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1. INTRODUCTION & NAVIGATION

iProcurement or iProc is short for Oracle internet procurement. It is the new method to allow you to
request goods or services for your school or section in the Education Authority (EA). It uses web
based forms similar to those used on many internet shopping sites.

Oracle iProcurement provides the user with more information on products and aims to be both
more intuitive and faster than previous Oracle Requisitioning.

1.1 Logging On To EA Financial System

To access the EA Financial system an Oracle logon is located on your PC desktop. For schools, the
C2K Manager can add the iFS Oracle shortcut to your PC. Click on the icon.

i

IFS Oracle
Login

Alternatively open the Internet Browser and enter the URL: https://ebs.int.erp-sop.co.uk (If you
accessing the system external e.g. laptop, ipad, nursery school enter https://ebs.erp-sop.co.uk) Itis
advised that you save this URL to your browser favourites for quick and easy future access.

_— ol &

& @ nitps://ebs.int.emp-sop.co.uk/OA HTML/AppsLocalloginjspllanc © ~ @ G ﬂ @ Login X ‘ ‘ K5g Eod

Favourites — click & add as favourite
‘EA Finance HR Payroll system

The following screen will appear:

ORACLE

User Name

Password

E B

Login Assistance

Register here

Accessibility

None v

Language
English v



https://ebs.int.erp-sop.co.uk/
https://ebs.erp-sop.co.uk/

> Enter ‘User Name’; this will be your employee number with a prefix e.g. 0679468 could be
40679468

» Enter ‘Password’ (passwords are case sensitive and must be 10+ characters, include capital
and number). Please be aware that the EA Financial System will include your personal HR
and Payroll details, therefore we advise that you keep your password confidential and do
not share.

» Click ‘Login’ or press return

The following screen — ‘Home’ page will appear listing all the responsibilities you have been set up
with (responsibilities are allocated as per job requirements).

m )| & https://ebs.int.erp-sop.co.uk/OA_HTML/OA jsp?0AFunc=0ANEV O ~ @ & H @ Home ‘

ORACLE’ E-Business Suite *
Home
Navigator Worklist
Personalize Full List (8)
HeoeSHym
» i t
Bm EA iProcurement From & Type < Subject = Sent v Due &
> A School Admin - 20431
BEm EA School Admin - 2043 SMITH: JANE Requist :g;crgjzg Requisition 10181 has been 171020
> B EA School Income Purchase Requisition 10187 has been
- ul uISIt
SMITH, JANE Requisiti approved 17.10.20.
\ Purchase Requisition 10182 has been
WHITE, JOHNATHAN Requisiti approved 17.10.20.
T Purchase Requisition 10184 has been
WHITE, JOHNATHAN Requisiti approved 17.10.20.
i Purchase Requisition 10183 has been
WHITE, JOHNATHAN Requisiti approved 17.10.20.
i Purchase Requisition 10186 has been
WHITE, JOHNATHAN Requisiti approved 17.10.20.
\ Purchase Requisition 10185 has been 5
WHITE, JOHNATHAN Requisiti approved 17.10.20.
\ Purchase Requisition 10188 has been 5
WHITE, JOHNATHAN Requisiti approved 17.10.20.

(@ TIP Vacation Rules - Redirect or auto-respond to notificatiol

A notifications in the worklist is

List of Responsibilities information regarding your
transactions within the system e.g.
letting you know a requisition has
been approved or a receipt
reminders reminding you to receipt
if you have received the goods or
service.



1.2 Navigating iProcurement

» Click on a responsibility. The menu of functions available within that responsibility will be
listed

r
@‘4@} https://ebs.int.erp-sop.co.uk/OA_HTML/OA jsp?OAFunc=0ANEV O ~ @ & H & Home l I

ORACLE E-Business Suite

TIP: Do not use back button
as this is the Internet
Browser back buttons. To

) . Worklist
return to previous sections
click on ‘Shop’, ‘Requisition’ Lersonale Full List (8)
- . o 7
or ‘Receiving’ tab or clickon HeGE&y@m
ent
. From 2. Type 4~ Subject £ Sent¥  Due &
the return Ilnk at the bottom nt Home Page = Purchase Requisition 10181 has been
SMITH, JANE Requisiti.... approved 17.10.20...
of the screen. dmin - 20431 e
urchase Requisition as been
- SMITH, JANE Requisiti. approved 17.10.20
\ Purchase Requisition 10182 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20
Wi Purchase Requisition 10184 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20.
o 3 Purchase Requisition 10183 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20...
o 3 Purchase Requisition 10186 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20...
; Purchase Requisition 10185 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20.
WHITE, JOHNATHAN Requisiti . ~Urchase Requisition 10188 has been 17.10.20.

> Click on one of the function links, e.g. iProcurement Home Page.

approved

@ TIP Vacation Rules - Redirect or auto-respond to notifications.



> Screen opens into Oracle iProcurement Stores page within the Shop Tab.

Displays the Employee number
of the user logged i

iProcurement = | /ﬁ\ * G ‘m | Logged In As 4065622 o (I)

Shop ' Requisttions Receiving Feedback

Home

Search  Main Store v] Go | Advanced Search

l‘ Stores

a Main Store [ 2 Transport Purchases ICT Purchases
i =
L) ‘ Purchasing News

Shopping Lists = Non-Catalog Request

Shopping Cart
Your cartis empty.

 Check frequently asked questions

' Review purchasing policies

Equipment and Material Purchases EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Furniture Purchases Catering Purchases

Welcome to the Education Authority

iProcurement Catalogue

| W < Plesse chedf ifthe tem you require is within
Facilities Managemet Inc Utilities Purchases Stationery and Consumable Purchases Business Services Purchases the STOREfbefore raising 3 Non Catslogue
. ! N requisition JNon Cstslogue requisitions require
| — you to recffve three quotstions from suppliers
= ) prior o refsing the order.

Please fontact Procurement if you have any
querie] Contact numbers can be found in
the HEJP 2 icon at the top of the screen.

Information Section contains:

Purchasing News, Frequently Asked

Questions and EA Procurement policies
iProcurement icons:

Shopping Cart

Home — This icon will open the EA Finance HR Payroll System home page

Navigator — This icon allows you to navigate to another responsibility and
subsequent menus e.g. School Reports

This is Oracle Favourites (not your shopping list favourites)

Settings — This icon is where you setup the preference to receive notifications by
email as well

Worklist — This icon enables you to view your personal worklist notification e.g.
notification that a requisition has been approved or notification to receipt item.
Oracle Help Facility — This icon will open a Help section which includes further
information and contact details

Exit/Log out

BE BEE

@
i

cloll-




1.3 Search options within iProcurement

iProcurement has powerful search capabilities. There are a two ways to search for an item within
the Catalogue either by the Search field or the Store icons.

Aitharr iProcurement = /ﬂ\ * ﬁ .‘B Logged In As 40658622 o LI)

Shop ' Requisitions Receiving  Feedback

Home Shopping Lists = Non-Catalog Request

-I Search  Main Store v] Go | Advanced Search ]

Stores \
Shopping Cart

Your cart is empty.

" -
a Main Store [ Transport Purchases ICT Purchases
|
. Purchasing News

 Check frequently asked questions
' Review purchasing policies

Equipment and Material Purchases EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcome to the Education Authority
iProcurement Catalogue

Please check f the tem you requi is within
Business Services Purchases the STORE before raising  Non Catalogue
requisiton. Non Catslogue requisions require

youtoreceive three quotatons fom suppliers
prior o raising the oder.

Furniture Purchases o Catering Purchases

J
(—

Facilities Managemet Inc Utilities Purchases Stationery and Consumable Purchases

)|

,e
A

Please contact Procurement ifyou have any

queries. Contact numbers can be found in
— | the HELP ? Icon at the top of the screen.

1.3.1 Search Field

The Main Store defaults into first field of the Search facility. The search criteria is entered into the
second field, this can range from partial item descriptions, categories, supplier names and contract
numbers to specific product attributes (such as colour or size) and part numbers.

> Enter search criteria in search field e.g. Supplier Item reference from EA Contract
Schedule, and click ‘Go’.

'iProcurement

Shop ' Requisitions Receiving  Feedback
Home | Shopping Lists = Non-Catalog Request

Search Main Store l] 70001-2020 x | Go Advanced Search

\ Additional advanced search

enables requesters to refine their
search. This facility can be used
by clicking on link.

Advanced Search

Select store and enter search values in at least one of the following fiel

@ TIP Advanced search will not be conducted against items on externz

Store is[v] Main Store
Description  with the exact phrase
Supplier Item  with the exact phrase
Supplier is
Go Clear Add Anothe



> Item searched for will be displayed.

Search Main Store [v] 70001-2020 Go | Advanced Search

Shop: Stores > Shop Main Store >

Search Results from Main Store: 70001-2020

Sort by [¥] Ascending [v] [Go Individual Item Results will
Hidelmages | 5] 2 ™6 £ v [ include:
sh; i appro x 32 mm, aluminium, pressed construction, plain edges 144w, all edges roundec Category
finished for safety in handiing Longlife L0314 _ Price
Attachments None
—— i i
N .,9 Shopping Category Catering.Catering - Light Supplier CRP2 Supplier - Su ppller details
Equipment and Materials su 1
pplier item 70001-2020 .
Supplier Site  Belfast il st Supplier Item Reference
: Internal ueUm :umzer Hazard Class Number
n Number
Price 1206 GBP - EA Agreement Number
Quantity 1 Each Add to Cart Add to Favorites  Add tc

Alternatively you can use key words or parts of the item description. A useful tip is to put a % at
the start and end of the word to narrow the search.

For example: CNO46AE (HP 951XL Cyan) - Cyan, HP Original Inkjet Printer Cartridge. 1,500 Pages
you can use the following searches.

e Searching only %951% or only %HP%; or
e User can further narrow down this search by using %HP% %951% or vice versa (use a space
in between ). Entered space ensures that both keywords entered between %’s i.e. HP and

951 are searched; or

e [f useris searching for Printer Cartridges they can use %Printer% %Cartridge% with a space
for a better search.

Click ‘Go’.



1.3.2 Storelcons

Oracle iProcurement uses the concept of Stores i.e. a Category of items. Each store includes a
combination of minor categories e.g. ‘Equipment and Material Purchases’ store includes Sports,
Games and Gym & Materials, etc.

colon iprocurement 5 A % & ‘(E | Logedinasaoessiz @ ()

Shop = Requisitions Receiving  Feedoack
Home Shopping Lists | Non-Catalog Request

Search  Main Store v] Go | Advanced Search

Stores
Shopping Cart

Your cart is empty.

" -
a Main Store | Transport Purchases ICT Purchases
{ =
) Purchasing News

v ' Check frequently asked questions
' Review purchasing policies

Equipment and Material Purchases EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcome to the Education Authority
iProcurement Catalogue

Furniture Purchases Catering Purchases

w Please check fthe tem you requie is within
\ Business Sevices Purchases the STORE before rssing s Non Catslogue
N requisition. Non Catsiogue requisifons require
youto receive tree quotstions from suppiirs
) prior o sising the order.

Facilties Managemet Inc Utilities Purchases ’ Stationery and Consumable Purchases
—

et PN ]
Please contact Procurement if you have any
queries. Contact numbers can be found in
the HELP 7 lcon at the top of the screen.

> Click on the ‘Equipment and Material Purchases’ store icon.

> Drill down to the relevant item by selecting the category links.

Shop | Requisitions Receiving Feedback
Home Shopping Lists | Non-Catalog Request

Search Equipment and Material Purchases ﬂ Go | Advanced Search

Shop: Stores >
Shop Equipment and Material Purchases

+ Equipment and Material Purchases (2234)



Shop | Requistions  Receiving  Feedback

Home | ShoppingLists = Non-Catalog Request

Search  Equipment and Material Purchases Go  Advanced Search
Shop: Stores = Shop Equipment and Material Purchases =

Shop Equipment and Material Purchases: Equipment and Material Purchases

+ Equipment and Materials.Art, Craft and Infant Play Materials (67)

+ Equipment and Materials. Audio Visual Equipment and Materials (144)

+ Equipment and Materials Maintenance of Sports, Games & Gym Equip (30)

+ Equipment and Materials. Metalwork Materials (2)

+ Equipment and Materials Musical Instruments and Materials (105)

+ Equipment and Materials. Office Machines (16)

+ Equipment and Materials Photocapiers - Purchase (5)

+ Equipment and Materials, Photocopiers - Rental (3)

+ Equipment and haterials Photographic Equipment and Materials (20)

+ Equipment and Materiaks Play Ground Markings (63)

+ Equipment and Materials. Power and Hand Tools (297)

+ Equipment and Materials. Sports, Games and Gym Equip & Materials (876)
+ Equipment and Materials Technology and Design Materials (413)

+ Equipment and Materials Textbooks, Educational Books efc (133)

»  Each store has a number of Minor Categories which are displayed within each Store Icon.
The minor category will detail the number of items within the category in brackets.

Click on Minor Category link and items will be displayed. Only items linked to the
category will be displayed.

Shop | Requisitions Receiving Feedback

Home

Search  Equipment and Material Purchases v

Non-Catalog Request

Go | Advanced Search

Shop: Stores > Shop Equipment and Material Purchases > Shop Equipment and Material Purchases: Equipment and Material Purchases >

Items in Category: Equipment and Materials.Sports, Games and Gym Equip & Materials

Sort by

[v] Astendng [v] | Go

Hide Images | 3 2 7 {¥ v il

BALL, NO-BOUNCE, 70MM. Foam, lightweight and durable. Red, blue, green or yellow (state colour on order). TUFTEX FBAD21

Attachments  None
Shopping Category

Supplier Site
Internal Item Number
Un Number
Price
Quantity 1 Each  Addto Cart

Equipment and Materials.Sports, Games and
Gym Equip & Materials

MONTGOMERY RD

029 GBP

Rows 11021

Supplier PODIUM 4 SPORT LTD *(PREVIOUSLY
KNOWN AS VI-SPORT)

Supplier Item  60965-2000
Source  Agreement 100053
Hazard Class

Add to Favorites ~ Add to Compare

BUOUANCY AID, 4oz coated nylon; 2 each adjustable waist and shoulder straps; neoprene side panels; side zip; front pouch; CE approved. YAK BLAZE 2512. SMALUMEDIUM. RED

Attachments  None

Shopping Category Equipment and Materials.Sports, Games and Supplier RIVER LAKE & SEA* (RLS CANOES
Gym Equip & Materials IRELAND)
Supplier Site  COLRAINE ROAD Supplier tem  60964-1382
Internal ltem Number Source  Agreement 100058
Un Number Hazard Class
Price 2495 GBP
Quantity 1 Each  AddtoCart Add to Favorites  Add to Compare

Attachments  None
Shopping Category

Supplier Site
Internal Item Number

SPORTS FIRST AID OUTFIT, In Carrying case. FA approved team kit. KOOLPAK FA1830

Equipment and Materials. Sports, Games and
Gym Equip & Materials

BISHOP HOUSE

Supplier BISHOP SPORTS & LEISURE LTD *BISHOP
HOUSE

Supplier Item  60965-1600
Source  Agreement 100049

Shopping Cart
Your cart is emply.

Compare Items
No items selected.

Note: The Main Store Icon contains all the other Stores and their minor categories in one place.

10



2. iPROCUREMENT — CREATE AND EDIT REQUISITION

2.1 Create and Edit Store (Catalogue) Requisition

The ‘Stores’ tab contains all the individual items and services that EA has contracts for. You should
always check the Stores for the items or service you want before Requisitioning

ducatio | @
CAcaon procurament Loedinrsassesz @ ()

Shop | Requisitions Receiving Feedback
Home Shopping Lists | Non-Catalog Request

Search  Main Store vl Go | Advanced Search

Stores
Shopping Cart
Your cart is emply.

a Main Store [ 2 Transport Purchases ICT Purchases
L) ‘ Purchasing News

 Check frequently asked questions

+ Review purchasing policies

Equipment and Material Purchases EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcome to the Education Authority

iProcurement Catalogue
I W less if the item you require s within

Furniture Purchases ® Catering Purchases

Facilties Managemet Inc Utiities Purchases Stationery and Consumable Purchases Business Services Purchases o ising & Non Catalogue
# b logue requisitions require
= ' quotations from suppliers
feas )

Please contact Procurement ifyou have any
queries. Contact numbers can be found in
the HELP 2 lcon atthe top of the screen.

2.1.1 Enter search criteria in the ‘Search’ field and click ‘Go’ e.g. Filing or supplier item reference
from EA Contract Schedule. It is quicker if you use the supplier item reference from the EA
Contract Schedule as it will instantly bring you back the item you require.

Please note if you can’t find the items you are looking for within the store contact
Procurement who will advise which contract reference to use or if an non catalog request is

required.

Stores Shopping Lists Non-Catalog Request

Search Main Store l‘ Filing| x Go  Advanced Search

Stores

a Main Store Furniture Purchases ICT Purchases
i
)
s widl) —l

2.1.2 Alist of all items matching the search criteria will be returned. Review the search results
and choose the item you require and enter the desired quantity into the ‘Quantity’ field.
Enter a valid value e.g. 22.

11



/ Search Results from Main Store: Filing

Shopping
Lists

Stores Shopping Lists = Non-Catalog Request

Search Main Store [v] Filing Go | Advanced Search
Shop: Stores > Shop Main Store >
Search Results from Main Store: Filing

Sort by [v] Ascending [v] | Go
HideImages | [ 2 5 & v [ Rows 11021

SUSPENSION FILES, foolscap, for filing cabinets, complete with tabs and inserts - box of 50, green. 5 STAR EBZ187 ’
Attachments None
Shopping Category Stationery and Consumables.Stationery and Supplier EBERSKINE&COLTD*

Office Requisites Supplier item  20227-1090
Supplier Site  BLACKWATER RD Source Agreement 100043

Internal item Number Hazard Class
Un Number
Price 599 GBP
Quantity 22| Pack | Addto Cart Add to Favorites = Add to Compare

[This table shows all the results of your search query. |

EXPANDING FILE, with alpha index, hold to foolscap size paper. EBE EBZ589
Attachments None
Shopping Category Stationery and Consumables. Stationery and Supplier EBERSKINE&COLTD*

Office Requisites Supplier item  20227-1100
Supplier Site  BLACKWATER RD Source Agreement 100048

Internal item Number Hazard Class
Un Number
Price 095 GBP
Quantity 1 Each  Add to Cart Add to Favorites  Add to Compare

BOX FILE, foolscap, with spring clip, 75mm capacity with thumb hole and locking plastic clip, marble. WB EBZ270
Attachments None

Shopping Category Stationery and Consumables.Stationery and Supplier EBERSKINE&COLTD*
. : ) Office Requisites Supplier item  20227-1030
B Supplier Site  BLACKWATER RD Source Agreement 100048

2.1.3 Click on ‘Add to Cart’ for required items. The Item, quantity and unit of measure will be
displayed in the ‘Shopping Cart’ on the right of the screen.

Stores | Shopping Lists | Non-Catalog Request

Store [¥] Filing Go | Advanced Search

onfirmation
Item added successfully to the Cart. Your shopping cart contains 1 item(s).

Shopping Cart

Sort by [¥] Ascending [V] [Go Your cart contains 1 line.

Hide Images | | J{ 2 (5 £ v [ Rows 11021 Recently Added Lines
SUSPENSION 9 PER
‘SUSPENSION FILES, foolscap, for filing cabinets, complete with tabs and inserts - box of 50, green. 5 STAR EBZ187 A
Attachments None View Cart and Checkout
Shopping Category ~ Stationery and Consumables Stationery and Supplier EBERSKINE & COLTD *
e Raquisis Supplier tem  20227-1090 5:’"’9‘:\:';?&;5
Supplier Site BLACKWATER RD Source Agresment 100048
Internal item Number Hazard Class
Un Number Related Links
Price 599 GBP This table shows all the results of your search query. | lWOfies
Statonery and Consum.
Quantity 22 Pack | AddtoCart Add to Favorites | Add to Compare S
Equipment and Msteria
More.
EXPANDING FILE, with alpha index, hold to foolscap size paper. EBE EBZ580
Attachments  None Shopping Lists
Shopping Category Stationery and Consumables.Stationery and Supplier EB ERSKINE & COLTD* Click here to see all related shopping

Office Requisites
Supplier Site  BLACKWATER RD
Internal Item Number
Un Number
Price 095 GBP
Quantity 1 Each | AddtoCart Add to Favorites ~ Add to Compare

Supplier Item  20227-1100
Source Agreement 100043
Hazard Class

TIP: If this item is a regularly
requisitioned item click on ‘Add to
Favorites’ to create a shopping list
to speed up future requisitioning.
(see Step 2.2 for further
information on Shopping List)

2.1.4 If the item is an item that you order on a regular basis you can click on ‘Add to Favourites’ to
add to your Shopping Cart. This means that when you need to order this item again, click
into the Shopping List rather than search again.

2.1.5 Repeat searching for items and ‘Add to Cart’ until the Shopping Cart is filled with the items
you require.

2.1.6 Click on ‘View Cart and Checkout.

12



Requisition
Description

2.1.7

2.1.8

Date defaults to 7
days after current
date

Shop. Requsiions Recetving = e =
Description - SUSPENSION FILE. foalscap, for fing cabinets, compiete wil fabs and in
Home  Snopping Lists ~ Non-Cataiog Jusfification
2
Search Ve Sore , When do you need these items?
g s> 0 Where do they need to be delivered?
>
- = Additional Header Information
L]
*
Tenaded iy teCat Y| FUNCTION CODE
. AREA CODE
Search Resulfs from Main Stor
Sortby M |

Hteimages | 2 W gy @

* Requester  COATES, MS HE
Atia
Suggested Buyer  ROBINSON
@71 Requester will be receiver for goods
Line tem Description Unit  Quantity Price Delete
(G8P)
Qua
- SUS FILE, foolscap, for fiing cabinets, complete with tabs and inserts, Pack of Pack 2 24 j
nig
A 2 Pak 1
fooiseap wi tain cols and meta compressor, for stoing punched paper, minimum capatity J0m, medum w 7
o Tod 11822

[ B2

Shopping Cart

A Hide Delvery and Biling

Delivery Biling

Click on Edi to Add Additional Approver and Other Details

Continue Shopping

The requisition description will default to the first item description we recommend you
change it to something more meaningful by highlighting and typing in the Requisition
Description field. E.g. from SUSPENSION FILES, foolscap, for filing cabinets, complete with

tabs and inserts

- box of 50, green. 5 STAR EBZ187 to Stationery for Classroom 6 or 1006 Mrs

Smith’s June 2018 requisition

If required, ente

r the reason for the requisition in the ‘Justification’ field. This is a note to

the Approver (Budget holder) and is a desirable field.

Shop | Requisitions  Receiving Feedoa

Shopping Cart

— = o Description  Stationery for Classroom 6
Home | Shopping Lists | Non-Catalog Justification
* S 7 =
Soaich, [V S y When do you need these items?  28.01.2019 00:00:00 Y
Where do they need to be delivered? EAHEADQUARTERSDI Q
Shop: Stores > Shop Main Store > = -
= Additional Header Information
[, Confirmation
* ®
Rem added Iy tothe Cart. ¥ FUNCTION CODE 00000 , Q'
Defauit
SeagchResults from Main Stor AREACODE 0000 . Q
Sortby ] Defauit

Hide images | 3 2 79 i v

Attal

Qual

1§-26610184-24-2483 Fili

A Hide Delivery and Biling

Delivery Billing
* Requester  COATES, MSHELEN . Q

Suggested Buyer ROBINSON, MRS ANIT Q

@ TIP Requester will be receiver for goods

Line Item Description Unit  Quantity  Price Al
1 - SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 Pack 22 426GBP
2 I SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack 1 366GBP
3 ol ‘ SPRING FILES, foolscap with fwin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack 7 3.18GBP
Total
Click on Edit to Add Additional Approver and Other Details
Continue Shopping Edit Save Submit

Attal
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(GBP) Delete

240 §

366

2% §

11832




2.1.9

2.1.10

2.1.11

2.1.12

2.1.13 Change Requester by clicking on the magnifying glass

2.1.14

Click in the ‘Function Code’ field to enter a function code to be used for this requisition. If

going to be delivered for a period of time.

there is no function code to be used, enter 00000. This field is a mandatory field.

