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eSirius Procurement

Animal Procurement for Principal Investigators

eProcurement

eSirius Users

There are two types of eSirius users: Office and Enterprise.  

Office users are typically the animal buyer, facility supervisors and receipt technicians.

Enterprise users are Principal Investigators and their staff.  In the security set-up, groups are created and individuals are linked to those groups.  

Access to data in the system is controlled in eSirius Expert, and office users may retrieve data about all orders, while enterprise users may access only their own orders.  

An individual may be linked to more than one group.  When you login, if you have one group association eSirius will default to that group. If you have more than one, you are prompted to select the group for login. Similarly, if you have both Office & Enterprise roles, you are prompted to choose if you want to login as office or enterprise.  
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Login 

Open your web browser and use the URL http://esirius.uky.edu to access eSirius.  

At the eSirius login screen type your user ID and password and click ‘Login to eSirius’.  The default user ID is your first initial and last name.  Your user ID and password can be changed by your eSirius Administrator. 

Your homepage should appear.  
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The gray stripe across the top of the window displays your current location (in this example ‘Home Page’, your name, your security role, links to ‘Sign out’ and ‘Refresh’, and today’s date. 

To the left of the page is the table of contents.  Clicking on an item in the table of contents will take you to that portion of your home page.  

The stripe labeled ‘Animal Orders’ displays the animal order access options assigned to you by the eSirius administrator.  

The Password option allows you to change your password; click on password in the TOC and follow the on-page instructions.    
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Animal Requisitions

PI Creates Animal Requisition for Animals from Commercial Vendor
Login to eSirius. 
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Choose ‘create a new animal order from multiple sources’ from your homepage and follow on-screen instructions.   The first page displayed contains a list of your approved protocols with available balance of animals and expiration date.  Select a protocol to use for this order and click continue. 
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On the second page you choose the type of requisition (Animal Source).  This example depicts a vendor purchase.
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Select vendor purchase and click continue.  The following page is displayed where you may choose a vendor, confirm the requestor information, and indicate if someone other than the PI will be paying for the order.  Note: the animal buyer has the ability to change requisition information if necessary.
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After completing all required fields (indicated by red asterisks *), click continue to go to the next page - line item information.  Displayed below is a portion of the page.  The un-editable reference sections on the page (order info, vendor info and animal source info) are not displayed here.  The item information section below would be wider than this page and therefore the right half is displayed below the left half.  
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You enter as many line items as you want on this order, completing at least the required fields.  You select a building where you wish the animals to be housed, and the facility supervisor will assign a room.  

The sections below are also on the line item information page allowing entry of notes to animal technicians and the ability to save the order information as a template for future use.   (See instructions later in the manual to use the template – Creating a new animal order from a template)
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Clicking the ‘Submit to Facility Supervisor’ should complete the order and issue an order confirmation.  Make note of the number – this is your order number.  

Return to your home page and the order will appear in an alert titled ‘New Animal Orders’.  This order has been assigned the number V00000026.
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Animal Buyer Contacts Vendor and Places Order

The animal buyer receives the order request in the Alert ‘New Animal Orders’ when the PI creates the order.   

Orders appear in the Alert – Placed orders for enterprise users from the time they are placed with the vendor until they are received.  This alert is typically assigned to the Principal investigators and their staff.
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Order is Wait-Listed

If the vendor is unable to supply the animals on the requested delivery date, the animal buyer clicks ‘wait list’ from the order screen.  The order then displays in the Alert-Wait Listed Orders to both enterprise and office users.  
When the vendor notifies the animal buyer with a ship date, the buyer opens the order from the alert.
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Note: In the example below, the line item information is displayed on two lines, rather than across the screen as it is when you are logged into eSirius.  
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If the animal buyer places the order, from this point forward it is treated exactly as a new order.
If the animal buyer cancels the order, the PI gets an email notifying him of that fact.
If the animal buyer selects cancel and return to home page – nothing happens to the order.  

Shipment is Received 

Note: Received orders appear in an Alert, Animal Orders Received in the Last 2 Days – as a means to notify the investigator the shipment has arrived and the animals have been placed in a room.  The number of days for orders to appear in this alert may be increased, but ‘receiving’ orders in eSirius in a timely fashion is the best way to notify investigators of received shipments.

