Jefferson Parish Public School System’
IFAS End User Guide

Purchase Requests

Logqging into the Business Plus System

Double click on the IFAS Icon on your Desktop.

IFAS - APPS

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.

4} IPPSS Presentation Server Log In - Microsoft Internet Explorer =18

File Edit View Favorites Tools Help ‘ .",‘;
Q- O [ B D] Poes verom B2 22D B
Address I@ http:/{10.250.202. 3/Citrix/MetaFrame/auth login. aspx j Go |Link5 e

PUBL/c =
I
%,

Web Interface E}
UCATIO for IPPSS® Presentation Server £
BRIGHTER Fyy

Log in ) Welcome

1
User name: Welcome Jefferson Parrish Citrix User!

Password:

Message Center

I The Message Center displays any information or error messages that may occur.

Advanced Options >>>

i If you wish to use the latest JPPSS Presentation Server Client (Activex) for 32-bit Windows, you
\—2 can install it.

Select the icon below to install the client.

2 Click here for the JPPSS Presentation Server Client

Other clients are available from the Citrix client download site
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After your first log in, click on the Dashboard icon to access the Dashboard
Login.

e

DashBoard

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.

a IFAS Bi-Tech Login Page - Microsoft Internet Explorer

File Edit Miew Favorites Tools  Help | .if:
QBack ~ 3 + [x] [2] (w | - Search - Favorites 4 | - ta B
E . 7 . . " ; 3
Address @http:,l',fllil.1IZI.2.lﬂjlfas?,l'lu:ugln,l'lugln.asp><?ReturnUrI=%2F|Fas?"'.-’oZFhu:ume"‘.-"oZI‘DeFauIt.aspx j Go | Links
=
IZZ'u_nnevl_:'t to Production
IFAS User: I
IFAS Password: |
T Login
PHelp
=
|@ Done I_ I_ I_l\:g Local intranet 4
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After logging in you will see the IFAS Dashboard.

) IFAS Bi-Tech Dashboard - Microsoft Internet Explorer — |I:| |£|

Eile Edit “iew Favorites Tools Help

Q@Back * o)~ (] @] (n| . Search rFavorites € | (iv L ] v
Address I http: /Y jppssfar m/fifas7 home/Default aspx

76,3125 Service
Pack 3

Home | ~ll | Documen line | Purchasing

Home Change Content Change Layout

WorkFlow Tasks Revenue fExpense Chart = Budget Chart =

6 W& Fiscal Year Comparison Budgel Allocation By Division
0
]
o
i}
il
0
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n
i
0
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Bl Revenues. [E £upenses.
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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

e 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
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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.

2 SunGard Dashboard - Microsoft Internet Explorer

File Edit View Favorites Tools Help

Qoack * & v ¥ [ (| P search “rFavories € | (0v o ] v

Address it Afppssfarm/ifas? home/Default. aspx

IFAS Dashhoard

7.9.4.340

%'JPPSS PRODUCTION
Home i | COD Reparts | purchasing

Service
Pack 4

Purchasing Process =

s Purchase Requests

¥endor Management <
| e PE1010: T Wendor Listing by Name

Receiving =
| e Receiving Information

Payment Reports =

e Print Purchase Orders

EuEchiasinglReports Mk ® #P1003: Transaction Report with multiple prompts

Archived Reports =
s CDDReports

® Fund Payments

o Wendor Lookup

e PE1001-PE List w/Address
® Paid Fund Pavments

* PR -Purchase Request Summary
« POZ002: Purchase Order Summar:
s GL: Budget to Actual w/Encumbrances

s PO2001: Purchase Order Status Inguir

o IFAS Output
» Joh Monitor

Bl

|E | ‘ ‘ ’— Trusted sites
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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.