Area Code in Oracle = Department Code in Schools. If no department is required the
default Area Code 0000 should be used when raising a requisition.

The ‘When do you need these Items’ date can be changed by clicking the Calendar button.
The requisitioner should indicate a realistic date if they know the items or service is not
This date is internal to the requisition and does
not go to the supplier, it helps generate the receipt reminders notifications/emails. These
are to remind you to receipt only when you have received the goods/service.

The ‘Requester’ will have defaulted as your name and the “Where do they need to be
delivered?”” as your location. It is worth noting that the cost centre defaults from your name

(Requester). Normally you won’t need to change any of these and you can proceed to Step
2.1.18. The Suggested Buyer MUST NOT be amended even if blank.

Shop = Requisitions Receiving Feedba(
Home | Shopping Lists | Non-Catalog:
Search Main Store
$Shop: Stores > Shop Main Store >
[, Confirmation ‘

Item added successfully to the Cart. Y|
Search Results from Main Stor
Sort by ™ |

Hide Images | 5 2 75§t v [

sal
Attal

Qual

Intg

Qual

16-26610184-24-2483 Filin
Autl
Atta)

on ‘Quick Select’

S|

hopping Cart

* Description  Stationery for Classroom &
Justification

*When do you need these tems? 28.01.2019 0000:00
* Where do they need to be delivered? EAHEADQUARTERSDI Q
| Additional Header Information

* FUNCTION CODE 00000

AREA CODE 0000

A Hide Delivery and Biling

Delivery

A Requester COATES, MS HELEN

Suggested Buyer ROBINSON, MRS ANIT# Q

@TIP Requester will be receiver for goods

fo

Billing

Deliver-to-Location
=your location

Requester = your
name

Line Item Description Unit  Quantity  Price ﬂl(n(;)él;; Delete
- SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 Pack 22 42GBP 9240 m
2 I SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack 1 366GBP 366 j
3 t } SPRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack 7 318GBP 2226 ’]
Total 11832

Click on Edit to Add Additional Approver and Other Details

Continue Shopping

Edit

Q

F
: button attached to relevant Requester.
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Save

Submit

to the right of Requester field.

In the Search and Select screen, enter the Surname or first few letters and click ‘Go’. Click




d * Dogcrint for Classroom 6.
/2 hitps://ebs.int.erp-sop.ca.uk/?_t=fredRC&enc=UTF-88_minWidth=7508_minHeight=550&confighame=0ACe - Interne... e =

Search and Select: Requester Cancel | Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.
Search By Name smyth Go
Results
Select 24K | oot Name 4. First Name = Name Email Location
Select
(@] f; SMYTH ADELE SMYTH, Mrs ADELE ifsteamtesi@ugmail.com EAHQ LE
® -‘; SMYTH EILEEN SMYTH, Mrs EILEEN ifsteamtest@gmail.com FAUGHANVALE PS MK
B -‘; SMYTH HEATHER SMYTH, Mrs HEATHER  ifsteamtest@gmail com GIBSON PS MK
B -‘; SMYTH MAUREEN SMYTH, Mrs MAUREEN ifsteamtesi@gmail com CUMBER CLAUDY PS
(@] -‘; SMYTH NIAL SMYTH, Mr NIAL ifsteamtest@gmail com CHRISTIAN BROTHERS PS ARMAGH  |{
8 -‘; SMYTH PHILIP SMYTH, Mr PHILIP ifsteamtesti@gmail com DUNLUCE S5
8 -‘: SMYTH RAYMOND SMYTH, Mr RAYMOND  ifsteamtest@gmail com EARLVIEW PS
About this Page
100%

2.1.15 Returns to Delivery screen with Requester Changed. Note: Deliver-to-Location will have
automatically changed (in addition to cost centre, resource and aLeafcﬁing).

Shopping Cart
t Description  Stationery for Classroom 6
Justification
* When do you need these items?  28.01.2019 00:00:00 fie
* Where do they need to be delivered? CULCROW PS Q

Additional Header Information

* FUNCTION CODE 00000 . Q
Defsult

AREACODE 0000 . Q

it

A Hide Delivery and Biling
View Tip under

Delivery Billing
Requester Name

* Requester  SMYTH, MRS EVADNX. Q
ROBINSON, MRS ANIT: @

Suggested Buyer
#TIP Requester will be receiver for goods

Amount

Line Item Description Unit  Quantity  Price (GBP) Delete

1 - SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 Pack 22 42GBP 9240 @

2 SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack 1 3.66GBP 366 @

3 SPRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack 73186BP 2% ff
Total  118.32

Click on Edit to Add Additional Approver and Other Details

Continue Shopping Edit save Submit

2.1.16 If you need to change the Deliver-to-Location click on the magnifying glass to the right of the
‘Where do they need to be delivered?’ field. (Please note changing the deliver to location
only changes the address not any coding).
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2.1.17 Inthe Search and Select screen, enter the first few letters of the Location required or put
part of the location name with % at either end to narrow down search e.g. %PILOT% and
click ‘Go’. Click on ‘Quick Select’ button attached to relevant Requester.

Search and Select: Where do they need to be delivered? Cancel  Select

Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.
Search By Location ﬂ EAHEADQUARTERS OMAG  Go

Results

Quick Select Location 4 Organization 2= Address

@] 3 EA HEADQUARTERS OMAGH EA2 1 HOSPITAL ROAD, OMAGH, Tyrane BT79 0AW, United Kingdom

2.1.18 Returns to Shopping Cart with Deliver-To-Location changed.

Shopping Cart
& Description  Stationery for Classroom 6
Justification
* When do you need these items?  23.01.2019 00:00:00 fy
* Where do they need to be delivered? EAHEADQUARTERSQ Q
Additional Header Information

* FUNCTION CODE 00000
Default
AREA CODE 0000 Q

Default

A Hide Delivery and Biling

Delivery Billing

% Requester SMYTH, MRS EVADNE, Q
Suggested Buyer ROBINSON, MRS ANITZ Q
@TIP Requester will be receiver for goods

Line Item Description Unit  Quantity  Price Amount Delete
(GBP)
- SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 Pack 22 42GBP 9240 m
2 I SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack 1 366GBP 366 @
3 . ' SPRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack 731868 226 fj
Total 118.32

Click on Edit to Add Additional Approver and Other Details

Continue Shopping Edit Save Submit

2.1.19 Scroll down page to view the details of the items added to Shopping Cart. The buttons at
the bottom are:

» ‘Continue Shopping’ to add more items to Cart

> ‘Edit’ to view or amend code or code combination, split costs, change
approver, insert note to supplier or add an attachment.

> ‘Submit’ sends requisition to budgetholder for Approval.
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Shopping Cart
= Description  Stationery for Classroom 6
Justification
g When do you need these items? 28.01.2019 00:00:00 Y
b Where do they need to be delivered? EAHEADQUARTERSO Q
Additional Header Information

* FUNCTION CODE 00000 ., Q
Default

AREA CODE 0000 Q

A Hide Delivery and Biling

Delivery Billing

* Requester  SMYTH, MRS EVADNE, Q

Suggested Buyer ROBINSON, MRS ANITé Q
@TIP Requester will be receiver for goods

Line Item Description Unit
1 - SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 Pack
2 SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack
3

SPRING FILES, foolscap with twin coifs and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack

Click on Edit to Add Additional Approver and Other Details

Amount

(GBP)

9240

3.66

2226

118.32

Delete

Continue Shopping Edit Save |
2.1.20 Click on ‘Edit’ button and view Requisition details.
Charge Account Re-Generated.
Edit and Submit Requisition 81686 Printable Page ~ Submit
* Indicates required field
o s Function code and area code can be

" Decriton. [ Sy brCrmron' changed here to update all lines. Enter
Additional Information required codes, once complete, click the

*RUCTION 00 (P00 Save button above. A Saved
AREACODE [0 4 3 confirmation message will be displayed.

Select Lines: Update  Copy | Delete | 37
[] Details Description Amaunt
o » 'SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433

o » SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805

o » SPRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600

Total 11332
<

Your requisition will be sent to the following list of approvers.

Approvals

Please click on Manage approval to add additional approver(s).

Notes And Attachments
Notes

Note To Buyer Note To Supplier-Header Note To Supplier-Line

Quantity Unit  Price {250 Need By Date
22 Pack 4.2GBP 92.40 23.01.2019 00:00:00
1 Pack 3.66 GBP 3.66 28.01.2019 00:00:00

7 Pack 318GBP 2226 28.01.2019 00:00:00

Deliver-To Location

EAHEADQUARTE} ¢

EAHEADQUARTE} ¢

EA HEADQUARTER

Manage Approvals

2.1.21 View the Approval Path. . The Approvals will show your immediate Line Manager or your
Line Manager with the relevant Approval limit. If you do not need to amend move on to

Step 2.1.23.
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2.1.22 To change the Approver, click the ‘Manage Approvals’ button. Select the relevant ‘circle’ for
the Action e.g. Change Managerial Approver’ or ‘Insert Approver’ if it is required that a

second person should also approve the requisition. Using the Magnifying glass to search for
Approver. Click ‘Submit’.

Approvers 4

* Actions ) Insert Approver

F)
|
i

Change Managerial Approver

b

4

3 Delete Approver™MNiewer

s
t1 0|

!

2 Reset Approwval List

I

Current Managerial Approver GIBSOMN, ALISOM

* New Managerial Approwver BOYD, MR GAMVIM = =1

Cancel Subrmit

2.1.23 On some requisitions it may be necessary to add a note to Supplier. Scroll to the bottom of
screen and enter the relevant information in the Note to Supplier Header’ Field e.g. Please
do not deliver between 1 July 2018 to 25 August 2018 or Please put on the delivery note ‘For
the Attention’ of Mrs Smith. The information entered in this note appears on the EA
Purchase Order as a special instruction. If this not required move on to Step 2.1.24.

Your requisiion will e sent to the following list of approvers.

Approvals

Please click on Manage approval to add additional approver(s).

Manage Approvals

[

J—b

BOYD, GAVIN

Notes And Attachments

Notes

Note To Buyer Note To Supplier-Header Note To Supplier-Line

2.1.24 It may be necessary to send an attachment to the Supplier. In the Attachment section at the
bottom of screen click on the ‘Add Attachment’ button. Enter Title, Description and add
attachment file. If this is not required move on to Step 2.1.25.

Notes And Attachments Add Attachment button

Notes

Note To Buyer Note to Supplier-Header Add note to supplier Note To Supplier-Line

Requisition Attachments

Add Attachment... |

Title Type Description Category Last Updated By Last Updated ‘Attachments of associated record §  Delete Publish to Catalog
No results found.
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2.1.25 To view coding that is automatically generated for this requisition click on the ‘Details’

triangle. The supplier details can be viewed, including the email address where the
purchase order will be sent to.

Shop | Requisfions Receiving Feedback

Home  Stppping Lists = Non-Catalog Request

Edit and|Submit Requisition 81686 Refresh  Save | Printable Page ~ Submit
* Indicates quired field

Total 118.32GBP
* Description  Stationery for Classroom 6

Justification

Additiorfal Information

* FUNCTION CODE 00000 . Q
AREA CODE 0000

Default

Select Lifies: | Update . Copy  Delete | 3

= Amount
Defails Pescription Quantity Unit ~ Price (GBP) Need By Date Deliver-To Location

» PUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433
»

4

22 Pack 42GBP 9240 28.0120190000:00 fp EAHEADQUARTEF ¢
QUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 1 Pack 3.66 GBP 366 28.01.201900:0000 Gp EAHEADQUARTEF ¢

PRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 7 Pack 3.18GBP 2226 28.0120190000:00 f EAHEADQUARTE} ¢

Total 113.32

2.1.26 The coding can be amended. The charge account defaults from the name of the Requester

(cost centre and resource code) and type of goods you have requested (finance code).
Normally you won’t need to change any of these and you can proceed to Step 2.1.31

2.1.27 To add code or amend code combination click on tick box against the Line to be updated and

the Update button.

Shop | Requisitions Receiving Feedjfack

Home Shopping Lists = Non-Catglog Request

Edit and Submit Requi ition 81686 Refresh  Save Printable Page = Submit
* Indicates required field

Total 118.32 GBP
% Description  Stationery for Cjp#§room 6

Justification

Additional Informatfon

AREA CODE

Select Lines: | Update,#Copy  Delete |

Amount

Quantity Unit ~ Price (GBP) Need By Date Deliver-To Location

SUSPENSION FILE, foolscap, for filing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-9433 22 Pack 42GBP 9240 28.0120190000:00 (o EAHEADQUARTE} ¢
o b» SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece filing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805

1 Pack 3.66 GBP 366 28.01.2019000000 Gp EAHEADQUARTER
[

SPRING FILES, foolscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 7 Pack 3.18GBP 2226 28.01.20190000:00 f§ EAHEADQUARTEF ¢

Total 113.32
<

Your requisiton will be sent to the following st of approvers.

Approvals
Please click on Manage approval to add additional approver(s).

Manage Approvals
[

—»
BOYD, GAVIN

[om
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2.1.28 The Update line screen opens. To edit coding click on magnifying glass = to right of

charge account ‘EA Accounting Flexfield’ field.

Requisition Information : Update Selected line

Item Supplier
SUSPENSION FILE, fool Supplier BANNER GROUP LIMITED
Site FORESTGROVE

Contact Name EAORDERS, EA

# Description

Category Stationery and Consumables.Stationery and Office Requisites

* Quantity 22 Phone
Unit of Measure  Pack Fax
Email

Unit Price 42 mai

Amount 9240
Currency GBP

Notes

Note To Buyer

|
Billing
)

Expenditure

Line XXEA_Accounting_Flexfield Project Expenditure Type Organization

01.20436.D.3605.00000.0000.000¢ =,

ICTION.PROJECT AREA.SPARE

@TIP Total allocation must equal 100% of the selected line values.

[] Apply this Cost Allocation information to all applicable requisition lines

* Need-By Date
Requester
Deliver-To Location

Expenditure Item
Date

&

Total

2801.201900:0000  fe
SMYTH, MRS EVADNE, Q
EAHEADQUARTERSQ Q

Percent
100 2 240
100 2 9240
Cancel ~ Apply

2.1.29 The code combination screen opens. Enter code into relevant field or click on magnifying
glass to the right of the Code to be amended to use pick list e.g. Cost Centre code. Click

’Search’.

Search and Select: XXEA_Accounting_Flexfield

Cancel | Select
Search
*ea (01 Q
EA
* COST CENTRE 20436 a
* RESOURCE D a
Delegsted
* FINANCE 3605 aQ
Stationery & Office Requisites
* FUNCTION 00000 Q
*
PROJECT aQ
* AREA Q
* SPARE aQ
Search
Results
Create
Code Combination
© 01.20436.D.3605.00000.0000.0000.0000
#,100% ~
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2.1.30 To accept the amended Code Combination click on Create, click on the Select circle and then
click on Select.

2 int.erp-sop.co.uk/?_t=fredRC: OAConfigBiredirect=%2FOA_HTML%2FOA jsp%3F.rc - Intern.. (il =) bl

tp:

Search and Select: XXEA_Accounting_Flexfield "

Cancel Select

Search

*EA 01 Q
A
*COST CENTRE 20431 Q

EA Pilot Test School

RES N Q

Non Delegated
* FINANCE 3605 Q
Stationery & Office Requisites
*FUNCTION 00000 Q
Default
*PROJECT 0000 Q
Default
“AREA 0000 Q
Default
* SPARE 0000 Q

Default
Search Clear
Results

Create | | ]
Select Code Combination
(e)  01.20431.N.3605.00000.0000.0000.0000

Cancel  Select
#100% v

2.1.31 If all the lines in the shopping cart are to have the same coding click on the tick box
beside ‘Apply this Cost Allocation to all applicable requisition lines’, then click Apply.

@ TIP Total allocation must equal 100% of the selected line values.

[ Apply this Cost Allocation information to all applicable requisition lines

Cancel  Apply
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2.1.32 The details of the requisition are correct, click the ‘Submit’ button.

Shop | Requisitions Receiving Feedback
Home | Shopping Lists | Non-Catalog Request

Edit and Submit Requisition 81686

Refresh ~ Save  Printable Page  Submit
* Indicates required fied

Total 11832 GBP
* Description  Sationeryfor Classtoom 6
Justification

Additional Information
* FUNCTION CODE 00000

AREA CODE 0000

Select Lines: Update Copy  Delete | [

[] Details Description Amount

Quantity Unit ~ Price (GBP) Need By Date Deliver-To Location
[0 P SUSPENSION FILE, foolscap, for fing cabinets, complete with tabs and inserts, Pack of 50, OWN BRAND, 259-8433 22 Pack 42GBP 9240 28.01201900:0000 (e EAHEADQUARTEF ¢
oo SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece fiing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 1 Pack 3.66 GBP 366 2801201900:0000 (g EAHEADQUARTEF ¢
[0 P SPRINGFILES, fooiscap with twin coils and metal compressor, for storing punched paper, minimum capacity 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 7 Pack318GBP 2226 2801.201900:00:00 f EAHEADQUARTEf ¢
Total  118.32
< >
Your requisition will be sent to the following list of approvers.
Approvals
Please click on Manage approval to add additional approver(s).
Manage Approvals

'

—»
BOYD, GAVIN

2.1.33 Returns to shop Screen showing confirmation and Requisition Number and the Approver it
has been submitted to. Click ‘Continue Shopping’.

The requisition number is an internal number to your requisition. The requisition will be
automatically be sent to the approver. Once approved by the Approver an EA Purchase
Order will be automatically created with an EA Order number and sent to the supplier within

minutes by email, or if the supplier receives their orders by mail it will be posted that
afternoon.
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2.2 Using iProcurement Shopping List for Store (Catalogue) Requisition
If there are items that are regularly requisitioned these items can be added to a Shopping List.
Using the shopping list rather than searching each time for your items will speed up your

requisitioning.

If an item is updated by Procurement e.g. price, description or no longer available to requisition, this
automatically updates in iProcurement including in the shopping list.

Adding Item to Shopping List

2.2.1 To add an item to your shopping list search for an item that is regularly requisitioned
item, click on ‘Add to Favorites’. This will add it to your shopping list.

Stores | Shopping Lists | Non-Catalog Reques

Search  Furr

Purchases v Go | Advanced Search
Shop: Stores > Shop Furiture Purchases > Shop Fumiture Purchases: Furniture Purchases »
[y Confirmation
You have added one or more tems to your primary favorites fist
Items in Category: .Office, &

Shopping Cart
Sort by ¥| Ascending [¥] | Go

Hide Images | [ 2 [ £ w [

Your cart contains 1 line.

Rows 1102

Each

Attachments  None

Shopping Category  Furniture.Office, Stafroom & Reception Supplier JOSEPH FLANIGAN & SO! View Cart and Chackout
Furniture

Supplior ltom  70270-301
o W10 Compare Items
No ftems selected

su
Internal ite

IRISH STREET

Source Agreement 111749
Hazard Class

Un Number
Price 1904 GBP
Add to Cart

ach

Attachments  None

ALPHA MARKETING UK LTD *
70270-110

Agreement 111736

Shopping Catogory ~ Furniture Office, Staffroom & Recaption
Furniture

Supplior Site  ALPHA HOUSE
Internal ttem Number

Un Number
Price 149 GBP
Quantity 1 Each | Addto Cart Add 1o Favorites || Add to Compare

O ) anc andies, 440(w) x 600(d) x 720(h)mm, lockable. 4 drawers - BALMOHE04 Adds this tem to your Favorites List
Type o 2 ). CHOICE OF FINISH MUST BE STATED ON ORDER
Attach

Shopping Categor ler MOFFETT & SONS LTD *
7027030

Agreement 111755

Furniture.Office, Staffroom & Reception
niture

Supplier Site  SEYMOUR HILL
Intornal ito

2.2.2 Toview the items that you have added to your shopping list, click on the ‘Shopping Lists’ link
within the Store tab.

-GUCAton iprocurement

Authority

Shop | Requisitions Receiving

Home Shopping Lists | Non-Catalog Request
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Create Multiple Shopping Lists

2.2.3

items, Mrs Smith’s items, General Office Supplier, etc.

It may be useful to create multiple shopping lists for example, stationery items, cleaning

2.2.4  Within the iProcurement homepage click on the Setting icon and select Preferences.

O iProcurement

Loggedinasossisz @ ()

Shop | Requisions Receiving ~ Feedback

Home | Shopping Lists =~ Non-Catalog Request

Search Main Store v
Stores
Main Store
]
)
Stationery and Consumable Purchases
—
s

E Furniture Purchases

2.2.5
hyperlink.

Shop Requisitions Receiving

General

Display Preferences

Application

iProcurement Preferences

2.2.6

Go | Advanced Search

ICT Purchases

- z
[ ransport Purchases

Facilfies Managemet Inc Utiities Purchases

Feedback

General Preferences

Languages

Current Session Language American English[ V] (i)
Default Application Language American English[%] ()

Accessibility

Accessibility Features  None ~M®
Visual
Page Header Display Style Icons Only V]
Top-level Menu Display Style Links Only ~®

Access Keys

[] Disable Access Keys
@ TIP Select this check box to disable access keys in all accessibility modes.

Regional

The iProcurement Preferences will be displayed.

Lists can be created within the Favourite Lists.
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Miscellaneous Purchases

Equipment and Material Purchases

Business Services Purchases

Shopping Cart
Your cart is emply.

Purchasing News
+ Check frequently asked questions
' Review purchasing policies

EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcome to the Education Authority
iProcurement Catalogue

Plesse check fth fem you reqire s wihin
the STORE before aisng & Non Cstalogue
requisition. Non Catalogue requisiions require
youto receive tree quotsions fom supplers
priortorasing the oder

Please contact Procurement if you have any
queries. Contact numbers can be found in
the HELP ? fcon at the top ofthe screen.

The General Preferences screen will be displayed. Click on the iProcurement Preferences

Cancel Resetto Default Apply

Within this screen additional Shopping




2.2.7

2.2.8

Shop Requisitions Receiving

General

Display Preferences

Application

iProcurement Preferences

Feedback
iProcurement Preferences
* Indicates required field
Shopping

* My Favorite Store
* search Results Per Page

* Shopping Search Results Per Page
Sort Shopping Search Results By

Favorite Lists

Main Store
10

For best performance, enter a number between 1 and 100.

2]

~

For best performance, enter s number between 1 and 25,

No Preference [¥] Ascending [V]

Use the Select column to set your primary favorite list

Select Favorite List: Setas Primary | =
Select “Favorite List Name

(O  Personal Favorites

One Time Address

Heb#ym

Add Address | Dalate Addrecs | 7 2% TS 2 o Gl

Click on the Add another Row icon.

