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All rights reserved

No part of this document may be reproduced in any form without prior written consent of Shared Support
Services, Southeastern Ontario (3SO). The information contained in this document is proprietary to 3SO
and may not be used or disclosed except as expressly authorized in writing.

Trademarks
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1.0 Overview

Shared Support Services, Southeastern Ontario (3S0O)

Shared Support Services, Southeastern Ontario (3SO) is a not for profit non share capital shared
service organization. Our mandate is to provide supply chain services to member healthcare
organizations. The objectives of 3SO are to improve service levels and maximize supply chain

efficiencies, resulting in savings for members that will be reinvested into direct patient care.

3SO0 is supporting the implementation of a procurement tool to promote regional efficiencies in the
requisitioning and approval of supplies for use at all hospitals in the Southeast Local Health
Integration Network (SE LHIN).

Electronic Requisitioning (E-Req)

SRM is the SAP acronym for online requisitioning. For the purposes of this manual, SRM will be
referred to as the e-requisitioning system, or E-Req.

E-Req is a technological enabler that will allow requisitioners (and approvers) the ability to submit,

approve and monitor purchase requisitions online.

Any items ordered through E-Reg must be routine, repeatable purchases with a fixed source of
supply, including consignment and no charge items. Fixed Source of Supply means the item has a
Material number that is built in SAP so consumption can be tracked. The fixed source of supply is
important, because price, vendor, vendor catalogue numbers would not be known to SRM (E-Req)
if there is no fixed source of supply. This makes approval difficult to attain, when costs are
unknown. E-Req requisitioners and approvers are set up with dollar value thresholds that are

consistent with the Hospital's signing authority policies and procedures.

Free texted items (items without an SAP number), capital purchases, and returns and repairs are
excluded from ordering/transacting through E-Req. Any excluded materials must be ordered using

the site’s existing purchasing processes.
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Through this E-Req tool, designated hospital employees can create and manage their own

requisitions, or shopping carts, and purchase stock items, non-stock items and items from their

site’s central inventory.

E-Req allows requisitioners to search items, create shopping carts, and get approval from items

over their purchasing threshold. Items are sent to the vendor. Shoppers can check on order status.

Here is how E-Req works:
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2.0 Getting Started

Login and User Settings

Every Requisitioner and Approver will be provided a user name via email. They will be instructed
to contact 3SO E-Req Support via telephone (number will be provided in the email), in order to
confirm their identity and receive a temporary password. No software needs to be loaded onto the
users computer. A URL will also be provided in the email, as a link to access the system.

Here is the link that will take you to the login screen:

https://dksapmsapprl.kgh.on.ca:50443/sap/bc/nwbc/

*Note: this login is for training purposes. PROD logins to be provided via email to all users

It is suggested that the Requisitioners and Approvers add this link as a ‘favorite’ in Internet
Explorer, so the URL is easily retrievable. When you click the link, here is what you will see:

System: PRD

Client: *

User. * | |

Password: * | |

Language: [English [=]
[] Accessibility

Change Password

i L]
Copyright @ 2018 SAP SE. All rights reserved. w

Client number will default to 100. Language selected should be English.
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Enter the User ID and password assigned to you, by E-Req Support. At your first login you will be
prompted to choose a new password. Choose your new password. Hit ‘Enter’ or click the ‘Log On’

button. You may be prompted to save login information. You will be shown how to do this in

training.
' NOTE: IF YOU ARE AN APPROVER WITH CROSS-SITE
¢ RESPONSIBILITIES YOU WILL HAVE A SEPARATE LOG IN FOR

EACH HOSPITAL (FOR EXAMPLE PROVIDENCE CARE AND
KINGSTON HEALTH SCIENCES CENTRE). IT IS IMPORTANT TO
REMEMBER THAT EACH HOSPITAL HAS ITS OWN SIGNING
AUTHORITY POLICY, THEREFORE YOUR APPROVAL LIMITS
ATTACHED TO YOUR COST CENTRES COULD DIFFER.

You will be brought to this screen:

SAP NetWeaver Business Client

Home OP Analyst Supply Chain
Master Role Manager

<
Shop q\ Advanced Search

» Work Overview
Purchase goods and semvices from catalogs or templates, or describe your requirement ‘ @ Search for existing shapping caris and other documents

+ Shopping Area
SRM User Seftings
- Personalization ©, o Enterand update personal setings such as name, agdress, e-mall agdress and substitutes for team purchasing

|  NOTE: SECURITY OF THE SRM SOFTWARE IS PARAMOUNT. LOGINS

® _ AND PASSWORDS ARE SPECIFIC TO THE USER AND MUST NOT BE
SHARED. THESE PASSWORDS FOLLOW THE SAME RIGOR AS EMAIL
SECURITY WITH LOGINS.

