EDUCATION AUTHORITY

iIProcurement
Approver’s User Guide

2019

Requisition/Order Queries: Tel. 028 9056 6499 or Email procurement@eani.org.uk
System/Login Queries: Tel. 028 9056 6478 or Email ifs.queries@eani.org.uk

iProcurement Accounts Queries: Helpdesk Tel. 028 9056 6233 or Email
accounts@eani.org.uk

This is a Training guide for the EA iPROCUREMENT module for the Education Authority.
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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. Click on the icon.

The following screen will appear:

ORACLE’

User Name

Password

con [ e

Login Assistance

Reqister here

Accessibility

None v

Language

English v

> Enter ‘User Name’; this will be your employee number.

» Enter ‘Password’ (passwords are case sensitive and must be 5+ characters). 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.

» 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). [Note: if you have not setup your email
notifications please access the ‘First Logon Change Notification Method’ user guide on the EA
Intranet]



.int.erp-sop.co.uk/04_HTML/O

Q-

OAFunc=0OANEV O ~ @ € H & Home ‘ |

ORACLE E-Business Suite
Home
Navigator Worklist
Personalize Full List (8)
HeSgm
» i t
3 EA Frocurement From 2= Type <= Subject == Sent¥  Due <
b EA School Ad -20431
/ Ex chool Admin SMITH, JANE Requisii. ::;Qeess Requisition 10181 has been 17.40.20
» B3 EA School Income Purchase Requisition 10187 has been
SMITH, JANE Requisiti.. approved 17.10.20
WHITE, JOHNATHAN Requisiti. g;‘;g\f:de Requisition 10182 has been 17.10.20
List of Responsibilities
p WHITE, JOHNATHAN Requisiti. Purchase Requisition 10184 has been 17.10.20
approved
Purchase Requisition 10183 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20
Purchase Requisition 10186 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20
Purchase Requisition 10185 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20
Purchase Requisition 10188 has been
WHITE, JOHNATHAN Requisiti. approved 17.10.20

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

1.2 Navigating iProcurement

Navigator /Responsibilities

> Click on a responsibility within the ‘Navigator’ section. The menu of functions available
within that responsibility will be listed

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

Navigator Worklist
Personalize Full List (8)
) Hebaym
< B EAiProcurement From -~ Type <~ Subject -~ Sent¥  Due -~
iProcurement Home Page SMITH, JANE Requisiti.. :;;Seess Requisition 10181 has been 17.10.20
» B EA School Admin - 20431 Purchase Requision 10487 has b
urchase Requisition as been
» BE EA School Income SMITH, JANE Requisiti... approved 17.10.20
Purchase Requisition 10182 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20
.. Purchase Requisition 10184 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20
...  Purchase Requisition 10183 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20
Purchase Requisition 10186 has been
WHITE, JOHNATHAN Requisiti.... approved 17.10.20
. Purchase Requisition 10185 has been
WHITE, JOHNATHAN Requisiti... approved 17.10.20
Purchase Requisition 10188 has been
WHITE, JOHNATHAN Requisiti approved 171020

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

> Click on one of the function links to open a responsibility, e.g. EA iProcurement Approver.



Drill Down feature

> A useful feature within iProcurement is the ability to drill down and back up to view full
transaction history and associated transactions e.g. receipts, invoices, payments, etc.
Click on anything that is hyperlinked (highlighted blue) to view further information e.g.
Order Number will enable you view the Purchase Order, Invoice amount hyperlink will
enable you to drill down to the Invoice and even right down to the payment.

> You can drill up and down within iProcurement including viewing the full action history

showing who completed the transaction and when.

e.g. drill down from order number down to payment. Click on the hyperlink of the individual order

number.
ORACLE Pocurement

Lo s rzssens @

Shop  Requisinons

wfcations | Approvals

Requisitions

Views

View  Araursions | Have Ago

3 Inctesnes requ

Select requisinon: | Copy ToCan | Cancel Requisition |

Seloct Requisition .. Description

ok dne o king st £, yilow, §

racty. OLK BC45

rgs, iockabie with 2

Total Quantity . A

-3

25080 b= a

ary
Cancalled Crun

Search

OJ:"W Croation Dato Status - Order

You can click on the Received amount to view receipt details and continue to drill down to further

information (see screens below)

Requisiions | Notifications

Requisitions: Approvals =

Standard Purchase Order: 100051, 0 (Total GBP 1312.00)

Currency= GBP

Order Information

Approvals

Actions View Receipts | v

General Terms and Conditions
tal 1312.00
Total 1312.00 Payment Terms 30 Days Nett Received 121200
Supplier EXCITE PROMGTIONAL Carrier Invoiced  1312.00
MERCHANDISE * FOB Payment Status Fsid
Supplier Site LISBURN Freight Terms
Supplier Contact EA, ORDERS Shipping Control
Address 4 FERGUSON DRIVE
KNOCKMORE HILL INDUSTRIAL Ship-To Address
ESTATE
LISBURN, BT28 2EX Address 64 OLD MOUNTFIELD ROAD
Buyer JACKSON, Mrs SARAH OMAGH, BT79 7TEG
Order Date 14.09.2016 16:04:01 i
y Bill-To Address
Description
Note to § Stallrjs Approved Address Forestview
jote 1o Suj ier
ppiie Belfast,
Operating Unit  Education Authority OU