Shop Requisitions ~ Receiving

General

Display Preferences

Application

iProcurement Preferences

An additional line will be displayed.

Feedback

iProcurement Rreferences

* Indicates required field

Shopping

* search Resul\s Per Page

Favorite Lists

Use the Select column to set your primai

Main Store
10

For best performance. enter 8 number between 1 and 100,
7

For best performance, enter a number between 1 and 25,
No Preference [¥] Ascending [¥]

st
Select Favorite List:  Setas Primary | =% 57 2 "5 £& v [0

Select “Favorite List Name

O Personal Favorites

One Time Address

Cancel

Shopping Search Results Layout
O Grid View

Paragraph View

[] Hide Thumbnail Images

Primary Delete
3 N

Cancel

Shopping Search Results Layout
Grid View
Paragraph View

[] Hide Thumbnail Images

Primary Delete
= -

Enter the name of the Shopping List within the ‘Favorite

List Name’ field e.g. Cleaning Items.

Apply

Apply

Display F

Application

iProcurement Preferences

Shopping

* My Favorite Store
* Search Results Per Page

* Shopping Search Results Per Page
Sort Shopping Search Results By

Favorite Lists

Main Store v
0

For best performance, enter a number between 1 and 100.

&Y

For best performance. enter & number between 1 and 25.

No Preference [¥] Ascending [V]

Use the Select column to set your primary favorite list.
Select Favorite List: Setas Primary | =% 37 2 [ £ v [0

Select " Favorite List Name

(@] Personal Favorites

One Time Address

Add Address | Delete Address | } 2

Select Alias
No results found.

Delivery

5 £t v @

“One Time Address
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Shopping Search Results Layout
O Grid View
(® Paragraph View

[ Hide Thumbnail Images

Primary Delete

2] 7]

Delete




isplay Preferences

Application

iProcurement Preferences

2.2.9

Shopping

* My Favorite Store

* Shopping Search Results Per Page

Sort Shopping Search Results By

Favorite Lists

* Search Results Per Page

Main Store
10

~

For best performance, enter a number between 1 and 100.

7

For best performance, enter a number between 1 and 25.

No Preference

Use the Select column to set your primary favorite list.

Select Favorite List: Set as Primary
Select ~ Favorite List Name

(D) Personal Favorites

Cleaning Items| x

+ R
=0 o &

S v @

[¥] Ascending [V]

Additional lists can be created by adding more lines as indicated in Step 2.27.

Display Preferences

Application

iProcurement Preferences

Shopping

* My Favorite Store Main Store
* Search Resuits Per Page 10

For best performance. enter s number between 1 and 100.

)

“ Shopping Search Results Per Page

For best performance, enter s number between 1 and 25.

Sort Shopping Search Results By No Preference
Favorite Lists

Use the Select column to set your primary favorite list.
Select Favorite List: Set as Primary | ; ﬁ = M Q v [
Select " Favorite List Name

Personal Favorites

Cleaning ltems

Mrs Smith
Caretaker Items x
One Time Address
Add Address  Delete Address | 5] 2 "5 £¥ v [

Select Alias
No results found.

2.2.10 Click Apply. A confirmation will be displayed.

Shop Requisitions Receiving

General

Display Preferences

Application

iProcurement Preferences

Feedback

[ Confirmation
The selected preferences will be applied next time you login.
iProcurement Preferences

* Indicates required field
Shopping

* My Favorite Store Main Store
* search Resuits Per Page 10

[V¥] Ascending [¥]

“One Time Address

2]

For best performance. enter a number between 1 and 100.

~

* Shopping Search Resuits Per Page

For best performance, enter a number between 1 and 25,

Sort Shopping Search Results By No Preference
Favorite Lists

Use the Select column to set your primary favorite list.
Select Favorite List: Setas Primary | = 37 2 [ £ v [
Select “Favorite List Name

Personal Favorites

Cleaning Iltems

[¥] Ascending [V]

Shopping Search Results Layout
O Grid View
(® Paragraph View

[ Hide Thumbnail Images

Primary Delete
£ 7}
@
@
@
Delete
Cancel
Shopping Search Results Layout
O Grid View
(® Paragraph View
[] Hide Thumbnail Images
Primary Delete
& @
@

2.2.11 The Personal Favorites list is the default shopping list that your items are added to when you
click ‘Add to Favourites’ within the Shop. The default shopping that you can add to and
view within the Store can be changed. If you do not want to change default click Apply,
otherwise proceed to next step.
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2.2.12 Click on the ‘Select’ circle to left of the Favorite List Name you wish as default.

Favorite Lists

Use the Select column to set your primary favorite fist,
Select Favorite List:  Setas Primary | =+ 1 2 75 & » [

Select ~Favorite List Name Primary Delete
() Personal Favorites @ v
(®  Cleaning ltems @

D Mrs Smith @
D Caretaker ltems @

2.2.13 Click on the ‘Set as Primary’ button and click Apply. The change will be confirmed.

Shop Requisitions ~Receiving ~ Feedback [
Genond iProcurement Preferences Cancel ~Apply
* Indicates required field
Display Preferences
Shopping
Application . :
P * My Favorite Store Main Store ¥ Shopping Search Results Layout
iProcurement Preferences * Search Results Per Page 10 O Grid View
For best performance, enter @ number between 1 and 100. ,
- . (® Paragraph View
Shopping Search Results Per Page 7
For best performance, enter a number between 1 and 25. [] Hide Thumbnail Images
Sort Shopping Search Results By No Preference [¥] Ascending [¥]
Favorite Lists
Use the Select column to set your primary favorite list
Select Favorite List: Setas Primary | = 3] 2 76 & v
Select ~Favorite List Name Primary Delete
() Personal Favorites @
@®  Cleaning ltems =) @
O Mrs Smith ]
() Caretaker ltems @
¥

" iProcurement © *x ‘@ | Logged In As 40659461

Shop Requisitions Receiving Feedback

Fu Confirmation
The selected preferences will be applied next time you login.

General

Display Preferences

iProcurement Preferences Cancel  Apply
* Indicates required field
Application
iProcurement Preferences Shopping
* My Favorite Store Main Store 54| Shopping Search Resuits Layout
* Search Results Per Page 10 O Grid View

For best performance. enter 8 number between 1 and 100.

* Shopping Search Results Per Page 7
For best performance. enter & number between 1 and 25 [] Hide Thumbnail Images

Sort Shopping Search Results By No Preference [¥] Ascending [V]

® Paragraph View

Favorite Lists
Use the Select column to set your primary favorite list.
Select Favorite List: Setas Primary | —+ Ej e M {} v [l
Select “Favorite List Name Primary Delete

Personal Favorites @

Cleaning tems

Add items to different Shopping Lists

2.2.14 Click on the ‘Add to Favorites’ button to add the item to the Shopping Lists.

Remember: The additional favourite lists need to be setup first as in Step 2.2.3 to 2.2.10.
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2.2.15

2.2.16

Shop | Requisitions Receiving Feedback

Stores | Shopping Lists | Non-Catalog Request

Search Main Store [&] penci Go | Advanced Search

Shop: Stores > Shop Main Store >
Search Results from Main Store: pencil

Shopping Cart

Sort by [¥] Ascending [v] | Go Your cart contains 1 line.
Hide Images | ]’,‘j’, =~ [ ﬁ v Rows 110 21 Recently Added Lines
2H Pencils,
oL 1 Box
4H Pencils, High quality, ideal for school use. 110-4H. Box of 12 A
Attachments  None View Cart and Checkout
Shopping Category Stationery and Supplier BANNER GROUP LIMITED
;‘;’;fnl:"gg”es Classroom Supplier ltem  70253-5090 Compare items
No items selected.
Supplier Site  FORESTGROVE Source; (Agreement106179
Internal Item Number Hazard Clasy .
Un Number Rela‘eq Links
N Categories
Price 192 GBP Stationery and Consum.
Quantity 1 Box  Addto Cart Add to Favorites  Add to Compare Stationery and Consum.
ICT ICT Consumables
2H Pencils, Good quality, (eg. own brand). 785500. Box of 12 M
Attachments None o
Shoopina Cateaorv  Stationerv and Supplier BANNER GROUP LIMITED o
Shop = Requisiions Receiving Feedback
Stores | Shopping Lists | Non-Catalog Request
Search Main Store [¥] pencil Go | Advanced Search
Shop: Stores > Shop Main Store >
tu Confirmation
You have added one or more items to your primary favorites list.
Search Results from Main Store: pencil .
Shopping Cart
Sort by [v] Ascending [v]  Go Your cart contains 1 line.
Hide Images | Rows 110 21 Recently Added Lines
2H Pencils,
00, 1 Box
4H Pencils, High quality, ideal for school use. 110-4H. Box of 12 A
Attachments  None View Cart and Checkout
Shopping Category Stationery and Supplier BANNER GROUP LIMITED
gt‘;"‘;‘:"g;”‘es>°'ass'°°’" Supplier Item  70253-5090 Compare Items
No items selected
Supplier Site  FORESTGROVE Source; (Agreement108179
Internal item Number Hazain Clasy Rei -
Un Number el ateq Links
X Categories
Price 1.92  GBP e X Stationery and Consum.
Quantity 1 Box  Addto Cart © Add to Favorites = Add to Compare Stationery and Consum.

2H Pencils, Good quality, (eg. own brand). 785500. Box of 12

ICT ICT Consumables

To add the list to a list other than your primary favorites list, click on the arrow beside the

‘List’ field.

/

Shop Requisitions Receiving Feedback

Stores Shopping Lists Non-Catalog Request

Shopping List: Cleaning Iltems
[V]  Go

Add Allitems To Cart | J] 2 75 &% v [0l

Select List Cleaning ltems

Hide Images

4H Pencils, High quality, ideal for school use. 110-4H. Box of 12
Attachments None

Shopping Category Stationery and
Consumables. Classroom
Stationery
Supplier Site FORESTGROVE
Internal item Number
Un Number
Price 192 GBP
Quantity 1 Box  Addto Cart

Sort by Ascending [V]

Supplier HANNER GROUP LIMITED
Supplier item /70253-5990
Sourcef Agreement 108179
Hazard Cla:

List Personal Favorites V| | Move  Delete

2.2.17 Select the list you wish to move the item to e.g. Mrs Smith, click ‘Move’.
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Go

Shopping Cart
Your cart contains 1 line.
Recently Added Lines

2H Pencils,

Goo 1 Box

View Cart and Checkout

Compare items
No items selected.




Shop Requisitions Receiving Feedback

Stores Shopping Lists Non-Catalog Request
Shopping List: Cleaning Items

[V]  Go

Add All items To Cart

Select List Cleaning ltems
Hide Images (o=~ RICK o X |

4H Pencils, High quality, ideal for school use. 110-4H. Box of 12

Attachments None

Shopping Category Stationery and
Consumables. Classroom
Stationery
Supplier Site FORESTGROVE
Internal item Number
Un Number
Price 192 GBP
Quantity 1 Box  Addto Cart

2.2.18 A message confirming the item has been moved.

first shopping list.

Shop | Requisitions Receiving Feedback

Stores Shopping Lists Non-Catalog Request

£y Confirmation
‘You have moved one or more items between your favorites lists.
Shopping List: Cleaning Items

SelectList Cleaning ltems [Vv]| ' Go
Your favorite list does not contain items.

‘Go’, e.g. Mrs Smith.

Sort by

Supplier
Supplier Item

Source
Hazard Class

[V] Ascending [V]

BANNER GROUP LIMITED
70253-5990
Agreement 108179

Go

Favorite Lists that user can move this item to.

List

Mrs Smi
Caretaker Items

Move
ith

Delete

Shopping Cart
Your cart contains 1 line.
Recently Added Lines

2H Pencils, 1
Goo...
View Cart and Checkout

Compare Items
No items selected.

The Item will no longer be available in the

Shopping Cart
Your cart contains 1 line.
Recently Added Lines

2H Pencils,
Goo...

View Cart and Checkout

Compare Items
No items selected.

2.2.19 The individual shopping lists and their items can be viewed by clicking on ‘Select List’ and

Shop | Requisitions Receiving Feedback

Stores Shopping Lists Non-Catalog Request

£y Confirmation
‘You have moved one or more items between your favorites lists.

Stores | Shopping Lists | Non-Catalog Request

Shopping List: Mrs Smith
[V] Go

Add All Items To Cart |

Select List Mrs Smith

Hide Images

4H Pencils, High quality, ideal for school use. 110-4H. Box of 12
Attachments None

Shopping Category Stationery and
Consumables. Classroom
Stationery
Supplier Site  FORESTGROVE
Internal item Number
Un Number
Price 192 GBP
Quantity 1 Box  Addto Cart

29

Sortby

Supplier
Supplier Item
Source
Hazard Class

[V] Ascending [V]

BANNER GROUP LIMITED
70253-5990
Agreement 108179

List Personal Favorites[v] | Move

Delete

Shopping List: Cleaning Iltems .
Caretaker ltems Shopping Cart
Select List 'n(ems Go Your cart contains 1 line
rs Sm
Your favorite| Personal Favorites S. Recently Added Lines
2H Pencils,
Goo. 1 Box
View Cart and Checkout
Compare Items
No items selected.
Shop | Requisiions Receiving Feedback

Shopping Cart
Your cart contains 1 line
Recently Added Lines

2H Pencils,
Goo.

View Cart and Checkout

Compare Items
No items selected.




2.2.20 The items within a shopping list can be sorted by a variety of attributes, e.g. description,
supplier, price, etc. Click on the arrow in the ‘Sort by’ field. Select the required attribute

and click ‘Go’.

Shop | Requisitions Receiving Feedback

Stores | Shopping Lists | Non-Catalog Request

Shopping List: Mrs Smith
Select List  Mrs Smith V] Go
Hide Images  Add Allitems ToCart | 5] 2 5 {3 v

4H Pencils, High quality, ideal for school use. 110-4H. Box of 12
Attachments None

Shopping Category Stationery and
Consumables. Classroom
Stationery

Supplier Site  FORESTGROVE
Internal Item Number
Un Number
Price 192 GBP
Quantity 1 Box  Addto Cart
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Sortby

Currency

Description

Functional Currency Price
Hazard Class

Internal Item Number
Long Description

Price

Shopping Category
Source

Supplier

Supplier item
Supplier Site

Un Number

Unit

List Personal Favorites[v| | Move

Ascending [V]

Delete

Go

Shopping Cart
Your cart contains 1 line
Recently Added Lines

2H Pencils,
Goo.

View Cart and Checkout

Compare Items
No items selected.




23 How to Split Coding within a Requisition
2.3.1 Within the ‘View Shopping Cart and Checkout’ screen click on EDIT to amend or change line.

2.3.2 Opens in Edit and Submit Requisition screen and save. Requisition number is allocated and
showing in screen.

Shop | Requisitions Receiving Feedback
Home | Shopping Lists | Non-Catalog Request
(@) Information

Charge Account Re-Generated

Edit and Submit Requisition 81689

* Indicates requied fied

Refresh ~ Save  Printable Page ~ Submit

Total 625.72 GBP
* Description  SEE THROUGHT FOLDERS, superfine ightweight, embossed, polypropy!
Justification

Additional Information

* FUNCTION CODE 00000 ., Q
Defaut
AREACODE 0000 . Q

Default

Select Lines: Update  Copy | Delete |

[s] Details Description Quantity Unit  Price ATESQ; Need By Date Deliver
M b SEETHROUGHT FOLDERS, superfine, lightweight, embossed, polypropylene reinforced strp, top opening, mult-punched to suit most binders, A4, 65 microns (lass clear), Packof 100, EBE, EBZ0006 15 Pack 172GBP 2580 30.01.201900:0000 (o EAHE

0 SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece fiing clip - medium weight, 250gsm, yellow, Pack of 100, 5 STAR, EBZ804 12 Pack 366CGBP 4392 0012019000000 (% EAHE
g X FILE, foolscap, with spring clip, 75mm capacity, with thumb hole and locking plastic clip - yellow, Each, BANNER, 9381009 100 Each 091GBP  91.00 30.012019000000 G EAHE
[0 P UNPRINJED ENVELOPES, Short fiap (pocket type), manilia, unprinted, press seal, 80q - plain, C5 229 x 162mm, 500, 5 STAR, EBZ946 100 Box 465GBP 46500 3001201900000 (s EAHE
Total 62572
<

Your requisition will be sent to the following

Approvals

2.3.3  Click on the tick box for the line required to be amended or changed and click the Update
button.
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Shop | Requisions _Receiving _Feedback

Home || Requisition Information : Update Selected line X
Edit an Item Supplier Delivery omit
* Indicates = Description SEE THROUGHT FOLDE Supplier EBERSKINE&COLTD* ® Need-ByDate 3001201000000  fp
Site  BLACKWATERRD Requester COATES,MSHELEN , Q
Category Stationery and Consumables Stationery and Office Requisites Contact Name EA, ORDERS Deliver-To Location EAHEADQUARTERSD, Q
& Quantity 15 Phone
Unit of Measure  Pack bax
Additiol UnitPrice 172 Email - fsteamtest@yahoo.com
Amount 25,80 Supplier Item  70326-1470
Currency GBP
Notes
Note To Buyer Note To Supplier-Line
ectlin
| Billing
[] Deta = Jeliver
i i EAHE
Line XXEA_Accounting_Flexfield Project Task Expenditure Type Expen.dnulre Expendiar ism Percent Quantity Amount (GBP) Delete
= = Organization Date
] EAHE
4 01.52102.N.3605.00000.0000.000C %, a a 2 Y % o T w0 8 b
Bl Total 100 15 580 EAHE
| @TIP Total allocation must equal 100% of the selected line values 5
[] Aoply this Cost Allocation information to all appiicable requistion fines
Your requig
Approvi Cancel  Apply
Pleas&CITCK on Manage approval 10 aad aqaitional approver(s).

Manana Annrauale

2.3.4 Opens in Requisition Information: Update Selected Line Screen. To split the coding between

+
two locations click on add another row symbol = and a line will be added with the coding

defaulted in from the line above. To split the value and change the coding to the correct
location click on the magnifying glass to the right of the code combination line to be
amended.

Shop | Red. Raquisition Information : Update Selected line X
Home
Item Supplier Delivery
Edit an * Description  SEE THROUGHT FOLDE supplier EBERSKINE& COLTD* * Need.By Date 3001201000000 (3 bmit
¥ dicate Site BLACKWATER RD Requester COATES, MSHELEN . Q
Category Stationery and Consumables Stationery and Offfe Requisites Contact Name EA, ORDERS Deliver-To Location EAHEADQUARTERSD. Q
* Quantity 15 Phone
Unit of Measure  Pack fax
UnitPrice 172 Email  ifsteamtest@yahoo.com
Supplier Item  70326-1470
e 5.
Additio Amount 25,80
Currency GBP
Notes
Note To Buyer Note To Supplier-Line
| Billing
Select Lin|
B
[s] Deta Jeliver
i - J 3 Expenditure Expenditure tem .
N Llng_Flexﬁeld Project Task Expenditure Type Organization Date Percent Quantity Amount (GBP) Delete s
o P1 52102 NEGDE 00000.0000.0(x =, Q qQ q [} fo 100 15 %80 [ [EAHE
B2 | o152102N3605 000000000 000 2, E ‘ ) ) ; 8 it
Y A Q Q ]
D ’ N.PROJECT. AREA SPARE ° i e
Total 100 15 2580
< @TIP Total allocation must equal 100% of the selected line values 2
Your reque [] Apply this Cost Allocation information to il applicable requisition lines
Approv:
Cancel  Af
Plea L
Wartage Approvals
\
GIBSON, ALISON

2.3.5 Click on the magnifying glass beside the code to be amended and choose code required.
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2.3.6  Click on ‘Search’ then ‘Select’. If the combination does not appear with the Results, click on
‘Create’ then ‘Select’.

Search and Select: XXEA_Accounting_Flexfield

Cancel Select
Search

*EA 01 Q
EA
* COSTCENTRE 52051
Accounts
* RESOURCE N Q
Non Delegsted
* FINANCE 3605 Q
Ststionery & Office Requisites

* FUNCTION 00000 . @

p

Default

* PROJECT Q

* AREA Q
Defaul

* SPARE 0000 Q
Defaul

Search  Clear
Results
Create

Code Combination
01.52051.N.3605.00000.0000.0000.0000

Done. #100% ~

2.3.7 Returns to update line screen with amended coding.

1 Requisition Information : Update Selected line X
Item Supplier Delivery
n * Description  SEE THROUGH FOLDEF supplier EBERSKINE& COLTD* * Need-By Date 08.022019000000 (i
o Site  BLACKWATER RD Requester COATES,MSHELEN , A
Category Stationery and Consumables.Stationery and Offce Requisites ContactName EA, ORDERS Deliver-To Location EA HEADQUARTERSD, Q
& Quantity 15 Phone
Unit of Measure  Pack b
Unit Price 0.8 ] Email  ifsteamtest@yahoo.com
i Amount 1335 Supplier ltem  70326-1460
Currency GBP
Notes
Note To Buyer Note To Supplier-Line
Billing
n
B
i Expendit Expenditure Item
: 5 4 4 xpenditure xpenditure :
Line XXEA_Accounting_Flexfield Project Task Expenditure Type Organization Date Percent Quantity Amount (GBP) Delete
4 01:52102.N.3605.00000.0000.000( =, aQ Q Q Q % 10 15 s §
& N F
q %
il 2 01.52051.N.3605.00000.0000.083 Yy a Y a % 8
& £ FUNCTION PROJECT AREA SPARE
d Total 100 15 13.35
& @TIP Total allocation must equal 100% of the selected line values.
1§ [ Apply this Cost Allocation information to all applicable requisition fines
I Cancel  Apply
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2.3.8 Move to far right of screen and input the percent split which must add to 100% or either the
quantity required for each location. Either the percentage or quantity field must be
completed. If you do not complete these you will get an error message reminding you
to enter percentage.

. Expenditure Expenditure ltem .
Task Expenditure Type Organization Date Percent Quantity Amount (GBP) Delete
q q o 1800 F
Q a f 00w
o 2000

2.3.9 If you have selected more than one line to be amended and these codes apply to all the
lines, tick the tick box beside the ‘Apply this Cost Allocation information to all applicable
requisition lines’ message. «Click on Apply.

