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[image: image1.emf]Welcome to How to Buy Training

By understanding what tasks are involved when you 

buy on behalf of XYZ company, you can ensure your 

suppliers are paid on a timely basis. 

At the end of this course is a 

required online 

assessment

. New iProcurement users will need to 

submit this assessment in order to receive access to 

the tool. 
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How to Pay

How to Pay
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Overview


Navigation/Links  

From:  Link on Intranet site
To:  Course Introduction
Hot Spots:  Before You Buy, How to Buy, How to Pay
Notes  

May not want to display this page until after the course overview is complete.

Display first but disable buttons until after the overview is complete.

Text  
By understanding what tasks are involved when you buy on behalf of XYZ company, you can ensure your suppliers are paid on a timely basis. 

At the end of this course is a required online assessment. New iProcurement users will need to submit this assessment in order to receive access to the tool.  

Audio
No audio for this page.
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[image: image2.emf]This section of the online course consists of three 

30-minute modules. 

Before You Buy

– This module outlines key 

spending policies and other decisions you need 

to make before engaging with a supplier. Better 

decisions up front lead to pain-free purchasing 

later!

How to Buy

– This module covers the systems 

used for various types of purchases. You will also 

see how to perform basic tasks in iProcurement.

How to Pay

– This brief module describes what 

criteria need to be met before payment is made 

on an invoice. In addition you will learn how to 

submit an invoice for payment and check on its 

status in the system.

Course Organization


Navigation/Links  

From:  Course HomePage
To:  2
Notes  

Change text to read three, 30 minute modules.
Text  
This section consists of three 30-minute modules. 
Before You Buy – This module outlines key spending policies and other decisions you need to make before engaging with a supplier. Better decisions up front lead to pain-free purchasing later!

How to Buy – This module covers the systems used for various types of purchases. You will also see how to perform basic tasks in iProcurement.

How to Pay – This brief module describes what criteria need to be met before payment is made on an invoice. In addition you will learn how to submit an invoice for payment and check on its status in the system.
Audio  
Welcome to the How to Buy portion of this online course. Then, same as text.
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[image: image3.emf]At the end of this course you will be able to:

Course Objectives

• Explain the overall buying process including the 

difference between a Purchase Request vs a 

Purchase Order

• List key policies as they relate to buying on behalf 

of XXX (company name removed for 

confidentiality)

• Explain the benefits of using Preferred Suppliers

• Determine the appropriate method for purchasing: 

corporate card or Purchase Order

• Perform key tasks related to Purchase Orders 

and Invoices


Navigation/Links  

From:  1
To:  3
Notes  

Text  
At the end of this course you will be able to:

· Explain the overall buying process including the difference between a Purchase Request vs a Purchase Order

· List key policies as they relate to buying on behalf of XXX (name removed for confidentiality)
· Explain the benefits of using Preferred Suppliers

· Determine the appropriate method for purchasing: corporate card or Purchase Order

· Perform key tasks related to Purchase Orders and Invoices
Audio  Same as text.
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[image: image4.emf]Amy and Lisa are having coffee in the cafeteria. Amy tells Lisa how frustrated she is 

trying to get an invoice paid. 

Procure-to-Pay Process: Scenario

Let’s listen in as they talk.

Click the Notes section to the left if you want to read a 

transcript of their conversation.


Navigation/Links  

From:  3
To:  5
Notes  

· This scenario will be carried throughout the Before You Buy, How to Buy and How to Pay modules.
· Minimal text will appear on the slide, instead learners can view a transcript of the audio in notes panel of the Articulate window. This will assist with the localization later.

Text  
Amy and Lisa are having coffee in the cafeteria. Amy tells Lisa how frustrated she is trying to get an invoice paid. 

Let’s listen in as they talk.

Click the Notes section to the left if you want to read a transcript of their conversation.

Audio  
Amy: Last month I hired a vendor to do some work for me. I’ve received an invoice but am having problems getting it paid. It’s so frustrating! I don’t have time for this!

Lisa: Yes, I know. I was frustrated too until I learned how to navigate the process.

Amy: I noticed that you never seem to have problems getting invoices paid.

Lisa: It’s really matter of making good decisions up front, following spending policies and knowing how to use the computer systems to enter & track information. 

If you can do those things, your invoices get paid much more quickly & easily.

Amy: You make it sound so simple! I don’t suppose you’d show me how to do those things?

Lisa: Sure, no problem!
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[image: image5.emf]Learning Check

A Purchase Order is NOT the same thing as a 

Purchase Request. 

T

T

/F 5.

Invoices submitted for payment without a Purchase 

Order number will be returned to the vendor.

T

T

/F 4.

Preferred Suppliers save XYZ company money. 

Therefore you should always try to work with them 

whenever possible.

T

T

/F 3.

Purchases over ______ require a Purchase Order.

$2,500

$1,000   $10,000   $5,000

Mult

Choice

2.

The type of good or service being purchased does 

not affect the steps you follow in the Procure to Pay 

process.

T/F

F

1.
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From:  5
To:  Course HomePage (0)
Notes  

· This concludes the ‘required’ section of the training. We can either link directly to the How to Buy module or route people back to the HTML course HomePage (see first slide) & let them choose how to navigate through course.
· Quiz needs to provide feedback with correct answer if learners answer incorrectly. (Feedback can be straightforward: Incorrect. The correct answer is XX.)
· Only one attempt at this quiz & not graded.

· Correct answers are bolded & intended for developer only.

Text  
	1.
	T/F
	The type of good or service being purchased does not affect the steps you follow in the Procure to Pay process.

	2.
	Mult Choice
	Purchases over ______ require a Purchase Order.
$2,500   $1,000   $10,000   $5,000

	3.
	T/F
	Preferred Suppliers save XXX company money. Therefore you should always try to work with them whenever possible.

	4.
	T/F
	Invoices submitted for payment without a Purchase Order number will be returned to the vendor.

	5.
	T/F
	A Purchase Order is NOT the same thing as a Purchase Request.


Audio  This learning check is intended to reinforce what you just learned. It is not graded and will prepare you for the final assessment. 
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