AMPLIFA PROCUREMENT GLOSSARY

Guided Buying Rules: Steering operational
procurement through systematised
procurement rules

Guided Buying rules are systematic requirements that steer buyers and requisitioners within
procurement processes towards defined channels, suppliers and terms. They translate
procurement strategies and compliance requirements into practically applicable guardrails for daily
requirement submission and order processing. In practice, they determine when a free-text order is
permissible, when several quotations must be obtained and which framework schedule is to be
used. In doing so, they create transparency, reduce maverick spending and improve the
manageability of costs, risks and the supplier portfolio.

Key facts

» Guided Buying rules systematically steer requirements towards approved suppliers, processes and
contracts.

» Typical components include catalogue prioritisation, approval levels, sanctions screening and
mandatory quotation requirements.

« |In practice, the share of uncontrolled direct purchasing often falls significantly, frequently below 10
per cent of procurement volume.

* Rules are usually stored digitally in e-procurement or ERP systems and enforced automatically.

» Effectiveness depends largely on acceptance, training and regular rule reviews.

* KPIs such as compliance rate and process lead time make success measurable.

Definition: Guided Buying rules

Guided Buying rules are predefined steering rules that determine through which procurement channel,
with which suppliers and at which terms a requirement may be processed. They act as digital guardrails
between procurement strategy and the operational ordering process.

Distinction from classic policies

Unlike classic procurement policies in PDF form, Guided Buying rules are machine-readable and take
effect directly in the procurement system. Rather than being a training document, they intervene
automatically: for example, when a requisitioner selects a supplier who is not approved, or creates a
free-text order above a threshold value. This eliminates the gap between prescribed and actual
behaviour, which has traditionally been the main cause of maverick spending. The rules thus move from
a downstream control instrument to an upstream steering instrument. They do not fully replace advisory
consultations and manual checks, but they significantly reduce routine clarifications and free up
procurement for strategic tasks.
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Purpose and target groups

Guided Buying rules primarily address two groups: requisitioners in business departments who expect
fast and uncomplicated procurement, and buyers who must ensure compliance, adherence to terms and
supplier management. For requisitioners, guided buying means less search effort, as approved
catalogues and framework schedule items are displayed preferentially. For procurement, it creates a
systematic data set that serves as a basis for supply chain analytics and savings category assessment.
Executive management and internal audit also benefit, as evidence of procurement channels is
complete and reproducible. A clear distinction between hard rules, which block a transaction, and soft
hints, which merely recommend, is important.

Methods and approach for implementing Guided Buying rules

Introduction typically follows a staged model: baseline assessment of current procurement behaviour,
definition of the rule hierarchy, implementation in the system and continuous further development based
on KPIs and exception statistics.

Defining the rule hierarchy

A tiering by binding force has proven effective in practice. Tier one comprises mandatory rules, such as
supplier sanctions screening before every order or blocking non-vetted suppliers for safety-critical parts.
Tier two comprises procedural obligations such as quotation requirements above certain order values or
upstream requirement approval by line managers. Tier three comprises soft guidance such as catalogue
recommendations or pointers to cheaper alternatives with a better total cost of ownership (TCO). Every
rule comes with responsibilities, a catalogue of thresholds and a defined exception route with
documented justification. Without a workable exception process, workarounds via private channels or
manipulated requisitions threaten.

Technical implementation in the system

Guided Buying rules are frequently stored in e-procurement platforms, ERP systems or procured
catalogue solutions. Typical technical mechanisms include supplier checks at order header level,
automatic catalogue assignment by commodity group criteria, thresholds for approval levels and
mandatory fields queried before order submission. For critical materials, a sampling inspection or goods
receipt check can additionally be anchored as a mandatory step. Integration into master data processes
is important: without well-maintained supplier and material master data, rules miss their mark or
produce incorrect blocks. Changes to rules should themselves run through a change management
process, with versioning, review deadlines and documented approval, so that auditability and traceability
are preserved.

Introduction and change process

Introduction should sensibly begin with an analysis of current behaviour: how much volume runs through
non-negotiated channels, how many free-text orders arise, how often are framework contracts
bypassed? From this, the rules with the greatest leverage can be prioritised. A pilot start in one
commodity group or one site is recommended, followed by training that informs requisitioners not only
about the rules but about the underlying benefits. Resistance often arises when rules are perceived as
bureaucracy. This is countered by short exception routes, comprehensible justification texts in the
system and visible successes, such as shorter delivery times through contract-bound suppliers.
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Key KPIs for assessing Guided Buying rules

The success of the rules can be verified using a few continuously measurable metrics. The combination
of compliance, efficiency and cost metrics is decisive, as isolated assessments lead to mis-steering.

