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Organizational Policy & Guideline Chatbot

Turn PDFs into Procurement Data

Employees often struggle to find the right

purchasing policies or approval rules when

creating requisitions or orders.

The Organizational Guidelines & Policy
Chatbot in Onventis Buyer changes that

by allowing users to ask questions directly

such as “What’s the approval limit for
my department?” or “Who approves
IT equipment purchases?” and get
instant, accurate answers based on your

organization’s uploaded policy documents.

This built-in assistant helps users act
confidently, ensures compliance, and
significantly reduces dependency on
human support.
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Hello! How can | assist you today? If you have any questions or need information from Onventis documentation, feel

free to ask.
Rules for purchasing and procurement

The rules for purchasing and procurement at Onventis are outlined in their Procurement Policy and Purchasing
Guidelines:

1. Scope and Platform:

« All purchasing activities across Onventis group companies involve sourcing goods and services from third
parties.

« The interal purchasing platform BuyOn is used for all procurement actions, where orders must be finalized
and documented.

Purchasing Objectives:

« Procure required goods/services in the right quality, quantity, and time.
« Achieve most cost-effective and favorable market prices.

« Avoid risks to Onventis by ensuring ethical standards and supplier reliability.
« Establish long-term, ethical supplier relationships.

« Efficient and

Purchase Order Process:

+ All orders must be centrally placed in writing via BuyOn.

« Orders require specific data: article, article number, quantity, delivery dates, department, delivery address, and
order date.

« For orders over €25,000, at least three quotations must be obtained.

+ Office supplies/consumables orders only with companies having BuyOn catalogs and framework
agreements

4. Value Limits and Approval:

Get instant answers on

procurement policy, process, V

and approval questions.

Communicate via an intuitive, Continuous improvement
conversational interface in from common policy queries

Onventis Buyer.

and support.
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Reduced support workload:
Fewer repetitive inquiries for IT
and procurement teams.

Improved compliance:
Users follow the correct purchasing
rules and approval flows.
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Instant self-service:
Employees get answers
immediately, anytime.
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Faster onboarding:
New users learn policies quickly
and independently.

Data-driven insights:

Understand frequently asked topics
and improve documentation

To learn more contact us at insidesales@onventis.de
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