=12 x|

Preferences~ Help= Close

j http:/fjppssfarm - POUPPR - Purchase Requests - SunGard - jppssprod - Microsoft Internet Explorer
Record 1 of 7422 & N

l PO, l Status: Iﬁn Sec Cd Wl Apry. l_ hext: l_

HRemnTuHshmTuHﬂmm} | mprel | Printea | ils || Dates || Blanket || Req. Codes | Misc. |

[ronaez B car[eifl | e fouen wormer o

GREAT SOURCE Aecount

181 BALLARD VALE STREET b= '39/1‘1/251'3. Bd# —I PO Type: F

Cortract # Terms:
PO Totsl $767.09 EndUse! |[KAREN VANEGDOM

WILMINGTON MA 01887 |
PRMuMBER PO MuMBER WENDI | b, B
R0O09489 VooH ——
RUDG4G8 Voot Associstion Codes || Notes
R0O09487 Wo04t
ROO848A Wondt
RODB45E5 w04 |ooo1 IEA EVERY DAY COUNTS KIT, GRADE 1, 232.456L 1152010042-51510610
RO08484 Wond(
PEE wora: (0002 1ER SHIPPING FEE (10%) 69.746L 1152010042-51510610
RO09482 vooal| |0oo3 GL -
RO09481 4009k
RO09480 000k
RO09479 wooar ] ¥
RO09478 wooar
R0O09475 Woo1-
RO0G474 TBA | |4 b o Hv Record 1 0f2 &
RO08473 Woat-
RO08472 Woaor
ROOB471 TBA
RO08470 voao;
RO09469 V018¢
RO09468 V22
RO09467 WO17?
RO09466 woo1”
RO09465  P110615  WOOOK
R0O09464 w022

RO09463  P110610  WD264

@ Done | | | ‘ ‘ ’7 Trusted sites
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You must be in Add mode to create a purchase requisition. Click the Add icon to
go into Add Mode.

=12 x|

Preferences~ Help= Close

3 http:/fjppssfarm - POUPPR - Purchase R=guests - SunGard - jppssprod - Microsoft InternetiEpie—
&) 4 b 4T 9~ -

PR: l— PO, l—l Status: Iﬁn Sec Cd l—l Apry. l_ hext: l_
{endon] [Femtio | Snpa [Bita)] _[Regatia [Aprve[Foniea] _|Beta[Dates | Bianket [Ren. cotes | [

Add Mode &

| l Addr: l_l By [Diane Matherne A
Aecount
Date D9/14/2D1D. B —I PO F
Cortract # Terms:
PO Toal $0.00 il
PRMNUMBER PO MUMBER WENDI( B .
RO09489 00a
RO09489 004t
R vy Desciptian Unit Price
ROO848A Wondt
RO08485 WOn4t
RO08484 Wond(
RO09483 Y012
RO09482 w04t
RO09481 4009k
RO09480 000k
RO09479 wooar ] ¥
RO09478 wooar
R0O09475 Woo1-
RO0G474 TEA | [ 4 b & A Add Mode '
RO08473 Woat-
RO08472 Woaor
ROOB471 TBA
RO08470 voao;
RO09469 V018¢
RO09468 W022:
RO09467 WO17?
RO09466 woo1”
RO09465  P110615  WOOOK
R0O09464 w022

RO09463  P110610  WD264

Q Done i | | | ‘ ‘ ’a Trusted sites

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

Vendor

Ship To

Sec Cd

End Use

Req Codes if Technology or special routing

o0k wWNE

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

Units

Description

Amount

GL Account

agrwnE
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Data Entry — Header Information

1. PR Number — The system will assign the next available number. Click on the
blue ellipse hutton to have a PR number assigned. Select PR.SEED and note
the number assi for future reference.

Loakup Cirl+L
ID Source

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.

the event the name is entered differently than
at the search is Case Sensitive, so your search

Using wildcards (*) is recommended in
what is in the system. Also remember §
must be all in upper case.

<3 Data Lookup -- Web Page Dialog

\_ Search ID Source: | Person/Entity |3
A
Fitter: [Mame o] [like ] [roFF1cE™ |-

FEID | MaWE | CWHER IO | PEDE CODE




Select the appropriate Vendor by highlighting it and clicking OK. Double clicking will

also pull the

Note that all addresses available for a vendor will be listed in the lower portion of this

Jefferson Parish Public School System
IFAS End User Guide
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ID back into the Vendor field.

screen. The highlighted address is the one that will be brought into the record.
Highlight the appropriate address if the default address is incorrect.

