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Copyright

This document is in all its parts protected by copyright. All rights are reserved, especially
the right of translation, presentation, reproduction, and duplication. Regardless of the
accuracy of the text, images, and programs neither author, publisher or translator may
take judicial or other responsibility for possible errors and their consequences.

The conventional names, trade names, product designations, etc. reproduced in this work
may, even without special designation, be trademarks, and as such may be subject to
legal regulations.

Writing Conventions

In this handbook, text passages will be displayed in italics when they refer to settings in
the displayed dialogs. Menu items that are available in context menus can, in addition, al-
ways be selected from the main menu. Main menu items will not be described if they are
not available in the context menu. A description of the general main menu items can be
found in the & Portals handbook. Programming code in the text will be displayed in the
Courier font. Context menus can be opened by clicking with the right mouse button on
the described element.

In the following, <intrexx> refers to your Intrexx installation path; under Windows, for
example, this is usually U c\intrexx\. On Linux, the normal install path is
i /opt/intrexx/. The following symbols will be used for designation of special kinds of
information:

Information

References to an Intrexx handbook
Directories

URLs

Click on buttons

L€ L E@

Background Knowledge

In order to understand this documentation, no special previous knowledge is required.
Helpful information can be found in the Intrexx handbooks = Portals and =#
Applications.
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Licensing

The eProcurement Studio, like every Intrexx application, will be created based on a
template. You will find the eProcurement Studio template in the templates collection,
which you can reach from the Applications module. In order to use the application you
will need to purchase a license for it. Request the license from your software partner or
from United Planet at the eMail address . The license key will be
sent to you via eMail. In order to unlock the template, first open the Intrexx Portal
Manager. Open the License Manager by clicking Extras / License Manager.

. " License Manager E

= [J Temolates, Adapter and Application Licenses - Template and Adapter Licenses
- %—,1 Inbrescc

5 Template and Adapter Licsocs
3 Apphcation Licenses
- ‘;) Unassigned Licenses — key here, or couble chick ko add a license
7 Template and Adapter Lic

| (13 Apphication Licenses
lﬁ User-, Runtime- and Sarver Licenses

Tennpbale aind cdapler Buermes Tur purlal Tilrexs
Licenss Key

»p

ok | Cand Helys

For the Template and Adapter Licenses entry, select Add License from the context menu.

/" Add License
Serial Mumber

[ |- - - |- | |
oK Cancel Help

Enter your serial number here and then click @ OK. You can now create the
eProcurement in the Applications module as a normal application using the eProcurement
Studio template. You can find more information on this topic in the %* Applications
handbook.

Settings

Open the eProcurement application in the browser and select the Settings menu.

Settings

Zettings Additionz

Default currency

[EUrR

D Hide walues {shop cart)

Min. approval amount:
D Crdders to be approved by |D, oo
superiors?

The Default Currency will be defined here. The currency symbol entered here will be used
in eProcurement behind all price quotes. With the setting Orders to be approved by
superiors?, you will activate the approval process. In the Min. Approval Amount field, enter
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an amount, above which the approval process will be required. Save your settings with
@ Accept, then switch to the Additions tab.

Settinos Additions

You can add up to 7 definitions to your article data e g. color, size, efc.). You can enter
afterwards inthe master data of each articie which of these additional sttributes will be used IF
you enter the addition (for exampie) “red blue yellow”, the article view page will show 2
sefectian list with these three values avalfable.

Title 1 Addeltion 1
I | | |
Title 2 Addition 2
| | | |
Title 3 Addition 3
| | | |
Title 4 Addition 4

| | |
Title 5 Addition 5
| | | |
Title & Addition & |
Title 7 Aucddition 7
| | | |

[ Accept ]

You can enter up to seven additional attributes for products here. For each one, enter a
Title (such as Color). In the Addition field, multiple additional attributes can be entered.
Separate multiple additions with a semicolon (such as Red,Yellow;Blue). Multiple additions
can be selected later on the ordering page from selection lists. Save your settings with
@ Accept.

Product Data

Entering Product Categories and Sub-product Categories

If you have newly created the eProcurement application, you should first enter product
categories and sub-categories in the Article data menu.

Artich: Data Supplicrz

Blinimum haodmum

i’
-

] Price Supplisr orcer order  Arficle group
. Lt antiy
Article group . oy Lty
pesc: Compact 398,00 Urited Planet 1 0 Software
-IHE' | e Professional 1 .500,00 United Flanet 4 0 Softwrars
mape
I Durchsuchen...

