Raising a Requisition

1. In the Procurement menu, select Requisitions to raise a free format order.

Menu

Requisitions

Your employment
Al Requisitions

\ Al Requisitions - E-Marketplace
Procurement

@ Workflow enquiry - Bequisitions

Information pages [@ Own requisitions

NB: Use this screen if you know in advance the supplier you wish to buy from, the
description of the product/services required. supplier catalogue/quote reference

numbers, prices etc.

2. Requisition Entry Tab

Note: Mandatory fields are marked with a red asterisk * and cannot be left blank

Requisition entry  Requisition details ~ Punchout
Requisition number
4l
Requisition Default supplier & contract Delivery contact
“ Requisitioner " Supplier Delivery date
Trainer, Agresso B ‘10235\ Pl ‘ =] 2/1/2017 &
Co9999 102350 VWR International Ltd Delivery contact
“ Status Marks & Clerk Agresso Trainer (Delivery) -
Active Marks & Spencer Lunchtogo -
GBS Re Maid/Tunbrg Wis NHST Delivery address
Period (%] A%’WB?_SO Training
201504 Queen's Building
Mile End Road
External reference Lo =
Delivery attention
Message ’

o |External reference — Enter a reference e.g. Supplier account number or/Quote number.
o 'Messaqge — Use this field to communicate information to authorisers or Procurement, or
make notes/on requisitions eg Quotes or Tenders. This will not/print orn/orders.
(See ‘Purchasing Procedures’:http://gm-web.finance.gmul.ac.uk/purchiasing/index.html
and Financial regulations: http://qm-web.fiﬂance.qmul.ac.ul//proced,ﬁres/index.html)
e Supplier — Enter the Supplier number or Name of the supplier yod wish to use.
The predictive text function will bring up the suppliers matching the id or name.

Note: You must find/enter the supplier 1D BEFORE £ntering product
details.

e Delivery Address - Your delivery address will default’on screen, if a different address is
required, select from the drop down menu Delivery Contact.

e Delivery Attention — Enter any (urgent) instructions for delivery.
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Attach documents - Click on the open documents icon at the top right of your screen.
Click on Add a document and click the Upload button to browse to your document. Once you

find the document you wish to attach click on Open. You need to enter a Document title and
can add a description of the document. Finally click Save.

4. Requisition Details Tab

Note: Mandatory fields are marked with a red asterisk * and cannot be left blank

Requisition entry ~ Requisition details  Punchout

Requisition details

# Product Description Quantity Currency Price Amount Status

0.00 GBP 0.00 0.00 N 4]
N

Laboratyry Supplies )
3650C Laboratory Supplies (CALL OFF ONLY)

3651 Laboratory\Equipment

3651C Laboratory Equipment (CALL OFF ONLY)

53 Liquid Nitroge
3653C Liquid Nitrogen{CALL OFF ONLY)

3655 Lab Gas Purchasgs (not Lig Nitro)

3B855C Lab Gas Purchases (not Lig Nitro) (CALL OFF ONLY)
3656 Chemicals
3656C Chemicals (CALL OFK ONLY)
3657 Pharmaceuticals
3657C Pharmaceuticals (CALL FF ONLY)

T 0.00

Add | Delete | Cop

¢ Product — Enter QM internal product code or description of category, the predictive text
function will bring up matching categories.
Select the required code/category.e.g. 3150 (Stationery) or 3150C (Stationery — CALL OFF
ONLY).
This code maps to the relevant account code for the expenditure category (e.g. 3150 -
Stationery).
To use the advanced search, click on Field Help, enter category details and click on search.
Press the Tab key to confirm your selection and move to the description field.

**Call-Off product codes (end in C) should be used where you will be making staged
payments (receive and pay for partial deliveries).

Requisition details

# Product Description Quantity Currency Price Amount Status

1 * 3650 [l Carlzeiss Microscope 200 GBP 150.00 30000 N
Laboratory Supplies / Sterling Pound (GB) / N
b. 4

e Description confirm you have-selected the correct product code.

itially this is

it difficult toreceip rtial deliveries if you have not amended the generic text.
o Quantity™* ter the quantity of goods you wish to order.

o Price* — Enter the Unit price (this must be net of VAT).
*Note: Call Off product codes - If you chose a product code ending in C (Call Off),

the quantity will be fixed as 1 and you must enter the total net value in the Price
field.
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Detailed Information Section: Click on the chevron button to expand.