#j Data Lookup -- Web Page Dialog

Ok |Canu:el| Al |

Search ID Source: I Persan/Entity j

Filter:

Name  =|]like x| [rorFIcE"

FE ID

M AhE

ChfHER ID | PEDB CODE

WO0BE00 (4PG OFFICE FURMISHIMGS

w0031 47 (CAMERCMN TChR OFFICE SUPPL

GOLF

HAMILTOMN COUMTY PARK DISTRICT GOLF OFFICE

WOO0S032 (HAMILTOM OFFICE SYSTEMS

W01 0045 (KO OFFICE SOLUTIONS

WOO7ET

HIMG'S OFFICE SUPPLY

WO00624 (MAILCO OFFICE PRODUCTS

001651

MODERM OFFICE METHODS

w0007 31

OFFICE & INDUSTRIAL

Addres

WO01353[OFFICE & IMDUSTRIAL

SES

m|m|lo|o]mo o] @D ™

Apply |

CODE

ADDORESS LINE ADDRESSLINEZ | ADDRESSLIMES | ADDRESS LIME 4

CITY

1

4633-B INDUSTRY DR

FAIRFIELD
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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 Befefe or Print
After tabs.

Azzocigtion Crdes

Vendor Name |
Street Address
City State Zip
Phone Number
Fax MNumber

PRISEES Print Before | Print After

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.

“endor | RemitTo  PShipihas | GilTo
|soo1 . Addr IPll

AIRLIME PARK ELEMEMTARY
5201 CAMPHOR STREET

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.

! Details BlanketDates Req. Codes

Confirm:
Account: /
Bicl #: / . PO Type: E.
Contract #: ¥y Terms:
End Use: |MARY SMITH
Buyer: l

10
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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.

Detaile BlanketDates Req. Codes

Req Codes

ElEininly
TH 8 rE B

CF Confirming Order

IT TECHMOL Y

MT MO TECHMOL DG
Amount Pa Per Attached

P Per Guate

0 nneT

If your department has special approval routing needs, you can choose an approver in
the first box as necessary.

2} http:/fjppssfarm - POUPPR - Purchase Requests - SunGard - jppssprod - Microsoft Internet Explorer ﬂilll
4 » G #Av G-
PR: [ . P | . Stadeg: ﬁ! See Cet l—. worv [ et [
[t oo ot [suia)_[Reqsta] vt v N 0es |0k okt |Re Gt e
g e[ H o W\T”
Date: ,ml

Preferences» Helpw Close

damode &

ac Al atto
Annette Scully
See Attached

PO Total $0.00

PR MUMBER PO NUMBER VENDI

RO09485 WOO4E Alicka Whyler

RO09488 V04t Bethwren

Rugusar s

RO09485 Vo4 gz‘r;z;?:;eﬂ

Rinades N

RO0D9482 WOO4( Cabrini Harris

RO09481 LT Carla Newman

RO09480 VOODK

RO0G479 v0sl .
RO0G478 LT

RO0G475 Y01

RO0G474 A (4 b & B Add Mode &'
RO0DS473 WOO1-]

RO09472 VOODK

RO09471 TBA

RO0G470 V0D

RO0G469 Vo184

RO0G468 224

RODB467 W07

RODS466 WOO1-]

ROD9465  P1106815  v0ODK

RO09464 Y0225
RO09463  P110610  W02B¢

@ Done ‘ | ‘ ‘ | ’a Trusted sites
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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.

12
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Data Entry — Iltem 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.

=none=
By
CARTON
CASE
CSE
EA
EACH
GALLONS
METER
PK
Rh

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.

De=cription

Office Supplies

Quotations, specifications and other back up may be attached to the
requisition if necessary.

13
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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.)

5000

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.

GL Accournt

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.

