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1. Introduction 
 
Before being able to take advantage of the SIMS eProcurement functionality it 
is necessary to perform some maintenance tasks within the SIMS FMS 
module.  These instructions guide you through these tasks.  The instructions 
assume you are using version 6.77 of  SIMS FMS.  
   
 
 
Start the SIMS FMS Module.  
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2. Establishment Details 
 
From the tools menu select ‘Establishment details’ 
 
Select tab 4: eProcurement 
 

 
 

1. Import Folder.  Enter the location of the folder where you will store the 
content orders received from the Consortium.  This can be any folder 
on your PC.  If the folder structure does not exist it will be created for 
you.  The folder structure shown above could be used, but it is entered 
here just as an example.   

 
2. Export Folder.  Enter the location of the folder where you will keep 

orders prior to them being sent to the Consortium.  This can be any 
folder on your PC.  If the folder structure does not exist it will be 
created for you.  The folder structure shown above could be used, but it 
is entered here just as an example.   

 
 
Click the ‘Save’ button  to save your changes 
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3. Supplier Details 
 
From the Focus menu select Accounts Payable / Supplier. 
 
 
Find the Consortium and double click to select 
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Select tab 1 -  Basic. 
 

 
 
 
 
 

1. Account Number.  Enter your Consortium account number. 
 

2. Order Method.  Change the Order Method to ‘X’   (XML File). 
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Select tab 5 -  eProcurement. 
 

 
 

1. Purchasing Web Address.  Enter the url of the Consortium web site. 
‘www.theConsortium.co.uk’ 

 
2. email Address Source 1.  Enter a value of 

web.team@theConsortium.co.uk 
   

3. XML Supplier Reference.  If the XML supplier reference is blank enter 
a value of ‘theConsortium’.  If this field already contains a value then 
please can you send an email to web.team@theConsortium.co.uk 
informing us of the value in the field so we can update our internal 
Systems accordingly. 

 
Save all changes by clicking on the ‘blue tick’. 
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4. Books 
 
Before you can import XML content orders, you must select a default XML 
Order 
Book. SIMS help recommends creating  an order book for XML orders only. 
 
 
From the Tools menu select Books 
 
 

 
 
Enter a default XML Order Book.  ‘XML’ is entered above as an example. 
 
A new book can be created if required by clicking the ‘+’ sign. 
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5. General Ledger 
 
From the Tools menu select  General Ledger Setup. 
 
Select tab 9 eProcurement templates 
 
To enable a Content Order to be imported from the Consortium, it is 
necessary to define at least one eProcurement template. The purpose of a 
template is to assign a ledger code, cost centre and fund to each line within 
the Content Order thus creating an unauthorised order and potentially 
reducing the amount of editing required. This 
unauthorised order can then be reviewed and edited in the normal manner. 
 
Click the + sign to add a new template. 
 
If you receive the following message click ‘OK’ 
 

 
 
 

 
 
For the Originator field enter the User ID that the user will use when accessing 
the Consortium web site.  
 
Enter the relevant Cost centre/ Ledger Code / Fund Code associated with this 
user 
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A template should be set up for each Originator.  One template can be defined 
as the default template which will be used if a template has not been defined 
for a particular user.    
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