Attorney General’s Department -
Buyer Quick Reference Guide

TO RAISE A PURCHASE REQUISITION

1. Click on smartbuy® (formally NetXpress) link in either the ‘Resources’ section of the AGD
Portal or on the ‘Infolink Homepage’

Login into smartbuy®

3. Click on CATALQGUES to access Corporate Express, Click on Corporate Express link
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Fig 1 smartbuy® Home screen

Search for & add <items> you wish to procure from Corporate Express

5. Click View Current Order, & Click Complete Order & Click Return Cart to return to
smartbuy® current requisition screen

Enter relevant information in <special instructions> field — if applicable

If you purchase for different Business Centres, select the relevant <Department> from
the drop down box, Click APPLY

8. Go to Delivery tab, select address if different from default, then APPLY
9. GotoInvoice tab, and check address is correct — if not, speak with Grahame Maher
10.Click SUBMIT and Click OK (top far right hand side of screen)

An email is sent to your approver who may approve/reject line items, if approved, a
purchase order will be sent electronically to the supplier.

Use the Open Requisition and Closed Requisition menus to monitor your submitted
requisitions.

ALWAYS quote the PURCHASE ORDER NUMBER to the Supplier, from your Purchase
Order List.

When goods are delivered you MUST raise an acceptance advice - ie receipt the goods in
smartbuy®.
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TO RECEIPT GOODS (RAISE ACCEPTANCE ADVICE/S) WHEN:
ALL GOODS ORDERED ARE DELIVERED
1. Click Purchase Order List
2. Click <purchase order number> from the list

HINT: Scroll down the screen, Click Order Transaction Summary to view the history, see
if any acceptance advices have been raised, click <purchase order number> (top of
the screen) to return to order.

3. Click Raise Acceptance Advice
4. Click Accept All, Click Create AA and click OK
WHEN GOODS ORDERED ARE ONLY PARTIALLY DELIVERED
1. Click Purchase Order List
2. Click <purchase order number> from the list
To check whether you have receipted this order or not, scroll down the screen

3. Click Order Transaction Summary to view the history, see if any acceptance advices
have been raised,

4. Click on <purchase order number> to return to the purchase order
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Fig 2 Purchase Order Summary screen

5. Click Raise Acceptance Advice
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Figure 3 New Acceptance Advice screen

6. Select items that have been delivered, and de-select items NOT delivered.

HINT: Click Clear All to deselect all items. When you de-select an item it will “grey-out”
from the list and it will not appear on the acceptance advice. See Fig 4 for an
example where 2 items (the dividers) were not delivered so not receipting them in
this acceptance advice.
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Fig 4 New Acceptance Advice screen — Example 1
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7. Click CREATE AA and OK (at top of the screen)
8. Click Back to Purchase Order, Click Purchase Order Transaction Summary
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Figure 5 Purchase Order Summary Screen

HINT: Click <Acceptance Advice Number> to view the Acceptance Advice.

You can also print this Acceptance Advice (Click Printer Version), so that when the
remaining goods are delivered, you know what you have receipted previously.

When the remaining goods are delivered, raise another acceptance advice until you have
finished with this order. Note that all items ordered will appear in the acceptance advice.

See Example 2 in Fig 6 — which is accepting the remaining 2 items — which weren’t
received in the first delivery. So select only those items.

oods aootpted Tate (dd-rmem-yeyedi™ |03.05:2006 : 2
Dividers delwsred. ;I

=

Accaptsncs Commsnts! Hotez:

Lina [tarm: T
hoceptance Rased Bp

Rafarsnce:
Raquigibened by Thetwiess Aldes
Agancy Purchaca Srder Mo, AEOONAF by Crgardeaticn: RGOTRATH
liar Purch der K g and
m Buppliar Purchare <oder Hio MEBOOGEE by Segarisabion Corplpressitationesy
Agansg GRH Moot
P GER Creation Date (ed-mm-pyiyli*  [03-05-2006 [o]
i‘iﬁ'ﬂ Acceptance Chowce |Ruwn |Lll|wr Hef g:_:“ud ity |SName
. ALHESIYE, Home/OffiesSchool, Bly-tack,
T ([rudly Rejected 0 [ 1 =l |o 50 | T
| ! | ! | Zearm . i e
|y zejected 5 |[wn =1 |[ [o za L L oMLt
+ ' ' ' . | Bl = — =
O |[Fdly 2ejected ] | [Wen =|[ [ 80 | S R
| - | | | |en o | CLIP, BINDER OR BULLD G, Foldback, 19mm, |
O |[Faly fejncte =l =] [ [ 0.0 | ks
[ [ [ | | er o | CLIP, BINDER O BULLEG, Foldback, 25mm, |
var O |[Fary meja =BT - 0 SO0 e
e e e e I )
47 5 o CHMIDER, LOOSE-LEAF BINDER, Cardhoard,
i : F | [Fudly dceepted =] | [r0n = [0 il g 2. b Th
3d B T T T T | ] T = 1
T SUMIDER, LOOSE-LEAF BIMDER, Cardbesrd,
: F |[rudly dccepted =] [[rs =0 [1o 0.0 |G e ot

MLMIIIIIIIIIIIllllllllllllllll‘

| Back o Al Lisk
Fig 6 New Acceptance Advice screen — Example 2

9. Click CREATE AA and OK (at top of the screen)
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Fig 7Acceptance Advice screen

This Acceptance Advice contains the outstanding items from the order.

10.Click Back to Purchase Order, Click Purchase Order Transaction Summary to view
the details of what you have receipted.

TO CANCEL AN ACCEPTANCE ADVICE/S CREATED
Click <Acceptance Advice Number> to view the Acceptance Advice
Click Cancel AA (far right hand side of screen) and click OK.
TO VIEW ALL ACCEPTANCE ADVICE/S CREATED
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Fig 8 Acceptance Advice List screen

TO COMPLETE PURCHASE ORDER

Once you have receipted all goods delivered from your orders, you should then complete your
Order. DO NOT Complete Order until you have raised all necessary Acceptance Advice/s.

1. Click Purchase Order List,
2. Select <PO number>, Click Set Order Status to Complete and click OK

TO CHANGE MY DETAILS
(eg email address, password, authentication questions

1. Click MY PROFILE (top right hand side of Welcome Screen), Change relevant details,
Click APPLY
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