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1. Procuman Software

Procuman Software is based on open source EspoCRM no-code platform and it has
been configured to support wide range of procurement management processes.
EspoCRM provides a flexible platform with possibility for unlimited customisations.
Customers are able to add new fields or even create completely new forms and reports
without the need for programming.

Translations are provided by the Chrome browser:

1. On your computer, open Chrome.

2. Logon to your Procuman instance.

3. Click on the three dots on the right of the Chrome menu bar, select Translate.

4. Select your preferred language on the popup field on the right.

5. Chrome will translate the Procuman webapp for you from english to your preferred
language.

2. Modules Overview

Supplier Portal:

Supplier management portal is seamlessly integrated with Procuman e-procurement
and it allows suppliers to register, maintain their contact information, submit quotations
and documents. Suppliers can register at Supplier Portal registration page (see Supplier
Portal User Guide document).

“Requisitions” menu:
Module to submit and approve purchase requisition for end users and approving man-
agers.

“Purchasing” menu:
All purchasing data. It includes “Purchase Orders”, “Goods Receipts”, “Invoices Re-

ceived”, “Inventory” modules.

Purchase Orders:
Module where Purchase Orders are created, maintained and send to suppliers.

Goods Receipts:
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Module allows to acknowledge the receival of goods and linking the GR with Pur-
chase Orders.

Invoices Received:
Contains records for received invoices and tracking for payment status and goods re-
ceipts.

Inventory:
Contains the on-hand quantity of products at the warehouses and allows pick, add and
transfer of goods.

“Suppliers” menu:
All supplier data including all contact records and products. It includes “Suppliers”,
“Products”, “Portal Contacts”, and “Suppliers Registrations”.

“Tenders” menu:

RFx Requests:

Create and maintain tenders that are open for bidding by the suppliers and visible in
supplier portal.

RFQ BIDs:
All bids that have been submitted by suppliers to RFXs in Supplier Portal.

Supplier Questions:
During RFX, supplier may ask questions and these are managed at Supplier Ques-
tions module.

“Master data” menu:
Includes modules for “Reports”, “Branches”, “Cost Centers”, “GL Accounts”, “Prod-
uct Category”, “Projects” and “Budgets”.

System Setup (Administration-module):

Before starting to use a new system, following system configurations are needed:

1. Enter the company default currency and exchange rates for other purchasing
currencies against your company default currency: Administration —
Currency.

2. Upload your company logo: Administration — User Interface.
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3. Update the Branches module for company's delivery locations and bill-to
addresses: Master Data — Branches.

4. Create new users and user groups. Assign each user to a group and to a role:
Administration — Users.

3. Purchase Requisition Process

Purchase Requests can be created by end users who require their requisition to go
through an approval process (“Requisitions” menu).

=
© PROCUMAN Requisitions Purchasing suppliers « Master Data « Q + A
Requisitions |:>
- Q $ = |
=
Sliding Door Cabinet 000.00 Approved Feb 16:18
1 $154 Sent for Af Feb 08:2
1 $88.00 Sent for Af Feb 08:14
$23.0 Draf b 162
L - Draft b1
$11.00 Draft )7 Feb 16:12
Battery pow it ) Purchased b 10:
T 00 t for Ap eb 10
8V LED Torch $10.0C Draft 27 Feb 10:03
0 Draf :

Sent for Approval 26 Feb 19:42

Approved t 23 Feb 13:01
Purchasec 20 Feb 13:30
Purchased 20 Feb 13:04
& y .00 Approved 19 Feb 10:57

Requestor user needs to select the approving manager for the “Assigned
Approver/Editor”-field, create “Title”, “Required Date”, etc., and add “Requisition
Lines”. Mandatory fields are marked as ““ * *.
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@PRD:UMAN Requisitions Purchasing - Suppliers « Master Data + Q + A
Requisitions » create
Requisition Header
New
+
- ~ | x ~ %
&

Requisition Lines ¥

Requestor adds “Product Name” by selecting product from the database or creating a
new one in the “Requisitions Lines”.