Requisition Information : Update Selected line

@ Error

1. Row 2 Percent - Percentage must be between 0 and 100.
2. Row 2 Percent - Percentage must be between 0 and 100.

Item Supplier Delivery imi
* Description  SEE THROUGH FOLDEF Supplier EB ERSKINE & COLTD * * Need.By Date 08.02201900.00.00 (3
Site BLACKWATER RD Requester COATES, MS HELEN
Category Stationery and Consumables Stationery and Office Requisites ContactName EA, ORDERS Deliver-To Location EA HEADQUARTERS DI @
* Quantity 15 Phone
Fax

Unit of Measure  Pack
Email  ifsteamtest@yanoo.com

Supplier Item  70326-1460

Unit Price  0.89
Amount 1335

Currency GBP

Notes
Note To Buyer Note To Supplier-Line
Billing
ca
Bt
Expendit Expenditure It =
. . . . xpenditure xpenditure ltem .
Line XXEA_Accounting_Flexfield Project Task Expenditure Type G sanization e Quantity Amount (GBP) Delete |
., 01.52102.N.3605.00000.0000.000C % 5 ool @
- D>
5 01:52051.N.3605.00000.0000.000¢ . & 5% @
Total 100
@ TIP Total aliocation must equal 100% of the selected line values.
s

I[| Apply this Cost Allocation information to all applicable requisition lines l

Cancel | Apply

2.3.10 Returns to Requisition screen. Click Details icon in line changed to view the split coding and
costs.

@ Edit and Submit Requisition

File Edt View Favorites Tools Help
Welcome G Google ] Login Test4' @) Home ) Suggested Sites » ) Web Sice Gallery ) Login1 ) Login live Mov ) v L0 b v Pagew Satetyw Tooke @~
AREA CODE 0000

Soloct Linos: | Updato || Copy | Delete | | 3]
(] Detalls Description Quantity Unit  Price """é’[‘,';l; Neod By Date Deliver.To Locath

[] | 4] SEETHROUGH FOLDERS, superfine, lightweight, embossed, polypropylene reinforced strip, top opening, mult-punched to sult most binders, Ad, 50 microns, Pack of 100, VALUE, EBZ186 16 Pack 0890BP 1335 00.022019000000 fb | EAMEADQUARTE

Supplier Delivery

£B ERSKINE & COLTD * Urgent  Ne
BLACKWATER RD Nood By Dato
R

@ EA ORDERS
Deliver
Dest

ARTERS DUNDONALD

Type

fsteamtest@yahoo com P-Card Used

70326-1460

Note To Supplier
Distributions
Line  Charge Account Project Number Task Number — Award Number Type Item Date Percent  Quantity  Amount
1 0152102 N.3605,00000.0000 0000,0000 7 11,28 1001
01,52051.N.3605,00000.0000.0000.0000 175 34
[ P SQUARE GUT FOLDERS, fooiscap, pre-punchy 1 ¢lip - medium weight, 260gsm, green, Pack of 100, Q-CONNECT, 8416531 12 Pack 2.44 OBP 28 08022010000000 s EAHEADQUARTE
Total 4263
< >
Your requisition will ba 56t to the following st of approvers
Approvals
Please click on Manage approval to add additional approver(s)

Manage Approvals
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2.3.11 Save and a confirmation message is shown the Requisition has been saved.

[}, Confirmation

S0 for approval

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop
page.

Continue Shopping

2.3.12 Continue with Checkout to complete the requisition.
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2.4 Create and Edit Non Catalogue Requisition

If you need to create a Requisition for goods that aren’t on contract then follow the procedure
below. You should always check the Stores for the items or service you want before Requisitioning.
Note: Depending on the goods being requested or if you are unsure how to requisition a particular

type of service you should contact Procurement first.

If a non catalogue requisition is submitted for items that should have been requisitioned from an EA
Contract via the store, it will not be processed by Procurement but will be returned back to the

requisitioner with guidance on how to proceed.

Please note: A non catalogue requisition should be only be raised for one supplier at a time.

2.4.1 Click the ‘Non-Catalog Request’ link.

Logged nasoesesz @ (1)

Shop ' Requisitions Receiving  Feedback

Home Shopping Lists =~ Non-Catalog Request

Search  Main Store

Stores

a Main Store
]
L)

Furniture Purchases

™M

Go | Advanced Search

Transport Purchases

ﬁ
® Catering Purchases
-
=

Facilities Managemet Inc Utilities Purchases y Stationery and Consumable Purchases
~= U s

ICT Purchases

Equipment and Material Purchases

Business Services Purchases

Shopping Cart
Your cart is empty.

Purchasing News
 Check frequently asked questions
' Review purchasing policies

EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcome to the Education Authority
iProcurement Catalogue

Plesse check fthe item you require i within
the STORE before raising s Non Catslogue
requisiton. Non Catslogue requisions require
you to receive three quotations from suppliers
prior o raising the order.

Please contact Procurement if you have any
queries. Contact numbers can be found in
the HELP 2 lcon at the top of the screen.

2.4.2  Click on the arrow to the right of the Item Type field, select ‘Goods | can provide description,
item price and quantity’.

Shop | Requisiions Receiving ~ Feedback

Home | Shopping Lists ~ Non-Catalog Request

Non-Catalog Request

* Indicaes required field

" ltem Type

* ltem Description

' Category
i Quantity
* Unit of Measure
* UnitPrice
* Curency  GBP[V)

Mo CPA

O New Supplier

* Supplier Name
* site

Contact Name
Phone

Supplier ltem
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243

244

Non-Catalog Request

ndicates required fie!

Enter the desired information into the Item Description field giving as much detail as
possible so that the supplier knows exactly what is required e.g. include description, item
reference or if it is for a bus trip include all the details from date, pick up and drop locations,
times, size of bus, etc.

Enter Category using the picklist, click on the magnifying glass to ‘search and select’ the
relevant Category (A full category list is included in Appendix A).

Non-Catalog Request

2.4.5

Iequest

'em Type

scription

Category
Quantity
Measure
Init Price
Zurrency

(@ https:/febsenv2interp-sop.couk?.t=fredRCBienc=UTF-88._minWidth=7508. minHeight=3508iconfigName= - Intenet .

Search and Select: Category Cancel  Select

\ Search
ind your item, select a fiter item in the pulldown fist and enter a value in the text field, then select the “Go” button.
Search By JezIE Y] Go

Results (Commodty

Quick Select Category Description Commodity
No search conducted

Shopping Cart

Choose ‘Description’ in the Search By field. Enter a partial valid value e.g. “Stat” for
Stationery in the adjacent field. A useful tip is to put a % at the start and end of the word to
narrow the search e.g. %office% or %towel% etc. Click ‘Go’.

* DO NOT USE MISCELLANEOUS *

Goods billed by quantity

Plywood 15mm x 2m dimension.

Priced per sheet.

GBrP[v]

Q

Q

Mo

@ httpsi//ebs.nt.erp-sop.couk/?_t=fredRCAtenc=UTF-88:_minWidth=7508._minHeight= OACo - Inteme... L) S

Cart

Search and Select: Category Cancel | Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go™ button.

Search By Description[V] %Timber% Go
Results
Select Quick Category & Description 2. Commodity 4
Select
O ;‘ Equipment and Materials. Timber Equipment and Materials. Timber
About this Page

2.4.6  Click the Quick Select button against the required category.

247

248

The Category field will be populated.

Enter the quantity required in the Quantity field.
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2.4.9

2.4.10

24.11

2.4.12

2,413

2.4.14

To change the Unit of Measure (UOM), click on the Magnifying Glass. Enter the required
UOM search field e.g. Each, Pack, Session, etc., click ‘Go’. Use the ‘Quick Select’ button
against the relevant UOM.

* DO NOT USE UNIT OF MEASURE AMOUNT * To raise an Amount Based order go to Step
2.4.18

Enter the price for one item (before VAT and including any discount) into the Unit Price
field. Enter a valid value e.g. “2.25".

The CPA field should be left blank unless an EA department or Procurement have requested
and provided a CPA number to use.

The New Supplier tick box does not create a new supplier, it should ignored.

Non-Catalog Request

% N
Indicates required field

* om Type ~ Goods 1 can provide description fem price and quantty [V CPA

Y

* e Description | Plywood 15mm x 2m dimension O New Supplier
Prcdper el * SupplierName  BMCCAFFREY & SONS Q

*Site DERRYLIN
Contact Name EA, ORDERS
Phone 02890566985

Supplier ttem

* Category  Equipmentand Materials Q
*Quamity 8
* Uit of Measure  Sheet
*initprice 225
* Cumency  GBP[V]

Search for Supplier’s Name by clicking on the Magnifying Glass and ‘Search and Select’. A
useful tip is to put a % at the start and end of the word to narrow the search e.g. search for
the supplier B McCaffrey & Sons, %MCCAFFREY% or %B%MCCAFFREY% etc. If unsure of
the Supplier’s name contact the Procurement section.

Other details can also be entered e.g. contact name, phone number. Please do not enter
any information in the Supplier Item field.
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2.4.15 Click on ‘Add to Cart’ for required items. The Item, quantity and unit of measure will be
displayed in the ‘Shopping Cart’ on the right of the screen.

ORACLE ' iProcurement

.B

LoggedinAsDoes271 @ f

Shop | Requisitions  Receiving

Stores | Shopping Lists | Non-Catalog Request

Non-Catalog Request

* Indicates required field

*Item Type  Goods billed by quantity > @

* item Description ~ Plywood 15mm x 2m dimension.
Priced per sheet

* Category  Equipment and Materials Q

* Quantity 8
* Unit of Measure  Each

* UnitPrice  2.25

*Currency  GBP[v]

ClearAll ' AddtoCart Add to Favorites

B MCCAFFREY & SONS Q

DERRYLIN
EA, ORDERS
02890586985

Shopping Cart
Your cart contains 1 line.

Recently Added Lines
Plywood 15mm x 8 Each

View Cart and Checkout

2.4.16 To add further items for this requisition, highlight and delete the current item description
and enter the next item’s description, update category, quantity, unit of measure, unit price
and ‘Add to Cart’ until the Shopping Cart is filled with the items you require.

2.4.17 Click on ‘View Cart and Checkout.

2.4.18 Repeat Steps 2.1.6 to 2.1.33 to complete requisition.

ORACLE iProcurement

© * # 12

| Logged inAsDossE271 =

Shop | Requisitions Receiving
Stores | ‘Shopping Lists Non-Catalog Request
[, Confirmation
Requisition 10194 has been submitted to WHITE, JOHNATHAN for approval.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.

Continue Shopping

2.4.19 To complete other types of non-catalogue requests, click the downward arrow at ‘Item Type’
to see choices. If in doubt speak to your Procurement section before using these options.

Click on ‘Goods or Services | can provide description and Total Amount’ and complete in a
similar manner to ‘Goods billed by quantity’. However, in this case in the Amount you
enter the VALUE of the Goods before VAT rather than the quantity, e.g. (£) 95.99 total
amount excluding VAT in the amount field. Also when you come to receipt the goods it’s

the value rather than the quantity that you receipt.

Alternatively you can use ‘Services | can provide description, rate and quantity’ e.g. for
photocopier charges, and complete in a similar manner to ‘Goods | can provide
description, item price and quantity’ for Services rather than Goods.

2.4.20 There are occasions when you need to create a Requisition for an estimated quantity of
goods that aren’t on contract. A non-catalog request should be completed as detailed
above, further examples of estimated requisitions are available within Appendix C
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3. USING THE REQUISITION TAB

All requisitions raised via iProcurement will be viewable within the Requisition tab. Within this tab
you view all the information and transactions associated with your requisition, from the order
through to the invoice and payment. Also within this tab you can quickly recreate new requisitions
from any requisitions previously raised rather than having to pick the items again or rekey.

3.1. Navigating the Requisition tab

Shop =~ Requisitions R
Requisitions Notifications Approvals
Requisitions
Search
Views
View All My Requistions  [v] | Go
2 Indicates requisition with a pending change request.

Select requisition: Copy ToCart  Cancel Requisition  Change  Complete | Delete | 37 2 '@ £ v [0l Rows 110 12
Select Requisition . Description Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date ¥  Status . Order Supplier

73256 2H Pencils, high quality - High quality, ideal for school use. 017857 Box of 12. Item ref 017857 6.82GBP 1 0 0 11408 2856 Approved 170752 THE CONSORTIUM *WILTSHIRE ~

2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. Item ref. 017857 6.82GBP 1 0 THE CONSORTIUM ILTSHIRE
Pens ordered early morning. 0.88 GBP 7529 BANNER GROUP LIMITED

43355 essentalls 5.2018 5827 Approved Multiple MULTIPLE_VALUE

37358 BALL POINT PEN, non-refillable, Medium point - red, Box of 50, STYLOSTIK, 893616RE 1 11:11 Approved ERSKINE& COLTD*

36401 OCO3HAYNODS chair 1 00t 00:26 Approved ALPHA MARKETING UK LTD *

3.1.1 Regquisition Status: Within this screen you can see the status of the requisitions that you
have raised.
Shop = Requisitions = Receiving Feedback
Requisitions Notifications Approvals
Requisitions
Search

Views

View Al My Requisitons  [V] | Go

© Indicates requisition with a pending change request

Select requisition: | Copy To Cart | Cancel Requisition ~Change  Complete  Delete | }J 2 "o &% v [l Rows 110 12
Select Requisition - Description Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date v f' Status ) Order Supplier
O 73286 2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. ltem ref. 017357 6.82G8P 1 0 0 1 14.08.2018 13:28:5 Approvedll 170759 THE CONSORTIUM *WILTSHIRE
) 72382 2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. Item ref. 017857 6.8268P 1 0 0 1 01.08.2018 11:42.0) Rejected THE CONSORTIUM *WILTSHIRE
72086 Pens ordered early momning. 0.88 GBP 2 2 ) 0 30.07.2018 07:05:4ff Approvedll 167529 BANNER GROUP LIMITED
D 48355 essentails 9.00G8P 6 3 0 0 08.05.2013 11:58:2 Approvecl Multiple MULTIPLE_VALUE
) 37358 BALL POINT PEN, non-refilable, Medium point - red, Box of 50, STYLOSTIK, 893616RE 1.09GBP 1 1 0 0 08.02.2013 15:11:1f§ Approvedl] 132069 EB ERSKINE & COLTD *
) 36401 OCO3HAYNDOS chair 260.00 GBP 1 1 0 0 01.02.2013 12:00:2 Approvedl] 131195 ALPHA MARKETING UK LTD *

There are six statuses that a requisition can be in.

Requisition Status Meaning

Incomplete The requisition has been saved but not submitted. To submit

an incomplete requisition click on the Complete button.

In Process The requisition has been submitted to an Approver.

Approved The requisition has been approved by the Approver.

Rejected The requisition has been rejected by the Approver as not required.
Returned The requisition has been approved by the Approver but has been
Returned by Procurement. Click on the Returned status to view
the reason why returned.

Cancelled The requisition has been cancelled.
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In iProcurement where there is a hyperlink there is further information contained within
the link, for example if you click on the status e.g. Approved, view dates when it was
submitted, approved and by whom.
Status <.
 Approved

Shop | Requisitions | Receiving  Feedback
Requisitions | Nofifications | Approvals

Requisitions: Requisitions >

Approval History for Requisition 73256

Approved

HeGaym

Sequence ¥ Approver Organization Name Action Action Date Notes
3 BILL, MISS JOYCE Education Authority BG Approved 24.08.2018 13:23:21

2 JACKSON, MRS SARAH Education Authority BG Submitted 14.08.2018 13:30:23

1 JACKSON, MRS SARAH Education Authority BG Withdrawn 14.08.2018 13:29:33

3.1.2 Regquisition Details: If you wish to see the details of the items contained in the requisition,
click on the ‘Requisition Number’ or ‘Requisition Description’.

/

Shop | Requisitions | Receiving Feedback
Requisitions Notifications | Approvals
Requisitions
Search
Views
View  All My Requisitions
@ Indicates requisition with a peffding change request
Select requisition: Copy#oCart  Cancel Requisiton Change Complete  Delete/| 3 = 5 £+ v il Rows 10 12
Select Requisition ~ Hescription Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date ¥ Status - Order Supplier
4 73256 2H Pencils, high quality - High quality, ideal for school use. 017857 /Box of 12. item ref. 017857 6.82 GBP 1 0 o 1 14.08.2018 13:28:56 Approved 170758 THE CONSORTIUM *WILTSHIRE ~
72382 2H Pencils, high quality - High quality, ideal for school use. 01657. Box of 12. item ref. 017857 6.82GBP 1 0 o 101.08.2018 11:42:01 Rejected THE CONSORTIUM *WILTSHIRE
72086 Pens ordered early moming. 0.88 GBP 2 2 0 0 30.07.2018 07:05:43 Approved 167529 BANNER GROUP LIMITED
D 48355 essentails 9.00 GBP 6 6 o 0 08.05.2018 11:58:27 Approved Multiple MULTIPLE_VALUE
D 37358 BALL POINT PEN, non-refillable, Medium point - red, Box of 50, STYLOSTIK, 893616RE 1.09 GBP 1 1 o 0 08.02.2018 15:11:11 Approved 132069 EB ERSKINE &COLTD*
D 36401 OCO3HAYNOOS chair 260.00 GBP 1 1 o 0 01.02.2018 12:00:26 Approved 131195 ALPHA MARKETING UKLTD*

» The requisition information will be displayed.

Shop | Requisitions

Requisitions | Notifications | Approvals
Requisitions: Requisitions >

Requisition 73256 Copy ToCart | Cancel Requisition ~ Receive

Description  2H Pencils, high quality - High quality, ideal for school use. 017857. Box of

12. ltem ref. 017857 Status  Approved
Created By JACKSON, MRS SARAH Change History No
Creation Date  14.03.2018 13:28:56 Urgent Requisition  No
Deliver-To  GRAHAMSBRIDGE ROAD DUNDONALD Down BT16 2HS Attachment  None
Justification Note to Buyer
Details
He@wgv@m

Amount

X 5 Qty Qty i
Line Description Deliver-To Unit  Quantity Delivered Cancelled Open Quantity Price (GBP) Order Details
H qualty, id o EAHEADQUARTERS a ’ $ 826 6.82 170750 =
school use. 017 of 12. ltem ret. 0 800:00:-.- DUNDONALD = i e i L e 3
Total 682
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> If you wish to view further details associated with the requisition click on the Details icon.

© *x # &

Logged In As 40659461

Shop | Requisitions | Receiving Feedback

Requisitions | Notifications | Approvals

Requisitions: Requisitions >

Requisition 73256

Copy ToCart  Cancel Requisition

Receive

Description  2H Pencils, high quality - High qualty, ideal for school use. 017357. Box of
12. ltem ref. 017857 Status  Aoproved
Created By JACKSON, MRS SARAH Change History  No
Creation Date  14.08.2013 13:28:56 Begent Requisition  No
Deliver-To  GRAHAMSBRIDGE ROAD DUNDONALD,Down,BT16 2HS Attachment  None
Justification Noi Buyer
Details
Heb@ym
T - . . . Qty Qty @ o Amount :
Line Description Need-By Deliver-To Unit Quantity oo ¥ Y ed Open Quantity Price \Gap) Order Details
2H Pencils, high quality - High quality, ideal for EA HEADQUARTERS . =
T school use. 017857. Box of 12. ltem rer. 017857 21082018 00:00--. p;NpONALD ok 4 00 1 6.8268P 6.82 170759
Total 682

Retumn

> To view the coding or notes to suppliers, supplier details, etc. Click on the ‘Show
Additional Information’ link.

® *x # 2

Logged In As 40659461 @

Shop | Requisitions = Receiving freedback

Requisitions | Notifications |fApprovals

Requisitions: Requisitions > Refauisition Details >

Requisition 73256 Lfine 1: Details

Description  2H Pencils, high quality - High quality, ideal for school use. 017857.
Box of 12. Item ref. 017857
Status  Approved
Change History No
Header Attachments  None

Current Approver
Approver Phone
Date Sent to Approver

z

) Show Additional Information

Order

Order Status  Approved

Buyer JACKSON., MRS SHIRLE' Buyer Phone

Supplier  THE CONSORTIUM "WILTSHIRE Supplier Site  HAMMOND WAY
Supplier Contact EAOCRDERS, ORDERS Supplier Phone

Shipment
HeS#vm
Shipment Shipment Date Expected Receipt Date Freight Carrier Tracking Number

No resuits found.

Receipt

HeS8vm
Receipt
No results found

Transaction Date Received Unit Receiver Phone Items Returned Receiving Person

Invoice

He S84y m
Details Invoice
No results found.

Description Payment Status Creation Date On Hold Status Invoice Amount Amount Due Due Date

@TIP Invoice amounts shown may include items other than the requested item

Pavment
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> Additional information is displayed e.g. procurement buyer, notes, contract reference, etc.

Shop | Requisitions | Receiving Feedback
Requisitions | Notifications | Approvals

Requisitions: Requisitions > Requisition Details >

Requisition 73256 Line 1: Details
Requisition

Description  2H Pencils, high quality - High quality, ideal for school use. 017857. Current Approver
Box of 12 Item ref. 017857

Approver Phone
Status  Approved

Date Sent to Approver
Change History No

Header Attachments  None
4 Fide Addtional informatiors

Item Information

Requester JACKSON, MRS SARAH Deliver-To Location ~EA HEADQUARTERS DUNDONALD
Need-By Date  21.03.2013 00:00:00 Destination Type  Expense
Suggested Buyer Inventory Replenishment Request  No
Item Number Supplier - THE CONSORTIUM *WILTSHIRE
Category Description  Stationery and Consumables Classoom Stationery Supplier Site HAMMOND WAY
P.Card Used No Supplier Contact EAORDERS. ORDERS
Tax Information  Click Here Contact Phone

Supplier item  70253-5970
Source Document Number 108180
Source Document Line Number 5970
Note To Supplier-Line
te To Supplier-Header

Charge Account

o
He=

Charge Account Project Number Task Number Expenditure Type Expenditure Organization Expenditure ltem Date Percent
0152102 N.4501.00000.0000.0000.0000 100

Attachment

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found

Order

3.1.3 Purchase Order Number: When the requisition has been approved and an official EA
Purchase Order created the Order number will be displayed within the Order column. This
is the number that the Supplier will receive.

Shop | Requisitions | Receiving Feedback

Requisitions | Notifications | Approvals

Requisitions
Search
Views
View All My Requisitions v 6o
© Indicates requisition with a pending change request
Select requisition: ~Copy ToCart  Cancel Requisition  Change Complete  Delete | } 2 o & v [0l Rows 110 12
Select Requisition ~ Description Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date ¥ Status f§. upplier
O 732% 2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. ltem ref. 017857 6.82G8P 1 0 0 1 14.08.2013 13:28:56 Approve HE CONSORTIUM "WILTSHIRE

) 72382 2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. ltem ref. 017857 6.32G8P 1 0 0 101.08.2018 11:4201 Rejecte HE CONSORTIUM WILTSHIRE

) 72086 Pens ordered early moming 0.83GBP 2 2 0 030.07.2018 07:05:43 Approvell 167529 [BANNER GROUP LIMITED

) 48355 essentails 9.00G8P 6 6 0 003.05.2018 11:58:27 Approvell MuttileJMULTIPLE_VALUE

) 37358 BALL POINT PEN, non-refilable, Medium point -red, Box of 50, STYLOSTIK, 893616RE 1.09GBP 1 1 0 008.02.2018 15:11:11 Approvel] 132060 [ ERSKINE & COLTD *

) 36401 OCO3HAYNOOS chair 260.00G8P 1 1 0 001.02.2018 12:0026 Approvel] 131195 JALPHA MARKETING UK LTD *

> If the order number is blue and hyperlinked (if you hover the mouse over the number a
hand appears) this means that Order has been sent to the supplier either via email or
post whichever the supplier had initial requested. The majority of suppliers receive their
orders via email.

> If the order number is black and not hyperlinked this means that a Purchase Order has
been generated but it has not yet been approved and sent to the supplier.

> If the order number is ‘Multiple’, this means that the requisition created was for multiple

suppliers which created multiple order numbers. If you wish to view the individual
orders numbers click on the requisition number.
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Select requisition:

View  All My Requisitions

Copy To Cart

Shop | Requisitions | Receiving Feedback
Requisitions Notifications | Approvals
Requisitions

Views

v 6o

© Indicates requisition with a pending change request.