“} Data Lookup -- Web Page Dialog

Ok |Cance|| Al |

Xl

Fitter: | COST CTR = like

j|013

HKEY LONG DESCRIPTION LEDGERMEY | STATUS | FURD [ YEAR | COST CT
004000001 3|[CHILD MUTR MARIE RIWIERE ELEM L k) 004 onoo 013
0050000013 |TEACHR SUPPLY MARIE RIWVIERE EL - |GL L o0s onoo 013
040000001 3(CAPITAL IMPROY M RIVIERE ELEM Gl o 040 o000 013
0420000013(1/2 S/T COMST 2002 M RINIERE Gl o 042 o000 013
0430000013(1/2 S/T SERIES 1995 M RIVIERE Gl L 043 o000 013
101200501 3{TITLE | MARIE RIVIERE ELEM Gl L 101 2003 013
1012005013 (TITLE | MARIE RIVIERE ELEM L k) 101 2006 013

14
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Access the lookup for Object Codes by clicking on the ellipse when the cursor is in the
hj field. Select the appropriate Object Code by double clicking on it in the same
sed to select the Key.

GL Mccount Percent . Discourt Extende

EIIGL oos50000001

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 thg database. If there is an error with your account code or there
is not enough money in ylour budget, you will receive a message stating so.

< POUPPR - SunGard Bi-Tech - Production - Miciosoft Internet Explorer

File Edit Wew Favorites Tools Help | ﬁ'
O Back ~ €3 - (%] (2] :_:‘J|pSearch <= Fhvorites 42 | a- B B

gfPOUPPR., asprinsight=18&connect=ProductionfGL=GL&IL=1L

Address I@ httpiff10.10.2, 10/ifas7/Screens/Purchasi
ﬁa “ : [ k. Eﬁ:‘ /" Record Accepted

IPRDDD i7e

PR:

P I l Status: Iﬁﬂ Sec Cd: I . Apry: I
Yendor 1 To BillTo Reqst'd Ayt Prirted Details =3 Teq. Codes

I A I Confirm:
V008032 . Gl . Bry: IBit,ec:h Software

HARILTOM OFFICE SYSTEMS B l— Accourt:

e 12/ 02/2005 . e
soz/ Bid # PO Type: E.
Contract # Terms:
PRI PO Total __ $5,000.00 Endl Use:
FR Buyer:

Motes

5,000.000FFICE SUPFLIES L 0045622-50611 / JL
0 0.00 GL = S TL =

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.

15
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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.

3 http:/fjppssfarm - POUPPR - Purchase Requests - SunGard - jppssprod = iMicrosus Intarnet Explore

4 b 9 GA A

PR: . PO: . Status: lﬁ! Sec Cd . Apry:

| Wendon| |RemitTa ||ShipT | [EilTa | [ Al | [Printect | Detals | Dates | Bleniet | | Ren: Codes | [Misc. |
B s 8| sy [prone nacherne Reacades

e frsarzon zin Bn An AN
win s in i

PRMUMBER PO MUMBER WENDI

RO0B4E0 voodt
ROO3488 YO0

ROO3487 YO0

ROO3486 WOnaK

RO0G485 voos| |onot oL -

RODG484 V004l

RO09483 V012,

RO0B482 w004(

RO0B4B1 V003t

RO0B480 vooof

RO0B479 wona| | 5
RO0O3478 WO0ar

ROO3475 Woo-

RO08474 TBA (| 4 b o [~ Add Mode &£
RO0O3473 Woo”

RODG472 Vooo

RO0G471 TBA

RO0G470 voou;

RO0B459 o18f

RODB4ES V0224

RODB45T o17

RO0B456 vo01-

ROOS465  P110615  WOOOE

ROOG464 w0220
ROO3463  P110610  WOZ6E

@ Done | |m | ‘ ‘ ’a Trusted sites
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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.

=15 x|

7§ http:/fjppssfarm - POUPPR - Purchase Requests - SunGard - jppsspr: :
4 b oA B B Add Mode &
PR: . PO: . Status: lﬁ! Sec Cd . Apry: Met:
|Mendor|FemifTo | ShinTo [BilTa | M [prvd | [Prited| | Detals || Dates || Bleniet || Rea: Cades | [Mise. |
[ f e[ . - .
B 7 SunGard Settings -- Web Page Dialog 8 x|

M Advanced || Screen Specific

PRMUMBER PO MUMBER WENDI

RO0B4E0 ona
RODB488 vanas Association Coties || Notes

e oo | ]
RO09486 vonas

RODG485 w004 jo001 Shut Dowvn Methoct .
RODO484 Yoo

RODO4E3 0127

RO Yoz Show attachments: [Request B
RO09481 YOO0aK " .

