Paramount

Y \XorkPlace

Paramount WorkPlace

— Submitting Requisitions

POWER
\ CORPORATION
Empowering Communities



Table of Contents

ACCESSING WOTKPIACE ..eeiiieiieii ettt ettt ettt e e s sttt e e s e bte e e s s bteeessabeaeesssteeessstaeeessteeessnssaeessnnes 2

Steps to Enter and SUbmMit @ REQUISITION ...cciiuiiiiiiiiie et e e e erae e e e 3

(DU o] [ToF: | d =N I VTSP 12

Y T T TN @ o= V= RSP 13

D I0 o] [Tor: AT g Y- S Y=To [U LIy L d o PSPPI 17

Tracking Your SUbmMitted REQUISITIONS ....eiiieiiiiiiiiie ettt e s e s e b e e s eareeas 18

L T La T oY= (o] A o] o1 e 17 | PSSRSO 18

F Y] o] e 1Y =Te [ SRR 19

(D11 o] o] o1V =To [F SRS 20

(6T Tol= 1Yo D OO PP O P RO PP P PTURTUPPOUON 21

PrOCESSEU ... ettt ettt et e st s bt e e a bt e s be e s bt e e bb e e abe e s be e e sabeesabeeeateesbeeenares 22

VIEWING DELAIIS. . eteeiiiiiee ettt et e e et e e s sate e e e e ateeeesataee e e asseeeeaasaeeeeassbeeeeansraeeeannraeeann 22

Track APProval ROULING....ccccuiiiiiiiiiee ittt ettt e st e e s st e e e e sbee e e s sbteeessstaeesssnraeaesanes 23

U ol o =T Y= = UL RSP 23

SEarching fOr REQUISITIONS ..oiiuiiiieieiiiee ettt ettt ettt et e e e et e e e e e bt e e e e ebteeesebteeeeestsaaeassaeaesssaseesassananannes 24

RUIES £0 REMEMIDET ...t s st r e e s s e s n e e neens 26

Tips for Quick and Easy REQUISIION ENEIY.......ciiiiiiiiiiiiieeeceee ettt e e e e e s 26
March 2015 1 CPOQXRVAECI;S

Empowering Communities



Paramount WorkPlace is an online solution that allows NTPC to automate the procurement process —
from requisition entry to approval to processing (PO generation or inventory issue). A user-friendly,
web-based tool allows employees to requisition inventory items or items for purchase. Requisitions are
routed automatically to the appropriate managers for approval in accordance with the purchasing
policy. Once approved, items are issued from inventory or purchased by Logistics.

Accessing WorkPlace
1. Open Internet Explorer.
2. Inthe address bar type http:\\purchase.ntpc.com.

& http://purchase.ntpe.com/

3. You will be prompted to enter your windows login username and password. Click OK.

The server purchase.ntpc.com is asking for your user name and password.
The server reports that it is from purchase.ntpc.com.

(ad |Ip|ett@ntpc.com |
|@ [ceeeeees |

[7] Remember my credentials

oK Cancel
4. At the WorkPlace login page, if the Company is blank select NWT Power Corporation. Then click
Login.
S el
TEST SYSTEM
User Name
| NTPClIplett
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http://purchase.ntpc.com/

Once logged in you will be directed to the Home page. Any Outstanding Transactions will be
listed here. This includes any requisitions you have saved or have submitted that have not yet
been approved. If you are an approver you will also see requisitions pending approval.

Requisitioner:

File Edit View Favorites Tools Help

AVI AL A S
WWNRAFLALL

Ouistanding Transactions

Home

User Preferences
Requisition: 12393
General shop supplies

Requisition / Check Re... Plett, Leah

Requisition: 12392
Plett, Leah

MWT Power Corporation
Plett, Leah | Help | About

2015/1/D8

Waiting for Approval o

Lazhn Flen

2015/1/06
Unzubmitted

Requisitioner and Approver:

Y BT A ST
WURNFLALL

Home ToDo

User Preferences Approve Pending Requisitions / Cheek... 1/ 3

Requisition / Check Re...

NWWT Power Corporstion
Plett, Leah | Help | About

Logout

‘Outstanding Transactions

Requisition: 12333 20150108
General shop supplies Waiting for Agproval (@
Plet, Leah =

2015/01/08

Requisifion: 12392 Unsiomtied €

Plett, Leah

Steps to Enter and Submit a Requisition
1. From the WorkPlace menu select Requisition.

Home

User Preferences

Requisition

2. From the Transactions menu, select Requisition Entry.

Firnd Requisition

Requisition Entry

March 2015
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You can also edit existing requisitions by selecting them in Outstanding Transactions on the
Home page or on the Requisition page.

Outstanding Transactions

R isition: 12394 2015/01/06

FIZEtuEIa:?" Unsubmitted 0

Requisition: 12393 2015/01/06
Waiting for Approval

General shop supplies o

Plett, Leah Lesh Fleti

R isition: 12392 2015/01/06

p|:1l-1tu|l_z;:?" Unsubmitted

Each new requisition is assigned a unique requisition number which you will see in the top right
corner. Your name will appear as the requester.

Requisition Name' |
Required Date l:l

Internal Comment

Delete Line Cost Categor Item Item Description * uantity * UM Price  Cumrency Amt Bxtended
gory D! cy

O b | 1% BN ESN | I P =N . = £000

Start your requisition by entering a Requisition Name. This is a short description of what you
are requesting.

You can also enter optional information for Work Order #, Required Date as well as any Internal
Comments that relate to the entire requisition.

