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Procedure

In this topic, you will learn how to create a non-catalog requisition by quantity from foreign

supplier.
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Action

Click the Procurement button.
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Getting Started My Dashboard

Tools

Action

Click the Purchase Requisitions button.

UniversityaWindsor

Procurement
Dashboard

Shop
4 Search Catalog

Search

My Requisitions

Actions v View w Format w B

Requisition Description

REQ0000321 test1dd

REQ0000238 Conference Sp..
REQ0000237 Testing
REQ0000231 Senvices by am..

REQ0000230 Office supplies

Columns Hidden

Purchase
Requisitions

=3 Freeze
Creation Date
16-Jan-2018
16-Jan-2018
16-Jan-2018

16-Jan-2018

16-Jan-2018

5

B

Purchasing

Approval
Amount

103.41CAD
1,000.00 CAD
5.00CAD
10,341.00CAD

5,170.50 CAD

B

My Receipts

Wrap

Status

Approved
Approved
Approved
Approved

Approved

* ™ K9 © @ userstEsTOOC

Catalogs Suppliers

4 Requisition

You do not have an adlive requisition. El
Edit and Submit

4 Quick Links

* Requisition Line Entry
= Shopping Lists
« SmartForms

« Noncatalog Request
Funds

+ 4 Requisition Preferences
Liquida

Resenvt Requisitioning BU  UW BU

Liquida Requester 'TEST USER4

Resen Deliver-to Location  UW - US Address

Resenvt
v

>

Action

W-US Address

Validate the Deliver-to-Location: UW-US Address.
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KD @ @ users tESTOOCOY

B B

Purchasing

Purchase
Requisitions

My Receipts Suppliers

Shop 4 Requisition

You do not have an adlive requisition.
4 Search Catalog

Edit and Submit
Search

4 Quick Links

My Requisitions = Requisition Line Entry

« Shopping Lists

Adtions v View w Format v E B Freeze stach Wrap

* Smart Forms

« Noncatalog Request
Requisition Description Creation Date Am’;’::: Status Funds

+ 4 Requisition Preferences

REQ0000321 test1dd 16-Jan-2018 103.41CAD Approved Liquida ~

REQD000238 Conference Sp_ 16-Jan-2018 1,000 00CAD  Approved Resen: Requisitioning BU LW BU

REQ0000237 Testing 16-Jan-2018 5.00CAD Approved Liquida Requester 'TESTUSER4

REQ0000231 Senices byam... 16-Jan-2018 10,341.00CAD  Approved Resenvt Deliver-to Location UW - US Address

REQ0000230 Office supplies 16-Jan-2018 5170.50CAD Approved Resenvt v

>
Columns Hidden

Action

&

Click the Non-catalog Request link.

Maoncatalog Request

= B unwerstyauinasor

¥ o e
B

Procurement Purchase Purchasing My Receipts Catalogs Suppliers
Dashboard Requisitions
Create Noncatalog Requ ... AddtoRequisition  Addto My Shopping List v  Return to Shopping 2 S FEHEE HESLL D
Your requisition contains no lines
Item Type v [] New supplier
Edit and Submit
* ltem Supplier
Description P Requisition Preferences
Supplier Site v
Supplier
* Category Name Q Contact
* Quantity 1 Phone
* uom v Fax
B E-Mail
Price 1
. Supplier
Currency CAD v item
[] Negotiated
Attachments
Actions w View v 4
Type Category * File Name or URL Title
No data to display.
< >
< >

Step

Action

USER4, TEST Doctor

Enter the appropriate information into the following fields:
Item Type

Item Description

Category Name

Quantity

UOM

Price

Currency

Conversion Rate Type
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Procure: it

Dashboard

Create Noncatalog Requ...

* item
Description

* Category Name
* Quantity 1
 uom
* Price

* Currency CAD v

[ Negotiated
Attachments

Adions v View v

Type Category
No data to display.
<

Step Action

B
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B
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USER4, TEST Doctor

item Type  Goods or senvices billed by quantity |«

Purchase Purchasing My Receipts Suppliers
Requisitions

Add to Requisition  Add to My Shopping List ¥  Return to Shopping 4 Requisition: REQ0000325

Your requisition contains no lines E

[ New supplier
Edit and Submit
Supplier
> Requisition Preferences
Supplier Site v