Cancel Requisition | Change  Complete

Select Requisition ~ Description

Delete |} 2 ™6 & v [l

Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date ¥

Search

Rows 110 12

Status ~ Order Supplier

>

3.14

Copy To Cart

O 73288 2H Pencils, high quality - High qualiy,ideal for school use. 017857. Box of 12. ltem ref. 017857 6.208P 1 0 0 11408.2018 13:25:56 Approved 170759 THE CONSORTIUM "WILTSHIRE
O 71282 2H Pencils, high quality - High qualiy,ideal for school use. 017857. Box of 12. ltem ref. 017857 6.3208P 1 0 0 101082018 11:4201 Rejected THE CONSORTIUM *WILTSHIRE
O 7208 Pens ordered early moring. 088G8P 2 2 0 0/30.07.2018 07-05:48 Approved 167529 BANNER GROUP LIMITED
48385 essentails 9.00G8P 6 5 0 008.05.2018 11:58:27 Approved Multple MULTIPLE_VALUE
37358 BALL POINT PEN, non-efiable, Medium point -red, Box of 50, STYLOSTIK. 893616RE 1.00 GBP 1 1 0 008022018 15:11:11 Approved 132069 EB ERSKINE & COLTD *
=
S S . . = el W‘ o
Shop Requisitior Receiving Feedback
Requisitions \tifications | Approvals
Requisitions: Requisitidns >
Description  essentails Status  Approved
Created By JACKSON, MRS SARAH Change History No
Creation Date  08.05.2018 11:58:27 Urgent Requisition No
Deliver-To  GRAHAMSERIDGE ROAD DUNDONALD,Down,5T16 2HS Attachment  None
Justification Note to Buyer
Details
HeS#vym
Line Description Need-By Deliver-To Unit Quantity Qty|Qty Open Quantity Price % Order Details
Delivered Cancelled P)

BALL POINT PEN, non-refillable, Medium point - EA HEADQUARTERS =1
T black, Box of 50, EZI, EZIMBLK 15.052018 00:00-..- pNRONALD Bax 3 30 G 27O 10n4zarr =

STICKY TAPES AND DISPENSERS, Adhesive

Tape (as Sellotape but not the Sellotape brand), EAHEADQUARTERS =
2 clear- 24mm x 66m, Pack of 6, BANNER 15.05.2018 00:00-... pUNDONALD Pack 1 10 0 03568P [36 142978 B8

9310109

REPOSITIONABLE NOTES (Post-it), 100 yellow =
3 notes per pad- 38 x 50mm approx, Packof 12,  15.05.201800:00-... SiHEARGUARTERS Pack 2 20 0 027GBP 4 142078 B

OWN BRAND, 259-8525

Total 0

If there is no order number displayed and the requisition is approved, it is currently with
Procurement. All non catalogue requisitions will automatically go to Procurement to

process.

Purchase Order, Receipt, Invoice and Payment Details: Within iProcurement the

requisitioner can view all the transactions associated with the requisition from the purchase
order through to the payment.

> Click on the order number to view the purchase order details.

Select requisition:

73256
72382
72088
48355
37358

26401

Shop | Requisitions | Receiving  Feedback
Requisitions | Notifications | Approvals
Requisitions

Views

View  All My Requisitions
© Indicates requisition with a pending change request

Copy To Cart

[v] Go

Cancel Requisition | Change  Complete | Delete

Select Requisition 2. Description

2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12, ltem ref. 017857
2H Pencils, high quality - High quality, ideal for school use. 017857. Box of 12. ltem ref. 017857
Pens ordered early morning

essentails

BALL POINT PEN, non-refillable, Medium point - red, Box of 50, STYLOSTIK, 893616RE

OCO3HAYNOOG chair

I1He@EHvm

Total Quantity Qty Delivered Qty Cancelled Open Quantity Ceation Date ¥ Status
6.82GBP 1 o 0 114082018 56 Approved
6.82GBP 1 o 0 101.08.2018 11:42:01 RejeC)
0.88 GBP 2 2 0 0 30.07.2018 07:05:48 Approved
9.00 GBP 6 6 0 0 08.05.2018 11:58:27 Approved
1.09 GBP 1 1 0 0 08.02.2018 15:11:11 Approved

260.00 GBP 1 1 0 0 01.02.2018 12:00:26 Approved
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> The Purchase Order details will be displayed. The Summary box is a useful overview.

/

Shop | Requisitions | Receiving Feedback
Requisitions | Notiications | Approvals
Requisiions: Requisitions >
Standard Purchase Order: 132069, 0 (Total GBP 1.09) Actions View Receipts [v] | Go || Ok
Currency= GBP
Order Information /
General Terms and Conditions Sumemary
Total 1.09
Total 1.09 Payment Terms ~ 30 Days Nett Feceived “198
Supplier E8 ERSKINE & COLTD* Carrier Jvoiced) » 9
Supplier Site  BLACKWATER RD FoB Payment. Stts. | £ald
Supplier Contact EA, ORDERS Freight Terms
Address JOHN CRAWFORD HOUSE Shipping Control
3ABLACKWATER RD o Adiiress
MALLUSK i
WTOW
e TONNASEET T Address GRAHAMSBRIDGE ROAD
Buyer ROBINSON, MRS ANITA DUNCONALD; BTG 213
Order Date 08.022013 16:26:17 Bill-To Address
Description
Status  Approved Address 40 Academy Street
Note to Supplier
Operating Unit  Education Authority OU
Supplier Order Number
Attachments None
PO Details
He
Show Al Details | Hide All Details
Details Line 4 Type  ltemiob  Supplier ltem Description UOM  Qy Price  Amount Status Attachments  Reason
> Goods 70326-430 BALL POINT PEN, non-refilble, Medium point - red, Box of 50, STYLOSTIK, 893616RE Box 1 109 1.09 Closed
= Retum to Requisitions: Requisitions

Copyright (c) 1998, 2015, Oracle andor its affiates. Al rights reserved.

Privacy Statement

» The Summary shows:
- Total value of the Purchase Order,

- Received: the value that has been receipted on the system. If the value is 0.00 it
has not be receipted. If the requisition has been partially receipted it will show the
value of the partial receipt. To view the Receipt details click on the received value
hyperlink.

Summary
Total 1.09
Received 102
Invoiced 1.08
Payment Status Paid

This screen will show all the receipts and receipt details including receipt number,

receipt amount and receipt date.

Shop | Requisitions = Receiving Feedback

Requisitions Notifications Approvals

Requisitions: Requisitions > View Order Details >

Receipts for Standard Purchase Order: 132069

Return to View Order Details

HeG#y@My
Receipt 2= PO Number . Line 2. Shipment Description UOM Ordered Returned Receiy:c: Accepted Defects Location
A BALL POINT PEN, non-refillable, Medium point - red, Box of 50, EA HEADQUARTERS
ey 12000 1 ; STYLOSTIK, 893616RE Pox 10 1 a0 DUNDONALD
<

Receipt Date 2

23.02.2018
08:32:51

- Invoiced: the value that has been invoiced on the system. If the value is 0.00 an
invoice has not been received by EA Accounts Dundonald. . If a part invoice has
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been received and enter in Accounts it will show the value of the partial invoice. To
view the Invoice details click on the Invoiced value hyperlink.

Summary
Total 1.09
Received 102
Invoiced 1.08
Payment Status Psid

This screen will show all the invoices and invoice details including invoice number,
invoice amount and invoice date and payment status.

Shop | Requisitions

Requisitions | Nofiications

Requisttions: Requisitions > View Order Details >

Invoices for Standard Purchase Order: 132069

Export
o
s
Invoice ~ Invoice Date -~ Type  Supplier Supplier Site Currency ~ Amount - Due Status  OnHold Payment Status Remit.to Supplier Remit.to Supplier Site  Due Date Payment PO Number Receipt Attachments
169355 17.022018 Standard EB ERSKINE&COLTD* BLACKWATERRD GBP 1.30 0.00 Approved Paid 19.03.2018 148671 132069

The invoice can be viewed by clicking on the invoice number hyper link.

Shop  Requisitions | R

ack

Requisitions | N Approvals

Requisitions: Requisitions > View Order Details > View Invoices >

Standard Invoice: 169355 (Total GBP 1.30)

Export
Currency= GBP
General Amount Summary Payment m:::’“:‘:;
Discount Taken 0.00
Status  Approved Freight 0.00 P
on'Hol Wiscetancous 000 L
Attachments  None Prepayment 0.00 i E’ Nat
Supplier EB ERSKINE & COLTD* Retainage 000 oo s i
Supplier Site  BLACKWATER RD Withholding Tax 000
Address JOHN CRAWFORD HOUSE Total 130
3A BLACKWATER RD
MALLUSK
NEWTOWNABBEY, BT36 4TZ
Invoice Lines  Scheduled Payments  Hold Reasons
S
He
Line « Type ~ Description Qty UOM  Price  TaxIncluded Amount~ Retainage Status ~- PO Number PO Line PO Shipment Buyer Receipt
1 Item BALL POINT PEN, non-refillable, Medium point - red, Box of 50, STYLOSTIK, 893616RE 1 Box 1.09 1.09 0.00 Approved 132069 1 1 ROBINSON, MRS ANITA
Tax UK-TAX - UK-VAT 021 000 Approved
Re! ew Invoices
- Payment Status: This will indicate if it has been paid, partially paid or unpaid. Click
on the Payment status hyperlink to view the Payments. The Payment details
including payment date and amount is detailed.
Requisitions

Requssitions: Requisitons > View Order Details >

Payments for Standard Purchase Order: 132069

Export
(=7
Hez
Payment . Remit-to Supplier Remitfo Supplier Site PaymentDate w  Currency Amount.~  Account Method  Status -  StatusDate Invoice PO Number  Supplier Supplier Site
143671 EB ERSKINE & COLTD* BLACKWATER RD 0203.2018 GBP 739649 EA General Payments Electronic  Reconciled 02032018 Muttiple  Mulfiple EBERSKINE & COLTD* BLACKWATER RD
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3.2.  Search within Requisition tab

3.2.1 Within the Requisition tab you can search for previous requisitions. Click on the

‘Search’ button.
= Q‘ o1 iProcurement = * 1 ‘o | togsedinasaveses2 @ (D

Shop  Reguisitions  Receiving Feedback

Requisitions | Nofifications | Approvals

Requisitions
Search

Views
View All My Requisiions  [v] | Go

@ Indicates requisiton with a pending change request.

| Select requisition: | Copy To Cart  CancelRequisition ~ Change | Complete  Delete | [ = 15 & w [i] w Rows 11014
i . . aty aty Open N - .
Requisition Deseription Total Quantity  pop W B, The Status 2 Creation Date ¥ Order Supplier

o s «test 19006 . § , BANNER GROUP

O ser08 pens test 12006/18 46108P 1 1 0 0 Approved 12062018 14:46:30 153204 TpNNER N
O 40185 PENCIL SHARPENERS 0.00GBP 1 0 1 0 Cancelled 05.03.2018 08:35:10 BN GROUP

O 40193 STATIONERY ORDER MARCH 113668P 2 12 0 0 Approved 05032018 07:46:41 Mutiple PpNTER SROUP

O 0132 RED GEL PENS 0.46GBP 1 1 0 0 Approved 05.03.201807:42:42 135030 PANNER GROUP

3.2.2 The Requisition Search screen will be displayed. Change the ‘Requisition Created’ from Last 7
days to Any Time.

Requisition Created Any Time ﬂ

3.2.3 Enter the criteria you wish to search by e.g. Order Number, by Supplier or by Requisition
Description (this is the description that you entered at the top of your shopping cart), or a
mixture of etc. Click ‘Go’.

Procurement =] | Looged nAs 40658622 (@) (0]

Shop | Requisitions | Receiving Feedback
Requisitions | Notifications | Approvals

Requisitions: Requisitions >
Requisitions Search

Enter search criteria and press the Go button 1o find the requisitions Views
Requisition Created By COATES, MSHELEN ., Q Requester Q
[ Include peopie from all organizations L] Include people from ail organizations
Requisition Created Last 7 Days [v] Requisition Status  All Statuses: I52]
Requisition Number Q Requisition Description
Order Number Q Supplier a
Go | Clear
Heb#ym

Requisition Description Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date Status Order Supplier

No search conducted.

Requisitions Search

Enter search criteria and press the Go button to find the requisitions.

Requisition Created By Q Requester Q
[] Include people from all organizations [] Include people from all organizations
Requisition Created Any Time ﬂ Requisition Status All Statuses ﬂ
Requisition Number Q Requisition Description
Order Number Q Supplier Q

3.2.4 The requisitions that meeting the criteria searched will be displayed.
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3.3. Withdraw an ‘In Process’ Requisition to amend or edit
When a requisition is submitted to the approver the status is ‘In Process’, this means that the
requisitioner is in control of the requisition until it has the status ‘Approved’. If a requisition needs

to be withdrawn to be amended or deleted the Change button will be used.

3.3.1 Click on the ‘Requisition’ tab.

Requisitions Feedback

Receiving

ores Shopping Lists | Mon-Catalog Ret

Search Main Store

Shop  Requisitor
Storos PINg L N

Search  Main Store v Go

Stores

Purchasing News

asing policie

EA PROCUREMENT
ADVICE - Helpline 028 9056
6499

My Requisitions

Full List
Mo wdem
Requisition Description Total (GBP) Status Copy Change

3.3.2 Click on the Select circle to the left of the requisition number with the status In Process that
you wish to call back to amend. The line will highlight blue.

Shop | Requisitions R pack
Requisitions Notifications | A
Requisitions
Search
Views
View AlMyRequisiions  [v] | Go
@ Indicates raquisition with 3 pending change requast
Select requisition: | Copy ToCart | Cancel Reguistion  Change  Complete  Delete | ] = 6 {3 w @ Rows 1130
Select Requisition - i 8 _ Q- OPeN Crogion Date v Status =
elect Requisition - Description Towl Quantty oo SN el Quangsy Credtion Date s 2 Order Supplier
®  E960 refreshment 723668P 8 ] 0 8 07082018 1122 In Process FARRINGFORD FOODS LTD* -
o] RED GEL PENS 29496.68° el ] 0 Incompiete BANNER GROUP LIMITED
. 63357 testing catalog item 735473 copy to cart 1 1 o 158319 BANNER GRO!
- 63965 testing non catalog 2 2% 0 o 158320 HENDERSON GROUP *
. 63954 testing non catalog 1 50 0 0 0 06.08.2013 11:44:__ Canceled HENDERSON GROUP *

3.3.3 Click on the ‘Change’ button.

3.3.4 A warning message will appear on screen to warn that the requisition is being retrieved from
the approval process. Click on Yes.
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Shop Requistions Receiving  Feedback

4 Warning No | Yes

Please note fhe following:

Ifyou continue, the requisiton wil be removed from the approval ororder creation process so thatyou can make changes. Once you complets he checkau fo the requisiton, tis resubmited for approval

Would you ike to continue?

3.3.5 The Requisition is returned to the cart for amendment, with the Edit and Submit Requisition screen
being displayed.

Edit and Submit Requisition Save  Printable Page  Submit

* Indicates requred fiekd

Requisition 63960

“ FUNCTION CODE

AREA CODE 0000
Select Lines: | Update  Copy  Delete | 3 2

elect Al | Select N
Select Details Des

Quantity Unit Price Amount (GBP) Need By D¢ Deliver.To Location Attachment Update Line Delete
> 5 8o 11.52 08 sren " EA HEADQUARTE v » 1}
» 38 402080 478 1408 %0 EA HEADQUARTE # y 7|
Total Lo
Your requisition willbe sent 0 tha folowing kst of approvers
Approvals
Please click on Manage approval 1o add additional approver(s)

Manage Approvals

3.3.6  Amend requisition as required or click on Shop tab to add additional items.
3.3.7 When amendments are completed, click on Submit.

3.3.8 A Confirmation will be displayed detailing the requisition number and approver. Click
‘Continue Shopping’.
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3.4. Copy a previous requisition

This is a quick and easy way to create a new requisition for items or services that you have
requisitioned previously and wish to reorder. Rather that search again or rekey the ‘Copy to Cart’
button copies the previous requisition and puts it in to a new shopping cart ready to amend.

If it is store (catalogue) items that you wish to reorder, once the items are copied into the new
shopping cart the prices and descriptions will update automatically if there has been any changes
since your previous requisition. However, if it is a non catalog requisition that you are copying you
will need to manually update the price if it has changed since your previous requisition.

3.4.1 Click on the ‘Requisition’ tab.

shop | Requisitions | Recelving  Feedback
Requisitions | Notfications | Approvals
Requisitions
Search
Views
View Al My Requisttons (%] | Go
> Indicates with a pending change request
Soloct requisition: | Copy To Cart  Cancel Requisition ~ Change  Complete  Delete || Jf 2 & £ v [ill Rows 110 30
Qry Qty Open
Select Requisition . Croation Date ¥ Status
1 Description Total Quantity noyared  Concollod  Quantty on Date Order Supplier
40195 PENCIL SHARPENERS 0.00GBP 1 0 1 0/05.03.2018 08:35:... Cancelled BANNER GROUP LIMITED A
40103 STATIONERY ORDER MARCH 11,36 GBP 12 2 0 005032018 07:46:... Approved  Multi.. BANNER GROUP LIMITED
© 40192 RED GEL PENS 046 GBP. 1 1 0 0050320180742, Approved 135030 BANNER GROUP LIMITED
27017 79.80 GBP 2% 2 0 0131020171100, Approved MUl MULTIPLE_VALUE
27607 4750.00 GBP 11102017 1421 Approved 121813 NORTHGATE ARINSO *

3.4.2 Click on the Select circle to the left of the requisition number that you wish to copy. The line
will highlight blue.

3.4.3 Click on the ‘Copy to Cart’ button.

Requisitions | Notiications | Approvals
Requisitions
Search
Views
View All My R v fo
> Indicatos roquis!
Select requisition: | Copy To Cart | Cancel Requisition  Change | Complete | Delete | Jf 2 ') 4 w (il Rows 110 30
Satan " Qty Qty Open (. - |8 ]
Soloct Requisition - Description Total Quanty poiared Cancolled  Quantity CreOtlon Date ¥ Status <. Ordor  Supplior
40105 PENCIL SHARPENERS 000 GBP 1l 0 1 005032018 08:35: . Cancalled BANNER GROUP LIMITED ~
) 4010 STATIONERY ORDER MARCH 11,36 GBP 12 12 0 0050320180746, Approved  Mulll. . BANNER GROUP LIMITED
. 40102 RED OEL PENS 0.46 GBP 1 1 o 0050320180742 Approved 135030 BANNER OROUP LIMITED

3.4.4 The Edit and Submit Requisition screen will be displayed. Update where required e.g.
update requisition description, area code, quantity, price (if non catalogue requisition)
approver, etc. or click on Shop tab to add additional items.

Please remember you cannot mix store catalogue items and non-catalogue items on the one
requisition.
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oiving  Feedback

Edit and Submit Requisition
= Indicates required feld

Requisition 63969

* FUNC

Copy | Delate || 3 =

Quantity Unit Price Amount (GBP) Need By Date Dellver-Ta Location

8000000 & FA HEADQUARTE]

3.4.5 When amendments are completed, click on Submit.

Save | Printable Page | Submit

Attachment Update Line Delete

o 4 m

Manage Approvals

3.4.6 A Confirmation will displayed detailing the requisition number and approver. Click ‘Continue

Shopping’.

Shop Requisitions Receiving  Feedack
Stores Non-
&, Confirmation

Requisition 63959 has been submiied fo GIBSON, ALISON for approval.

To check on this reguisition's staius, cick on the Requisitions 120 or look in My Requisitions on the Shop page
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3.5.  Cancel a Returned Requisition

There may be occasions when a requisition will be returned to the requisitioner from Procurement
e.g. not enough information in the description for the supplier or the item is available on contract
and should be ordered via the Store. The requisition will be returned with the status ‘Returned’.

Procurement will return the whole requisition if it is not fit to be processed or will return the
individual lines on a requisitions that is not fit to be processed but will process those that can. The
requisition lines returned will need to be cancelled within iProcurement before creating a new
requisition.

3.5.1 Click on the ‘Requisition’ tab. Click on the Status ‘Returned’ to view the reason in the note
section detailing why the requisition has been returned. Procurement will detail why it has
been returned e.g. Item is available on contract please order from contract 703264 supplier
item reference 703264-56.

3.5.2 Click on the Select circle to the left of the requisition number that you wish to cancel. The
line will highlight blue.

3.5.3 Click on the ‘Cancel Requisition’ button.

Select requisition: CopyToCart ~ Cancel Requisiion Change  Complete :: o in {} v
Select Requisition Description Total Quantity  QtyDelivered  QtyCancelled  Open Quantity Creation Date ¥

14009325 20 pocket Presentaion Display books 294368P 3 3 0 0 13032018 122336

3.5.4 Click on select for each line and enter the reason then click on Continue. The Select tick box
will only be displayed for those lines that need to be cancelled and have not been processed
by Procurement.

Cancel Requisition 41454 (2757.00 GBP): Select Lines

Cancel  Cancel Entire Requisition  Continue

Hdeoav3

Details Line Description

Order
Type

Order Need-By Unit Quantity  Price Amount (GBP) Select Reas;

»

3.5.5 Review and submitted screen opens allowing a final check before clicking on Submit.

Requisitons  Nowfications | Approvais

Cancel Requisition 41454: Review and Submit Cancel  Back  Submit

Cancel Requisition Details
HeS#ya

Details Line
»

Order

Unit Quantity

»

3.5.6 A Confirmation will be received with the requisition number.
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Requisitions ~ Nof

Approvals

% Confirmation

Cancel Requisition Details

Hedgvm

Details Line Description
| biue apples tesing non €2t reg 2
b |2 orange appes testing non ¢

Retum fo Requ:

3.5.7

3.5.8 Click on Requisition tab and view Status which is now showing Cancelled.

Request Created By COATES, MSHELEN
0Old Requisition Total 2757.00 GBP
New Requisition Total 0.00G3P

Order Type Odfer  Needy
Purthase 106,
Puthase

Your cancelation request(s) for Requisiion 41454 have been submitted for processing. View status of fhe cancelaion request(s) from e Requistion Siaius page.
Cancel Requisition 41454: Confirmation Details

Request Creation Date 25.05.2018 09:08.37
Oid Non-Recoverable Tax 000 GSP
New Non-Recoverable Tax 0.00G8P

Unit Quantity Price
Bax bl 135 GBP
Eaxh 12 475687

A Confirmation will be displayed detailing the requisition number.

requisition number to open requisition and view lines.

Requisitions Notifications | App!
Requisitions
Views

~] Go

requisition with a pending change request.

Select requisition: Copy To Cart
Select Requisition - Description

goid apples testr

3.5.9

Cancel Requisition _ Change

Complete  Delete | I 2

S gt dl

Cancelled lines will display with blue dashes.

Total Quantity Qty Delivered Qty Cancelled Open Quantity Creation Date v\ Status - Order

Amount (GBP) Cancel Line

270000 Yes

57.00 Yes

Click on

Search

Rows 11030

5641 \oancel
5441 \ancelled A

Shop = Requisitions
Requisitions Approvals
Requisition 41454
Description g0k appies testing non cat req retums
CreatpdBy COATES, MS HELEN
Crpaffion Date  25.05.2018 03.54:41
Deliver-To  GRAHAMSBRIDGE ROAD DUNDONALD,Down 8T16 2HS
Justification
Details
Line has been fully#f partially cancelled
Held i
Line ription Need-By Unit
biue apples tesfing non cat reg 2 01.06.2018 00:00:00 Bax
2=« orange apples festing non cat reg 2 01.06.2018 00:00:00 Each
Retum

Status
Change History

Urgent Requisition  No
Attachment  None
Note to Buyer

Qty Delivered Qty Cancelled
2 020

Open Quantity

" 00
2 012

Copy To Cart

Amount (GBP) Details Order

13568° m =

3.5.10 If the items are still required a new requisition will need to be created.
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3.6. Amend a Returned Requisition

There may be occasions when a requisition will be returned to the requisitioner from Procurement
e.g. not enough information in the description for the supplier. The requisition will be
returned with the status ‘Returned’.

