Agresso Procurement Instructions

Raising a Requisition

A requisition is an initial request to procure goods or services. In Agresso, a completed
requisition, once approved, will automatically generate a purchase order document.

Completing a Standard Requisition

« Procurement

3 Expand all [ Collapse all [ Home [ Help To access the Standard
Requisition screen, go to

= Requisitioning

[£] Requisitions - standard
— T T - Procurement
& workflow enquiry - Requisitions - Requisitioning
@ Workflow user log - Requisitions
@ 2w requisitions
@27 Purchase orders

And click to open
Requisitions - Standard

The following screen will open (see next page)
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The screen is split into five sections:

e The REQUISITION section

e The REQUISITION DETAILS section
e The GL ANALYSIS section

e The PRODUCT TEXT box

e The WORKFLOW LOG

Completing the Standard Requisition screen

Complete the screen by tabbing through the fields, entering information where applicable.

Fields marked * are mandatory fields.

Requisition Number: The requisition number is set at zero, until the requisition is saved.

Requisitioner: This is to be the main contact for the Purchase Order. Enter your
employee number or use field help B to select an alternative
contact (the requisitioner will also receive the purchase order email)

External ref: If you are given a reference number by the supplier, it must be entered here.

Internal message: Not currently in use — leave blank

Supplier ID: Enter the Supplier ID code, or use the field help button B to search
for the code by Supplier name.

Delivery Address:

Leave as default or choose from the drop down menu — once selected, the address will
appear in the text box below.

Deliv.addr., Prifysgol Bangor Universitcy
Brigantia Building
Fenrallt Road
Bangor
Project code: Enter the project code that the purchase is to be allocated to.

If the purchase is to be allocated to more than one project code, enter the first
/ - \ or main project code here. See page 6 for instructions on splitting the cost of a
requisition between multiple codes.



Manual Print override where a supplier has opted to receive their purchase orders
via email, Agresso will automatically send the order to the
supplier when it is generated. If you wish to override this, and
have the purchase order emailed to you instead, change the
default ‘N’ to a ‘Y’.

PO Auto f Manual Print Override Option |N |

Auto Print Proosss

Completing the Requisition details section

Product Code: Enter the Product Code, or use field help Bl to search for the correct
code by name.

Description: The description field will be automatically populated with the general
description of the code you have selected, i.e. “training courses”.
Please overtype this with a more specific description of the
product/service.

Unit: Leave as default

A

Supp.ID: 4 This should be the same as the Supplier ID chosen in the
Requisition section.

Quantity: Enter the quantity you require

Price: Enter the price you have been quoted by the Supplier (or an estimate
if this is the case)

Your completed Requisition detail section should look like the one below:

Requisition details

Ol= Product Description Unit SupplierlD Delivery date Qty. Currency Price Amount | Status
0t =[741 | [Bunsen Burners for Lab | [un | %[s2074 |l 3/3/2010 100.00| GBP 25.00| 2,500.00 Active
Unit Showpisce Exhibition... Sterling Pound (GE) N

2,500.00

Z
[Ed Add |E Delete | |E Copy row | |m Search products | E




For multi-line requisitions, click [ Add |to complete another line.

Other options

[ Zopy row | will copy the highlighted line

kdDeletz | il delete any/each line you have ticked

el search products | i ot currently in use.

Completing the GL Analysis Section

This section is used to define

- Which project code each line in the requisition is being allocated to
- changing the tax code from the default

The GL Analysis section should automatically populate with the information you inputted in
the requisition details screen.

~) GL Analysis

|:| # Account Costc Project Activity Actgroup TC TS Percentage Amount

Ot 7a 5003 x[621016 ] PrNONRAY ACDEXP E 0 Emw 100.00 2500.00
L=boratory Equip. - College of Education & Lifelong School Budget Non Pay Departmentz! Purchases - Standard Rate Non
Purchass Lezrning - CM Expenditure nditure Recowerzble

z 100.00 2,500.00

The GL Analysis section will only show one line at a time — click on the line you want
@ to check in the Requisition details section (it will turn a darker shade of blue) to see
the GL Analysis details below
Although information in the GL Analysis section is used for many things, its main function in
this screen is that it enables you to split the cost of each line between multiple project
codes.



Splitting requisition between project codes

There may be some cases where a purchase value is being allocated to more than one
project code.

If you are raising a requisition, and each line belongs to a different project code, enter the
different project codes in each line.

If you want to split the cost of one item between different codes, click , creating

a line for each project code.

») GL Analysis

|:| = Account Costc Project Activity Actgroup TC T5 Percentage Amount

O 1= 8003 B21016 PFNONPAY ACDEXP PS MR 50.00 1,250.00

Oz 74 8003 *B21015 [ Prnonpay ACDEXP PS5 (= . 50.00/ | 1250.00
School Budget

z 100,00 2,500.00

Enter the relevant project on each line, then enter the percentage of the total value for
each project. The total percentage and cost will total at the bottom.

Percentage Amount
50.00 1,250.00
50,00/ | 1250.00
100,00 2,500.00

Each row will go to the relevant budget holder for approval.



Changing the tax code on a requisition

Once you've entered your requisition line, click in the GL Analysis line below:

Requisition details
(E: Product

M1 =[s51 | [other UK Travel

z

[ Add | [Ed Delete | [ Copy row | [[&] Search products ||[E] Components to & kit

A GL Analysis

I Account

M1 /551 bl ooso
Other UK Travel

E

[y P

Qty. Currency
1.00| GBP

Sterling Pound (GE)

IC =

History, Welsh History and

PX e hr
Purchases - Otutside the Scope of o
MAT werable

Frice Amount | Status

210,00 210,00 Active
N
210.00

Percentage Amount

100,00 210.0C

100.00 210,00

Enter the correct tax code in the box and tab (use field help if you are unsure of the code).

Repeat the same process for every line.

Workflow Log Section

o

Warkflow log (row 2)

Could vou please give this your immediate attention? These quotes expire on 3103, Thanks

L copy

Use the Workflow Log to leave message for the Budget Holder/Approver, or any other
information that will aid the approval or audit trail. This is a free text box and can be viewed

via workflow enquiry screens and Approval screens.

