EDUCATION AUTHORITY

iProcurement
Requisitioner’s User Guide

2025

Requisition/Order Queries: Tel. 028 9047 5010 or Email procurement@eani.org.uk
System/Login Queries: Tel. 028 9047 5000 or EA One Helpdesk Query Form
iProcurement Accounts Queries: Helpdesk Tel. 028 9047 0288

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


mailto:procurement@eani.org.uk
https://forms.office.com/pages/responsepage.aspx?id=llBpSmv1qkKriLaXlL-gxCaOezQyPN9CtX2IQf5Jwj9URDM0MjVTUjlVU0tZSkJXQVJUUVQ0UlRFSS4u&origin=lprLink&route=shorturl

Contents

1. INTRODUCTION & NAVIGATION

1.1 Logging On To EA Financial System

1.2 Navigating iProcurement......................

1.3 Search options within iProcurement ....

2. iPROCUREMENT — CREATE AND EDIT REQUISITION

2.1 Create and Edit Store (Catalogue) Requisition ...

2.2 Using iProcurement Shopping List for Store (Catalogue) Requisition ..

2.3 How to Split Coding within a Requisition

2.4 Create and Edit Non Catalogue ReqUISItionN ....................cccccceeeiiiuicnnieioiiiiceieesccceeeens 36
3. USING THE REQUISITION TAB

3.1. Navigating the Requisition tab ...

3.2. Search within Requisition Tab ...

3.3 Withdraw an ‘In Process’ Requisition to amend or edit .

34. Cancel a Returned Requisition

3.5. Amend a Returned Requisition

4. RECEIPTING

4.1 Express Receipt ...

4.2 Receipt using Search Method

4.3 Using the Receipt Items Link

44 Receipt Reminders

4.5 VIEW RECEIPLS ...ttt
4.6 Return Receipts ..

4.7 COTTECE RECEIPLS ... e et i et et et et ettt et et e et et e e et e e et e e et e e et e e e e e
APPENDIX A iProcurement Non Catalog RequisSition — CAtegories .................cccueeireoieensenaineenenns 71

APPENDIX B Area Department Code Guidance - SChOOIS ... ............ccccoceieciiis vt ivenie v 7

APPENDIX C Estimate ReqUISITIONS ... ... ....c..c..cuuut oot ies ot it et e et st et e e et et e e et e e e e eee 10 O3

APPENDIX D Encumbrance Reports — SChOOIS ... ... ........cc.ociee it einiiiit e vt vt e 88

APPENDIX E iProcurement PUNCROUL ... .............ccocoiieiiiiiit vt e oee vt et e e e e e e e e 000, 93

APPENDIX F iProcurement Punchout Quick Order ... ................coocoeiieceies vt iees e et e e e e 0. 98



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 Oracle shortcut to your PC. Click on the icon.

A

IFS Oracle
Login

Alternatively open the Internet Browser and enter the URL: https://ebs.int.erp-sop.co.uk (If you are
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 favorites for quick and easy future access.

= 1

/

Favorites — click & add as favorite
‘EA Finance HR Payroll system.

© Mips ebs ot epspcouk ¥ P+ @c|Biogn

The following screen will appear:

ORACLE’

User Name

Password

canoe

Login Assistance

Register here

Accessibility
Language
English A4



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

» Enter ‘Username’; 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).

G © hitps//ebaint erp-sop.co.uk/OA HTMLOAjspIOAFunc=OANEY O - @ C | & Home

RACLE' E Business Suite * &

Home

Navigator Worklist

Personalize Full List (8)
He@Savm
From Type =  Subject Sent¥  Due
nase Requisbon 10181 has been .
a

p
a
a
p
E
P
a
P
a
P
a
P
a
P
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A notifications in the worklist is
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.

List of Responsibilities



1.2 Navigating iProcurement

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

m )| @ hitps://cbs.int erp-sop.co.uk/OA HTML/OA sp?0AFunc=0ANEV O ~ @ & |[ @& Home ‘ ‘

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

A ) Worklist
return to previous sections
click on ‘Shop’, ‘Requisition’ Bereiokes Full List (8)
or ‘Receiving’ tab or clickon :wmi S &y W; T T
the return link at the bottom  ;yiome page IR— RZ:u;sm Purcjnzse Requisition 10181 has been P
of the screen. N2 :‘r):r::i Requisition 10157 has been
S SMITH, JANE Requisi.. Te0s 17.10.20.
WHITE, JOHNATHAN Requisiti :;é‘rgjgg Requistion 10182 has bean 17.10.20
WHITE, JOHNATHAN Requisiti ::;Qj;g Requiition' 10184 hias been 17.10.20
WHITE, JOHNATHAN Requisit. Frchase Reauisiion 10183 has been 17.10.20
WHITE, JOHNATHAN Requisiti ::;23:5 Requistion'10166:has been 17.10.20.
WHITE, JOHNATHAN Requisiti :g;;‘j:: Requekion 11165 hasbeen 17.10.20
WHITE, JOHNATHAN Requisiti :;éﬁg\f:: Requisition 10188 has been 17.10.20

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

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



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

Displays the Employee number
of the user logged ii

[— 5 * 8 A2 s @ O

Shopping Cart
Your¢atis emgty
‘ Purchasing News.
v
M EDUCATION AUTHORITY
= PROCUREMENT NEWS
(] TESTING CRP2
Y { ‘Stanonery ar m ,~<
- Y-
s L

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

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

99< | 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
E information and contact details

Exit/Log out

Navigator — This icon allows you to navigate to another responsibility and




13 Search options within iProcurement

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

Procurement

Shopping Cart
Yo catis empy

Purchasing News

EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Wekcome e Esuatin utorty
=

1.3.1 Search Field
The Main Store defaults into the 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

Shop ' Requisitions Receiving Feedback

Home  Shopping Lists = Non-Catalog Request

Search  Main Store [v] 70001200 x |Go Advanced Search

\ Additional advanced search

enables requesters to refine their

Advanced Search N .
search. This facility can be used

Select store and enter search values in at least one of e following fiel by clicking on link.

@ 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[V]
Go | | Clear Add Anothe



» Item searched for will be displayed.

o Main Store >

Search Results from Main Store: 70001-2020

sortby ] ascenang [V] (Go Individual Item Results will
Hide kmages || 1 & 5 & v include:
= - Category
- Price

Nooe

- Supplier details

e - Supplier Item Reference
Hazard Class Number

- EA Agreement Number

Quantity 1 Each  AddtoCart Add to Favonites | 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

o If a user is searching for Printer Cartridges, they can use %Printer% %Cartridge% with a
space for a better search.

Click ‘Go’.



1.3.2 Store Icons

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.

iProcurement

Home

Search Man Swee

<

Stores

» 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 ij Go | Advanced Search

Shop: Stores >
Shop Equipment and Material Purchases

+ Equipment and Material Purchases (2234)

Shopping Cart

Purchasing News
v

EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

Welcoms 1 92 Edurab Auacty
Procurenent Caaogae

Please centat Procurement € yos bave ey
‘queies. Cantact
e HELP 2 oon a the op of the sceen




Search - Equpment and Material Purhases. E G0 Advanced Search
Shop: Stores > Shop Equipment and Material Purchases >

Shop Equipment and Material Purchases: Equipment and Material Purchases

+ Equipement and Materials A, Craf and Infant Pizy Mats

Materals (20)
* Equpment and Matenals. Mainienance 90) + Equipment and Ma

« Equpment and Matenats. Metaiwork Materais (2) + Equipment and Materials. Power and Hand T

« Equipment and Materials Musical Instruments and Materials (105 + Equipment and Ma and Gym Equip & Matesials (8

+ Enupment and Materals + Equipment and

+ Equipment and Materls + Equipment and Materials Textbooks, Educaional Beoks et (133

»  Each store has several 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.

Go

Sno P tdlisa

g s seha e
Items in Category: Equipment and Materials. Sports, Games and Gym Equip & Materials

Shopping Cart
Sortby [¥] sscensny ] Go Your cartis empy.
Hidelmages | 2 G v Rows 10021
Compare ftems.
A <
Supplier
o
Supplier tem
Source Agree
Un Number Hazard Class

Quantity 1 Eah Add to Favorites  Ad to Compare

Sbapping Category wateras Soors, Games and

0§ Mzenas

Suppler Si
ntemal ltem Number
Un Number
Price 2
5 AddtoCart

Source  Agrees
Hazard Class

Quantiy

Add to Favorites  Add to Compare

Shapping Category

Suppler Sie B
Intemal ltem Number

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

Procurement =} enssaessz @ ()

Shopping Cart

Purchasing News

N
fjl

Squiment and Materal Puthases EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

i

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 a non-catalog request is

required.
Stores | Shopping Lists | Non-Catalog Request
Search Main Store [™] Filing x| Go Advanced Search
Stores
a Vi Shosn E Fumiture Purchases ﬁ IGT Purchases
i
wdl) —=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



Stores | Shopping Lists | Non-C
Search Man Siore <] Fing Go | Acvanced Searcn
Shop: Stores > Shop Main Store >
Search Results from Main Store: Filing
Sortby V] Ascenaing (V] | Go
e Tl Rows 11021
Sut iscap, for Sing cadinets, compiete with L30s and mserts A 50, green. 5 STAR EBZ187 ’
Atiachments Noog
Shopping Category - Stasonsry and Consumabies Staticnery and Supplier  EB ERSKINE & COLTD*
Ofce Requistes Supplier em  20227-1050
Supplier Site BLACKWATER RD Sourcs' Agpsientit O
nterna Hem Number o ik
Un Number
Price 599 G8P
Quantity. 24 Pack  AddtoCant Add to Favorites  Add to Compare
(T able shows i e resuks of your search auey.}
SXPANDN it aigha ndex, hold 0 ookcap sze paper. EBE EBZ509
Atiachmeats None
Shopping Category  Stationery and Consumabies Stationery and Suppber EBERSKINE&COLTD*
Ofics Requishes Supplier ftem  20227-1100
Supplir Site BUACKWATER RD Source. - Acresment 16004
terna fem Number PR
Un Number
Pice 095 08P
Guantity 1 Each  AddtoCart Add to Favorites  Add to Compare
SOX FILE, fooacap, with 5910 i, 75 canacy it inem hoje and ocking e ci, mare.
Atiachmeats Nong
Stopping Category ~Stasonery and Consumabies Staticnery and Supplier ESERSKINE & COLTD®
» Office Requisites Supplier llem  20227-1020
Suppler Site BUACKWATER RD Soircn Agresment 100016
—

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.

Search Results from Main Store: Filing

/1

Shopping
Lists

sonty &) Awearg 9]

o
Wdeimages (31T DG v W

PENSION FILES, fooecap, o g ¢3imet, Compiets wih tate 3nd iraers  Box of 0, green. 5
Atachements Nom
Shopping Category  Stascnary 373 Consumities Sstinery 320
Ofice Rnausaes
Suppher Sas BLACKNATER R
ntornal e Numer
Un Number
Price
2 Pan [Adde Gt

Shopping Category

Add to
Cart

Subsoers a7 Cersumaties Satonery w0
O Recussass

Suppher S5 BLACKAATER R0
nternat hees Nurmer
Un Number

Price
1 oExh  AsdwmCan

Guanty

R —
St €8 ERSUNE 4 COLTD"
S e 25220380 Compare s
Soarce  Agresment 100048 3

EBERSKINE 4COLTD"

22211100
Source Agrosmant 100048

A8a 10 Favortes  Add 1o Compare

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)

If the item is an item that you order on a regular basis you can click on ‘Add to Favorites’ 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.

you require.