Go Ok




i | e

Requisitions Motifications Approvals

Requisitions: Approvals =

Receipts for Standard Purchase Order: 100051

ORACLE iProcurement

Shop | Requisitions

Requisitions Motifications Approvals

Requisitions: Approvals = Requisition Details > View Order Details = View Invoices > Invoice Details =

Payment: 48 (Total GBP 1574.40)

Payment Date  21.09.2016
Method Electronic
Status Negotiable
Status Date  21.09.2016
Remit-to Supplier EXCITE PROMOTIONAL MERCHANDISE *
Remit-to Supplier Site LISBURN
Included Invoices
He
Invoice -~ Invoice Date - Type Currency
PGC2 20082016 Standard GBP

Amount 2. Status

1574.40 Approved

Supplier Site

Bank Account

Payment Status
Paid

Export
HeoEH~ My
Receipt ~~ PO Number -~ Line -~ Shipment Description UOM Ordered Returned Recei\:‘:; Accepted Defects Location Receipt Date -~ Promised Date -~ Need-By Date - Performanc
PROMOTIONAL
ITEM 162408 -
TELEPHONE
MAGNET, Multi, with
52 100051 2 1 Student Finance NI Pack 1.0 1 oo SISB!aEN ggg 3215 5820925815 On-Time
Logo, Web address - e
and Telephone
number. Per Pack of
500
PROMOTIONAL
ITEM 04060257 -
STRESS PIG, Pink
52 100051 1 1 with Student Finance  Pack 1.0 1 0.0 Séﬁag” 1;33 321 5 Eggg 5815 On-Time
NI Logo and Web - a
address. Priced Per
Pack of 500
PROMOTIONAL
ITEMS 131457 -
BALLPEN
CONTOUR DIGITAL,
52 100051 5 1 White/Blue with  Pack 10 1 00 SO |rmoa20ts Deante on-Time
Student Finance NI N o
Logo and Web
address. Priced Per
Shop | Requisitions
Requisitions Notifications Approvals
Requisitions: Approvals > Requisition Details > View Order Details =
Invoices for Standard Purchase Order: 100051 Export
i
o
Supplier Amount On  Payment Remitto Wenfx® PO
Invoice -~ Invoice Date =~ i " i i
Type  Supplier Site Currency s Due Status Hold Status Suppller g;zpller Due Date Payment Number Receipt Attachments
EXCITE
P2 20.09.2016 Standard PROMOTIONAL LISBURN GBP 1574.40 0.00 Approved Paid 20.10.2016 48 100051
MERCHANDISE *
Return to View Order Details
Requisitions. Notifications Approvals
Requisitions: Approvals = Requisition Details = View Order Details = View Invoices =
Standard Invoice: PO2 (Total GBP 1574.40) Export
Currency= GBP
Payment Information
General Amount Summary Paid 157440
Discount Taken 0.00
Invoice Date  20.09.2016 Item 1312.00
N Due 0.00
Status Approved Freight 0.00 )
On Hold Miscellanecus  0.00 Status - Paid
N Payment Date 21.09.2016
Batch KC PO 2nd Tax 26240 (i)
Attachi ts N Pi it 0.00 Payment 22
chments  None repaymen Term 30 Daye Nett
Supplier EXCITE PROMOTIONAL MERCHANDISE * Retainage 0.00
Supplier Site LISBURN ‘Withholding Tax 0.00
Address 4 FERGUSON DRIVE Total 1574.40
KNOCKMORE HILL INDUSTRIAL ESTATE
LISBURN, BT28 2EX
Invoice Lines = Scheduled Payments  Hold Reasons
He
R o N Tax " PO PO PO -
a S S o~
Line & Type < Description Qty UOM Price Included Amount - Retainage Status Number Line Shipment Buyer Receipt
PROMOTIONAL ITEM 04060857 - STRESS PIG, Pink with Student JACKSON, Mrs
1 ltem Finance NI Logo and Web address. Priced Per Pack of 500 1|Pack |410.00 410.00 0.00 Approved 100051 ! 1 SARAH
e R e e e e e e = = — —

Export

EXCITE PROMOTICNAL MERCHANDISE *
LISBURN

4 FERGUSON DRIVE

KNOCKMORE HILL INDUSTRIAL ESTATE

Supplier

Address

LISBURN BT23 2EX
EA General Payments

Payment PO Number Attachments

1574 40 100051

Receipt




Browser ‘Back’ Button

» Do not use the ‘Back’ button within Oracle. To navigate within the screens ‘return’
message links are found at the bottom of the screens to return to the previous page, or
follow the directions of the transaction e.g. ‘Ok’, ‘Submit’ buttons.