Click % Create Product Category. Enter the Product category here. Select an image as icon
for the product group. By clicking & OK, the product category will be saved.
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3.2.

Article Data

Arficle Data Suppliers

- Hee el
s 2007 )
Software e Iinimum Ieadimuam
P Mame Price Suppler orcler orcer  Ariicle group
Hardware Mumber & -
quantity cuantty
PO o] Intrescy Crempeard =aa 1inded Plaret 1 n  =nfhesre
# P23 Intrescs Professionsl ' .500,00 Uniled Pisnet 1 0  Somwsre

Below this product category any amount of sub-ordinate groups can be created. All
information on this topic you will find in the handbook <7 Application Templates, chapter
Empty Application - Tree Structure.

Entering Suppliers

Switch to the Suppliers tab and enter the suppliers of products there.

AncieUsta | suppliers =

Mame & Shreed Pretal morde ity Contart Ahtail
#°  Unit=d FPlanet
Send chialtn supeler  Puport

l Mewe supplier... J

Click @ New Supplier.

@ Enter suppliers - Intrexx - Mozilla Firefox g@

] hitp:yflocalhostintrexxfdeFault. asp?ra_SourcePageGuid=23075A959EC125725299AR 1 8AB1BECS: 5 7
Mame Contact
Street ehlal
Postal code
City

[ 0K ) ( Cancel ]
Fettig

Enter the address and contact data of a supplier here and save it with &# OK.

& Whenever you see the link to Export below a table, you have the ability to export
the displayed data in the form of a text or Excel file. The link to Send eMail to
suppliers allows you to send an eMail to all suppliers. Additional information on
these topics can be found in the & Applications handbook.
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3.3.

Entering Product Data
Switch to the Product Data tab.

Ardde Data

Aricle Data Supoliers

TR
Software——— e _ MnimLm hdaximum _
[ru— New article [p—— Hams Prirs Sippler rr"!=.v' nrrder Arfird=s groip
quantity ity
+ 123 rirexx Compact 358,00 United Planst i 0 | Software
~ P23 rirexx Professional 1.500,00 United Planzt 1 0 | Software

Exparl

All products will be listed in a table here with their Product Number, Name, Price, Supplier,
and Minimum and Maximum Order Quantity. Click & New Article.

Article Data  Suppliers =l
Article
Mame
Aricle number
Supplier Supplier article number
| ¥] ©
Aricle group
.
Software
Hardware
Price VAT IN %
0.00 0.00

hin. bz
Ordder gquantity 1 n 0" - Unbmited order amount
Order additions
Title

Enter the Product Name and the Product Number here. Assign a Supplier, the Product
Category, and the Sub-Category to it. In the Supplier Product Number field, the product
number for the supplier can be entered. Enter the Net price and the Value Added Tax.
Define the minimum order quantity and the maximum order quantity for this product.
Clicking the button to Change will open a pop-up window in which a product addition
can be selected.

Under Title, the title of the product will be entered, which will be shown on product pages
as the product name. A short description and a description for the detailed view of the
product can also be entered. With the Browse buttons, image files can be loaded.

The Blocked Product setting will cause the product to not be shown on the All Products
page. It will also not be reachable from the product search. With the setting to Show link
to large image, the product image will be shown as a link. Clicking this link will load the
large image in a pop-up window. With the setting to Show Link to Details, the link to the
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detail view mode will be shown. Products with the Not Available setting will be
designated unavailable in order processing.

Clicking the Accept button will save the product. Clicking & Accept will create a copy of
the product, which can be additionally edited.

Products

If you click the Products menu, you will find yourself on the main page of the shop. In the
left area you will see the product categories. In the middle the contained products will be
displayed. The view of the shopping cart you will find in the right area.

Software |

| Shopping
Hartware Cart
Unternehmen Sie was! oL CET S ST
= |
g More...
Price
39800 EUR =
By clicking on the shopping cart symbol, a product can be ordered.
Products
Software Eingabeteld Text einzeilig 4l Shopping
Harcware s Cm_
Unternehmen Sie was! Vir vl i gty
|
Price A
398,00 EUR ﬁﬁmcle details |
Designed for Speed Amount

(I

Shopping cart
maore...