Click on ‘View Cart and Checkout.

12

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



| Shopping Cart

Siop Requstns Ay et <
Descnpton

Justfcaton
When do you need ese fems?

Home | Snopgiog Lts | Nor-Cadog

Seach VanStre N
"Where do they need to be deliversd?
‘Stores >
:ﬂl’ Additional Header Information
&
|
Tenaiszesthecaty| O
5 AREA CODE 0001
/ Search Rl fom Mein Stor o
Requisition Ll -
Description Biling
Lie e Desripion Uit Qutty e " Do
(687
o
Fack
g
= s o use i e g ip - medr Pack
R 57 s ot v i e s, ity 3o, medum negr, 0gsn - b 1i6® 2% §
o Toal 1832
‘Click on Edit to Add Additional Approver and Other Details
! BRENEEEN Fit
o Conting Shapping et v Subnit §

2.1.7 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

2.1.8 If required, enter the reason for the requisition in the ‘Justification’ field. This is a note to
the Approver (Budget holder) and is a desirable field.

Shop Requsitons Receng  Feecbal

Shopping Cart
* Descripion Satcney or Cassoom
Home RS ooy e | Mor ot Justcation
* wiven do you need thes tems:
¥ Where do they need tobe delivered? £
‘Additional Header Information

Search Man Sie

Date defaults to 7

days after current Biling
date %
Supgested Bayer R
& TP Requester will be receiver for goods
Line tem Description Unit Quantity Price ‘?‘&“ Delete.
Qua
iness, complete wih 120s and inserts Pack & 2 8
Inie
Atia.
Pack 1 36866G8°
/. .;l SPRING FILES, fooiscap with twin tois and g punched pager, minmum capacity 30mm, medum weight, 300gsm - buff, Pack of 50, Pack
Qua
Total
B s Fif Clck on Eit fo Add Addiional Approver and Other Details
An
A Continue Shopping Edit Save Submit
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2.1.9 Click in the ‘Function Code’ field to enter a function code to be used for this requisition. If
there is no function code to be used, enter 00000. This field is mandatory.

2.1.10 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.

2.1.11 ‘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
going to be delivered for a period of time. This date is internal to the requisition and does
not go to the supplier, it helps generate the receipt reminders notifications/emails to remind
you to receipt only when you have received the goods/service.

2.1.12 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.
I_ ‘Shopping Cart
Shop Requsitons Receing  Feecbal
Home  ShoppigLss  Non-Cataiog
s * When do you need thess items?
e -~ * Where g0 they need to be delivered?
j“ e Additional Header information
Lo [—
Ensedscestybnecatyl O
Search Resuits from Main Stor Deliver-to-Location
Sortby ~ =your location
Hidelmages |32 S v @
4
Requester = your
o Dediver Billiny
s ud g name
Atta
Line = = . Amount
e tem Description Unit Quantiy  Price oo Delete
Qua
v
Qua
B ez Fid Cickon Editto Add Additonal Appre
x Continue Shopping Edit e Subenit

2.1.13 Change Requester by clicking on the magnifying glass K to the right of Requester field.

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

F
Click on ‘Quick Select” -= button attached to relevant Requester.
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d = i la: A
/2 hitps:/febs.int.erp-sop.co.uk/?_t=fredRCaenc=UTF-88_ 508, minHeight=" Co - Inteme... o (=) )

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

SearchBy Name smyth Go
1 Results

Select 21K | ast Name . First Name 2 Name Email Location
O B SMYTH ADELE SMYTH, Mrs ADELE ifsteamtest@gmail.com EA HQ LE
o SMYTH EILEEN SMYTH, Mrs EILEEN  fisteamiesi@gmailcom FAUGHANVALE PS MK

l‘; SMYTH HEATHER SMYTH, Mrs HEATHER  ifsteamtest@gmail.com GIBSON PS MK

(@] "; SMYTH MAUREEN SMYTH, Mrs MAUREEN ifsteamtest@gmail.com CUMBER CLAUDY PS
o SMvTH NIAL SMYTH, M NIAL frsteamtesi@omail.com CHRISTIAN BROTHERS PS ARMAGH |
(o] SMYTH PHILIP SMYTH, Mr PHILIP ifsteamtest@gmail.com DUNLUCE SS
o] ;; SMYTH RAYMOND SMYTH, Mr RAYMOND  ifsteamtest@amail.com EARLVIEW PS

Aboutthis Page

®100% v

1
Shopping Cart
i

* Description  Statonery for Classroom &
) Justification
* When do you need these items? 23
* Where do they need to be delivered? CULCROWPS
Additional Header information

019000000 o

* FUNCTION CODE 0000

AREA CODE

4 Hide Defvesy an

View Tip under

Delivery Billing
Requester Name

* Requester  SMYTH, MRS EVADNX, Q
ROBINSON, MRS ANIT¢ Q

Suggested Buyer
@TIP Requester will be receiver for goods

Unit  Quantity  Price (GBP) Delete
Pack 22 4268P
2 SQUARE CU' DERS, foolscap, pre-punched siofs for use wilh two-piece fiing clip - medium weight, m, red, Pack of Pack 366 E

3 [SRN SPRING FILES, fo's:ap wih in cols and meal compresso, for strng punched paper, minmum capacity 30mm, medium weight, 303gsm - buf, Pac Q-CONNECT, 470 7 318680
Total 11832
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).

15



2.1.17 In the 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 Locaon  [v| EAHEADQUARTERS OMAG | Go

Results

Quick Select Location a Organization . Address

O : EA HEADQUARTERS OMAGH EA2 1 HOSPITAL ROAD, OMAGH, Tyrone BT79 0AW, United Kingdom

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

Shopping Cart
* Description  Stationeryfor Ciassroom &
Justification
* When do you need these items?
* Where do they need to be defivered?
Additional Header Information

* FUNCTION CODE

AREA CODE

Delivery

Billing

* Requester

Suggested Buyer
@TIP Requester will be receiver for goods

Line tem Description

B oo

Amount
(GBP)

Unit Quantity Price Delete

or use with two{

d paper, minimum capacty 30mm, medum weight, 300gsm - buf, Pack of

Total

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 budget holder for Approval.

16



Shopping Cart
* Description  Stationery for Ciassroom &
Justification
* When do you need these iems? 2301201900000 s
* wihere do they need to be delivered? EAHEADQUARTERSQ Q
‘Additional Header Information

* FUNCTION CODE 00000, 4

AREACODE 000 . Q

A Hice Delivery and Biling
Delivery Billng
5 Requester SMYTH, MRS EVADNE, Q

Suggested Buyer  ROBINSON, MRS ANIT¢ Q
#TIP Requester will be receiver for goods

Line ttem Description Unit Quantty Price M ‘G““'m‘ Dekete

1 - SUSPENSION FILE, foolscap, for filing cabinels, complete with tabs and inserts, Pack of 50, OWN BRAND, 256-9433 Pack 2 42068° 9240 ﬁ

2 l SQUARE CUT FOLDERS, foolscap, pre-punched siofs for use with two-piece fiing clip - medium weight, 250gsm, red, Pack of 100, 5 STAR, EBZ805 Pack 1 36668P 366 G

3 - SPRING FILES, fooiscap with twin coils com for 30mm, medium weight, 300gsm - buff, Pack of 50, Q-CONNECT, 4702600 Pack 7 313GBP 2% ﬁ
Total 1832

(Click on Edit to Add Additional Approver and Other Details

Continue Shopping Edit Save Submit

2.1.20 Click on ‘Edit’ button and view Requisition details.

Crargn Accurt et
Edit and Submit Requisition 81686 [ T —p——
A rer—r—
T 13208
* Description  Stationery ox Classroom &

suncanon
Additional Information

* FUNCTION CODE 00000

AREACODE 0000

Guantay et Price TS0 Nowd By Date Doliver To Location

00 G EAMEADO:

B EANEAD

i, medum e, 30305 - bt Pack f 40, G-CONNECT, 4762000 B EAMEADOMARTE

< >
Yout remton wh te tert 1o he fkawrg it of cerovers
Approvals

Phease cick on Manage soorovel 15 894 sddibons apceoverl).

Manage Approvals
button.

Note To Buyer Mote To Speiie Header Note To Supptir Line

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.

17



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 2 Insert Approver

Change Managerial Approver

Delete Approver/NViewer

Reset Approval List

Current Managerial Approver GIBSOMN, ALISON
* New Managerial Approver BOYD, MR GAVIN = Q

Cancel Submit

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 is not required move on to Step 2.1.24.

Your regqustion il be =

Approvals

Please lick on Manage approval to-a0d additional approver(s.

Manage Approvals

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 Delete Publish to Catalog

No results found.
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Note to supplier line can be used to specify requirements for the product being ordered e.g colour,
size etc.. It is important to note that when the product item code on shop is same and entered as
multiple lines the system will recognise details as one line therefore only picking up the first note to
supplier line details. When ordering multiple quantities of same item it needs to be entered as one
line on iproc so the correct information transfers across to the pdf. Note to supplier line will work on
individual lines for goods with different supplier item codes.

Example of pdf for correctly ordering multiple quantities of product with same item code using note
to supplier line:

Full Description of Goods/Services Qty Unit of Unit Total
Reqd Measure | Price £ Cost £
PUPIL'S CHAIR. POSTURA PLUS. One Piece polypropylene, 35 | Each 25.39 888.65

stacking. Seat height 310mm.Slate Grey, Ash Grey, Poppy Red,
Tangerine Fizz, Sun Yellow, Lime Zest, Forest Green, Aqua Blue,
Ink Blue, Powder Blue, Grape Crush.Code: CE0395

Contract Item No: FAE-20-001-3440

7 red, 7 blue, 7 green, 7 pink, 7 purple

Example of pdf when product with same item code has been split across multiple lines using note to
supplier line. Even though different colours were specified on each line on iproc the system has only
captured the information entered on the first line:

Full Description of Goods/Services

Qty
Reqd

Unit of
Measure

Unit
Price £

Total
Cost £

PUPIL'S CHAIR. POSTURA PLUS. One Piece polypropylene,
stacking. Seat height 310mm.Slate Grey, Ash Grey, Poppy Red,
Tangerine Fizz, Sun Yellow, Lime Zest, Forest Green, Aqua Blue,
Ink Blue, Powder Blue, Grape Crush.Code: CE0395

Contract Item No: FAE-20-001-3440

POPPY RED CE0395PR

Each

25.39

177.73

PUPIL'S CHAIR. POSTURA PLUS. One Piece polypropylene,
stacking. Seat height 310mm.Slate Grey, Ash Grey, Poppy Red,
Tangerine Fizz, Sun Yellow, Lime Zest, Forest Green, Aqua Blue,
Ink Blue, Powder Blue, Grape Crush.Code: CE0395

Contract Item No: FAE-20-001-3440

POPPY RED CE0395PR

Each

2539

177.73

PUPIL'S CHAIR. POSTURA PLUS. One Piece polypropylene,
stacking. Seat height 310mm.Slate Grey, Ash Grey, Poppy Red,
Tangerine Fizz, Sun Yellow, Lime Zest, Forest Green, Aqua Blue,
Ink Blue, Powder Blue, Grape Crush.Code: CE0395

Contract Item No: FAE-20-001-3440

POPPY RED CE0395PR

Each

25.39

177.73

Example of pdf when note to supplier line is used when ordering goods with different supplier item
codes:

Full Description of Goods/Services

Qty
Reqd

Unit of
Measure

Unit
Price £

Total
Cost £

NURSERY TABLE, TRAPEZOIDAL. Metal frame, 18mm laminate

MDF top with Duraform Light Speckled Grey Frame. Height 530mm.