Address 4 FERGUSON DRIVE
KNOCKMORE HILL INDUSTRIAL ESTATE
LISBURN, BT23 2EX

Return to View Invoices

Vacation Rule

Total 1574.40

Invoice Lines  Scheduled Payments  Hold Reasons
He=
A . a Tax s PO PO PO p
FS S & S

Line 4 Type <= Description Qty UOM Price ] Amount <= Retainage Status Number Line Shipment Buyer Receipt
PROMOTIONAL ITEM 04060857 - STRESS PIG, Pink with, JACKSON, Mrs

1 ftem Finance NI Logo and Web address. Priced Per Pack of 1 Pack 410.00 410.00 0.00 Approved - 100051 1 1 SARAH
PROMOTIONAL ITEM 162408 - TELEPHONE M, ET, Multi, with JACKSON, Mrs

2 Iltem Student Finance NI Logo, Web address and T hone number. Per 1 Pack 99.00 99.00 0.00 Approved 100051 2 1 i

SARAH

Pack of 500
PROMOTIONAL ITEM 139364 - FLIP, BILE PHONE HOLDER, JACKSON, Mrs

3 Iltem Blue with Student Finance NI Lo Veb address and Telephone 1 Pack 410.00 410.00 0.00 Approved 100051 3 1 SARAH .
number. Priced Per Pack of 5|
FPROMOTIONAL ITEM 63#512 - DUO HIGHLIGHTER, White with JACKSON, Mrs

N M student Finance NI Lpdf and Web address. Priced Par Pack o500 | Fack 27800 2re00 0.00 Approved 100051 4 1 SARAH
PROMOTIONALATEMS 131457 - BALLPEN CONTOUR DIGITAL, JACKSON, Mrs

5 Iltem ‘White/Blue Student Finance NI Logo and Web address. Priced 1 Pack 114.00 114.00 0.00 Approved 100051 5 1 SARAH '

500
il - UK-VAT 262.40 0.00 Approved

» A Vacation rule can be created to handle your notifications automatically when you are
not available to manage your notifications directly, such as when you are on leave. You
can setup rules to send the notification automatically to another Approver (with the same
Approval limits) for a period of time.

\

(<13

ORACLE' E-Business Suite

@ nttpsy/ebs.int.erp-sop.co.uk/ \A_HTML/OAJSpTOAFuRc=OANEY O ~ @ & H & Home | |

Home
Navigator Worklist
Personalize Full List (8)
HeEaym
4 Bm EA iProcurement From < Type <~ Subject = Sent ™  Due -~
[E iProcurement Home Page SMITH. JANE Requisit Purchase Requisition 10181 has been 17.10.20
» Em EA School Admin - 20431 ipprf:ved Requisiion 10187 has b
. urchase Requisition as been
» Bm EA School Income oI JANE Requisit-- opproved 710.20
. Purchase Requisition 10182 has been
ITE, JOHNATHAN Requisiti... approved 17.10.20...
N Purchase Requisition 10184 has been
WH\TE, JOHNATHAN Requisiti... approved 17.10.20...
N Purchase Requisition 10183 has been
WHITK, JOHNATHAN Requisiti. approved 17.10.20
. Purchase Requisition 10186 has been
WHITE,VOHNATHAN Requisiti... approved 17.10.20...
N Purchase Requisition 10185 has been
WHITE, JQHNATHAN Requisiti... approved 17.10.20...
Purchase Requisition 10182 has been
WHITE, JORATHAN Requisiti... approved 17.10.20...
@ TIP Vacation Rules - Redirect or auto-respond to notifications.



2. APPROVALS

The Approver (Budgetholder) can approve a requisition submitted to them by logging into Oracle or
directly via their email. An Approver is setup in Oracle with an Approval limit as directed by Finance.

21 Approve Requisition Within Oracle Worklist

2.1.1 Arequisition can be approved within the Worklist in the Oracle Home page.

ORACLE’ E-Business Suite
Home
Navigator Worklist
Personalize Full List (1)

HeS#-m ®

» B EA iProcurement Approver From - Type < | Subject = Sent¥  Due -

. Action Required: There is an Oracle requisition no. 10178 awaiting your

SMYTH, HEATHER Requisiti. approvalirejection 25.11.20... 26.11.20..
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

2.1.2 Open the notification by clicking on the subject link of the requisition that requires approval.

2.1.3 The notification will contain the Requisition details including Total, Accounting Charge
Account and the Approval Sequence. If there are any Notes to Approver (Justification) this
will be details in the Note field.

2.1.4 The original requisition can be viewed by clicking on the ‘View Requisition Details’
link in the Related Applications section of the screen. The ‘Edit Requisition’ link will Note to Approver if

display an error message if clicked as an approver is unable to edit a requisition. entered will be
displayed here.