You can leave one workflow log for the whole requisition, or leave a log line by line.
To leave a general log for the whole requisition, enter your comment and click

A L Copy |

To leave a line-specific workflow log, click on the relevant line in the requisition
details section, enter your comment and tab, then click on the next line. The
comment will save when you tab onto the next line.



Product Text section

For each line of your requisition, you can enter further product details by entering text in
this field. The text will appear just under each line of the Purchase order.

~ Product text

50 bunsen burners required for Brambell building. 1ot ean enter,prOdUCt
text for each line of your

purchase order. Click on
each line of your
requisition and enter text,
then move onto the next.

Once you have completed and reviewed your Requisition, cIick|E Hsave [_ this will
generate a transaction number.

The requisition is saved with requisition number 8000491

Document Check Step

Once you have saved your requisition, it will immediately workflow back into your own Task
List, to prompt you to check and attach any relevant documents.

. . iHs _
If you do not have any documents to attach, simply click: I save to move the requisition
on for approval.

% I‘ﬂy_i-:asks

kil Expand all [ Collapse all [ Home [ Help
= [ Workflow tasks
@ Add Documents to Doc Archive - Standard Req Qrderl, .,

**|f you use account code 557 (hospitality) you must attach a document giving the
(L= names and company of the people in receipt of the hospitality. Check the Finance
Web Page for the appropriate form.



Adding a document to a Requisition

To add a document, click [ TEEE S

The following screen will open (next page):

Document archive (U1)
E New document |

B fjjlg Library: U1 (Prifysgol Bangor University) Documents
File Description RevisionMo Status User

47 Product Code (741)
= 4 Requisition (5000451)
5 PO Requisition Documentation

Updated

ABW TEST SYSTEM TDS001 TESTEE U1

. . i P ; . . N Id t
Click [ PO Requisition Documentation yq, open the folder, then click L3 New documen

A new window will open:

New document (U1)

Document informaticn

Document type POREQ PO Requisition Documentation

Path I |[ Browse... |
|

Description |

Document name

Comment |

B Index Value

=

1 Client
2 OrderMo

U1
8000491

ABW TEST SYSTEM TDS005 TESTGE U1

Click to select your document.

Once you have selected your document, click OK. The Document archive screen will now
show your document listed. you can now close the window and
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Document archive (U1)

New document |

= fjjg Library: U1 (Prifysgol Bangor University) SEEIELE

4P Product Code (741) == DEETEIT
= 4 Requisition (3000431) Haspitality Form.doc  Hospitality Form.doc
~f| PO Requisition Documentation

RevisionMo Status  User Updated

1

Active TESTeB 3/8/2010 12:43:20 PM

ABW TEST SYSTEM TDS001 TEST&E U1

Now click ; IHlSave

Changes on requisition 8000491 have been saved

This document can now be accessed
from approval screens, and will remain
archived even once the requisition is
approved and created as a purchase

| Update task list |

Click on to remove the task from your list, and ensure the requisition has

moved on.

Once your Requisition has moved from the Document Check step, it will enter workflow for

approval.
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Requisition Workflow — budget holder approval

All Requisitions go through a two step approval process (see ‘Agresso Guide for Budget
Holders and Approvers’ for further details on the approval process)

The first approval step goes to the nominated Budget Holder. This is the person with
responsibility for the PROJECT CODE(s) selected on the requisition.

The Budget Holder will receive a task in their Tasks List.
As well as receiving a task, an email will be sent to the relevant person’s inbox. This

ensures that those who are not regularly logging in to Agresso are alerted to tasks
A requiring action.

Approving/Rejecting Requisitions

i_« My tasks
kil Expand all [ Collapse all [ Home [ Help

= 5 Workflow tasks @ Click to open the task.
E Budget Holder Approval Oraderfos 3000451 Cat 2: B21...

_ﬂ Ipdate task Ilstlji a Show options |

The task will open in the Approval screen (see next page).
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Check documents The Approval Screen

Requisition approval (U1}

Workflow comments appear at the
top of the screen — check for any
further info in support of the —

: —
i [ Clear (== Open i Documents || ,m' Workflow user log f‘ﬁ‘ Logbook | 7 Add to shortcuts [E Help

requisition. -

i Approve | [=] Reject | [ Advanced mode |

Sart by | v”_ﬁ Ascend ;| %%
[] select all visible items

Requisition infarmation
Resource Brass, Clare Louise Miss RequisiionMo, 8000491

) Worlflow log (row 1}
3/8/2010 12:32 PM TESTEE - Distributed - "Can vou give/his your

1 Product text

L] Name: Brass, Clare Louise Miss immediate attention? Quotes expire on 31/03°
Curr._a_n_'lount: 2,500.00 Updated 3/8/2010 \ 3/3/2010 1:23 PM FOSADS
RequisitionMa,: 8000331
i_';damd’ B The name of the Requisitioner and summary | (Cr=Erermen
o - || details are here. e
Requisiticn details
IQ = Cormrments Map | Status | Currency | Curr, amount | Qty, | Unit | Price’ | Product | Product description SupplierlD | Responsible  Delivery date
E GEP 2,500.00 100,00 UM 2500 741 Bungen Burners forL,,, 52074 3faf2010
2
Bl Comporents o 2 k1] i
5L Analysis
Map Status Account Costc Project Activity Actgroup Tax code TS Percentage Amount
] 741 5003 B21015 WEENONPAY  ACDEXP  PS e\ 100.00  2,500.00 )
z The value and percentage of cost for your

project code are here

50 bunsen burners required for Brambell building.

ABW TEST 5YSTEM TPOO10 TESTAH UL
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Checking the Requisition

Check the details of the goods/services to be purchased.

AN Pay particular attention to the percentage and amount to be approved — this might
/ =\ not be the total cost of the requisition

Check the workflow log and read any comments in support of the requisition. If the
documents button is glowing orange il Documents | then click to check supporting documents.

You have three options when actioning a requisition. You can:
* Approve the Requisition, which will workflow to the next approval stage

* Reject the requisition and leave instructions to cancel the request completely
* Reject the requisition and leave instructions on amendments to be made

Approving a Requisition

To Approve a requisition, click @ Approve

You will receive a confirmation message:

The item is successfully processed. There are no more items to process.

