
 

 

 

Shared Service Center 

 
 

 

 

 

Release Date: 28.03.2018 

 

 

 

 

Target Audience 

Category Manager 

 



 

General abbreviations:- 

SSC: Shared service center 

PR: Purchase Requisition 

SR: Service Requisition 

RFQ: Request for Quotation 

MRO: Maintenance, Repair and Overhaul 

MECH: Mechanical 

SS: Shared Service 

Qty: Quantity 

UOM: Unit of Measurement 

CURR: Currency 

Mat.Code: Material Code 

Mat. Desc: Material Description 

HSN: Harmonised System of Nomenclature 

SAC: Services Accounting Code 

PUR GRP: Purchase Group 

MAT GRP: Material Group 

PUR ORG: Purchase Organisation 

 

 

 

 

 

 



 

Shortcut Keys:- 

ICON Shortcut Key  Description 
    

The following icons/shortcuts are available on the portal. 
   

           Ctrl + P Print 
    

        Ctrl + F  Find 
    

         Ctrl + G  Find Next 
   

            Ctrl + C Copy 
   

             Export to excel 
   

              
   

             Delete 
   

              Edit 
   

  Home 
   

  Refresh 
   

  Logout 
   

  Close 
   

  Assignment 
   

  
Settings     

    

    
   

   
   

   
  

   

 



 

URL:- http://eps.jspl.com 

Category manager will login to the portal with the credentials provided. 

 

Choose landscape for which you want to do the process 

 

file:///C:/Users/AFAN/Desktop/-


 

 

Categories:- 

SS1: Corrective maintenance where equipment is repaired or replaced after wear, 

malfunction or break down. 

SS2: Another department with same work. 

SS3: Department that deals with Electrical equipments. 

SS4: Department that deals with Raw Materials. 

SS5: Department that deals with Civil works & services. 

 

 

 

 

 

 

 

 

 

 



 

PR/SR In Process:-   

Total number of PRs/SRs flown into the portal from SAP. 

Under this, Tower Manager/concern associate manager can see Assigned & Not Assigned 

PR/SR. 

Assigned PR/SR:- 

PRs/SRs which are assigned to the concern associate/category manager. 

 

Not Assigned PR/SR:- 

PRs/SRs which are pending for assigning to the concern associate/category manager. 

 

This dashboard will highlight the assign button of respective Associates. 

 

 

 

 

 

 



 

RFQ/Negotiation/Auction:- 

Under this, Tower Manager/concern associate manager can see total number of RFQ In 

Process, Negotiation In Process, Live Auction & Pending for Approval. 

RFQ In Process: 

Total number of RFQs of concern associate/category manager which are in process. 

 

This opened dashboard will show the RFQ no. generated against PR and status of that RFQ 

(ex- RFQ in Draft, RFQ Send to Buyer, RFQ Send to Vendor). 

Negotiation In Process: 

 

This opened dashboard will show the RFQ no which are in negotiation stage with staus. 

 

 

 

 

 

 

 



 

RFQ Approval:- 

Approval In Process:  

Total number of pending RFQs of concern associate/category manager for approval. 

 

This opened dashboard will show the RFQ no. which are in approval stage with status. 

Approved: 

Total number of approved RFQs of concern associate/category manager from last approver. 

 

This opened dashboard will show the RFQ no. which have been approved. 

 

 

 

 

 

 

 

 

 

 

 



 

Process Controls:- 

 

Category manager can search for any specific PR by entering PR no. 

 

Category manager can also manage columns to be seen (hide/show) for their individual 

login. 

 

 

 

 

Assignment: Select the PR line item and click on Assign tab against respective Associates. 

 

This process will assign that PR(s) to respective associate for further processing. 