Table top size: 1100(w)mm x 550(d)mm. Table Top Colour:
SUMMER BLUE. PRODUCT CODE: RTSS-11LE-53 SB
Contract Item No: FAE-20-001-4772

BLUE

Each

90.26

PUPIL'S CHAIR, Lecture style with writing arm. One-piece polyprop
seat and back, with metal frame. Advanced Poly Chair. Seat height
460mm. Colour: CHARCOAL - PRODUCT CODE: ACFLCH
Contract Item No: FAE-20-001-591

PINK

Each

56.65

PUPIL'S CHAIR. One-piece polyprop seat and back, metal frame.
KM P3 Chair. Seat Height 350mm. Frame Colour: Black. Shell
colour: BLUE. Product Code: KMP33BL

Contract Item No: FAE-20-001-250

BLACK

Each

20.44

20.44
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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  Req:

Home

Refresh Save PrintablePage  Submit

Total

* Descripgon

Justiicason

* FUNCTION CODE 0000

AREA CODE

[Upeate | Copy Dekte | X

Quantity Unit ~ Price “'("‘éé‘:; Nee By Date Deliver-To Location

USPENSION FLE, fonscap, for ling catiness, compiele wi tabs and insers, Pack of 50, OWN BRAND, 253-8433 2 Pk 42687 R4

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
Home

Edit and Submit Requigition 81686

Refesh  Save  PrintablePage  Submit
B

Toal 11
* Description

Justiication

Additional Informat

Quantity Unit ~ Price A';Z[‘i',‘,; Need By Date Deliver-To Location

426 98

Toal

Yourr

Approvals
Please cick on Manage approval 1o add addional approverts).

Manage Approvals
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2.1.28 The Update line screen opens. To edit coding click on magnifying glass

charge account ‘EA Accounting Flexfield’ field.

Lo right of

Requisition Information : Update Selected line

+

Line XXEA_Accounting_ Flexfield

1

01.20436.D.3605.00000.0000.000(

@TIP Total alocaton must equal 100% of the ssected fine values

(] Apgiy this Cost Allocation nformaion o al applcable requisiion lines

Item Supplier
* Description  SUSPENSION FLE, oo Supplier BANNER GROUP LIMITED
st FORESTGROVE
Category Stzbonery and Consumables StaSonery and Offce Requisies Contact Name - EADRDERS, EA
* Quantty 22 Phone
Unitof Measure Ptk Fax
B
UnitPrice 42 L
e 10
Amowt 240 AR
Curency 8P
Notes
Note To Buyer
Billing

Expenditure Type

Expenditure
Organization

* Need By Date
Requester
Deliver-To Location

Expenditure tem

&

Percent Quantity Amount (GBP) Delete |
10 2 2o §
100 2 24

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’.

b ee-/g

Search and Select: XXEA_Accounting_Flexfield

Search
EA 01 a
* COST CENTRE
* RESOURCE

* FINANCE

* FUNCTION

* PROJECT

* AREA
* SPARE 0000 a
Search | C
Results
Create

Code Combination
> 01.20436.0.2605.00000.0000.0000.0000

21

Cancel

#100%

Select




2.1.30 To accept the amended Code Combination, click on Create, click on the Select circle and

2131

then click on Select.

Fl i p.co.uk/?_t=fredRC OACe i O | 3 rc - Intern... (s i P
Search and Select: XXEA_Accounting_Flexfield Al

Search
“EA 01 Q

* COST CENTRE

" RES

” FINANCE

* FUNCTION

* PROJECT

* AREA

" SPARE

Search | Clear
Results
Create | 57

Select Code Combination
@ 01.20431.N.3605.00000.0000.0000.0000

Cance|  Select

v
Cance| _ Select

®100% ~

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.

@10 Total atocanon must squs 100% of e sesectod Ins values.

[C] Aoy i Cost Aocation dormiation 1o al agpic e 16qultcn s

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

Reflesh  Save  Prinable Page  Submt

Total

Additional Information

SeictLines: Update Copy Delete | 3

71 Details Descripion

Quaniity Unit  Price “'('ggl','; Need By Date Deliver-To Location

Total
<

Approvals

Plezse click on Manage approvalto add additonal approvers)

Masage oproals
[

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
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 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.

ffroom & Reception Fumniture

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

Educatior
Authority

' iProcurement

Shop = Requisitions Receiving__Fegdback

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

2.2.3 It may be useful to create multiple shopping lists, for example, stationery items,
cleaning items, Mrs. Smith’s items, General Office Supplier, etc.

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

iProcurement

Search Main Siore

Stores
Shopping Cart
Your ¢ empty

Purchasing News

EDUCATION AUTHORITY
~ PROCUREMENT NEWS
iy TESTING CRP2

R

Pt g

Plase contactProcarement f ou kave any
queries Contactsumbers can e found it
the HELP 2 conathefp of e sceen.

hyperlink.

Shop Requstions Receiving  Feedback

S General Preferences

Display Preferences. Languages

Appscation Current Session Language  American Engish[v] (1)

Default Application Language American English ] (D)
{Procurement Preferences
Accessibility

Accessibility Features None vl ®

Visual

Page Header Display Style ~Icons Only v
Top-level Menu Display Style  Links Only vi®

Access Keys

7] Disable Access Keys
G TIP Select this check box 1o Gsable access keys in 3 accessbilly modes

Regional

2.2.6  TheiProcurement Preferences will be displayed. Within this screen additional Shopping
Lists can be created within the Favorite Lists.
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2.2.7

2.2.8

Shop Requisitons Recening  Feedback

o iProcurement Preferences
“ Incicates required fiskd
Disptay Preforences
Shopping
s * My Favorite Store  Main Slore ~]
iProcurement Preferences " Search Results Per Page

* Shopping Search Results Per Page

Sort Shopping Search Results By  No Prefecence

Favorite Lists

Use the Select column to set your prmary favorte st
Select Favorite List:  Setas Primary | £ 3] &
Select " Favorite List Name

Parsonal Favores

One Time Address

A4A Addracs | Dalota Addrase | %2 % R o

Click on the Add another Row icon.

Shop Requistons  Recemng  Feadback

o IProcurement Rreferences

* incicates requed felo
Display Preforonces

Shopping

Appicaton
Main Store. v)
rocurement Preferences.

Sort Shopping Search RestNs By  No Preference

Favorite Lists
Use the Select coamn 10 se1 yo
Select Favorite List:  SetasPrimary | £ 3] 2 5 fF v
Select *Favorite List Name
Personal Favortes

One Time Address

Shopping Soarch Results Layout
Grid View

@ Paragraph View
Hide Thumbeal images

Primary

Shopping Search Results Layout
) Gnaview

® Paragraph View
0] Hice Thumboail Imsages

Primary

Cancel  Apply
=
Cancel  Apply
Delete

An additional line will be displayed. Enter the name of the Shopping List within the ‘Favorite

List Name’ field e.g., Cleaning Items.

Display Preferences

Shopping

icaton
o “ My Favorite Store  Main Storo v)
Procurement Proferences. * Search Results Per Page

* Shopping Search Results Per Page

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

Favorite Lists

Use the Select cokuma 1o sel your primary favorte st
Select Favorito List:  SetasPrimary | L2 31 2 S fEv W
Select " Favorite List Name

Personal Favorites

One Time Address

Add Address | Delete Address | 3 = S £ v

Select Alias “ One Time Address.
No resuls found.

Delivery
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Shopping Search Results Layout
Gid View

® Paragraph View
Hige Thumboai images

Primary




2.2.10

2211

Display

Application

Display Preferences

Appicaton

iProcurement Preferences.

iProcurement Preferences

Shopping

* My Favorite Store Main Store
[

* Search Results Per Page

2|

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

~

* Shopping Search Results 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 | = J] 2 75 &% v [0

i
Select ~ Favorite List Name

Personal Favorites

Cleaning ltems| x

Shopping

* My Favorite Store Main Store ]
* Search Results Per Page 10
* Shopping Search Results Per Page 7

Sort Shopping Search Results By  No Preference
Favorite Lists

Use the Seluct conam t et your primasy tavorto s
Seloct Favorite List: Set as Y- -1
Select " Favorite List Name

Personal Favories

* Soarch Results Per Page

* Shopping Search Results Per Page

Sort Shopping Search Results By
Favorite Lists

Use the Select columa to set your primary tav
Select Favorite List: ~ Set as Primary | -
Select " Favorite List Name

Personal Favortes

Cleaning ttems

Cleaning tems
s S
Castakertems
One Time Address
Add Address  Delete Address | 3 = A v
Select Allas “One Time Address
Mo resutsfound
Click Apply. A confirmation will be displayed.
Shop Requsitons  Recewing  Fesdback
General & Confirmation
Dby Prasmaces iProcurement Preferences
* Indicates required field
Avpicaton
Wrocurement Preferences Shopping
* My Favorite Store Main Siore ~]

0

7

No Preference

e st

Heme. =

=

Ascending [V]

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

Shopping Search Results Layout
@id View
® Paragraph View

Hige Thumbeal Images

Primary

Shopping Search Results Layout
Gaid View
® Paragraph View

T1 Hide Thumbnal images

CJL)EJC};

Cancel  Apply

“of

The Personal Favorites list is the default shopping list that your items are added to when you

click ‘Add to Favorites’ 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 the 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 courmn o st your peimary ot st
Select Favarils List: Sotas Primary | % 35 2
Select *Favorite List Name

Parsonal Favotes

Cleaning ltems
s Smith

Caretaker lams

2.2.13

Shop Requsiions Recewing Feedback

General iProcurement Preferences

* Indicates required Seid
Oispay Preterences
Shopping
scaton
Aost Main Store
10

* My Favorite Store

rocurement Proferences. * Search Results Per Page

7

* Shopping Search Results Per Page
Sort Shopping Search Results By
Favorite Lists

Use the Select cokum 10 zel your primary tavore st
Solect Favonite List:  Setas Primary | 1t 1 &

Select " Favorite List Name

Personal Favorites
Cleaning ftems
Mrs Smn

Caretake ftoms

iProcurement

Shop Requisiions Recewving  Feedback

& Confirmation

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

e
Primary Delete
B |
=]
g
g
Cancel  Apply
v Shopping Search Results Layout
Gnd View
= @ Paragragh View
= Hide Thumbnai Images
o2
Primary Delete
g
] g
]
L]

Add items to different Shopping Lists

General
Display Pref .
oy Frstusnces iProcurement Preferences Cancel  Apply
* inccates raqured feid
Asplcason
Shoppin
iProcurement Proferences il
* My Favorite Stors  Main Stoce v Shopping Search Results Layout
* Soarch Rosults Per Page 10 g View
: e
* Shopping Search Results Per Page 7 @' Pasmo
’ - Hido Thumbat mages
Sort Shopping Search Results By v
Favorite Lists
Use the Select conme 1o st your pemary favort it
Select Favorite List: Setas Primary | £ I & A fiF v
Select " Favorite List Name Primary Delete
Parsonal Favortes g
2 =