The Requisition will automatically workflow to the next approval stage

Rejecting a Requisition to close

To Reject a requisition, click E Reject |

You will be prompted to leave a message in the workflow log:

Budget Holder Approval - Reject

Enter your comment ” |

15



/. Allrejections require a comment in the workflow log —your rejection will not save
/t

{* % without one. This is to ensure that the requisitioner is clear about what action to

take.
Budget Holder Approval - Reject
Enter your comment |please close - budget does not cover this cost] |

Once you have entered your comment, click &l Reject |- you will receive a confirmation
message.

The item is successfully processed. There are no more items to process.

The requisition will return to the Originator and be closed.

Rejecting a requisition to amend

it’s just the workflow comment you leave that is different. By rejecting, you are
essentially returning the requisition to its originator to be actioned, whether that
means closing it down, or making amendments.

@ Rejecting a requisition to amend is exactly the same process as rejecting to close,

click ﬁ Reject |

You will be prompted to leave a message in the workflow log:

Budget Holder Approval - Reject

Enter your comment ||:an you please amend project code to G70200 - thanks| |

Once you have entered your comment, click IEl Reject|- you will receive a confirmation
message.

16



The item is successfully processed. There are no mare items to process.

Once a requisition has been amended by the originator, it will return to you for re-approval

Rejecting/Approving in Advanced Mode

There will be times when you need to be more specific about what you want to approve,
and what you want to reject. This is particularly relevant when considering mulit-line

requisitions.

Advanced Mode enables you to action a requisition line by line.

Requisition approval (U1)

[ Clear (7= Open i lg Documents | ,’ﬂ' Workflow user log "-l Log book | 7.7 Add to shortouts @Help

@ Approve | i@ Reje_cgl Eﬂ Advanced mode|

| Sort by | v E:E

@

|
| [ select all visible items

| 7 miame: TEST, Five 8
Curr. amount:  1,250.00
RequisitionMe,: 8000492
Undated: 3/8/2010

s

Total: 1

l:_';'rl = Comments

Requisition information
Resource TEST, Five B Requisitionlo, 8000492

~ Worlflow log (row 1)
3/8/2010 2:05 PM TESTSE - Distributed - "May be able to share this cost with
IR5Y

Updated 3/8/2010 3/3/2010 2:06 PM TESTSE - Approve

Requisition details

Map | Status | Currency | Curr: amount | Qty. | Unit | Price | Product | Product description SupplierlD | Responsble | Delvery date

=] GEP S50.00 100 UM 550.00 704 Metworkingeguibment WO704 3/8/2010
=] cep 700.00 100 UN  700.00 701 Compulers-Central., WOTD4 3/8/2010
[=] GEP 000 L00 UN D00 FCA  Fumitore-Office-..  WOT04 3/8/2010
2
B components oz it

GL Analysis
Map | Status Account Costc Project Activity Actgroup Taxcode | TS Percentage Amount
=] 704 1020 G70200 MANONPAY  NARECLR  P5 R 00.00  550.00
3 0000  550.00

~ Product text

ABW TEST SYSTEM TPOO10 TESTSH UL

When reviewing multi-line requisitions, click on each line of the requisition, to
& review workflow logs and percentage of cost, as these may be line specific.

Click

HH Advanced mode

17



The Requisition Details section will change slightly:

Requisitian details

] Map | Status | Currency | Curr. amount | Qty. | Unit | Price | Product | Product description | SupplierID | Responsible | Delivery date
O B4 GEP 550,00 1.00 UM 550,00 704 Metworking equipment  WO704 3/3/2010
O & GEP F00.00 1.00 UM 700.00 701 Computers - Central ... Wo704 3/3/2010
[l E GEP 0.00 1.00 UM 0.00 FCA Furniture - Office -... Wo7A04 3f3/2010

)3

= ke Approve | [B] Reject | (B4 undo

Tick on a line you wish to approve, and click lid Aporave | The line will be marked.

HEUUISIION UL
[]/Map | Status | Currency | Curr. amount | Qty. | Unit | Price | Product | Product description | SupplierID | Responsible | Delivery date

O e GBP 550,00 1,00 UM 550,00 704 Metworking equipment  W0O704 3/8/2010
] E Approve GBP 700.00 1,00 UM 700.00 701 Computers - Central ... W0704 3f8f2010
O E GEP 0.00 1.00 UM 0.00 FCA Furniture - Office -... Wo704 3fa/2010

Click on a line you wish to reject, ENTER A COMMENT IN THE WORKFLOW LOG and click
Elreject |

You will not be prompted for a comment, but your actions will not be saved if you
don’t leave a comment, and you will receive and error message.

]/ Map | status | Currency | Curr. amount | Qty. | Unit | Price | Product | Product description Supplierll  Responsible | Delivery date

O [ reject cEr 550,00 1.00 UM 550.00 704 Metworking equipment  WO704 3/3/2010
O [kd Approve Ger FOO.00 100 UM 700,00 7ol Computers - Central ... WO704 3f8f2010
O Edl reject cer 0,00 1.00 UM 0.00 FCA Furniture - Office -...  WO0704 3/3/2010

Once you have actioned each line, click 18] Save | you will receive a confirmation message.

The item is successfully processed. There are no mare items to process.

A note about the workflow log

In all screens, next to workflow Log comment boxes, you will see a ‘Copy’ button. Clicking
on this button will insert the comment into every line of the requisition. Please ensure that
you do not cause confusion by clicking ‘Copy’ and leaving the same instructions for every
line, when you did not intend to!

@ All rejections will return to the originator to be actioned. All approvals with

s continue on the next step of the approval process

18



Requisition approval and document check step

The Requisiton approval and document check step is the second and final approval step,
and is routed to the nominated Procurement Approver for your school/department.

There are 3 Procurement Approver levels, depending on the total value of the requisition.

. The financial thresholds may vary slightly for your school/dept. If in doubt,
AR please speak to your College Finance Manager, or the person responsible for
departmental budgets.

The default thresholds are:

Requisitions from £0-£5000 are routed to a nominated member of staff

Requisitions between £5000 and £100,000 are routed to a senior member of staff
Requisitions of £100,000 and over are routed to an executive member of staff

The role of a Procurement Approver is to ensure that a requisition is fit for transfer to a
Purchase Order — they will be giving a final check to the details of the requisition, and

ensuring that the relevant groundwork has been completed (e.g. tenders etc.) and relevant
documentation is attached. They may also serve as a second budget approver

Procurement Approvers approve requisitions in exactly the same way as
@ Budget Holders.

