Purchase Requisition

Procurement and sourcing > Common > Purchase requisitions > All purch. requisitions

Summary Purchase requisitions allow an array of employees to request
the products they need. Requisitions also provide a workflow
for approval of the request.

. Create a Purchase requisition

Steps
. Add Requisition lines

1
2
3. Submit Requisition for approval
4. Add non-catalog item

5}

. Create Purchase order from Requisition

TipS » Provide a well organized catalog to simplify data entry on
the Enterprise Portal
« Purchase orders can be auto-created or manually created
from approved requisition lines



Create a Purchase requisition

¢ Click the new Purchase requisition button.
e Name the requisition.
e Fill in the Requested date for the goods.

e Mark Select default project and choose a Buying legal
entity and Project ID if requisitioning for a Project.

e Click OK.

Purchase Requisition

Prepare a new purchase requisition

Purchase requisition:  PR-000022
MNarne: iPad purchase

Requested date: 6/30/2012 ]

Accounting date: 6;"30,’2012' j
Select default project

Buying legal entity:

Project ID:

oK
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Add Requisition lines

Click the Add items button.

Choose the
Procurement
category of the item.

Mark the desired items
and click the Select
button.

Order the Quantity
needed.

Click OK.

Requester: Joel Leichty
Catalog items | Non-catalog items
Show
Procurement category: Tablets

V| Item number  Product name

J| 9026 iPad - 32GB Wifi - White
‘ Select -» ‘ Owverview | Details
‘ Remowe ‘

Requester

Joel Leichty 9026

Descriptive name of configuration

Itern number

4 Add items (1) - Purchase requisition: PR-000002, Video Equipment

v  Buying legal entity: ceu

Item

v  Search! Item number v

Itemn description

Product name
iPad - 32GB Wifi - White

v  Receiving operating unit:

Itern number:

Procurement category
Tablets

Procurement category  Quantity  Unit
Tablets 100 Pcs

Purchase Requisition

fe]f s
O @

b
Unit price Currency
499,00 USD

Net amount
499,00

Unit price
499,00

m

oK ‘ ‘ Cancel
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Purchase Requisition

L Catalog items J ‘ Non-catalog items
7 7

/

E;.‘] Addﬂms (1) - Purchase requisition: PR-)%I]UZ, Video Equipment

Reruester: Joel Leichty |w  Buying legal entity: ceu |v Receiving operating unit:

oCatalog items |Non-cata|og itemss:’/ ‘ Procurement category ’

J

Show Item

Procurement cateqory: Tablets |v Search: Ttem number v Item number: |v

Iterm number  Product name Item description Procurement category Unit price  Currency
9026 iPad - 32GB Wifi - White Tablets 499,00 USD

J Select {

Select -» ‘:9/‘ Owerview | Details
[7] Requester Itern number  Product name Procurement category  Quantity Unit Unit price Net amount

Joel Leichty 9026 iPad - 32GB Wifi - White Tablets 100 Pcs 499,00 499.00

OK ] [ Cancel

Descriptive name of configuration




Submit Requisition for approval

e On the Purchase requisition form, review the lines.

e Submit the requisition.

2 Purchase requisition review

PR-000022 : iPad purchase

Purchase requisition header
History
4 Purchase requisition lines

gpAddline ol Add itemns

Valid Line  Requester
1 Joel Leichty

3% Cancel 2 Remove | Details

Item number

L

Product name

i iPad - 32GB Wifi - White

Purchase requisition line ™

Procure...

Tablets

Purchase Requisition

o) Submit
Draft
Financials¥  Inventory~
Quantity  Unit Unit price. Net amount Cui
100 Pcs 499.00 499,00 LS
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Purchase Requisition

@U' I[i] » CEU » Procurement and sourcing » Area page

Navigation pane | Favorites

a \Purchase requisitions
All purchase requisitions
Purchase requisitions prepared by me
Purchase requisitions requested for me
Purchase requisitions for my direct reports
Purchase requisitions for all my reports
Purchase requisitions assigned to me
Purchase requisitions assigned to my queues
Purchase requisitions not recorded
Release approved purchase requisitions
Consolidation opportunities

- Requests for quotations

> Vendors

> Vendor requests

- Catalogs

Inquiries

Purchase orders
> Wendors
> Journals

History

Periodic

Post the purchase journal
I Vendors
- Reguests for quotations

Journals

Price/discount agreement journals

Reports

P
p
P
P

P
B
P

Transactions
Wendors
Wendor requests
Categories
Status

Statistics
Distribution

Setup

Procurement and sourcing parameters
Procurement and sourcing workflows
Summary update parameters

Yendors

> Palicies

> Categories

> Pricefdiscount

> Charges

> Supplementary iterns

External itern description

> Distribution
> Forms

Purchase agreements

> Purchase orders
> Statistics

| ) | USD | ceu




Add non-catalog item

¢ Click the Non-catalog items tab.

e Type the Product
name.

Requester: Joel Leichty v

° Select a Category. Catalog items | Non-catalog itemns

Non-catalog item

Product name: Hardware installation

L Fill in Quantity, Category: Services
Ul’lit price’ and Itern description: I5-|ear\r'::::;"f\re installation of five

Unit of measure.

Wendor account: 1000 v

e Select the item.

Select -» Owverview | Details

Requester Itern number

e Click OK.

Unit in which the item is purchased.

“ 4 Add items (1) - Purchase requisition: PR-000002, Video Equipment

Buying legal entity: ceu

Quantity:

Unit price:
Currency:

Unit:

Internet address:

External itermn number:

Product name

v Receiving operating unit:
1.00
4,500.00
uso |
ea| ‘v

Procurement category  Quantity Unit
This grid is empty.

Purchase Requisition

=)
O @

m

Unitprice  Netamount Currency Ve

QK ‘ \ Cancel
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Purchase Requisition
Create Purchase order from Requisition

e Select the lines to purchase.

e Click the new Purchase order button.
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Purchase  Consolidation  Purchase On-hand  Refresh Exportto Attachments

order opportunities  requisition Microsoft Excel

MNewy Maintain Related inf... Inwventory List Attachments

> || Release approved purchase requisitions ~ Type to filter Consolidation status v = ‘ ‘7‘73
§ V] Cons..  Purchase requisition  Line  Currency  Itern number  Product name Quantity  MNetamount Category
% (V)i None  PR-000022 1 UsD 9026 iPad - 32GB Vifi - White 1.00 499,00 Tablets
%
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Procurement and sourcing > Common > Purchase requisitions > Release approved purchase req.
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