~
QTPRDCUMAN Requisitions. Purchasing « Suppliers - @ Tenders + Master Data ~ Q + &
ACyuISILLI HIcauc
New
Al X A~ X
$ *
= P A~ X
&
Requisition Lines * <::
+
Al X usD Pieces A X x
CRM

Approving Manager sees the his pending approval requests in the “Requisitions”-list
with status “Sent for Approval”.
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gj pRDCUMAN Requisitions Purchasing « Suppliers + Master Data ~

Requisitions

Sliding Door Cabinet $1,000.00 Approved
test 11 $154.00 Sent for Approval
test 10 $88.00 Sent for Approval
test9 $23.00 Draft
Battery power source Kit $800.00 Purchased

<:: Test 6 $7,304.00 :> Sent for Approval
Test4 $332.00 Sent for Approval
test $77.00 Sent for Approval
Electric motor15 kw $900.00 Approved
Rechargeable battery 100A  $135.00 Purchased
Elec $500.00 Purchased
Virtual reality Glasses $5,000.00 Approved
Office Coffee $396.00 Approved

27 Feb 10:2:

23 Fek
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Q + A

29 Feb 16:18

28 Feb 08:21

28 Feb 08:14

27 Feb 16:20

26 Feb 19:42

20 Feb 13:04

19 Feb 10:57

22Jan12:34

Approving manager can approve a requisition by clicking the Req.Nr. link and creating
approval record by pressing “+” icon in the “Approvals” subpanel and selecting the

approval action from list. Options are:
- Approved - Final

o This is final approval and requisition can no longer be updated thereafter.
Final Approval is subject to approver’s approval limit that may block user

from approving the requisition.
- Approved — Forward to Next Level

o Approver may need to forward the requisition for final approval for a higher

level manager
- Declined — To Revise

o Requisition is declined and assigned back to the creator. Creator can revise
the requisition and assign back to approval manager for approval

ProcuMan - The Open Source Procurement Software




Procuman.com — User Guide

@ PRDCUMAN Requisitions Purchasing ~ Suppliers ~ Master Data ~ Q + ‘ID H
Edit | wee < >
Test6 None
10!
None $7,304.00

Requisition Lines *

Lenovo Screen 22000 $332.00 $7,304.00 Pieces
Approvals :> Fi
Notes & Documents -
M A
VAN Create Approval

Approved - Final @

Approved - Final
Approved - Forwarded To Next Level

Declined - To Revise

Approving manager can control the budget spending before approval by checking the
budget values in the Cost Center Budget Control Panel.

Cost Center Budget Control
10,000 3,638.00 6,362

Approvals

02 May 08:33 Gordon Gordon Approved - Final
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After requisition “Status” is changed to “Approved”, Purchase Agent can either
“Create RFx” or “Create PO”.

E-Tendering

In Requisitions the “Create RFx” action button triggers the e-Tendering process by
creating a new RFX record. Tenders can also be opened manually in “RFx Request”
list view.

O PROCUMAN Requisitions Purchasing Suppliers ~ @ Tenders - Master Data - Q + A
equisitions » REQO0067 reate RFx
Requisition Head:
REQOO pproved
B Backpack V. c

Approvals b

Today 16:30 albe: ert Approved - Fina

You are opening a new Tender (RFX). View the new Tender at Tenders-menu ->
RFX Requests. Select "YES" to proceed.
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Afterwards Purchase Agent can visit the “RFx Requests”-submenu, edit the newly
created request and invite the Suppliers in the “Invited Suppliers” subpanel. Note that
RFX can only be edited when it’s status is “Draft, Not Published”.

@PRDEUMAN Requisitions Purchasing - Suppliers - @ Tenders - Master Data - Q + a9 ;
RFx Requests + Create RFx Request
Al Q
o

E> IFX00C Brushless Backpack Vacu, Draft, Not Published RFQ Today 16:32

IFX00014 Sliding Door Cabinet Bidding Open RFQ 29 Feb 16:37
RFX00013 Battery power source Kit Closed Completed RFQ 27 Feb 11:12
RFX00012 Battery power source Kit Bidding Open RFQ 27 Feb 11:04
RFX00011 Electric motor15 kw Bidding Open RFQ 23 Feb 13:27
RFX00010 Electric motor15 kw Bidding Open RFQ 23 Feb 13:25
RFX0000S Electric motor 2,2 kw Bidding Open RFQ 23 Feb 12:24
RFX00008 Rechargeable battery 100A 23 Feb 00:00 31 Mar 00:00 Bidding Open RFQ 22 Feb 08:23
RFX00007 Rechargeable battery 100A In Evaluation RFQ 21 Feb 16:46
RFX00006 Office Coffee Bidding Open RFQ 13 Feb 14:40
RFX00005 Office Coffee Bidding Open RFQ 13 Feb 14:37
RFX00004 Office Coffee Draft, Not Published RFQ 13 Feb 14:29
RFX00003 Office Coffee Draft, Not Published RFQ 13 Feb 13:53
@pRUCUMAN Requisitions Purchasing « suppliers - @ Tenders + Master Data ~ Q + Lm i
Edit | e >
RFx Lines +
1 Brushless Backpack Vacuum Cleaner 1.000 Pieces
= Requirements Questions +
Supplier Questions
Invited Suppliers
View List

