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Overview
The Procurement Portal solution simplifies purchasing processes and restores policy control, reducing overall cost. At the same time, both your procurement department’s need for control and your end user’s need for flexibility are satisfied.
The Procurement Portal transforms the traditional purchasing process beyond the back office to all employees who make purchasing requests. 



[bookmark: _Toc442953377]Logging on
Click on the Computron G2 icon in Webstar to login.
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[bookmark: _Toc442953378]Placing Orders By Vendor
Select Place Order icon from the menu. 
[image: ]
Note: You can click the My Home [image: ] button to return to this screen at any time.
[bookmark: _Toc442953379]Find Your Vendor
1. Click Place Order tab.
2. Enter Vendor Name and press Go button.
[image: ]2
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Note: You cannot press Enter to proceed. You must press the Go button.
3. Click on Vendor Name.
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[bookmark: _Toc442953380]Placing an Order
Once you have selected your vendor you can place your order. For efficient order processing it is highly recommended that you have the account number ready before you place your order.


1. Enter an amount into the Quantity field.
2. Press the Add button.
2
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Note: Frequently used vendors can be set to favourites by selecting the “Select as Favourite” checkbox. A message will appear confirming vendor has been set to favourites.













Order Entry Fields

	Field
	Description

	Order ID
	Automatically generated by the system

	Approver
	Set by the system. Power users can make selection.

	Green Component
	

	Standard versus Social procurement
	Select standard unless you are certain its Social.

	Order Type
	Select Goods and Services or else Works for Capital expenditure. 

	Order Rule
	Refer to Webstar for Purchasing policies.



1. Select Green Component and between Social or Standard Procurement.
2. Select Order Type, Order Rules and if applicable Contract/Ref ID.

Note: If there is a contract associated with the vendor and your purchase relates to that contract, then you must select that contract when raising your purchase order.
3. Press Change button.
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4. Enter the unit price including GST in Price and Select EACH in Unit of Measurement (UOM). Select GST FREE or TAXABLE @10% in Tax Code.
5. Enter an item description in the Vendor Note field.
6. Enter any additional information for this item in Internal Note. This information will not appear on the PO. NB. The approver will see this information.
4
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Note: It is recommended that Filter Posting Account is left checked and that you have your account number ready before you place your order. Unchecking this option will validate the account number you enter against all existing accounts when you finalise the order and will delay processing as it takes a considerable amount of time. 
7. Enter account number for the purchase.
8. Press Save (Update Order) button.
9. Press Add Note button.
[image: ]9

Note: You are not required to attach quotes for vendors with existing contracts. If you are placing an order with a vendor that does not have any existing contracts, Press Add Attachments button. A new menu will then appear. Browse to where your attachments are stored and press the Attach button to attach the files and the Complete button when you have finished attaching all quotes. Once that step is complete continue with step 10 below. For more details see Appendix F.

10. Add order note and press Save Note button. This field is mandatory.
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11. Press Check Out button to complete the order.
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You will now be taken to the Final Review of Your Order screen as seen below.
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12. Scroll down to the Submit Order As Is and press the button to submit the order.
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A message confirming that the order has been placed will appear as seen below.
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[bookmark: _Toc442953381]Placing Orders by Item

1. Click on Categories under Browse on the Express Menu. 
2. Click on a Category to display related subcategories.
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Note: You can also use Search to find a product or service. 
3. Click a sub-category to displays items for that category. 
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4. Click on the item or vendor to see related details. 
[image: ]4

Note: click the Close [image: ] button once you have reviewed item or vendor details.


[bookmark: _Ref339354030][bookmark: _Toc442953382]Add Item to Order
1. Enter an amount in the Quantity field.
2. Click  Add [image: ] button. 
 2
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1. Select Green Component and between Social or Standard Procurement.
2. Select Order Type, Order Rules and if applicable Contract/Ref ID.
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Note: For information regarding purchasing procedures and policies please see Webstar menu: HOW DO I > PURCHASE SOMETHING.



Procurement Compliance 
Order Rules listed below relate to options in the Order Rules button drop-down menu.
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1. Select Order Rules from drop-down menu.
2. Select Contract Awarded option and click Contract/Ref ID drop-down menu.

[image: ]
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3. Click on the contract number from listed contracts.
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4. The Contract number will now appear in the field.
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[bookmark: _Ref339374912]Specify Account for Purchase

5. Click Change button.
[image: ]5

6. Enter an amount in the Quantity field.6
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7. Use TAB key to move between fields when entering the account code.
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8. Enter an item description in the Vendor Note field and press Save (Update Order).