I NOTE: FOR ACCOUNT MANAGEMENT PURPOSES,

L]

MANAGERS ARE RESPONSIBLE FOR CONTACTING
THE SITE E-REQ BUYER TO INFORM THEM OF ANY
STAFFING CHANGES.
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3.0 Approver Roles
Approving a Shopping Cart

All Requisitioners have a purchasing limit. This is in compliance with the Site’s Purchasing Policies
and Procedures. Requisitioners are approved to order up to that amount. Anything over that
amount requires next level approval. There may be instances where more than one level of
approval is required; i.e. Requisitioner creates, Manager Approves, Director approves as the

amount is over the Manager’s purchasing threshold.

Requisitioner: Person creating the shopping cart; the value of the shopping cart may or may not
exceed the dollar value that the requisitioner is authorized to purchase;
Approver: The Manager / Director — next level of authority that can approve the shopping cart.

Once the shopping cart is approved, it will be processed.

Processing an Approval from a Workflow Email

Here are the steps involved in the requisition to approval process:

1. Requisitioner creates shopping cart, shopping cart is above the requisitioners purchasing
threshold.

2. Requisitioner may or may not add a note for the approver, identifying why this shopping cart
should be approved. Remember that adding a note is optional for the Requisitioner. This
documentation will be visible to the Approver, and will assist the approver in determining if the

shopping cart should be approved and processed.

Below is an example of a note that would appear on a shopping cart that would require

approval.
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Shop in 4 steps

" 1 2 4

Select Goods/Senvice Shopping Cart (5 items) Complete and Order

< Previous || Order > Close Save || Check

Name of Shopping Cart: | VANHERPA 2017/11/09 15:49
Number: 110003029

Approval Process: Display | Edit Agents

Mote to Approver

Exira supplies ordered for Xmas vacation

Budget: Display

£ Previous Order » Close Save Check

| NOTE: HOW TO ADD NOTES IS OUTLINED IN THE ‘HOW TO CREATE A
| SHOPPING CART SECTION OF THE REQUISITIONER USER MANUAL.

3. Approver receives email indicating there is a shopping cart to be approved. Below is a sample
of this email.

From: Viorkfiow System <WF-BATCHEkgh karnet> Sent Thu 11/9/2017 351 PM
To: Van Herpt, Ann M.
e
Subject: Approve shopping cart of Ann Van Herpt with value 226.08 CAD
B S YR~ T~ S T S S S T 2 N N R V10 - i | E A
& - : - ; - : - : - : L L Cal
]
This email is computer generated DO NOT REPLY
Thank You
380 - Shared Support Services Southeastern Ontario
Legon
Message to Approver: -
Extra supplies ordered for Xmas vacation ( VANHERPA 201741/08 15:50-18 EST )
2, Overview of Snopping Cart No, 0110003028, VANHERPA 2017/11109 15:42
item Data -
Description Product Quantity Unit_ Requested Delivery Date Price  Cumency Per
BRIEF HEAVY FROTECT MED 32-44" WH DISP 103382 % EA 20174110 039 CAD 1EA
BRIEF HEAVY PROTECT LRG 45758 BLU DISP 109393 72 EA 2017H1M0 052 CAD 1EA
BRIEF EXT NIGHTTIME MED 32°-44° YEL DISP 109304 % EA 201711108 061 caD 1EA
BRIEF EXT NIGHTTIME LRG 45™-56" GRM DISP 109395 72 EA 201711108 0.82 CAD 1EA
PAD PANT LINER LRG 13°%28" BLU DISP 109396 % EA 2017111708 0.35 CAD 1EA
Account Data
tem Account split position Distribution Acc. Category Cost Object GL_Ace.
1 0001 100.00 % cc AUTO
2 0001 100.00 % cc AUTO
3 0001 100.00 % oo AUTO =

The note to the approver, entered in the shopping cart, appears in the email, “Extra Supplies
ordered for Xmas vacation.”
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4. Approver clicks the ‘Log on’ link and logs into SRM.