A
The only differences are that the task for approval will be labelled depending
on the financial threshold (see below), and their approval/rejection objectives
are different (see above). Requisitions approved at this stage will be
automatically generated into Purchase Orders

« My tasks

Ed Expand all [ Collapse &l [ Home [ Help

=3 & Workflow tasks

[#] Under 5K Approval Req, Orderto: 3000451 Cat 2: B21..,
=51 Alerts
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Closing a rejected requisition

You will receive a task in your Tasks List. Click to open the task.

« My tasks

ks Expand all [ Coflapse all [ Home [l Help
3= Workflow tasks

Requisitioner to Amend OrderMo: 3000493 Cat 2: B21...
B3 Alerts

The rejected requisition will open in the standard requisition screen.
marked with a &

» | Requisitions - standard (U1)

Rejected lines are

= Add | [E pelete | L5 copy row | [&] search products |[B components o 2 kit

~ L Analysis

A+ Product text
Please select a raw in the corresponding table to populate this s=ction
~ Workflow log (row 0}

Please select 3 row in the corresponding table to populate this section

Click on the rejected line — this will open the workflow log:

~ Warkdflow log (row 1)

3/8/2010 2:47 PM TESTEE - Distributed
3/8/2010 2:43 PM FOSADS
3/8/2010 2:49 PM TESTAH - Reject - "please dose”

L5 | [Hlsave Tclear (= open g Documents | O Logbook | |7 Add to shorteuts [2)Help
H | An existing item has been loaded.
6' Requisition entry |
=
L Requisition
Requisition number 5000493} |E * Requisitioner |nagess ||E|
Brass, Clare Lovise Miss
Status | Active w |
Period 200208 External ref |
Internal Message | |
#* SupplierID # Delivery address | Schaool of Peychalogy (Delivery) b |
Project code
Deliv,addr,
Requisition details
O = Product Description Unit SupplierlD Delivery date Qty, currency Price Amaunt Status
| & 704 Networking - Softwar... Wa704 3f8/2010 1.00 GEP 5,000.00 5,000.00 Active
b3

5,000.00

ABW TEST SYSTEM TPO002 TESTEE U1t
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To close an entire requisition, go to the ‘Status’ field, and choose ‘Parked’ from the

dropdown list.

. Hs . .
Now click \H You will receive a

Closed confirmation message.

Parked
Template

Changes on requisition 8000493 have been saved

To close a line of a requisition, click on the requisition line to be closed and check the box:

usiana

(| Product Description Unit SupplierID Delivery date Qty Currency Price Amount | Status

Bt & Ao o e o ] = Elsmmn [ ielew
Y, N

Uit Jan Walmsley Associs..,

5,000.00

Z
[Ea Add |_E Delete | |E Copy row | |m Search products | E |

Now click [EdDeete | then 528 vou will receive a confirmation message:

Changes on requisition 8000493 have been saved

Amending a rejected requisition

You will receive a task in your Tasks List. Click to open the task.

« My tasks

B3 Expand all & Collapse all ] Home [l Help
3= Workflow tasks
Requisitioner to Amend OrderMo: 3000493 Cat 2: B21...

E0 Alerts

The rejected requisition will open in the standard requisition screen. Rejected lines are
marked with a &
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Requisitions - standard (U1)

.

L5 [i [Hlsave [lclear (= open fjjyDocuments | O Logbook | - pAdd to shorteuts (7] Help
H | An existing item has been loaded.
;' Requisition entry |
(=]
@ Requisition
Requisition number Boo04s3) |ﬂ #* Requisitioner |U26999 "El
Brass; Clare Louise Miss
Status [Active v
Period 200203 External ref |

Internal Message |

| Add ||E Delete HE Copy row ||Ei Search products ||E omponents toa kit

> GL Analysis

-~ Product text
Please select a row in the corresponding table to populate this section

A~ Warlflow log (row 0}
Pleaze select & row in the corresponding table to populate this section

Click on the rejected line — this will open the workflow log:

Waorlflow log frow 1)

3/8/2010 3:09 PM TESTSE - Distributed - "can vou please action this asap - thanks”™
3/8/2010 3:0% PM TESTEE - Approve - 'no docs to attach”™

3/8/2010 3:10 PM FOSADS

3/3/2010 3: 11 PM TESTAH - Reject - "please amend project code to B213387

* supplierID |WD?04 |E| * Delivery address | School of Psychology (Delivery) e |
Jan Walmsley Associates L.,

Project code [B21016 =]

Deliv.addr, Prify. 1 ersit
Bangozr

Requisition details

([ Product Description Unit SupplierlD Delivery dats Oty, Currency Price Amount Status

| @ 704 Networking - Softwar... Wa7o4 3/8/2010 1.00 GBP 5,000.00 5,000.00 Active

3 5,000.00

ABW TEST SYSTEM TPOODZ TESTSB UL

Click on the line to be amended and make changes by overtyping in the relevant fields.

Click

E Save

to send the amended requisition back to the Budget Holder.
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Other Requisition options

In the Standard Requisition screen, there is a tool bar on the left hand side:

| » | Requisitic
ER I Hsave 1

| Requisitiol

ErLi
3 Fequis
E Requisition 1
L]

tatus

Period

| B |

This is the Copy Requisition button. Clicking on this
button once you have completed and saved a
requisition will automatically generate an identical
requisition and send for approval.

This is the Start from Template button. Clicking on this
button opens a search list, where you can choose a
template you’ve saved earlier and amend or save as a
new requisition

This is the Save as Template button. You can
complete a standard requisition screen and instead of
saving as normal, click this button and save as a
template that you can use again and again.

How to create a Requisition Template

Complete a standard requisition screen as normal, with the information you require on your
template. DO NOT SAVE.

Click the Save as Template button. You will be prompted to give your template a name:

Save as template

Template name

0K |[Ed cancel

Clare's template

Once you have named your template, click Ed 0K

You will receive a confirmation message:
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The requisition is saved with requisition number 8000495
Save OK

p)
’

. Although this
/YN confirmation message
gives a Requisition
number, this is NOT a
requisition — this is the
template number.

Click % to clear the screen.

Retrieve your template whenever you are ready.

