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IProcurement | ntroduction

empowers any employee to enter and submit a requisition online, eliminate the need for the buyer to re-key
data, enforce Company’s requisition approval authority hierarchy, enforce Purchasing Policy, automatically
source requisitions from outstanding blanket purchase agreements or quotations received from suppliers,
deliver electronic notifications where action or advice to an interested party is required (i.e. Approval or
Confirmation of approval / rejection).
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Creati

ng Requisitions
Company XYZ Inc purchases both direct items and indirect items:

Direct items are items for re-sale. These items include both tangible and non-tangible products and
services.

Indirect items are non-Company XYZ Inc product items that are not used for re-sale. These items include
operational goods and services such as stationery, consultancy services, fixed assets, sales and

marketing material, etc.
A requisition is required to be created for all purchases.

There can e afew exceptions to this rule

- Company XYZ Inc Inc. Purchase Orders - Purchases of Company XYZ Inc . product do not require
requisitions. Purchase Orders will be created directly from the Company XYZ Inc. invoice
Order Directly from Supplier Web Site - Certain indirect purchases will not require a requisition or
purchase order to be created in Oracle as items are ordered directly on supplier web .The supplier's
invoice is sent to the Company XYZ Inc Operating Unit's Accounts Payable Dept. This invoice will be
uploaded into Oracle AP and paid.
Self-use items — Internal purchases of items by departments for departmental use may not use Oracle
requisitions or purchase orders. ‘Self Use’ orders can be entered in Order Management to perform the
issue of these items to internal department location.

Creating a Catalog Requisition

SHoP TAB

Search main store Enter the product name or part of it. The search engine can search on partial descriptions as well. Press
the “go” button to proceed the search. The search brings up a search results page listing all the items that
match the search criteria entered (please refer to next section). The search engine looks through both
internal and externally loaded items internal or supplier’s catalogs).

Categories It is possible for the user to search the catalogs by categories, rather than items. (i.e. stationery, computer
supplies ...). This search method can be used, for example, when the name of an item is unknown.

Shopping Lists The user can shop by browsing their “My Favorites” list or a “Public” list of items.
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Other stores If the company has elected to connect to a supplier site, the user can click on the hyperlink and browse
through a supplier's catalog.

The search results are displayed as can be seen from the screenshot below. You can enter the required
quantity in the quantity field and next click on Add to Cart to store the in the requisition.

oOoRACLE Bsburn bo Porisl  Shoenico Cad Hak

ﬂ jrl' H:Luu]"l.{..‘ .11: A utsition STanis i R CEnin '3 Profile |
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Creating a non-catalog Requisition

iProcurement enables the users to make requisitions, on catalog or non-catalog items. A non-catalog
requisition can be created for a one time expense request or for a new item that has not been entered into any
catalog yet.As for a catalog requisition, there are 3 steps to a non-catalog requisition creation: Product

description, Cart management and Checkout.
Internet Procurement > Home Page > Create Non-catalog request

Internet Procurement > Shop > Non-catalog request

Non-Catalog Reqgquast i}

Craaléa a noan-catalog requast 1o ardér gooda and sendces thal you can't ind in the Catalog or Shopping
Lists

= Indicates & required feld
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= Salgct Sooda or savices illed as an afmount
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E LIy 1 GO o

L =
= Unit of Measure [ | e
= CRuartity I—
= e sy Im
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Exchangs Bate Dat 17 .05 2004

Describe the supplier (if you know who it is)
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(T | -:1??
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Contact Mame |

Fhoneo I =

Supplier iterm |

Clear Al -) Add 1o Cart ) Add to Favorites .}

al | _;l—

ltem type Flag one of the three choices:
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Category
Item Description
Unit of Measure
Quantity
Currency

Unit Price

Exchange rate type

Exchange rate date

http://apps2fusion.com

§  Goods billed by quantity (i.e. books, pens...)

§  Service billed by quantity (i.e. 10 days of consulting)

8  Goods or services hilled as an amount (i.e. 1000 worth of consulting)
i.e. stationery, computer supplies ... The select button will give you a list of values
Enter a description of the item needed
i.e. unit, box, container, The select button will give you a list of values
Enter the quantity of item needed (in the unit of measure mentioned above)
Choose the currency in which the unit price is given

Price of a unit of the item, in the currency the item has been dealt in. You are supposted to give a
estimated here if you do not know the exact price.