Procurement will return the whole requisition if it is not fit to be processed or will return the
individual lines on a requisitions that is not fit to be processed but will process those that can.
The requisition lines returned will need to be either cancelled or if it is a change of information,
updated within iProcurement before resubmitting.

3.6.1 Click on the ‘Requisition’ tab. Click on the Status ‘Returned’ to view the reason in the note

section detailing why the requisition has been returned. Procurement will detail why it
has been returned.

Setnquator CoyBCan | Cacsl

Pt Dekc

3.6.2. Click on the Select circle to the left of the requisition number that you wish to amend.
The line will highlight blue.

Shop ~ Requisitions = Recewving Fesdback
Requisitions | Nofifcations = Approvals
Requisitions
Search
Views

View  All My Requisifions j Go

O Ingicates requistion with a pending change request.

Select requisition: CopyToCart ~ Cancel Requisiion  Change  Complete  Delete | ﬁ ol {} v Rows 11030
. . o Oty Qty Open 5 g "
tatus - Creation Date ¥
Requisition Description ' Total Quantity Deiered  Cancelled ~ Quanty atus - Creation Date ¥ Order Supplier
@ 175 tesingamend reurned requslon 5GP 1 i 0 {Relmed MBI I500 o SOUCATION

i - R - - - [ FINIFI FOUCATION

3.6.3. Click on the Change button.
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3.6.4. Opens in the Edit and Submit screen

Shop  Requisiions  Recelving  Feadback

Edit and Submit Requisition 137355

Indicates required field

Refresh | Save | Printable Page  Submit

Total

* bescription
Jdustification

Additional Information

* FUNCTION CODE 00000

AREA CODE 0000
Select Lines: | Update | Copy  Delete | Jif
(] Details Description Quantity Unit Price Amount (GBP) Nead By Date Deliver-To Location Attachment Doloto
ook tesling 1/ Amount 525 GBP 525 06082010000000 1% EAHEADQUARTE] © + il
Total
Your requisition will be sent 1o the folowing lst of approvers

3.6.5. Tick on the square at the left of the line and the line will turn blue then click on
Update button.

Shop Requisitions  Receiving  Feedback

Edit and Submit Rgquisition 137355

* Indicates required fieid

Refresh = Save  Printable Page = Submit

Total 525GBP
* Description  testing amend retumed requistion
Justification

Additional Informption
* FUNCTION CODE 00000 ., @
Defaut

AREACODE 0000 Q

Defautt

Select Lines: | Update | Copy  Delete | [

Quantity Unit Price Amount (GBP) Need By Date Deliver-To Location Attachment  Delste
Moy 1 Amount 525 GBP 525 0606201000000 (o EAHEADQUARTEF @ + ]
Total 525

3.6.6. The Requisition information: Update Line screen opens where details can be amend
e.g. incorrect supplier, details or incorrect Unit of Measure can be amended.

Shop  Requisitions  Receiving Fesdback
Requisition Information : Update Selected line
Edit an
- item Supplier Delivery
Indicates| - 5
Description _ testing Supplier  FINDEL EDUCATION LT @ Need-By Date 06.06.20190000.00 (&
Site  HOPEEDUCATION . & Requester COATES,MS HELEN . &
* Category  Equipment and Materials. &, ContactName EA ORDERS, ORDERS Deliver-To Location EAHEADQUARTERS DI Q.
*Quantity 1 Phone
* Fax
Unit of Measure  Amount a
Addition
* unit price  6.25 Email _ fsteamtest@yahoo com
Amount 525 Supplier ltem
* currency  G8P[v]
Notes
Note To Buyer Note To Supplier-Line
Select Lin
[ Deta Billing lete
My =2 b
. . . . Expenditure Expenditure Item .
Line XXEA_Accounting_Flexfield Project Task Expenditure Type o foelt "0, s Percent Quantity Amount (GBP) Delete
. 01.52102.N.4501.00000.0000.000¢ & a - a 3 % 5 0 s @
Your requis £A.GOST GENTRE RESOURGE FINANGE FUNGTION.PROJEGT AREA SPARE
Total 100 1 525
Approva
@TIP Total allocation must equal 100% of the selected line values.
Plea
[ Apply this Cost Allocation information to all applicable requisition lines als
B Cancel | Apply
Natae And Attarhmants
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3.6.7. Once details have been amended, click on the Apply button.

ML
A 130 Soppte em
* Cumeny 000 v)

Nates

e 1o Byw ~ T b .
Sy
-1
Lime XEEA Aveonsving | toalubd Promet Test

o0 K2N02 N 481 00006 0000 30K

LR N SR P A, -

3.6.8. Requisition can be resubmitted for approval by clicking on the Submit button.

[, Confirmation

iion's status, click on the Requisitions tab o look in My
page.

56



4, RECEIPTING

All requisitions raised via iProcurement must be receipted in order for Accounts Payable to pay the
Supplier’s invoice. It is important to receipt on the system when you receive the goods or services,
even if you only receive part of your order. There are a number of ways to receipt: express receipt,
search by requisition/order number and using the Receive Items link.

4.1 Express Receipt

This is the quickest and easiest way to receipt but use only if you are sure you have received ALL the
goods/service you requested.

4.1.1 Click on the ‘Receiving’ tab.

Shop | Requisitions Receiving Feedback

Home | Shopping Lists | Non-Catalog Request
Search  Main Store v Go | Advanced Search
Stores

Shopping Cart
Your cart is empty.

a Main Store ICT Purchases S. Miscellaneous Purchases
i )i d
e ) 48] Purchasing News

 Check frequently asked questions

()} + Review purchasing policies
y ! Stationery and Consumable Purchases g =, Transport Purchases B | Eouipment and Material Purchases EDUCATION AUTHORITY
[~ d 3 A\ PROCUREMENT NEWS

TESTING CRP2

s

Furniture Purchases Facilities Managemet Inc Utilities Purchases l% Business Services Purchases
| PR

@| Catering Purchases TESTING CRP2
- PROCUREMENT NEWS
= UPDATE

My Requisitions

Authority
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The Receiving home page details the most recent Requisitions to Receive and completed Receipts.

Full lists can be obtained by
clicking on the ‘Full List’
button

Shop Requisttions ~Receiving = Feedback
Receiving
Search ltemstoReceive [V] Search Attribute ~Find by Requisition Number|Vv| - Search Value Go
Receiving
Select the receiving action you want to perform.
+ Recelve ltems + Cortect Receipts
+ Retum ltems « View Receipts
Requisitions to Receive
Click Express Receive to directly create receipts with the receipt values automatically defaulted. Full List
He S4vm
isiti Supplier Order Number Express Receive
81636 Stationery for Classroom 6 Mutiple Mutiple 3
81683 testcat EBERSKINE&COLTD* 179992 &
81681 testing 17/01/19 amend description catalog EBERSKINE& COLTD* 179993 &
81653 testing 21/12/18 storage unit ALPHA MARKETING UKLTD * 179974 3
81650 testing 21/12113 supplier site ALPHA MARKETING UK LTD * 179973 3
My Receipts at a Glance
Click View Details to view receipt details. Full List
Hes@ym
” s Receipt ~ Transaction = View
Receipt Item Description Date Date Supplier Details Attachments
50892 BOX FILE, foolscap, with spring cip, 75mm capacity, with thumb hole and locking plastic cli - yelow, Each, BANNER, 9381008 24012018 24012012 Em‘gg OROUP" | o
it UN;QRA\QHED ENVELOPES, Short lap (pocket type), manilla, unprinted, press seal, 80g - plain, C5 229 x 162mm, 500, 5 STAR, 5, 11 2010 24 012010 EEDE;RSK\NE&CO o
s SQUARE CUT FOLDERS, foolscap, pre-punched slots for use with two-piece fiing clip - medium weight, 250gsm, yeliow, Pack EB ERSKINE & CO
80898 4005 STAR, EBZ8D 24012010 2401209 1o oa
80898/ SEE THROUGHT FOLDERS, supetfine, lightwelgh, embossed, polypropylene reinforced stip, top opening, mutkpunchedto 54510019 14012019  EBERSKINERCO |

4.1.2 Click on ‘Express Receive’ icon

Record receipt of the items you ordered, or receive on behalf of
athers.

Receive ltems

Retumn

Need to send items back to the supplier?
Return ltems

Correct
Did you record the wrong receipt quantity?
Correct Receipts

View
View receipts with all associated retumns and corrections.
View Receipts

against the relevant Requisition within the Requisition

to Receive section. Only use this button if you have received all goods/services in this
requisition and you intend to fully receipt.

4.1.3

Receiving

O )
Select ftems

Receive Items: Review and Submit

Receipt Information

Receipt Date  17.10.2016 16:41:24
Receipt Comments

Received Item Details
HeS58.m

Requisition Description
10182 DIVIDERS (BPA NUMBER OF LIN

TESTINTG) SET OF 643

View Details to receipt and click ‘Submit’.

Receipt Information

Receipt Quantity Unit

5 Each

Waybill  Packing Slip

Item Comments

Review And Submit

Cancel  Back Step3of3  Submit

Supplier Attachments

EBERSKINE&COLTD*

4.1.4 A confirmation message will be displayed with the Receipt number. It may be useful to write

this number on your delivery note.
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Receiving

Ey Confirmation
Receipt 80 has been created for you
Receive Items: Confirmation Details

Receipt Information
Receipt Date  17.10.2016 16:41:24

Received Item Details

Hebaym
Receipt Requisition  Description
20 10182 DIVIDERS (BPA NUMBER OF LINES TESTINTG) SET OF 643

Retumn to Receiving

Receipt Quantity Unit
5 Each

59

Waybill

Packing Slip

Item Comments

Receipt Comments

Supplier
EBERSKINE&COLTD*

Attachments



4.2 Receipt using Search Method

The items to receive can be retrieved by either by using the Search section of the Receiving tab or
clicking on the ‘Receive Items’ link.

Shop Requisitions = Receiving
Receiving
Search ltems to Receive [V] Search Attribute  Find by Requisition Number[V] Search Value Go I
Receiving
want to perform. Receiving Process
S =+ Correct Receipts ®  Receive
+ View Receipts Record receipt of the items you ordered, or receive on benalf
of otners.
Requisitions to Receive Receive ltems
Retumn
Click Express Receive to directly create receipts with the receipt values automatically defaulted. Full List gzz{:ﬁ\zﬁ:‘: ftems back to the supplier?
7 .  Cormect
HeE#vym Did you record the wrong receipt quantity?
Correct Receipts
Requisition Requisition Description Supplier Order EXpress
Number Receive . g
WATERPROOF OVER-TROUSERS, NO LEG ZIPS. 2279 (8 0z) neoprene coated nylon; elasticated waist; fully taped seams; veicro n . View receipts with all associated returns and corrections.
108y ankle tabs; custom leg lengths. SOT/ST, XXX LARGE, ORANGE BONMONTANGIGLTD™ [100213 © View Receipts
10183 g WATERSTONE'S
0183 FRUIT SHORTBREAD BOOKSELLERS LTD * 100214 @
10180 SUSPENSION FILES, foolscap, for fling cabinets, complete with tabs and inserts - box of 50, green. 5 STAR EBZ187 EB ERSKINE & COLTD* 100219 3
. WATERSTONE'S
10187 BEEF CRISPS LS oL 100217 3
My Receipts at a Glance
Click View Details to view receipt detals. Full List
HeS8vm
. e Receipt  Transaction " Write a View
Receipt ltem Description ket o Supplier Rovow Detits Attachments
80 DIVIDERS (BPA NUMBER OF LINES TESTINTG) SET OF 643 17.10.2016 17.10.2016 EEDE.RSK‘NE e 4 oa
70 WATERPROOF OVER-TROUSERS, NO LEG ZIPS. 227 (8 0z) neoprene coated nyion; elasticated Waist: 17 102015 17402015 'RONMOUNTAN 5 =
N fully taped seams; velcro ankle tabs; custom leg lengths. SOT/ST, CXLARGE, BLACK (UK)LTD *
78 TREASURY TAG, with plastic ends, 152mm - box of 100. PRYM EBZ372 7102016 17102016 CERoNNESCO oa

4.2.1 Click on the ‘Search Attribute’, select either ‘Find by Requisition Number’ or ‘Find by Order
Number’. Enter the number in the Search Value field. Click ‘Go’.

Receiving

Find by Order Number
Search liems o Receive [v] Search Atiribute Search Value Go
Receiving

4.2.2 Alternatively click on the ‘Receive Item’ link.

Receiving

Search Items to Recelve [v] Search Attribute Find by Requisition Number[~] Search Value Go

Receiving

Select the receiving action you want to parform.

* Receive ltems + Correct Receipts
* Refum ltems + View Receipts

4.2.3 The Receive Items: Select Items screen is displayed. Enter search criteria, e.g. Requisition
Number, Order Number, Supplier, Items due ‘Last 7 days’ or ‘Any time’, etc. Click ‘Go’.
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Shop  Requisitions

Recelving

Receiving

Select tems

Receive Items: Select Items

Requester PINK MRROBERT . @
[ Include people from all organizations
Requisition Number 2
Supplier
Order Number R

Shipment Number

ftems Due Last7 Days [V]
Go  Clear
HeSaym
Select Requisition Description  Need-By Receipt Quantity Unit

No resuits found.

@TIP Use the Previous/Next navigation tool to make selections across multipie pages

Receipt Information

Ordered  Received

Invoiced Supplier

Order Type  Order Number

4.2.4 The items that match the criteria entered are displayed below. .

Shop  Requisitions

Receiving

] 10180

0o 10180

@TIP Use the Pre

Select Requisition -

Receiving

Select Items

Receive ltems: Select Iltems

Requester PINK MR ROBERT . @
[ Include people from ail organizations
Requisition Number 10180
Supplier qQ
Order Number Q
Shipment Number
ltems Due AnyTime  [V/]
ket abiaact cnd addbionil i ekl whia kg
Go | Clear

Description Need-By
SUSPENSION FILES, foolscap, for
filing cabinets, complete with tabs and
Inserts - box of 50, green. 5 STAR
EBZ187

BALL POINT PEN, non-refilable,
medium point, red - box of 50. EZIBALL 24.10.2016 00:00:
EZIMRED

24.10.2016 00:00

vious/Next navigation ool to make selections across multiple pages

Receipt Information

Receipt
Quantity Ut Ordered Received Invoiced Supplier
5 Pack ~ 5 0 siEBERRNES
EB ERSKINE &
3 Box = o o s EB RS

Review And Submit

Cance]  ClearChanges  ExpressReceive Step 10f3 Next
Shipment Number GL Encumbered Date Write a Review Attachments
Review And Submit
Cancel | ClearChanges | ExpressReceive Stepiof2 Next
Order o Write a
T Order Number . Shipment Number . Encumbered Attachments
ype Review
Date
Purchase 100219 17.102016 V4 L ]
Purchase 100219 17.10.2016 4 $m

4.2.5 Review the item details to receipt. Click on the ‘Select’ box to the left of the lines that need
to be receipted. Amend the quantity, if the quantity is less that the quantity in the ‘Receipt

Quantity field'.

Shop  Requisitions

Receiving

Select Al | Select

M 10180

o 10180

Select Requisition -

Receiving

Select ltems.

Receive Items: Select ltems

PINK MRROBERT . Q

Requester

Include people from all organizations

Requisition Number 10180 Y
Supplier
Order Number y

Shipment Number L
ftems Due  Any Time  [v]

Go  Clear

HeSdHym

None
Description Need By -~
SUSPENSION FILES, fooiscap, for
filing cabinets, compiete with tabs and v
inserts - box of 50, green. 5STAR  2¢-10:2016.00:00-

E8Z187

BALL POINT PEN, non-refillable,

medium point, red - box of 50. EZIBALL 24.10.2016 00:00:
EZIMRED

@TIP Use the Previous/Next navigation tool to make selections across multiple pages

Receipt Information

Review And Submit

Cancel  ClearChanges  ExpressRecelve Step 1013 Next
Receipt |, . ; F . Order z el wi
Quanti Unit Ordered Received Invoiced Supplier - Order Number . Shipment Number . Encumbered s Attachments
antity Ty Feoit Review
5 Pack - & 0 5 Ezf':g'?”“ Purchase 100219 17102016 2 %0
3 Box v 3 0 3 ngﬁg'?"“ Purchase 100210 17.10.2016 2 %

4.2.6 Click ‘Next’ if you wish to enter a comment or attach a copy of the delivery note. If this is

not required click ‘Express Receive’ and go to Step 4.2.10
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4.2.7 Enter Receipt comments if required. The Receipt Date can be amended to date you
received the goods/services.

An attachment can be added to the receipt by clicking on the ‘Add Attachment’ button.

Add Attachment button

Receiving

Select Items Receipt Information
Receive Items: Enter Receipt Information

* Indicates required field

Review And Submit

Cance] | Back Step2of3 | Next

* Receipt Date  17.10.2016 17:46:05
(exsmple: 17.10.2016 19:45.501

Waybill

Packing Slip
Receipt Commes

? =
fion apply to allitems? ) yeq

) No, some receipt information iffers by item

Attachments

Add Attachment... |

Title Type Description Category Last Updated By Last Updated Usage Update Delete Publish to Catalog
No results found.

4.2.8 Click ‘Next’.

4.2.9 Review details of receipt and click ‘Submit’.

Receiving

Select ltems Receipt Information Review And Submit
Receive Items: Review and Submit Cancel | Back Step3of3  Submit
Receipt Information

Receipt Date  17.10.2016 17:46:05
Receipt Comments.

Received Item Details

He 8y @m

isition  Description Receipt Quantity Unit Waybill Packing Slip Item Comments  Supplier Attachments
El N FILES, fooiscap, for filing cabinets, complete with tabs and inserts - box of 50, green. 5 STAR EBZ187 5 Pack EBERSKINE&COLTD*

BALL POINT PEN, non-refillable, medium point, red - box of 50. EZIBALL EZIMRED 3 Box EBERSKINE&COLTD*

4.2.10 A confirmation message will be displayed with the Receipt Number. It may be useful to write
this number on your delivery note.

Receiving

% Confirmation
Receipt 81 has been created for you.
Receive Items: Confirmation Details

Receipt Information
Receipt Date 17.10.2016 17:46:05

Received Item Details

HeSé4vm

Receipt Requisition Descripti Receipt Quantity Unit Waybill Packing Slip item Comments Receipt Comments Supplier Attachments
81 SUSP! ILES, foolscap, for filing cabinets, complet bs and inserts - box of 50, green. 5 STAR EBZ187 5 Pack KINE & COLTD*

81 BALL POINT PEN, non-refillabie, medium point, red - box of 50. EZIBALL EZIMRED 3 Box RSKINE & COLTD *

Retum to Receiving
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4.3

Using the Receipt Items Link

The ‘Receipt Items’ link is useful to view all the items that you have not receipted on the system.
The view can be changed to sort by needby date so that you see the oldest first.

431

4.3.2

4.3.3

434

Receive Items: Select items

Select Requisition < Description Need-By

Within the search criteria change the ‘Items due by’ to Anytime. Click Go.

w A O *x & 42 | oweness @ 2 [

Seloct ltems.

Cance]  ClearChanges  ExpressReceive S0 10f3 Nest

Order
Type

6L
=P Unit Ordered Received Invoiced Supplier Order Number - Shipment Number - Encumbered :e""':: Auachments
Date

&g

~

[ s
Click on the icon beside the ‘Need By'.

If there is any items listed that you have received but forgot to receipt on the system, these
can be receipted within this screen. Click on the select box for the lines that you wish to
receipt and updating the quantity if required. Click Express Receipt and Submit.

If there is an item or items listed that you will not receive as the goods or services will not be
fulfilled by the supplier, these need to be cancelled from the order. Take note of the item
details and order number, contact Procurement requesting these items are cancelled off the
Purchase Order. When Procurement cancel the items these will no longer be viewable
within the ‘Receive Items’ link and the value is returned to your budget.
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44 Receipt Reminders

The system generates receipt reminders to remind the user to receipt items/services that they have
received or if they have not received the items to follow up with the supplier.

The following reminders are generated:
e The day after the ‘When do you need these items’ date on their requisition they would

receive an initial receipt reminder reminding them that if they have received the goods they
need to receipt on the system. If they didn’t receive them you could ignore it.

e A week later the requisitioner would receive an email saying that the initial reminders was
cancelled and an email with a first reminder is generated. This email reminds the
requisitioner if they have received the goods to please receipt on the system or follow up
with the supplier.

e Another week later the requisitioner would receive an email saying the first reminders was
cancelled and an email with a second reminder is generated. This again reminds them to
receipt if they have got the goods.

It is important for a requisitioner to receipt the items upon delivery. If the items are receipted the
system will not generate further receipt reminders with regards to this order.

If the requisitioner no longer requires the items e.g. items discontinued or service cancelled, they
need to contact Procurement to cancel these off the order, this will also stop the system reminding
the user to receipt. It may take a period of time for the cancellation of the items off the order to be
complete as there may be associated invoices/credits notes against the order that need to be
completed first.
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4.5 View Receipts

All receipts carried out within iProcurement can be viewed including the full action history. The

receipts are viewed in the ‘My Receipts at a Glance’ within the Receiving tab.

Shop Requisitons = Receiving = Feedback

Receiving
Search  Items fo Receive XJ Search Attribute  Find by Requisition Number_gj Search Value Go
Receiving
Select the receiving action you want to perform. Receiving Process
+ Receive tems + Corect Receipts Receive
Record receipt of the items you ordered, or receive on behalf of
+ Retum Items + View Receipts others.
Receive ltems
Requisitions to Receive Retum
Need to send items back to the supplier?
Click Express Receive to directly create receipts with the receipt values automatically defaulted Full List Retum ftems
Correct
[ o Did you record the wrong receipt quantity?
HeS&vm Correct Receipts
Requisition Requisition Description Supplier Order Number Express Receive o View
81653 testing 21/12/18 storage unit ALPHAMARKETING UK LTD * 170974 & \\”\Zw f;ﬁ[e;ussmth all associated retums and corrections
VIEW Receil
81648 festing 18/12/18 area code BANNER GROUP LIMITED 179972 &
81645 testing 14/12/18 spliit costs BANNER GROUP LIMITED 179969 3
81642 testing 13/12/18 EVERY DAY HARMONY (NI MUSIC THERAPY TRUST T/A)* 179968 @
81641 testing 12/12/13 coding EBERSKINE&COLTD* 179953 &
My Receipts at a Glance
Click View Details to view receipt details Full List
Heb#vym
i R Receipt  Transaction 4 View
Receipt Item Description Date Date Supplier Details Attachments
50303 Inemnal Fiing Fortem 60. Pan Shef. Maximum load 45kg. AMS36 unme upag  MPHAMARKETNGUK
80904  System Trays, self stacking, 70(h) x 255(w) x 360(d)mm - blue, Each, DEFLECTO, EBZ0024 24012019 24012019 EBERSKINE&COLTD* 0a
80902  SUBJECT FILE DIVIDERS, muiticoloured, for A4 ring binder - 10 per set, EBE, EBZ164 24012019 24012019 EBERSKINE & COLTD* o0
80902  SUBJECT FILE DIVIDERS, multi-coloured, for A4 ring binder - 10 per set, EBE 24012019 24012019 EBERSKINE&COLTD* 0

45.1

viewed by clicking on the ‘Full list’” button.