E> Select

Contact Access

Requisitions

Brushless Backpack Va...  $300.00 30 Mar william william
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MAN
ks Select - Suppliers
Cancel
Il Q
ABC Approved
Test D Edinburgh Scotland Approved
Africa network LLC Uganda Approved
Woolworth Trier Germany Prospect
Wallmart las Vegas USA Prospect
Wallmart las Vegas USA Prospect
Edeka Grocery Bern Switzerland Approved
Amazon Online Approved
PC Superstore Approved

The tender can be published manually by selecting the “Published, No Bidding”
status. Invited Suppliers will now see the tender in Supplier Portal but bids cannot be
submitted yet. A scheduled workflow will automatically publish the tender when the
“Publishing Start” date is reached. Tender status will be set as “Bidding Open” when
the “Bidding Starts” date is reached and status will be set as “In Evaluation” when
Bidding End date is reached.

@PRDCUMAN Requisitions. Purchasing « Suppliers « @ Tenders « Master Data ~ Q + X

RFx Requests » Brushless Backpack Vacuum Cleaner
Edit >

RFx Header

RFX00D015

Draft, Not Published

Draft, Not Published
Brushless Backpack Vacuum Cleaner Publishing Pending
Published, No Bidding
E> Bidding Open
In Evaluation
Evaluation Completed

Closed Completed

Cancelled

usD
Brushless Motor
0 Max Sealed Suction 11 kPa
0 Max Air Volume 2.3 m¥min
0 Suction Power (Max/H/L) 105/55/30W
None

30 Mar

Bid Evaluation

New bids can be viewed in the RFQ BIDs module under the Tenders-menu. Vendor Bids can be
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filtered for the particular RFX ID that is being evaluated.
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@FRD:UMAN Requisitions Purchasing - Suppliers ~ @ Tenders « Master Data ~ + 1
RFx Requests
RFQ BIDs + Create RFQ BID
All~ Supplier Questions 2, =
-3
BID0O0043 RFX00014 sliding Door Cabin... Edeka Grocery 0.00 $750.00 Submitted to Cust.. 04 Mar 17:48 John smith
BID0O0042 RFX00014 sliding Door Cabin... Amazon Online 0.00 $850.00 Submitted to Cust... 04 Mar 17:44 Jeff Bezos
BIDO0041 RFX00014 sliding Door Cabin...  Africa network LLC 0.00 $800.00 Submitted to . 04Mar17:32 Vincent Kawunde
BIDO0040 RFX00005 Office Coffee 0.00 $556.00 Submitted to Cust.. 29 Feb 14:46 Admin
BIDO00O39 RFX00010 Electric motor15 kv 23.50 $369.00 29 Feb 08:38 Admin
BIDO0D038 RFX00010 Electric motor15 ¥ 9.00 $666.00 Did Not Win 27 Feb 15:55 John Smith
BIDO0034 RFX00013 Battery power sou... Amazon Online $800.00 Submitted to Cust... 27 Feb 11:59 Jeff Bezos
BIDO0033 RFX00009 Electric motor 2,2...  Amazon Online 0.00 $500.00 Did Not Win 23 Feb 16:44 Jeff Bezos
BID00031 RFX00009 Electricmotor 2.2...  Edeka Grocery 0.00 $499.95 Did Not Win 23 Feb 16:23 John Smith
BIDO0O30 RFX00011 Electric motor15 kw  Amazon Online 0.00 $900.00 23 Feb 14:42 Jeff Bezos
BID00028 RFX00008 Rechargeable batt.. Amazon Online 0.00 $130.00 Did Not Win 23 Feb12:11 Jeff Bezos
BIDODO27 RFX00006 Office Coffee 43.15 $550.00 Draft, Not Submitt... 14 Feb 14:12 Admin

BID scoring is done under the “Evaluation” tab in the BID details view. Total score is calculated
based on the individual scores and their weight %. The sum of all weight % should be 100.

BID Questions are evaluated at the subpanel “Requirements Q&A” and their total average score is
saved in field “BID Questions Score”. The winner bid is defined by selecting a value from the drop-
down list “Selection Status”.