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

Remember: The additional favorite 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

2.2.17

Shop  Requistions Receing Feedback
Stores | Shopping Lists  Non-Catalog Request

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

Ascendeg [V] o

Go | Advanced Search

Shopping Cart
Your cant contains 1 line

Rows 11021 ecently Added Lines
Mrends, | gy
4 Pencs, ighcualty, dea frschoouse. 11044 Box o 12 R
Attachments  None View Cart and Checkout
Shoppiag Category _ Statonery and Suppler BANNER GROUP LWITED
g”‘s"“m Clissroom Supplier Rem  70253-5090 Compare items
e sty Mo foms sleced
Supplier Site  FORESTGROVE - touin S
Internal ltem Number S Choy.
Un Number glﬁbd Links
Prce 152 GBP
Quantity 1 Box  AddtoCart Add to Favorites  Add to Compare
234 Pencs, Good iy, (e ow brand) TES500. B f 12 =
Attachments  None. .
Shocoina Catsaory  Statonan and Supolir BANNER GROUP LANTED }
A message will be displayed confirming that the item has been added to your primary
favorites list.
Shop Requismons Recening  Feedback
Stors | Shepping Lists | Mor-Cataog Reuest
Search Main Store ] penci Go  Advanced Search
Shop: Stores > Shop Main Store >
= Confirmation
pr———
Search Results from Main Store: pencil
Shopping Cart
Sort by | Ascendmg [v] Go Your cant contains 1 fine.
Hidehmages | 3 2 A e W Rows 11021 Recently Added Lines
o
&
44 Pencis, High qulty, sl o schoot e, 110.4 Boxof 12 R
Attachmants  None View Cart and Checkout
Shopping Catogery Statonny mnd Supplier BANNER GROUP LMITED
Comwiabion Chmsesiin Supptierem  70253-5080 Compare items
st Mo hons seleced
Supplier Site FORESTGROVE s{""‘ AN 98179 .
e o Nomber Hazaa Class e
Un Number Categories.
Price 192 GBP © Stwscmery wd Cormum
Quantity 1 Bax  AddtoCant Add to Favorites | Add to Compare D stacrery ns Coomim
24 Pences, Good quay, (e own rand), 705500, Bax ot 12
To add the list to a list other than your primary favorites list, click on the arrow beside the
Niest £
List’ field.
Shop Requismons Recening  Feedback
Swes | ShoppingLists | NonCotaog Recuest
Shopj List: Cleaning Items
ping g Shopping Cart
Select List  Cleaning ltems V| Go Sortby Ascendng (V]| Go Your cart contains 1line.
Hidelmages  Add Alimems ToCant | 3 2 A & v Recently Added Lines
Pk, | u
%
4 Pencts, High sy, e o schoc e 11004, Box o 12
Asachmants - None View Cart and Checkout
Shopping Category  Stationary and Suppier \NNER GROUP LIMITED
b tos Cliiasea Suppler ttem /70253-5390 ICORPES s,
Supplier Site  FORESTGROVE Sourcef Agreement 108179 No ftems selected
Internal ftem Number Hagend Clas
Un Number
prce 192 o8P

Quantity 1

Box | Add to Cart

List Personal Favortes|v/| | Move | Delete

Select the list you wish to move the item to e.g., Mrs. Smith, click ‘Move’.
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2.2.18

2.2.19

Shop | Requistons  Receiving  Feedback
Stores | Shopping Lists | Non-Catalog Request
Shopping List: Cleaning Items
SelectList Cleaning liems (V]  Go

Hide mages  Add Allttems ToCant | 37 & & & v il

4H Pences, High quali
Attachments None

ideal for school use. 1104H Bax of 12

Shopping Category ~ Stasonery and
Consumables Classroom
Stasonesy
Supplier Site  FORESTGROVE
Internal item Number
Un Number
Price 192 GBP

Quantity 1 Box  AddtoCart

first shopping list.

Shop  Requistons Recetving  Feedback

Slores | Shopping Lists | Non-Catsiog Request

_& Confirmation

Shopping List: Cleaning Items

Select List  Cleaning ttems  [v] | Go
Your favorite list does ot contain tems

A message confirming the item has been moved.

Shopping Cart

¥] Ascandng V] |60 Yourcarcontans 1ine.

Recenty Added Lines

2H Pencis
ol ™
‘View Cart and Checkout
Supplies BANNER GROUP LIMTED
Suppier o 702535990 Compare items

Source  Agreement 108179

No ftems selected
Mazard Class

The Item will no longer be available in the

Shopping Cart
Your car contans 1 ine.
Recently Aoded Lines

2H Pencis,
g 1 Box

View Cart and Checkout

Compare items
No flems setected

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

‘Go’, e.g. Mrs Smith.

Shop  Requismons Recenmg  Feedback

Stores | Shopping Lists | Non-Catalog Request

& Confirmation

s hsts
Shoppil

List: Cleaning Items

Select List

Cleaning ltems Go
T :
Yo ’

Shop  Requiskons Receiing Foedback

Shopping Cart
Your cartcontams 1 ine.
Recently Acded Lines
24 Pencis,
Goo

View Cart and Checkout

Compare items
o tems sekecied

Stores | Shopping Lists | Non-Cataiog Request

Shopping List: Mrs Smith

SelectList  Mrs Sman V] Go

Hideimages  Add Allitems ToCart | 35 & < v (0

4H Pencls, High qualty, ideal for school usa. 110-4H_Box of 12
Attachments  None
Shopping Category  Stationery and

‘Consumaties Ciassroom
Stationery.
Suppher Site  FORESTGROVE
Interna ftem Number

Un Number

Price 192 GBP

Quantity 1 Bm  AddtoCart
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Shopping Cart
Sortby

[¥] Ascendng (V] (Go| Yourcancontams 1 ine

Recenty Added Lnes
24 Poncis
Goo

View Cart and Checkout
Supplier BANNER GROUP LIMITED
Supplier tem  70253-5390 Compare items
Source Agreement 108179 No tems seiected

Ust Personal Favorses /]  Move  Delete




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  Requistions Receiing Foedback

Stores. ‘Shopping Lists. Non-Catalog Request
Shopping List: Mrs Smith
Select List Mrs Smith v] 6o

Hide Images ~ Add Allftems To Cart | }{ 2 '@ & v T

Attachments None

Shopping Category

4H Poncils, High quaity, ideal for school use. 1104H. Box of 12

Stationery and
Consumables Classroom
tationery

Supplier Site  FORESTGROVE
Internal ftem Number
Un Numbor
Price 192 GBP
Quantity 1 Box  AdditoCart
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Descrition

unctional Currency Price
Hazard Class
interna ttem Number
Long Description
Price

Shopping Category
Source
Suppller

Supplier ftom
[Suppiier Site
Un Number

unt

List Personal Favories [V

Ascending [¥]

Move  Delete

Go

Shopping Cart
Your cart contains 1 ine

Recently Added Lines
2H Pencils,
Goo.

View Cart and Checkout

Compare items
No ems 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 the Edit and Submit Requisition screen and save. Requisition number is allocated
and showing in screen.

Reflest  Save  PriniablePage  Submit

* Descripion

Justification
Additional Information

* FUNCTION CODE

AREA CODE

SelectLines: Update  Copy  Delete | I

%) Detais Descripton Quantity Unit ~ Price “’l'g‘;’,)“ Need By Date Deliver

| Packof 100, EBE, ESZI006 15 Pack 172689

[

~

Your requiston wil

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 | Requstiors Recenng Feedoack

Home Requisition Information : Update Selected line X
Editan  '=m Supplier Delivery o
% e * Description Supplie * Need By Date )
se Requester
Category Sizbonery and Consumaties y and Ofice Requises Contact Name Defver-To Location
* Qantty Phone
Unitof Measure e
o Unit Price 1. e
Additiot Suppler fem
Note To Buyer Note To Supplier-Line
SelectLin
Billing
B Det Jeiver
VN 5 = = Expenditure Expenditure hem . EARE
Line XXEA_Accounting Flexfiekd Project Task EpendireType o 00 g Pecent  Quantity Amount (GBP) Delete
o) Esr
o £l a 5 be
obr Total 100 %80 EAeE
>
Yourreaus
Approv: Cancel Agply
Sanans Aot

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

two locations, click on add another row symbol
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.

==}

and a line will be added with the

899 %= Requisition Information : Update Selected line

Home.

* incates

Item

* Descripion S

Cawegory
* Quanty 15
Unit of Measare  Pack

Suppiier

Suppler EX
site

Contact Name
Phane

Fax

Email

Sappler em

Note To Suppler Line

Task

Expentiture Type

Delivery

Percent

Quantity Amount (GBP) Delete

EAE
EAE
EArE

EAE

2.3.5

Click on the magnifying glass beside the code to be amended and choose the 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
*COSTCENTRE 52051 . Q
*RESOURCE N Q
Non Delegated
*FINANCE 3605 . Q
Stationery & Offce Requisites
*FUNCTION 00000 . @
Defautt
* PROJECT 0000 Q
Default
*AREA 0000 . Q

*SPARE 0000 . Q
Defaut

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.

8 Requisition Information : Update Selected fine x
tem Supplier Delivery
n * Descripton * Need By Date 2019000 EY
F Requester COATES, MS HE
Catogory Sizionery an Consumaties Szbonsry and Offce Requses ContactName EA ORDERS Deliver-To Location
* Quansity i
Unitof Measure =
i Emad fsteamiesi@yahoo com
Aot Supplier ltem
4
Curency
Notes
Note To Buyer Note To Suppier Line
Billing
o
Line XXEA_Accounting_Flexfield Project Task Expenditwe Type  2Penditre EXpsailine Percent  Quantity Amount (GBP) Delete
| \ .| Organization Date
5 506 00000.0000.
0152102 N.3505 00000.0000.000¢ =, . & = . & - . as g
12 Q Q q q £ ]
] Total 100 5 335
1 &P Total allocation must equal 100% of the selected e values.
|8 [ Aooly tis Cost Allccaiion informaion o 2l appicadie feuisition nes
| 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 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.

Task Expenditure Type g’;ﬂ";’;:; E:"’:""'“" = Percent  Quantity Amount [GBP) Delete
L) aQ £} wo §
L o L) an g

Total 24000

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. aClick on Apply.

Requisition Information : Update Selected line x .
© Error
Row 2 Fercers - Prcentage must oo detwosn
3 w2 Parcont - Parcontage must o oetaeen 0
ftom Supplier Delivery g
* Descripion  SEE THE * Newd.tiy Date O
once
Note To Blayer Wote To
Bt
o o
& E e
> s % = xpendiure apenditure fem 2 s
Line XXEA_Accounting._Flexfiekd Project Task Expondiure Typs  CXPRRINES o be Quantity Amount (GBP) Delete [
b
L]
Totat
Cancel Apoly

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

) Home & - & - Bliogn1 @) togmive B v B -t - Peme Seys Tooke @+

Select Unes: Update  Copy Dutete | 3

©8r

Datals Description Quantity Unk  Price ARSUSE Need By Date Detiver-To Locath

Supplier Delivery

Project Number  Task Number  Award Number  Expenicure Type  Exponditire Organizstion

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

5, Confirmation
Requisition 81689 has been submitted to GIBSON, ALISON for approval.