»
»
2 Detailed information

Product information Price

Supplier product Discount percent

CAT 5799444
Product text Discount
Including 3 yeaAwarranly as per your quote ref 5455555

0.00

0.00

Supplier Product — Enter the supplier alogue number (if applicable)

Product Text — Ent

Discount Percentage — Enter discount % if applicable.

y other relevant information you wish to be printed on the order.

GL Analysis:
# GL Analysis
# Account Catl Username Cat3 Budcode Free Tax code Taxsystem  Percentage  Amount
1 3650 1530 IS R ISEC 100020y = B +r B ps 100.00 30000
Laboratory Supplies - School of Biological & Chemical S... Fiil SBCS Dept - General on purchases 20..  Science Pool
2 100.00 300.00
Split row

Budcode - Your default budget code is displayed here — you can change this to a different

budget code if you want to cost this purchase to a different code.

TC — Tax Code will default to P9 (20% VAT) on most products. If you know the purchase will
not be subject to VAT you need to change it (eg change it to P3 due to medical research). In
this case, a VAT relief certificate will be printed with the order. For detailed VAT guidance use

http://gm-web.finance.gmul.ac.uk/procedures/index.html

NB: Each product/service line has it’'s own GL Analysis line. Click on the product line

to view/amend the GL analysis for that line.

Add more products:

Add | Delete Copy Reset

\

If more product lines are required, click Add to open a new line.

Requisition details

# Product escription Quantity Currency Price Amount Status
0 1 Carl zeiss Microscope 200 GBP 150.00 30000 Active
[ [ * 3120 &l Postage & Couriers 100 GBP 50.00 50.00 N
Postage & Couriers Sterling Pound (GB) N
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Once all the details of the requisition have been entered click on the Save icon on the bottom

Save

If your requisition has saved correctly you will see a message similar to the one below

left of screen to generate your requisition

l

+ The requisition is saved with requisition number 10353202

Requisition entry Requisition details Punchout

Requisition number
10353202 4

/'

Requisition number:

Note: This is NOT a Purchase Order number. Requisition number is for internal college use
only. Please never give this number to anyone outside of the college or place an order quoting
this number to a supplier.

Note: If you receive a red error message during requisition creation, it means there is a field
that is incorrect or has missing information.

Your requisition will now go into workflow and follow the authorisation workflow for your
department and the College.

CLICK “CLEAR” AT BOTTOM OF SCREEN BEFORE RAISING NEXT REQUISITION.

Parking a Requisition

If you do not want to raise this order yet but want to get a head start, you can fill in all the
details and change status to Parked before you save it.

***This will not send your requisition into workflow and NO purchase order will be
created. ***

First you must complete your requisition as above but DO NOT SAVE IT.

Then go to the RWn entry tab and change the s}atus to Parked.

&=
Requisition entry  Requisition details Punchout
Requisition number
o B4
Requisition Default supplier & contract
* Requisitioner * Supplier
Paul, Jay =4 102350 =
511301 VWR International Ltd
* Status
|Active | -
Closed 3
Parked
]
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Then click on the Save button which will generate a requisition but not create an order.

A
«" The reqguisition is saved with requisition number 10353213

Requisition entry Requisition details Punchout

Requisition number
10353213 B4

Requisition Default supplier & conty
* Requisitioner * Supplier

Paul, Ilay Fozd 102350

511301 WAWR International Ltd

* Status
| Parked | -

[} el

To retrieve your Parked requisition — In Requisition Entry tab click on Open from the
bottom of the screen.

m Clear Cpen Print preview

Enter the parked requisition number or external reference in the search box, or P in the
status box and click on search.

Value lookup

Search criteria

I E

¥ Advance

Search

Requisition number Resource ID Requested by Delivery date External reference Status

B

This will bring up your Parked requisition(s). Parked requisitions will have a status equal to P.
Click on the Parked requisition that you wish to amend/save to create a PO.

Requisition number Resource ID Requested by Delivery date External reference Status N
(X}
10353213 511301 JPL 03/06/2015 P RQ
10353202 511301 JPL 03/06/2015 A/C 589544 N RQ
Close

You have three choices:

e To raise your order from your parked requisition, change the status back to Active, amend
requisition details if needed, and SAVE.

o Or if you do not want to raise this order as yet after amending, then leave the status as
Parked and SAVE.

¢ If you no longer need this requisition then you can change the status from
Parked to Closed and SAVE.