Choose from corporate, spot, user or EMU fixed

Today's date defaults

Describe the supplier (if you know who it is): This section enables you to give information about the supplier you want to buy this

New Supplier
Name

Site

Contact name
Phone

Supplier ltem

product from, either an existing or new supplier.

Flag this check box if the information enter regards a non existing supplier

if entering a new supplier, use the search anyway to prevent from using an already existing supplier
Enter the supplier's site name

If known, enter a contact name

A phone number can be entered in this field

The supplier's item code can be entered in that field

Once all the necessary field have been field in, the item can be add to cart or add to favorites (refer to the module create a catalog
requisition). The fields can also be cleared by using the “clear all” button.

The process is then the same as for a catalog requisition.

aOnce the requisition details have been entered, the check out needs to be done, detailing the delivery and
billing addresses and several points, as follows.

Check out: 3 methods

There are three ways to check-out:
& Normal check-out
§ Express checkout
§ Power checkout

ORACL "

iProcurerniceit

Requisition Stans Receiving | vy Frofite

Shogpping Cart

ran” L ) " Y O

Shopping Cart Contents

B Open Saoved Cart

Line Itom Description phe=cial ynie Quantin Price Total (EUR) Delets
1 IBM Server for Oracle Apps. Each [1 1000000 10,000 00 b |
update Total (ELVR) A0, e 00
A e S Al Sta e, click 1He sadate [in
Return 1o Shopping
M 1 urgently need & purchase order number and want one assigned dunng o hec koot
Save Cart ' E xpress O Reckaout ' P roceed to CI‘EA.&';UI_J

Sawve the iterms in
yeo s cart and
completa the
checkout process
at = later tirme.
Learm more

One-step chaeckouwt for Easy step-by-step
return shoppers checkoul lets you enter
Dialivary and hilling detailaed dalivery and
instructions defaul billing instructions.
from By Profile

Do you frequently create large reguisitions with different delvery and billing inforrmation by term? Try Powveer Checkout

After clicking on the “Proceed to Checkout” button on the shopping cart contents page, the delivery information
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page is displayed.

Urgent Requisition Click this checkbox if the requisition is urgent.
Using the Normal checkout process

Internet Procurement > Shopping Cart > Proceed to Checkout

Eeyrn o FPoral  Shopoing el ein

OoRAeCC L ="
iProcurernenit

'Runivlng L My el |

el i en St

Nt Mt
Drer b Bl Pt A P OVETE Feaviavw & St

Enter Delivery Information

= Indicates & required fisid

Yhen do you need the iterms on yvour requisition™

™ Urgent requisition

= meed-By Date [19.06 2004
(Exarmpia; 30.04. 2005

Wvho Is reguesting the Items™

= Reguasster [Wearen wan f

YWwhere are the items going ™

= Dalwver-To Location  [FL AR Amnstalvean .5?
Meed 1o have your tems delivered 1o & spocial address that hasnt been predefined®
= 1 etime address

Does this delivery information apply to all the item= on your reqguisition?®

= Yas
T Rlo, delivery infarrmation differs by itens

Clear Theckout Thanges and Return to Shopping Cart Contimus )

After clicking on the Continue Button, the Billing Information page is displayed.

COoORAC L Eoeturn to Pordzl Shopping Cart Helo

iProcuferment -i Requisition Statu=s I Receiving i‘-w Profile |

£ &

o

Eetlirngg Fotes ARPrOve TS Review & Subrrkt
Enter Billing Inforrmation
Are the items taxable?
Taxabla IYQQ -—l

4

Tax Coda INL STD 192«

vwhat project do wou want to bill?

Froject MMurmber

Task Number

L4448

Expenditure g

I

I
Expenditure Type |
I
Expenditure item Date I
Iy

Exsrmpie: 30 .04 F00S53

Does this billing information apply to all items on Your reguisitieon?

