaker+frank@vroozi.com

Ordered Items

VIEW COMPLETE REQUEST

Your Purchase Request 1000000153 has been approved!

DESCRIPTION SUPPLIER GLCODE QTY  UNIT PRICE
New Alierware 13 Gam Del 259876 - Busines $899.00
s Administration
TOTAL $1,798.00

Approval Status

Pending poten

‘Q’ Approver One
>

Pending potential approver

* Approver Two

Similarly rejected Requisitions will trigger an email notification. The email
notification will include who rejected the requisition and if available will include the

rejection notes provided by the Approver.

View complete thread

Ordered Items
DESCRIPTION SUPPLIER  GLCODE ary
INTERMATIC Timer, 24 Hour, Dpst Grainger NIA 10
LITTLE GIANT Pump, Magnetic Grainger NA
APPLETON ELECTRIC Gasket Grainger NIA 3
INTERMATIC Timer, 24 Hour, Dpst Grainger NIA 4
TOTAL

VIEW COMPLETE REQUEST

Nichole Vroozi has rejected your Purchase Request 1000000972

Rejected Date Supplier

09/24/2019 Grainger

Approver Notes from Approver
Nichole Vroozi Item #2 is no longer needed. Please
nichale. whit +approver@yroozi.com remove.

09/24/2019 2 $2,959.11

Showing 4 of 4

UNIT PRICE
$80.15
$385.75
§12.42
$80.15

$2,959.11
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PuUrcHASE ORDERS

A Requester is able to view all their Purchase Order by navigating to the Purchase
Orders category. Here, POs are able to be searched, filtered and viewed.

1.

Select ‘Purchase Orders' in the navigation panel.

2. From here you will be able to view the repository of all your POs. Use the
Search bar to search by Accounting elements, Request Name, Status, Supplier,

etc. (shown on right)

Click any of the arrows to
organize by PO Number, PO
Creation Date, Supplier,
Request Number or
‘Purchase Orders’ by
ascending or descending
order. POs are automatically
organized from oldest to
newest.

m Requester

Create Request

Free Text

Request Status

PO Status Company Code

Plant Code olas
Ship to Address

) ] 2H
Supplier

RequestName 3 2]
Status nfeao
PO Amount
o PO Creation Date | JF2°

PO Payment Date  bzg

Transaction #

——————

PO Creation Date ,
06/16/2020
05/22/2020
05/22/2020
05/21/2020
05/06/2020

04/23/2020

04/23/2020

To drill down into PO Details, click the linked PO Number for more

information.

The corresponding Purchasing Parties, Supplier, Payment, Communications,
and Related Document data can be viewed by clicking the icons on the right

side of the page.

There is also an option to Print or save it as a print-friendly document.

If the PO has been Ordered, a Goods Receipt can be created directly from this
page by clicking on the circular blue icon docked on the bottom right of the

page.
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PuUrcHASE ORDER NAVIGATION

1. Click the printicon to print the PO or save as a PDF

2. Basic Buyer and Supplier details shown.

3. Quick reference ‘:: Od - ° =T
status icon. o

4. Navigation © v o ;
icons to add s e -
comments, view R =
PO history,
supplier and S e o C o
payment e o
details, record mooew
notes and view o
related oo
documents.
(more on

comments in next section)
5. Line Items. Click the description to view specific details.

6. Create a PO Change Request (as defined by your administrator)

DocuMENT NAVIGATION

The Document Navigation bar is available Purchase Order
within any submitted Requisition throughto | __» ®) |
Invoice.

Here you can access the history of the
document. Which includes various . =
communication channels and history : :
through different looks.

Add Comments to a PO
An optional ‘Comment’ icon can be accessed at the top of the navigation icons on
the right side of a PO or Invoice, allowing any user with access to the document to
communicate internally with other users in the application.

e Comments field expands to view or ‘Add comments
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VRQLZI

COMMENTS

No comments yet

o)

o)
0
o

e Comments will be viewable by all users with access to the document. To

specifically notify a user(s), type @ to retrieve a list of users to tag in the
comment.

COMMENTS COMMENTS Tag buyers or other

portal system users.

@ Hugos Solanos
How Hugo Solano
@al] Now
naumant’ @ @Hugo_Selano Thank you for your order
a .

