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When a requisition needs to have the buyer assigned.

I Login I [:>
Navigate to ePro Home
Page

Go to Manage Requisitions‘ [:>

Go to Assign Buyer page

Display Requisitions
without Assigned Buyers
Select Procurement
Method and Buyer

Save Buyer Assignments ‘ [:>

10f 10

1. Login into the PeopleSoft eProcurement ver.8 system and prepare to
select a buyer for a specific requisition.

2. Follow the navigation into ePro8

3. Select Manage Requisitions from the menu selections available.

4. Access the Assign Buyer page at the bottom of the Manage Requisitions

page.

5. Display requisitions without assigned buyers.

(Add criteria to reduce the number of unassigned requisitions displayed.)

6. Select a Procurement Method (Regular PO or PCard) and Buyer.

7. Save procurement methods and buyers.




How do | assign a Buyer?

Step 1: Login
Launch Internet Explorer (IE)

Press OK and YES for the two security pop-ups.

Enter the password

vV V V VYV V VY

Press the “Sign In” box

Microsoft Internet Explorer

J Eile Edt “iew Favortes Tools Help

)
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Enter eProcurement by typing epro and pressing the Enter key in IE’s Address area.

Enter the login name (User ID) in UPPERCASE only

User ID:

5 =
.+ D Al A = B4
Back Fenward Stop Refresh  Home Search Favorites  History Print Discuss
JAgdress I@ hitps: #fstargate. bl gov: 8443 zervletsdiclientserlet/E PROVALS Pomd=login j & Go |J Links &]EPRO8WAL Signin  &] EPROBDEY Signin >
1 English Espafinl Erangais

ltaliana Deutsch Frangais du Canada
B*iE Porugués  hederlands
EHHIT guensks

IJJ BETTEM
Password: I\

@ 2000 FeopleSoft Incorporated. All rights resenved
l4 . e

CUSTOMERS - EMPLOYEES -SUPPLIERS

People power the intemet. W
[ |

’_ E | Irtemet o
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Step 2: Navigate to ePro Home Page

eProcurement
eProcurement Home
Start

&8 4 4 3

eProcurement Home

3 New Req Entry - Microsoft Intemnet Explorer [_[a]x]
| Fle Edi View Favoies Took Help |

. ="
s D W a G| B & 5 o, K
Back Farand Stop Refresh Home Search Favarites Histary Mail Size Print Edit Meszenger
| Addiess [ hitp: stargate IbLaov:B080/ servlets iclientser et/ EPR ODEV, Tomd=startt = @6 |j Links *

Harme = eProcurement = ePracurement Home = Start

Y
& Email Requisition {a Start eProcurement Home
@ eFrocurement Home

£} Home = Drklis S sign Out

& [ |4 intemet
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Step 3: Go To Manage Requisitions

= Click on Manage Requisitions
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@ eProcurement Home - Microsoft Internet Explorer

; ] ) )
File Edit View Favorites Tools Help @ = d \ﬂ @ -.'_lj

»

: Address |@ http:ffeprosrvd. bl gov: 8000/ servietsficlientser vlet [EPROBOR Femd=st art

EBE

ENET)
@ »
links @] *

=

@ Home =

ieProcurement Homepage for: Speros,John P

reate Requisition
Creste a new requisition by browsing or
searching company and external
catalogs

Manage Requisition
Review existing requisitions,

Ity Profile
it, viewn Modify information about yourself and

your personal preferences

0 Internet
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Step 4: Go To the Assign Buyer Page

» Click on the Assign Buyer link
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@Manage - Microsoft Internet Explo\r

=Bk

File  Edit ‘“iew Favorites Tools Help

Q-0 MR ® A

i Address |€| http:,l’,l’eprosrvd.Ib\.gov:SDDD,I’servIets,iic}rintservlet,l’EPROEOX;’?cmd=start&

ObE

w @@

Links &) eProPRD [EILBNL &) Google il

=

Home = eProcurement = Main Menu = Use = Manage

Manage Requisitions for: Speros,John\P

[Search and Sort Requisitions

Req Hame:

Sort By: | Requisition Date

Status: Reqghester:

Sort:| Descendiv| Entered\By: MKCOWGER

r. Re-0pen

Mattersan,Sheri A

Date From: | 09/01/2003 @ Date Through: 10/01/2003 @ B
Legend
D cycke # Edt @ Wiorkflow <& submit HKcancel
PC PC
Req. Name Date Status Buyer Ordd  Status
0000706418 100172003 Approved  Cowger,Maureen
Freerman-