I Requisition * (¢ 18855 IIQ DO
\ N Paramount - -
’ WorkPlace <»| Inventory Items Qty on Hand per Location (=) Print = ShoppingList ~ [ Import =@ submit [C) New [ Duplicate 3¢ Delete  [o] Comment & Attachment(s)
Requester * Created By Created DATE * Department Type Total
INTPCHlplett Plett, Leah 01/10/2018 01/10/2018 ITApp&Support $0.00

Requisition Name |For Liard Engine Overhaul

Work Order # |

Required Date I:l

Internal Comment

Start entering in the first line that displays. All items with an * are required fields.

Select a Project Number.

If you are requesting inventory or purchasing non-inventory items, select the Project Number
specific to the items. If you are replenishing inventory, you will select Project Number
350813500001000.

If you know the number you can just type it in and tab off.

NORTHWEST TERRITORIES
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If you don’t know the Project Number, you can look it up. Click the lookup beside Project

Number to open the Project search window. By default it gives you the option to search by

Project Number.

= |@ http:/testpurchase.ntpc.com/Central/P 1 IZoom.aspx
Project m—
Search Type Maximum Recorl:ls &‘ E)
1328657CLO31| —
{iaigicnzance Dicsal cadind || [ Project Number | Staris With | |
l:lq | v”s[answm v|| |
Project No. Project ID. Project Name Confract No. Proj
1203030010001000 1000 Asset Disposal Costs 12030001000
120300510001000 1000 Jackfish Groundwater Monitor 12030051000
120300510001008 1008 REG PROJECT Jackfish Groundwat 12030051000
120504130005300 5300 Refurbish T4 Transformer 12050413000 B. R
120305670005300 3300 Ingraham Trail Recloser 12050587000 C.T
120510110005200 5200 T10 Transfarmer |Inarade 12051011000 A R

The default search type is Starts With. You can change this to aid in your search.

Find By Search Type

ltem Mumber Starts With e
Starts With
| Item Description hd Contains
Ends With

hd |3 Equal To

1000380
1000779

Is Greater Than

OIsT |5 Greater Than Or Equal To
Is Less Than

DIsT |5 Less Than Or Equal To

Is Not Equal To

For example you might want to search for all capital projects in Bluefish. You would select
Project Number Starts With 1225 (122 representing Bluefish and 5 representing Capital) and
click Search. All of the projects meeting your criteria will be displayed in the grid below.

Find By

Search Type Maximum Records: gl

| Project Number

ARSI
w | Search

| [Starts With “[1225

| [starts With v

Project No.

Project ID. Project Name

122504050005300 5300 Ducan Dam- Mew Stoplog & Safet 122504080

122509070005300 5300 Bluefish Line Bird Deterrents 122508070

1225092000015 1501 Blusfish Line Outage 122508200

122509200001502 1502 Install Line Switches 122508200

122510280005300 5300 Snow Plow & Jib for Loader 122310280
5

March 2015

‘ NORTHWES‘I'TERRITOﬁ
\ CORPORATION
Empowering Communities



You can combine your search criteria to narrow down the search results. For example, you
might be searching for all projects in Inuvik (136) that contain the word LNG in their description.

Click Search.
[Project Number | [Starts With v[18 x| m
[Project Name ~|[Contains v][LnG |
i otars Wi 2

Project No. Project ID. Project Name Contract No.
136509900005300 5300 LMG Storage 13650990000
136511140005300 5300 LMNG Make-up Valve 13651114000
136386000001000 1000 LMG Offloading 13685600000
136386100001000 1000 LMG Production Fuel 13686610000
136866200001001 1001 Maintenance of LNG plant -Prev 13686620000
136386200001002 1002 Maintenance of LNG plant -Corr 13686620000

Click on a project to select it.

7. Select a Cost Category by typing it in or clicking the lookup. Only Cost Categories assigned to
the Project selected will be listed. If you require a Cost Category that is not listed, please
contact the Finance department.

If you selected Project Number 350813500001000 for replenishing inventory you will select Cost
Category 5301.0007

If you are requisitioning items from inventory, the cost category you select will end in 7
(example 5301.0007).
If you are requisitioning items not in inventory you will select a cost category that ends in 0
(example 5301.0000)

Delete Line Quantity * U/M Price  Currency Amt Extended

T S N SN o $100

Cost Category Ttem Item Description L
00 10 [1328657cL031001 |4 ‘

—
[5301.0000 |4 Wkwecessos-2¢
Maintenance Diesel Engine-C| 03 Materials |

8. The next steps you follow are based on whether or not the item you are requisitioning is in

| %, [3508 CCE Dual Turbo W/O fir

inventory. If you are unsure if the item you require exists in inventory, please take the time to
search in the inventory system before submitting it as a non-inventory item.

Do not combine inventory items and non-inventory items on the same requisition.

a. Item exists in Inventory
There are 2 lookup icons beside the Item box.

-
e will allow you to select an item that had been previously purchased or transferred
to the project selected.

A\ will allow you to select any active item in inventory.

NORTHWEST TERRITORIES
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Both lookups open the Item Search window. By default, it gives you the ability to search

by Item Number and/or Item Description.

(& Search - Internet Explorer

search Type

[1tem Number v | Starts With [ |

[tem Description ~ W Starts with V]| |

[ ~ | Starts with ~| ]

item Number Item Description Default Site ID Primary Vendor Primary Vendor ltem Unit Cost Picture
1000360 DIST Connector Ampact 602007 ea $222150
1000778 DIST Transformer 75 KA 7200/120/240 ea $ 24546750
1000781 DIST Transformer 100 KA 7200/120/240 ea 5 3,658.6000
1001315 MECH Valve Gate 3" ea § 44,6100
1001332 MECH Walve Globe 3/3" 200 WOG &a $10.3200
1001535 ENG Seal 11338 Armstrong &a §76 6700
1001792 ENG Ring Rubber EMD 8479601 ea § 41,6000
1001794 ENG Timing Relax EMD 8253244 ea 5 460.3400

The Search Type by default is set to Starts With.

search.