[——— 1
Requisitons
Nolifcatons
yisitions: Notcabons > |
Actlon Required: There Is an Oracle requisition no. 10194 awalting your approvalirejection Approve  Approve And Forward  Forward  Reject  Requést temation
From  PINK, ROBERT Description  Bryw X 2m grengon. Priced pof sheel
To Wi Réquisiion Totsl 13
Send 17 Kon-Recoverabile Tax .00 G
Duw Anschments
0 3673
Requisition Lines
Hes4.m
Line  Descripti Supplivr Account Code Unit Craantity Price (GBF) Delivery
1 Phywoed 15 on. Priced per sheet BMCCAFFREY & SONSLTD 120431 D4 Esch 8 235 EATEST
Approval Sequence
Action Nate
Sutenitied
Pandng
Related Applications
-

Related Applications

[E Edit Requisition

|_°| View Requisifion Details



2.1.5 The Approver can action the Requisition by clicking on one of the following buttons:

2.1.6 If the action is ‘Approve’ go to Step 2.1.14.
2.1.7
13& 2 hitps ¢ rp-sop. ek OA_HTHA wesFHD O = @ © | & Hotiication Detals

A.c.tlx;r.t R;.ql.l.il.nd: .Tnere is an Oracle reg no, 10194 your appr

Response

Requisition Lines

prg ROk - L
Line  Description Supplier

< 150mim x 2m dimaerson. Priced per sheet B MECAFFAEY & SONS LTE

Related Applications

it Requistion

Approve

>
> Approve and Forward (Approve Requisition and forward to another Budget holder)
» Forward (Does not Approve but forwards Requisition for Approval to another

Budget holder)

> Reject (Rejects Requisition and returns it to the Requestor)
» Request Information (Sends a notification to the Requestor requesting further

information)

The ‘Approve and Forward’ and ‘Forward’ action requires the name of the Budget holder
who it is being forwarded to needs be entered in the ‘Forward To’ field.

Non-Recoverable Tax 0,00 8P
Atlachmsenls

Approve  Approve And Forward | Forward  Rolect  Request information

Unit CGuantity Price (GBP) Delivery Location

Cach 225 EATEST PILOT SCHOOL

Related Applications

|5 Edit Requisition

.j Vigw Requisition Details

Forward To  All Employees and Users ﬂ
Note

An error message will be displayed if you click ‘Edit
Requisition’ as an approver is unable to edit, only
approve within iProcurement (Audit segregation of

duties).

2.1.8

Bamprp 9 @%rox

Click on magnifying glass to
search for employee for
forward to.

Use the magnifying glass to ‘Search and Select’. Enter first few digits or full surname of the
Approver to forward to, click ‘Go’. Click on the ‘Quick Select’ icon to the left of the relevant

Name shown in the screen below.



LESLUPUUIL CIyWUUU IDIIEA 0 UIIEUSIVIL CILEU PEl 3lIgsL

(& https://ebs.nt.erp-sop.couk/?_t=fredRC&enc=UTF-B&_minWidth=7508: minHeight=5508onfighame=0ACo - Interne... =] = e S|

Search and Select: User or Role 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 Name ﬂ smith Go
Results
Select Uik yome User Name Email
Select
2 SMITH, JANE 12345780 ifsteamtest@amail.com
® SMITH, MARK 31007333 itsteamiesi@amail com

2.1.9 The Name will be populated in the ‘Forward to’ field. Enter a message to the person in the
‘Note’ field if required.

‘Note’: Alternatively a message to the
Requestor can be entered here if you
plan to click ‘Reject’ or Request
Information’ button

Note

Response

2.1.10 Click the relevant Action e.g. ‘Approve’ or ‘Approve and Forward’, etc.

Approve Approve And Forward Forward Reject Request Information

2.1.11 The Notification will be removed from the Open Notification page. A notification will be
sent to the Requestor that the Requisition has been approved.

shop  Requisitions

Motifcations

View  Oen No s [v¥] Go

Salect Notifications: Open  Defegate  Ciose | 3] 2 A &3 » [

Salect From Type Subject 2 Sent ¥ D
FINK. ROBERT Requistion Action Reguined: Thers is an Oracie equistion no. 10762 awaiting your 3porovalTeiecton 102
e TIP Vg aion Rues - Rednect of aLo-respond i notfications.

2.1.12 A notification (worklist and email) will be sent to the Requestor that the Requisition has
been approved.



2.2

2.2.1 Click on to the EA iProcurement Approver r

Oracle Home page.

Approve Requisition Within EA iProcurement Approver Responsibility

esponsibility in the ‘Navigator’ section of the

Home

Navigator Worklist

ofle @

From

5 TIP Vacston Ruis - RegPect or Suc-fespond o nobfications

2.2.2  Click on to the Requisitions tab.

Full List {2}

Sem ¥ Due

181020

Shop  Requsitons
Stores

Search  Main Store [~

Stores

My Requisitions

Ho @y m
Requisition

s resuls found.

Description Total [GEP) Statiis

2.2.3

Full List

Wieleorme e the Euusation Authuity

Change: Expriss Recobve

Click on Notifications to view Requisitions requiring Approval.

