[image: image34.png]






user manual
SMSA Express Trans. Co. Ltd
Purchasing Requisition
Author:
Nandagopal S
Creation Date:
Dec 24, 2012
Last Updated:


Document Réf.:


Version:
1.0
Note: Title, Subject, Last Updated Date, Reference Number, and Version are marked by a Word Bookmark so that they can be easily reproduced in the header and footer of documents.  When you change any of these values, be careful not to accidentally delete the bookmark.  You can make bookmarks visible by selecting Tools->Options…View and checking the Bookmarks option in the Show region.
Document Control

Change Record

	Date
	Author
	Version
	Change Reference

	
	
	
	

	24-DEC-12
	Nandagopal S
	1.0
	No previous document.

	
	
	
	

	
	
	
	

	
	
	
	


Reviewers

	Name
	Position

	
	

	Mr. Krishnamoorthy Swaminathan Govindapuram

	HCL  - Project Manager

	Mr.Salim abubacker
	SMSA – Purchasing Super Visor

	
	

	
	


Distribution

	Copy No.
	Name
	Location

	
	
	

	
	SMSA Express Trans. Co. Ltd
	Riyadh

	
	
	

	
	
	

	
	
	


Note: The copy numbers referenced above should be written into the Copy Number space on the cover of each distributed copy.  If the document is not controlled, you can delete this table, the Note To Holders, and the Copy Number label from the cover page.

Note to Holders:

If you receive an Electronic Copy of this document and print it out, please write your name on the equivalent of the cover page, for document control purposes.

If you receive a Hard Copy of this document, please write your name on the front cover, for document control purposes.

Contents

iiDocument Control

Oracle Application Menu Navigation
4
Short Cut Option Icon
4
Purchase Requisition Creation
6
Requisition approval status
14


Note: To update the table of contents, put the cursor anywhere in the table and press [F9].  To change the number of levels displayed, select the menu option Insert‑>Index and Tables, make sure the Table of Contents tab is active, and change the Number of Levels to a new value.

Oracle Application Menu Navigation 

Short Cut Option Icon

	                       Icon
	Function
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	Insert New Line
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	Main Screen
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Purchase Requisition Creation 
Navigation Path:  Purchasing Super User > Requisitions > Requisitions – Press Enter 
[image: image10.png][ Navigator- Purchasing

Functions
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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)
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 : 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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