[bookmark: _Toc442953383]Adding Additional Line Items

1. Press Catalog button.
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2. Select from main categories and sub-categories.
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Note: You can only select categories that are valid for the current Vendor.



3. Enter an amount into the Quantity Field for the existing vendor you are purchasing from.
4. Press the Add button. 
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5. The additional line item will now be listed in the order.
6. Press Change button that corresponds to the new line item to change the account number as show in step 6 in previous section (3.1.2 Specify Account for Purchase).
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[bookmark: _Toc442953384]Saving and Completing Order
At this point you can do the following:
1. Save the order and complete it at another time.
2. Submit the order using the Check Out button.
3. Add more items to the order by pressing the Catalog button.
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[bookmark: _Toc442953385]Resuming Saved Order

1. If the order has been saved (option 1 above) it can be resumed using the Check Order tab.1
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2. Select the order from the list by clicking on the order number.
[image: ]2


3. Click Change button.
[image: ]3


To submit the order, follow the steps on the next page.

[bookmark: _Toc442953386]Submitting an Order

1. Once all mandatory fields have been entered and compliance rules have been met, press the Check Out button to submit the order.
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2. Scroll down to Submit Order As Is button and press it to place the order.
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You will now be directed to the Final Review of Your Order screen as seen below.
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You will see confirmation that your order has been placed.
[image: ]
[bookmark: _Toc442953387]Placing Blanket Orders
Blanket orders are orders where spending approval has been obtained for an estimated, larger or yearly amount. Multiple or periodic invoices will be deducted from this approved amount.

These orders should be raised in the usual way as outlined in this document. The only exception is that they should be raised with the total amounts in the quantity field and the unit price set as $1. Refer to example below.
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[bookmark: _Toc442953388]Checking Order Status
1. Click either the Check Order tab or icon.
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Order status values are as follows:
[image: ] Order is approved and PO emailed/faxed to supplier.
[image: ] Order is saved but incomplete.
[image: ] Order is rejected by Approver.
[image: ] Order is waiting for approval.
[bookmark: _Toc442953389]Check Order By Status
1. Change status to “Waiting for Approval” and press Get button.
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[bookmark: _Toc442953390]Displaying Order History
1. Click History to display the order history.1
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[bookmark: _Toc442953391]Display Order WF Notes
1. Click WF notes to display notes and attachments for the order.
2. Click the note to view the note details
3. Click the filename to view the attachment
[image: ]1
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[bookmark: _Toc339541723]

[bookmark: _Toc442953392]Duplicating an Existing Order

1. Press Check Order tab.
1
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2. Click on the order number.
3. Press the Create button to create an order based on this one.
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4. Fill in the order details and submit the order as documented in Section 3.5.

[bookmark: _Toc442953393]Appendix A: Sample Email Forms 
Greater Dandenong City Council has several Procurement Portal email templates to inform users of batch routed items and assist in deciding upon the urgency of requested actions.
Email templates are:
	Template
	Addresses

	RQ/Order Waiting for Approval
	Email to Approver

	RQ 99999 Rejected
	Email to Requisitioner when order is rejected

	RQ Approval Reminder
	Email reminder to approver from escalation agent

	RQ Escalation Email Alert
	Email to Approver when order is escalated

	City of Greater Dandenong PO Number: XXXXX-XXX
	Email to Supplier/Requistioner with PO document attached 



Some of the ECM email templates to inform users of batch routed items and assist in deciding upon the urgency of requested actions are:
	Template
	Addresses

	VOUCHER Requires Approval
	Email from AP to Requisitioner/Approver

	VOUCHER Rejected
	Email from Requisitioner/Approver when voucher is rejected

	VOUCHER Approval Reminder
	Email reminder from escalation agent

	VOUCHER Escalation Alert
	Email to Approver when voucher is escalated



Sample email generated by ECM
[image: ]


[bookmark: _Toc442953394]Appendix B: Process Flow
The Procurement Portal & Invoice Approval process flows:




[bookmark: _Toc442953395]Appendix C: Procurement Guidelines
‘Procurement Guidelines’ are conditional logic defined in the Compliance Rules table.  It checks that certain information has been entered based on the total dollar value of the requisition.  The compliance rules indicate options for proof of bidding, i.e. number of quotes or type of quote (notes or attachments).  If an order above a prescribed amount has to be submitted for approval, it is routed to the procurement team for review before routing to the delegated approver. 
Dual approval is compulsory regardless of requisitioner’s approval limit.  
The following Order/Compliance Rules have been set up:
	Requisitioner Level
	Approval Limit