4.5.2

The last five receipts are displayed at the bottom of the ‘Receiving’ tab or the full list can be

The View Receipts screen is displayed. The Item Received time can be changed to suit, e.g.

last 30 days, etc. Use the scroll bar to search for Receipt or enter search criteria, e.g. Receipt

number, Requisition number, Order Number, Supplier, etc.

Recelving: Receiving >
View Receipts

Receipt Created By JACKSON, Mrs SARAH
[0 include people from all organizations

Items Received Last7 Days [V]

Receipt

Requisition Number
Order Number
Supplier

Go  Clear
g B8y M

Receipt
No results found.

Requisition Description

@ Indicates an adjusted receipt quantity.
@ TIP You can retum items in the receipt or correct the receipt by viewing the details.

Return to Receiving

Received Unit

Receipt Date

65

Transaction Date

Click ‘Go’.

Supplier Order Type Order Number Attachments



4.5.3

454

The Receipt results are displayed, including the details e.g. Transaction date,

Supplier, order number, etc.

Receiving
Receiving: Receiving >
View Receipts
Receipt Created By JACKSON, Mrs SARAH Q
[ Include people from all organizations

ttems Received Any Time  [¥]

Receipt 76

Requisition Number

Order Number

 Indicates an adjusted receipt quantity
@TIP You can retum items in the receipt or correct the receipt by viewing the details

Retum to Receiving

Supplier
Go Clear
He S8y @
Receipt - Requisition - Description
76 10167 EXPANDING FILE, with alpha index, hold to foolscap size paper. EBE EBZ589

Click on the Receipt number to view details.

email confirmation of delivery, etc.
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Received Unit Receipt Date ¥  Transaction Date

Details include Transacted by,
Transaction History, any attachments if added e.g. scanned delivery note or

Attachments




4.6 Returning Receipts
There may be occasions where you have receipted an item or items within iProcurement but the item
has had to be returned to the supplier e.g. damaged, but cannot be replenished. The item(s) will

need to be returned within iProcurement and cancelled from the Purchase Order.

4.6.1 Click on the ‘Receiving’ tab then click on the ‘Return Items’ link.

" iProcurement E | /ﬁ\ * 'ﬁ} _‘m | Logged In As 40658622 o LI)

Shop  Requisitions ~ Receiving | Feedbak

Receiving
Search ItemstoReceive |v| Search Attribute Find by Requisition Jefioer[ | - Search Value Go
Receiving
Select the receiving action you want to perform Receiving Process
. ’ + Correct Re ®  Recelie
Retelie s CorectRecelps Record receipt of the items you ordered, o receive on behalf of

+ Refum ltems + View Receipls others

Receive lfems
Requisi- eive s Reum

Need to send items back to the supplier?

Click Express Recelve to irecty create recelpts withe receipt values automatically defauted FulList Retum fers
®  Correct

Did you record the wrong receipt quantty?
m [3C] {I’ v Correct Receipts
Requisition Requisition Description Supplier Qrder Number Express Receive s View
137341 screen shots correct receipt 2510419 BANNER GROUP LIMITED pLypEL] \> xlew ::CG‘DI§ with all associated retums and corections.

lew Receipts

137339 testing 16/04/19 contract numbers BANNER GROUP LIMITED Muttiple \>
137338 testing16/04119 contract number DPS BANNER GROUF LIMITED 137230 \>
137337 testing 16/04/19 contract numbers BANNER GROUF LIMITED Multiple \>
137336 testing16/04119 DPS 4 BANNER GROUF LIMITED 1372 \>

4.6.2 The ‘Return Items’ search screen opens. Using the dropdown arrow at ‘Items Received’, select
‘Any Time’. Enter search detail e.g. receipt, requisition or order number. Click ‘Go’.

Shop Requisitions | Receiving = Feeddck

Receiving
[}
Find Receipt Retun nformation Review and Submit
Return Items: Find Receipt Cancel  ClearChanges  Stepof3 Next
Receipt Created By Q

[ Include gpple from all organizations
Items Received AnyTime  [v]

(Enter st least ane addiionsl seareh exteron when salecting fems Receved Any Time)

Receipt Q
Requisition Number Q
Order Number Q
Supplier q
o G

4.6.3 The Receipt(s) will be returned. Enter the quantity to be returned in the ‘Return Quantity’
field. Click Next.

Hebftym
Receipt 2. Requisition - Description Return Quangdy Unit Quantity Received Supplier -~ Order Number 2

143195 137340 VACUUM BAGS - to suit Victor V9. Pack size 10. HFC44633 1x Pack 10 INTERCLEAN LTD * 237234
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4.6.4 Enter reason for return, click on magnifying glass in the Reason field.

Shop  Requisitions | Receiving = Feedback

Receiving
O
Find Receipt Return Information Review and Submit
Return ltems: Enter Return Information Cancel  Back Step2of3 Next

Reason Q
Return Material Authorization

Comments

4.6.5 The Search and Select screen will be displayed, click on ‘Go’ to view a list of reasons to choose
from.

Search and Select: Reason Cancel | Select

Search

To find your item, select a filter item in the pulldown list and enter a valy'in the text field, then select the "Go" button.
Search By Reason Name|w | Go

Results

Quick Select Reason Name
No search conducted.

4.6.6 Click on the ‘Quick Select’ button to the left of the reason why you are processing the return.

Search and Select: Reason Cance| | Select A
Search

To find your item, select a filter item in thefoulidown list and enter a value in the text field, then select the "Go” bution.

Search By Reason Name[v] Go
Results
Quick Select Reason Name
* CLASS Issues
® 1 Damaged/Faulty
1 Health&Safety
® Not to Specification
* Over Delivery
i1 Receipted in Error
2 Unmatched more than 12 months
% POST

4.6.7 The Reason will be populated. There is an option to leave Comments if required. Click
‘Next'.

Shop  Requisitions | Receiving = Feedback

Receiving
0
Find Receipt Return Information Review and Submit
Return Items: Enter Return Information Cancel | Back Step20f3  Next

Reason  Damaged/Faulty X Q
Return Material Authorization
Comments
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4.6.8 The Review and Submit screen will be displayed giving an opportunity to review the returned
quantity and if correct click ‘Submit’.

Shop Requisitions | Receiving = Feedback

Receiving
Find Receipt Return Information Review and Submit
Return Items: Review and Submit Return Cancel Back Step3of3  Submit
Hebaem
Receipt  Description Quantity Returned Unit Quantity Received Supplier Reason Return Material Authorization Comments Attachments.
149185 VACUUM BAGS - to suit Victor V3. Pack size 10. HFC44633 1 Pack 10 INTERCLEAN LTD * DamagediFaulty

4.6.9 A Confirmation will show that your return has been submitted.

; Confirmation

YYour refums have been submitted.

4.6.10 If required the receipt can be re-queried to view the correct quantity received is now showing.

The blue circle means that a change has been made.
View Receipts

Receipt Created By q
[J Include people

Items Received Any Time  [v]

all organizations

(Enter st least one sdditionsl sesrch cidgn when selecting ltems Received Any Time)
Receipt 149195 Q
Requisition Number Q
Order Number Q
Supplier Q
Go  Clear

Hebie@m
Receipt ~  Requisition -~ Description Unit  Receipt Date v Transaction Date - Supplier 2. Order Type  Order Number ~.
149195 137340 VACUUM BAGS - fo suit Victor V9. Pack size 10. HFC44633 90 Pack 25042019 25.04.2019 10:01:42 INTERCLEAN LTD * Purchase 237234

Received
9@
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4.7 Correcting Receipts

There may be occasions where you have accidentally receipted an item or items within iProcurement.
The item(s) will need to be corrected within iProcurement. This action can only be done within a
short period of time from receipting e.g. within the day. This is because an invoice may have been
pending the receipt and possibly paid prior to your correction.

4.7.1 Click on Receiving Tab then click on Correct Receipts

Shop Requistions Receiving - Feednack

Receiving
Search Items to Receive ﬂ Search Attrbute - Find by Requisfion Number j Search Valug Go
Receiving
Select the recenving acbon you want o perform. Receiving Process
\ P o Recgie
+ Regeive ftams + Corect Reeiots
BT Record receipt of the items you ordered, or receive on behaff of
+ Rt [iams + View Receipls hers
Recee tems
Requisitions to Receive +Rem
Ned o send fiems back to the suppier?
(Click Express Receive to directy create receipts wi the receipt values automafically defaufied. Full List fenlens
o Corect

4.7.2 The Correct Receipts screen opens. Click Clear to reset 'ltems Received to 'Any Time'.

Shop Requistions | Receiving | Feedback
Receiving
Receiving: Receiving =

Correct Receipts: Select Receipts Cancel Clear Changes Continue

Receipt Created By Q

Receipt g
Requisition Number Q
Order Number Q
Supplier Q
G0 Clear
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4.7.3 Enter Receipt number and click on Go and the Receipt will be returned. Enter the correct
guantity that should have been receipted.

Shop Requisiions | Receiving  Feedback
Receiving

Receiving: Receiving =

Correct Receipts: Select Recaipts Cancel | Clear Changes Confinue

Receipt Created By Q
(1 Include peaple from all arganizztions
Htems Received AnyTime ]

(Enter st lesst one addifional search criterion when selecting items Received Any

Receipt 143196 Q
Requisition Number Q
Order Number Q
Supplier Q
Go  Clear
Hebiterd
Receipt ~  Requisition . Description Correctallyantity Unit Received Supplier 2 Order Number Attachments
140196 137341 WASTE PAPER BIN, 15 litres - plasfic, blue, Each, Q-CONNECT, 5052008 Each 10 BANNER GROUP LIMITED 21233 +

4.7.4 Enter the correct quantity which should have been receipted into the Correct Quantity box and
click on Continue.

Shop Requisiions ~ Receiving ~ Feedback
Receiving

Receiving: Recelving =

Correct Receipts: Select Receipts Cancel | Clear Changes  Continue

Receipt Created By Q
[ Include peaple from al organizations
Items Received  Any Time ﬂ

(Enter st lesst one addifionsl search criterion when selecting ltems Recetved Any Time)

Receipt 143136 q

Requisition Number q
Order Number Q
Supplier Q
Go  Clear
A28 #0
Receipt ~  Requisition 2 Description Correct Quantity Unit Received Supplier 2 Order Number 2 Atachments
143196 13734 WASTE PAPER BIN, 15 ltres - plasfic, blue, Each, C-CONNECT, 5052909 4x Each 10 BANNER GROUP LIMITED 1123 +
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4.7.5 Review and Submit screen opens showing the amended quantity and if correct then click on
Submit

Shop Requisons  Receiving - Feedhatk
Receiving

Receiing: Receiing »

Correct Receipts: Review and Submit Cace] Back Suomit
Haafed

Receipt ~ ltem Description Cormect Quantity Unit Change ~ Received Supplier Attachments
140198 WASTE PAPER BIN, 16 fves - pastc, bue, Each, Q-CONNECT, 5022909 D Each 1 10 BANNER GROUP LIMITED

4.7.6 A Confirmation will show that your corrections have been submitted.

Receiving

[ Confirmation
Your comections have been submitted

Correct Receipts: Confirmation Details

deAd0
Receipt Item Description Correct Quantity Unit Change Received Supplier Attachments
149196 WASTE PAPER BIN, 15 ires - plastic, biue, Each, Q-CONNECT, 5052909 9 Eath - 10 BANNER GROUP LIMITED

Retum fo Receiving

4.7.7 Call back the receipt and correct quantity received is now showing.

Shop Requisions = Receiving | Feedback
Receiving

Receiving Receiving =

View Receipts
Receipt Created By Q
[ Include people from all erganizations
ltems Received  Any Time ﬂ
(Ente ot east ane addtionsl seareh crterion when selecting ltems Reoeived Any Time)
Receipt 149196 Q
Requisition Number Q
Order Number Q
Supplier Q
Go  Clear
BrEaym
Receipt 2 Requisition 2. Description Received Unit ReceiptDate ¥ Transaction Date ~  Supplier 2 Order Type ~ Order Number ~~  Attachments
14919 1371341 WASTE PAPER BIN, 15 Iitres - plastic, blue, Each, Q-CONNECT, 5052009 90 Each 25042019 26.0420191021:04 BANNER GROUP LIMITED Purchase 11233

@ Indicates an adjusted receipt quantity.
TIP You can retum items n the recaipt or corect the receit by viewing the details

Return fo Receiving
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APPENDIX A - iProcurement Non Catalog Requisition — Categories

For requisitions that could not be sourced from the iProcurement store (EA Contract items) a non
catalog requisition should be raised. Part of the information required when entering the details for
the non catalog requisition is the category. This populates the finance code in the requisition.

Full details on how to raise a non catalog requisition is outlined in the iProcurement Requisitioner
user guide. You can search for the category using the magnifying glass beside the category field. A
useful tip is to put a % at the start and end of the word to narrow the search e.g. %office% or
%towel% etc.

Below is a full list of the categories available within the iProcurement Category search.

Full Category Code Finance Code
Business Services.Accommodation - Office Inc Rental 3101
Business Services.Advertising- Other than Recruitment 3704
Business Services.Advertising- Recruitment 3701
Business Services.Advertising- Tenders 3702
Business Services.Agency and Temporary Staff Services 2651
Business Services.Agency and Temporary Staff Services(Teaching) 2652
Business Services.Archiving Services 3608
Business Services.Banking Services 4752
Business Services.Business Travel (Non Teaching) 2311
Business Services.Business Travel (Teaching) 2312
Business Services.Conference Expenses Inside NI 2585
Business Services.Conference Expenses Outside NI 2585
Business Services.Conference Facs & Hotel Acc Outside NI 2585
Business Services.Conference Facs & Hotel Accom Inside NI 2585
Business Services.Consultancy - Finance 3852
Business Services.Consultancy - HR, Educ & Training 3859
Business Services.Consultancy - Internal (Shared Service) 3891
Business Services.Consultancy - IT 3854
Business Services.Consultancy - Legal Services 3857
Business Services.Consultancy - Mktg & Communication 3858
Business Services.Consultancy - Organisation & Change Mgt 3853
Business Services.Consultancy - Procurement 3856
Business Services.Consultancy - Prog & Project Mgt 3860
Business Services.Consultancy - Research 3857
Business Services.Consultancy - Strategy 3851
Business Services.Consultancy - Technical 3861
Business Services.Consultancy -Design, Dev & Implem 3862
Business Services.Consultancy -Property&Construc (non cap) 3855
Business Services.Consultancy -Staff Subsitut(Specialist) 3891
Business Services.Consultancy -Staff Subsitution (Addit) 3892
Business Services.Counselling Services 3859
Business Services.Courier Services 3601
Business Services.Course and Tuition Fees 4601
Business Services.Design Services 3862
Business Services.Environmental Charges 3118
Business Services.Exhibition Services 3708
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Full Category Code

Finance Code

Business Services.Legal and Insurance Services 3104
Business Services.Legal Services 8802
Business Services.Managed Services - IT 3874
Business Services.Managed Services - Contract Mgt 3882
Business Services.Managed Services - Design, Dev & Implem 3883
Business Services.Managed Services - Finance 3872
Business Services.Managed Services - HR, Educ & Training 3879
Business Services.Managed Services - Legal Services 3877
Business Services.Managed Services - Mktg & Communication 3878
Business Services.Managed Services - Org & Change Mgt 3873
Business Services.Managed Services - Procurement 3876
Business Services.Managed Services - Prog & Project Mgt 3880
Business Services.Managed Services - Property&Construction 3875
Business Services.Managed Services - Strategy 3871
Business Services.Managed Services - Technical 3881
Business Services.Ophthalmic Services 2552
Business Services.Photocopying Charges 3606
Business Services.Photography 3707
Business Services.Postage, Carriage 3601
Business Services.Printing Services 3604
Business Services.Promotion and Marketing Services 3707
Business Services.Quality Award Assessment 3608
Business Services.Room Hire 3804
Business Services.Seminar Fees 2581
Business Services.Subscriptions and Membership Fees 4505
Business Services.Training - Non Teaching 2581
Business Services.Training - Teaching 2581
Business Services.Translation Services 3859
Business Services.TV Licenses 4504
Catering.Bottled Water and Coolers 3753
Catering.Bread and Bakery 3752
Catering.Cash Registers Inc maintenance 6002
Catering.Catering - Heavy Equipment and Materials 6002
Catering.Catering - Light Equipment and Materials 6002
Catering.Catering Equipment over £1000 8301
Catering.Catering Services 3752
Catering.Chilled Chips and Potato Products 3752
Catering.Confectionery and Potato Crisps 3752
Catering.Disposable Catering Products 3754
Catering.Fish 3752
Catering.Frozen Food 3752
Catering.Fruit and Vegetables 3752
Catering.Groceries 3752
Catering.lce Cream 3752
Catering.Maint of Cash Registers 3402
Catering.Maint of Catering Equipment 3402
Catering.Meat 3752
Catering.Milk and Dairy Produce 3751
Catering.Pork 3752

74




Full Category Code

Finance Code

Catering.Poultry 3752
Catering.Prepared Sandwiches 3752
Catering.Soft Drinks 3753
Catering.Vending Machines 3755
Equipment and Materials.Art, Craft and Infant Play Materials 4501
Equipment and Materials.Audio Visual Equipment and Materials 6002
Equipment and Materials.Education Equipment over £1000 8301
Equipment and Materials.Educational Visits 4610
Equipment and Materials.Electrical Equipment and Materials 6002
Equipment and Materials.Fax Machines 6002
Equipment and Materials.Gases and Accessories 6002
Equipment and Materials.Hire of Equipment and Materials 3804
Equipment and Materials.Home Economics Heavy Equip and Materials 6002
Equipment and Materials.Home Economics Light Equip and Materials 6002
Equipment and Materials.Initial Provision 6005
Equipment and Materials.Interactive Touchscreens 6003
Equipment and Materials.Interactive Whiteboards 6002
Equipment and Materials.Maintenance of Education Equipment 3402
Equipment and Materials.Maintenance of Pcopiers & Off Machines 3402
Equipment and Materials.Maintenance of Playground Equip 3402
Equipment and Materials.Maintenance of Sports, Games & Gym Equip 3402
Equipment and Materials.Metalwork Materials 4501
Equipment and Materials.Music Equipment and Materials 6002
Equipment and Materials.Musical Instruments and Materials 6002
Equipment and Materials.Office Equipment over £1000 8301
Equipment and Materials.Office Machines 6002
Equipment and Materials.Outdoor Pursuits 6002
Equipment and Materials.Photocopiers - Purchase 6002
Equipment and Materials.Photocopiers - Rental 3606
Equipment and Materials.Photographic Equipment and Materials 6002
Equipment and Materials.Pianos 6002
Equipment and Materials.Play Ground Markings 3351
Equipment and Materials.Playground Equipment and Materials 6002
Equipment and Materials.Power and Hand Tools 6002
Equipment and Materials.Printed Music 4501
Equipment and Materials.Reference and Library Books 4501
Equipment and Materials.Reprographics Equipment and Materials 6002
Equipment and Materials.Science Equipment and Materials 6002
Equipment and Materials.Sharpening of Saws,Chisels & Plane Irons 3402
Equipment and Materials.Special Needs Equipment and Materials 6002
Equipment and Materials.Sports, Games and Gym Equip & Materials 6002
Equipment and Materials.Technology and Design Materials 6002
Equipment and Materials.Textbooks, Educational Books etc 4501
Equipment and Materials.Timber 4501
Facilities Management Inc Utilities.Air Hand Dryers 6002
Facilities Management Inc Utilities.Alarms Inc Maintenance 3402
Facilities Management Inc Utilities.Bottled Gas 3111
Facilities Management Inc Utilities.Building Purchase 8101
Facilities Management Inc Utilities.Cleaning Materials, Refuse Sacks etc 3115
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Full Category Code

Finance Code

Facilities Management Inc Utilities.Contract Cleaners 3802
Facilities Management Inc Utilities.Contract Services 3116
Facilities Management Inc Utilities.Electrical Accessories 6002
Facilities Management Inc Utilities.Electricity 3106
Facilities Management Inc Utilities.Facilities Management 3116
Facilities Management Inc Utilities.Facs Mgmt, Health & Safety Equip >£1000 8301
Facilities Management Inc Utilities.Fire Fighting Equipment and Materials 6002
Facilities Management Inc Utilities.Fire Safety Training 2581
Facilities Management Inc Utilities.First Aid Materials 4503
Facilities Management Inc Utilities.First Aid Training 2581
Facilities Management Inc Utilities.Floor Maintenance Machines 6002
Facilities Management Inc Utilities.Flooring 3301
Facilities Management Inc Utilities.Grounds Maint Machines & Equip >£1000 8301
Facilities Management Inc Utilities.Grounds Maintenance Equipment 6002
Facilities Management Inc Utilities.Grounds Maintenance Machines 6002
Facilities Management Inc Utilities.Grounds Maintenance Materials 3352
Facilities Management Inc Utilities.Health and Safety Training 2581
Facilities Management Inc Utilities.Heating Oil 3105
Facilities Management Inc Utilities.Lamps, Lightbulbs, Tubes and Batteries 6002
Facilities Management Inc Utilities.Land Purchase 8001
Facilities Management Inc Utilities.Laundry Services 3801
Facilities Management Inc Utilities.Lifts Inc Maintenance 6002
Facilities Management Inc Utilities.Litter Bins & Lifting Equip & Materials 3122
Facilities Management Inc Utilities.LPG 3111
Facilities Management Inc Utilities.Maint of Fire Fighting Equip & Materials 3402
Facilities Management Inc Utilities.Maintenance of Floor Maint Machines 3402
Facilities Management Inc Utilities.Maintenance of Grounds Services 3402
Facilities Management Inc Utilities.Maintenance of Laundry Equipment 3402
Facilities Management Inc Utilities.Natural Gas 3111
Facilities Management Inc Utilities.Paper Towels and Toilet Tissue 3110
Facilities Management Inc Utilities.Pest Control 3115
Facilities Management Inc Utilities.Portable Appliance Testing 3402
Facilities Management Inc Utilities.Protective Clothing 2554
Facilities Management Inc Utilities.Renewable Fuel Inc Wood Pellets 3108
Facilities Management Inc Utilities.Sanitary, Med & Clinical Waste Disposal 3122
Facilities Management Inc Utilities.Security Services 3805
Facilities Management Inc Utilities.Sewerage 3122
Facilities Management Inc Utilities.Soft Furns, Blinds, Curtains & Textiles 6001
Facilities Management Inc Utilities.Staff Uniforms 2555
Facilities Management Inc Utilities.Stationery-accident bks, H&S Law Posters 3609
Facilities Management Inc Utilities.Telephone 3501
Facilities Management Inc Utilities.Temporary Accommodation Purchase 8151
Facilities Management Inc Utilities.Washing Equipment and Materials 3110
Facilities Management Inc Utilities.Waste disposal - Chemicals and Hazardous 3122
Facilities Management Inc Utilities.Waste disposal - Confidential Documents 3610
Facilities Management Inc Utilities.Waste disposal - Electrical 3122
Facilities Management Inc Utilities.Waste disposal - General Refuse 3112
Facilities Management Inc Utilities.Waste disposal - Recycling 3120
Facilities Management Inc Utilities.Waste disposal - Skip hire 3122
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Full Category Code

Finance Code

Facilities Management Inc Utilities.Water 3109
Facilities Management Inc Utilities.Window Cleaning 3113
Furniture.Assembly Hall Chairs and Trolleys 6001
Furniture.Classroom Furniture 6001
Furniture.Furniture over £1000 8301
Furniture.General Furniture 6001
Furniture.General Storage Furniture 6001
Furniture.Library Furniture and Shelving 6001
Furniture.Nursery Furniture 6001
Furniture.Office, Staffroom & Reception Furniture 6001
Furniture.Science and Technology Furniture 6001
Furniture.Special Needs Furniture 6001
Furniture.Staging 6001
ICT.Data Communications Hardware 6003
ICT.Data Communications Software 6003
ICT.ICT Consumables 3551
ICT.ICT Hardware over £200 8351
ICT.ICT Hardware under £200 6003
ICT.ICT Installation Services 6003
ICT.ICT Licences Fees (non software) 4504
ICT.ICT Maintenance, Repairs and Support 3403
ICT.ICT Software over £200 8351
ICT.ICT Training 2581
ICT.Internet Service Provision 3556
ICT.Internet Services and Websites 3806
ICT.Managed Service and Support 3874
ICT.Network Equipment and Materials 6003
ICT.Server Systems 6003
ICT.Software - Upgrades, Licenses and Media 3554
ICT.Structured Cabling 6003
ICT.Telco Data Lines 3502
ICT.Telco Voice Lines 3502
ICT.Telecommunications Services 3502
ICT.Voice Communications Hardware 6003
ICT.Voice Communications Software 3502
Stationery and Consumables.Classroom Stationery 4501
Stationery and Consumables.Examination Materials 4602
Stationery and Consumables.Examination Papers 4602
Stationery and Consumables.Examination Stationery 4602
Stationery and Consumables.Headed Paper and logo stationery 3605
Stationery and Consumables.Multimedia Materials incl DVDs and CDs 4509
Stationery and Consumables.Npapers, Journals, Periodicals & Mags 3607
Stationery and Consumables.Paper 3605
Stationery and Consumables.Stationery and Office Requisites 3605
Transport.Bus Runs Home to School 4212
Transport.Diesel and Petrol 4202
Transport.Garage Consumables 4205
Transport.MOT Servicing 4204
Transport.MOT Testing 4204
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Full Category Code Finance Code
Transport.Other Statutory Vehicle Charges 4203
Transport.Private Hire of Buses 4212
Transport.Private Hire of Taxis 4210
Transport.Satellite Navigation Systems 4205
Transport.Special Transport 4212
Transport.Taxi Runs Home to School 4211
Transport.Translink Home to School 4208
Transport.Transport Equipment over £1000 8301
Transport.Vehicle — Repairs 4204
Transport.Vehicle Hire - Other 4212
Transport.Vehicle Hire - Private contractors 4212
Transport.Vehicle Hire - Translink 4212
Transport.Vehicle Oil, Anti-freeze,Lubs etc 4204
Transport.Vehicle Parts tyres,tubes,batteries etc 4205
Transport.Vehicle Servicing 4204
Transport.Vehicle Tax 4201
Transport.Vehicles Single Purchase 8401
Transport.Windscreen Services 4204
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APPENDIX B — Area Department Code Guidance - Schools

Area Code (Oracle) = Department Code (School)

Please see notes at end (pages 4-7) re using the Area code in iProcurement

The Area code has been set up in Oracle to facilitate raising requisitions and monitoring
expenditure at department level within schools.

