CE for Immediate Purchase — Help Request Screen

WE are pleased to announce a new enhancement that will aid in the streamlining, tracking and execution of the
Credit Exception for Imnmediate Purchase. Currently the system relies on one off emails to RAD’s and their ability to
stop (Assuming they are available), review the reason in the email, open the WO and check the CE button only they
can see. There is also no tracking of the approvals and denials either. To remedy these issues, we have now moved
this function to the “Help Request” tool on the main screen of MA.
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Click the Help Request Botton on the Main screen of MA.
Select the Purchase Immediately button.

Enter justification reasoning.

Click Submit.
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This will then send the CE request for Immediate Purchase to the WO Change Request Tool managed by the RADs
and Funding Managers/Directors.
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RADs or appropriate director will then review the request, select the appropriate approval or denial action, enter a
response if warranted and submit the approval or denial. An email will be sent to the requestor as with all other
Help Request approvals/denials.
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If approved, The CE to Purchase Immediately box will appear on the main screen of the WO with the reason
originally submitted with the request.
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Triage Form

A complete transaction log on the request and decision for approval/denial will automatically populate to the
notes as wellin the WO.
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This will also allow for the history of the actions taken to be logged and tracked in the WO Change Request Toll as
with any other Help Request function currently. (This is an administrative function only available to those with
access to the WO Chage Request Tool)
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Removal of CE for Immediate Purchase — Help Request Screen

We have also added the function to remove the CE for Immediate purchase to the help request as well. Currently
the only CE date that could be removed was the CE for Purchase at Submission. We felt it prudent that we had the
functionality to do both. This works just like all the other dates one could always be request to be removed and
flow through the WO Change Request too for RADs and Funding Managers/Directors to approve.

*** As a general rule, if all the PO’s have been issued and/or received you do not want to be removing the CE for
purchase date unless you intend to cancel the PO’s that have not shipped or return the ones that have been received. At
this time, we have not put any blocks or stops in that prevent the CE dates from being removed after the fact but
common sense would dictate that once the purchasing action has been executed as requested there is no pointin
taking the dates out unless we plan to cancel everything.
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