Find By Search Type

v| Is Equal To

Is Mot Equal To

|5 Greater Than

1000350 DIST Iz Greater Than Or Equal To
Is Less Than

1000778 DIST

Is Less Than Or Equal To

[ ltem Number || Starts With v
Staris With

[ Item Description | (G
Ends With

You can change this to aid in your

For example, you might want to search on gaskets. You would select Item Description

Contains and then in the value field enter gaskets.

| Item Description VH Contains VHgasketsl w |

Click the Search button. The results of your search will appear in the grid below.

March 2015

Search Type Maximum Records: @: Export Screen &: Export All
[Item Number || Starts With ~ [ . |
[Item Description ~|[ Contains hd Hgﬁskei
[ ] [Starts With ~[
tem Number Class ID  Hem Description Default Site ID Primary Vendor Primary Vendor ltem UofM Unit Cost
1003516 ENG Gasket 8209776 ea 5 0.5560
1003518 ENG Gasket 8026760 &8 § 3.4500
1003520 ENG Gasket Seal Kits 8057072 ea 561.9207
1003522 ENG Gasket 40010852 &8 §3.2100
1003872 ENG Gasket EMD40D10825 e& 507292

You can combine your search criteria to narrow down the search results. For example,
you might be searching for gaskets that are < $10. Add that to your criteria and click

Search.
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Maximum Records: [l B export screen [ Exportan

[item Number | [ Starts with I | [ 5

Item Description || Contains || gasket |

Unit Cost ~|[Is Less Than |10 |

~ || Starts with v

Item Number Class ID Item Description Default Site ID Primary Vendor Primary Vendor tem U of M Unit Cost Picture
1003518 ENG Gasket 8208776 &a §0.5560
1003518 ENG Gasket 8026760 ea $3.4500
1003522 ENG Gasket 40010852 ea $3.2100
1003672 ENG Gasket EMD40010638 ea 507292
1003676 ENG Gasket EMD40010837 ea $11738
1003725 ENG Gasket 0-53403 ea 541377
1004412 ENG Gasket 2N3294 ea §9.5580
1004413 ENG Gasket 2N3285 ea 541250
1004414 ENG Gasket IN3533 ea 551966
1004415 ENG Gasket 2N3584 ea 591733

If you requisition inventory items often, you might find it useful to have a list of items in
Excel. You can Export the item list by clicking the Export Screen or Export All options at
the top.

Export Screen will export the results based on your search.
Export All will give you a list of all inventory items.

Search Type

[ttem Mumber | [ Starts With

| ltem Description V||Conta\ns VHgasket |

Click on the item in the list to select it. The Item Description, U/M, and Price will
populate from the inventory system.

Requisition Name ‘ General Shop Supplies

Delete Line Cost Category Ttem Item Description * Quantity * U/M Price  Cumency Total

e r—
(13286571034 53010007 |4 [1004415 e ‘ |Gasket 23534 ] [ Jog

Maintenance Diesel Engine-CLO3 INV Materials

You can also search for items in the Inventory Items Qty on hand per Location report
found at the top of the requisition entry window. This allows you to search items and
provide you with location and available quantities per location.

Dashboard » Requisition » Transactions «

\ Paramount
’ \)Vorkploce =¥ | Inventory Items Qty on Hand per Location

o Database Successfully Updated.

Requester Created By Created DA

NTPC)\Iplett Plett, Leah 01/10/2018 01/10

Click on the report link. Enter your password if prompted and click OK.

Enter an item number or part of a description and click View Report.

NORTHWEST TERRITORIES
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@ http://hrsregp.ntpc.com:96,/ ReportServer/Pages/ReportViewer aspx? 72 fNT PCiaZfinventonySe2finventoryQtyonHand&irs:Command=Render

Item Number or Item Description Contains (leave blank to return all item. View Report

All items containing the search criteria will be listed along with current cost, location
assigned, and quantity on hand at each location.

—
= InventoryQtyonHand - Report Viewer - Internet Expl

@ nttp://hrsregp.ntpe.com:36/ReportServer/Pages/ReportViewer.aspd %2fNTPC 3 2flnventory %2flnventoryQtyonHand&rs:Command=Render

Item Mumber or Item Description Contains (leave blank to return all items): View Report

—
RIS [ Jemitnee @+ & &

NORTHWEST TERRITORIES
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Inventory Item Quanitities on Hand per Location

Item Item Description Current Cost Location  Qty on Hand
1009138 Speaker Jabra 510 MS w/ Jabra 360 Link Adaptor 175.00 120 10

136 0

350 0
1009150 Headset Jabra Evolve 40 UC for Skype 115.00 120 45

136 5

350 Q

b. Item does NOT exist in Inventory
If you have checked and the item you require does NOT exist in inventory you DO NOT

select an inventory item number.

Enter a full description of the item in the Item Description box. This is the description
that will appear on the purchase order sent to the vendor.
If you have a vendor item number you can enter it into the Item field.

Quantity * u/m Price  Currency Amt Extended

Delete Line Cost Category ~ Ttem Item Description *

|1328657CL031001 |4 53010000 |9 {kweceasos-2F |4 %, (3508 CCE Dual Turbo W/O fir [ 1] [ JX z-c§ $1.00

@O 1l

Maintenance Diesel Engine-CLO3 Materials

9. Enter a Quantity and Unit of Measure. If you selected an Item from inventory the price will
already be populated. If you entered a non-inventory item you must enter a price. Price is
required. If you have a quote, enter that price. If you do not have a quote and are unsure of
the item price, enter S1 in the price field.