The Area (Department) code can be used to identify the school department you require a
requisition to be coded to, such as the English department, Primary 1, Mrs Smith, etc.

If no department is required the default Area code 0000 will be used when raising a requisition.
You cannot use area codes 9995 to 9999 for delegated requisitions.

There are currently 100 Area (department) codes setup within Oracle (contact
ifs.queries@eani.org.uk if more are required). These codes are generic, in that they have been
set up as numbered departments, as schools do not have a common departmental structure.
Schools can assign Area codes to departments at their discretion — see examples below. The
department allocated to an Area code can be different in every school. Each school should
maintain their own internal list of the departments assigned; this list will be known to the school
only and will not be held at HQ.

The Area code is ready to use once you decide how many your school wishes to use and your
internal descriptions; iFS do not need to be informed.

Example 1:
Area Code | Area Code Description School Internal Description
1001 Department 1 ENGLISH
1002 Department 2 MATHS
1003 Department 3 FRENCH
Etc
Example 2:
Area Code | Area Code Description School Internal Description
1001 Department 1 PRIMARY 1
1002 Department 2 PRIMARY 2
1003 Department 3 PRIMARY 3
Etc
Example 3:
Area Code | Area Code Description School Internal Description
1001 Department 1 MRS SMITH
1002 Department 2 MR JONES
1003 Department 3 MISS WHITE
Etc
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School Reports

All spend against the Area codes will be detailed in the school reports. In relation to the B&E
(both versions) and the DTR allow the reports to complete first with the default parameters,
then select the relevant Area code from the available picklist and click on Apply.

The Encumbrance & the Requisition reports both provide Area detail as well.

Invoices

Invoices related to goods requisitioned on iProcurement should be sent directly to the Accounts
department in Dundonald by the supplier. If the supplier sends such invoices to the school, you
should forward to Accounts in Dundonald, highlighting the PO number and that it is an
iProcurement order. Do not attach an FMS coding slip.

If you want an area (department) code included on any non iProcurement invoices, add the
area code to the coding slip and it will be processed by your local Accounts.

Function Code

Please note, when raising a requisition the default function code 00000 should always be used
unless it is for a special initiative. In such instances the function code required should be
provided by the HQ section funding the initiative.

Please contact iFS ifs.queries@eani.org.uk Tel: 028 9056 6478 if you require any further
information.
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Area Code

EA Area Description

School Internal Description

1001 Department 1

1002 Department 2

1003 Department 3

1004 Department 4

1005 Department 5

1006 Department 6

1007 Department 7

1008 Department 8

1009 Department 9

1010 Department 10
1011 Department 11
1012 Department 12
1013 Department 13
1014 Department 14
1015 Department 15
1016 Department 16
1017 Department 17
1018 Department 18
1019 Department 19
1020 Department 20
1021 Department 21
1022 Department 22
1023 Department 23
1024 Department 24
1025 Department 25
1026 Department 26
1027 Department 27
1028 Department 28
1029 Department 29
1030 Department 30
1031 Department 31
1032 Department 32
1033 Department 33
1034 Department 34
1035 Department 35
1036 Department 36
1037 Department 37
1038 Department 38
1039 Department 39
1040 Department 40
1041 Department 41
1042 Department 42
1043 Department 43
1044 Department 44
1045 Department 45
1046 Department 46
1047 Department 47
1048 Department 48
1049 Department 49
1050 Department 50
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Using the Area Code in iProcurement

For full instructions on raising requisitions see iProcurement Requisitioner School User
Guide on the EANI website

Entering the Department (Area) Code

Option 1: Recommended

After selecting all the items required click on View Cart and Checkout. The Shopping Cart
screen opens. Enter the Area Code required into this screen (i.e. overwrite the default)

Shopping Cart
* Description BRASS: 60 per cent copper, 40 per cent zinc, Round. 8mm. Stock length
Justification
* Need-By Date  17.09.2018 00:00:00 [y
(example: 27.08.2015 18:45:00)

* Deliver-To Location EAHEADQUARTERSD, 2

Additional Header Information

" FUNCTION CODE 00000 Q
Default
AREA CODE 1020

Department 20

Area Code
Delivery and Biling

Delivery Billing

* Requester GRANT, MISS ELIZABE. 2
# TIP Requester will be receiver for goods

Line Image Item Description Unit Quantity Price Amount (GBP) Delete
BRASS. 60 perce

1 nt copper, 40 pe Metre 20 52 GBP 104.00 Eﬁj
reentzine, ...

IRIDESCENT PAPER

2 . B1, 250gm. Co Pack 3 113.5 GBP 340.50 m
lour: gold h...
Lhtiﬁe Exercise Books -
3 item's Ad General Rang Pack 5 18.69 GBP 9345 @

e (300 x 210m...

Total

wn
[
=l
[7=]
on

Click on Edit to Add Additional Approver and Other Details
» 1
) V 4 < ®

Continue Shopping Edit Save Submit

Click on Submit (or Edit if you need to change something, e.g. Approver)
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Option 2: Use if you have forgotten to use Option 1

If you have proceeded to the Edit and Submit Requisition screen or saved your requisition
without entering the department code in the Shopping Cart screen you must enter the codes
as follows:

Navigate to the Edit and Submit Requisition screen

@ Information
Charge Actount Re-Generated
Edit and Submit Requisition Sove Printale Page | Submit

dicates required field

Requisition 73301

Codes entered here in
this screen will NOT
take effect

Justmication
* FUNCTION CODE 00000

AREA CODE 0000

Seloct Lnes: Update  Copy | Doleln || 3

Select Details Description Quantity Unit Prica fliver.To Location

PENCIL SHARPENER
canl

Amount (GBP) Nead By Date Attachment Update Line Delate.

00000

@ » Somehoe 200 Each 0.1GBF EA HEADQUARTES " y (r]
stersnarpene.
WHITESOARD. DOUB:
@ b LESDEDwmn 3 Exn n470EP EAHEADQUARTE} " > 7]
o
Total a4t
Your recuision wil b sert 1 the folowns st of appravers
Approvals

Ploass click on Manage approval 1o add additional appraveris)
Manage Approvals

Notes And Attachments

Click on the pencil symbol for the line required to be amended or changed.

If more than one line needs to be changed click on the tick box to the left of all the lines that
need amended or changed. Click on the update line pencil on the first (top) line.

The Update Line screen opens. Scroll down to Billing. To enter the Area code click on the
magnifying glass to the right of the code combination line to be amended.

/

Update Line x
§itp CURCOIURUYE
Stationery and Contact Name EAORDERS, EA ~
Category Consumables. Stationery and
Office Requisites Phone
Fax
* Quantity 200 .
Email ifsteamtest@yahoo.com
Unit of Measure Each
. Supplier ltem 70326-710
Unit Price 0.1
Amount 20.00
Cumrency GBP
Notes
Note To Buyer Note To Supplier-Line
Billing
2
Line XXEA_Accounting_Flexfield Project Task Expenditure Type gxpen:dltl{re
rganization
1 01.52102.N.3605.00000.0000.0000 = a a g
EA.COST CENTRE RESOURCE FINANCE FUNCTION. PROJECT AREA SPARE v
< >

The Search and Select: XXEA Accounting Flexfield screen appears. Overwrite the default
code in the Area field and click on Create. This will create a valid code combination. Click on
Select
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Search and Select: XXEA_Accounting_Flexfield

Cancel Select

Search
*EA Q
* COST CENTRE 52102 Q
ntegrated Financial Systems [iFS)
“RESOURCE N Q
Maon Delegated
“FINANCE 3605 Q,
Staetionery & Office Requisites
* FUNCTION 00000 Q
Default
*PROJECT 0000 Q,
Default
*AREA 1020 Q,
Department 20
* SPARE D000 Q,

Default
Search Clear

Results
Create |

Select Code Combination

(®  01.52102.N.3605.00000.0000.1020.0000

Cancel Select

If correct codes are now in place, click on Apply

Update Line X
Note To Buyer Note To Supplier-Line ~
Billing
=+
Line XXEA_Accounting_Flexfield Project Expenditure Type Expen:dltu_re
- - Organization
1 01.52102.N.3605.00000.0000.102( =5, Q 2 \
EA.COST CENTRE.RESOURCE FINANCE FUNCTION FROJECT AREA SPARE
@ TIP Total allocation must equal 100% of the selected line values.
[] Apply this Cost Allocation infermation to all applicable reguisition lines
W
Close Apply
< >

If you forgot to click all the lines earlier in the Edit and Submit Requisition screen & wish to apply the
Area code to them all, tick the box beside Apply this Cost Allocation to all applicable lines. Click on

Apply

This returns you to the Edit and Submit Requisition screen. Click on Submit
The requisition has now been submitted to the Approver for approval

84



APPENDIX C - Estimate Requisitions

There may be occasions when you need to create a Requisition for an estimated quantity of goods that
aren’t on contract. (Full details on how create a non catalog request is detailed in the EA iProcurement

Requisitioner users guide)

Note: Depending on the goods being requested or if you are unsure how to requisition a particular type

of service you should contact Procurement first.

Procurement have advised that one requisition is raised per photocopier with a separate lines for
black/white and colour copies.

e.g.
Description Category Quantity | Unit of Measure | Unit Price
Photocopier charges for | Business 10000 Each 0.02
photocopier Rx2343 Services.Photocopying
Estimated usage Charges
Black/white copies for
April 2019 — March
2020
Photocopier charges for | Business 2000 Each 0.04
photocopier Rx2343 Services.Photocopying
Estimated usage Colour | Charges
copies for April 2019 —

March 2020

1. Creating requisition

Click the ‘Non-Catalog Request’ link in the iProcurement Home page.

Within the Item Type select ‘Goods | can provide description, rate and quantity’.

Shop | Reguisitions

Home | Shopping Lists

Non-Catalog Request

* Indicates required field

* Item Type

Receiving Feedback

Non-Catalog Request

Procurement

* L Goods or Services.| can provide description and Total Amount
Item Description | zpods | can provide description, item price and quanti
Services.| can provide description, rate and quantity
T

* Category
* Quantity
* Unit of Measure

* Unit Price

* Currency  GBP[¥]

Q

CPA
O MNew Supplier

* Supplier Name

* site

Contact Name

Phone

Supplier ltem

Enter the desired information into the Item Description field giving as much detail as possible e.g.
Photocopier serial number, estimated copies for the require period e.g. April 2019 — March 2020,
black/white or colour copies etc.
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Shop Requisiions Receiving Feedback

Home Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates required field

* ltern Type  Services.| can provide description, rate and quantity ,;1,;

* ltem Description |Photocopier charges for
Photocopier RX2343 Estimated
usage BlackWhite Copies for W

s

Enter Category using the picklist, click on the magnifying glass to ‘search and select’ the relevant
Category.

Shop | Reguisitions Receiving Feedback

Home | Shopping Lists Mon-Catalog Request

Non-Catalog Request

* Indicates required field

* Item Type Services. can provide description, rate and quantity [
* Item Description |Photocopier charges for D}
d

Photocopier RX2343 Estimat
usage BlackWhite Copies f

* Category f-J\
* Guantity
* Unit of Measure Q,

* Rate per Unit
* Currency  GBP[v]

Choose ‘Description’ in the Search By field. Enter a partial valid value e.g. “Photo” for Photocopying in
the adjacent field e.g. %Photo%. Click ‘Go’.

Search and Select: Category Cance] | Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go” button.
Search By Category Business Services.Photocopyl | Go

Results

Quick Select Category Description - Commodity -~

:; Business Services.Photocopying Charges Business Services Photocopying Charges
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Click the Quick Select button against the required category.
The Category field will be populated.

Enter the estimated quantity required in the Quantity field.

Shop | Requisitions Receiving Feedback

Home Shopping Lists Mon-Catalog Reques

Non-Catalog Request

* Indicates required field

* jtem Type Services.| can provide description, rate and quantity ﬂ [
* ltem Description Photocnpie}r(fgnarges for

L

Photocopier/RX2343 Estimated
usage Blac)White Copies for W

*CﬂtEﬂDrjl' Business Services.Photo Q
* Quantity 10000

Enter the required UOM search field e.g. Each. ‘Amount’ should never be used.

Shop Requisiions Receiving Feedback

Home | Shopping Lists Non-Catalog Reques

Non-Catalog Request

* Indicates required field

* item Type Services.l can proyide description, rate and quantity
* Item Description |Photocopier chazr%es for

<]
=

Photocopier RX2p43 Estimated
usage Black\White Copies for

* Category  Business Serviges.Photo Q
* Quantity 10000
* Unit of Measure  Each Q

* Rate perUnit  0.02

Enter the rate for one item e.g. per copy (before VAT and including any discount) into the Rate per Unit
field. Enter a valid value e.g. “0.02".

Search for Supplier’s Name by clicking on the Magnifying Glass and ‘Search and Select’. If unsure of the
Supplier’s name contact the Procurement section.
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Click on ‘Add to Cart’ for required items. The Item, quantity and unit of measure will be displayed in

the ‘Shopping Cart’ on the right of the screen.

Non-Catalog Request Clear All || Add to Cart

* Indicates required field

*ltem Type  Services | can provide description, rate and quantity ¥ @ CcPA Q
* Item Description |Photocopier charges for A O New Supplier
Photocopier RX2343 Estimated * " a
usage Black/\White Copies for v Supplier ;lalne CALVERT OFFICE EQU a
, &
* Category  Business Services.Photo Q. Site | ORBY LINK
* Contact Name EAORDERS, ORDERS
Quantity 10000
® Phone
Unit of Measure  Each Q i
Supplier ltem

* Rate perunit | 0.02
* Cumrency  GBP[¥]

Clear All | Add to Cart =
Shopping Cart
Your cart contains 1 line.

Recently Added Lines

Photocopier

cha.. 10000 Each

View Cart and Checkout

Repeat for further items e.g. colour copies by overtyping the description, updating the quantity and
unit price and ‘Add to Cart’ until the Shopping Cart is filled with the items you require.

Non-Catalog Request

* Indicates required field

* Item Type Services.| can provide description, rate and quantity ﬂ @ CPA Q
* ltem Description |Photocopier charges for ~ O MNew Supplier

Photocopier RX2343 Estimated ® . a
usage Colour Copies for April W Supplier :ame CALVERT OFFICE EQUY, &
3 Q

* Category  Business Services.Phota @ Site | ORBY LINK

* . Contact Name EACRDERS, ORDERS
Quantity 6000
Phone

* Unit of Measure  Each Q

Supplier ltem
* Rate per Unit  0.03

* Currency  GBP[v]

Click on ‘View Cart and Checkout.
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Shopping Cart

Shop | Requistions Recewing  Feedoack

Homa | Shopping Lsts | Non-Catalog Request

Non-Catalog Request
* Indicates required el

* ltom Type  Services | can provide descriphon, rate and Quantty ~w CPA a e s

* ttem Description | Profocopier charges for A O New Supplier
Photocopier RX2343 Estmated . ¢
Colowr Copies for Apnl . W Suppiler :-m CALVERT OFFICE EQU A
* Category  Business Servces Photg G Site  ORBY LINK 3 i
* Quantity | 6000 Contact Name EAORDERS, CROERS
* Phone
Unit of Measure  Each q Delivery Billing
Supplier ftern T

* Rato por Unit 003
* Currency  G8P[¥]

Sugq
« will ba recaiver for goods

Line Item Description Unit Quantity Price  Amount (GBP) Delete

Total
Click on Edit 1o Add Additional Approver and Other Details

Continue Shopping Edit save Submit

Complete checkout of requisition.

2. Informing Supplier of copies used and receipting in iProcurement.

You will still provide the number of copies (clicks) to your supplier in the manner that you currently do
e.g. emailing supplier. This enables the supplier to invoice EA for the number of copies used.

It is important to receipt in iProcurement the number of copies that you have received i.e. told the

supplier you have used. (Full details on how to receipt a purchase order is detailed in the EA
iProcurement Requisitioner users guide, Receipting)
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APPENDIX D — Encumbrance Reports — Schools

An encumbrance is created when a purchase order has been approved (and sent to the supplier).

The rationale is that once the purchase order has been sent to the supplier, EA has an obligation to pay
the supplier once the goods are delivered, so the budget is already committed.

When the goods are received and receipted on the system, the actual expenditure is recorded on
reports and the encumbrance is reversed.

There is a new version of the budget and expenditure report called LMS B&E with Encumbrances
which includes encumbrances.

This means that when you order goods to the value of £100, your reports will look like this:

Budget Expenditure Encumbrance Balance Available
1000 0 100 900

When you receipt the goods, it will look like this:
Budget Expenditure Encumbrance Balance Available
1000 100 0 900

An Encumbrance is created when a Purchase Order (PO) has been raised but the goods have
not been receipted on the system. The Encumbrance column displays the total outstanding
encumbrance for the school (i.e. from December 2016 to date). On receipt the encumbrance
becomes an actual; the value in the encumbrance column is reduced and the value in the
spend column (for that period) increases.

A PO will remain as an outstanding encumbrance if it is not receipted on the system. If for any
reason all or part of the goods will not be received by the school, the school should contact the

Procurement section and ask for the PO to be closed. This will clear the encumbrance value.

Encumbrance reports

Navigate > Oracle Financials > EA School Principal — 12345 > OBIEE > OBIEE Dashboard >
Dashboard > School Principal. The reports appear in tab form. The encumbrance &
iProcurement reports have been added after the current reports.

1. LMS B&E with Encumbrances Report

1.1 Navigate to the LMS B&E with Encumbrances tab. Like the standard B&E report, this
report is designed to be run for the full year and, on opening, automatically runs for the
current year. If your school is using iProcurement this version of the B&E is recommended
for use.

Please do not select a Fiscal Period. Selecting 1+ Fiscal Period returns misleading data for the
Annual Budget and Encumbrance columns, i.e. data for the selected periods only, not to date.
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ORACLE Business Intelligence

School Principal

LMS B&E DTR Staff (Delegated) Staff (Non-Delegated) cK LMS B&E with Encumbrances Encumbrances Requisitions

9

Fiscal Year [2019 =] Fiscal Period x| Cost Centre Name [21962 - EA Test Scho x| Res D =l Function | area =

Apply Resstw

V' searching... To cancel, click here.

1.2 To process this (or any) report by school department:

» allow the report to complete for the year (this retrieves the data for all the school)
» click on ¥ arrow beside the Area filter and the available departments will be displayed
as shown below

j Area ﬂ
[] 0DOO - Default
[]1002 - Departme o)
[] 1003 - Departme

[ 11005 - Departme
1006 - Departme
[[] 1007 - Departme , ,
[ ]1025 - Departme

< 2

=earch...
lar TPIS Encomprance1otal to |

|

» tick v the relevant department and click on Apply

» To view a sample report click below
LMS B&E -
Encumbrance TESTLC

2. Encumbrances Report

Navigate to the Encumbrances tab. This report automatically runs for all open encumbrances
for the school. The total amount outstanding should equal the total encumbrance on the B&E
» To view a sample report click below

Encumbrance
report TEST DATA.xls

If you wish, this report can be filtered by Finance, Resource, Function, Project or Area (department)
When you first run this report, it may show very old encumbrances. The most likely explanation for this
is that a Purchase order was raised on the system, but the goods were not receipted and the invoice

was paid without matching to the PO. We recommend that you review any old purchase orders on the

91



report and, unless you know that you are still expecting to receive these goods, ask Procurement to
cancel the old order. This will remove it from your encumbrances on both reports.

3. Requisitions Report

Navigate to the Requisitions tab. This report automatically runs for all Requisitions that have
been raised on the system since the beginning of the current financial year. It is sorted by area
(department).
» To view a sample report click below
X
Requisition report
PO TEST DATA.xlsx

This report is designed to let individual department heads monitor their in year expenditure in
order to manage their budgets. Note that any requisition that has not yet been approved or
has been returned by procurement will not appear on this report.

If the requisition has already been turned into a Purchase order, the details of the purchase
order will also be shown on the report.

You can choose to run the report by individual area (department) or for a number of different
departments (selected individually from the picklist).

4, Features of OBIEE Reports

Note the following features on all the reports:

1. All reports can be exported to Excel and sorted to suit

2. Allreports are ‘live’ and include data in the current period, up to 6pm on the previous
day. Remember that you need to wait until the next day to see transactions that you
have processed.

3. The report will automatically run each time you open it. Any changes you made in the
past will not be retained.
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