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PO 03: Create non catalog requisition by amount from
foreign supplier

Procedure

This User Guide outlines the steps required to create a non-catalog requisition by amount
from foreign supplier.
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Click the Procurement button.
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Action

2. Click the Purchase Requisitions button.

Procure
Dashboal

Purchase
Requisitions

Shop
4 Search Catalog

search

My Requisitions

Actions w View w Format w R F Freeze

Requisition Description Creation Date

REQ0000231 Services by am 16-Jan-2018

REQ0000230 Office supplies 16-Jan-2018

REQ0000229 test 16-Jan-2018

REQ0000228 Service by amount  16-Jan-2018

Columns Hidden 5

=

Purchasing

Wrap

AAppmvaI Status Funds 5t
mount

10,341.00CAD Pending approval Mot reservt

5,170.50CAD Pending approval Notreservt

103.41CAD Pending approval  Not reserve

10,341.00CAD Pending approval Mot reservt

>

¥ e e

USER4, TEST Doctor ~

Suppliers

4 Requisition

You do not have an active requisition E
Edit and Submit

4 Quick Links
+ Requisition Line Entry
+ Shopping Lists
+ SmartForms

+ Noncatalog Request

4 Requisition Preferences

Requisitioning
BU

uwBU

Requester "TEST USER4

Deliver-to
Location

UW - Wain Campus -
Receiving Dock

Action

Edit

Click the Edit button under Requisition Preferences.
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Edit Requisition Preferences
Requisitioning BU  UW BU
4 Shipping and Delivery

* Requester USER4, TEST

* Deliver-to Location |

Destination Type ~ Expense

4 Billing
4 Projects
Project Number
Task Number
Expenditure Type
Expenditure Organization
4 Favorite Charge Accounts
Adtions w View w Formatw

Freeze  [o| Detach Wrap

* Nickname * Charge Account Primary
No data to display.

Save and Close | Cancel

Step Action

Click the Search Help button next to the Deliver-to Location field.

Q

Search and Select: Deliver-to Location x

4 search Advanced

** Atleast one is required
Match @ Al O Any

** Name

Code

Name

No rows to display

hitps://efhc-test.pre.cal.oraclecloud.com/procurement/faces/FndOverview?fnds=;;:f... FDH= 7688 _afrMFC=88&_afMFCl=08_

=08 _afMFO=0¢

Step Action

Enter the delivery location name in the Name field. Click the Search button.
Select the appropriate Name from the list.
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Search and Select: Deliver-to Location x

4 search Advanced

** Atleast one is required
Match @ Al O Any

Search  Reset

Name Code Address

-
UW - Off Campus - Newfoundland a. UWOCNL Generic Addres

UW - Off Campus - Northwest Territo...  UWOCNT Generic Addres.
UW - Off Campus - Nova Scotia UWOCNS Generic Addres
UW - Off Campus - Nunavut UWOCNU Generic Addres
UW - Off Campus - Prince Edward Is... UWOCPEI Generic Addres.
UW - Off Campus - Quebec uwocac Generic Addres
UW - Off Campus - Saskatchewan UWOCSK Generic Addres
UW - Off Campus - Yukon uwocYT Generic Addres.
UW - Sunset Avenue 401 Sunset Ave

UW - US Address 14300 Henn 8t
< >

Step Action

6. Click the OK button.
OK

Edit Requisition Preferences
Requisitioning BU W BU
4 Shipping and Delivery
~ Requester USERd, TEST
* Deliver-to Location  UW - US Address
Destination Type Expense
4 Billing
4 Projects
Project Number
Task Number
Expenditure Type
Expenditure Organization

4 Favorite Charge Accounts

Actions w View v Format w o= Freeze Wrap

* Nickname * Charge Account Primary

No datato display.

Saveand Close Cancel

Step Action

7. Click the Save and Close button.
Save and Close

Date Created: 2/26/2018 Page 4



UW

User Guide
PO 03: Create non catalog requisition by amount from foreign supplier

@ @ © users TESTDOCtor~
:4 B

Purchase Purchasing My Receipts Catalogs
Requisitions

Shop 4 Requisition

You do not have an active requisition El

4 Search Catalog

Edit and Submit
Search

4 Quick Links

My Requisitions = Requisition Line Entry
* Shopping Lists

Adlions w View w Format v B B Freeze + Smart Forms

Approval « Noncatalog Request

Requisition Description Creation Date Status Funds

Amount o
» 4 Requisition Preferences

REQ0000325 Telco Equipment  17-Jan-2018 1,075.00CAD  Incomplete Notres "

REQD000321 test1 dd 16-Jan-2018 103.41CAD  Approved Liquida Requisitioning BU - W BU

REQ0000238 Conference Sp 16-Jan-2018 1,000.00CAD  Approved Reserve Requester "TEST USER4

REQ0000237 Testing 16-Jan-2018 5.00CAD Approved Liquida Deliver-to Location  UW - US Address

REQ0000231 Senvices by am._. 16-Jan-2018 10,341.00CAD Approved Resenv v
>
Columns Hidden

Step

Action

Click the Non-catalog Request link.