Requisitions will not route for approval if you do not enter a price.

NORTHWEST TERRITORIES
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Delete Line

Cost Category

Item

Ttem Description *

o

0O 1Ll &

[1328657cL031001 | X

[5301.0000 |4 [KwiCCE3S08-2F

| {3508 CCE Dual Turbo W/o fir

Maintenance Diesel Engine-CLO3 Materials

Quantity * u/M Price

[ o e K[ o

Currency An t Extended

$ 1.00

10. For each line item, you need to enter some information in the detail section at the bottom of
the screen:

March 2015

a. Priority —this is a required field. By default this will be set to B— Normal. Click the

lookup to select or type it in.

|y

Priority * Shipping Method
B k9
Blanket PO Payment Term

Search Type

-
@ Search - Internet Explorer

@ http://testpurchase.ntpc.com/Central/PTIZoom.as

[1o

| [ Starts with

Description

Pricrity
Mormal
Annual

Repair

b. Ship To — for non-inventory items only. This will default to the main warehouse in your
region. If you require your items to be shipped to a different location click the lookup
and select a location.

General

(= Search - Internet Explorer

=] http://testpurchase.ntpc.com/Central/PTIZoom.aspx

%) @ Lne: @ @ Search Type
Department Site ID Vendor [Address ID || Starts with
[rTAppasupport [350 =N | [ ~|[starts with
Priority * ship To \Vendor Ttem e T
e [e [e =
‘B ‘ R ‘350 ‘ A [ ‘ A 120 Yellowknife
Hay River

120-WAREHOUSE

Yellowknife - Warehouse

10
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[oN

Site ID — for inventory items only. this will default to the main warehouse in your
region. After you’'ve selected an item, clicking the lookup for Site ID will display all Sites
where this inventory item is currently assigned. If the item you are looking for is not
assigned to the required site, please contact the Supplies and Land Inventory
Coordinator for assistance.

(& Search - Internet Explorer

General
& http//testpurchase.ntpc.com/Central/PTIZoom.aspx

Hay River

L} 1 Line: » )
Search Type
Department Site ID Vendor
[rrappasupport [350 |y | | [sten  v|[starts with
Priority * Sp 10 Vendor Item N ‘ ‘ Starts With
|B |':\ ‘350 |r:\ | Description

Jackfish

Snare

If you leave the site as the default and the item you are requesting is not assigned to it,
when you click save or submit on your requisition you will receive an error and the
offending line will be highlighted in red.

/& Sits 1D s invalid for Specified Inventory Ttem.

e (CREATED BY CREATED DATE * DEPART!
INTPC\lplett Plett, Leah 2013(12/16 TSTGroup|

Requisition Name |General Shop Supplies |

Delete Line

CostCategory ~ Item

| 1s2sss7cuos [OO 53010007 [C4] 1004015
Maintenanice Diesel Engine-CLO3 INV Materials

Ttem Description *

Quantity ¥ U/M Currency Total

[ = fslecs o

Price

JEL | sasket 2na3sea

Comments —Internal comments are used to provide the buyer further information and
to assist him in purchasing your items. This comment is for this line specifically.
Comments that pertain to the entire requisition should be entered into Internal
Comment at the top of the page.

General

H) @ Line:

Comments

Internal Comment

Reference URL

If a line has a comment added, a small note icon will appear on the left side of the line.

Delete Line F
L] 1| L& [
0 3Ll |

11. Continue on with your next item. For each line item you must fill in the fields identified above.

March 2015
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Duplicate Line
In most cases, much of the information you enter on each line will be duplicate information. It

is sometimes easier to complete all of the required information in the first line and then
duplicate that line.

Click in one of the fields in the line you wish to duplicate. Then click the Duplicate Line button
at the bottom of the screen.

N Pera Requisition 1/ (« [18855 19y
WorkPlace | Inventory Items Qty on Hand per Location (=) Print = Shopping List = Import 9 Submit  [) New [ Duplicate 3¢ Delete [ Comment ¥ Attachment(s)
Requester * Created By Created DATE * Department Type Total
JNTRCilplett Plett, Leah 01/10/2018 01/10/2018 TTAppRSUpport Save Requisition to Update Total

Requisition Name |For Liard Engine Overhaul ]

R I —
Required Date

Internal Comment.

Delete Line oject. Cost Category  Ttem Ttem Desription

u ) |13sssramon JEU 53010000 |4 |KWCCE3508-2F |4 #3508 CCE Dual Tusbo WO fir [ e | $1.00
O D¢ O a o, & ] = o[ B sow
H) (4 une: B (M) 3508 CCE Dual Turbo W/O fir
Department Ste 1D Vendar
[rappasupport 350 1 [ 1
Priority * Ship To Vendor Item
8 Q [350 =N =N
Hay River

T e O

Note that the entire line is duplicated, including comments and any information entered in the
details section at the bottom.

T T

Delete Line Project Cost Category Item ltem Description Quantity ¥ UM Price Cumency Amt Extended

0 o o [1323857CLO3 Q [s3010000 |9 [kwoccEdsos2F | C4 ® [3508 CCE Dual Turbo WO fitr i 1] [ea | [ 1oo]fzcs $1.00
Maintenance Diesel Engine-CLD3 Materials :

0 O [1328857CLO31 [s3010000 |9 [EEe=m = |\ ®, [3508 CCE Dual Turbo WiO fite i 1 [ea | [ 100|[zcs m
Maintenance Diesel Engine-CLO3 Materials :

Modify the line with the required information.