To check on this requistion's status, click on the Requisitions tab or ook 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 to the
requisitioner with guidance on how to proceed.

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

2.4.1 Click the ‘Non-Catalog Request’ link.

Procurement =) opeansaesz @ ()
snop
Home
Search Man Swee ~
Stores
Shopping Cart
Yourcatis gty
av ‘ Purchasing News
e
/R
i o EDUCATION AUTHORITY
- PROCUREMENT NEWS
TESTING CRP2
(]
A —
3 iogae
> | Ve
o namters cn b ot
— S HELP 2 0 e oo snen

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

Non-Cataiog Request

Request Clear Al Addto Cart

* iem Type M3 cPA
* ftem Description [ NewSupler

* Suppier Name

' * site
Category

. CootzctName
Quantity

> Phone
Unit of Measure

Supplier tem

* Unt Price

* Cumency  G3PY]
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243

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.

244

Non-Catalog Request

245

sopcouk? t=kedhCh

Search and Select: Category

Search

seaeny [
;
Results | Commodiy

Quick Select
Nosearch conduced.

Cagoy  Description

\Qwﬁg‘,m:ﬂmm"m‘emmn st and enter 2 value in the text field, Men select e "Go™ buin.
Go

Commodity

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).

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 *

Request

em Type
scription

Goods billed by quanity
Plywood 15mm x 2m dimension.
Priced per shest

Category a
Quantity
Measure Q
Init Price

esev]

Curency

M3

@ interp-sop.co.uk?.t=fredRC

Search and Select: Category

Search

To find your flem, sefect a fiter ftem in the pulidown st and enter a value in the text field, then select the "Go™ button

Search By Description[V] %Timber%
Resuits

Select QUK Caregory 4

= Equipment and Materiais Timber
About tis Page

Go

Description .

Equipment and Matenals Timber

2.4.6  Click the Quick Select button against the required category.

24.7

248

The Category field will be populated.
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Enter the quantity required in the Quantity field.

Cance]  Select

Commodity

jopping Cart

Bur cartis empty.




2.4.9 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.

2.4.10 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".

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

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

Non-Catalog Request

%
Indicates required field

: ltem Type

¥ ltem Description

A Category

b Quantity

* Unitof eastre
* it rice

%
Currency

Goods. can provide descripton, fem price and quanty |V (i) CPA
Piywood 15mm x 2m dimension 0 New Supplier
Prced per sheet, * SupplierName B NCCAFFREY & SONS Q
*
Equipment and Materials Q 0y JH
: ContactName ~EA ORDERS
Phone 02890386985
Sheet
Supplier ftem
225
6EPlv]

2.4.13 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% o r %B%MCCAFFREY% etc. If unsure
of the Supplier’s name, contact the Procurement section.

2.4.14

Other details can also be entered e.g., contact name, phone number. Please do not

enter any information in the Supplier Item field.

39



2.4.15 Click on ‘Add to Cart and Next’ for required item and for the information to be retained
on the Non-Catalogue page if you need to add on new items and just need to change
the description for example. Otherwise Press “Add to Cart and New” if you would like
the item added to the cart and the original information to be cleared so you can
another item with completely different details. 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  Addto Cartand New Add to Cart and Next
* Indicates required field
* ltem Type ~ W *supplier Name
* ltem Description * Site
y Contact Name
. Phone
Category Supplier ltem
- )
Quantity

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.

» Confirmation Continne Shopping

Requssion 10104 ras

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 worth of goods
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 that a user raises 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

Requisitions

Views

Viw AnMy Recuntons (9] [Go
2 benang changs

Selectrequisiion: Copy ToCort  CancelRequistion  Change  Compite  Delete | 30 = (2 @ v

Select Requisition - Description Total Quantity Qry Delivered Gy Cancelled Open Quantity Creation Dote v  Status -~ Order  Suppler

e

3.1.1 Requisition Status: Within this screen you can see the status of the requisitions that you
have raised.

Requisitions

Seectrequision: Copy ToCal  Cancel Requisison  Change  Complete  Ostete | 312 0 B v
Sebect Roquisition - Description Total Quantity Qty Deivered Qty Cancelled Open Quanty Creation Dote Order Supplier

There is 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 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. For example, view dates when it
was submitted, approved and by whom.

Status -
i Approved

Stop | Rammassions

Reauisions | N

Requstions: Rsqussons »

Approval History for Requisition 73256
Hz 58

Organization Mame Action Notes

Saquencs +
3 Educa

Suomited
Wihdran,

1

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

CopyToCart | Cancel Requistion  Receive.

Details

M50y

Line escrpton Neity et Vo oty g N
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» If you wish to view further details associated with the requisition, click on the Details icon.

* I 22 ————E i

Requsiboes |

Arqursit

CopyToCart Cancel Requisibon  eceive

Description 2
12

ity - High gty el for scnocl use. 017887 Bax of

P
™
XGE ROAD DUNDONALD Down ET16 248 Wase:
) -
Details
Qry Qty Amount
Newd By Unin Quantiy o rcolied Opea Quantity Price e Order Detaits
7 custy e € p08 p o 5
Totat &

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

90 e, catfor schood use. OTEST

b Srow Assbona incr

Order
Order Sutss Acpoves
Huyw Buywr Phone
Supober

Supplee Ste HAMMOND WAY

Suppter Contact

Shipment Date. Expected Receipt Date

Fredght Cartier Tracking Number

Receigt Transaction Dato Raceived Unit Rocotver Phooe. Homa Roturned

Details Imvoice Description Payment Status Creation Date O Hold Status Imvoice Amount Amount Due Due Date

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

Requisition 73256 Line 1: Details

Requisition

ftom Informaton

Charge Account

Charge Account Project Number Tosh Nomber Expeadiuuse Type Expenditure Organization Expendiure tom Date Percent
Atachment

Tite Type  Description Catngory Last Updatwd By Last Updated Usage Update Delete Publish 10 Catalog

Ordler

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.

Requisitions

Views

Satctrequaton: | Copy ToCarl  Cancel Requaiion  Change  Compiia Delte | 3{ & 5 v

Seloct Requisition . Description Total Quantity Gty Delivered Oty Cancelied Open Quanity Creation Date ¥ Status. bunier

» 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 initially requested. Most 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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Total Quantity Oty Delivered Qty Cancelied Open Guantity Creation Date ¥  Status - Order Supplier
g o 114082018 132846 Approved 170758

Copy Tacant

Details

Hz a0

Line Description Need.y Deliver-To,

vt vty o B oy ke Ao,

[ &
508 201 050 - 10 = s

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.

3.1.4 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

Requisitions

¥ ‘6e

n 3 caning change request

Select requaition:  Copy ToCant  Cancel Requisibon  Change
Selact Requisition . Description

Total Quantity Oty Defivered Gty Cancelied Open Quantity
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» The Purchase Order details will be displayed.

The Summary box is a useful overview.

/

Order Information

Generat

Standard Purchase Order: 132069, 0 (Total GBP 1.09)

v G o

Terms and Conattions

Fayment Teems 30 Days oz

Ship-To Acdress

BilTo Adaress

Adiress 3 Acasemy

UOM Gy Price  Amownt St Amachments  Resson

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

Receipted: the value that has been receipted on the system. |If the value is 0.00 it
has not been 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
Received

1.08
1.08
Invoiced 109

Payment Status Fsid

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

Requisitions

Requisitions: Requisitions

Notifications

Shop | Requisitions | Receiving Feedback

Approvals

> View Order Details >

pts for F Order: 132069
HebdHvdy
Receipt -~ PO Number - Line ~. Shipment Description UOM Ordered Returned Receiy:d‘ Accepted Defects Location
" BALL POINT PEN, non-efilable, Medium point - red, Box of 50, EAHEADQUARTERS
2oy |j1pam 1 1 STYLOSTIK, 893616RE Box 10 1 5o DUNDONALD
<

Return to View Order Details

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 109
Invoiced 102
Payment Status Fsid

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

Order: 132069 s

i s D A S S Cidrony At ] D O Wk P S s Sl RIS Sipge S0 1O D [P O N | At
The invoice can be viewed by clicking on the invoice number hyper link.

Standard Imol;t; m‘n”:Ass (';o;I GIP 130) S

ency= 0BP

General Amount Summary

Line & Type = Description
' - BALL FOINT PEN. non-<wfiati, Wiedkun port - rod. B¢ of £, STYLOSTIK. B3616RE

Qty UOM Price TaxIncluded Amount - Retainage Status - PO Numbor POLine PO Shipment Buyer Receipt
w 10 0 1208 ROBNOON, MBS ANIT

- 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.

Payment . Remit o Suppler Remit 1o Supples Ste  Paymest Dt v Curency  Amoumt -+ Account Method  Statws - StatwsDate lovoice PO Mumber  Suppler Sopples Site
e i e e - s e  EBERSONEACOLTD® ACKHATER
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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.

Requisitions
Sowch

Views

vl oo

S—
CopyTocan  ConcolMeguaiion  Chissge  Complew Dolie (352 A fkv 0w

pisition Description ar G Oty 0P iatun . Creation Date ¥ Ordor Suppiler
Requisition Descript Tota Quantty g O ey S1tUs < Creaton Date v Order Suppie

Search

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  [v]

3.2.3  Enter the criteria you wish to search for 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’.

[—pae— 0]

M.
Requision Descaiption Tol Quantity Gty Delvered Qty Concelled Open Guandty Craation Dot Satwe  Orde  Supplier

Requisitions Search

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

Requisition Created By Q Requester Q
[ Inciude peopie 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 meet the criteria searched for 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.

Receiving Feedback

2fores Shopping Lists | Non-Catalog Ret

Search Main Store

Shopping Cart

EA PROCUREMENT
ADVICE - Helpline 028 9066
6499

«
@
LA

My Requisitions.

Description Total (GBP) Status copy

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.

Stop Requisitions

[R—
Requisitions

Sanrcn
Views

View Ay Roaustors  [¥] Ga

® Indiaios requsion wih a o

99 roques

Select requisition: | Copy To Cancel Requisiton  Change  Complete  Delete | 3 2 15 £ + 1 Rows 11030
Salect Requisition -~ Dascription Toul Quantty o % G mfm Crestion Date v Status & Ordar Supplier
© sum fr— nuee B 0 SOOI 12 P FARRINGFORD FORDBLTO" A
w50 moos 11 0 0 V05 ongee B MTED
st S— nnee 1 ' 0 0802010 1154 Aopovea 188318 BAN
- g2 nmee  » 0 0 47 Aopoves 18120 HENDERSON GROUP*
- [p— e w 0 © Sumce s Camsies  HENDERSONGROUP®

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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4, Warning Mo Yes

Please e e o

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

Edit and Submit Requisition Sove  Prioable Page  Submt

Requisition 63960

Quantiy Unit Price Amount (GBP) Need By Dato Deliver-To Location Astachment Update Line  Delete

‘Manage Approvals

Notes And Attachments

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’.

3.4. 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 requisition 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.
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3.5.3 Click on the ‘Cancel Requisition’ button.