Compliance and steering metrics

The core metric is Guided Buying compliance, i.e. the share of order volume processed through one of
the intended channels. In practice, more mature procurement organisations typically strive for rates
above 90 per cent, frequently above 95 per cent in indirect procurement. Additionally relevant are the
share of free-text orders, the bypass rate for framework schedule items and the number of exceptions
requested and approved. A rising exception rate is an early warning signal: it indicates either excessive
rules or process gaps. The correction rate after ordering, such as subsequent changes to ordered items,
also reveals rule quality and catalogue coverage.

Efficiency and cost metrics

On the efficiency side, suitable metrics are the process lead time from requisition to purchase order, the
share of automated approvals and the share of orders with correct self-posting. On the cost side, prices
of requirements processed via Guided Buying can be compared with reference prices or clean sheet
calculation results. This makes savings categories visible: negotiation savings from contract utilisation,
process savings from reduced handling and compliance savings from avoided mispostings. For
international suppliers, Incoterms such as CPT or FOB can additionally be stored as mandatory
selections, making transport cost responsibility transparent. For working capital, the capital commitment
period can be used to check whether supplier selection and payment term management are
harmonised.

KPIl dashboard and reporting

KPlIs only have an impact if they are reviewed regularly and presented in an actionable way. A monthly
dashboard at commodity group and cost centre level has proven effective, supplemented by quarterly
evaluations for management. Reporting data quality is important: orders with incomplete account
assignments or incorrect commaodity groups should not flow into the compliance rate but remain visible
separately. The metrics should be linked to defined sanction and escalation mechanisms, for example in
cases of repeated circumvention by the same department. At the same time, it holds that KPIs steer
behaviour, so no single metric value should serve in isolation as a target but should always be assessed
in context.

Risks and controls with Guided Buying rules

Guided Buying rules create a controlling effect but carry their own risks: over-regulation, rule
circumvention, data quality problems and a loss of flexibility in exceptional situations. An effective control
system addresses both sides.

Typical risks

The most common risk is over-regulation: too many hard rules delay urgent requirements and
encourage workarounds, such as splitting orders below thresholds. A second risk is rule circumvention
via feeder suppliers or internal recharging. Thirdly, there is a data risk: outdated catalogue prices or
non-maintained supplier approvals lead to incorrect guidance. Fourthly, rigid rules can hinder order
processing when short-term supply failures require rapid alternative sourcing, for instance under high
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geopolitical risk or in crisis phases of risk scenario planning. Finally, compliance gaps threaten when
rules exist but no control mechanisms verify their observance.

Controls and audit rights

Regular sampling inspections of completed orders, evaluation of exception requests and a documented
right to audit vis-a-vis system operators and, where applicable, process service providers act as
countermeasures. For critical procurement areas, risk classes should be defined that trigger rules of
varying stringency depending on the risk profile: a spare parts order needs different guardrails than the
sourcing of RoHS-relevant components. For supplier risks, stop shipment mechanisms and chargeback
processes complement the steering toolkit when quality or compliance breaches occur. Supplier
sanctions screening should also not only run at onboarding but periodically and automatically. All
controls must be proportionate to the risk so as not to undermine acceptance of the rules.

Legal and contractual integration

Guided Buying rules also touch on legal issues, such as co-determination when introducing control
systems, data protection in the evaluation of ordering behaviour and liability when urgent orders are
blocked. These points should be examined legally on a case-by-case basis. On the supplier side,
contractual anchoring is advisable: framework schedule terms, agreed Incoterms and invoicing
processes such as discount invoicing or self-billing must be congruent with the system rules, otherwise
settlement conflicts arise. Contracts should also contain auditable reporting obligations. A clear
distinction between internal steering rules and binding contractual obligations is important, as only the
latter form a legal basis for claims.

Current developments in Guided Buying rules

Guided Buying is evolving from static rule sets to data-driven, semi-automated steering systems. Drivers
include the digitalisation of procurement, the availability of real-time data and growing regulatory
requirements on suppliers and procurement chains.

Data-driven and automated guidance

Modern approaches use supply chain analytics to make guidance more dynamic. Instead of fixed
catalogue assignments, supplier suggestions are generated based on current delivery times, quality
scores, risk assessments and price data. Risk scenario planning is increasingly flowing into the rules:
when supply failures or geopolitical risk are detected, the system can suggest alternative sourcing
routes without requisitioners having to research manually. Coupling to sales planning is also increasing:
a reliable sales forecast allows requirements to be allocated to framework schedule items in advance
rather than ordered ad hoc. The boundary between Guided Buying and supporting automation is
becoming increasingly blurred.

Sustainability and supply chain compliance

Sustainability requirements are flowing increasingly into Guided Buying rules. Preferences can be
stored for suppliers with a documented supply chain carbon footprint (SCF), or mandatory declarations
on material conformity such as RoHS can be enforced before a requisitioner can release an item.
Supplier co-innovation approaches also come into play: suppliers involved in joint development projects
can be marked in the system as preferred sources for matching requirements. Regulatory requirements
along the supply chain increase the pressure to make procurement decisions fully traceable. Guided
Buying rules offer a practicable system for this, since every order is already tagged with relevant
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attributes at the point of creation.