=
°

e Any user(s) tagged will receive an email notification of a ‘Comment’ (See
below)

Hugo Solano has sent you a message about Purchase Order

Click to View or
take action

2000003175

Message
Hugo Solano Thank you for your order

RESPOND IN VROOZI

RELATED DOCUMENTS

. REQUESTS NOTICES INVOICES MEMOS QE(T:lEJI:lI: «
Purchase Order History
View the history of the document including user PURCHASEREUESTS
names, action taken with date & time stamps. o
Q 1000001400 $558.62 121219

Purchasing Parties
View Requester, Buyer, Company Code and

0 ADVANCE SHIPPING NOTICES

Supplier details. ®
[N
Supplier INVOICES
Access Supplier contact information e wmo e
9000000520 Office ... $572.62 12/20119
MEMOS
% Number Status Supplier Total  Created

9500000106 Office...  $14.00 12/20/19
Updated 5/20/202




View Payment History
View invoice history (if it exists)

Notes
View history of Notes that have been added to each transactional document
in the flow. This may include notes from requester, buyer, (approvers), AP team
members & the supplier.

Related Documents
View Purchase Requests, Shipment notice, Invoices, Receipts & Returns. Click
the hyperlinked document number to access the referenced document
directly. (shown on right)

Note: Any fields without data can be selected but will appear in a light gray color.
Example on previous page shows a PO that has not yet been paid therefore the
Payment Icon appears in a lighter color. (shown below)

REsPONDING TO A DisPUTED OR CONFIRMED PURCHASE ORDER

Based on the communication standards set by each supplier, you may receive PO
status updates from a supplier that includes confirmation or dispute of each line
item.

What if an item is confirmed?

This means that the supplier has accepted the quantity, price and delivery date of
the item as listed in the PO.

What if an item is confirmed?

Based on the type of PO Change Reguest permissions available, you may choose to
remove the Disputed PO

item(s) and add a
replacement item.

If the item has been 1‘

disputed based on the
delay in shipment, you may choose to leave the PO as is and wait to receive the
items. If the item has been disputed based on a price change, you (if POCR is
enabled) may change the price.

Changes made to the PO may send that document back through financial and/or
sourcing approval reviews following your organizations workflow configuration. Once
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approved, all of the PO changes will result in the transmission of an updated PO to
the supplier, which will again be confirmed or disputed by the supplier.

Outside of POCR actions, Requesters could choose to create a new PO with
alternative items or services.

Goobs RECEIPT

A Goods Receipt is a document that is issued to acknowledge the receipt of items
received from external vendors.

CRrEATE A GooDs RECEIPT

After catalog products or products & services are delivered to you, verify the
completeness of your order and create a Goods Receipt. This section describes how
to create a Goods Receipt when all products and mixed requests are delivered as
expected, without issue.

From the Homepage, click ‘Receipts’ from your Requester panel. Your view will
default to the ‘Ready to Receive' tab listing all POs awaiting the completion of a
goods receipt. Any POs that do require a goods receipt will not be listed in this tab.
Please see your administrator for specific information of the Goods receipt
requirements for your organization.

1. Locate the PO Number you would like to receive. Next to it, click the truck
icon. Once selected, the Create Goods Receipt view will open.

Receipts

2. From the Goods Receipt draft, review the line item quantities and compare to
what has been received. If all items have been received click ‘Receive all'.
(shown on next page)

3. If some items have been received, enter the specific number of received items
in the Quantity Received field. Once submitted, this action will create a
parietal goods receipt and the PO will remain in the ‘Ready to Receive tab
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until all items have been received. POs in this status will be indicated with a
pie icon as shown in the next section.

4. If the item(s) were received prior to receipt creation click into the ‘Actual Del.
Date’ of the line item to select the appropriate date in the delivery calendar.
Unless updated the delivery date will default to the date the receipt draft was

originally created.

5. Enter the Bill of Lading and/or Packing Slip information. If needed, add any
Comments to the CGoods Receipt. These fields are optional.