= Yas
Mo, billing information differs by itern

Clear Checkowt Changes and Peturn fo Shopping Card ARy e J
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" Eaeturmn to Podal Shopping Cart Help
ORACL < = e '

Requisition Status ' Receiving | My Profile

S L~
- S N
Billing Motes Approvers Fewiew & Submit

Rewview Charge Accounts

Chick on a Charge Account link to edit or allocate the item cost to multiple accounts.
Total

Lime ltem Description Umit Quantity Price (EURY) Charge Account
IEM Server for
1 Each 1 1000000 10,000 00 AT 52000 0 0 0. 7 O 00 OO D

Oracle Apps.
Total (EUR)  10,000.00
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"
HMHotes

Rl
SR IO S S

Review & Subrreil
Enter Notes & Attachments

Indicates & reguired field

Describe youwur reguisitiomn

Reguisition Descripbion

[IEr Sereer for Oracle Apps
Click here to laulomali

cally default the reguisition descr
iterm's description. You can always edit this default

tion based on the first line

Add notes and attachments

MMote to Buyer =1
i
Mote to Approver . |
=1
dd SAttachments
Sttention To Type DBescription
Clear Checkout Changes and Retum to Shopping Cart Continue )
Continue Put the user through next step of the process
PR One TS Review & Subr
Rewview Approwver List & Enter Justifications
Wour reguisition will be sent to the fillowing list of approvers.
Approver List
Click here to change the first approver,
Seqguance Approwesr Hame Required?
1 Fonderan R P was
Audid Arvother A pprowver _‘}
Additional Information for Approvers
Mote 10 Approver =1
- |
- .
Antention To Type Description

Clear Checkouwl Changes and Return to Shopping Car

Continue  }

Rewievw anmnd Submit Reguisition

Flease review your requisition carefully 1o werify thal everything's Ok

Ready to complete this transaction? Press the Subemit button

HNoad to make corrections? Ulsse your brovwsers Back button

Swbmit )

Requlisitiorn 156

Created by
Creation Date
Di==cription
POle 1o Spprones
Mote to Buyer

W e e e wan B

Total (EUR)
1F A0 2004

Urment Requisition Mo
P-Card Mumber
1B serwer for Oracle o s

S, 000 O

A Aftmchnnsnt s
Avtention To

Type Descriptinn
Iterms
To wview all the information for a line tem, click ite Wiaw link.
Line tem Descodption Unit QGuantity Price E".:a']
— Ao 1 IBM server for Cracle apps. Each 1 SO00.00  5,000.00
Total (EUR)  5.,000.00
Clesr Checkout Changes and Return 1o Shopping Cart

Sadbrw I
Submit Requisition

A confirmation page is displayed with a Requisition number. The Internet Procurement Requisition
creation process is completed.
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Using the Express Checkout Process If the user wants to speed up the checkout process, and checked the set
up of their personal prafile, they can click on the Express Checkout Button to proceed to afaster checkout
after they havefilled their shopping cart.

Internet Procurement > Shopping Cart > Express checkout

Erprerss O e boost Frsnige £ S bt

Express Checklkout

Exprass Checkout uses the delivaery and billing prefersnces you defined in My Profile f yow neaed to enter deliveary and
billing inforrmation yourself, u=e your brows=er Back button and select the step-by-step checkout option.

Enter checkout infaormation and press the Rewview and Submit button below if you vwant to review the reguisition before
subrmitting it. Fress the Swubemit Mows botton if you swant 1o skip 1he rewvieve step,

= Indicates a reguired field

Ywhern do you need the iterms on your requlisiticon?

= MMesd-By Date [19.06.2004

Example: 30,04 005

Describe youwur reguisiticr

- Reguisition Descrption [IBRM sercer for Oracle apps

Click here to il =it b psiticn o
ftem's description. You can abvays edit this default

n based on the first line

Mote 1o Buyer =
=i
Mote to Approver =y
=i

 Submir o ) _ Feview and Submi )

Using Power Checkout

If you frequently create large requisitions with different delivery and billing information by item, Power
Checkout is a quick way to checkout your shopping cart.After you have completed filling your shopping cart
and you are ready to start the checkout process, click on the Power Checkout hyperlink.

