
v7 Course Overview

Process Flow and Tutorials
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General Conventions

• Logging in
• Layout & Navigation
• Conventions / Data Entry
• Getting Help
• Inbox Management
• Personal Settings
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Receiving

Shopping

Supplier PO Acceptance

Shopping 

• Searching Catalogs
• Using the Shopping Cart
• Order Guide Management
• Generating Purchase Orders
• Generating Requisitions
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Supplier PO Acceptance

Requisitions

• Editing Requisitions (REQ’s)
• Manually Creating REQ’s
• Adding Non-Catalog Items
• Routing REQ’s for Approval
• Adding Notes and Attachments
• Generating PO’s from a REQ
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Reporting

Approvals

• Approve/Disapprove Purchases
• Multi-Level Approvals
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Purchase Orders

• Manually Creating PO’s
• Editing Purchase Orders (PO’s)
• Adding Notes & Attachments
• Adding Non-Catalog Items
• Adding a Supplier on the Fly
• Proxy Suppliers
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Approvals 

• Approve/Disapprove Purchases
• Multi-Level Approvals
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Supplier PO Acceptance

• Supplier PO Acceptance
• Review & Print Purchase 

Orders
• Accept / Reject Purchase 

Orders
• Supplier Reporting 
• Notes and Attachments
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Receiving

• Receiving Items 
• Record Variances
• Report on Variances
• Reconcile PO’s to Invoices
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Supplier PO Acceptance

Buyer Side Reporting

• Basic Reporting Operations 
• Purchase Activity
• Receiving Activity
• User Activity
• Supplier Activity
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Catalog Management

• Updating Catalog Content 
• Adding New Products
• Updating Prices
• Discontinuing Products
• Reviewing Your Catalog Content Online



© 2002 Birch Street Systems13

4

8

75
4
3

1

Approval

Purchase Orders

Approval

Requisitions

Main Tutorials

General Conventions

B
u

ye
r

Su
pp

lie
r

6

2

Receiving

Reporting

Shopping

Supplier PO Acceptance

9 Catalog Management

Click on the number 
beside the name to 
launch the corresponding 
tutorial

Click on the number 
beside the name to 
launch the corresponding 
tutorial