Maoncatalog Request

K2 © @ userstEsTOOCION
B

Procurement Purchase Purchasing My Receipts Catalogs Suppliers
Dashboard Requisitions

Create Noncatalog Requ... AddtoRequisition | Add to My Shopping List v | Returnto Shopping 4 Requisition: REQ0000326

Your requisition contains no lines. E
Item Type ~ [ Mew supplier
Edit and Submit
* Item Supplier
Description P Requisition Preferences
Supplier Site v
Supplier
* category Name Q Contact
= Quantity 1 phone
* yom v Fax
* Price E-Mail 0
. Supplier
Currency CAD v item

[ Negotiated

Attachments
Actions w View v e

Type Category * File Name or URL Title
No data to display
< >

< >

Step

Action

Enter the appropriate information into the following fields:
Item Type

Item Description

Category Name

Amount

Currency

Conversion Rate Type
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= @ orerivommoor A *x ™ O @ @ usersEsTOOG
B B L] i

Procurement Purchase Purchasing My Receipts Catalogs Suppliers
Dashboard Requisitions

Create Noncatalog Requ... AddtoRequisition Add to My Shopping List v Refurnto Shopping 4 Requisition: REQ0000326

Your requisition contains na lines. E
item Type Goods or services billed by amount O New supplier
Editand Submit
* ltem Supplier
Description P Requisition Preferences
Supplier Site v
Supplier
* Category Name Q Contact
* Quantity 1 Phone
* uom v Fax
* price E-Mail 0
B Supplier
Currency CAD v Item

[ Negotiated

Attachments
Actions w View v ==

Type Category * File Name or URL Title
No datalo display
<

< >

0

Step

Action

10.

Click the Negotiated checkbox.

= @uﬂ.,.r._m,.wmm A X ™ @ € © UsERs,TESTDoctor v
(= (= [ ] i

Procurement Purchase Purchasing My Receipts Catalogs Suppliers
Dashboard Requisitions

Create Noncatalog Requ... AddtoRequisition  Add to My Shopping List ¥  Retum to Shopping SIGEILE B
Your requisition contains na lines. E
ltem Type  Goods or services billed by amount | [ New supplier
Edit and Submit
* Item Description Foreign Senices Supplier
P Requisition Preferences
Supplier Site v
Supplier
* Category Name  Marketing & Advertising-Marketi Q Contact
* Amount 1000 Phone
*Currency USD | w Fax
* Conversion Rai: Corporate - E-Mail
Supplier .
* Conversion Date 17-Jan-2018 [y Item
Conversion Rate
Negotiated
Attachments
Actions w View v ==
Type Category * File Name or URL Title
Mo data to display.
< >

Step

Action

11.

Enter the supplier in the Supplier field.
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) university«windsor

item Type

* Item Description

* Category Name
* Amount

* Currency

* Conversion Rate
Type

~ Conversion Date

Conversion Rate

Create Noncatalog Requ... AddtoRequisition

Purchase
Requisitions

Goods or senvices billed by amount |+

Foreign Senvices

Marketing & Advertising-Marketi @
1,000.00

uso v
Corporate ~

17-Jan-2018 [y

Megotiated

B

Purchasing

Supplier

Supplier Site

Supplier
Contact

Phone
Fax
E-Mail

Supplier
Item

Add to My Shopping List ¥  Return to Shopping

[ New supplier
UNIVERSITY OF CHICAGO DI:

CHICAGO v

Suppliers

4 Requ

Your requisition contains no lines El

P Requ

ion: REQO000326

on Preferences

USER4, TEST Doctor v

Edit and Submit

Attachments
Actions w View v ==
Type Category * File Name or URL Title

No data to display.
<

Step

Action

12.

Click the Add to Requisition button.