Retrieving a requisition template

Click on the start from template button: |

A search window will open. Type in the name of your template, or leave blank and click

@ Agresso will only return templates that you have saved.

A

Field help

Search criteria

v Advanced

CrderMo Header text MT Requested by
2000495 Clare's template RG TESTEE

Click on the template you want — this will open in the standard requisition screen.
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Workflow Enquiries

You may want to check to see where a requisition you have raised has gone for approval, or
want to check its progress in the workflow process. You can check both in the same simple
enquiry:

| « Procurement

kil Expand all [ Collapse all [ Home Help
: In Procurement, go to
B Requsitong @

B Requisitions ~standard Requisitioning and choose:
[4.] Simple Requisition
5 workfiow enquiry - Requisitions Workflow Enquiry -
B workflow user log - Requisitions Requisitions
‘El 2rain requisitions
H (27 Purchase arders

The following screen will open:

Workflow enquiry - Requisitions (U1)
i ' Choose columns .7 Add to shorteuts @Help

Flease enter parameters, then click 'Search’ to run the report

~ Zeledtion criteria
ReguisitionMo. like

Company like l!_ﬂ |E|

Workflow status like | b |

Task awner like | |E|
Results

[ Search | Detail level | Al levels v

!E Copy to dipboard | Rows per page | 100 v |

i ! !
= |Process | Step | Task owner (T) 'nJ'DFK'H?..'F\.:IEtab.IS RequisitionMo. Rfép Product | Description | Unit-| Ur
L% k

This table iz currently empty
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Enter your requisition number in the RequisitionNo field

Click A Search

= Process Step

1 Requisitions  Under 5K Approval Reg.
=)=l

Workflow in progress

RequisitionMo.

3000493
. - \ . Resp - - Unit Curr.
owiner Workflow status (T) | RequisitionMo. m Product Description Unit price | amount
3000491
8000491 Fea| Bunsen Burners for Lab UM 25.00 2,500.00
3000421

The results show whether or not the requisition is ‘finished’ or is still ‘workflow in progress’.
Under the ‘Step’ column, it will display at what point in the workflow process the requisition

is at.

To find out more information, click on the ‘workflow in progress’ hyperlink:

+
V Tester Bb

l

| EUDGET HOLDER:
&% LFPROVAL

!

! Itennz to follow
up

!

W Tester BH

l

Approve

@ Under 5K

l

an UNDER 5k APPROVAL

REL.

Tester BD

v

A new window will open, displaying a
flowchart with the names of the people
who are involved in the approval
process for the particular requisition.

GREEN boxes denotes steps that have
been actioned and approved

YELLOW boxes denote the current step
— the step waiting to be action.

If a RED box appears, this is a step that
has been rejected.

If you hover your mouse over a box, you

will be able to read the workflow log for
that action.
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Purchase Orders

If a purchase order has been automatically sent to a supplier, you will receive a
confirmation email, and a copy of the email will be sent to you at the end of the day.

Purchase Orders that are to be sent/presented manually are emailed to you as a pdf, so you
can print and send/present as required.

If you want to manually check a purchase order number against a requisition you have
raised, go to ‘Own Requisitions’ in the Requisitions folder.

Results
E] Search Detail level __E\I\_!E‘_f'g!s i
f_m_c:ip\_,j to :I\Ennarﬁ Rows per page .DD .v
3 Requisition | Workflow status {T) |Product Description Unit | Ordered Anjg:lnt SuppID {T) Pl.lorrc;;se Deliv.date |Contract
L
1| 800012 TLYRECO 120,926 NOBO &-PANEL DISPLAY BOARD BLUEfGRE.., EA  1.00 0 22f2010
z 8000129 LYRECO 137,627 HARD FLOOR CHAIR MAT 116.8X152.4 EA 1,00 0 2{2/2010
=[5t | 8000129
4 8000175 LYRECO 118,143 IMPEGA L/ ARCH FILE A4 80MM MARBLE ..,  BOX 1,00 0 /472010
5 8000175 LYRECO 120.826 NOBO 6-PANEL DISPLAY BOARD BLUE/GRE... EA 1.00 0 2/4/2010
a 8000175 27 LYRECO 137.627 HARD FLOOR CHAIR. MAT 116.8%152.4 EA 1,00 0 2/4j2010
—)E1  800017%
8 8000204 LYRECO 118,143 IMPEGA L/ ARCH FILE A4 80MM MARBLE ... BOX 5.00 a
L 8000204 LYRECO 120,926 NOBO 6-PANEL DISPLAY BOARD BLUE/GRE... EA 10.00 2, 11L.4 a
10 8000204 27 LYRECO 137,627 HARD FLOOR CHAIR MAT 116.8X152.4 EA 2,00 o
=l 71 8000204
12 8000225 g STRAW un 1,00 7000111 2/11/2010
13 a000225 Fiah TRYPSIN un 1,00 td 7000112
=I'E1 2000235
15 go0024e Other Equip, - Purchase UN 2.00 7000131 2/15(2010
16 8000246 Solvents un &6.00 td 7008132 2
=) Et 3000296
18 8000674 W Simple Requisition Uy 1.00 o
= ¥t | 8000674
b3 2.829.27

The screen will show a list of your requisitions, and their current workflow status.
Requisitions with a workflow status of ‘finished” will be ready to be automatically generated
into a Purchase Order. Check the ‘Purchase Order’ column to see the purchase order
number against your requisition number.
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Retrieving a copy Purchase Order

If you want to retrieve and send/print a copy purchase order, go to Procurement/Purchase
Orders, and choose ‘Order amendment/confirmation screen’.

3 == Purchase orders
[ Purchase order printout
}{'_ CQrder amendmentfconfirmation
[A) Goods receipt

Enter your purchase order in the relevant field and tab:

COrderMo | 7000556 |

i - ) ts
click on the ‘Documents’ icon: Wiy Documen

A pdf of the purchase order is available from this screen — double click to retrive the pdf:

Document archive (U1)

Mew dacument |

= fjjlg Library: U1 (Prifysgol Bangor University) DDCUWEMS = =
=) ’) LG transaction (7000556) File Description  RevisionMo  Status User Updated

~/| Copy of The Supplier Purchase Order PO FOOD555 1 Active FOS007  07/05/2010 15:45:49

3 Requistion Supporting Documents
T2 Sales Order Documentation

Agresso Business World TDS001 FOSAODS U1

Click to open the file:

x]

File Download

Do you want to open or save this file?