! NORTHWES‘I' TERR|TORIES
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Mass Line Change
Another feature that can speed up entry of requisitions is the Mass Line Change feature. Note
you have to save your requisition before using this feature.

\ Requisition © (« [18855 1
WorkPlace | Inventory Items Qty on Hand per Location (3 Print =] ShoppingUst = 3 Import P Submit [T) Mew [ Duplicate ¢ Delete [ Comment & Attachment(s)
Requester * Created By Created DATE * Department Type Total
[NTRCUplett Plett, Leah 01/10/2018 01/10/2018 TTAPpASUpport Recisition ~ Save Requisition to Update Total

Requisition Name [For Lisrd Engine Overhaul ]
wokorder s [ ]
Required Date

Internal Comment

Delete Line Item Description ™ Quantity * u/M

] m 1328657C1031001 L\ Q KWCCEI508-2F C& “.:\ 3508 CCE Dual Turbo W/O ftr I:l q 1 $100
Maintenance Diesel Engine-CLO3 Materials
O De 8 | a o, &, ] B el _JFs s
¥ (4 une: (2 (M) 3508 CCE Dual Turbo W/O fir
Department sie ID vendor
350 Q[ RN
Priovity * Ship To Vendor Item
B Q [3s0 Q| &
Hiay River
H save [ [ Dupicete Lnelll () Mass Line Change [ll 3, Detaits [l &= Inventory Info

For example, perhaps you have entered the incorrect project number on each of your lines.
Select the correct project from the lookup on the Mass Line Change window.

RS S

ra
ot [ ]\
T

S E—
N —

B Update & Close B Update Selected & Close

Click Update & Close.

If a cost category you selected for the previous project is no longer valid for the new project that
field will be cleared. Select a new valid cost category as required.

12. If you have a quote for the items or any other documentation you need to pass on to the buyer
or vendor, you need to attach it to the first line in your requisition. Click on the paper clip icon
on the left of the line.

Delete Line

NORTHWEST TERRITORIES
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The Attach File window will open.

‘ Paramount
& \orkPlace
File Browse...

Description ‘ ‘

Attach File

Files Currently Attached

There are currently no files attached.

E‘ Save & Close

Click the Browse.... button and find the file you wish to attach. Click Open. The file will appear
in the File box. Enter a good description and click Attach File.

File C:\Users\|jple\Desktop\quote.pdf Browse...
Description |Quote from supplieq X
Attach File

The file will appear under Files Currently Attached. You can add as many files here as you need.
Once you are done, click the Save & Close button. If you need to remove the file you've
attached, check the Delete checkbox before clicking Save & Close.

Files Currently Attached

Delete PO Attach RFQ  Date Attachment  File Size Description

O O O guote.pdf 173568 Bytes  |Quote from Supplier | |

The paperclip icon changes to show that an attachment has been added. Click on this icon to
view or modify your attachments.

1._,E§|

13. Once you have completed entering all of your items click the Save button at the bottom of the
screen.

NORTHWEST TERRITORIES
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It might not appear like the requisition is saving but please be patient as it takes a few
seconds. Once it is finished, you will get a message at the top of the screen to verify it has
saved correctly.

o TECTTNOULUOTES

|o Database Successfully Updated.l

*

If you try to click Save again before it is completed, you will get a message. Just click OK to

close.
Message from webpage &J
/B, The poge s currently processing or lozding, please try agein shortly!

14. If you wish to delete a line item from your requisition, click in the Delete checkbox at the far left
of the line you wish to delete. Then click the Save button.

Delete Line
@ 0 1
@ 2

15. At any point you can save your requisition and return to it at a later date to complete.

16. If you do not wish to submit or keep the requisition for processing at a later date, click the
Delete.

Requisition 0 (¢ [12397 REENOCAC

[E:] Print =& Shopping List - 3 Import ;.g'l Submit D New I:J Duplicate] 3 Delete B Comment 4 Attachmentis)

17. You can print the requisition by clicking the Print button.

NORC

Eﬂ Print ﬁ] Shopping List - vJlmport y Submit D Mew Eu Duplicate: a,ﬁ Delete |;| Comment l_;5*»!at'talzl'lmen'f(s.)

Requisition ® (¢ [12397

18. Once you are ready to submit for approval and processing, click the Submit button.

Requisition = (¢ [12387 RSO RC

(& Print 'Z[ Shopping List = [ Impa . [ Mew [[7 Duplicate 3¢ Delete [Jj Comment 7 Attachment(s)

You will get a dialog box confirming if you wish to submit. Click Yes to Submit or No to Cancel.
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Submit 3

Are you sure you wish to submit?

Once the requisition has been submitted, it will indicate success in the top left corner. Note that
all of the fields have now become read only.

‘ isiti ) (4 18855 [ QOIC
Paramount
¥ | inventory Items Qty on Hand per Location (=) Pint =] shoppingList ~ ¥ Recall | ) New ) Duplicate | Comment 4 Attachment(s)

Requester * Created By Created DATE * Department Type Total
ﬁﬁlm Pleat, Leah 01/10/2018 ﬁmmzma ITApPRSUpport REquIStion $ LoD

Requisition Name [For Liard Engine Overhaul
Work Order #
Required Date

Internal Comment

Cost Category Item Ttem Description * Quantity ® WM Price  Currency Amt Extended

o 1 (g wlE2ees7amI00 5301.0000 [3508 CCE Dual Turbo WO fir 1 fea 1zcs $100
Maintenance Diesel Engine-CLO3 Materials
—
® (4 une: 1 (B (M) 3508 CCE Dual Turbo W/O fir
Department Site ID Vendor
[rappasupport [pso [
IT Application & Support. Hay River
Priodty * Ship To. Vendor Item
s :
Normal Hay River

If you wish to recall a requisition to make changes or to cancel the requisition, click the Recall
button.

