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COMPUTRON G2 

PROCUREMENT PORTAL AND
ECM EXEC USER GUIDE
Approving Purchase Orders



[bookmark: _Toc442960027]Approving an Order
1. Click on the link inside the “Order Waiting for Approval” email. 
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2. At the Computron G2 Main Menu, click on Procurement Portal.

[image: ]2



3. Click either the “Approve Order” tab or the main screen icon and the system will list all orders awaiting approval. 
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4. Click on the order number to see order details.
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Note: You can click the Home [image: ] button anytime to return to this screen.


5. Click the Approve button to approve the order.
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A message will confirm order approval and email notification will be sent to the requisitioner.

[bookmark: _Toc442960028]Decline Order
1. Click on the order number to see order details.
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2. Press the Decline button.
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[bookmark: _GoBack]
3. Provide reason for declining order (mandatory). Press Save Note button.
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You will see a message confirming that the order has been declined and the requisitioner will be sent email notification that order has been declined.
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Enatl Message fron Procurement Portal
ORDER REVIEW REQUIRED

o8 3anuary 2016

RQ umber ¢ 0a0044
order Date : e8/01/16
Date Required : 88/01/16
Total Ex-GsT : 1000.00

GST Amount : 100.00-
Type/Contracts: C-TEST 16/17
Comment

Requisitionsn : Computron User

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

You can review this order at this url
ntto://finsues .cq.vic . gov.au/g2

#exes SYSTEN GENERATED EHATL - PLEASE 0O HOT REPLY TO THIS EMAIL
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 Orders Awaiting Approval

ip: Below is a st of orders awating approval. You may Approve or Decline an order by clcking
the appropriate Action. You may view an order by cicking on the isted Order ID. This wil ake
You to the View Order screen, isting the tems comprising the selected order.

isplay orders starting with Company/OrderiD: || ]wcett

items st a time. You are viewing items 1 through 10 of 10 (so far). Show in Excel

Net  GST Order Date

CompiD OrderiD Amount Amount Type ContractNo Ovner Date  Required Status
001 000160 2295 2301 NICK KOUTZAS  05/02/2016 04/02/2016 |Waiting for Approvall
001 000167 13,636.36 -1,363.64 2 RALPH NEUENFELD 04/02/2016 04/02/2016 |Waiting for Approva|
001 000168 1545455 154545 2 RALPH NEUENFELD 04/02/2016 04/02/2016 |Waiting for Approval|
001 000170 18,181.82-1818.18 2 RALPH NEUENFELD 04/02/2016 04/02/2016 |Waiting for Approval|
001 000184 2244 2241 NICK KOUTZAS  08/02/2016 05/02/2016 |Waiting for Approvall
001 000189 2295 2301 NICK KOUTZAS  05/02/2016 04/02/2016 |Waiting for Approvall
001 000194 091 0091 NICK KOUTZAS  05/02/2016 05/02/2016 |Waiting for Approvall
001 000204 454545 454551 Computron User  05/02/2016 05/02/2016 |Waiting for Approvall

001 000205 454545 -454.551 Computron User  05/02/2016 05/02/2016 |Waiting for Approvall

PONotes W Notes

Do D DD m
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[ Check Order |

ip: This i a summary view of the order you sefected. To modify the order, lick on the change button. To see.
other detas regarding this order please cick on the e button.

OrderID: 000160 Requisitioner: NICK KOUTZAS. Order Date: 0502/2016
Totak: 22.95 Status: Waiting for Approval  Date Required: 04/02/2015

1 items. Showin Excel

ay ttem Vendor Contract Extended Amount PO Notes
1. 1  DATACABLING SERVICES DRAGER 1 2525 £
L1004 2525 0NLY

0109012002160 2295

Total Goods &Services 2525
Tax 230
Total 2295

Return | “Approve | ‘Decline |
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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.
other detas regarding this order please cick on the e button.

OrderID: 000160 Requisitioner: NICK KOUTZAS. Order Date: 0502/2016
Totak: 22.95 Status: Waiting for Approval  Date Required: 04/02/2015

1 items. Showin Excel

ay ttem Vendor Contract Extended Amount PO Notes
1. 1  DATACABLING SERVICES DRAGER 1 2525 £
L1004 2525 0NLY

0109012002160 2295

Total Goods &Services 2525
Tax 230
Total 2295

Return | “Approve | ‘Decline |
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= Add Note to Order

ip: Type a note i the space below. Press the Save lote button t attach the note tothis order. Press the Cancel
buton to return wihout aftaching the note.

Order ID: 000160

We will not be purchasing at cthis time.|
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