Create Goods Receipt 3000000350
Extemal Receipt CrestionDate  Shipping Address Suepier Comments:
N/A 06/16/2020  Attention: Nicwhit Tester Office Depot
Vroozi HQ
Purchase Recuest .
illof Lading
1000001800 15000 VENTURA BLVD
SHERMAN OAKS, CA 914032443
Purchase Order
) Packing Slip
GECIORS & Nichole Whitaker+OfficeRequester@vroozi.com
o 8790834801
[Retept Create . +1 (818) 555-5555
Requester Training
Line Item Overview
. SVURERUUTRY ; YU . W
) s s 3 e soamo 06212020 o120 saar
2 o se 0110 Reams 4 4 o o s o6r21/2020 a621/2020 s000
s g B 0 e 0.4 o6r21/2020 v s000
Total Amount $74.37 USD
[ e ] i

6. Click ‘Confirm Receipt’. Once completed, the Goods Receipt will be relocated
to the ‘Ready to Receive' tab within ‘Receipt Status.
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CRreATE A Goops REecEIPT FOR PARTIAL DELIVERY (1/2)

As outlined in the previous section, a partial receipt of goods can be completed. For
many organizations it is a best practice to receive items as they come in rather than
waiting until all have arrived, making the partial receipt process a frequent
occurrence.

To get started follow steps 1and 2 outlined in the previous section. At Step 3 enter
the specific quantities received. Once you have completed any packing slip
information, added comments or updated actual date of delivery, complete the
partial receipt by selecting ‘Confirm Receipt.

A pop up window will prompt confirmation that you would in fact like to submit the
partial Goods Receipt. Click ‘Yes, Createl!’.

Are you sure?

Note: If the non-received items will never be received due to discontinuation or
reasons. Select ‘Close PO for Receiving'. This will remove any further receipt
requirements for items related to the particular PO.

The Goods Receipt document will be recorded in the Received status tab historical
data. The dollar amount for this Goods receipt will only display the value of the
received items.

Receipts

The PO will also remain in the 'Ready to Receive’ tab with a Pie icon next to the
delivery truck icon. (shown below) This indicates that some but not all items have
been received.
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Receipts
Ready To Receive

l PO# PO Creation Date PO Amount  Supplier Request Requester Name Actions

E N 2000001248 06/16/2020 $363.35  Office Depot Requester Training 1000001800 Requester Training B

CREATE A SuBseQUENT PArTIAL Goobps RecelrT (2/2)

After a partial Goods Receipt is executed, the document remains in the Ready to
Receive status. When the remaining products are delivered, a Subsequent Partial
Goods Receipt will need to be entered in the system. This may need to happen more
than once until fulfillment.

Repeat all steps as defined in Part 1. Once all items are fulfilled the PO will
completely move to the ‘Received tab.’

SERVICE RECEIPTS WITH 1-cLICK CONFIRMATION

If enabled by your administrator any
recipients of a Missing Service Receipt
email notification can generate a ‘Service

. . . . Invoice 9000014397 issued on 07/23/2019 has the following
Receipt’ with ‘1 click’ directly from that s ¢
email.

AP Processor Notes
a

John Watsan There are no comments for this task

e The Service Receipt specification will
appear at the top of the email. To
take action recipients can simply
click ‘Confirm Invoice'. (image on
next page)

DESCRIPTION SERVICE PARTNO.  QTY  UOM UNIT PRICE

Supplier Paj

Acme Supplies

07/23/2019 3 $240

Antichalinergic Tosidrome AUTYESS04 2 AU 120

Goobs RECEIPT CREATED FROM AN
ASN

(Only applicable for buying organizations using the Supplier Portal.)

Advanced Shipment Notices can be submitted through the Supplier portal by the
supplier user who creates it against a Purchase Order.

Upon Shipment Notice submission, the PO Requester receives email notification of
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the ASN containing details of the Purchase Order shipment.

PO Requester can create a Goods Receipt directly from Shipment Notices

CRrEATE A Goobs RETURN AGAINST AN ‘INvoicep’ PO

Vroozi supports the complexity of reinvoicing (rebilling) processes with your
suppliers. If enabled at the administrative level, Requesters will have the ability to
create a Goods Return for an item which has already been ‘/nvoiced’ in the system in
order to initiate the re invoicing process. Previously the option to return items was
removed from the Goods Receipt view once the associated PO was in ‘Invoiced’
status.

Workflow

When a PO is allowed to be Pumhas:. o s - =
reopened post invoicing by o
Requesters/Buyers the Goods "
Receipt status will either be, .
‘Confirmed’, ‘Shipped’ or ‘Ordered". e

The change of status from

‘Invoiced’ back to one of these

statuses opens the PO for returns A —————————— ol e —
and then if necessary e e e T R

receiving.When a Goods Return is

created for the item(s), the PO and Goods Receipt statuses will change back to the
status they retained prior to the Goods Return creation; ‘Confirmed’, ‘Shipped’ or
‘Ordered..