Supplier
Q Contact

Phone
Fax

E-Mail

Supplier
item

* File Name or URL Title

6. Click the Negotiated checkbox.

= @ voersiveminssor

© © USERs,TESTDoctor~

(=] )

ocurement Purchase Purchasing My Receipts Suppliers
Dashboard Requisitions
Create Noncatalog Requ... AddtoRequisition  Add to My Shopping List ¥ Return to Shopping 4 Requisition: REQ0000325
Your requisition contains no lines E
Item Type ~ Goods or senvices billed by quantity |~ [ New supplier
Edit and Submit
* Item Description Tl Equipment Supplier
P Requisition Preferences
Supplier Site v
Supplier
~ Category Name  Communications-Telecommun @ Contact
* Quantity 10 Phone
*uom EA v Fax
* Price 500 Etiatl
. Supplier
Currency USD v Item
= '
Conversion Rat: Corporate o
“ Conversion Date  17-Jan-2018 [y
Conversion Rate
Negotiated
Attachments
Adions w View w s
Type Category * File Name or URL Title
Lo data to Aisnl hd

Step Action

7. Enter the required supplier in the Supplier field.
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e Windsor USER4, TEST Doctor

(=] o

Procure Purchase Purchasing My Receipts C Suppliers
Dashbos Requisitions

Create Noncatalog Requ... AddtoRequision Add to My Shopping List ¥  Return to Shopping 4 Requisition: REQ0000325
Your requisition contains no lines E
ltem Type | Goods or senvices billed by quantity |+ [] New supplier
Edit and Submit
* tem Description  Telcn Equipment Supplier UNIVERSITY OF CHICAGO DIt
P Requisition Preferences
Supplier Site  CHICAGO v
Supplier
* Category Name Communications-Telecommun Q Contact
* Quantity 10 Phone
*uom EA v Fax
*Price 500 E-ddall
. Supplier
Currency USD v item
. N
Conversion Rﬂt: Corporate v
* Conversion Date  17-Jan-2018 Y

Conversion Rate
Negotiated
Attachments

Adions v View v o

Type Category * File Name or URL Title

o data tn disnl

Step Action

8. Click the Add to Requisition button.
Add to Requisition

rWindsor USER4, TEST Doctor =
I
Procure Purchase ipts q Suppliers
D: Requisitions
Create Noncatalog Requ...  Add toRequision Add to My Shopping List ¥ Return to Shopping 4 Requisition: REQ0000325
You added 1 line to the requisition El
Item Type  Goods or senices billed by quantity | [ New supplier Recently added lines
Telco Equipment 107500 CAD ¢
* Item Supplier
Description Total 1,075.00 CAD
Supplier Site v
Edit and Submit
Supplier
* category Name Q Contact .
P Requisition Preferences
* Quantity 1 Phone
“ vom - Fax
* Price E-Mail
. Supplier
Currency | CAD v Item
[0 Negotiated
Attachments
Actions w View v o
Type Category * File Name or URL Title
No data to display.
< >
< >
hitps://efhc-test.pre.ca2.oraclecloud.com/procurement/faces/FndOverview?fnds=;;f...0H= 10808,_afrMFC=88&_afrMFCl=08: : =08 =968, =08 =08 aftMFO=0¥

Step Action

9. Click the Edit and Submit button.
Edit and Submit
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B

Procure Purchase Purchasing
D

bo; Requisitions

Realﬂﬁmn"‘;ﬁ UWBU Justification

* Description Telco Equipment

Requisition Lines

My Receipts

Edit Requisition: REQ0000325 Shop  Check Funds

USER4, TEST Doctor

Suppliers

Manage Approvals | View PDF | Save ¥  Submit

Requisifion . o0

Approval

Amount 1,075.00

Funds

Status Notrese

Student
Name
Student

Attachments None =

User Guide

&

Actions w View v Formatw § /X Freeze lz'| Detach Wrap
Line  Description Category Name “ Quantity UOM Price Amount  Amount (CAD) Fui
1 Telco Equipment  Communications-Tel. 10 EA 5.00 USD 50.00 USD 1,075.00 Nof
Total 1,075.00
< >

Rows Selected 1 Columns Hidden 7

4 Line 1: Details

hitps://efhc-test.prc.caZ.oraclecloud.com/procurement/faces/FndOverviewfnd=:y;f...DH= 10808 _afMFC=88,_aftMFCl=08: =08 =968 =08 =08 afMFO=0# v
Step Action
10. Verify Deliver-to Address details.
>

<
Rows Selected 1 ColumnsHidden 7

4 Line 1: Details

14301
Deliver-to Address STATH

Columns Hidden 1

4 Notes and Attachments

Note to Supplier

ps. ~test.pre.cal

ud.com/pro /FndQ

4 Delivery
* Requester USERd, TEST Q
Urgent No |v
Requested Delivery Date  24-Jan-2018 iy
4 Billing
Actions v View w Format w < Freeze i Detach Wrap
Project Costing Details
Project Expendif Exp Expendi
Number TaskNumber | Date Type Organization
Q
<