B Clse

Click on the shopping cart in the right area.
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shoppng cart

| Schatfache
Article Ho. Article Amount VAT Price Total Price  Properties
123 birexccCompsct [I | 000% 338D0ELR  38300ELR [ upcate | Delele |
Total Met Sum 230,00 CUR
Phus VAT 000ELR
Invoice Total 308,00 EUR
Inck VAT 0,00 EUR
Custormer name Superio
|Admini51ratar | | hd
Cepartment Login superior
ehlsil superion

Request or Message

| Serdurds |

With @ Update, the shopping cart will be refreshed, for example if you have changed the
ordering quantity. With & Delete, an individual product can be removed from the cart.

The Superior, the Superior Login, and the Superior eMail will be automatically entered. By
clicking & Send Order, the order process will be activated.

Approval Procedure

In the Order Approval menu, managers can reach an overview of not yet approved orders.
Each superior will only see the orders for which he or she is responsible.

Order approvel Al nevr orolers &l approved orders &l denied orders
New orders
Customer name  « Oroer date el
Mo et set eslists
Approved orders
Customer nome < Orddcr dote chail Approval dobc
Pio gt set esusts

Orders not approved

Customer nome < Orddcr dote chail Approval dobc

1 s med eaists

On the tabs All New Orders, All Approved Orders, and All Denied Orders, the orders will be
filtered by their status. You have the ability there to enter a time frame and a department
by which the orders will be additionally filtered. Click on the magnifying glass icon in the
table if you wish to authorize an order.

All parts of the order will be listed in a table. If a product has been designated as not

deliverable in the product data, it will be shown in the Not Available column here. The
Current Status of the order will be shown. The Date of Approval / Denial will be
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automatically entered. The status of the order will be set via & Approve or é&# Deny. An
approved order will be automatically sent to orders for further processing.

Order Processing
The order can now be edited from the Orders menu.

Order approval

Order approval All nevy orders All approved orders All denied orders
Qrder date Department
1 fnone]
Adjust Table..
Customer name =~ Order date ehvail customer
-~ Administrator 09.03.2010
Export...

All order entries will be listed by status here. On the tabs All approved Orders and All denied
Orders, only the orders with the corresponding status will be listed. A new order can be
opened and edited by clicking on the magnifying glass symbol.

If a product cannot be delivered, the order can be designated as Partially Settled via
@ Status.

Purchase
On the Purchase page, all suppliers will be listed.

Purchase at suppliers

Mame = Strest Foztal code City Cortac
#* | United Planet

Click on the magnifying glass icon.

P iz e
United Planet

Orders
Ordcr dote =~
A | ugusany

Mew order J L All suppliers ]

An order can be entered from selected suppliers here. Clicking & All Suppliers will show
the complete list of all orders from all suppliers. Please click & New Order.
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Purchase

Supplier
United Planet
Contact
Street

Postal code
City

Order date

[p3.03.2010

Table

Articleno. -~ MName Amournit

Mo data set exists

Export

( dccept ) [ Addatide. ) [ Back

By clicking & Add Article, a product can be added for ordering

@ Enter products - Intrexx - Mozilla Firefox @@
j _I'I:Ip:,f,l’localhost,fi'lrexx,l‘default.asp?rq_Su.lrcePageG.id=3131E42399EHBA253.Q44A15FD1?E67?BCI i_:'_':_?
Internal article number Price
¥ |
Supplier article number VAT
Mame Amount
Comment
( [iT ] ( Cancel )
Fertig

Price WAT Comment

Select a product number from the Internal Product Number selection list. The other fields,
with the exception of Amount and Comment, will be automatically filled out with the
corresponding product data. By clicking & OK, the product will be saved.

The order will be saved by clicking & Accept. With @ Delete, the order will be deleted.

With &# Print, the order can be printed out.

Costs
Under the Costs menu item, costs can be analyzed.

Costs Expenses by article Expenses by department Expenses per employee Costs per day

Order date

g

Totalcosts =
0,00
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On the individual tabs, analyses by Products, Departments, Employees, and Per Day can be
prepared. Additionally, the orders can be filtered by any time frame.

Automatic Notification By eMail

Every button in Intrexx can be configured for automatic sending of eMails. In
eProcurement, information about the status of an order or processed order can be
automatically passed on to employees or superiors in this way. For information on the
setting up the sending of eMails, please consult the <* Applications handbook.
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