0000706417 10/0162003 Approved Matterson Sherl A
0000706416 10/01/2003 Approved | 1eeman-

information on the details page.

gProcurement Home  pew Req nguire Change Request Inguire Receipts

1< 1)

al

al

ptal

5,000,080 v

1,000.00

4,899.09 1)

Use this page to review the status of your Requisitions, Edit'Cancel Requisitions, make a
0 Request Receive a PO, ar Return an ltemn to the Wendor. Ta see the details of a specific ReqNsition just
click on the Requisition Mame link. If a PO has been created for a Requisition you can view the

Reg Repgrt Assign Buyer

QJ cowgerMaureen K

Egchange

Range

% Help

Mew Window i

PO

B Receive ¥ Return

First (4] [ Last

Requester Entered By

b'4 Cowger,Maureen Cowger,Maureen
K K

b4 CowgerMaureen Cowger,Maureen
K K

x Cowger Maureen Cowger,Maurean
K K

0 L

FrardScreen

| (2]

:E:I Cane

0 Inkernet

50f 10

A
Il



How do | assign a Buyer?

Step

5:

The Status will default to “A” for “Approved Requisitions”.

)
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Display Requisitions without Assigned Buyers

To narrow the list of requisitions displayed, enter any Selection Criteria for the requisition you want to see such as

Requisition ID, Requester, Category ID, Vendor ID, and Default Buyer. You can also specify how requisitions will be
sorted using the Sort Criteria. (Normally you can ignore these and just press “Search.”)

Click the “Search” button.
Requisitions matching your criteria will be displayed in the fields.

/
/

-
@ Buyer Assignment - Microsoft Internet Explorer E]@
E : E \ A A 2y N OB . : @ .| My
: File Edit Wiew Favorites Tools  Help @ > ) |ﬂ Iﬂ ,lj p: ) B 6‘3 [.._:\ - ﬂ = ag
: Address ‘@ http:/feprasrvd. bl govia000)serviets icientserviet EPROBOS omd=start M Elco :ifiks @ ePro PRD m LBNL ] Googls @ Customize Links L

Home = eProcurement = Main Menu » Use = Buyer Assignment

{" Assign Buyer
b @l a Q a
Status: Requisition ID: Requester: Category ID: Vendor ID:

> Sign Qut

New Wind o #

ym

First [ 101 [¥] Last

Wiew All

N L[ [ o] | « Qloeme]| | |
A
Bsave) &y
al 1l | B
@ Done # Internet
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Step 6: Procurement Method and Buyer

» Check “Use PC” for requisitions that should be ordered using a PCard. Here are reasons to Use PC:

The requisition preparer’s suggested using a PCard, as indicated by “Ask PC” being checked.

The total amount of all requisition lines is less than or equal to $5,000.

The item is not on the restricted item list

The vendor will only accept PCard orders (not regular POs).
» To choose a buyer, click on the Magnifying Glass button to display the “Buyer Selection”

€] Buyer Assigniment - Microsoft Internet Explorer / g@
I A ! 3 \ A = I e 3 @ -| My
File Edit W¥iew Favorites Tools Help e < \_/J \ﬂ @ _ﬂ s “L\g‘ 'e @ [‘,-_-:-_\ - (=] < I "'
: Address |@ http:ffeprosred. bl.gov: 8000/ servietsjiclentserviet/ EPROECX Femd=start & Iil Go % Links @ ePro PRD LEML Q Google @ Customize Links ke
€@ Home S Sign Out

Haorme = eProcuremment = Wain Menu = Use = Buyer Assignment ey Window iad
{ Aszsian Buyer

A QY 4 =y 4

Status: Requisition ID: Requester: Category ID: Yendor ID

Search

=Y, Q)
Manage Fequisitions 3
view Al First [ 1303
Req ID Line Ext. Price Ask PC Use PC Buyer ECard Buyer Details |CatID Vendor Requester Org Code
110000706412 1345955532000 L] ( ﬂ ) Detailsl EEQIP Speras,John P CFPO
N\ re

210000706411 1 5500.00000 g Detailsl JAMTR Speras,John P CFPO

310000706411 2 3000000 Detailsl MISC Speras,John P CFPO
(& save EiM
< Im | [L]

Done O Internet
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Select a Buyer for the Requisition

» Click on the “Lookup” button

» Click on the desired Buyer from the list (based on Category ID, amount, buyer specialty, buyer workload, and
requester’s division).