G Mame: polla_z237.pdf
| o | Type: Adobe Acrobat Document, 35.2K6
From: gemini.bangor. ac,uk.

Open ] [ Save ] [ Cancel

harm your computer. |f you do not trust the source, do not open or

|@ ‘while files from the Intermet can be useful, some files can potentially
k.
= save this file. What's the risk?

You will receive a file download alert. Click ‘Open’. Your copy purchase order will open in
pdf format (next page).
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i po01a_176[1].pdf - Adobe Reader

File Edit Wiew Document Tools Window  Help x
e [t | & & e iR ¥ i _
B &S 8 [t 6t [ @ @ [ {f] f {lrnd I
Fs
" £
|_E BDDI(ITIEI‘I(S PPy Sangal Ui taly Floisd Coimg | Coliage Roed, Basger, Owytrdd, LLST 200
BANGOR
Ordsrmumber 7000131 T
o .
!u * Purchase order w
i
: Fisher Bciantitc UK Lid. CoReghe
|._':| 7000131 Sishap Meadow Road Bupplieril 3210
LougnDorougn Order dats 18032010
poerainl o Dettvary date
L Ditvery method Mo Miodes
DAy tem Dsraun
Dhadheary
Payment terms 30 Days froe nvoioe:
Frrysgol BEangor Unkersty i
Yoar raf SIC 1e2N0
Fage 11
- L - aBP
81 Oemer Equin. - Furchase 2| um 178 ooo 3538
W
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Goods Receiving

When an invoice is received in the Payments department, it will only be paid if you have confirmed

that you have received the goods/service you ordered.
You must confirm by recording this information in Agresso.

In Procurement, go to Purchase Orders, and open Goods Receipt:

« Procurement

Ba Expand &l @ Collapse all [ Home [l Help

H (37 Requisitioning
2 [ Furchase orders
[# Purchase order printout
"'g Order amendment/confirmation
[A] Goods receipt
[%4] Goods return

Enter the Purchase Order number in the field and tab to populate the screen.

Goods receipt (U1)

[H save [ Clear 7= 0pen [fjjy Documents ‘ ,ﬁ Workflow user log @SerialNu ﬁ\ Log book | .7 Add to shortcuts @Help

| An existing item has been loaded.

COrderinformation

E Goods received ”E Rest cancelled |

~ Waorkflow log (row 0)

OrderMo 700417 External ref | |
Delivery date (3232010 [ =] Supplier Linpac Environmental Ltd
Requested by Standard Requisitioner 1 Order status Ordered
Order details
[/ order line | Product Description Order gty | Previously received | Qty, received  Unit | Restcancelled | Reasson code  Warehouse Location Batch Serialig
| 1 QRCC  Answerphones 10.00 0.00 0.00 Unit | v
O 2 QZ Other Postal & Telecommunications 10,00 0.00 0,00 Unit
z 20.00 0.00 0.00

The order details section has three columns to record:

* the quantity you originally ordered
* the quantity you have previously received (if any)
* the quantity you are receiving now

ABW TEST SYSTEM

TPOQD6 TEST3H UL

Once you have ensured the delivery date is correct, and checked any quantities received

previously, enter the quantities received.
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If you have fully received as ordered, click the box on the line(s) and click .
The quantity you ordered will populate the ‘qty received’ field.

If you have only partially received the order, enter the amount actually received in the field.

(. \
Order gty | Previously received | Qty, received ||L

10.00 0.00 .
10.00 0.00 0.00 L
20.00 0.00 5.00

Rest cancelled

If you want to cancel the rest of the order, click . Do not leave a reason code

(this is not currently in use)

If you are leaving the unreceipted items on ‘back order’ (for delivery at a later date), simply
save the goods receipt screen; you can return and enter further quantities at a later date.

12.00
Drelivered
numbser line 2

exnceeded by 12
If you find you have entered a quantity in error, and wish to amend, you can retrieve the
purchase order number in the goods receipt screen, and enter a minus figure. You can

amend a goods received screen as long as the invoice has not yet been matched against it.

Qty, received

When you have completed your goods receipt screen, click Save — you will receive a confirmation
dispatch number:

Dispatch no: 9000249

31



Goods Returns

« Procurement

Ei Expand all [ Collapse all G Home [l Help

H (£ Requisitioning
B Purchase orders
[#) Purchase order printout
)E_ COrder amendment/confirmation
[&] Goods receipt
[ Goods return
ﬁl Workflow enauiry - Purchase arders

In the Procurement module, open Purchase Orders and choose ‘Goods Return’

Goods return (U1)
[l save [1Clear = 0pen {l/lg Documents |;§Workﬁowuser log @SerjalNc m‘Lng boak | |7 Add to shortcuts @Help

An existing item has been loaded.

Grder information

Orderto 7000415 External ref |T
Delivery dats |3/23/2010 = supplier Linpac Environmental Ltd
Requested by Standard Requisitioner 3 Order status Ordered

Order details

[ orderline | Product | Desaiption Order gty | Previously received | Qty, returned | Unit | Rest cancelled | Reasoncode | Warehouse Location Batch
[ 1 WA Building 3.00 .00 | 0.00| Unit 1 v
Materials
3| 2 812 Tyres 3.00 3.00 0,00 Unit
O 3 UDF Head Protection 3.00 3.00 0,00 Unit
3 .00 .00 0.00

| Rest cancelled

~ \Workflow log (row 0)

|
IﬁCDD‘E

ABW TEST SYSTEM TPO

Enter the order number and tab to populate the screen. Enter the number of items
returned against each relevant order line.

Order gty | Previously received | Qty. returned | Unit

3.00 3.00 Uniit

It is also good practice to leave a workflow log message, so that you have a record of the
reason for the return.
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A0 NVOTETIOW 109G (row u)
box damaged, so sent back - supplier sending replacement. will grm when it arrives|
L Capy

Once you have made your changes, click Save

Missing GRN Task

When an invoice is received into Payments, if you have not confirmed receipt or if the
guantity of goods invoiced is more than the quantity of goods received, i.e. you ordered 10,
you received 8, but the supplier is invoicing you for 10, then a ‘Missing Goods Received’ task
will be sent to the Finance Administrators task list.

