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Use the Buyer WorkCenter

WorkCenters provide a centralized place where you can access frequently used pages, queries,
processes, and reports. Options that you see in the Buyer WorkCenter depend on your security roles.
You may see more or fewer options than shown in this guide.

The following Buyer WorkCenter sections are covered in this guide.

Access the Buyer WorkCenter
Customize the Buyer Work Center Dashboard

Main tab
e Scope: Pending Approvals, Pending Activities, Alerts
e Links: Access to frequently used pages in Procurement

Reports/Queries tab
e Procurement Queries: Access to frequently used queries by buyers
e Reports/Processes: Access to frequently used reports or processes by buyers

Help/QRGs tab
e Use the Buyer WorkCenter reference guide
o  SWIFT Help Desk

Access the Buyer WorkCenter

1. Navigate to the Buyer WorkCenter page.

Navigation Options Navigation Path
Buyer WorkCenter Procurement, Purchasing, Buyer WorkCenter, Buyer
WorkCenter page.

2. The Buyer WorkCenter page displays with the left menu options and the work area on the right.

Select the New Window icon next to a link in the left menu to open information in the work area.

< urchasing Buyer WorkCenter Yy Q V E
Welcome to the Administrative Portal. Sign Out
Buyer WorkCenter & «| Work Area
iain || ReporisiQueries | Help/ORG: Purchase Orders On Hold
dwywerk | eftmenu ¢ ¢ B ReneFitercr
. v

Search Results

POID PO Date PO Status Buyer Buyer Name Supplier Name Receipt Status

10292014 Dispatched 01141408 LARSONJHELEGCO P |Fully Received

02022015 | Dispaiched 00763873 TRANSPORTATION DEPT PO Not

05282015 Dispsiched 00435042 FASTENAL CO Fully Received

06182015 Dispsthed 00763873 SIEMENS INDUSTRY INC Fully Received

5 PTaD amovetes 0872015 | Dispatched 01141408 GARDINALHEALTH 110ING | Fully Reseived

| save || notiry
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Customize the Buyer WorkCenter Dashboard

Several reports default into the Buyer WorkCenter Dashboard. You can customize what report you want
to appear on the Dashboard. The more reports you have on your Dashboard, it is more likely that
loading the Buyer WorkCenter can take more time.

1. To customize your Dashboard, select the Content link at the top right of the page.

Buyer WorkCenter Dashboard]

p—
Dispatched Purchase Orders S o~ | PO SpendAnalysis S o~
-@
Transaction Details e
POID Date Disp PO Siatus Supplier POA Status Filters
Business Unit (41) v Buyer Name (41
2000114750 Dispaicned N STLBA Mot Required —
psen ° o e shipTa (Al - ftem Deser
7 Supplier (A1) ~ Category (Al
3000114731 5 Dispstched MERRICK IN Not Required pplier gory (A1)
7 PO Spend ks of
aotiarzs 0 Dispsiched FUSLICSAF  NotResured P
3 4
am0otiarzs O — PUBLICSAF Mot Required an
e Lom
oy OTHIG -
amootrarze TR Dispaicned PUBLICSAF  NotRequred z
12:45AM £ oo
£ oen
Show AlEnhanced. H
040 —

SWIFT displays the Personalize Content page.

Print | Mew Window | Helg

Personalize Content: Buyer WorkCenter Dashboard

Tab Mame Suyer WorkCanter Dashboard

Welcome Message

Choose Pagelets: Simply check the items that you want to appear on your homepage

Remeamber to click "Save" whan done.

Arrange Pagelets: Go to Personalize Layout

Cross-Supply Chain I

PO Spand Analysis

Procurement Confract Spend
Top 10 Category Spend
Top 10 Mon Contract Category

Procuremeant Spend Analysis

Dispatched Purchaze Orders

2. Update it as needed.

e On the Cross-Supplier Chain section, check the boxes that next to the reports that you wish to
appear on your Dashboard.

e You can choose to add as many as you wish. You can also choose to select none.
e Select Save.

SWIFT will update your Dashboard with the reports you checked.
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Main tab

The Main tab contains two sections: Scope and Links.

Buyer WorkCenter # «
| Main | Reports/Queres Help/QRGs
42k My Work o i

*| My Scope v i
Scope

Pending Approvals
S PO Change Requests

Z Purchase Orders

Pending Activities
T Requisitions to ba Sourced

& PO Sourcing Emrors

Alerts

S Purchase Orders On Hold {24)

= Purchase Orders in Budget Ermor
(24}

= Purchase Orders in Open Status
(33}

= POsinApproved and Walid Budget
Status (30}

Gy Links (g

Procurement
T Expedite Requisitions
T Maintsin PO Distributions

S PO Close Short Workbench

T Review Change History
T Review Purchase Orders
8 AddUpdste POs

S Document Status

8 Activity Summary

T Buyers Workbanch

8 Add/Updste Receipts

S Manage Requisitions

tm |

Buyer WorkCenter Dashboard
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Items in the Scope section.

