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Oracle Application Menu Navigation 

Short Cut Option Icon

	                       Icon
	Function
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	Insert New Line
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	Find
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	Main Screen
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	Save
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	Switch Responsibility
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	Clear Record


	                       Icon
	Function
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	Delete
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	Help


Purchase Requisition Creation 
Navigation Path:  Purchasing Super User > Requisitions > Requisitions – Press Enter 
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Step 1:  Click on the below marked box
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Step 2:  Click on marked area
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Step 3:  Select “IT” IT for IT item purchase and press “OK” button
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Item: Select the Item Code (Items Prefixed with “3” grouped into “IT” Item category)

Quantity: Quantity (Update the demand quantity)
Need-By-Date: Expected date (Update the expected delivery date of an item)
Organization: SMSA Express – Riyadh Org (Enter SMSA% and Press Tab – Select the PR requested organization)

Location: Riyadh (Select the PR requested location)


CTRL+S or [image: image14.png]


 : Save the transaction
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Note to Buyer: Update the budget reference of an item
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 - Save the transaction

Distribution: Press [image: image18.png]
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Charge Account: Click and update the location segment
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Department: Update Department (Select the LOV and choose the department)
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Number: Requisition Number (PR Number is created)

Approve: Press Approve (To Submit the purchase requisition)
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Note: Type the message to approver, if required




OK: Press (To forward the Requisition for Next level approval)
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Requisition approval status 

Navigation Path:  Purchasing Super User > Requisitions > Requisition summary – Press Enter 
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Requisition Number: Requisition Number (Select your requisition number)

Find (B): Press (To view the requisition status (approved or In Progress)
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Number: Requisition Number
Approval Status: Document approval Status
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Tools: Select (From menu bar)

View Action History: Select (To View the document available status for approval)
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Performed By: Approver Name (Document being with whom for approval)
Note: Approver has to approve the document in his responsibility
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Switch Responsibility (Login to different user)


Navigation Path:  Oracle Link – (Click on the link)

User Name: Enter the user name

Password: Enter the Password

Login: Click on the button (Login) Press Enter
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Work list (Subject): Link (Document awaiting for approval and approved document)
Link: Click on the Link to approve the document
Approve: Press (To Approve the requisition)
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Note: After the approval of IT Manager the requisition status will be changed from “In process to Approved”


Approval History of Purchase requisition

Tools: Select (From menu bar)

View Action History: Select (To View the document available status for approval)
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RFQ (Request for Quote) Creation Process 
Navigation Path: Purchase User > Auto Create – Enter
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Auto create form have the facility to search the approved requisition by different combination, the combination like Item Code, Requisition Number, Buyer, Category and Requestor.
Based on input criteria it will fetch the value from the application, if the field is empty then it will fetch all the approved requisition.

Buyer: Select the Buyer name (It will be default from user login no need to select)

Find: Press (To view the approved requisition)
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Check Box: Enable (Enable the RFQ process line items)
Action: Create

Document Type: RFQ (Select RFQ Type)

Grouping: Default 

Automatic: Press 
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RFQ Type: Bid RFQ (Select Bid RFQ)

Create: Press (It will redirect to RFQ screen)
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Status: Active
Close Date: Close Date (Enter the quotation closed date)

Quote Approval Required: Enable the check Box
Suppliers: Press (To update the Supplier details)
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Supplier : Select the Supplier ( Attach the suppliers whom we want to send this RFQ)

Site: Select the Supplier Site (the site where we want to send this RFQ) 

Include In Next RFQ Printing : Enable (After the first time RFQ report generation the check box will be un checked , if we want to print the same RFQ again then we need to check this check box before generating the RFQ report otherwise system will not print the report)

Printed: Report Printed Date (System will populate the date of report generation automatically)

Count: Number of time the report printed 
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RFQ Report Printing  
Note: There are two reports developed for RFQ print, based on the business requirement buyer can choose the report (with supplier and Without Suppliers)
Navigation Path: View > Request > Submit a New Request > OK 
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Submit a New Request: Press
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Name: Type “SMSA%” and Tab (it will filter only the report pertaining to SMSA)
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Report Type : ALL (Select the “All”)

RFQ Number From: Selct RFQ Number 
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Submit: Press (To submit the report)
Submit another report: Press (Press “NO” if we do not required to submit another request)
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Find : Press (To View the submitted report status)
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Refresh Data: Press (To Refresh the request) Request Number 
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Request Number: Completed (Refreshed now and ready for view the report output)

 [image: image51.png]71X

Regquest D Parent

Narne | Phase Status Parameters

T
Normal R N View!