To: derrick meorsvi@lkinestonhsg

|E| Subject: Approve shopping cart of D)

1. The following requires processing:

Approve shopping cart of Danielle Corbin with value 199,00 CAD
This email is computer generated OO MOT REPLY

Thank ¥ou

250 - Shared Support Services Southeastern Ontario

Log on

2. Overview of Shopping Cart Mo. 0110004312, CORBIND 20181112 12:38

5. Approver can review the order line by line.

Display Shopping Cart:0100005825

Number 100005825 Document Hame MOREYD 2018/M12/05 10:30 Status Awaiting Approval

Edit || Close Print Preview Show my Tasks || Refresh || Copy || System Information

w General Data

Create Memory Snapshot

Created On  2018/12/05 10:30:22

Buy on Behalf of:

Approval Process:
Budget:
Document Changes:

w [tem Overview

Details

Line Number

I

Mame of shopping cart:

Derrick Marey

MOREYD 2018M2/05 10:30
Display / Edit Agents

Display

Display

Copy
ltem Type ProductID Description Product Category  Product Category Description  Quantity  Unit
Material 103 CIRCUIT, CPAP NEOMATAL  BIOMEDSUP Biomedical Supplies 500 EA

Approval Mote

6. Approver approves or rejects the entire shopping cart. An Approver cannot partially approve or

reject a shopping cart. Approver can add a note if needed.
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7. Click on “Show My Tasks”

Display Shopping Cart:0100005825

w General Data

Buy on Behalf of:
Name of shapping cart | MOREYD 201812/05 10:30

Approval Process: Display / Edit Agents
Budget: Display
Document Changes: Display

w [tem Overview

Details Copy
Line Number Item Type ProductlD Description
. 1 Material 103 CIRCUIT, CPAP NEOMNATAL BIOMEDSUP

Number 100005825 Documen 2/0510:30 Status Awaiting Approval

Edit | Close Print Preview Show my Tasks efresh || Copy || System Information

Derrick Morey Approval Mote

Product Category  Product Category Description

Created On  2018/12/05 10:30:22

Create Memory Snapshot

Biomedical Supplies

Quantity ~ Unit

500 EA

8. Click “Process Now”

Select a task to process the shopping cart

B

My Tasks for This Document
Subject

. Approve shopping cart of Derrick Morey with value 835.00 CAD

From

2018M12/0510:3312

Process Mow

Cancel
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9. Click on “Submit” to approve or click on “Reject” and then “Submit” to reject the cart.

Approve Shopping Cart:0100005825
Humber 100005825 Document Name MOREYD 2018/12/05 10:30 Status Awaiting Approval

Submit || Edgit Print Preview Check || System Information || Create Memory Snaps

w General Data

: Approval Mote
Buy on Behalf of Derrick Morey

Mame ﬂfshﬂpping cart: MOREYD 2018/M12/05 10:30

Approval Process: Display / Edit Agents
Budget: Display
Document Changes: Display

w [tem Cverview

Details Process All ltems |
Line Mumber | Reject | Approve ltem Type ProductID  Description Product
. 1 - Material 103 CIRCUIT, CPAP MEOMATAL  BIOMED

Message will be displayed.

ﬁ Action was successfully performed

| NOTE: APPROVER EITHER APPROVES OR REJECTS THE ENTIRE
| ORDER. PARTIAL ORDERS CANNOT BE APPROVED.
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Processing an Approval from ‘Work Overview’ Screen

If you are away from your email, but have access to a desktop that is connected to the network,
you can log into SRM by clicking on the following link (you do not need Citrix to access this link):
https://dkmsapprl.kgh.on.ca:50443/sap/bc/nwbc/

Once you are logged into the system, you can view your work items (shopping carts awaiting
approval) by following the steps below.

1. Click on ‘Work Overview’

SAP NetWeaver Business Client

Home OF Analyst Supply Chain Supply Chain Logistics Accounting Information
Waster Role Manager Supervisor Systems
<
w Work Overview Active Queries

_ Without Category Assignment Work ltems (143)

+ Shopping Area Work ltems

+ Personalization Show Quuick Criteria Maintenance

View:  *[Standard View] w
7 Subject

Approve shopping cart of Derrick Maorey with value 116.49 CAD

Aprs on, | SNy P S B P [ NS SOPRTE I ST PN O e O

2. Select the appropriate shopping cart line and click.

SAP NetWeaver Business Client

Home OP Analyst Supply Chain Supply Chain Logistics Accounting Information Tools Inventory Office Ad Hoc
IMaster Role Manager Supervisor Systems Catalogue Query
<
~ Work Overview Active Queries
_ Without Category Assignment Work ltems (143)
+ Shopping Area Work ltems

