CERTIFICATION OF SERVIC



Dear User,

this manual explains the use of Purchasing service through electronic
catalog and online transaction as Manager.

We kindly suggest you take few minutes to read it in order to take full
advantage of the Service.

For the workflow, see the Service Portal.
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Overview

0 The approver logs on the Portal Service to process the shopping baskets created by
the requesters.

Q Every shopping basket has to be approved.

U The system creates an approval message and, through a workflow, sends it in the
approver Inbox.

0 The Inbox contains Shopping Baskets to approve (completely or partially)

Q In the case of partial approval, the shopping basket goes back to the requester that
can:

- accept rejected items;

- change the shopping basket

In the first case the purchase order is created automatically, in the second case the
shopping basket is sent again to the approver for validation.




First page
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W Inbox t “ou can approve or reject shopping cartz and read vour e-mailz relating to the procurement transaction
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On the first page there are listed system messages.
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Modify personal settings

Haome | Setting | Logoff
e-Procurement
Change Settings

handatory Data -
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Change Perzonal Settings
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The user also has the possibility to change some parameters of his User ID (e-mail
address, phone number, ..).

Proceed in the following manner:
0 Select under the menu Personal Settings the voice Change Personal Settings

0 Choose one of the folders (Mandatory Data or Address Data).




Modify personal settings

Horme: | Settinog | Log off

e-Procurement
Change Settings

Mandztary Data -

hange Peraonal Seftings

RICHO1 UK testitest test

The first folder Mandatory Data allows to change data such as your name, surname and e-
mail address. These three data are compulsory!
UPush to confirm changes

WPush Reset to return to the initial data




Modify personal settings

Hoine | =etinig | Lo off

e-Frocurament
Change Settings

_ Address Data

hange Perzonal Settings

DO MM |
123456789 -

Inside the folder Address Data it is possible to change some parameters associated to

the User ID which are not compulsory.

QpPush L=&2] to confirm changes
QPush to return to the initial data




Check Inbox
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s - 3 Workflow Entries.jn Inbox
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Select Messagés from the menu in the left side of the page or in the central section of the

first page (visible only if there are some messages).



Shopping basket approval

i — T
m e-Procurement Home Setiings ‘_a\ﬁj&'_g %:‘ T L

ani
4 Approval
- nbox -
Messages
* Personal settings Here you can approvelreject shopping carts, confirmations of goods receipts, and so on.
Chnge s " Select Edit' to display details

Action
. Shopping Basket Approval 01.03.2011 Q‘o Qo=

To view Shopping Basket Details , push the descriptic;n or the icon Q

To approve immediately and completely the shooping basket, push the icon 2
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Shopping Basket partial approval

I Items in Shopping Cart I

To change item details (as=sets and cost azsignment), select the link below or select q

Approved Rejected Good / Service Dezcription Category Required on Quantity Price [ Limit Cost Az=ignment Action

@ O Canceleria 1 26.02.2011 10 8T 4,00 EUR Per 1 5T Cost Center BR100 & 1l

O " @ Cancelieria 6 26.02.2011 10 5T 7,00 EUR Per 1 5T Cost Center BR100 Q ﬂ
Total Value (Net) : 110,00 EUR

I Additional Specifications

Name of Shopping Cart RICHO1 24.02.201 :1'4§:39 *
Notes for Approval *. [ Add Notd)
- 3

Approval Preview

To approve an item, tick in the ‘App"i‘q‘ved field
To reject an item, _tick in the Rejecte&"field.
After that push |_Save

The system creates a reject message in the requester Inbox The requester has to change
the Shopping Basket and to send again for approval.

]

i A
Ol

11



Shopping basket details

I Items in Shopping Cart I

To change item detailz (assets and cost azsignment), select the link below or select Q

Approved Rejected Good / Service Dezcription Category Required on Quantity Price / Limit Cost Azzignment Action
@ O Cancelleria 1 26.02.2011 10 5T 4,00 EUR Per 1 5T Cost Center BRI00 Q Q
() @ Cancelleria 6 26.02.2011 10/ ST 7,00 EUR Per 1 5T Cost Center BR100 Q, ﬂ
Total Value (Net) : 110,00 EUR
.
K
.
.
I Additional Specifications .
0'.
.
Name of Shopping Cart RICHO1 24.02.2011 15:39 '.'
.
.
.
Note= for Approval .
.
Approval Preview K
t..
.
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Shopping basket details

Every folder contains item data.

Click . to open window and .to close window.

I ltems in Shopping Cart

To change item details (; t= and cost assi -seledlhei‘l(helnwnrseledQ
@® O Cancelleria 1 26.02.2011 10||sT 4,00 [EUR Per 1 ST Cost Center BR100 &
(i) @ Canceleria 6 26.02.2011 10/ST 7,00 EUR Per 18T Cost Center BR100 Q a
Total Value (Net) : 40,00 EUR

Collapse Area




Exit e-Procurement

*¥ou can approve or reject shopping carts and read your e-mails relating to the procurement transaction
ou have

- 5 Workflow Entries in Inbox

- 0 Unread Documents in Inbox

To exit e-Procurement it is necessary to:

O Push the button Logoff
O Do not close pushing !!

.




Useful informations

For information and support please call the e-Business Service’s Contact Center
available both by telephone and via e- mail.

Please find our support contact details and working times on the
Service portal.




Copyright e trademark

The contents of this manual is for informational purposes only and for private consultation.

It 'may not be reproduced for commercial purposes.

For Copyright and Trademark see the Service Portal.