(& Print "] Shopping List - | #) Recall I New []7) Duplicate [Jj Comment 47 Attachment(s)

You will be prompted for confirmation.

Message from webpage ﬂ

—

@ Recall from Approval?
A >

You will now be able to make changes to the requisition and resubmit it or delete it.
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Duplicating Requisitions
If you find you submit similar requisitions on a regular basis, you might find it useful to duplicate
requisitions.

1. Open any requisition. It can be a requisition of any status: saved, waiting for approval,
approved, already processed.
2. From the top menu click Duplicate.

LE:] Print & Shopping List - D Mew EnJ Duplicate E, Comment 4 Attachment(s)

You will be prompted for confirmation.

7 x
Message from webpage Ié]

:] Duplicate this Requisition, Are you Sure?

[ ok |[ cance |

This copies all of the lines and the line details into a new requisition. It does not copy over any
line attachments.

Follow the previous instructions for submitting a requisition to make the necessary changes
required and submit.

Note that if a line detail, like priority for example, is different on the new requisition from the
old requisition you MUST update it on each line.
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Tracking Your Submitted Requisitions

Waiting for Approval
Your submitted requisitions will appear under Outstanding Transactions with the status Waiting for

Approval.

Outstanding Transactions

Requisition: 12395
Plett, Leah

2015/01/06

Approved °

Requisition: 12393
General shop supplies
Plett, Leah

2015/01/08
‘Waiting for Approval 0

Lesh Plett

Requisition: 12392
General Shop Supplies
Plett, Leah

2015/01/06
Disapproved o

An email has been sent to the appropriate approver(s) as determined by your department, the amount
of the requisition and NTPC's purchasing policy.

If you wish to recall a requisition to make changes or to cancel the requisition, click the Recall button.

[Eh Print ﬁ; Shopping List 4 £) Recall El Mew |:|:| Duplicate @ Comment & Attachment(s)

You will be prompted for confirmation.

Message from webpage

e

| Recall from Approval?

Lo« Jf

Cancel ]

You will now be able to make changes to the requisition and resubmit it or delete it.

March 2015
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Approved
Once your requisition has been approved, it will appear in your Outstanding Transactions with the status
Approved.

| Outstanding Transactions

Requisition: 12395 2015/01/06
Plett Leah Approved €

Requisition: 12393 wait 12-3;:.’[!1.'-36‘
General shop supplies il fLalrls ] 0
Plett, Leah Lesh Plett
Requisition: 12392 2015/01/06
General Shop Supplies Disapproved 0
Plett, Leah

You will receive an email confirmation once your requisition has been approved.

Wed 07/01/2015 2:13 AM

WorkPlace <WorkPlace@nipc.com>

Requisitions / Check Requests have been Approved.

To Leah Plett

oIF there are problems with how this message is displayed, click here to view it in a web browser,

NWT Power Corporation
The Follewing Requisitions / Check Requests have been Approved, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

Requisition / Check Request Prionity Project Cost Category ltem ftem Description Vendor Comment Intemal Comments Approver Notes Qty U/M Price fE\::T Currency
12395 Normal 1328657CL031001 5301.0000 KWCCE3508- 3508 CCE Dual Ship to Fort Liard 1 ea $1.0000 $1.00 ZLH
Turbo WIO fltr Request quote

from supplier

12395 Normal 1326657CL031001 5301.0000 40-1062 CAT 3500 16" Ship to Fort Liard 1ea $1.0000 $1.00 ZCH
Bracket/Plate/ HDWE Request quote
from supplier

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

At this point, you can still recall a requisition to make changes or to cancel it. Click the Recall button.

[Eh Print g? Shopping List ) Recall Q MNew |:|:| Cuplicate @ Comment .Q’ Attachment(s)

You will be prompted for confirmation.

Message from webpage ﬂ

| Recall from Approval?

[ ok || cance |

You will now be able to make changes to the requisition and resubmit it or delete it.
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Disapproved
If your requisition has been disapproved, it will appear in your Outstanding Transactions list with the
status Disapproved.

| Outstanding Transactions

Requisition: 12395 2015/01/06
Plett Leah Approved €
Requisition: 12393 ) 2015/01/06
General shop supplies Waiting for Approval ©
Plett, Leah Lesh Plett
Requisition: 12392 D_2315.’D1.'35
General Shop Supplies Isapprove 0
Plett, Leah

You will receive an email informing you of the disapproval.

Tue 06/01/2015 6:36 PM

Ao Do Wl Doramnin faa)

Requisitions / Check Requests have been Disapproved! I

To Leah Plett

ﬂIFthera are problems with how this message is displayed, click here to view itin a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests

Requisitioner: Plett, Leah

Requisition / Check Request Priority Project Cost Category ltem ltem Description  Vendor Comment Intemal Comments Approver Notes Qty UM Price Amt Ext Cumency

12392 Mermal 1001794 Timing Relax EMD stock for Inuvik  already 10ea $460.3400 $4,603.40 Z-C
8253244 requisitioned by
other user
12 MNormal 1001792 Ring Rubber EMD stock for Inuvik  already 10ea  $41.6000 $416.00 Z-Ch
requisitioned by
other user

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

When an approver disapproves a requisition or specific lines in your requisition, they must enter an
approver note. The note appears in the email under Approver Notes.