In the example on the next page, the PO and Goods Receipt status changed back to
‘Confirmed’ once the return was documented in the system.

Purchase Order _}

Order Number Order Name tssued
2000001296 & 2

Request Number

Delivery Date aty Uom Unit Price Total | status.

uuuuuuuu
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The change in PO status allows your Accounts Payable team to create an Invoice
against the PO in the event the supplier sends an updated invoice per their
return/exchange process.

When or if the returned/replaced, PO items are again received, the Requester/Buyer
has the ability to again confirm receipt of goods for the items in ‘Ordered’ status. As
shown on the previous page,
the PO view will again display
the options to ‘Create
Receipt’ or ‘Close for
Receiving'. Requesters
should select ‘Close for
receiving' if the items
returned post invoice will
never be replaced by the supplier.

Goobs RETURN

If you need to return a product that was delivered for any reason, you must first
create a Goods Receipt for those items. Only after the products have been received,
can a return be documented in Vroozi Purchase. Any return documentation
recorded in Vroozi does not trigger communication to the supplier. With this in
mind, you should reach out to the supplier directly following any supplier or
organization specific processes for initiating the return.

The steps for
documenting a
Good Return
are as follows: | . o o a5

1. Fromthe
‘Receipts’ category, select the ‘Received’ tab. This is the repository of all POs
with completely or partially received items.

2. Access the completed goods receipt in the ‘Received’ tab.

3. Find the applicable Goods Receipt or PO number. In the right column click
the action arrow. (shown below)
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4. This will generate the Goods Receipt Return draft. There are 2 required fields
on this draft.

e ‘Quantity Returned’ and ‘Reason for Return’. (shown below)

Goods Receipt Return 3500000010 m
External Retum Creation Date ‘Shipping Address. ‘Supplier Comments:
NA 09/23/2019  Attention: Nicwhit Tester Grainger

. Vroozi HQ
Gaod Receipt
RMA Number
3000000060 15000 VENTURA BLVD
'SHERMAN OAKS, CA 91403-2443
Purchase Order
Packing Slip

2000000 = Nichole Whitaker+OfficeRequester@vroozicom
e 41 (818) 5555555
Requester Training
Line Item Overview
¢ Duscrption Qty Ordered Qy Received Qty Retumed UM unitprice Delivery Date TotalPrice Reason
| UTEcANTPump |5 s © & ss575 osn7zme s000
2 APPLETON ELECTRIC.. 3 3 0 EA $1242 05/17/2019 $0.00
3 INTERMATIC Timer 2. o & sa015 osn72me s000

Total Amount $0.00 USD

Delete Goods Retum Confirm Goods Returned

5. The RMA or Packing Slip information, and comments fields are optional.

6. Complete the Return form by selecting ‘Confirm Goods Returned'.
e A pop up will ask you to reconfirm the return of goods. Select ‘Yes
Create’. (shown below)

Are you sure?

Goods Receipt Retum will be created!

Success! You have completed the documentation of your goods return. The goods
return document may be accessed under the ‘Returned’ tab with it's own unique
number. The new status of this document will be ‘Confirmed'.

Goods Receipt Return 3500000010

Extemal Retum Creation Date  Shipping Address Supplier Comments:
NA 09/23/2019  ATTN: Nicwhit Tester Grainger
i P
G otng D3t 15000 VENTURA BLYD RMA Number
00000000 10/09/2019 syiERMAN OAKS, CA 914032443
Purchase Order us
2000000403 P41 (818) 555-5555 Packing Sip
Return Creator

Requester Training

Line Item Overview

#  Description Qty Ordered Qty Received Qty Retumed vom UnitPrice. Delivery Date Total Price Reason
1 LITTLE GIANT Pump, Magnetic Drive 5 5 5 A 35575 051772019 $1.778.75 103-No Longer Needed
‘Total Amount $1,778.75 USD

A return can also be viewed in the Related Documents section of the navigation bar
found in the related PO, Goods Receipt or Invoice.
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PUrRcHASE ORDER CHANGE REQUEST

(POCR)

The POCR functionality allows a range of modifications to be made to a Purchase
Order. Change order permissions are based on global settings designated by your
organization’s Administrators, identify which changes or combinations of changes

can be made.

See POCR Guide in the Vroozi HelpDesk for specific details.