View Output: Press (To View the output of the report)
 [image: image52.png]



RFQ Output
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RFQ to Quotation Conversion Process

Navigation Path: Purchase User > RFQ and Quotation > RFQ – (Enter to open the form)
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Open the RFQ Form and Press the below Find symbol, type the % and Press enter to select the RFQ number for further process
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 -  Press (To find the RFQ Number)
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Go to Tool : Copy Document
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Action : Entire RFQ (Select Entire RFQ)

Type: Bid Quotation (Select Bid Quoate)
Supplier: Select the Supplier (Able to view only the supplier attached to the RFQ Number)
Site: Default from RFQ Supplier Screen
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Quotation Created with the selected supplier, like this we need to create the quoation for all the RFQ attached suppliers
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Status: Active (Select the Status “active”)
Price: Update Supplier Quote price and save the record

RFQ: RFQ Number (From which RFQ number this quotation has been created)
Supplier Quote: Update the Supplier quote number (Optional)

Shipment: Press (To update the price at shipment level)
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Price: Update the Shipment price (Same price of quote price)
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Note:  Convert all the RFQ into Quotation and update price in both quote and shipment level
Quotation Analysis Print 

Navigation Path: View > Request > Submit a New Request > OK 
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Submit a New Request: Press
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Select the “SMSA Quote Analysis Report”
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Type: Select the Type of Order to create
Reason: Select the reason for approving this quotation

OK: Press (To approve the document)
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The quotation has been approved 
[image: image70.png]’ Quotation lines have been Approved.




Quotation to Purchase Order Conversion Process
After the quotation has been approved, from the same quotation screen use the following steps to create the purchase order.
Go To Tool: Select Copy Document
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Document Type: Standard Purchase Order (Select the Type of purchase order)

OK: Press (To Create the Purchase Order) 
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Purchase Order Create from the Quotation (Press “OK”, it will open the Purchase order screen automatically)
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Purchase Order Created Automatically from the Quotation, the buyer has to review the document and need to update couple of field like payment term, supplier note and buyer note.

Need-By Date: Select the Need by date (Expected delivery by supplier)
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Shipment: Validate and update the Shipment details
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Quantity: Default from Purchase Quantity
Promised Date: Default from purchase promised date
Distributions: Item Distribution details like item type and account code combination have to be updated

Receiving Controls: Receiving Information like Receipt type (direct or Inspection), receipt tolerance etc.
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Distributions: Press [image: image77.png]



Scroll button: Move right side and check details like accounting combination and quantity
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Receiving Controls: Press (Pop-up attached below)
Receipt Date:  Date tolerance for an item receiving 
Over Receipt Tolerance: Quantity over receipt tolerance 

Miscellaneous: Direct Delivery or Standard or Inspection (Receipt Routing)
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Select the “Terms” button in Purchase order screen to update the Payment term
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DFF Value: Select the Box to update the purchase order special notes      [image: image84.png]


 -

Update the Additional information needs to be printed in the purchase order
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Approve: Press. (To submit the document for approval process)
Category: IT (Item belongs to IT, it will go for budget check then as per the PO hierarchy)
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OK: Press
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Purchase Order Approval History 
  
Navigation Path: Purchase Super User > Purchase Orders > Purchase order Summary – Enter
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Number: Select the PO number
Find: Press (To Find the history)
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Approval Status: In Process (Submitted for Budget Approval)
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Go to “Inquire” – Select “View Action History”
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Approval Status: Approved (After the document is approved by all the approvers) 
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Status: Approved (If the amount is less than the buyer approval limit then it will get auto approved otherwise it will go for next level hierarchy for approval)
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Purchase Order Printing  
Navigation Path: View > Request > Submit a New Request > OK 
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Submit a New Request: Press
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Name: Type “SMSA%” and Tab (it will filter only the report pertaining to SMSA)
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PO Number: Select the Purchase Order Number 
Send Mail to Supplier: Yes(Sneding mail)/No (No need to send the mail)
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Submit: Press (To submit the report)
Submit another report: Press (Press “NO” if we do not required to submit another request)
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Find : Press (To View the submitted report status)
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Refresh Data: Press (To Refresh the request) Request Number 
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Request: Completed Normal (Refreshed now and ready for view the report output)
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View Output: Press (To View the output of the report)
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Output Format
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