Selectrequision: CopyToCat | CancelRequison  Change  Conpiete | 5 2 & v @
Select Requisition . Description Total Quantity  QtyDelvered  QtyCancelled  Open Quantity Creation Date ¥

P 3 3 0 01

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

He Wy

Details Line Description

Onder
Type

Order Need By Unit Quantty  Price Amount (GBP) Select Reasy

»

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

Cancel Requisition 41454: Review and Submit Concel Back  Submit

Cancel Requisition Details
Hewdy
Do e Descrpon OrderType Order

Unlt Quantiy Prics Amount (GBP) Cancel Line
» o 0 2100

3.5.6 Confirmation will be received with the requisition number.
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Requisiions | ot

= Confirmation

Cancel Requisition 41454: Confirmation Details

Request Created By COATES, MS HELEN
Oid Requisition Total 2757.0(
New Requisiton Total 0.00 G5

Request Ceaton Date 2
01d NonRecoverae T
NewNonRecoreableTax 00063

2018090837

Cancel Requisition Details

ool

Detals Line  Descrpion Order Type Unit Quanty Price Amount (6B Cance Line
1) e apples tesing o Puthase 8ok 2 270000 Yes

). 2 Purthase =

3.5.7 Confirmation will be received with the requisition number.

3.5.8 Click on Requisition tab and view Status which is now showing Cancelled. Click on
requisition number to open requisition and view lines.

Roquistions | Notscatons | Apporas
Requisitions
Search
Views
"
Soect roquiston: | Copy ToCart | Cancl Recuiston  Changs | Compiets. Dt | 34 & % £ v Rows 11030

Select Roquisition - Description

Total Quantity Oty Delivered Gty Cancelled Open Quantity Creation Date ¥ \ Status - Order

3.5.9 Cancelled lines will display with blue dashes.

Snop  Requisiions | Receiing

Requisitions.
Requisition 41454 CopyToCart
Description, /8013 appes testng non cat req etums Status
CreapefBy  COATES MSHELEN Change Histoy
Cpefon Date 2505201808541 Urgent Requisifon No
Deliver-To  GRAHAMSBRIDGE ROAD DUNDONALD Down BT16 24 Aftachment  None
Justification Note to Buyer
Details
Line has been fullyf partially cancelled
Hespdn
Line pecription Need By Deliver-To Unit  Quantty Gty Delivered Qty Cancelled OpenQuantty  Price  Amount(GBP) Details Order
2 01.06. A Box 2 0 0 il E
2e Each 12 on

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 requisition 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.

Sedrpustor Cofalel CoelReqibin Cge Compiee Dok [} 251y

Secusica Dt

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.

op | Requisions

Requisitions

Requisitions

Search

Views
View AlVjRequstos  [v] 6o
& Indicates requisiion wif a pending change request

Sckctrequisiton: CopyToCat  CancelRequisifon  Crange  Compke Delele | 2 i @

A . oy Oy  Open .
Requisiton Descripion Tool Qo o Gy S0 CRm DY (s Sapper

§ G lestigamend tumed requsion E5GE 1 1 1 thaned DEpEan  ECION

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

Raftesh  $ava  Printabia Pags  Submit

Additional Information

AREACODE 000D

Guaniity Unit Prica Amount (GOF) Hewd y Daie Asiachmen Daietn

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

Edit and Submit Requisition 137355 Refresh  Savn  Printable Page  Submit

" Description ) amend rtumed requistion
Justification

Additional Informption

* FUNCTION CODE ¢

AREA CODE

Select Lines: Updale | Copy | Delete | }{

¥ Details Des Quantity Unit Price Amount (GBP| Need By Date Deliver-Ta Location Attachment Delete

i Amourt 525 088 525 0 » EAHEADGUARTE + 8

Towl 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.

9D REQUSDON _ReCenin Feemac
Requisition Information : Updats Seiscted line x

Edgitan -

= Supplier Dalivery
Indcates|
* aad By Data

* Description ¥esing

* Catogory.

sl fsltsstgyano0 com
St Hom

Mota To Supplier-Line

Line XHER,_Accounting Fiexfied Project Task Expendirs Typs XIS R Pecant  Guantity Amount (GBP) Delete

0152102 N.4501 00000 0000 000C

Tolal 100 535
@TIP Total aocaion must ogual 1008 of e sdoclod e vauss,

R ——_—— =

o e

Netes And AHachmants
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3.6.7. Once details have been amended, click on the Apply button.

MO
A 130 Soppm em
* Cumaney 000w

Nates

T yw . e 1o g e
Wy
-
(I LY r—— - Progmet Toh

0P AN M 4801 00000 0000 20X W,

A
4R - b - ——

W1V 1100 s st s XN 0 0 S o s
Q

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

55



4. RECEIPTING

All requisitions raised via iProcurement must be receipted for Accounts Payable to pay the Supplier’s
invoice. It isimportant to receipt on the system when you receive the goods or services, even if you
only receive part of your order. There are several 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.

Shopping Cart

Purchasing News
 Check sty

EDUCATION AUTHORITY
PROCUREMENT NEWS
TESTING CRP2

TESTING CRP2
PROCUREMENT NEWS
UPDATE

My Requisitions
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The

Shap Reasstions Recewing | Feeduack

Recornng

Search Hems oRecene (V] Search Atnbate ind by Requston Numoer[V] - Saarch Value Go
Receiving

Requisitions to Recsive

Hemgvm

Roqisition Reguisition Description

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

Expross Roceive to rocty Ceate eces wih e recect vakes a.tomate 3 Ceta e FolList

e wrang recept quantty

Order Number Express Roceive
Mutoie

Clssoom 6

a0 aseoxiad /LS 303 Comections

o

My Receipts at a Glance

ik View Detals 1 v receptcetis FaList
HebgvE

ot hon Dnipdcn Receigt  Transaction View

st | o Supplinr ey Atachemonts

EBERSONE L 0O

4.1.2  Click on ‘Express Receive’ icon @ against the relevant Requisition within the Requisition
to Receive section.
4.1.3 View Details to receipt and click ‘Submit’.

Receipt

Recew

4.1.4

Roquisiton  Descrigtion

Seect teme Receit inkrmaton Review And Subemst

Receive Items: Review and Submit

Concel  Back Swp3ofd  Submit
Information

Hoceipt ate 17

ot Commants

Recelved Item Detalls

A8 W

Anachments
OAVIDERS (87

Receipt Quantity Unit  Waybill  Packing Siip em Comments.

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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Receipt Date  17.10.2018 18:41.24.
Received tem Details

0 a2 'DMDERS (BPA NUMBER OF LINES TESTINTG) SET OF 843 EB ERSKINE & CO LTD

Retuen 1o Receiving
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4.2 receipt using Search Method

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

oo V] Sear « J
Receiving Process
Requisitions to Receive
TR SIS 10 S T O M B0 U A0S AT SHene Full Uist et
He5@y

; Onder Expross
Requisition Requisition Description Supplier Number s

My Receipts at a Glance

Vi Detats 1 o et owas Pt
Hz5 ey

Recoipt  Transaction Witea  View
Recelpt tom Description e Suppier - e Atiachmants

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 Items to Receive [v] Search Attribute Search Value Go

4.2.2  Alternatively click on the ‘Receive Item’ link.

Receiving
Search ltems fo Receive [] Search Attribute  Find by Requisition Number[%] Search Value Go

Receiving

Select the receiving action you want to periorm.

+ Receive Itams - Correct Receipts
+ Retum 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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w | Recewing

Sesoct Homs
Receive Items: Select Items

Reven AvG Submt

Cancel  Cwear Changes
Reasester F

Expross Roceve 5o 1013 Nest

Hz58
Select Requisition Description  Need.By Receipt Quantity Unit.  Ordersd  Raceived Invoiced Supplier  Order Type  Order Number 6L
o reeuts touna

Auachments
T Use 1o Fraviousiiosst nawgamon 1ol 0 7ake Seiectons acrces mufigi pages

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

Receiving

Rocerving

Seioct itams.

Receive Items: Select ltems

Aocept intomaton

Reven Ana Scemt

Cancel  CloarChanges | Express Recews Siep fof3 Negt
Requester  PIN BERT

Requisibon Number
Supphier

Ovder Mumber
Shapment Numbes

Noms Due Any Tme [V

6L
Receipt Order Write 8.
a ity Unit Ordersd Received Invoiced Supplier Tyve Order Number  Shipment Number ;.ll:um&md Roview Attachments.
8 s o EBERSONER oy g '
- 9 3 - *

@11 Use o Frovoustet navgaten ol o make selsciors aircas mioe paget

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 than the quantity in the ‘Receipt
Quantity field’.

Cancel  ClearChanges  ExpressRecewe S0 103 Next

Srapmont Numer

Home Due Any Teme ]

Select Requisition . Description

GL

Receipt s Ordr Wit s
Need Unit Ordered Received lnvoiced Suy Orde Number it Mumber - Encumbored Anachments
8y pptier . O Shipment

SUSPENSION FLES, boscas, b

g cainets. compete wih a0s sl enermove s .
9 wm e M 5| P . 5 0 sERERSONE e wome 7102008 B

5

BALL POINT PEN, ronattac, RSN

9 wom e pon 8900150 EBBAL. 24102918 0000 3/ 8o v 3 0 BRSNS e o 302008 D

TP Use e Previousvext navi

100410 M s64c50NS 1085 MLtEHe 5398

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
Co (B! smp 20t (b
o s i s i by e
Attachments
propme—_
e R G Lost Updated By LastUpdted Unoge vt | Do Publshto Catalog

4.2.8 Click ‘Next’.

4.2.9 Review details of receipt and click ‘Submit’.

Sect tems. Review Ang Submet
Receive ltems: Review and Submit Cancel | Back Swo3of3  Submit

Receipt Information

Requisition  Description

Receipt Quantity Unit Weybill Packing Slip  Hem Comments Attachments

BAl

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.

Recerrmg

& Confirmation
Receipt 81 s been crested ot you
Recelve Items: Confirmation Details
Receipt Information
Recept Date  17.10.2016 174505
Recelved Item Detalls
He PGy
Receipt Requisition Descr

Receipt Quantty Unit Woybidl Packing Sl Item Comments Receipt Comments Supplior Attachments

»
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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 need by date so that you see the oldest first.

43.1

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

Receive Items: Select Items. Cancal | CloarChanges  Express Receive  St20 1013 Neat

Sotct tems.

Newiy Bocatt o Ondaed Rnceived voiced Suppler o wies

o
Order Number -~ Shipment Number - Encumbered s, Attachments
- Date.

[ AN
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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4.4 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.

o A week later the requisitioner would receive an email saying that the initial reminders
were 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 reminder 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 ‘My Receipts at a Glance’ within the Receiving tab.

oors Receiving

Search e

9] search Amibut

by Requiston Namber V] Search Value 6o

Receiving

Requisitions to Receive

Cick Express Receive 1 drec?

HeG8+5

Order Number Express Receive

My Receipts at a Glance

ik View et o FallLis
H2&5gy3

Receipt e Descripbon Rocspt sl Suppies e Atachments

4.5.1 The last five receipts are displayed at the bottom of the ‘Receiving’ tab or the full list can be
viewed by clicking on the ‘Full list’ button.

4.5.2 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. Click ‘Go’.

View Recelpts

Receipt Croated By

Nems Received Last7

Recelpt

Requisition Description Received Unit  Receipt Date Transaction Date Supplier Order Type Order Number Aachments
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453

4.5.4

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

Supplier, order number, etc.