Deliver-to Location Type  Internal |+~

= Deliver-to Location UW - US Address Q

0 Henn St, DEARBORN, MI 48126, UNITED
ES

UW Dept VP
Approval

Charge Account

v 01.1050.10500.000000.83120. g8

To

>

Attachments None =

DH=10808_afrMFC=88_afrMFCI=08&_afrMFM=08_afrMFR=96&_afrMFG=08&_afrMFS=08&_afitMFO=0%

Step

Action

11.

Verify Charge Account details.
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<

Rows Selected 1 Columns Hidden

4 Line 1: Details
4 pelivery

* Requester USER4, TEST

Urgent No |

Requested Delivery Date 24-Jan-2018

7
Q Deliver-to Location Type  Internal |~
* Deliver-to Location UW - US Address Q
J
- 14300 Henn St, DEARBORN, Ml 48126, UNITED
[y Deliver-to Address

Freeze Detach Wrap
Project Costing Details

UW DeptVP  Charge Account

4 Billing
Actions w View v Format w <
Project
Mumber Task Number

<

Columns Hidden 1

4 Notes and Attachments

Note to Supplier

Item Date Type Organization

hitps://efhc-test.pre.ca2.oraclecloud.com/procurement/faces/FndOverview?fnd=.

Approval

v 01.1050.10500.000000.83120. 6,

Attachments None ==

DH=10808_afrMFC=88_afrMFCl=0& : = =

To

>

= =08 afMFO=0# v

Step

Action

12.

Click the Submit button.

Submit

= @ viversivemingsor

Shop
4 Search Catalog

search

My Requisitions
Actions w View v Format v B
Requisition Description

REQ0000382 Foreign Senvice .
REQ0000327 Testing

REQ0000326 Foreign Services
REQ0O000325 Telco Equipment

REQ0000321 test1dd

Columns Hidden

Step

Action

* ™ K2 O

@  USER4, TEST Doctor v

Purchase 1 s Suppliers

Requisitions

4 Requisition

You do nothave an active requisition. E

4 Quick Links

Edit and Submit

* Requisition Line Entry

= Shopping Lists

=4 Freeze Detach Wrap . Smar Forms

Creation Date Status Funds

Amount

Approval « Noncatalog Request

4 Requisition Preferences

17-Jan-2018 64500000 CAD Incomplete Not resi 2

Requisitioning
17-Jan-2018 517CAD Pending approval Mot res) BU

17-Jan-2018 21,500.00CAD Approved Liquida Requester

17-Jan-2018 62.50CAD Approved Liquida Deliver-to
Location
16-Jan-2018 10341CAD  Approved Liguida ,,

>

uwsu

TEST USER6G

UW - Main Campus -
Receiving Dock

13.

The new requisition appears in this list. When approved, the status will display

Approved.

Click the New Requisition link to display additional information. Validate the

details and the status.
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= @ UniversitysWindsor * ™ ‘ € © uUsERrs TEST Docior
Requisition: REQ0000325 CheckFunds ViewLifeCycle = Actions ¥ Done
Re““'s“‘“"‘g UWBU Creation Date  17-Jan-2018 Requisition Amount 62,50 CAD
Entered By FTEST USER4 Status  Approved Approval Amount  62.50 CAD
Description  Telco Equipment Justification Funds Status  Liquidated
Attachments None
Student Name
Student Number
Requisition Lines
Actions w View v Format v Freeze [y} Detach Wrap
Line  Item Description Category Name Quantity UOM Price  Amount (CAD) Status Funi
1 Telco Equipment  Communications-Teleco.. 10 EA 5.00USD 6250 Approved Liqui
< >
Rows Selected 1 Columns Hidden 13
Line 1: Details
Requester "TEST USER4 Buyer DARIO PAVIA
Requested Delivery Date  24-Jan-2018 Suggested Supplier UNIVERSITY OF CHICAGO DISTRIBUTION
Deliver-to Location Type  Internal Supplier item
Deliver-to Location UW - US Address
hitps://efhc-test.pre.ca2.oraclecloud.com/procurement/faces/FndOverview?fnd=;;;f...FDH=7688._affMFC=88_aftMFCl=08: =08 =068, =08 =08 aftMFO=0¥

Step Action

14. Click the Done button.
Done

Step Action

15. End of Procedure.

Page 8