	Requisitioner or Procurement Officer 
	$0



	Approval Level
	Approval Limit

	User defined hierarchy  
	User defined in the approval table 

	
	



For more details on the procurement guidelines see:
Procurement policy dated June 2014 (2014 Final Procurement Policy (A1962481).docx)


[bookmark: _Toc442953396]Appendix D: Search Filters
The following filters are available:
	Filter
	Result

	All Words
	Retrieves descriptions containing all words in your search criteria.
e.g. If you enter ‘computer accessories’ will retrieve any description containing both words such as ‘computer servers, printers, accessories’

	Any words
	Retrieves descriptions containing any word in your search criteria.
e.g. If you enter ‘computer accessories’ will retrieve any description containing either word such as ‘computer servers, printers, accessories’ and ‘cables, accessories and routers’

	Phrase
	Retrieves descriptions containing exactly what you have written in your search criteria. e.g. If you enter ‘computer accessories’ will retrieve any description containing that phrase such as ‘computer servers, printers, computer accessories’



To search select a filter, enter search criteria and click Search
[image: ]


[bookmark: _Toc442953397]Appendix E: Advanced Search
Enables you to search by Description, Vendor or Item Number
Click Advanced under Search on the Express Menu > > 
Enter search criteria “Alpha Sort” and click [image: ]
Enter search criteria “Item ID” and click [image: ]
System displays screen listing items and vendors that meet your search criteria.
Add item(s) to an order as per 3.1 Add Item to Order

Express Search Fields

Vendor
Enter search criteria in Search > Vendor and click [image: ] to search.
You can select a vendor to raise a requisition.
Click View Detail to view supplier details: name, address & contact. 
Click Vendor_Name to view products supplied by the vendor.


Category
Enter search criteria Category under Search and click [image: ] to search
If Vendor cannot be found in search results you may need to contact the Finance Department to setup the vendor on the system


[bookmark: _Toc442953398]Appendix F: Adding Quotes to an Order

Press the Add Attachments button and from the menu that appears below browse the attachments.  Press Attach button to attach files and press Complete button when finished.
[image: ]
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3. Please review the items in your order.

Quancity  Teem

STATIONERY
Brice:  10.00 Zach
Item I: L-i216

Vendor: STAPLES AUSTRALIA ETY LTD
Sxternal Refersnce: C-1235

150.00
C13les
136,36

4. That's all there is to it!
I you like what you see, then press the Submit Order button.

Your order will be submitted for spproval.
I you vould like to make s change to yous ordex,

<chen press the
Change Order butten.
This is your final opportunity to make a change to your order.

Submit Order As s Change order
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When you are satified that your order is complte, select Submit Order. You can not modify
your order once it has been submited, akough you can chec the status of your order at any

time.

Order ID:

1. Please review the basic order information.

Ordsr I L ... . .
Project . . . . . .. Gerard Vellin
Dace Required . . . . On 08/02/201€

(Mote: the following valuss cannot be modifisd by you)
Requisicioner . . . . CC5 - Claude Curelea
Company - - - - - - - 001 - Cicy of Greater Dandenong

2. Please review the billing and shi

ing information.

Bill To:

PO BOX 200
DANDENONG, VIC 3175

Ship To:

225 LONSDALE STREET
DANDENONG, VIC 3175
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ip: This i a summary view of the order you sefected. To modify the order, lick on the change button. To see.
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OrderID: 000243 Requisitioner: Clauds Curelea Order Date: 08102/2016
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1 items. Showin Excel
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1»

VEMAIL

Enail Message from CGD Computron Expense Cycle Management
Voucher Review/Approval Required

14 January 2016

This voucher has been routed to your queue for your review. Please access your user
queue, review this voucher and indicate your review decision

Company : eo1
Vendor ID : HAB0O3 HA FENCING
Voucher Humber: 000487681

Invoice # 0438,

Invoice Date : 14/16/15

Invoice Amt 30.00

Invoice Ref : TEST

PO Humber

Sched Pay Date: 14/10/15

You can review this voucher at this url
http://finsvrs.cgd.vic.gov.au/g2 L

**x NOTE! This email is automatically generated. Please do not reply. ***
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File Attachments...

To attach a e, please follow the steps below.

1. Press the browse button to select a fil.

CAUsers\ccurel\Documents\Quote 2docx | Browse..

2. Press the Attach button to attach the above fle. Wait for the file to show up in the fist

Attach

3. To attach multiple files, repeat steps 1 and 2.

4. When finished, press the Complete button.

Complete

List of Attached Files...
File Name Size (Bytes)
C:Users\ceurel Documents\Quote 1.docx. 9,908
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