Tue 06/01/2015 6:36 PM
WorkPlace <WorkPlace@ntpc.com>

Requisitions / Check Requests have been Disapproved!
To [leah Plett

ﬂIFthera are problems with how this message is displayed, click here to view itin a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests

Requisitioner: Plett, Leah

Requisition / Check Request Priority Project Cost Category ltem ltem Description  Vendor Comment Internal Comme ts Approver Notes Qty UM Price Amt Ext Curency
12392 Mormal 1001794 Timing Relax EMD stock for Inuvik)  already 10ea $460.3400 $4,603.40 Z-CH
8253244 requisitioned by
other user
12392 Normal 1001792 Ring Rubber EMD stock for Inuvikl|  already 10ea  $41.6000 $416.00 Z-CH
requisitionad by
other user

Disapproved requisitions will remain in your Outstanding Transactions list until you delete them or
make changes and resubmit.

NORTHWEST TERRITORIES

POWER
CORPORATION

Empowering Communities

March 2015 20




Canceled
If a requisition gets approved but the buyer cancels it for some reason (purchased on VISA for example),
the requisition will appear in your Outstanding Transactions with the status Canceled.

| Outstanding Transactions

Requisition: 12393 2-3(; 5:01 IJS
General shop supplies anceles o
Plett, Leah

You will receive an email notifying of the cancellation.

‘Wed 07,01/2015 10:02 AM
\WorkPlace <WorkPlace@nipc.com>

I Requisitions / Check Requests have been Canceled.

To Leah Plett

ﬂIf there are problems with how this message is displayed, click here to view it in a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Canceled, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah
Requisition [ Check Request PO Number Priority [tem ltem Description Vendor Comment  Intemnal Comments  Reviewer Note Qty UM Price  AmtExt Cumency
12393 MNormal 1002832 Ring K20430 purchased on VISA S5ea $1.4500 §7.45 Z-CH

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

When a buyer cancels a requisition or specific lines in your requisition, they must enter a reviewer note.
The note appears in the email under Reviewer Note.

‘Wed 07,01/2015 10:02 AM

WorkPlace <WorkPlace@ntpc.com:>
Requisitions / Check Requests have been Canceled.
To Leah Flett

ﬂIf there are problems with how this message is displayed, click here to view it in a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Canceled, click the Link below to view these Requisitions / Check Requests:

Requisitioner: Plett, Leah

_—
Requisition [ Check Request PO Number Priority [ftrem Item Description Vendor Comment Intemal Comments  Reviewer Note Qty UM Price  Amt Ext Cumency

12393 MNormal 1002832 Ring K20430 purchased on VISA S5ea $1.4900 §745 Z-Ch

Cancelled requisitions will remain in your Outstanding Transactions list until you delete them or make
changes and resubmit them.
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Processed
Once your requisition has been approved and the buyer processes it (a PO generated), the requisition
will disappear from your Outstanding Transactions.

You will receive an email notifying you of the completion of your requisition.

Wed 07/01/2015 9:24 AM

WorkPlace <WorkPlace@ntpc.com>

I Requisitions / Check Requests have been Processed. I
To Leah Plett

GYDU forwarded this message on 07/01/2015 12:57 PM.
If there are problems with how this message is displayed, click here to view it in a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Processed, click the Link below to view these Requisitions / Check Requests

Requisitioner: Plett, Leah

Requisition / Check Request PO Number Priority Project Cost Category ltem ltem Description Vendor Comment Intemal Comments Reviewer Note Qty UM Price .égt
12395 P0O9217  Normal 1328657CL031001 5301.0000 40-1082 CAT 3500 16" Ship to Fort Liard 1ea $1.0000 $1.00
Bracket/Plate/HDWE Request quote
from supplier
12395 P0O9217  Normal 1328657CL031001 5301.0000 KWCCE3508- 3508 CCE Dual Ship to Fort Liard 1ea $1.0000 $1.00
2 Turbo W/O fltr Request quote

from supplier.

If you click on the requisition number link, it will take you to workplace and directly to this requisition.

Viewing Details

The details button at the bottom of every submitted requisition provides a great amount of information
about your requisition. Select a line from your requisition and click on the Details button. Some of the
information will be the same across all lines (PO, approval routing) but some information will be
different for each line (quantities shipped/received/invoiced, total costs).

‘ Paramount
& \XorkPlace

o Requisition has been Submitted.

Requester
INTPCllplett
Requisition Name [For Liard Engine Overhaul
Work Order #
Required Date

Internal Comment

Delete Line Project Cost Category
0 | [ w=/1328657C1031001 5301.0000 ||

Maintenance Diesel Engine-CLO3 Materials

General | Comments

®) (4 Lner 1) MW 3508 CCE Dual Turbo W/O ftr

Department Site ID Vendor
[rrappesupport [350 |

IT Application & Support Hay River

Priority * Ship To. Vendor Ttem
B [3s0 |

Normal Hay River

| EI=rm
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Track Approval Routing

The status of the requisition will appear at the top of the detail window. If it is still waiting to be

approved, the approval path will be shown.

In this example, the requisition was to be approved by Boyd, who has set an alternate of Stuart. The

Status indicates Stuart has the line loaded into an approval session but has not yet approved it.

Requisition Line Detail

Requisition: 12511  Line: 1

Status: Stuart Robinson has this line in Requisition Approval Session #11513
Approval Path

“*Note: Arrow indicates next pending approver, or role

Approval List Approver/Role Assigned Alternate Approvers
MgrMSDehChaSahtu - Manager, Maintenance Services - Deh Cho/Santu

» Mallaley, Boyd

Robinson, Stuart

Near the bottom of the detail window is a log of all the transactions in the approval path. All

submissions, approvals, recalls, and buyer processing are displayed. When an approver disapproves a

requisition they must enter a comment. This will be displayed here. When the buyer cancels a

requisition they must enter a comment. This will also be displayed here.