P oveer Chockowui

Fromasear Ol chonn B Cra i & S

i

Ermnter Reguisition Inforrmationr

Fower Checkaout lets you enter all your requisition information in one place. If you'd prefer a step-by-step checkout. click 1the
Clear Checkouwl Changes and Retuen 0 Shopping Car link below

= Indicates e raquired Hald

Reqguisition Information

™ iérgent reguisition

- Requisition Description [IBMM server for Oroacle apps.
Chick hara 1o aulomaiicaily detaull the reguisition desciplion basad omn tha firat bine fam™s
description. vouw can abesays edit this dofault

FOte to Eluyer = |
=i
Jd Sgtachments
Autention To LE o] Description

Item=

Edil nerm checkoul information by sefecting the itemds) and pressing the Edit botton. Yoo may aslso duplicale or delete
Hams already added io your megusition Press the Continoe buiton at the bottornm of the pags when youts seady to
procesd with your checkout.

Salact Wnes) amnd.... L | Duplicate ) e |
Seliact Sl Clerar Al
Select Line  ltem Description SEactal| (o Umie O oty "“_".;:'t')
— 1 IBM serer for Oracle apps. 5000 00 Each [7 5000 00
wpdate Total EUR) 5 000,00

Corntinue _}
T T R e pr————

Sawe Cart )

8


http://apps2fusion.com

Ranu Srivastava http://apps2fusion.com

Viewing the Requisition in iProcurement

orRACLE
iProcuranent

EBetumio Portal Shopping Carf Help

/My Profile

Motifications Approvals

Reqguisitions

View [Le=st10 Requisitions =] | Go ) Expanded Search |

Click & reguisition number link to see ite details.
@ Indicates requesition with a panding change reguest.

Last 10 Requisitions

Copy to Cart _) Cancel J Change J Wiew Change History _;,I Reasubmit _)

Receive

Sulact reguisition
and....

=] © Ascending
¥ Descending

Sort by | Crestion Date

Go )

1 - 10 Shown of 10

Creatinn

Select Reguilsition Description Total (ELIF) Dats Status
o 1565 |k server for Oracls apps 500000 17.06.2004 |nProcess
£ 168 Sery r Oracie Apps 500000 17.06.2004 |n Process
— 153 retast BEG 1.00 17.06.2004 Approved
i 13g I der armil 150.00 10.06.2004 |n Process
£ 138 Canon Business card 12.50 10.06.2004 |n Process
o 132 Ewo ME10C 1,300.00 02062004 Approved
- 129 Cresktop 0,00 02 06 2004 roved
i~ 127 Fusinass cands EXON (Y3 (5 WA Ao

iProcurement Features

Shopping Cart The cart management screen enables the user to view and modify its requisition at any
time. The 6 steps the shopping process will go through to complete a requisition are shown at the top of the
page: Shopping cart, Delivery, Billing, Notes, Approvers, Review and Submit. These steps are detailed
hereafter.

Internet Procurement > Shopping Cart

CORACL
iProcuramierat

Eeturn to Pordal Shopplng Sanl B

Roeqguisition Status 4 Receiwing | My FProfile |

Shopping Cart

— — — P

B e e
Shwoppiregg Cart Creiditvesry Eiilirags Fdorbe = Anpirowers Renimes &£ Sisbrmil

Wy Shopping Cart Contents
B Open Sawed Cart

Special

Line Iterm Descripiion Info L Chus Bty e Total (ELIFY) elete

1 HF Lagptop Esch [T | 1oDooo 1 000 00 I |

-] Laptop bag Easch [ 100,00 10000 o

= Docking station Each v 100 00 100 00 =

a 12 inch LCD Monitor Each [T soo.oo S00_00 L |
update Total (EURY 1,700 .00

T widnew ey tolasls afer updating guar lick the updats link

1 wrgently nesed a purchase order number and want one assigned during checkowt

Sawe Cart )

Sawve the items in
vour cart and
complete the
checkoul process &t
a later time.,

Learn more, .

Shop Tab > Shopping Lists >

Express Checkout )

Proceed to Checkowt )

Cine-step checkout for
return shoppers
Delivary and billimg
imstructions default
frorm By Erofils.

Easy step-by-step
checkout lets vou enter
detailed delivery and
billing instructions.