=Y
@ FRD:UMAN Requisitions Purchasing Suppliers -~ &% Tenders - Master Data - Searc
RFQ BIDs » BID0O0043
Overview Evaluation
Evaluation
Not Evaluated 8.00
80 100
80 10
90 30
80 30
70 20

ProcuMan - The Open Source Procurement Software




Procuman.com — User Guide

PO” button in bid detail view.

© PROCUMAN

RFQ BIDs » BID00043 A Follo Create PO

m Cance' -

Requisitions Purchasing ~ === search Q + fysed H

Overview Evaluation
BID Header
BID IC Submit Action @
BID00043 Submit to Customer Under Evaluation
= Edeka Grocery Sliding door Sliding Door Cabinet
11 May EXW Mone
$750.00 usD John Smith
None 04 Mar 17:48

4. Purchase Order Process

“Create PO” action button allows to create new Purchase Order directly out of the
purchase requisition record.

@ PRDCUMAN Requisitions

Requisitions > REQ00066

Requisition Header

REQO0066

Sliding Door Cabinet

09 Mar

None

Requisition Lines *

Purchasing ~+ EI Suppliers + W Tenders « Master Data + Q + ‘O H

$ Create RFx ~ Create PO

Purchased
o
nan Software
L]
Sliding Door Cabinet, ideal for robust and secure storage in None
various professional environments such as workshops, offices, and
warehouses. This cabinet is versatile with adjustable features for
organizing a wide range of items.
o
nstruction Site A
$1,000.00
Sliding Door Cabinet 1.000 $1,000.00 $1,000.00 Pieces Specifically:

O External Dimensions: (W x D x
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System will automatically add the PO Number in the “Purchase Orders” subpanel and
flags the PO Status as “Draft”.

@PRDCUMAN Requisitions Purchasing ~ Suppliers ~  § Tenders Master Data - Q + j_,‘D H

Sliding Door Cabinet 1.000 $1,000.00 $1,000.00 Pieces Specifically:
O External Dimensions: (W x D x
H) - 1000 x 500 x 1950 mm
D Design: Features 4 shelves
O Cabinet Color: Light grey
0 Door Color: Blue

v See more
Approvals +
29 Feb 16:35 albert alber Approved - Final
Notes & Documents +

Purchase Orders <:
POO0G040 Sliding Door Cabinet Draft <:

After PO is created you can access the PO under Purchasing -> Purchase Orders
menu item.

@PRUCUMAN Requisitions Purchasing « Suppliers ~ W Tenders + Master Data + Q + a9 ;

Purchase Orders

© Goods Receipts + Create Purchase Order
All - Invoices Q

o

$ PO000040 Sliding Door Cabinet Draft No Commitment $0.00 Today 14:54

Electric motor 2,2 kw Draft No Commitment $499.95 Adr 29 Feb 15:27

Electric motor 2,2 kw Draft No Commitment $499.95 29 Feb 15:25

Electric motor 2,2 kw Draft No Commitment $499.95 A 29 Feb 15:24

Electric motor 2,2 kw Draft No Commitment $499.95 Adr 29 Feb 15:20

Office Coffee Draft No Commitment $556.00 A r 29 Feb 15:07

Office Coffee Draft No Commitment $556.00 29 Feb 14:52

Battery power source... Draft No Commitment $0.00 ir 29 Feb 13:52

Battery power source. Draft No Commitment $0.00 Ad 29 Feb 13:47

Rechargeable battery... Draft No Commitment $0.00 Ad 29 Feb 13:43

Electric motor 2,2 kw Draft No Commitment $0.00 Ad 29 Feb 13:40

Electric motor15 kw Draft No Commitment $0.00 A\ 29 Feb 13:36

feka el Electric motor15 kw Draft No Commitment $0.00 29 Feb 13:31

Supplier needs to be selected for the newly created PO. You may need to remove
some of the line items that may be provided by another supplier. You can create
several POs out of a single Requisition.
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@ PROCUMAN Requisitions Purchasing ~ Suppliers ~

W Tenders ~ Master Data ~ Q + AW
Purchase Orders > Sliding Door Cabinet
Edit e >
PO Header
Sliding Door Cabinet PO000040

| Today 14:54 » W

| AFEE =
Today 14:54 » S
09 Mar ﬁ ® Procuma : ;
‘

Cash On Delivery No Commitment
EXW

None

No Action

After “Supplier” is selected “Receive Invoice” button and “Send PDF to Supplier”
buttons appear in Purchase Order detail view.

