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The Aidmatrix Network® Procurement Module is an 

online application used to organize the purchasing of 

products and services for your humanitarian relief efforts.  

This module enables you to automate workflows, consoli-

date ordering, and provide a complete purchasing status 

and history 24x7. Use this information to consolidate your 

purchasing in order to negotiate discounted rates from 

suppliers saving time, resources and money.  It integrates 

easily with other modules to provide simple end-to-end 

purchasing and inventory management designed for the 

unique needs of relief organizations.   

 

The Procurement Module is designed to really empower 

the local supply chain procurement processes. Here are 

some of the functional areas included in the solution:  

 

Request a Product or Service  

Use this tool to generate a request for a product or ser-

vice and route it to the appropriate person in your ap-

proval cycle. Requests for product end in generating a 

pre-receive item for your warehouse. Requests can be 

made from one location and delivered to another speci-

fied location. The pre-receive function then alerts and 

records it in the drop-off locationôs warehouse system. 

 

Approve or Reassign the Request  

The reviewer then approves it, returns it with comments, 

or assigns it to another reviewer. If the request is re-

jected, it can be edited and resubmitted.   

 

Split the Purchase Request  

Once approved, the request can be split into separate 

requests. This is done when items on a single purchase 

request would not typically be fulfilled by the same type of 

supplier. For example, if ñchildrenôs toysò and ñbottled 

waterò were on a single purchase request it might make 

sense to split the request.  

 

Combine Similar Purchase Requests  

Separate purchase requests for similar items can be 

easily combined if they would logically be purchased from 

the same type of supplier. For example, if there were two 

separate purchase requests containing laptops, they can 

be combined into one and put up for bid. This facilitates 

aggregated purchasing and volume pricing discounts.   

 

Track Original Request Throughout  

Whether a purchase request is split, ñun-splitò or com-

bined, all transactions are traceable back to the original 

request. Through the use of our ñLink IDò technology, we 

work behind the scenes to keep the transaction history 

intact so an audit trail is always available. 

 

Generate Requests for Quotes (RFQs)  

Once the review and approval cycle is complete, an RFQ 

can be generated for each of the suppliers assigned to 

the request. There are two methods for printing the RFQ. 

The first is to print a generic RFQ, whereby a supplier is 

not assigned to the request. When this RFQ is printed, 

the supplier information remains generic. The second 

method is to assign one or more suppliers to the RFQ. 

When the RFQ is printed, a custom RFQ is generated for 

each supplier which contains all the supplierôs address 
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and contact information. The RFQs are then sent to sup-

pliers through existing methods and a bid is returned. 

 

Enter Bid Information and Select a Supplier  

After the bid is received, the summary information about 

each supplierôs bid can be uploaded back into the system.   

 

Split the Order  

At this stage, there is an optional step whereby you may 

choose to split the request into multiple orders. Each will 

be assigned a winning supplier. This can be useful, for 

example, if no single supplier can meet the requested 

order volume. 

 

Budget Holder Review or Escalation  

Once a winner is selected, each purchase order can be 

sent to the budget holder for final approval. The budget 

holder 1. chooses to cancel, or 2. approves the purchase 

order, whereupon it becomes a ñpre-receiveò item in the 

system ð ready to be received into the warehouse.  

 

A budget holder approval limit can also be set. The 

budget holder is notified by the system if the item ex-

ceeds their limit. Then, they can either re-route the item to 

another budget holder or they can sign a waiver stating 

that they understand they are exceeding their limit, but list 

a valid business reason for doing so (e.g. in the event of 

an emergency/disaster special permissions are granted).  

 

Escalate a Request  

A procurement manager in one location can re-route a 

request, or a part of a request, to another location. For 

example, a procurement request can be escalated to a 

capital office, regional procurement unit or headquarters.  

 

Generate Purchase Order  

Once the approval is made, the purchase order is ready 

to be printed and dispatched to the supplier. Simply log 

into the system and print it off. 

 

Receive Goods  

The Procurement Module is completely integrated with 

the Aidmatrix Online Warehouse Plus+ Module. When the 

goods arrive at the destination warehouse, warehouse 

staff log in to the system using their own warehouse-

specific roles. They process the ñpre-receiveò item to 

convert it to a ñreceive.ò A GRN can be generated as part 

of this process and printed/submitted back to your team 

for completion of supporting documents. 

 

Track Order History  

The real-time reporting enables you to pull up your order 

history at any time. Use this report to help better under-

stand your purchasing patterns and to optimize them. 

Knowing how much you spend on a recurring basis helps 

you better negotiate discounted rates with suppliers. 

 

Report at the Enterprise Level  

Take advantage of the enterprise reporting capabilities to 

do a global data analysis of all your procurements made 

within the system. Report across multiple locations, in 

real-time, on-demand.   
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Create Templates for Recurring Requests  

Templates can be easily created to expedite the process-

ing of recurring requests. Either set up the templates in 

advance or leverage the purchase request wizard and 

save a new request as a template upon completion.  

 

Include Attachments to Improve Communication  

Documents, pictures, proposals, etc. can all be attached 

to the request in the system. (25MB maximum.) 

 

Use Flex Fields to Customize to Your Workflow  

These custom, user-defined fields enable you to capture 

information that is critical and unique to your organization. 

Capture your non-standard details on each purchase 

request. Specify the quantity and type of flex fields you 

need. Determine the way you want to structure responses 

by designating the field type: text area, date field, numeric 

field, dropdown list, and more. Then, apply those fields as 

attributes for more robust reporting options. 

 

Support Multiple Currencies and Languages  

Make purchases in one country and send to another. The 

system supports entering the currency and value for 

each. In addition, the screens can be available in any of 

12 different languages to support your staff with numer-

ous language options. 

 

Work Offline When Internet Access Is an Issue  

The offline mode offers greater flexibility when working in 

remote or disaster-stricken areas where consistent Inter-

net connectivity can be an issue. We offer the same appli-

cation and database to be run locally on a Windows XP or 

Windows 7 PC. This enables you to synchronize periodi-

cally with an online copy of the database and application 

using the Microsoft SQL Merge Replication feature. It 

even comes with a easy-to-use wizard installer for loading 

your PC so you are up and running in no time.  
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View the Status column on any request to see the real-time status; hover over 

the Status to get a detailed description of that level 