INVOICES

Based on the workflows defined by your
organization’s administrators you may be
asked to resolve exceptions related to a PO
created based on a Requisition you
submitted. This will require immediate action
by you.

NOTIFICATION

When an exception occurs that requires your
attention you will be notified 2 ways.

1. You will receive an email notification.

Invoice 9000000967 issued on 06/10/2020 has the following
exception(s)

None of the items have been received. (PO#: 2000000681, Item: Apple
MacBook )

AP Processor Notes
Dorothy Downton please complete receipt
ap_manager7 @vroozi.com

Supplier Payment Terms
Apple Net 15

06/25/2020 1 $1,149.00

DUE DATE ITEMS TOTAL

Like other Vroozi emails, the notification will include the PO details and type
of action required. Click ‘View Invoice’ to navigate directly to the invoice in

Vroozi Purchase. (shown on previous page)

2. A badge indicating the number of invoices awaiting your response will appear
next to the ‘Resolve Invoices' category in your navigation panel.
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https://vroozi.zendesk.com/hc/en-us/articles/360032207551-Purchase-Order-Change-Request-POCR-

m Requester

Create Request

Free Text

Request Status

PO Status

Shipping Notices
Receipt Status

Resolve Invoices )

Document Flow

An exception indicates one or both of the following:
1. The PO is missing a Goods Receipt
2. There is a discrepancy between the PO submitted by your organization to the
supplier and the Supplier Invoice.

SuBMIT A RESOLUTION

1. Open ‘Invoices’ and select the Invoice number to view the Exception
message(s) and take action.

Resolve Invoices
onin

Take action on invoices awaiting your resolution

Invoice # / Pos Supplier Invoice # Supplier Payment Due Total  Assignee &3
000000003

9000000025 2000 Starinv001 Staples Advantage 1210872018 @ EEEN & S

2000000032 2 8 &H PHOTO- VIDED, INC. 0a/11/2010 @ s @ -
9000000156

2. Click ‘Assign to me’.

4= Back to search 1of2 p
D) Sender (B Lrsssined vser nssionee JURRDRITTT 385 | Reauestermiyer
Invoice 9000000025 & !

3. View Exception Handling Messages
4. Select the Green Exception Actions

In the example below, the first exception requires the Requester to Create a
Goods Receipt. The process will be the same as for any other PO.
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: Resolve Exception(s)
* Line tem Price Exception - Line ltem #2

5. Resolve Exception will require you to select a resolution. Check the box for the
desired action and include a message (optional)

« Subtotal Exception

al (Payak nanlveEx:epﬂnn[-) ~
» Line ftem Price Exception - Line Item #2

How should the AP department handle this exception(s)? * Message to AP department
Pay the Purchase Order
® Pay the Invoice

Don't Pay and Deléte the Invoice

6. Once you select an action the save button will become enabled.

7. ‘Submit Resolution’ to return back to the AP Processor

#  Description GL Accoun| t

1 BIC Round Stic Xtra-Life Ballpoint Pens, Medium Point, Black Ink, 60/Pack (GSM609-BLK) 1-5247-200-25 - Office Supplies

2 BIC Xtra Comfort Round Stic Grip Ballpoint Pens, Medium Point, Red, Dozen 1-5247-200-25 - Office Supplies

Submit Resolution(s)

CLoseDp PO AFTER A FINAL INVOICE

A Final Invoice indicates that some but not all of the items contained in the
referenced PO will be invoiced. This could be the case in the event that a supplier is
short on their ability to fulfill an order, an item is returned before an invoice is
created, etc.

Based on the status of the Goods Receipt at the time this happens, you may be
required to take action. In this event email commmunication will walk you through
what to do.

Final Invoice on a PO without a complete Goods Receipt

In this event, a buying organizations AP team closes the PO for receiving by creating
a Final Invoice and a Goods Receipt has not yet been completed against the PO, the
PO will automatically close for receiving, a Goods Receipt will not be required and
the status of the PO will change to ‘Invoiced'.
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Final Invoice on a PO with a completed Goods Receipt

In the event a Receipt is completed/confirmed for the full amount before the AP
Processor determines that the invoice is Final, the Requester/Buyer will receive an
email with instructions on how to proceed. (below)

VROQLZI

System unable to close Purchase Order
2000001282

7 7 5

ORDERED QUANTITY RECEIVED QUANTITY INVOICED QUANTITY

Please execute the following actions to close the PO for invoicing:
1. Return all items in this PO that have been received but not invoiced.
2. Close the PO for receiving. The PO will then auto-transition to 'Invoiced' status.