@ PROCUMAN Requisitions Purchasing ~ Suppliers

- @ Tenders - Master Data + Q + &9
Purchase Orders > Sliding Door Cabinet Receive Invoice | Send PDF to Supplier
PO Header
Sliding Door Cabinet PO000041
Today 11:08 > William Williar
<: Negotiation <:
Today 11:11 > William W
09 Mar
None
sliding door

Cash On Delivery No Commitment
EXW

Terms: EXW

No Action

After “Send PDF to Supplier” button is pressed, the supplier will get email
notification with PDF file of the PO attached, including Purchase Order No.,

Purchase Order Date, Item Description, List Price, Payment Terms, Delivery Date,
etc.
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PO will be sent to Supplier's default email address as PDF attachment. View the
sent email in the stream below.

@ PURCHASE ORDER
PROCUMAN

Type | | Local Purchase Order
Purchase Order No. | | PO000040
Purchase Order Date | | 06.03.2024
Created By | | William William
Supplier Ref.

Procuman Software

SHIP TO BILL TO

Africa network LLC Procuman Software Procuman Software
Paju Tn 2 Paju Tn 2
50603 Tartu 50603 Tartu
Uganda Estonia Estonia

Phone: +68765465422

Email: info@procuman.com

Incoterms  Payment Terms Delivery Date Contact Person Contact Email

EXW Cash On Delivery 09.03.2024

Supplier Item | Item Discount | VAT |VAT Net

Code Description e flot iss:g % % |amount [*™° |amount
uing beor 1.00| 1,000.00 000 0% 0.00|1,000.00 | 1,000.00
List Price Total 1.000.00
[oiscount 000
Net Amount USD 1.000.00
7 | os0
Total Amount Indl Tax USD 1.000.00

After “Receive Invoice” button is pressed, a new invoice record is created. View it in
the main “Purchasing”- menu, “Invoices Received”-submenu.
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You are creating a new Invoice record. View the new Invoice at Purchasing-

menu. Select "YES" to proceed.

= <o

@ pRDCUMAN Requisitions Purchasing « Suppliers « @ Tenders +

Invoices Received

Purchase Orders

© Goods Receipts

>

PO000024

PO0D0O0041

POO0O0040

POO00040

PO0D0O0040

PO000025

PO000023

POB00022

PO000O15

PO000021

POO00019

PO0D0O0020

Master Data «

$1,768.00
$44.00
$10,887.00
$10,612.00

$10,782.00

Received
Received
Payment Requested
Payment Requested
Received
Received
Received
Fully Paid
Fully Paid
Received
Received
Received

Received
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07 Mar 12:46
07 Mar 11:14
07 Mar 08:12
05 Mar 15:57
05 Mar 15:54
23 Feb 12:28
22 Feb 08:44
22 Jan 14:48
17 Jan 15:20
17 Jan 15:15
17 Jan 15:09
17 Jan 15:05

17 Jan 14:56

After selecting and opening the invoice in the “Invoices Received”-submenu, Purchase
Agent can confirm that the actual invoiced amount per line item is same as the ordered
amount in the original PO. Also the actual invoiced quantity can be compared with the
quantity of delivered items.

Payments can be requested from the finance team by selecting the Workflow action
“Request Payment” and selecting the responsible person from the finance team. The
person responsible for the payment will receive an email notification.
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@ PRUCUMAN Requisitions Purchasing - ¥ Suppliers » & Tenders + Master Data ~ Q <+ I‘D H
Edit e < >
INV00012 PO000040 te
Today 08:12 > William William
Sliding Door Cabinet Payment Requested
Today 08:14 » System
Africa network LLC None
. Gordon Gordon
$1,000.00 $1,000.00
100 None
None

Workflow
N w Act Update Cancel

Request Payment Gordon Gordon

No Action

1 Request Payment

PO000040-1 Sliding Door Cabinet 1.000 $1,000.00
o Total: $1,000.00
@ PRDCUMAN Requisitions Purchasing - B} Suppliers » &% Tenders + Master Data ~ Sea Q + a9
Edit  eee S 4
INV00012 PO000040 eated
e Today 08:12 > William William
Sliding Door Cabinet Payment Requested
Today 08:14 > System
» Africa network LLC None
) Gordon Gordon

$1,000.00 $1,000.00

100 None

None
Workflow

\ssigne * U Update Cancel

Request Payment . Al X

William William

Invoice Lines

PO000040-1 Sliding Door Cabinet 1.000 $1,000.00 -
o Total: $1,000.00
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MA

VAN Select - Users
Cancel
Active ~

william
admin
albert p r
Denis Admi denisadmin jenis@f n.col
k Jack jack i roct r slbert :

Edit no-edit

Payment processor user will open the invoice in the “Invoices Received”’-submenu and

selects “+” sign in the “Payments” subpanel and creates payment record in the pop-up
window.