FOUCATION AUTHORITY PROCURTMINT
REWS

5 Requisisens

Requisivons | Notdcations | Approvals

Requisitions

Views

Sy M
Requisition
3 rESURS o

Description Total Quaritity Gty Defivieed

1

2.2.4 Alist of notifications will be displayed.

snop | Requisitions

e Nolifications | Approvas
View Open Nolications  [] | Go
Seloct Notifications:  Open  Delogate  Chose | 2 2 @ {F v
Select From
PINK. ROBERT no

PiNK. ROBERT

2.2.5
require action.

r approvalireiection

aty Cancelled Opén Quantity Creation Dato Status Order

provalingjoction

The View ‘Open Notification’ will default. This means that it is only showing requisitions that

2.2.6  Open the notification by clicking on the subject link of the requisition that requires approval.

10



Shop  Requisisons

Molifications | Apgrovals

Ftsausitions: NotStabons >

From

To Requisition Total

Senl Won-foecaverabie Tax
Due 1810.2016 163740 Alschments
[
Requisition Lines

Mool B
Line  Deseription Supplier
1 Phywete 15mm a 2m diménson. Priced o theet B NCCAFFREY & SONS LTD

Approval Sequence

Related Applications

Description Py

Action Required: There is an Oracle requisition no, 10194 awaiting your approvalirejection

Smem x 2m drwnson. Priced per sheet

Account Code

O1-2041-D458

Action
Sutertivd

Pancing

Approve  Approve And Forward  Forward  Heject  Regquest fonmation

Unit Cuiartity Price (GBP) Delivery Location
Lach i 225 £A TEST PILOT SCHOOL

Action Date MNato

Note to Approver if
entered will be
displayed here.

2.2.7 The notification will contain the Requisition details including Total, Accounting
Charge Account and the Approval Sequence. If there are any Notes to Approver
(Justification) this will be details in the Note field.

2.2.8 After reviewing the Requisition details, click on the appropriate action e.g. ‘Approve’,

‘Reject’, etc.

11



23 View Requisitions That You Have Approved
2.3.1 Click on to the EA iProcurement Approver responsibility.

2.3.2 To view the Requisition that you have Approved, click on the ‘Approvals’ link

o Requisisons

Requations | Meaficators | Approvals

Requisitions

Search

Views

View ~| G

g changn enques
Select Ruquisition Dencription Total Uuantity Uty Dulivered Gty Cancelled Opun CQuantity Creation Dale Status Ouddur
o rests found

2.3.3 Click on the arrow to the right of the View field, select ‘Requisitions | Have Approved’ and
click ‘Go’. The list of approved requisitions will be displayed below, including the Purchase
Order number, and Quantity Delivered (populates once receipted).

Search
button

Views

ity ey Opan -
Total Guantity  popoced  Cancelled  Guantiy Cretion Date ™ Status - Order

2.3.4 The Purchase Order can be viewed by clicking on the ‘Order’ number hyperlink.

Q@

ancelled Quantity Creation Date ™  Status -~ Order

1] Approved

A7 102016 12:42
o 1 17.10.2016 12:24:. .
o 0 17.10.2016 12:09:. . Approved 1002
o 10 17.10.2016 12:08-. . Approved 1002
o 100 17.10.2016 12:07:... Approved 1002...
o 0 17.10.2016 11:59:. . Approved 1002

12



2.3.5

Regusions, Rugquistons > Aegursdons Search =

Standard Purchase Order: 100051, 0 (Total GBP 1312.00)

Cumency= G

Order Information

General

Tatal
Suppiisr

Supplier Sita
Supplier Contact
Address

Eyer
Ordor Date
Deacription

Suus

Note 10 Supplier
Operating Wit
Supplier Ordor Rumbs:
Attachments

PO Details

Hz

Shorw Al Detsts | Hide AN Detads

131200

FXCITE PROMOTICNAL
MERCHANDESE *
LiSALRN

EA OROERS

& FERGLEON DRIVE

HNOCHMORE HILL INDUSTRIAL
FATATE

LISSURN, BT28 26X
JACKEON, FAH
14.08.2005 15040

Aggroved

Eautaton Aumarty OU

Dotalls Line & Type hemidob Suppliee lem Description

L4 1 Gooas
» 2 Goods
P 3 Ganas
L Godas

Actions View Recects [w] | Go

Terms and Conditions Seay

Payment Terms 30 Duays Nett
Camiar Invosced
FoR Payment Slatus

Freight Terms
Shipping Control

Ship-To Address

Address &4 OLD MCUNTFIELD ROAD
OMAGH_ BT TEG

Bill-Te Acdress

Audiess Forestiew
Deilinl

BOM Qry Price Amount Statss Attachments Reason

OEET0 PROMOTIONAL ITEM 0L0808ST - STRESS 103, Bk wih Shutent Fnance NI Logo and Web dddness. Priced Per Pack of $00 Pak 410 21000 Cosed
LD PROMOTIONAL ITEM 162405 - TELEPHONE MAGNET, MU, with S2i3ent Finance NI Logo, Wab 290re4s and Tekontns numbes, Per Pack of 500 Patk 1 #9900 Gosed
LO5FT-40 PROMOTIONAL ITEM 183364 - FLIP MOBILE PHONE HOLDER Blud with ERuaent Finante N Logo, Web adaress and Telophant rumber Pricec Por Pack of 530 Pack 1
40570 PROMOTIONAL ITEM 605313 - DUO HIGHL £ Whas with S3usent Finance NI Logo and Wb addrss. Priced Pes Pack of 500 Pack 1

Further information can be viewed by clicking on the hyperlink numbers or description e.g.