The task prompts you to either receive the goods/service (or remainder thereof).

Either enter the QTY received to match the invoice OR query the invoice with the supplier
and arrange for a credit note to be sent.

« My tasks

Ea Expand all [ Collapse al Home [ Help

3 = Workflow tasks
Missing Goods Received Crderflo: 7000104 Reghlo: 200...
Missing Goods Received COrderflo: 7000104 Reghlo: 200...
Missing Goods Received CQrderMo: 7000104 Reghlo: 200...
Migsing Goods Received Crderfos 7000111 Reghlo: 200...

When you open your task, it will open in the Goods Received screen, but includes a scan of
the supplier invoice (see next page).
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Goods receipt (U1)

H save [l Clear 7= 0pen /g Documents ‘ ,'? Workflow user log ESEI’iﬂlNU r)~Lﬂg book: | 1.7 Add to shortruts @HE{D

| An existing item has been loaded.

Grder information

~ Image
Orderhlo 0053 External ref R Page 1of2 & g4 Zoomin [E§ Zoom out [l Download document é Prir £
Delivery date 13/23/2010 Supplier Jan YWalmsiey Assodates Lid
Requested by Tester 3b Order status Ordered
Order date 3f12f2010 Invoice number test7
Transaction number 20061251 Status acve ™

RV Vs
< i | @

Crder details

[[]! order line | Product Description Crder oty | Previously received | Qty. received | Unit  Rest cancelled  Ressoncode | \Warehouse Location Batch Serialio

0 1 724 Maintenance - Network: 3.00 200 | 0,00/ Unit [l v

Hardware

] 2 705 Computers - Others 3.00 0,00 0.00 Unit

.| 3 FCA Furniture - Office - purchase 3.00 3.00 0.00 Unit

z 9,00 600 0.00

Goods received ‘Rest cancelled |

-~ Workflow log (row 0

|
]

Review the quantities on the supplier invoices against the goods receipt information.
If you have received the goods as per the invoice, enter the relevant quantities and save.

This will then match with the invoice, and be posted for payment.

If you have not received these quantities, then contact the supplier to discuss and arrange
for a credit note to be sent out.




‘Out of tolerance’ purchase invoices

When an invoice is registered, and the quantities match, but the value doesn’t, if the
difference between the two is more than 1% of the total value (or £5.00, whichever is
greater), then an approval task will be sent to the Budget Holder to sanction the payment.

« My tasks

Eil Expand &l [l Collapse all [ Home ] Help
:j B‘

Warkfow tasks
Approval {7)

The task will be labelled ‘Approval’. The task will open in a Purchase Invoice approval

screen:

Purchase invoice approval (U1)
 flig Documents | ) Workflow userlog [ Get template \_ Create/edit template O Logbook | <7 Add to shortcuts (7)) Help
=, - o PP [reww 1
kA Approve | (2] Reject || Advanced mode |
Sortby | v |! Y Ascending | < ) ) - ) ) ) ) )
7] Select all vishle items - The difference between the amount received and the amount invaiced is greater than the allowed invoice control (1.00%).The difference between the
- X amount ordered and the amount invoiced is greater than the allowed invoice control (1.00%).The difference between the order and the invoice is greater
[] Supplier: M1 Graphics than the allowed overrun amount of 5.
Curr. amount:  2,401.85 = =
Currency: <~ Purchase invoice information ~ Image
Dus dats: 4fg/2010 v . zaans This section is currently empty
Trvaicela: TEST4R Supplier 1M 1 Graphics Total invoice amount 2,401.85 e
B tionMo; 20061221
LSt chnn Ivaice number TEST4B Ta be approved 2,351.81
[ Supplier: M 1 Graphics i
Curr. amount; 2,401.85 Transaction number 20061221 VAT amount 400.31
Currency: GEP
B dates 432010 Trans.date 3/9/2010
Invoicelo:  TEST4B Ordertia 7000105
TransactionMo: 20081222
Due date a/g/2010
[] Supplier: M 1 Graphics iR 18/
Curr, amount:  2,401.85 Payment method pid
Currency: GEP
Due date! 4/8/2010 Currency GEBP
InvoiceMo: TEST4B
TransactionMo: 20061223 Reftio o
[ Supplier: Jan Walmsley Assodates Ltd I T
Curr, amount;  1,200.00 » Worldlow log (row 1)
Currency: GEP 3/11/2010 3:00 PM Jacquie Wiliams - Distributed
Due date: 4/3/2010
Invoicelo: TEST 48 lkEnter 2 comment)
TransactionMo: 20051225
[ Supglier: Shawpiece Exhibition Ltd [Heowy]
Curr, amount:  7,050.00
Currency: GEP v Recurring journal
Due date: 4/8/2010
InvoiceNo: TEST 1
TransactionNo: 20061228 Orderlines
[ suppter: Showpiece Extibition Lid Order fine | Currency | Inv. gty. | Invprice | Inv.amt. | Orderqty | Orderprice | Orderamt. | Unit | Qty.received | Amt. received | Product = Product description
EU”- amount; éEU;U-UU 1 GBR 1.00  1,000.77 1,000.77 2.00 1,000.77 2,001.5% Unit 2.00 2,001.5% 705 MAC Computer
urrency.
it 2/3/2010 1 GEP 100 100077 1,000.77 200 100077 2,00L5% Unit 2.00 2,001.54 705 MAC Computer
InvoiceNo: test1 I 2,001,5% 4,003.08 4,003.08
TransactionNo: 20081230 = -
Purchase invoice details
[ supplier: M 1 Graphics 5
Curr. amount:  2,401,35 Map | Tax | Order | Status | Currency |:Curr. amount | Type AccounL Costc Project Activity _ Actgroup TC T5
Eurrzngi 9?;'1010 GEP 235181 6L [05 || 0150 R25065 |8l [ReotoTrEQUIP || Rcounnot [ps ] e
In‘fim:”u‘. i AT Compuess - Psydhokgy  Impeovisg 3D Other DIC- Eguipment Research-  Purchasss - Non
T e S Others WisusizanonNear- Courcis (G Standard e Recoversble
: i Correct 1
Total: 7 z 2,351.81

The screen will show a scanned image of the invoice (not available in this screenshot), and

the original order and GRN details against the purchase order details.
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—
To accept the invoice and sanction payment, click Approve

To reject the invoice, click E Reject and leave a comment explaining the reason for
rejection.
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Cancelling a Requisition

You can cancel a requistion at any point whilst it is still in workflow.