+ Personalization Show Quick Criteria Maintenance

View: = [Standard View] v

|'|r—:| Subject Destination Descr. SentOn = Priority H
I Approve shopping cart of Derrick Morey with value 116.49 CAD | 2018M12M1813:49:23  Medium
Approve shopping cart of Ann Van Herpt with value 28488 CAD 2018M2M1014:10:11 Medium
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3. The cart can now be rejected/approved and submitted.

2 Approve Shopping Cart:0110005381 - Internet Explorer

Approve Shopping Cart:0110005381
II Number 110005381 Document Hame WADDELJ 2019/08/06 11:34 Status Awaiting Approval Created On 2019/08/06 11:34:31 Created By

Close Print Preview Check

w General Data

i Approval Mote
l' Buy on Behalf of Julie Waddell
l

Name of shopping cart: | WADDEL 2019/08/06 11:34

Approval Process: Display / Edit Agents
Budget: Display
Document Changes: Display

w [tem Overview

Details Process All ltems
Line Mumbery Reject Approve ] ltem Type ProductlD Description Product Category  Product Category Description  Cuantity  Unit
. 1 = Material 1794 WIPE ALCOHOL PREP  TRAUMA Trauma 4,000 EA

NOTE: MODIFICATIONS CANNOT BE MADE TO THE SHOPPING CART.
IT IS EITHER APPROVED OR REJECTED. IF THE APPROVER WISHES
TO REMOVE ONE ITEM, THE ENTIRE SHOPPING CART NEEDS TO BE
REJECTED. IT IS UP TO THE APPROVER TO COMMUNICATE TO THE
REQUISITIONER THE RATIONALE FOR REJECTING THE SHOPPING
CART.

! NOTE: APPROVERS ARE RESPONSIBLE FOR ASSIGNING
SUBSTITUTES WHEN ABSENT. FAILURE TO DO SO WILL INTERRUPT
THE FLOW OF SUPPLIES AND MAY IMPACT PATIENT CARE.

Approving a Shopping Cart on your Mobile Device

Approving shopping carts from a mobile device is possible, if you have Citrix Receiver installed on
your mobile device and a KHSC Citrix account. To complete an approval log in to Citrix on your
device and access your email. You can now follow the normal process via an email to

approve/reject a shopping cart as described in this manual.

If you have questions, please follow up with your site’s IT department to explore opportunities for

adding this functionality.
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View Approved Shopping Carts

1. Loginto E-Req

2. Click on ‘Work Overview’ on the left hand side.

SAP NetWeaver Business Client

Home

OF Analyst
[Master Role

» Work Overvie

W

+ Shopping Area

+ Personalization

Supply Chain Supply Chain Loqgistics Accounting In
Manager Supervisor 3
<
Shop
Purchase goods and semnvices from catalogs or templd
L ] L ]
- SRM User Settings
e - Enter and update personal settings such as name, ag

3. Under ‘Work Items’, click on ‘Show Quick Criteria Maintenance’.

SAP NetWeaver Business Client

Home

w Work Overview

+« Shopping Area

« Personalization

OF Analyst
IMaster Role

Supply Chain Supply Chain Logistics Account
Manager Supervisor
<

Active Queries

_ Without Category Assignment Waork ltems (143)

Work ltems

Show Cluick Criteria Maintenance

4. Under ‘Show* from the drop down menu, select ‘Completed Work Items’.
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SAP NetWeaver Business Client

_ Without Category Assignment Work ltems (143)

+ Shopping Area Work ltems

+ Personalization
| Hide Cuick Criteria Maintenance

Home OF Analyst Supply Chain Supply Chain Logistics Accounting
Master Role Manager Supervisor
£
w Work Overview Active Queries

Show: * | [Completed Work ltems "

5. To narrow search, additional filters can be applied in the ‘Status’, ‘Sent Date’, etc. fields.

6. Select ‘Apply’ and ALL approved shopping carts will be displayed.

SAP NetWeaver Business Client

_ Without Category Assignment Waork ltems (143)

+ Shopping Area Work ltems

+ Personalization
| Hide Quick Criteria Maintenance

Home OF Analyst Supply Chain Supply Chain Logistics Accounting Ini
Master Role lManager Supervisor Sy
£
w Work Overview Active Queries

Show: * Completed Wark ltems w

Status: i
High Priority:

Sent Date: ¥
Timeframe: -
Subject:

Apply Clear
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Note: For additional detail you will need to click on each individual shopping cart.

