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Logging into the Business Plus System 
 
Double click on  the IFAS Icon on your Desktop. 
 

 
 
This will take you to the Citrix Login page.  Enter your User name and Password 
to login.  Your User name will be your first initial and your last name up to eight 
characters.  Your password will be your first name followed by 012.  Both must 
be in lower case. 
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After your first log in, click on the Dashboard icon to access the Dashboard 
Login. 
 

 
 
 
Enter your User ID and password to log in and click Login.  Use the same IFAS 
User ID as was used to login to Citrix and your initial password is ifas.  You will 
be prompted to change your password every 30 days. 
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After logging in you will see the IFAS Dashboard. 
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Keyboard Commands 
 
F1  Press F1 to display the help file associated with the screen 

you are viewing. 
F5  Refreshes the screen. (If data is not saved before refreshing 

the screen, it will be lost.) 
ESC Cancel all changes to the record you are working on (since 

last “ENTER” or save). 
TAB  Press the Tab key to move through the fields on a screen. 
Shift + TAB  Holding the shift key when pressing Tab will move 

backwards through the fields on the screen. 
 
Selection Criteria 
 
• Watch Case, some filters are case sensitive.  It is recommended using all 

upper case when entering alphabetic information 
• Use ‘:’ to specify a range 
• Both the ‘%’ and the ‘*’ can be used as wildcards 
• Use ‘>’ for greater than 
• Use ‘<’ for less than 
• Use ‘>=’ for greater than or equal to 
• Use ‘<=’ for less than or equal to 
• Use ‘<>’ for not equal to 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 4 



Jefferson Parish Public School System` 
IFAS End User Guide 

 
Purchase Requests 

Creating a Purchase Request 
 
Once logged into IFAS Dashboard click on the Purchasing  tab, then on the 
Purchase Requests  link to create a Purchase Requisition.. 
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You will see the POUPPR screen.  Initially,  the first record that you have security 
access to will come up on the screen. Notice that you are on Record 1 of XXXX.  
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You must be in Add mode to create a purchase requisition.  Click the Add icon to 
go into Add Mode.                                                                                   
 

 
 
 
The following fields are required on the parent portion (top half ) of the record: 

1. PR  
2. Vendor  
3. Ship To  
4. Sec Cd  
5. End Use 
6. Req Codes if Technology or special routing 

 
The following fields are required on the child portion (bottom half) of the record: 

1. Quantity  
2. Units  
3. Description  
4. Amount  
5. GL Account  
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Data Entry – Header Information 
 
1.  PR Number – The system will assign the next available number.  Click on the 
blue ellipse button to have a PR number assigned.  Select PR.SEED and note 
the number assigned for future reference. 
 

 
 
2.  Vendor –To access the lookup feature, click on the ellipse button and select Lookup.   
 

 
 
Enter a portion of the vendor’s name (it is not necessary to enter the full name).  Click 
Apply to display names matching the name entered. 
 
 Using wildcards (*) is recommended in the event the name is entered differently than 
what is in the system.  Also remember that the search is Case Sensitive, so your search 
must be all in upper case. 
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Select the appropriate Vendor by highlighting it and clicking OK.  Double clicking will 
also pull the ID back into the Vendor field.   
Note that all addresses available for a vendor will be listed in the lower portion of this 
screen.  The highlighted address is the one that will be brought into the record.  
Highlight the appropriate address if the default address is incorrect. 
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If the vendor is not defined in the system and needs to be added for your order, enter 
TBA in the Vendor Field.  It is necessary to enter the Vendor information on the PR 
Notes tab so the Purchasing department can create an ID for the Vendor.   
**Be sure NOT to type your vendor name and address under the Print Before or Print 
After tabs. 
 

 
 
3. Ship to – Click on the tab that says Ship To and enter your school/dept code 

preceded by an “S” or “D”.   For example, Airline Park’s code is 001, so enter S001 
for the Ship to location for Airline Park, or you can access the lookup feature. 

 

  
 

 
4. End Use – Enter the name of the person who will be receiving the items on the PR.  

This helps the Warehouse foreman determine who in your department or school 
should receive the items.   This is a required field.  You will receive an email from the 
system if this field is left blank.   
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8. Req Codes – If the item being purchased is being expensed to object codes 617, 730 
or 731, it will be necessary to indicate if the item is TECHNOLOGY or NON 
TECHNOLOGY.  Select the appropriate option and make sure to enter the code in the 
10th/last box. 
 

 
 
 

If your department has special approval routing needs, you can choose an approver in 
the first box as necessary.   
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After completing the top half of the record, pressing Enter will save the header/top 
portion of the requisition, however no money has been encumbered until a quantity and 
unit cost is entered with the account to be encumbered. 
 
Make sure that you see “Record Accepted”  at the top of the screen.  “Record Accepted” 
will appear with a green checkmark on the upper portion of the screen. 
 