BoTLe] oo Autamatic Save Methost: L]
RO09479 Ve Child Shut Down Methors .

RO0G478 QALY
RO0G475 Voot

RO0G474 TBA Display Figld Hel: —l
RO0G473 Voot

ROD9472 VO0OK

RO0G471 TBA

ROD470 LT

RO02469 V018

ROD2463 V22

RODG467 V17

ROD3466 Vo1

ROOS465  P110615  WOOOE
ROOG464 w0220
ROO3463  P110610  WOZ6E

hip: jppsstirm/ifas? hiscPages Options et | @ Trusted sies

Q Done | |m | ‘ ‘ ’a Trusted sites
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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.

[AABGCHEN et IR EaGE ]

2§ htty:fijppssfarm - POUPPR - Purchase Requests - SunGs

4 b & . B~ Record 407481 & N

- O] x|

ence
PO: l Status: Iﬁ! SecCd. 085 l Aprv: Mext: I—

PR:
T—— M[REVWDHSMFTEHamn\ Aprv'd | [Printed | ils | Dates || Blanket || Reg. Codes |[Misc. |
g;! @ Confirm
7 [vonnes l A Rll - E——
o i B BN & LOUISIANA OFFICE PRODUCTS Accout
i e Il g Date I
I [02] 210 EDWARDS AVENUE 09/02/2010 Bid# PO Type
Cortract # Terms:
‘ PO Tatal: $1,179.74 EndUse: [T, WILSON
v g [ | Haraman La 70123
i % o Buyer.
(2] FU
[EECTE IR SiEl R I les es

Description

OKI PRINTER CARTRIDGE
1EL BLACK CARTRIDGE

1EL COLOR CARTRIDGE

3EA OKI CARTRIDGE

Linit Price

59.996T 11020100¢ 51510
31.996T 1102010085-51510
42.996T 1102010085-515110
34.996L 1102010085-51510

Record 1 of

GL Backup

B[ |

‘ ’— Trusted sites

Attachments for Purchase
Add Atachment
Add Threaded Mote
'E View Attachments

18
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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.

3 http:/fjppssfarm - POUPPR - Purchase Requests - SunGard -jppﬁs'pmﬁ xplor: —|= il
4 b 4 - B~ Record 1 of 481 & b Freferencese Helpw Close |
PR: |[ROOS503 l PO, l Status: Iﬁu SecCd |074 l Apry. hext:

H RemitTa | | ShipTa |[BilTo M@W w‘ Blanket ||Req. Codes. \@
/00054 | 2} http:/fjppssfarm - Attachme - = x[—

FOLLETT LIBRARY RESOURCES

Attachments for Purchase | 1340 RIDSEVIENDRIVE :. PO Type: F
Add Attachment Attach ID:  [PURCHASE REQUI~ Ao
Atdincadedblon Description:  [pell guote FR 009503 A]

E View Attachments MCHENRY L E00

FU

e LI GL Account

(et Attachment: | Browse =
N B

. @ Done | | ‘ ‘ yila'ﬁusted sites 7

Add Made &5

| |w | ‘ ‘ ’a Trusted sites
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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 (*),

T e Record 1 offl &

PR: [RO02503 l PO l status: [P Seccd [074 l Aqry. Next
HRemnTu | [shipTo || BiiTa | M | mprel | Printea | DeNgil
—