Substitutes for Approvers

Approvers have the ability to assign substitutes for vacation coverage, to ensure orders are not

delayed in processing.

When assigning a substitute, it is the Approvers responsibility to ensure

they have confirmation of the substitues user name (some users have multiple user names visible
in the system) and that they are available for the duration of coverage and that is required.

There is only one level of substitution in the E-Req system. If an Approver’s substitute has an

emergency absence and assigns a substitute for themselves, the original Approver’'s shopping
cart(s) will not be accessible to that second substitute Approver.

Here is how to assign a substitute:

1.
2.
3

Log into E-Req
On the left hand side select ‘Work Overview’

You will be brought to an ‘Active Queries’ page. Select ‘Substitution’

SAP NetWeaver Business Client

Home

OP Analyst Supply Chain Supply Chain Logistics Accounting Information Tools Inventory Office Ad Hoc
Master Role Manager Supervisor Systems Catalogue Query
<
v Work Overview Active Queries
_ Without Category Assignment Work ftiems (143)
+ Shopping Area Work ltems
+ Personalization Show Quick Criteria Maintenance
View:  [Standard View] v Details | Approve | Reject | Resubmit Forward || Assign To Me Substitufion
C] Subject Destination  Descr, SentOn  Priority RFC Destination Due Date  Status rwarded By  Suf
Approve shopping cart of Danielle Corbin with value 127,00 CAD 2017/07/06 13:50:18  Medium MNew Debbie Linton
Approve shopping cart of Danielle Corbin with value 50.00 CAD 2017/0710 13:26:05  Medium New
. Approve shopping cart of Danielle Corbin with value 50.00 CAD 2017/0710 13:38:41  Medium New
Annroue shonning cart of Nanisils Cochin with valie 1590 CAD 2017I07M0 1478°48  Nadium Lo
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You will see the screen below.

Maintain Substitution H

Manage Substitution Rules

You can view and manage your substitution rules.
You can create several substitution rules for planned or for unexpected absences
You can also see other users” substitution rules involving you, and you can take over another user's tasks (if this user has allowed you to il in").

My Substitution Rules

5] Tasks Assignee Substitution Type Status Rule Activation

Other Users' Substitution Rules

'TI'] Tasks Task Owner Substitution Type Status Substitution Takeover

4. Select ‘Create Rule’ and you will see the screen below.
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Create a Substitution Rule

B M

Assignee: #*

Recipient:

Assign These Tasks: I All

Activation ofthe Rule:

Deactivate this rule.:

CORBIMD

b

| o Hecipient receives mytasks’

You hand over tasks to the assignee for the
duration of your planned absence; you can set
a start date for this rule.

Recipient replaces me

If you are unexpectedly absent, the assignee
can take over your tasks completely.

AtOnce
2019/08M16  [1]

& n
Do not activate the rule now.

Mever

The rule is not automatically deactivated on a
specified date. You can, however, deactivate ar
delete it at any time.

o On  2019/08/21

[

The rule is automatically deactivated on the
specified date. You can deactivate or delete it at
any time.

OK

Cancel

This is where you can assign another Approver to approve shopping carts in your absence, on

your behalf. The above screen shot uses a series of green boxes to illustrate which options should

be selected when assigning a substitute:

~ 0 20 o

Enter the individuals user ID (search instructions below)

Select “All” from the ‘Assign These Tasks’ section.

Select ‘Recipient receives my tasks’ from the ‘Recipient’ section.

Select ‘On’ and a start date from the ‘Activation of the Rule’ section.

Select ‘On’ and an end date from the ‘Deactivate this rule’ section.

Select OK
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o)
To search for an Assignee’s name, click on the right hand side of the box Assignee: 5 vou can
then enter the last name of the person you are assigning. Please ensure you use * at the start and

end of the name you are searching.