G PROCUMAN Requisitions Purchasing Suppliers « Master Data « Q + A9
Edit | eee Gordon Gordon
e w1
Preferences
) Nor
Last Viewed
tone About
Log Out
Workflow

Request Payment

Invoice Lines

PO000040-1 Sliding Door Cabinet 1.000 $1,000.00

o Total: $1,000.00

> -

Payments
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Create Payment

nvoice

Goods Receipt

Goods can be received by each PO line item separately. Edit the PO record and enter
the quantity of received goods in the GR QTY field. This will change the PO status as
Delivered or Partially Delivered and increases the Delivered count on the line item.

Also Inventory record will be created and the goods will be placed at the “Received
Goods Area” warehouse.

Line Items

Sliding Door Cabinet 1 £750.00 £750.00

5. Inventory

In the “Inventory” module products’ quantity on-hand can be seen in their warehouse
locations. Product can be excluded from inventory tracking in Products module.
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@ FRDEUMAN Requisitions Purchasing ~ Suppliers - &% Tenders - Master Data ~

Purchase Orders
Inventory
© Goods Receipts

All = Invoices Received Q
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a + a®;

|:> + Create Inventory

1.000
6.000
12.000
39.000
1.000
2.000

13.000

Products can be picked, added or transferred to another location in the “Transactions”

panel in the inventory record detail view.

Inventory » 65f19ba5992b5b5b2

Overview
X1 Lenovo Laptop Goods Receipt Area
3.000

Transaction

-- Select Action --

-- Select Action -
Pick from Stock
Add to Stock

Transfer

Products

None

In the Products module each Product will display the Total Quantity On-Hand and
Quantity On Orders. On Orders count is calculated by scheduled workflow where PO

line status is Submitted or Partially Delivered.
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Products » Lenovo Screen

Edit | ==
Overview
Lenovo Screen Mone
LS678 Mone
MNone Mone
None Pieces
$332.00 PC Superstore
Goods IT Hardware
v 16.000
8.000 Mone
6. Budget

Spend management is done under Master data -> Budget. Each cost center budget can
be defined with a monthly period and with a budgeted amount. All submitted POs for
a cost center will calculate towards the Period Spend amount (calculation runs a
scheduled workflow). A cost center can be defined in each user profile which is then
copied to the Requisition and PO.

ProcuMan - The Open Source Procurement Software



Procuman.com — User Guide

= Budgets » 100 2-2024

Edit

100 2-2024

02 2024
1,000.00

875.00 125.00

01 Feb 29 Feb

7. Administration
7.1. Roles and Teams Explanations

Roles define which modules are visible for the user and what record level access
rights user have for module’s records. When user is created, also a new Team is
created with the same name as the username. This is set as user’s default team and
all records created by the user will get user’s default team. “Team” level access in
Role read right means that user will retain read-only rights for the records he has
created and his default team is added to the record’s list of Teams automatically.
Record owner is the user to whom the record has been assigned to. Usually the
record owner has edit rights for the record.

Each user should be given only one role (exception if Bid Evaluator also needs to
be approver for requisitions, then he can be assigned also the PR Approver Role).
Each role contains the basic rights to create Requisitions.
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BID Evaluator Role

This role can be given to users that evaluate the incoming supplier bids. Bid
evaluator will only see the bids when the RFQ status has changed to “In
Evaluation” and after the bidding deadline is due.

Finance Role
For users who need to create payment records. This role can also approve
requisitions.

PR Approver Role — PR + PO Approver Role

These users can approve Purchase Requisitions or/and Purchase Orders. The
approval limit (in default currency) is set in the user profile. You can set the
approval limit to -1 if user should only review Requisitions and then forward to
next level approver.

Requestor Role
Requestor can only create requisitions and send them for approval.

Purchase Agent Role
This role will give access rights to all modules except the System Administration.

Special Purpose Teams

Workflows that are executed using the action buttons (Create PO, Create RFX, ...)
require that the user also belongs to a specific team. These are:

o BID Evaluators

o Team PR Approvers

o Team Purchase Agents

For Supplier Portal, it’s users, roles and teams are maintained in a separate module in
system administration.
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