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Introduction





	While Requisitioning is the first step in acquiring a product or service for a business, Purchasing is the means by which the product or service is acquired in the most efficient way to achieve the requisitioner’s—and the business’—goals.





	A good Purchasing system allows Purchasing personnel simply to achieve the goals; a great Purchasing system allows them to save time while doing it.





	Seacat  Systems’ Purchasing function, like its other financial functions, encompasses many ancillary tasks. A list of these tasks might include:


Pricing 


Bidding 


Verifying items to be purchased 


Correcting distribution information 


Directing item handling 


Managing contracts 


Managing cash 


Tracking


Mediating.








Overview





	This paper addresses the Seacat Purchasing System as a procurement management process that relies on the help of modules like Bid and Receiving (discussed in separate papers). It reviews Purchasing as two stand-alone modules:





Pre-Purchase Order (Pre-PO) module (a front-end process), which includes all functions up to the point of creating a Purchase Order





Purchasing system (a back-end process), which creates the Purchase Order, and sends it to the vendor. 





	This split in functionality allows the Seacat system to provide an on-line interface to legacy financial systems, while providing our clients with a migration path to a client/server environment.








Pre-PO Module 


(Front End Purchasing)





	Once a requisition has been approved, it is automatically copied (so that it always appears in its original form) into the system’s Pre-PO Module. The Pre-PO is then assigned to a buyer for processing and appears in that buyers work list. Buyers can be assigned by criteria such as: vendor, department, or commodity.





	When a buyer signs on, the system displays all incomplete Pre-POs for that buyer. Buyers may reassign any Pre-PO to another buyer, or to an assistant.





	Buyers may also set other options, such as how often the list is automatically refreshed, and the number of days required for a standard Purchase Order to be completed. 





	If a Purchase Order is required faster than the standard processing time, an option flags the delivery date on the list in red, alerting the buyer to the requisitioner’s special requirements. Visual clues such as these alert buyers to requisitioner’s special requirements.





	Purchase Order numbers can be assigned to requisitions that have not yet been through the Pre-PO process. These requisitions are usually for services such as repairs, for which Purchase Order numbers must be provided at the time of service.





	Supervisory control is maintained by allowing supervisors with sufficient authority to access all Pre-POs being processed, or a specific buyer’s entire list





	Opening the ‘Edit’  window retrieves the requisition header and detail line information (in Purchase Order format), any comments directed to Purchasing, and all approval comments. Buyers also have the option to enter comments to print or not to print on the Purchase Order.





	Pre-POs are composed of headers and detail lines. Headers contain processing information that applies to the entire Purchase Order:


Acknowledgment required flag


Discounts 


Tax


Freight 


FOB point 


Blanket expirations.


	Detail lines contain item-specific information on such things as:


Discounts 


Taxes


Receipt options.


	It may be necessary to send a single detail line or the entire Pre-PO to vendors for bidding. This can be accomplished by selecting the items to be bid, and invoking our bid module.








Merging and splitting





	If the items on the requisition require more than one vendor, the buyer must ‘Split’ the requisition creating two or more Purchase Orders. It may also be desirable to ‘Merge’ several one or two line Pre-POs going to the same vendor. Both ‘Split’ and ‘Merge’ are standard Windows “Drag and Drop” functions.





Split and merge example: 


	To “Split” a six line Pre-PO into two, three Pre-POs,  the Pre-PO is opened and the “Split” function selected. The system generates two new Pre-PO headers.





	The original Pre-PO is then ‘Split’ by  highlighting the appropriate lines and dragging and dropping them on the first new header. The remaining lines


are then selected  and dropped on the second new header. 





	Likewise , to ‘Merge’ three Pre-POs into one, the Pre-PO to ‘Merge’ to is opened and the merge function selected. The two Pre-POs to be ‘Merged’ are selected dragged and  dropped on the Pre-PO being merged to. 





	The resulting Pre-POs can then be edited after ‘Splitting’ and ‘Merging’.


Edits


	


	It is important that appropriate edits be performed whenever the database is updated. Edits, such as pricing-tolerance checks on detail lines, ensure the buyer does not unknowingly change the pricing beyond system defined tolerances. Exceeding these tolerances may be a reason for requiring re-approval of the original requisition. 





	Editing further ensures data integrity and compliance with a client’s business rules.








Interfacing





	Once a Pre-PO is finished, it is ready for on-line interfacing to the mainframe legacy system.





	Buyers interface by selecting Pre-POs from the buyer’s work list and clicking the interface button. Purchase Order numbers are automatically generated and the Purchase Orders interfaced to the legacy system. 








Purchasing System


(Back End Process)





	Seacat System’s stand-alone Purchasing System includes all of the above functionality with the exception of interfacing.





	Instead of interfacing to a legacy system, the new Purchase Order is posted and transmitted directly to the vendor. This transmission may be in the form of printing the Purchase Order and mailing it, faxing 











from the system’s fax module, or electronically through our EDI module (described in Seacat Group’s EDI white paper).





	If required, the system also produces General Ledger entries for accrual or encumbrance accounting.





	The Purchase Order remains open awaiting item delivery, as described in the Receiving white paper. 





	Additionally, the system provides the ability, through the Requisition and Purchase Order processes, to create change orders and blanket releases against existing Purchase Orders.





	When Purchase Order items come in they are received, logged, delivered, and accepted. Following the process a voucher is created and the Purchase Order lines closed.





	When all lines on a Purchase Order are closed, the entire Purchase Order is closed.





	Inactive Purchase Orders and requisitions can be archived to Active History after an appropriate time. Active History is an on-line database and can be queried as needed, but not modified. Modification of something sent to history requires moving it back to the active database.





	Finally, after a specified time, all items may be purged off-line to Archive.    
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