Recermng

View Receipts

Go | Char

Raceipt - Requisition - Description

Click on the Receipt number to view details.
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Receivd Unit ReceiptDate ¥  Transaction Dote - Supplier
[ 916 11,04 & £5 ersone

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

Ordor Typa  Ordr Number

Attachmonts




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.

iProcarement

A x B ‘m winsasz @ ()

ons  Receiving | Feeatar
Receiving

Search  [fem

we [v] Search Attribate Gerv] Search Value =)

Receiving

Full List

Supplier Espress Receive

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’.

Receiving

Find Receipt
Refurn Iltems: Find Receipt

Relum Information

d Submit

Cancel  ClearChanges  Sizpof3 Mext
Receipt Created By

liems Received  Any Tme

Receipt
Requisiton Number
Order Number

Suppier

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

field. Click Next.

Hewévam
Receipt~  Requisition ~
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4.6.4 Enter reason for return, click on magnifying glass in the Reason field.

0 L]
Find Receipt Return Information Review and Sudmit
Return Items: Enter Return Information Cancel  Back Seo2or3 Next

Reason
Retum Material Awthorization
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 Cance] | Select

Search

To find your item, select a filter item in the pulidown list and enter a valye/in the text field, then select the "Go” button.
Search By Reason Nameﬂ 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 Concel  Soloct A

Search

Results

Reason Name

. . DomageaFauty

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

Receiring

Find F

Return ltems: Enter Return Information Cancel  Back Sep2of) | Nagl

Return Information Review and Submt

Return e
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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’.

L]
Revsew and Subenit

Fina Retm Info

Return Items: Review and Submit Return Comcel Back swgicry | Submit

HesS@-m

Quantity Returmed Unit Quantity Roceived Supplier Reasan Roturn Matorial Autharization Comments  Attachments
Ut Vickor V9. Pack size 10 HFCA4633 Fack 0 INTERCLEAN LTD * DamagedFaty

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

[, Confirmation

Your retumns 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
all organizztons

lems Received A

Receipt

Requisition Number
Order Number
Supplier

Heb@em

Recelpt  Requi Unit ReceiptDaie  Transaction Date -~ Supplier - Order Type  Order Number
& K] 90 Pak 019 25042019 100142 INTERCLEANLTD* Purchase
.
Received
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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 Requsions  Recelving

Receiving

Search MemsoReteie || Search Atibute - Find by Reuision Number j Search Value Go

Receiving

Selectthe recehing acton you wark i periom Receiving Process
L

e of

Requisitions to Receive

Cick Express Receive

e eoeits wih e e

vales aufomatcally defaued.

Full List

4.7.2 The Correct Receipts screen opens. Click on Go to reset to any time for items received.

Correct Receipts: Select Receipts

Cancel  ClearChanges  Confinue
Receipt Created By

tems Received

Receipt
Requisition Number
Order Number
Suppler

6o Clear
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4.7.3 Enter Receipt number and click on Go and the Receipt will be returned. Enter the correct
quantity that should have been receipted.

Receiving

Correct Receipts: Select Receipts Cancel  Clear Changes  Continue

Receipt Created By

liems Received

Receipt

Requisition Number q

Order Number q
Supplier

geog-a
Receipt-  Requisifon~  Descripion Comechtlyantity Uit Received Supplier = Order Number Mtachments
149156 137341 APER BIN, 15 lives - plasic, blue, E: Each 10 BANNER GROUP LIMITED

+

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

Receiving
Correct Receipts: Select Receipts Cance] Clar Changes  Confinge
Receipt Created By q
] Inchae pecple o
Hems Receved  An
Receipt
Requisition Number qQ
Order Number q
Supplier
Go Clear
Besdr1
Receipt~  Requisition 2. Description Correct Quantity Unit Received Supplier 2. Order Number 2~ Attachments
1431% 137341 IWASTE PAPER BIN, 15 fire x Ezh 108 MITED +
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4.7.5 Review and Submit screen opens showing the amended quantity and if correct then click on
Submit

Sfop Requsiions  Recedving | F

Receiving
s
Correct Receipts: Review and Subrmit G B St
B2gd
Receipt  tem Descrpton Corect Quanity Unit Change ~ Received Supplier Atachments

WG WASTE PAPERBIN, 18

la,boe, Each, -CONNECT, SIED908

YEah 1 1] BANNER GROUP LIMITED

IN

.7.6 Confirmation will show that your corrections have been submitted.

Receiving

=3 Confimation
Your corrections have been submitizd.
Correct Receipts: Confirmation Details
Beligvm
Receipt  ltem Description Comect Quantity Unit Change  Received Supplier Attachments
191% WASTE PAPER BIN, 15 fitres - plasfic, bive, Ear ECT, 5052909 3 Eaxch A 0 ER GROUP LIMITED

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

stions | Receiving  F
Recsiing
Receinng Receing >
View Receipts
Receipt Created By
Items Received
Receipt
Requisiion Number q
Order Numer a
Supplier q

Received Unit ReceiptDate ™ Transaction Date = Supplier = OrderType  Order Number = Attachments
9 2019 2 9102104 BANNER GROUP LIMITED Purthase nBnm

tomerthe recept by viewing the deis
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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
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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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Area Code (Oracle) = Department Code (School)

APPENDIX B — Area Department Code Guidance - Schools

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 EA One
Helpdesk Form 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 spending 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 EA One Helpdesk Form Tel: 028 9047 5000 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
* Descripfion BRASS: 60 per cent copper, 40 per cent zinc, Round. 8mm. Stock length
Justification
* Need-By Date 17.09.2018 00:00:00 )

{example: 27 £:45:00)

* Deliver-To Location EAHEADQUARTERSD @

Additional Header Information

* FUNCTION CODE 00000 Q
Default
AREA CODE 1020

Department 20

Area Code
Delivery and Biling

Delivery Billing

*Requester GRANT, MISS ELIZABE, @
@ 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 5.2GBP 104.00 Eﬁj

reent zinc, ...

IRIDESCENT PAPER

2 .B1, 250gm. Co Pack 3 113.5 GBP 34050 @
lour: gold h...
;Lhti?e Exercise Books -
3 item's Ad General Rang Pack ) 18.69 GBP 93.45 Eﬁj
e (300 x 210m...
Total 537.95

Click on Edit to Add Additional Approver and Other Details
» 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.

e 2 Craie i it b e g

® Information
Crge accsum e e
Swe Prmuabispoge  sutem

Edi

Requisition 73301 ]
quisiion Codes entered here in

this screen will NOT
take effect

Soect Lo gt Copr | Ouets | 3
S — Guanty e Prica m Upats ine [
@ » 0 Exn g 2

[rep—

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
site  ruUnCoILRUYE
Stationery and Contact Name EAORDERS, EA ~
Categol Consumables.Stationery and
1Y Giice Requisites Phone
F
* Quantity 200 af
Email  ifsteamtest@yahoo.com
Unit of Measure  Each
Supplier Item  70326-710
Unit Price 0.1
Amount 2000
Currency GBP
Notes
Note To Buyer Note To Supplier-Line
Billing
o+
Line XXEA_Accounting_Flexfield Project Task i Type Expen_dltu_re
1 01.52102.N.3605.00000.0000.000( =; . 3 X
EA COST CENTRE RESOURGE FINANGE FUNCTION PROJECT AREA SPARE v
2 >

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

Cancel  Select

Search
“EA 01 Q
*COST CENTRE 52102 Q
ntegrated Financial Systems (iIFS)
“RESOURCE N Q
Mon Delegsted
“ FINANCE 3605 Q
Stationery & Office Requisites
*FUNCTION 00000 Q
Default
* PROJECT D000 Q
Default
*AREA 1020 Q
Department 20
* SPARE D000 Q

Default
Search Clear
Results
Create |

Select Code Combination

(e) 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
=

Expenditure

Line XXEA_Accounting_Flexfield Project o P
rganization

Expenditure Type

0152102 N.3605.00000.0000.1020 =,
EA.COST CENTRE RESOURCE FINANCE FUNCTION PROJECT AREA SPARE

1

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

[ Apply this Cost Allocation information to all applicable requisition lines

U}

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.
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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 = Requisiions Receiving Feedback

Home | Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates required field

* ltem Type

%
Itemn Description | Goods | can provide description, item price and quanti
Services.| can provide description, rate and quantity
T

Goods or Services | can provide description and Total Amount

*Calegorv
® Quantity
* Unit of Measure Q
* Unit Price
* Currency  GBP[¥]

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 | Requisitions Receiving Feedback

Home | Shopping Lists Mon-Catalog Request

Non-Catalog Request

® Indicates required field

* ltem Type Services.| can provide description, rate and quantity (6]

* Item Description |Photocopier charges for
Photocopier RX¥2343 Estimated
usage Black/\White Copies for

-

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

Shop | Requisitions Receiving Feedback

Home | Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates required field

* ltem Type  ‘Services.l can provide descriptfon, rate and quantity {
* ltem Description | Photocapier charges for D}
d

Photocopier RX2343 Estimat;
usage BlackWhite Copies fi

* Category
# Quantity
* 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’.
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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 Category Business Senvices.Pholocopyl | Go

Results

Quick Select Category 4 Description - Commodity 2

O r; Business Services.Photocopying Charges Business Services.Photocopying Charges

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 Non-Catalog Reques

Non-Catalog Request

* Indicates required field

* ltem Type  Services.| can provide description, rate and quantity
* ltem Description | Photocapie %arges for

(<]
| =)

Photocopier/RX2343 Estimated
usage Blacf/White Copies for v

* Category Business/éer\rices.Phota Q
* Quantity 10000

Enter the required UOM search field e.g. Each. ‘Amount’ should never be used.
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Shop = Reguisitions Receiving Feedback

Home Shopping Lists Non-Catalog Request

Non-Catalog Request

* Indicates required field

* ltem Type Services.lcan provide description, rate and quantity ﬂ

=

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

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

* Rate per Unit  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.

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 Al Add 1o Cart

* tem Typo

* om Description

Clear Al 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.
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Non-Catalog Request

* Indicates required field

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

Photocopier RX2343 Estimated % " a

usage Colour Copies for April Supplier :ame CALVERT OFFICEEQY, @

i q

* Category Business Services Photo @ Site | ORBY LINK a)

% ) Contact Name EAORDERS, ORDERS
Quantity 6000
% Phone
Unit of Measure  Each Q .

Supplier ltem

® Rate per Unit 003
* Currency  GBP[v]

Click on ‘View Cart and Checkout.

Shopping Cart

S —

N —
Non-Catalog Request
* inckcaten recures ted.

* o Type = ® o

* o Ovserption. (P 0 e S
t * Suplor Moo CALVERT OFPCE 60U &
* oy s OB UNK
e - GO RN
* Quanity Comtact Name  EADRDERS OROERS

2 hone i
[rpT— ot
* ot o Unet

* Cuneacy 0]

Suosie vore

Quantty Prie Amount (GBP) Delete

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 BEE DTR Staff (Delegated)

Fiscal Year 2019

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

x| Fiscal Period | Cost Centre Name (71862 - FA Test Scho x| Res B | Function =l s =

' Searching... To cancel, dick here.