P.eferences~ Help= Close

[vonosa l Addr: —
FOLLETT LIBRARY RESOURCES _?I x
1340 RIDGEYIEW DRIVE
Attachments for Purchase (3 IFAS folder for Diane \ ;I - £ Ev
Add Attachment = Fecan
Add Thraaded Note B ] @JAPOHUF
i view Attachments MCHENRY IL  B005C My Documents B approwi
J IPPSSPCA Hevdior ||
2 A on Client' (4 Haudior [
“ Local Disk [C:) HIBSNUG ¢
2 CD Diive (2] Epudget (
. Efon Tlent'(E1) = Budget (
< Data[R) B coh cod
o Gwap (5] BB coh cod:
D3 on Client' (L) W change
S CFon Tliert' [+ Fas ENCITRDC
@hDacumenls and Settings B CITRDO
dimt =) Diane -
I dimt's Documents ﬂ,}nuphcat
17 IFAS folder for Diane eI e P
& My Network Places L
3 i
File: name: | | Open |
Files of type: [aFies 07 3| Cancel I
7

| |w | ‘ ‘ ’a Trusted sites
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After bringing in your attachment file, click on the Attach buttgn.

3 http:/fjppsst7i1 - POUPPR - Purchase Requests - SunGard Q.j_ppsﬂe'is
4 b 4 G4 B~

PR: [ro0sa1s [ e H status: [Prff| secce 31 § s [
E RemitTo || ShipTa || BilTo [Rensttl | Aorvd | [Brinted [Netails| [ Nates | [ Flanket | [Reo Codes | fMlise
e 23 http:/fjppsst7il - Attachm

MUSIC IN MOTION

PO BOX 869231 Attach ID: PURCHASE REQUI »

PO Type: F
Terms:
Dell quote PRODSS16

/ Record 1 0f207 &
hext:

—ET_PE;};?IE‘TIE R Eigly:nv rf:iclae

*
Lin|

Attachments for Purchase

Add Attachment
Add Threaded Naote
E View Attachments PLANG TH  75088-823

Description

Attachments for tem Detai
Add Threaded Note

| |

Item Mumb: Quantity Units

urt
o001 1E8 attachment: [c:\Documents ang/ettings\dimt\f _ Browse:
ooz 122
o0z 1ER Atach [ Gancel |

oo04 1Ea

‘ ‘ E Trusted sites

@ Done
]

tribution | em Shipping

Record 1 of17 &

| |w | ‘ ‘ ’a Trusted sites

Another window will appear to confirm the attach has completed. Click the link saying
“Click here to close”.

a http://jppsstTil - Attachment Results - Microsoft - |I:I|5|

Attachment Complete

Click here to close

@ Diore l_ l_ l_ l_ l_ @ Trusted sites i
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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” .

2} http:/fjppssfarm - POUPPR - Purchase Requests - SunGard - jppssprod - Microsoft Internet Explorer
4 b & - B Record 4 of 461 &

=12 x|

Preferences~ Help= Close

e Wr005354 l PO l Status: Iﬁﬂ Seccd [08S l Apry, Next
E | s e i B AT AT s A AT S e e B e
HRemnTuHshmTuHﬂmm} | mprel | Printea | Dates | | Blanket || Req. Codes | Misc. |
[oooes B e [Rif] | ey [Guen erner A iy
LOUISIANA OFFICE PRODUCTS Account
Dete: [09/02/2010 | ———————
ttachments for Purchase | | 210 EDYVARDS AVENUE . Bid# I PO Type: [¢|
Add Attachment Contract # Terms:
Add Threaded Note VAR 8. [ A
i view Attachments HARAHAN [ | EE—
SIP RO09394 FU
Assosiation Codes | o
Attachments for tem Detai
Add Threaded Mote
0001 [3:50 OKI PRINTER CARTRIDGE 50.996L 1102010085-515106 1%
oooz 1Ea BLACK CARTRIDGE 31.996L 1102010085-5151061
0003 1EA COLOR CARTRIDGE 42.99GL 1102010085-51510611
0004 EJ:EN OKI CARTRIDGE 34.99GL 1102010085-515106 11
-
4 »
4 ko4 Ar Record 1 of 11 &
| |w | ‘ ‘ ’a Trusted sites

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.

I

Refresh

Purchase Document

User )
BIALOFEZ « ¥ %
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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.

Comments

Limit to 255 Characters

Submit I Cancel

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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