Outlook and requirements for procurement organisations

Looking ahead, Guided Buying rules are expected to become more context-sensitive: paths of varying
stringency depending on requirement type, urgency, material criticality and market situation.
Procurement organisations should therefore think in flexible rule architectures that allow changes
without major IT effort, and in the capability to continuously evaluate rule impact. Guided Buying and
self-service procurement are increasingly merging: the requisitioner gains more freedom, but within
intelligent guardrails. Those who build clean master data, clear risk classes and functioning change
management today are well prepared for this development and can take the next step of data-driven
procurement control with less effort.

Typical metrics

Guided Buying compliance rate: > 90 %
share of order volume routed through intended channels; more mature organisations typically above 95 % in
indirect procurement

Share of free-text purchase orders: <10 %
typical benchmark; the lower, the more consistent the channel steering

Exception rate: <5 %
rising values indicate excessive rules or process gaps

Process lead time from requirement to purchase order: 1-3 working days
industry- and requirement-dependent; a decline shows efficiency gains from guidance

Practical example

A medium-sized mechanical engineering company with around 400 employees and highly fragmented
direct purchasing introduced a Guided Buying rule set after its annual review revealed a high share of
orders outside negotiated terms.

 Introduction of a three-tier rule hierarchy with sanctions screening, mandatory quotations above
defined order values and soft catalogue prioritisation

« Linking the rules to existing framework schedule items for standard material and C-parts

« Training for all requisitioners focusing on benefits rather than prohibitions, plus a documented
exception process with a 24-hour response time

* Monthly KPI dashboard on compliance rate, free-text orders and process lead time, evaluated by
cost centre

Conclusion

Guided Buying rules connect procurement strategy and operational practice by steering procurement
decisions systematically and traceably. Their benefit lies not only in compliance effects but above all in
better cost control, lower process costs and reliable data for further development. The key to success is
balance: rules must be binding enough to prevent circumvention, yet flexible enough for urgent and
critical requirements. A clean rule hierarchy, a functioning exception process and consistent KPI
evaluation form the foundation. Companies that build this systematically also create the basis for the
next level of data-driven procurement control.
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Frequently asked questions

What does Guided Buying mean in procurement?

Guided Buying refers to the systematic steering of requisitioners and buyers through predefined rules
within the procurement process. These rules define which procurement channels, suppliers, catalogues
and terms are permissible for which requirements. The aim is to reduce maverick spending, ensure
compliance and consistently implement procurement strategies. In practice, the rules are usually stored
digitally in the procurement system and enforced partly automatically.

What examples of Guided Buying rules are there?

Typical examples include the mandatory use of approved catalogues and framework schedule items,
guotation requirements above certain order values, automatic supplier sanctions screening and
thresholds for approval levels. Mandatory fields such as Incoterms, e.g. CPT or FOB, or conformity
evidence such as RoHS can also be stored as rules. Soft guidance includes recommendations of
cheaper alternatives or pointers to preferred suppliers. Every hard rule should be combined with a
documented exception process.

How do hard and soft Guided Buying rules differ?

Hard rules block or enforce transactions, such as blocking non-approved suppliers or mandatory
approval levels above defined thresholds. Soft rules, by contrast, recommend courses of action, such as
the preferential display of contract suppliers or catalogue items, without preventing a transaction. In
practice, a mix has proven effective: hard rules for compliance and risk matters, soft guidance for cost
and efficiency control. Too many hard rules encourage workarounds and frustrate requisitioners.

Which KPIs are suitable for measuring Guided Buying?

The key metric is Guided Buying compliance, i.e. the share of order volume routed through intended
channels; more mature organisations typically achieve rates above 90 per cent here. In addition, the
share of free-text orders, the exception rate, the process lead time from requirement to purchase order
and catalogue coverage are relevant. On the cost side, savings from contract utilisation can be
assessed against reference prices or clean sheet calculation results. A rising exception rate is an
important early warning signal of excessive rules or process gaps.

How do you successfully introduce Guided Buying rules?

A phased approach is recommended: first a baseline analysis of procurement behaviour, then
prioritisation of the rules with the greatest leverage, followed by piloting in one commodity group or one
site. A clear rule hierarchy, workable exception routes and training that conveys the benefits to
requisitioners are important. Technically, the rules require well-maintained supplier and material master
data. Changes to the rule set should go through a documented change management process, and the
impact should be reviewed regularly via KPIs and adjusted accordingly.

What are typical mistakes with Guided Buying rules?

Common mistakes include over-regulation with too many hard rules, missing exception processes that
provoke workarounds, and poorly maintained master data that produces incorrect guidance. Another
mistake is looking at individual KPIs in isolation, for example maximising the compliance rate without
regard to process duration or costs. A lack of alignment with supplier contracts, for example on
Incoterms or settlement processes such as self-billing, also leads to friction losses. Finally, many
approaches fail due to a lack of acceptance when requisitioners do not understand the purpose of the
rules.
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