Invoice value link. Within iProcurement you can drill up and down through the transactions
by clicking on the hyperlinks.

Snop  Requinitions | Recenving
Requisitions  Hoteatons
Fecustions. Requstions = REQUISRONS Search » View Order Detais »
for F Order: 100051 5o
"z
Invoice = Invoice Date = Type  Supplier Supplier Site Currency Amount = Due Status  On Hold Payment Status Remit-to Supplier Remitto Supplier Site Due Date Payment PO Number Receipt Attachments
Po2 X208 Standard EXCITE PROMOTIONAL MORCHANDISE * LISOURN oo 157440 Q.00 Approved Pad 20.10.2016 40 100051
Findurn 10 View Orcier Detaits
Shop  RequISIDONs | Recening
Requisitions sications
Requsitices: Requations » Requistiens Search » View Crder Detais » View Invoises »
Standard Invoice: PO2 (Total GBP 1574.40) Export
Carmencys GEP
Payment informaticn
General Amount Summary Boddl 157440
[ Dase 30092016 Hom 131200 mainer = v
nvice Date a6 om
Due Q00
© ¥ 00
% :x - i e Ada Staus Pad
n iscefiameous 0
Payment Date  21.08.2015
Balch  KC PO Ing Tax 240 ()
Attachment Prepayment 000 i e
mants. Hon ik Term 30 Days et
Supplier EXCITE PROMOTIONAL MERCHANCESE * Retainage 000
Supplier S#e  LISBURN Withholding Tax  0.00
Address 4 FERGUSON DRVE Total 157440
KNOCHMORE HILL INDUSTRIAL ESTATE
LISBURN, 5728 28X
Mvoice Lines | Seheouks HOW R
He
I = Tax i . PO PO PO
Line & Type = Description Qty UOM Price % Amount < Retainage Status s (L L G Buyer Receipt
i PROMOTIONAL ITEM 02060857 - STRESS B3, Pk wit Sludent Fnance NI Logo and Web adaress, Priced Pes o i - S JACKEON, Mrs
X M packof 500 1 Fack 41000 41000 0,00 Aproved 10081 1 e
PROMOTIONAL ITEM 162408 - TELEPHONE MAGHET, Multl with $2:0ent Finance NI Loga, Web addrss and = Y o JACKSON, Mrs
2 Bt Aot Bt Path 61 500 1Pace R0 w00 000 Appesned 100081 1 EARA
F PROMOTIONAL ITEM 185364 - FLIP MORILE PHONE HOLDER, Biuo win Studsst Finance NI Logo, Wed address a 3 00T 3 5 JACKEON, s
3 am oo e Bl 1 Pack £1000 410,00 000 Acgevee 1000851 3 b
" be ROMOTIONAL [TEM GOS012- DUD HIGHLIGHTER, Wit wih Stssnt Finance NI Logo and Weo adaiess IR0 4 py 37900 700 000 Acrmed 100051 4 ' O Ui
. PROMOTIONAL ITEMS 131457 - BALLPEN CONTOUR DIGITAL, Wita/Hls with Scent Finance NI Loga 3nd Web s : i . JACKSON, Mrs
§ BT e Prced Per Packof 500 1PRE 1M 400 OO0 Ao 100051 S i
& TEC LBGCTAX - LMGVAT %240 00 Apgeovad
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2.3.6 Alternatively the Search button can be used to Search for a Requisition that the Budget
holder actioned. Enter search criteria and click ‘Go’. The details will be displayed.

~

snop  Requisitions

Approvats

Rea ons; Approvals >
Requisition Approvals Search

Erfler search crieria and press Bhe Go bulioe: 1o fed the requ

Riequisition Created Ey Requéster

[ Irluge peapis from a8 cepanizasons
Requisition Created  Las Requisition Status Al Statuses ]
Hequisition Numbss: Requisition Descripton

Order Humibser Supplser

Go  Clear

Description Tatal Quantity Qty Delivared Qty Cancollod Open Quantity Croation Diata Status.
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2.4

24.1

2.4.2

2.4.3

244

Approve Via Email
An email will be sent to the Approver (budgetholder) when a requestor submits a
requisition. The email will be displayed within the Approvers Education Authority email

account (eani.org.uk or c2k).

The requisition details will be displayed within the email content, including requisition
number, descriptions, full code combination, price and delivery location for each line, etc.