1N
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GF\)ACI_E Feturn bo Portsl  Shoppng Carl  Help
iProcurement

. Regquisition Status

Receiving Prafile

Shopping Lists

Shopping Lists

Select it d the Add to Cart button to pl them i h
c:ﬂvz.-c iterns and press the o Cal on to place them in your shopping Whew Public Licts Mol v s S

Shopping Cart

Click here to view vour saved cards.

Items in My Favorites List

Select Item(s) and ... | Add o Care )| Delete )
Selact All | Salect Mone
Select em Description |1tem Il.lrril | Price [DKKHSuppliai |
™ business cards Each 1.00
" room Each 500.00

Approving arequisition

After a requisition is submitted for approval the approvers are notified via mail and their iProcurement to-do
list that an approval is required.

Shop Shopping Cart
Pty Fa-.rorlte Store “ou hawve saved carts

Click hara fo wiews LET vad carfe
- ~
Maln Storﬂ

Search Main Store | — (Go) Advanced Searc
Purchasing News

Other Stores wr Chack regquently asked
L SRS

a — Rmwiawy chasin alicis
Exchangs. Cracls. cam tigwy purchazing policies

& TIF Cant find the item? Try the following options
Browse Calogones
Browuse Ty E il 4=t sl Chher Shoppog Lists
Create a Mon-Catalog Boguest

MManage Requisitions

i Requisitions at a Slance | To-Do List
Feaguisition Description Eraias Soing MAwway? Click here to reassign your
131 desktop again PP | notiBcatians
130 desktop Eppronoes o]

x Eusrcky i sition 1S9 for Wieeren wan

111 Bejscteod

= - A BOD0 r-:u LI ymct il
107 bia A pronoed p(‘) WUE M
=3 test change approva. . Spproved 3 BE
Pore

- EMUJM_MMR.MJ
Einal reminder. Purchase anul:lﬂ.nr 155
%,

for Wearan vam J. CSLO0 OO EUED requires
Einsl repundes. Puarchas 1
ferWesren van .t G000 Cﬁ l..l. I='J Jaq-h fa ]
- Spprovsl

8 Clicking on the approval request link will show the details of the requisition.
§ Clicking on Click here to reassign your notifications allows you to select another person to act on
your behalf.

After having clicked on a approval request. The requisition approval screen is shown. It shows all requisition
details

|LAporove J ( Approve And Forwaed ) | Forward ) [ Aeject ) | Aeassign ) | Aeguest informamon ]
Frarn  Wdmaen wan d_ Dwscriptions 1BM ss for Grachs apps.
To Zondervan FL.P. Raquisition Tolal  30NELO0 EUR
Earn F1ARE _FOR 121056 Estimaled Tax  OUR EWR

e Z206G 2T 12 R 0SG Jumtific ation
Motification ID G528

Reguisition Lines
b Anmen Dasscaslpibien Supgeliar Caomt Cwnter WO Guaniing Palce (EURL Limm Ammant [ELRL
1 B S arwlr for Owache apps 1IBEM MEDERLAMD MW D00 Each 1 S00o S000,.00

Wi Requesiiion Ceiails | Edi Seguisibor

Approwval Seqguence

Wi Bl Dt LT
a Foendwrwan BLP.
2 W mrmn wwn F parwermrd 17 O 200
1 Wi mren wan o Submit 17 0 2004
R sparEes
Forvard Too | -
Mala | =1
=l
%Ehgﬂ:;ﬁ?:;l:ﬂnlmcal-on T o (Apprewe ) Approwe And Forward ) Ferwesd ) Be) et ) | Beassign ) O Reaguest infer mstoan )

e-mail the approval request is also sent as for any other workflow approval request.

11
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Approval delegation

In case of absence you can select another person to act on your behalf. After clicking on Click here to
reassign your notifications the following screen s is shown.

ORACLE Fstunto Fots Shooong Gat Help
Workflow

Hotifications

Frofile |

Motification Routing Rules
YU have not setup any notification routing nules. Please use the Create Rule button to create a new notification routing rule

Elglutn 1o Worklis! | Creare Rule J
Shop | Requisition States | Becemng | My Profile | Eelem io Porsl | Shoppng Cad | Helg

Click on create rule.