Users by address data: All Values H

Personal Value List Settings

&

User

Last name: *Corbin®
First name:
Department:
Building code:
Room Mumber:
Extension:
Cost center:
Internal mail:
Company:

Company name:

L - A ¢
L L L L L L L

City

| Restrict Number of Value List Entries To 500

Start Search Reset

Maore Search Helps: | USers by address data v

0K || Cancel

5. Highlight the user you wish to assign and click OK.

User =  Lastname Firstname Deparment Building code  RoomMNu..  Exension  Costcent

. CORBIND CORBIM DAMIELLE 350-3RM

More Search Helps Users by address data w [¥]

< >
OK § Cancel
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6. Once you select OK you will see who you have assigned as your substitute, as well as who has

assigned their approval tasks to you.

. Maintain Substitution

B X

Manage Substitution Rules

| You can view and manage your substitution rules.
You can create several substitution rules for planned or for unexpected absences.

You can also see other users’ substitution rules involving you, and you can take over another user's tasks (if this user has allowed you to fill in").

My Substitution Rules

| Create Rule ;| Delete || Refresh

T Tasks Assignee Substitution Type

All CORBIND - Danielle Corbin Receive

Status Rule Activation

Ongaing Turn Off
Ends On 2019/08/21

Other Users' Substitution Rules

T Tasks Task Owner Substitution Type

Status Substitution Takeowver

Close

In this case, Ann van Herpt substituted approval to Danielle Corbin ending August 21, 2019 (seen

in the top portion of this view. No one has assigned Ann Van Herpt any tasks (seen in the lower

portion of this view)

o NOTE: APPROVERS ARE RESPONSIBLE FOR ASSIGNING
SUBSTITUTES WHEN ABSENT. FAILURE TO DO SO WILL INTERRUPT
THE FLOW OF SUPPLIES AND MAY IMPACT PATIENT CARE.
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FAILURE TO ASSIGN A SUBSTITUTE

A Requisitioner may run a query and determine that a shopping cart has not yet been approved
because their Approver is out of office and has not substituted approval status to a colleague. The
following steps will need to be actioned by the site Purchasing Department E-Req Buyer.

1. Buyer will identify who is the appropriate same level or next level Approver. If unsure, the Buyer
should follow up with site Supply Chain Supervisor (SCS) / Supply Chain Director (SCD).

2. Buyer will seek approval to have the alternate act as a substitute Approver. Email approval
needs to be attained by next level approver (i.e. Director Approval for Manager or VP approval
for Director).

3. Buyer will forward the confirmation email to E-Req Support (copy all) and identify the following:
Requisitioner, Approver who is out of office, Approver who will act as a substitute and the

corresponding dates. Note: A completed CARF is not required for this transaction.

4. E-Req Support will work with 3SO IT to access their account, set up delegation to the substitute
Approver and inform the new Approver and Buyer when the work has been completed.
3SO IT will reset the original Approver’s password, to a temporary password.

E-Req Support will notify the original Approver of their temporary password.

Escalations

Any E-Req issues should be forwarded to the site’s Purching Department E-Req Buyer. Buyers

will escalate as required.

Downtime Procedures

There may be instances where E-Req is not functioning. If this occurs, requisitioners will not have
the ability to log in and create shopping carts or perform any search / transactions in E-Req.

Here are some procedures to follow, if E-Req is not available:

Checking the Status of a Shopping Cart

1. Requisitioners can follow up with the E-Req Buyer.
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2. The E-Req Buyer may contact the vendor or the site’s Receiving Department on the
requisitioner’s behalf to track the status of the purchase order. The E-Req Buyer may also

work with the vendor.

Placing an order

If Electronic Requisitioning is not available, the sites will revert to the pre-existing requisitioning
process; paper / electronic requisitions. In this case, the E-Req Buyer will use the SAP System, or

manual downtime procedures, to issue a purchase order to the vendor for the required items.
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4.0 Glossary

TERM/ACRONYM DEFINITION

3PL 3" Party Logistics

CARF Computer Access Request Form

DIRECT (Non-Stock) Materials purchased using a requisition
PURCHASED that are ordered separately, billed directly to the
MATERIALS cost center at the time of receipt and delivered
(NON- STOCK) directly to the requisitioning department.

E-REQ An abbreviated and more widely recognized way of

referencing the SAP SRM module and shopping

cart process.

E-REQUISITION(ING) E-Requisitioning is the process of electronically
ordering, approving and processing a purchasing

transaction in SRM via a shopping cart.

EDI Electronic Data Interchange; the electronic

transmission of data from 3SO to a vendor, and

back.

EMH Equity Member Hospital

FOLLOW ON Supply chain documents created in the core SAP

DOCUMENT system once a shopping cart is approved and
processed in the SRM system.