**If you don’t see “Record Accepted”, your requisition is not saved. **  
 
 
You may want to to note the PR number in case you must leave the screen and have to 
locate the requisition at a later time. 
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Data Entry – Item Information 
 
1. Quantity – Enter the exact quantity for the item(s) being purchased.   

 
 

2. Unit – Select the appropriate Unit of Measure from the drop down list.  Access the 
list by clicking on the down arrow.   

 

3. Description – Enter a short description** of the item being purchased.  If you are 
attaching an itemized list, you may enter “See attached quote or list”.   

 
**Keep in mind that only the first 30 characters of the description entered will be 
available on  reports.  

 
 Quotations, specifications and other back up may be attached to the 
requisition if necessary. 
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4. Amount – Enter the dollar amount for the item entered.  This is the amount that will 
be encumbered.  (If entering a number with no cents, it is not necessary to enter a 
decimal and zero cents.) 

 

 
5. Account – Enter the GL Account code and Object code to be used for the purchase.  

If the numbers are known, simply type them into the appropriate field. Security is set 
for your school or department only. 
 
To see a list of available Keys, make sure your cursor is in the KEY field first, and 
then click on the ellipse icon to access the Lookup. 
 

 
 
A list will appear of account numbers for your department.  Double-click on the 
appropriate code to have the system bring it onto the Purchase Request record. 
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Access the lookup for Object Codes by clicking on the ellipse when the cursor is in the 
Obj field.  Select the appropriate Object Code by double clicking on it in the same 
fashion used to select the Key.   
 

 
Press Enter to save the first line item on the Purchase Requisition.  Again, make sure 
that you see “Record Accepted”.  Until the “Record Accepted” message is received the 
record is not saved in the database.  If there is an error with your account code or there 
is not enough money in your budget, you will receive a message stating so. 
 

 
 
If additional line items are necessary, simply go to the next line and repeat the steps as 
done for Line 1.  The system automatically numbers the next line item in anticipation of 
additional records.   
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Adding Attachments 
 
It is possible to add attachments to requisitions.  This is helpful if a vendor needs 
detailed specifications or a quote is required.  Any electronic document can be attached 
to the requisition.  Preferred formats are Word, Excel and Adobe.   
 
If you are attaching a document for the first time, you may have to do a one time set up 
for your log in.  Click on Preferences at the top right of the screen, then click on 
Settings.   
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In the Settings box, click on the Preferences tab.  In the Show Attachments field, click 
on the drop down arrow and choose “Upon Request”.  Click on Apply Changes.  You 
will have to close the POUPPR screen and reopen it for the change to be effective. 
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To access the attachment option, open the option bar to the left of your screen by 
clicking on the double arrows.   
 

 
 
 
Click on Attachments.  You will see a link to Add Attachments.  Click on this and a 
window will appear that will allow you to browse your PC for the document.  This 
process is very similar to adding an attachment to an email.  
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You must have a Description in order for the system to accept the attachment.  In the 
description, you may type a brief description of your attachment, such as Dell quote.  It 
is also necessary to type your requisition number in the description box.   Once you 
have entered the description, click on the Browse button. 
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When you click on the Browse button, look for your attachment file.   
 
**When your  attachment is initially saved on your computer, it must be saved to your  C 
drive.  When you search for your attachment, look for your file under C$ on Client (*).   
IFAS converts your C drive files to the C$ on Client (*) drive files.  Once you have found 
your file, highlight it and click on the Open button. 
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After bringing in your attachment file, click on the Attach button.   
 
 

 
 
 
Another window will appear to confirm the attach has completed. Click the link saying 
“Click here to close”.  
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The attachment description will appear in the Option bar under Attachments.  To view 
the attachment, click on your description under “View Attachments” . 
 

 
 
 
PO Approvals 
 
Once all items have been entered for the requisition, and any documents attached,  the 
creator must approve it.  Once this is done the requisition will be routed electronically to 
all necessary individuals prior to being routed to the Purchasing Dept where a purchase 
order number will be issued.  Once a purchase order number has been issued, the 
purchasing department places the order with the vendor. 
 
To approve, open the left side panel  by clicking on the double arrow in the upper left 
corner. Click on the Workflow button.   
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It may be necessary to click the Refresh button if you don’t see your User ID followed by 
the green check mark, etc… 
 
 
Clicking on the green check mark  indicates approval of the requisition.   
An approver can reject a requisition by clicking on the red X. 
The blue arrow is used to delegate to another user, which currently is not in use.   
 
If you have completed your requisition, attached any required documentation, and are 
ready to approve it, click on the green check.  Once the green check mark has been 
clicked you will see a Comments box.  You may enter a comment if desired, but this box 
is used mostly when an individual notes the reason for rejecting a requisition. 
 
Click on the Submit Button to tell the system to route the requisition to the next 
approver. 
 

 
 

 
There is nothing more for you to do.  IFAS will route your requisition for the required 
approvals and you will be notified via email from wfprod (IFAS email account) when 
your PO number has been issued. 
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