Name

Description

Pending Approvals

e PO Change Requests: Allows you to see change requests on purchase
orders that need approval.
e Purchase Orders: Allows you to see purchase orders that need approval.

Pending Activities

e Requisitions to be Sourced: Requisition lines that are in Approved
status.
e PO Sourcing Errors: Purchase order lines that are in Error status.

Alerts

Alerts list business transactions pending action in your workflow.
e Purchase Orders on Hold

e Purchase Orders in Budget Error

e Purchase Orders in Open Status

e POs in Approved and Valid Budget Status

Items in the Links section.

Distributions

Name Description

Expedite Links to the Expedite Requisitions page. This page allows you to locate

Requisitions requisition lines that have been approved and are available for manual
conversion into purchase orders.

Maintain PO Links to the Maintain Distributions page, which allows you to search for

purchase orders.

PO Close Short

Links to the PO Close Short Workbench, which allows you to find

Workbench WorkBench IDs for the PO Close Short process.
Review Change Links to the Change History page, which allows you to find purchase orders
History with change histories. Once you select a PO Number, you can see any

changes on its header, lines, and Ship to sections.

Review Purchase
Orders

Links to the Purchase Order Inquiry page to search for existing purchase
orders.

Add/Update POs

Links to the Purchase Order page to find an existing value or add a new
value.

Document Status

Links to the Purchase Order Document Status page. You can find all
documents associated with a purchase order. These transactions include
receipts, requisitions, vouchers, contracts, payments and events attached
to a purchase order. It also provides information about the accounting
entries associated with it.

Activity Summary

Links to the Purchase Order (PO) Activity Summary page to view the
receiving, invoicing, matching activities that were performed on the
selected purchase orders to date. It also displays the total purchase order
merchandise amount, and the merchandise received, vouchered, and
matched.

Buyers Workbench

Links to the Buyer’s Workbench to manage purchase orders. You can
analyze, approve, dispatch, cancel, close, and print preview purchase
orders.
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Name Description

Add/Update Links to the Add/Update Receipt page in the Receipt module.

Receipts

Manage Links to the Manage Requisitions page in the EProcurement module. You
Requisitions can view and manage requisitions. You can also use it to perform tasks,

such as review requisition details, edit or cancel requisitions, copy a
requisition, or view approvals. The available actions vary depending on the
status of the requisition.

Buyer WorkCenter | Links to the Dashboard. The items on the Dashboard are typically reports.
Dashboard These items may vary depending upon your roles. You can customize this
section with desired reports.

Reports/Queries tab

The Reports/Queries tab contains two sections: Procurement Queries and Reports/Processes.

Buyer WorkCenter L]

Main Reports/Queries Help/QRGs
s
:
:

Queries c

»  Procurement Queries

Purchass Order Dils by Bdgt Dt

TG-EL-VO POs by Agcw & PO OF
G-ED-VD POs by Agoy & PO Dt

u]}, Reports/Processes c

» Processes
Print POs

> Monitor

1. The Procurement Queries section brings you access to frequently used queries by buyers

Items in the Procurement Queries section.

Name

Open POs by Buyer and PO Date

PO Details by Buyer and PO Date

PO Details by TG, WO, DO & Ethnic
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Name

PO Details by TG, ED Vendors

PO Open Encumbrance Balance

PO Totals by Doc Type and Date

PO Lines with Asset Information

Purchase Order Details by Budget Date

TG, ED, VO Pos by Agency and PO Date

2. The Reports/Processes section brings you access to frequently used reports or processes by
buyers.

Items in the Reports/Processes section.

Name

Print POs

Report Manager

Process Monitor

Query Viewer

Help/QRGs tab

The Help/QRG tab contains two sections: Use the Buyer WorkCenter reference guide and the SWIFT

Help Desk information.
Buyer WorkCenter o«

Main Reports/Queries Help/QRGs
H

QRG - Buyer WorkCenter c

Use Buyer Workcenter

SWIFT Help Desk c

Hours of Operation:
7:20 am. to 4:00 p.m.

Monday through Friday

Closed heolidays

By Phone

1551-201-8100, option 2

By Email

swifthelpdesk. mmby@ state.mn.us

Contact the SWIFT Help Desk if you still have
questions after reviewing the SWIFT Training and
Support Resources page.
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