Apply | Resctv

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

=

<

[Joooo -
[J1002-
[J1003-
[J100s-
[ 1005 -
[]1007 - Departme v

[J1025-

Default

Departme
Departme
Departme
Departme

Departme
>

Search...

lar TPL3 Encumprance | Total 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)
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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 in the 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.XIsx

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

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

You can choose to run the report by individual area (department) or for several 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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APPENDIX E — iProcurement Punchout

Punchout is the result of a collaboration between EA and Findel whereby items, mainly from Hope,
that were previously ordered using the Non-Catalogue method or iProcurement shop can be
ordered much easier though a ‘Punchout’ link to the Findel website. This website is a customized
website specifically for EA only available through the link. It is not accessible by going directly to
Findel’s website, it is only available through Oracle iProcurement.

After clicking on the Punchout link in Oracle iProcurement, the user will be able to search and add
items to the basket using H item code reference or by just browsing through the available
categories. Once all required items are added to the basket the checkout button will return the user
to the ‘Edit and Submit’ section within Oracle and they can proceed as usual with their order.

There will be no need to add Item descriptions or calculate any discount as this is done
automatically.

Below is a detailed user guide on how to raise an order using Punchout.

1. Loginto Oracle. NB*Chrome is not recommended for Oracle, only MS Edge.

User Name

Password

Louin Assistance

Register Here

Accessibility

English ~

2. Click on “EA iProcurement”. This is underneath “Navigator” on the left hand side of the
page.
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MNavigator wWorklist

Personalize

» Em “Emplovees e-Payslip Self-Service, Education From -~
Authority BG

¥

Em EA Employves Self Service, Education
Authority BG

Em EA iProcurement

Em EA iProcurement Pilot

Em EA School Income

Em EA School Principal - SNER

Em EA Timecard Inputter, Education Authority BG

yYYyYYYY

3. Click on “Findel Punchout Store” (highlighted in yellow below)

iProcurement

a Main S Famiure Puthases ‘% Busingss Senioes Purc

Equpment znd Materizl Purchasss Stabonery an

@) Caerrg Putheses

oo sie P18 PRG0S

Fatifies Maragemet Inc Uites Futhases
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4. The Findel store page will appear, either press the categories provided such as “Early Years”
etc. or use the search bar to search for desired items, either by typing their description or
the Findel item code e.g. HE1691844. An item with ‘Product Restricted’ displayed is not part
of EA contract and cannot be ordered. If you have any queries with regards to this type of
item, please contact EA. Procurement Education Resources.
(educationresource.procure@eani.org.uk)

B O Fimeyscrcoiwdfany Ve T X |4 - 0 X

& O @ O nsfindeledustfecom-web.com A = @ @ -
G Google (4 0 @ S ( Anescance [ EAlnacet BE Outiookvowmal [5 0CVENVT [3 OC2 [ Tako [ StffEmal (b FSEANI () AREANI ' Mortgage Cakulato. >

Name: kennycomy@eaniorguk  IsintemationalSite: False  CountryCode: G8  TransactionalCurrency: G3°  IsTransactional: True  IsPunchOut: True

Help
Welcome, MR KENNETH |
q’ Free delivery on all orders over £40° (ex VAT)
Ordar by phone: 03451 203 603 | Mon - Fri 08:00 - 1700 PM -
N% . 82 &
= = P = =
ekt 5 - Q) Account w Quick Order Basket

EarlyYears Cumicular  Art&Design  Stationery& Office  Fumiture  ExerciseBooks  Sport  Science  SEN  Faciliies 1T & Hardware
5. |
]
.

:
.
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. forgenerations.
™
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5. Once the item is found, choose the quantity required using the arrows as shown and press
“Add to Basket” to add the item to the basket. The number of items in the basket updates
by the quantity of items so if you add 3 of one item the basket quantity inside the blue circle
will show 3. If you add two more of another item, it will display 5. Please note: The add to
favorites star in Findel punchout is standard but of Findel’s website, this is not for EA
purposes.
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Ord 4 03 | Mon - Fri 0800 - 17:00 PM
R FINUEL = . o ®
Seatc oo s Sy, T

EarlyYears Cumiculsr  ArtGDesign  Stationery§ Office  Fumitwre  ExerciseBooks  Sport  Science  SEN  Facikties  IT6 Hardware

Google

- Classmates HB Easy Grip Triangular Pencils -
Pack of 72 Puck of sevent
Product code: HEI691844

Product Dascription >

£12.59
.

[ [eyeee—

When the order is complete, press “Basket” to see the basket as shown here.

o Basket | Findel Education x [°F - 8 x
&« O @ o] findeled-uat fecom-w 5 = ® @
G Goege (3 D @ Sors (G Attercnce [ EAlntrnet BB OutlokFotmai [ OCI/ENA [J OC2 [F) Toeo [P Sufmad (J FSEANI (4 AREANI m Meorigage Caiculnto >

bt 40

JFNEL =

Basket
© [Fona Basket s ems)
Subtotal 2798
+ You qualy for free delivery Bpeta Eus Discount -£280
es HB Easy Grip Triangular Pencils - Pack
——
Unit Frice £12.59
quarnry [ 2
HEl691844
Instock & Product Subtota

£30.22 incvar

H O Type here to search I

You will notice that there are a few features here to help you manage your order. You can
empty the entire basket using the ‘Empty Basket’ button, you can delete a single item from
the basket using the ‘bin icon’ against the line or you can change the quantity of any item by
removing the current quantity and keying the new quantity.

Please note that ANY changes made in the basket will need to be applied so the ‘Proceed to
checkout’ button will neatly change to become ‘Apply changes’ and after pressing it, it will
revert and allow you to checkout.
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HEI691844
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The unit price displayed against the item is the net price including discount and you can see
in the basket ‘Total’ on the right, the total discount that is being applied to this order. The
Total also displays the VAT but only the net price is brought back into Oracle and VAT is dealt
with as usual when the Invoice is keyed in Accounts.

Please note there is still a recommended limit of 15-18 lines per requisition.

The ‘Purchase Order Number (Optional)’ and ‘Promotion Code (Optional)’ fields are not in
use for EA punchout and do not require details to be entered.

The Findel content on the website e.g. Share Basket, Save Basket, Save to Favourties, Help,
Returns, Accounts are Findel’s standard website advice and not EA content or advice. If you

require advice on EA Procurement processes and procedures please contact EA Procurement.

When you are happy with your order press ‘Proceed to checkout’.

8. You will be brought back into Oracle where you will see your order in the ‘Edit and Submit’
screen. Please do not make any changes at this point as they may not retain. Click on the
‘Shop’ tab.
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' iProcurement

Edit and Submit Requisition 687155

qured fe

Refresh  Save  Prinbi Page  Submit

Jusification

Additional Information

SelectLines: | Update | Copy | Deletn | 35
Details }™  Descipt T
141 umber DeScription uantity Unit

» FILES, spe

v, o sioring punchad pager, minimum capacity 0mm, medium weight minimum 20003 - bulf - pack of 25. O-CONY

b Classmates KB

Your requisiion wil b¢ sent 1 Ihe folewing st of apgrove:

From there click on ‘View cart and checkout’ and continue with your order as usual,
returning to the Edit section if required.

iProcurement

Stores.

Shopping Cart

View Cart and Chackout

% =
3 PUNCHOUT REGRESSION
TESTNG
abte Peschane @ o Puch ALL QUERIES TO
- s queries@eani org uk

NB* For Findel punchout any special instructions please continue to use the ‘Note to
Supplier — Header’ field in iProcurement, please do not enter details in the ‘note to supplier
— line’ as this is not required for punchout and will impact your delivery label. When entering
a name for delivery in the note to supplier header field this should begin with FAO followed
by the name and telephone number of the recipient. School address is not required. \Please
ensure that the note does not exceed 120 characters as anything over this will not be

recognised by Findel's system and therefore won't be displayed on the delivery docket.] {f‘ ted [LM1]: dment to Findel note
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APPENDIX F — iProcurement Punchout Quick Order

Punchout has a feature called Quick Order where a basket can be added to by using
a simple excel spreadsheet that can be uploaded meaning items do not have to be
searched for individually. It should be useful for repeat orders for common items.
Click on the Quick Order Icon highlighted in the screen below.

Name: hmahood732@c2kninet IsinternationalSite: False CountryCode: GB GBP True True

Welcome, MISS HAZEL Elizabeth |

q’ F I N n E l Free delivery on all orders over £40* (ex VAT)
\’ Order by phone: 03451 203 603 | Mon - Fri 08:00 - 17:00 PM (o]
32 o
Q5 : , e ==
Search for a produc
it Account ~  Quick Order Basket

EarlyYears  Curricular  Art& Design  Stationery & Office  Furniture  Exercise Books  Sport  Science  SEN  Facilities  IT & Hardware

The template can be downloaded from the ‘Quick Order’ section before first use and
saved locally and then edited offline and used to add to the basket in the quick order
section. Click ‘Download our excel’ and save to a new folder you create for
Punchout.

Home > QuickOrder

& Quick Order @

Order by product code Import codes from Excel
With minimum effort, this tool can get the

Are Your Products on an Excel Spreadsheet? [ I 0 O e s Y

i i only need product codes or an Excel file to
Save time by uploading from Excel. Simply have a column for product cades and another column for )
make it work.
quantity required.

Using product codes:
Download our Excel -

Upload Excel file... ‘ Browse

file template here =] 1. Enter your product codes and
quantities
k 2. Click 'Add" and repeat to

include more items
Start entering product codes in the form above to begin.

3.When you're finished, click

"Proceed to Basket' and checkout

The template is a simple one with only Product code and quantity needing to be
entered before uploading.

AutaSave

File Home Insert Page Layout Forn
c3 % Fe

A | B C D

1 |Item code Quantity Comments
2 |G1205757A 1
3 |G1220116C 2| .I
4 —
5 —
6 —
? —
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After entering the order details in the excel template, save it in a new folder created for this
purpose and then proceed to the quick order section in Findel’s website. Click on ‘Upload
excel File’ and browse to where the template is saved, highlight it by clicking on the excel
template and click ‘Add’. The template will show in the Quick Order field and an ‘Upload’
button will be revealed.

Home » Quick Order

]

Order by product code Import codes from Excel

Are Your Products on an Excel Spreadsheet?

Save time by uploading from Excel. Simply have a column for product codes and another column for
quantity required.

Download our Excel

‘ Template test 2 items no commen| Browse ‘

file template here

Click Upload and observe the list of items that appear below. The last part is to
simply scroll down to the bottom of the form and click ‘Proceed to Basket’.

Using product codes:
‘ Upload Excel file. ‘ Browse

ﬁ Download our Excel
file template here 1. Enter your product codes and

quantities

2. Click'Add" and repeat to
include more items

3. When you're finished, click

v 2 products have been successfully added to your quick order form X
"Proceed to Basket'and checkout
2o (25 .

Product Code  Price Qty Total Using an Excel file:
“6ud* Vocabulry Book 80 Page, B Rled With Cental Margin Lght oo oo El aom (5] Ifyou already have a product istin Excel,
Blue - Pack of 50 =l make sure the columns are labelled

correctly (Product Code / Quantity)

200 x 248mm Exercise Book 40 Page, I2mm Ruled / Plain Alternate, Red - =
HEI2909T1 £4765 - £9538 | ®
Pack of 100 < =l

Clear All frems Order Total: E106.17

Then, just click 'Import codes from Excel'

You are then free to add other items to the basket by searching for them or proceed to the
basket to checkout.
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