® Action Required: Action Required: There is an Oracle requisitionfno. 10197 awaiting your approval/rejection (2)

Workflow Mailer - EBSENV1 <ebsenvi®eani.org.uk> 2
This message contains biocked images.  Showlmages Change this setting
From SMYTH, HEATHER
To CAMPBELL, LILY
Sent 03.11.2016 11:10:19
Due 04.11.2016 11:10:19
ID 28758
Requisition Lines
= = A ~ . Price| Delivery
Line Description Supplier Account Code Unit | Quantity (GBP) | Location
WHITEBOARD MARKERS, drywipe, wallet of 4 assorted colours - black, EB ERSKINE & CO | 01-74352-N-3605-00000-
1 |blue, red, green. WB EBZ768 D * 0000-0000-0000 Pack 100 034 GIBSON PS5 MK
GEL INK PEN, medium peint, tungsten carbide ball, seif-clean, level- EB ERSKINE & CO  |01-74352-N-3605-00000-
2 lindicator, red - box of 12. 5 STAR 326602 ' ’ D * 0000-0000-0000 Box 150 0.9|GIBSON PS MK
GEL INK PEN, medium peint, tungsten carbide ball, seif-clean, level- EB ERSKINE & CO  |01-74352-N-3605-00000-
3 lindicator, blue - box of 12. 5 STAR 396793 ' ’ D * 0000-0000-0000 Box 10 0.9|GIBSON PS MK
GEL INK PEN, medium peint, tungsten carbide ball, seif-clean, level- EB ERSKINE & CO  |01-74352-N-3605-00000-
4 |indicator, black - box of 12. 5 STAR 306780 ’ D = 0000-0000-0000 Box 120 0.9|GIBSON PS MK
For Email actions: Approve and Forward/Forward please login to Oracle.
Approval Sequence
Image for document Image for approval path ‘ Image for approval path Image for approval path In Process
CAMPBELL, Ms LILY
Num Name Action Action Date Note
1 SMYTH, Mrs HEATHER Submitted 03.11.2016 11:10:19
2 CAMPBELL, Ms LILY Pending
Related Applications
Edit Requisition Edit Requisition
View Requisition Details vy Requis
Copyright () 1998, 2015, Oracle and/or its affilistes. Al rights reserved.
Please click on one of the following choices to automatially generate an E-mail response. (Do Not Use the 'Forward’ or "Approve and Forward' Buttons).
Please approve or reject this requisition. However, if yol\do not have the authority on the system to approve a requisition of this value, you must forward it by logging into Oracle.
Please approve or reject this requisition.
acion: Approve Approve And Forwakd Forward Reject Request Information
\
Wi [

The approval sequence will be displayed e.g. in this example Campbell , Ms Lily is the
approver who has received this email to approve. If there is more than one approver in the
sequence this will be displayed within the Approval Sequence section.

The requisition can be viewed within Oracle by clicking on the ‘View Requisition Details’ link.
This will open the Oracle logon page and take you straight to the Requisition.
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245

Shop  Requisitions

Requisinons  Nows

Requisition 10142

Description
Status  inProress
Change History Mo
Craaled Oy SMYTH, Mrs HEATHER Urgent Requisition  No
Creation Date  08,10.2016 148,04 Aftachment  Noth
Doliver To 64 OLO MOUNTFIELD ROAD OMAGH, Tyrone, BT78 766 Wots 0 Ruyer
Justiication
Detalls
HaSa~m
Line Description

Need.By Deliver.Ta

ary aty z Amaunt
Unit Quantity Dalk 3 Cancelied Quantity Price (GBP) Detaits Order
e Lambour plastic shutiers. 1

07102076 1358 oo 11786 76,00

and AMB &5

ol 19 SURRAN for S8

After reviewing the details within the email, to approve click on the ‘Approve’ button.

2.4.6 An email opens, click ‘Send’. This sends a message to Oracle to approve the requisition.

= Hd s

FILE MESSAGE INSERT OPTIONS FORMAT TEXT REVIEW

Action Required: Action Required: There is an Oracle requisition no. 10142 awaiting your approval/rejection - Message (HTML)

Cut

e e s 1 ef i . > .
0 ; Calibri -|12 <|K & =iz A |28 ‘3\.@ mJ 0y Q ™ Follow Up
Copy

P - Add Check  Attach Attach Si ! Highlmportance Z
aste aky - . ress ec| ttacl ttac ignature oom
. ¥ Format Painter BIU ¥-A-E "~ 7| Book Names File THem+ - ¥ LowImportance
Clipboard ] Basic Text ] MNames Include Tags s Zoom

To.. ebslive@eani.org.uk
1=1

Ce.
Send

Subject

Action Required: Action Required: There is an Oracle requisition na. 10142 awaiting your approval/rejection

|Action: 'Approve’

If forwarding this document to another person, please enter their user-id
below
Forward To: "'

Note
Note: "'

NID[27522/41366939757659800417669854766840790807 @ WFMAIL]

2.4.7

2.5

An email opens, click ‘Send’. This sends a message to Oracle to approve the requisition.

Reject or Request Further Information Via Email
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2.5.1 Asindicated above an email will be sent to the Approver (budgetholder) when a requestor
submits a requisition. The email will be displayed within the Approvers Education Authority
email account (eani.org.uk or c2k).