MAINS A site’s Central Inventory may be referred to as
‘MAINS’

PIA Privacy Impact Assessment

PSL Production Storage Location; previously referred to

as central inventory. PSL is the on-site storage

location for stock materials.

ROP Re-order Point; When inventory levels deplete to a

level below the ROP, the material will be re-ordered.

ROQ Re-order Quantity — When inventory levels deplete
below the ROP, the ROQ is the amount that will be

ordered.
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TERM/ACRONYM DEFINITION
SAFE A site’s inventory Safety Stock, located on site
SAP Systems Applications and Products in Data

Processing, Software system used across the
region for purchasing, contract management,

inventory management and accounts payable.

SCI LOGISTICS

3S0’s contracted 3" party logistics provider.

SOwW Statement of Work

SRM Supplier Relationship Management; the module of
SAP that will be used for electronic requisitioning.

E-REQ BUYER E-Req Buyer who is the site’s first point of contact
for processing orders on behalf of purchasing

3S0O E-REQ 3SO0 contact for escalation by E-Req Buyer

SUPPORT

STOCK Type 1 material; managed within a storage location
where quantities on hand are managed in SAP.

URL Uniform Resource Locator (web page location)

USL Unit Storage Location; Any location within the
hospital that holds “stocked” materials and would be
scanned for replenishment.

USER GROUP Group session to expose requisitioners, buyers and

REVIEW approvers (representation from all sites) to the SRM

eRequisitioning application. A variety of testing
scenarios will be run through, for end users to have
a real-time simulation and provide feedback to the

Project Team.
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5.0 Appendix A: Search Abbreviations

These abbreviations are available on the 3SO website in searchable PDF format.
www.3S0.ca, select E-Req Support from the menu baner at the top of the homepage and the 3SO

Material Master Abbreviations will be at the top of the Electronic Requisitioning page.
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6.0 Appendix B: Unit of Measure Abbreviations

The following is the list of acceptable UOM abbreviations that can be used (as found in SAP). This
UOM abbreviation should be consistent with the material’s Base UOM, (Example: PADDING CAST
COTTON RL 6" CA/36 and SPONGE GAUZE 10CM X 10CM BULK PK/200).

These abbreviations are available on the 3SO website in searchable PDF format.
www.3S0.ca, select E-Req Support from the menu baner at the top of the homepage and the 3SO

Material Master Abbreviations will be at the top of the Electronic Requisitioning page.

3S0 ERP SYSTEM UNIT OF
MEASURE ABBREVIATIONS
AMPOULE AM
BAG BG
BAR BI
BOTTLE BO
BOX BX
CASE CA
CUBIC CENTIMETER CcC
CUBIC FOOT CF
CONTAINER CH
CUBIC INCH cl
CYLINDER CL
CENTIMETER CM
CAN CN
CUBIC METER CR
CARTON CcT
CUBIC YARD cYy
DRUM DR
DAYS DY
DOZEN Dz
EACH EA
FLUID OUNCE FO
FOOT FT
GRAM G
IMPERIAL GALLON Gl
GROSS GS
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HANK
HOURS
HUNDRED
INCH
JAR
JUG
KILOGRAM
KILOGRAM/SECOND
KILOGRAM/CUBIC METER
KILOWATT HOUR
KILOMETER
KIT
POUND
METER
METER/SECOND
SQUARE METER
SQUARE METER/SECOND
LITER
CUBIC METER/SECOND
MILLIGRAM
MINUTES
MILLILETER
MILLIMETER
MONTHS
METRICTON
METER/SECOND SQUARED
PAIL
PASCAL SECOND
PAD
PALLET
PACK
PACKAGE
PAIR
REEL
ROLL
SLAB
SQUARE CENTIMETER
SQUARE FOOT
SHEET
SQUARE INCH
SET
SQUARE YARD

HA
HRS
HU

JR
JU
KG
KGS
KGV
KH
KN
KT
LB
MR
M/S
SM
M2S
LT
M3S
ME
MIN
ML
MM
MOS
MP
MS2
PA
PAS
PD
PL
PH
PK
PR
RE
RL
SB
SC
SF
SH
SI
ST
SY
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TUBE
THOUSAND
TIN
TUB
TRAY
VIAL
WEEKS
YARD
YEARS

TB
TH
N
TU
TY
Vi
WK
YD
YRS
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