Hotilications
o
Hen Type Holification Rule Response
Activating Type of Motification

Selact the type of notification that will activate this rula
Itam Type [P0 Requisition Approval = |

o Stap 3

Step 1 of 3 | Mext )

I P ceebolal oo P amdeiee § PR oo I Rl Men@i- | PR “s T P T SISt SR R |

Select the type of notification to delegate. I.e. PO’s and or requisitions.

Witk o

Frofile
Nuotifications

Hotiicatkon Rule Response

Activating Motification

Indicate the notification format that will activate this rule
lem Type PO Reguisition Approval

Motification [ &l =l
T ey ) requires approval T T
has been approved Cancel ) Back | Step 2 of 3 | Mt
Shop | Reauisition Status | Recemng | My Profile | Fetum o Fodal | Shopoing Can | Help

8 Select requires approval of if somebody else in your place will approve requisitions.
§ Select has been approved if you simply will approve all requisition automatically in your absence.

il 1L s pa s e
Rule Response

Complete tha form balow 10 26t Up 1he pROPSET Mesponse for 1he Ul
tern Type PO Heguisition Approval

Blotfication .. .. has been approved
= Start Date  [22.05.2004 ]
Cenommple: ol WM v ]
End Date | =)
Cmcmmple: chel BOM ]
Message =1
=
Camments wil daplay wibhn mach robed nofification
* Reazaign | 5“?;

& Dielogate authority for responding ta this notdfication

T Transfer ownership of this notfication
 Closa

 Deliver notfications 1o me regardlass of any genaral rules

Cancel X Back | Siep 3 of 30 Subrit )

In the case that you select has been approved the screen above appears and you should enter start date, end
date and a message, which will be send with each notification.

12
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Foer B sy e
Rule Response

Complete the form below 1o sel up the proper response for the ule
Hem Type PO Reguisitien Approwal
MaliEealion . .. T8 o s o] Wi P s pp sl

~ Start Dse  [22.06.2004
f=ommpbe a0l rNy)
End Dme 21 .0F 2004 |

earnphe o B e re
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Once you have created a routing rule you can re-use it by selecting update.
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Receiving and retur ning under iProcurement

Recelving a purchased item against an approved requisition

The receiving can be made in different ways: against a requisition, against a specific item, or against several
requisitions (in the same time). These are detailed in the following parts.

I-Procurement > Receiving
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: o
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Record receipt of the itoms
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Click Expross Recehve 1o directly create recaipt(s) with the receipt values automatically ol e
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s receipts with all
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Roceipt Transacton Wl e
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Receive ltems: Rewview and Submit
Cancel ) Back | Step 3 of 3 (_Submit )y
Review your receipt details and press the Submit button wihen you are done
Receipt Information
Receipt Diate =<l 05 200

Receipt Commeants

Received Iterm Details

=y Recaipt FPacking Tty
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If you did receive exactly the correct quantities of all requisition lines you can click submit here and complete
the goods receipt for this requisition.
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Part receiving against a requisition
When the goods arrived, a requisition number can be stated on the enclosed paperwork, or sometimes, the

requisitioner can trace it easily.

I-Procurement > Receiving>receive-items.

Receiwve Reqguisitions

Search

Cancel ) ( Exprass Recsies )
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Reguisition Mursbsr |
supptier [ .
Crrder Murmber [
Shiprment Mursber |

Hems Due [GSay Time =1
(Erder of lmaszi one acdticnel sesrch criberion wiren sekecting Bemns D S Thes

=T ]

Resuits
Selaect the iferms you want to recea sipt guantities and press the Mext button whaen yow are done. Express Recsive allowws
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Receive ltems: Enter Receipt Information

| Caneel 1] Bar_kl Step 2 of 3 [ Mext )

" Indicates required field
Receipt Information
= Receipt Date  [17.06.2004 [
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Waybill |
Packing Ship |
Heceipt Comments =1

Cancel) (Back | Step 2 of 3 [ Maxt)
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Review & Subini

Receive Items: Review and Submit
(Cancel) (Back |Step3of3 (Subme
Review your receipl delails and press the Submit button when you are done.
Receipt Information
Receipt Date 7 .06 200

Receipt Comments

Received Item Detalls
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Confirmation

Receipt 106 has bean created for you
Receive ltems: Confirmation Details

Receipt Information
Receipt Date 17 06 2004

Received ltem Details

It im Receipt Packing ltmim Recmipt
Hecaipt Heguisition Description Unlt Quantin Whayhlll SHp Commenis Comments Suppliar
106 157 Ewa NE10c Each 1 COMPAL

HF

A receipt has been created, this window shows the receipt number. Click on the “Return to Receiving” link to create extra receipts.