Add to Requisition

X o e

USER4, TEST Doctor v

B

You added 1 line to the requisition. E

on Preferences

21,500.00 CAD 3¢

21,500.00 CAD

Edit and Submit

I
Procurement Purchase Purchasing My Receipts Catalogs Suppliers
Dashboard Requisitions
Create Noncatalog Requ... AddtoRequisition  Add to My Shopping List v Refurn to Shopping 4 Requisition: REQ0000326
ltem Type  Goods or senices billed by amount | [ New supplier Recently added lines
Foreign Senices
* Item Description  Foreign Services Supplier UNIVERSITY OF CHICAGO DI
Total
Supplier Site  CHICAGO v
Supplier
* Category Name  Marketing & Advertising-Marketi Q, Contact
P Requ
* Amount | 1,000.00 Phone
*Currency USD | w Fax
" Conversion Rate | ¢oporare - E-Mail
Type
Supplier
* Conversion Date  17-Jan-2018 [y item
Conversion Rate
Negoisted
Actions w View v ==
Type Category “ File Name or URL Title
No data to display.
< >
< >
hitps://efhc-test.pre.cal.oraclecloud.com/procurement/faces/FndOvervien?fn H=10808_afrMFC=88_afMFCI=08 =08 =068

= =08 _afMFO=0¢ v

Step

Action

13.

Click the Edit and Submit button.
Edit and Submit
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Windsor @ € © UsERs,TESTDoctor v
(=

Procurement Purchase Purchasing My Receipts
Dashboard Requisitions

Edit Requisition: REQ0000326 Shop = CheckFunds Manage Approvals  View PDF Save ¥  Submit

Requisitioning
BU

uw By Justification 21,5000

N I Approval
Description ~ Foreign Services el 215000

Funds
status

Student
e

Notrese

Student
Number

Attachments None

Requisition Lines

Actions w View v Formatw  [§ 4 X% Freeze Wrap
Line  Description Category Name * Quantity UOM Price *Amount  Amount (CAD) Ful
1 Foreign Senices  Marketing & Advertisi. 1,000.00 USD 21,500.00 Not
Total 21,500.00
< >
Rows Selected 1 Columns Hidden 7

4 Line 1: Details

ps:) -test.pre.cal. ud.com/pro /FndOvervi d DH=10808_afrMFC=88_afrMFCl=08& afrMFM=08&_afrMFR=96&_afrMFG=08_afrMF5=08_afrMFO=0# «

Step

Action

14.

Verify Deliver-to Address details.

~
Total 21,500.00
< >
Rows Selected 1 Columns Hidden 7
4 Line 1: Details
4 Delivery
* Requester USER4, TEST Q Deliver-to Location Type  Internal |+
Urgent No | * Deliver-to Location UW - US Address Q
Requested Delivery Date | 24-Jan-2018 [ Deliverto Address 14300 F1ENN St DEARBORIL W 45120, UNITED
4 Billing
Actions w View v Format v < Freeze Wrap
Project Costing Details
Charge A t
Project Task Number ~ Cxpendi Expendi Expend Ropoan* arae fecoun
Number Item Date Type Organization PP
Q ¥  01.1050.10500.000000.82150. ES,
To
< >
Columns Hidden 1
4 Notes and Attachments
Note to Supplier Attachments None ==
https:// efhc-test.pre.ca2.oraclecloud.com/procurement/faces/FndOverview?fry DH=10808:_afrMFC=88_afrMFCl=08,_ =08 =068 =08 =08 _afMFO=0¢ v

Step

Action

15.

Verify Charge Account details.
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= -
Total 21,500.00
< >
Rows Selected 1 Columns Hidden 7
4 Line 1: Details
4 Delivery
* Requester USER4, TEST Q Deliver-to Location Type  Internal
Urgent No * Deliver-to Location LW - US Address Q
....... q
Requested Delivery Date = 24-Jan-2018 ta Deliver-to Address. Sjr:_la_gnSHenn St, DEARBORN, MI 48125, UNITED
4 Billing
Actions w View v Format w < Freeze [ Detach Wrap
Project Costing Details
N - - Ch: Ac t
Project Task Number ~ * by o :I\w E:::I v e fecoun
Number Item Date Type Organization PP
Q v  01.1050.10500.000000.82150. &8,
To
< >
Columns Hidden 1
4 Notes and Attachments
Note to Supplier Attachments Mone ==
ps//efhc-test pre.cal. ud.com/pr FndOvervi DH=10808_afrMFC=88_afMFCI=0&_afrMFM=08:_afrMFR=068_afrMFG=0&_afMFS=0&_afMFO=0¢ v

Step Action

16. Click the Submit button.
Submit

A Warning x

Funds check has wamings. Do you want to submit the requisition? (POR-2010424)

View Funds Check Results  Yes No

ps: -test.pre.cal ud.com/pr Fnd! FDH=7688._afrMFC=88L_afMFCI=08._afrMFM=08_afrMFR=968._afrMFG=08._afrMF5=08_aftMFO=0% +

Step Action

17. Click the Yes button.
Yes

Date Created: 2/26/2018 Page 9



UW

User Guide

PO 03: Create non catalog requisition by amount from foreign supplier

= @ unnersityaminasor

Shop
4 Search Catalog

search

My Requisitions
Actions v View w
Requisition
REQ0000325
REQ0000321
REQ0000238
REQ0000237

REQ0000231
<

Rows Selected

Procurement
Dashboard

Fomatw [

Description
Telco Equipment
test 1dd
Conference Sp..
Testing

Services by am

Columns Hidden

Purchase
Requisitions

Purchasing My Receipts

© Confirmation X

Requisition REQ0000326 was submitted.
View PDF 0K

Creuuun e st !