PI Cancels Order Request

An investigator may select his order from the Alert, New Animal Orders, or the Alert, Placed Orders, or the Alert, Waitlisted Orders – and cancel it.   Any of those choices will move his order to the Alert, Orders Cancelled by PI.   On the out-of-box eSIrius, the Animal Buyer and Facility Supervisor are assigned the Alert, Orders Cancelled by PI.    This alert should be checked daily by the Animal Buyer to ensure vendor notification.  

Create Animal Order from Template

PI chooses option, Create Animal Order from Template, from his homepage.  
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The following page displays:

[image: image22.png][Create a new animal order from template Demo, P1 P1

The create new order from template is a two step process. In the first page, you are presented

with a list of available templates to choose from. To select a template, click on the desired
template's Order #

e [t} e ]| || BT o





[image: image23.png]2006~ Charles River
oosy (/00000026 Lsboratories

Demo for using Templats to create
animal ordar

Return To Home Page




Click on the order number/hyperlink, make any changes and submit the order to the animal buyer.  From that point forward it is treated as a regular order. 

Standing Orders

The investigator selects the option ‘Create a New Standing Order’ from his home page.  
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Follow on-screen instructions – which are the same as for a regular order with the following exception: you will request a schedule of shipments after completing the line item requests.
In the following example, a standing order plan is being created with the first shipment requested for 3/8/04.   Subsequent shipments are requested to occur weekly, every week on Monday.
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Note: Scroll to the right of the screen to view day of week choice:
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A standing order play may be created for monthly shipments.  In the following example, a plan is being requested for shipment first on 3/8/04 with subsequent shipments on the first Monday of every month.  
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Note: scroll to right of screen to view day of month choices:
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When the order is submitted to Facility Animal Buyer, a confirmation is issued with a confirmation (order) number.  

The order will also appear in an Alert, New Standing Orders – with a work-flow status of ‘Animal Buyer’ – indicating the next step in the approval process. 

PI Accepts or Cancels Standing Order Shipment 

From the Alert, Standing Orders Due, the PI may select the upcoming shipment and 

· accept (Click Submit to Facility Supervisor) – this creates requisition line item and debits protocol. Shipment stays in the Alert, Standing Orders Due, but workflow status is Facility Supervisor
· cancel this shipment only (Cancel this shipment) – this places current shipment in the Alert, Orders cancelled by PI

· cancel all future shipments (NOT AVAILABLE IN eSirius Release 9.0 – will be available in an upcoming release) 

Animal Buyer Confirms Standing Order Shipment 

The animal buyer may also select the order from Alert, Standing Orders Due.  He has the following options:

· cancel this shipment

· save requisition/shipment

· waitlisted

· cancel and return to homepage

· shipment confirmation

Shipment is Received in eSirius

The Animal Buyer, Facility Supervisor, or Receipt Technician all may ‘receive’ orders in eSIrius.  

Note: Received orders appear in an Alert, Animal Orders Received in the Last 2 Days – as a means to notify the investigator the shipment has arrived and the animals have been placed in a room.  The number of days after scheduled delivery date for orders to appear in this alert may be increased, but ‘receiving’ orders in eSirius in a timely fashion is the best way to notify investigators of received shipments.

Requisition Options

Requisition Reports

From your homepage choose the animal orders option - animal receipt reports.  

[image: image29.png]Animal Receipt Reports

Auto Receive Animal smg&ms

Contact Management

Create a New Animal Order From Template
Create 3 New nimal Order from Multiple Sources
Create a new standing order

Requisition Search

Setup Facilties & Rooms

Setup Species

Setup vendor





The following screen displays.  Select a report to view, choose filters to narrow your search and click ‘Run Selected Report’

[image: image30.png]Animal Orders Report Filters

To run a report, type in all desired filters, and click report option.

c Animal Receipt Report

c Schedule of Ariving Animals

c Total Animals Recaived by Protocol and Spacies.

c Total Animals Recaived by Protocol, Spacies and Strains

c Total Animals Recaived by Protocol, Spacies and USDA Catagory
c Total Animals Received by Spacies and Per Diem

c Total Animals Recaived by Vendor, Spacies and Strains

Animal Orders Report Filters

I

Pun Selected Report Clear Filters




Requisition Search

The Requisition Search option allows the office user to search all requisitions in the database.   An enterprise user can retrieve only those requisitions belonging to the owner of the group of which the user is a member.  

Choose requisition search from the animal orders options on your homepage.  

Enter filters to identify the necessary requisitions and click ‘Search’.  
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Note: only a portion of the results are displayed above.  More information was retrieved about each order – and was visible on the far right of the screen.   The fields displayed are customizable in Expert.   
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