€] Buyer Assignment - Microsoft Internet Explorer E]@
: 3 B
File Edit ‘Wiew Faworites Tools  Help e - @ I ""

| Address |@h| http:,I',l'eprosrvcl.IbI.gov:SDDU,I'servlets,l'iclientservlet[V] Go  ilinks *

-

- 0
wereeer] i
el

@ Home (2 Worklist® Help &

Home = gProcurement = Main Menu = Use = Buyer Assignment Mewve 'Window

Lookup PCard Buyer

Approval User Id:

Advanced Lookup

Search Results

1-10 of 10
CLEATOM Eaton,Caral L cichallborng@lbl.ooy
CRDAVIS Davis,Denise R cfchallborng@ibl.gow
JIBETTEM Bettencourt,James J JJBettencourt@ibl.goy
JEMEHEERM MehrenJohn R cichallborng@ibl.ooy
LACORDOY Coardava,Lisa A cfchallbarngglbl.gow
LEGIBSOM Gibgon,Larenza E cfchallborngibl.oow
ECOWGER CowgerMaureen k cichallborng@lbl.ooy
EMBALL Ball,Ronald M cfchallborng@ibl.gow
SAFREEA Freeman-mMatterson, Sheri A cichallborngglblogoy
SGISSER Gisser,Susan cichallborng@ibl.ooy

@j 4 Internet
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Buyer is displayed

How do | assign a Buyer?

» The selected buyer(s) are displayed.
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€] Buyer Assignment - Microsoft Internet Explorer [._”E]m
P . " § % A ( . 3 | — .
: File Edit Wiew Favorites Tools  Help @ = -_d @ @ {_lj p ‘}/\{‘ e @ [Z_{ - @ = - @ i "'
i Address @ http:ffeprosred. bl gov:8000) servietsficlientservlet [EPROBOX Pemd=start & M Go : Links @ ePro PRD LEML @ Google @ Customize Links ket
cereed] i
m\n\
& Home
Home = gProcurement = hain Menu = Use = Buyer Assignment e Win d o [ﬂ
{ Assign Buyer )
A |l < Q) Q)
Status: Requisition ID: Requester: Category ID: Vendor ID:
i Search
Q) Y
Manage Requisitions L
Req ID Line Ext. Price Ask PC Use PC Buyer PCard Buyer Details |CatID Vendor Requester Org Code
1/0000706412 1]3458555.32000 O CLEATON ey DetaiISI EEQIF SperosJohn P CFPO
2|0000706411 1 5500.00000 LACORDOY 1 DetaiISI JANTR SperosJohn P CFPO
30000706411 2 30.00000 LACORDOV Detailsl MISC SperosJohn P CFPO
Hy]
[il i | [l]
@ 8 Internet
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Step 7: Save Buyer Assignments

> Click the Save button at the bottom of the page to save the buyer assignments.

@ Buyer Assignment - Microsoft Internet Explorer g@
P i . : - A ol > Y T B3l § @ .| Mgy
File |[Edt VYiew Favorites Tools Help e </ \ﬂ @ - f lj po ) :\'/\Y‘ e €‘3 ['-_-;-_\ - W e g
: Addresd |€| http:/feprosrvd.|bl.gov: S000) serviets/icientserviet [EPROBOR) Pemd=start g M Go : Links @ ePro PRD LEML Q Google @ Customize Links 2

=~y

[llli\llt

Ccarcie Lac

@ Home 2 Worklist S Sign Qut

Home = eProcurement = Main Menu = Use = Buyer Assignment Plewy Windov ad
{ Assign Buyer

A &l Ql QJ QJ

Statys: Requisition ID: Requester: Category ID: Vendor ID:

3 [P] Last 1
Req ID Line Ext. Price Ask PC Use PC Buyer PCard Buyer Details |Cat ID Wend Request: 0Org Code

110000706412 1345955532000 O CLEATOM g DetailSl EEQIF Speros,John P CFRPO

20000706411 1 A500.00000 LACORDOV S}_E DetailSl JAMTR Speros,John P CFRPO

30000706411 2 30.00000 LACORDOY Detailsl MISC Speros,John P CFRO
|V

< (B save EM
I | (2]

&] ® Internet

» After the Save button is pressed,

= Requisitions with “Use PC” unchecked and a buyer on the left side will be sent to FMS to through the
“Backbone Interlink” to become a regular PO.

= Requisitions with “Use PC” checked and a buyer entered on the right side will be sent to the buyer’s “PCard
Screen.”

= Requisitions without a buyer will continue to show up on the Assign Buyer screen.
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