Amount

17-Jan-2018 6250CAD Approved

16-Jan-2018 103.41CAD Approved

16-Jan-2018 1,000.00CAD Approved

16-Jan-2018 500CAD Approved

16-Jan-2018 10,341.00CAD  Approved

Catalogs

Funds

Liquida ™

Liquida
Resen

Liquida

Resen
v

>

X o e

USER4, TEST Doctor

Suppliers

4 Requisition

You do not have an active requisition E

Edit and Submit

4 Quick Links
+ Requisition Line Entry
+ Shopping Lists
+ Smart Forms

+ Noncatalog Request
+» 4 Requisition Preferences

Requisitioning ||,
By UWBU

Requester 'TEST USERG

Deliver-to
Location

UW - Main Campus -
Receiving Dock

Step Action

18.
OK

Shop
4 Search Catalog

search

My Requisitions
Adtions v View w
Requisition
REQ0000382
REQ0000327
REQ0000326
REQ0000325

REQ0000321
<

Rows Selected

Step Action

rement
Dashboard

Fomatw B

Description
Foreign Senvice
Testing

Foreign Senices
Telco Equipment

test 1 dd

Columns Hidden

Click the OK button.

Purchase
Requisitions

=3 Freeze | Detach Wrap

Approval

Creation Date Amount

Status.

17-Jan-2018 645,000.00 CAD Incomplete

17-Jan-2018 517CAD Pending approval

17-Jan-2018 21,500.00CAD Approved

17-Jan-2018 6250CAD Approved

16-Jan-2018 103.41CAD Approved

Funds

Notres
Notress
Liquida
Liquida

Liquida

>

~

v

v o e

USER4, TEST Doctor v

Suppliers

4 Requisition
‘You do not have an active requisition. E
Editand Submit
4 Quick Links
+ Requisition Line Entry
+ Shopping Lists
+ SmartForms

+ Noncatalog Request

+ 4 Requisition Preferences

uwBuU

Requisitioning
BU

Requester 'TEST USERG

Deliver-to
Location

UW - Main Campus -
Receiving Dock

19.
Approved.

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

Click the New Requisition link to display additional information. Validate the
details and the status.

Date Created: 2/26/2018

Page 10



User Guide
PO 03: Create non catalog requisition by amount from foreign supplier

O © @ usersTESTDOCIr

Requisition: REQ0000326 Check Funds  ViewLife Cycle = Actions ¥ Done
Requisitionind gy Creation Date  17-Jan-2018 Requisition Amount 2150000 GAD
Entered By "TEST USER4 Status  Approved Approval Amount  21,500.00 CAD
Description Foreign Senvices Justification Funds Status  Liquidated
Attachments None
Student Name
Student Number
Requisition Lines
Actions w View w Format w Freeze Detach Wrap
Line  Item Description Category Name Quantity UOM Price  Amount (CAD) Status Funi
1 Foreign Senvices  Warketing & Advertising-. 21,500.00 Approved Liqui
< I >
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.cal.oraclecloud.com/procurement/faces/FndOvervien?fnds=;;:f... FDH= 7688 _afrMFC=88&_afMFCl=08 =08 =068 =08 =08 _afMFO=0¢ v

Step Action

20. Click the Done button.
Done

USER4, TEST Doctor v

|E It

Procurement Purchase Purchasing My Receipts Suppliers
Dashboard Requisitions

Shop 4 Requisition
‘You do not have an active requisition E
4 Search Catalog

Edit and Submit
Search
4 Quick Links

My Requisitions » Requisition Line Entry
+ Shopping Lists

Adions w View w Fomatv [ Freeze Detach Wrap + Smart Forms

Approval + Noncatalog Request

Amount Status Funds

Req Description Creation Date
» 4 Requisition Preferences

REQ0000326 Foreign Senices  17-Jan-2018 21,500.00CAD Approved Liquida

Requisitioning
By UWBU

REQ0000325 Telco Equipment  17-Jan-2018 6250CAD Approved Liquida
REQ0000321 test 1 dg 16-Jan-2018 103.41CAD  Approved Liquida Requester TEST USERS

REQO000238 Conference Sp 16-Jan-2018 1,000.00CAD  Approved Reseme Deliver-to  UW - Main Campus -
Location Receiving Dock

REQ0000237 Testing 16-Jan-2018 500CAD Approved Liquida v
< >

Rows Selected Columns Hidden

Step Action

21. End of Procedure.
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