If you're having difficulties closing this PO or if you have questions, please contact

Vroozi Support.
View Purchase Order

Requester Guide 48
Updated 5/20/2021



DocUMENT FLow

The Document Flow function allows requesters to view details of their transactions
by document type. Related Document type. It also can display a diagram of where
the Request is in the purchasing process lifecycle.
1. From the Homepage, click ‘Document Flow' on
the blue navigation bar. The Document Type
drop down menu defaults to All. It is optional to

update the type to further narrow the search Search for a document flow:
results.
2. Select ‘Search’. ALL .

3. The Related Documents will appear and “

display the current Status.

4. Click the Eye icon in order to view Document Detail information. (details not
pictured)

5. Click ‘Document Flow' to see every Related Document and how they are
interconnected. See the example below.

1 1 3 1 0 0
PURCHASE REQUESTS
& o -
=] O]
PURCHASE ORDERS
a o e
=K O]
RECEIPTS
=
a =2 & e ] & =
[i=) 1 415 (=K [ see =) M s
RETURNS
&N -
= [0}
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CENTRAL RECEIVERS

Central Receivers can confirm receipt of goods or services, return Goods and resolve
invoices for any Purchase Order on behalf of anyone in the organization.

As a Requester with the Central Receiver role, Select Admin View in the navigation
panel to open the Central Receiver functions. (see below)

Here you can search for the PO Number and create Goods Receipts or returns as
described in the corresponding Goods Receipt and Ordered Goods Return sections.
Depending on your organization, the Central Receiver role may or may not be
available.

View of a Requester and Central Receiver dual role.

@ Requester Categories ~ Catalog Search Busts  H@
Create Request Recently Viewed Recent Requests
) P
INTERMATIC Timer, o emanufactured 02 1000000981 Tom Requester 1000000...  $586.11 USD
’ 24 Hour, Dpst - 610A(M) MICR Tone
Requiest Status $80.15 USD @ 6000 Yield, Black
i S o, 07 1000000980 Tom Requester 1000000..  $586.11uso  ([EEEETID
tatus
- Remanufactured 15 m Standard brake serv 1000000979 Requester Tester 100000.. $1,134.98 usp
Shipment Notices 59A002AA (FX8) To ice
ner, 5000 Yield, B.. $49.99 USD 1000000973 Requester Tester 100000.. $49.99 usp
Receipt Status $40.40 USD 1000000972 Tom Requester 1000000..  $2,959.11 uso  (EEFEYID
Resolve Invoices Vi
lew more
Document Flow
Admin View Catalog Suppliers
RA@ BFGoodrich GRAINGER ez Office
YA i = Industrial Supply Co. DEPOT.
m m m e

When logging in as a central receiver without any combined roles, you are
immediately directed to the Goods Receipts page. Please see the Goods Receipt
portion of this guide for further instruction.
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@ Receiver

Shipment Notices

Resolve Invoices

E R R NE N RN N R

PO#

2000000413

2000000411

2000000409

2000000408

2000000406

2000000401

2000000400

2000000399

2000000398

2000000397

PO Creation Date

05/16/2019

05/15/2019

05/15/2019

05/15/2019

05/10/2019

05/02/2019

05/02/2019

05/02/2019

05/02/2019

05/02/2019

Receipts
Ready To Receive
In Progress Received

PO Amount Supplier

$105.00  Husnain Mustafa

$1,803.00  Dell
$32.00  USTest
§2.00  Pizza Hut CXML

$503.97  Grainger

§111.00  MarketSmiths

$332.00 st Choice

§111.00  MarketSmiths

$111.00  MarketSmiths

$664.00 st Choice

Returned

Request
Mustafa - Certification

Jason Prince 1000000989
Jason Prince 1000000987
Notify Vroozi 1000000982
Tom Requester 1000000980
Notify Vroozi 1000000962
Abdullah Igbal 1000000963
Notify Vroozi 1000000962
Notify Vroozi 1000000962

Abdullah Igbal 1000000964

Reguester Name Actions
Husnain Mustafa

Jason Prince

Jason Prince

Notify Vroozi

Tom Requester

Notify Vroozi

Abdullah Igbal

Notify Vroozi

Notify Vroozi

Abdullah Igbal

F\Ys[-Z 3 4 5 LlLast
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