Receiving against a specific item

Items Search and status

On the requisition status window, by clicking on the “Receiving” subfolder, all expected receiving items are
displayed. This view shows you the all the requisitions that have approved purchase orders and could be
received against. Enter the quantity received in the “Receipt Quantity” box for the line item you are receiving

against. You can receive partial or complete quantities.
I-Procurement > Requisition Status Tab > Receiving subfolder
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Receiving against several requisitions

It is also possible, within Oracle iProcurement to receive goods via the requisition-status link.
I-Procurement > Requisition Status Tab
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Returning a receipted Item under iProcurement

The following explains how to return items under iProcurement. If the items to return have not been receipted
yet, this is not a return but a refusal. This is not handled by the system and has to be dealt directly with the
customer. In any case, the customer has to be contacted before returning an item. If the items are refused
(not receipted at all in the system), and if the item is not needed anymore (too long delay for example), the
Purchase Order has to be closed in the system (please refer to the “Manage Purchasing documentation”
module).If the items are returned, the return can be entered by the requester under iProcurement. This is what
is explained in this documentation.The first step to return an item is to retrieve it in the system. This can be
through a requisition number, order number, or receipt number. Once logged in iProcurement, the user will
have to go to the “Receive” Tab and search the system.

|-Procurement > Receive Tab

There are two ways to retrieve the items to be returned. One is to use the “search” area on top of this window
and is explained here after. The other, clicking on the “return items” link will directly take you to the “return

items, select items to return window, which is explained next.
iProcaferment
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Search [hems 1o Recene =] [Find by Reguisition Mumbsr =] [ Go )
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Once the items to be returned are retrieved, enter the return Quantity in the “return quantity” field and click on the next button.

ORACLE Returr o Portal  Shopping Can Helg
- ﬂ :_:'.__T;:_ !

Heturn Information Rewew and Subnit

Return Items: Enter Return Information
| Cancel )} | Back |Step 20of3 _N_ext}
Return Information

Reason | ﬂ?

Return Material Authorization |

Camments l

Cancel ) [ Back | Step 2 of 3 | Mext )

|
] PRI B o PR Rloo Swaniia 1 Moo b¥o o 1 bdia P T Mraacac s Mot 1| S c ol &Aoo 1 Liada

Enter a reason for return in this window -> Review the return demand and submit it

CNSALLE ks Smmmot e |

i

Shop | Reguisition Status ' My Profile

e e e RO | YRGB O
Return Items: Review and Submit Return(s)
(Cancel) (Back | Step3of3 (Submit)

Fewew your retum details and press the Submit button when you're done,
Return Information

ltem Quantity Cuantity Return Material
Receipt Description  Unit Returned Received Supplier  Reason Authorization Commants
107 Drocking Each 1 1 COMPAGCH

Station HF

(Cancel) (Back | Step3of3 (Submit)
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My Profile

You can use the MY profile page to:
Set default delivery and billing information;
Define favorite charts of accounts:

Set certain user interface preferences:

Change your password.
ﬂjn mmt Shop 'l Reqguisition Status i Reacaiving |-
My Profile

Edit your profile information and press the Apply Changes button below to save your changes
* Indicates a required field

Delivery Defaults

Thi delivery values you enter will default during the Checkowt process

Mesd-By Dale  Order Date + |z Days
* Requester Name [Harman. ks Annate @f/
* Dialbver-To Locatien ]DhAWEnﬂhnrg &?

™ Delivar to & subkinventory

Subimmaniorny {#;J

Billing Defaults

The billing values you enter will default during the Checkout process

Praject Mumber |

Task Mumber l

Agyard Murmber ]

Expenditure Type |

225

Expendiure Org |

Expendidure ltem Dale |

fFEvaranic W0 M4 0SS
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