Requisition / Check Request Line Detail

Requisition / Check Request: 12335  Line: 1
Status: Requisition / Check Request Processed

Purchasing Status:
PO Mumber: PDEZW@ PDF: View/Print
Ordered Canceled Shipped Rejected Invoiced Matched
Quantity: 1.0000 0.0000 00000 0.0000 00000 0.0000

Log:

Date User Action

Jan 7 2015 10:24AM  Plett, Leah CHANGED: edfBillTo: -> 350, P|
Jan 72015 10:24AM  Plett, Leah  PROCESSED From Review
Jan 72015 10:13AM  Plett, Leah APPROVED

Jan 72015 10:04AM  Plett, Leah  SUBMITTED

Jan 7 2015 8:32AM  Plett Leah RECALLED

Jan € 2015 10:37PM  Plett, Leah APPROVED

Jan 6 2015 10:35PM - Plett, Leah  SUBMITTED

=

Purchasing Status

The next section on the window displays the purchasing status. If a PO was generated from the

requisition, a link to a copy of the PO is included. Click on the link to open the PO. This is the WorkPlace

version of the PO and not the final version that is sent to the vendor from Logistics.

Purchasing Status:
PO Number: PO2305TE] PDF: View/Print

Ordered Canceled Shipped Rejected Invoiced Matched
Quantity: 2.0000 00000 2.0000 00000 20000 2.0000

Quantities for this specific line item in your requisition will appear here for amounts ordered, shipped,

invoiced and matched.

March 2015
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Searching for Requisitions

Once a requisition has been processed by the buyer, it will no longer appear in your Outstanding
Transactions list. If you want to look at that requisition or view its details after it has been processed,
you can do one of 2 things:

1. Click on the link from the email you received notifying you of approval or review.

Tue 06/01/2015 6:36 PM
WorkPlace <WorkPlace@ntpc.com>
Requisitions / Check Requests have been Disapproved!

To Leah Plett

ﬂIFthera are problems with how this message is displayed, click here to view itin a web browser.

NWT Power Corporation
The Following Requisitions / Check Requests have been Disapproved!, click the Link below to view these Requisitions / Check Requests

Requisitioner: Plett, Leah

Requis ©.... Zl...\. Request Prionty Project Cost Category ltem ltem Description  Vendor Comment Intemnal Comments Approver Notes Qty U/M Price Amt Ext Currency

12392 MNermal 1001794 Timing Relax EMD stock for Inuvik  already 10ea $460.3400 $4,603.40 Z-C%
8253244 requisitioned by
other user
12392 MNormal 1001792 Ring Rubber EMD stock for Inuvik  already 10ea  $41.6000 $416.00 Z-CH
8479601 requisitioned by
other user

2. Search for the requisition within WorkPlace.
From the WorkPlace menu select Requisition.
Home

User Preferences

Requisition

Select Find Requisitions from the Transactions section.

Find Requisition

v [V

Requisition Entry
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March 2015

As with the other search windows, you are able to search on many of the fields using many
different search types. After you’ve entered your criteria click the Search button.

@ Search - Internet Explorer

Search Type

[Transaction Number_w][is Equal To V[l |
['vendor Comment | [Contains > |
[Site 1D ] [Contains M| |
[Last Name ] [Starts with v [Prett |

W || Starts With e

Transaction Number

Requisitioner

Type Requisition Name

12398 Requisition Plett,Leah
ltem No. Vendor ID
Line Inv# TRX# Project Cost Category g;:: ?)I::u“":i Reference URL Released Department ::Es g"' it gusﬁmer::) Manufacturer's Item Vendor Description
HL Blieee iy EErLELS Description Vendor Check Name
Ma
12397 Requisition General Shop Supplies Plett,Leah
Item No. Vendor 1D
= 5 GIL Account Status No. Customer ID s
Line Inv# TRX# Project Cost Category GIL Description URL Rel d D Status Description Customer Name Ma nufal:lu[el’_s Item Vendor Description
Item Description Vendor Check Nam
10-132-4306- 100
5300-30 in Requisition /
1 1328657CL021001 5301.0000 Supplies and Mo TSTGroupMew Check Request 3508 CGE Dual
Services Detail Turbo WO Flir

Click on a requisition to open it.
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Rules to Remember
The following rules are important to remember when entering requisitions. Not following these rules
may result in a disapproved or canceled requisition which may delay the purchase or issue of your items.

e Do NOT combine Inventory and Non Inventory items on the same requisition.
e [f you are replenishing inventory, you will select Project 350813500001000 and Cost Category

5301.0007.

e If you are requisitioning items in inventory, the cost category you select must end in 7 (eg.
5301.0007).

e If you are requisitioning items not in inventory, the cost category you select must end in 0 (eg.
5301.0000).

e Priority is required on each line.
e |[f you are unsure if the item you are requisitioning exists in Inventory, please take the time to
search the inventory list before submitting a non-inventory requisition.

Tips for Quick and Easy Requisition Entry

Follow these tips for quick and easy requisition entry.

e Use the Duplicate Line and Mass Line Change features to speed up entering the information
required on each line of your requisition.

e If you have similar requisitions you enter regularly, use the Duplicate or Shopping List features
to speed up the process.

e (Clean out your Outstanding Transactions. If a requisition has been Canceled or Disapproved,
modify it and resubmit it or delete it.

e Use the internal comment fields to provide information to the buyer.

e Use the details to track your submitted requisition: where it is in the approval routing, view the
PO created, track comments by approvers and the buyer and view receiving and invoicing on the
released PO.
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