2.5.2 Review the details within the Approval request.

® Action Required: Action Required: There is an Cracle requisition no. 10197 awaiting your approval/rejection (2)

Workflow Mailer - EBSENV1 «<ebsenvl@eani.org.uk> @ 3 Novat 11:10 Al 2
This message contains blocked images.  spowImages Change this setting
From SMYTH, HEATHER
To CAMPBELL, LILY
Sent 03.11.2016 11:10:19
Due 04.11.2016 11:10:19
ID 28758
Requisition Lines
A e 3 = s Price  Delivery
Line Description Supplier Account Code Unit  Quantity (GBP) L tion
WHITEBOARD MARKERS, drywipe, wallet of 4 assorted colours - black, EB ERSKINE R CO  |01-74352-N-3605-00000-
L lblue, red, green. WB EBZ769 = 0000-0000-0000 Pack 100 0-34 GIBSON PS MK
GEL INK PEN, medium point, tungsten carbide ball, self-clean, level- EB ERSKINE & CO |01-74352-N-3605-00000-
2 Jindicator, red - box of 12. 5 STAR 396802 LTD * 0000-0000-0000 Box 30 0.9|GIESON PS MK
GEL INK PEN, medium point, tungsten carbide ball, self-clean, level- EB ERSKINE & CO  |01-74352-N-3605-00000-
indicator, blue - box of 12. 5 STAR 396799 = 0000-0000-0000 Box 10 0.9|GIBSON PS MK
GEL INK PEN, medium point, tungsten carbide ball, self-clean, level- EB ERSKINE & CO |01-74352-N-3605-00000-
+ lindicator, black - box of 12. 5 STAR 306780 ' LD = 0000-0000-0000 Box 120 0.9|GIBSON PS MK
For Email actions: Approve and Forward/Forward please login to Oracle.
Approval Sequence
|mage for document Image for approval path Image for approval path Image for approval path 1 oo
CAMPBELL, Ms LILY
Num Name Action Action Date Note
1 SMYTH, Mrs HEATHER Submitted 03.11.2016 11:10:19 v
2 CAMPRFII. Ms I TIY Pendinn
® Action Required: Action Required: There is an Oracle requisition no. 10197 awaiting your approval/rejection (2)
GEL INK PEN, medium point, tungsten carbide ball, self-clean, level- EB ERSKINE & CO | 01-74352-N-3605-00000-
indicator, black - box of 12. 5 STAR 386780 D= 0000-0000-0000 Box 120 0.9|GIHSON PS MK A

For Email actions: Approve and Forward /Forward please login to Oracle.
Approval Sequence

|mage for document Imiage for approval path Image for approval path Image forapproval path 11 procacs
CAMPBELL, Ms LILY
Num Name Action Action Date Note
1 SMYTH, Mrs HEATHER. Submitted 03.11.2016 11:10:19
2 CAMPBELL, Ms LILY Pending

Related Applications

Edit Requisition Edit Reguisition

View Requisition Details  yiew Requisition Details

X nd/or its affiliates. All rights reserved.

Please dlick on one of the following choices to automatically generate an E-mail response. (Do Not Use the ‘Forward' or 'Approve and Forward' Buttons).
Please approve or reject this requisition. However, if you do not have the authority on the system to approve a requisition of this value, you must forward it by logging into Oracle.
Please approve or reject this requisition.

adion: Approve Approve And Forward Forward Reject Request Information

Notificati.. .html

2.5.3  After reviewing the details within the email, to reject or request information click on the
relevant button.

2.5.4 An email opens, within the * “ enter a note indicating why the requisition is being rejected or
the information requested,e.g. Incorrect quantity entered in requisition.
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2.5.6

B H =

More Information Requested: Action Required: Action Required: There is an Oracle requisition no
FILE MESSAGE INSERT

OPTIONS FORMAT TEXT REVIEW

s | — a— szl ef N I . > Up~
Calibri <12 | A& & IZ-iS- & |53 & [”J y ? > Fallow Up Q
ve = I Highl
Paste aby = = = &= 5= Address Check Attach Attach Signature - Mighimporiznce Zoom
- ¥ Format Painter BI U ¥-A-E== &% Book Names File Ttem~ - ¥ LowImportance
Clipboard ] Basic Text Pl Names Include Tags o Zoom
To... ebsenv 1@eani.org.uk
=1
Cec..
Send
Subject

More Information Requested: Action Required: Action Required: There is an Oracle requisition no. 10197 awaiting your approval/rejection

|Request more information from: '50664997"'
Question: 'Enter your question here'

NID[28758/160911809133263438982757519754452779572@WFMAIL][3]

Click ‘Send’. This sends a message to Oracle to reject or return the requisition to the user
requesting information regarding the requisition. In addition an email is sent to the
requestor detailing the reject or requesting information along with the note.

The requestor will take action on the notification within iProcurement e.g. amend, cancel or
reply to the approver and resubmit for approval.
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