A. Create new Requisition

Step 1.

Navigation: Purchasing(Requisitions(Add/Update Requisitions (Add New Value

Inputs: 
BUSINESS UNIT = CPU01/MPDD..etc.

REQUISITION ID : NEXT (Default)

Click On “ADD” button.
Step 2. 

Inputs: Header Section 
1. Requester = Schools/Division Code (Select form the Look Up)

2. Requisition Date

3. Currency Code  = RS. (Default)

4. Accounting Date 

Note: The Requisition Creator Name will be automatically available in Add Comments with display only mode, this will be the login person name.

Inputs: Line Section

1. Item Id(Select form the Look Up)

2. Quantity (Enter)

3. Price = Default rates will be picked up from the Inventory if available (Editable)

Step 3. 

Click On “Checklist” hyperlink


Click on the checkbox as           and click “OK”
Now Click on Save button 

System will generate a new Requisition ID on the top at Requisition ID label.

Step 4.

1. Click on Schedule Button Symbol as ( 


 

2. Click on Distribution Button Symbol as (


3. Enter Chart Field (Account No, Fund Source, Div/Sec, Program, etc. select from Look Up)
4. Change the budget date according to financial year/period if required.

5. Click OK and SAVE button 

6. Click on Return to Main Page hyperlink to return on the main page of Requisition.
Budget Check

To check the budget before forwarding/approve the Requisition, Click on Budget check button symbol as (

 on the top of the Requisition Page. 
Note: Budget status must be Valid
Step 5.

1. Line Section(Vendor Information TAB
Remove vendor code (if quotation is not for any particular vendor) Default    

vendor will be picked up from the Inventory.
2. Line Section(Attribute TAB 

Enter Buyer Code (Select form the Look Up).

Click on “SAVE”
B. Forwarding/Approving Requisition
Step 1. To Forward

1. Check on “Initiate Admin Approval” check box as 

2. Click on Forward Button 

3. Select the Employee ID to be forwarded. (Select form the Look Up).

4. Enter Comment if required
5. Click on Save
Step 1. To Approve 

1. Select Approve from Drop Box and Click on Save button.
Note :As soon as Requisition is Approved, the Approval Status will change from Initiate/Forwarded to Complete.
C. REQUEST FOR QUOTES FROM VENDORS   - (RFQ)
Step 1

Navigation: Purchasing(Request for Quote( Add/Update RFQs(Add New Value

Inputs: 

BUSINESS UNIT = CPU01/MPDD..etc.

RFQ ID: NEXT (Default)
Click On “ADD” button.

Step 2. 

1. Enter Request Date

2. Click on Technical Evaluation Required Check Box (If Required)
Go to Section 

Step 1. 
1. Click on Copy From Hyperlink 
2. Select Requisition From Quote/Requisition from the Drop Box. at Copy Template Section of the page

3. Check on the appropriate check box from Copy Criteria Section 



e.g.  Specific Requisition Check Box to create RFQ from specific Requisition 
4. Click on OK button.
5. Check on Sel Check Box to select item form the Requisition to generate RFQ.

6. Click on OK
7. Click on Save in the Main Page.

8. Select List of vendors to send the RFQ from Dispatch Vendor List Hyperlink 

9. Enter Vendor Code (Select form the Look Up). If required enter as many vendors as required by clicking on “+” sign.
10. Click Ok Button
11. Click Save Button 
12 .To View the printable version of the RFQ  click on View Printable Version Hyperlink on the top of the RFQ page. 

Note: This is Unauthorized version RFQ, it can not be sent to the Vendors

D. Dispatch Quotes
Step 1

Navigation: Purchasing(Request for Quote( Dispatch Quote(Add New Value

Step 2.

1. Enter Run Control ID

2. Click on ADD button

3. Enter/Edit Business Unit. (Select form the Look Up).

4. Enter RFQ ID (Select form the Look Up).

5. Check on Print Copy Check Box.
6. Click on Save Button

7. Click on RUN Button

8. Check on RFQ Dispatch Check Box

9. Click on OK Button.
10. Open Process Monitor to open the RFQ Report 