In Procurement, open the Requisitioning folder and click to open Requisitions — standard:

']
. . Open . . ..
Click the ‘open’ icon: - P=" This will allow you to enter your requisition number.
Requisitian
Requisition number |3000731 [

enter the number and TAB to populate the screen. Now go to the ‘Status’ field and click to
see the drop-down menu:

Status | Active 3
Period .

Internal Message

Choose ‘Parked’, then Save your changes

Changes on requisition 8000731 have been saved

Requisition entry

Requisition
Requisition number B000731 |E
Status | Parked =l

workflow to save confusion. It will then be scooped up and closed down by an

@ Choosing ‘Parked’ rather than ‘Closed’ will take the requisition directly out of
internal process overnight.
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Cancelling a Purchase Order

To completely cancel a purchase order, go to Procurement, and choose the ‘Purchase
Orders’ folder.

Open ‘Order amendment/confirmation’.

H 57 Requisitioning

H 57 Internal order

3 [ Purchase orders
Purchase order printout
:% Qrder amendment/confirmation
[£ Goods receipt

Enter your purchase order number in the required field and tab:

TR e ] ]

CrrderMo | 7000000 |

The order details will appear:

FPurchase order details

[F Status Product Description Unit | Amt. use Order gty

Order price Discount percent Discount | Order amt. Delivery date
" Finished Printing Binding and... ~ UN I 100.00] | 0,50 | 0.00 0.00 50.00 (04012000 =0
F
b3 100.00 0.00 50.00

Ed Add Ordered | Mot ordered | Confirm | |E Park | [ﬁ Close | Terminate | | Reset |

Click to ‘tick’ each line of the purchase order, then tick the ‘terminate’ button. you will be
asked to confirm the cancellation.

@ Order line 1: Delvered: 100, Posted: 100. Are you sure you want to terminate this order line?

j If the purchase order has already been dispatched to the supplier, you will need to

contact them to confirm the cancellation. A cancellation email will NOT be sent by
Agresso.
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Call off Orders
(One purchase order for regular payments or payment by installment)

Call off orders come in many varieties, depending on your purchasing activity, and the
specifics of the order. If in doubt about any of the details, please get in touch with the
Helpdesk (2636) for advice and guidance.

Step One: Create the order
Open the standard requisition screen:

|» | Requisitions - standard (U1)

23 |} Hlsave [ Clear 7= Open ffjg Documents | T Log baok | 7 Add to shorteuts (el
Requisition entry
= Requisition
S || | Requistion number 0 * Requisitioner [
@
Status [actve =l
Period 200308 External ref 2l o arcer
Intermsl Message =
* SuppliertD L3565 = * Delivery address [school of Psycholagy (Delivery) |
Project code =] PO Auto / Manual Print Override Option |7 =]
Manisi Print Required
Deliv. addr. it o
Requisition details
Fliz Product Description Unit SupplierlD Delivery date Qty. Currency Price Amount | Status
1 x[oss B [Tuition Fees Payable |[un ~| x|Lsses || 200572010 &.00| cep — 300.00] 1.800.00 Active [
unz Lnza Envrnmanaal., Staving Pound (G2 N
s 1,300.00
[ acd] [ pelete | [ Copy row | [ Search products | [El Components to = kit |
A GL Analysis
rli* Account Coste Project Activity Actgroug TC s Percentage | Amount
| 0310 PFNONPAY ACDEXP Ps i e 00.00) | 1s00.00|[Ed
 Foms Pyebe Sokegies! S - Non Py Expenditice Diepsments) Sxomrcinre Puchoses - Srced Rae  Parialy Recovershe — ___
100.00  1,800.00
-~ Product text
[Tuition fees for 2010/11, payable in & monthly instalments =
Price stated is & estimate orly - please state actual fee on invoice.
~ Warlkflow log (row 1

Enter the details on the requisition screen.

If you will be invoiced for more than one product or service, ensure you have a different line
for each product/service, with the corresponding account (category) code.

Use the ‘quantity’ field to denote the amount of invoices you will receive against
the purchase order. For example, if your purchase order is for a year, and you are

4 invoiced quarterly, then enter a quantity of 4; if you are invoiced monthly, enter a
guantity of 12.

Save the Requisition.
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Step Two: ‘Receiving’ an invoice

‘Receiving’ an invoice releases the payment for that particular instalment.
You can ‘receive’ an invoice in two ways.

4

If you receive the invoice in your department before sending to Finance, or you have set a
reminder for each anticipated invoice date, you can confirm the receipt of the
goods/service by completing the Goods Receipt Screen.

= 7= Purchase orders
[#) Purchase order printout
& Qrder amendmentjconfirmation
[&] Goods receipt

— -

If the invoice goes directly to the Finance Office and you have not completed the Goods
Received screen, a Missing Goods Received task will be sent to you. This is simply a prompt
— clicking on the task with open the Goods Receipt screen with the purchase order details
already loaded.

== Workflow tasks
@ Missing Goods Received Orderflos 7000071 Reghlo: 200...
@ Missing Goods Received Orderfo: 7000030 Reghlo: 200...
@ Migsing Goods Received Orderfo: 7000127 Reghlao: 200...
@ Missing Goods Received Crderflo: 7000128 Reghlo: 200...

Completing a goods received screen
For each ‘product line’ showing on the invoice, enter a quantity of 1 (thereby releasing

payment for one instalment/invoice). do not worry about invoice amount at this stage (see
Step 3). Click SAVE.

If you cease to use a supplier before the specified ‘quantity’ of invoices are
// ! ) received, simply click ‘Rest Cancelled’ and save the Goods Receipt screen.
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Step Three: Approving an Invoice (Budget Holders)

Often with call off orders, you will not know the exact amount you are to be invoiced,
therefore the Purchase Order amount will be an estimate only.

When the invoice is received and registered, and you have completed the Goods Receipt
screen, if the amount invoiced differs from the estimated amount on the Purchase Order, a
task will be sent to the Budget Holder. This is an additional ‘check’ step, to ensure that you
are aware of the actual invoice value, and that you are happy to approve the payment.

Purchase invoice approval (U1)

ate '&i-:‘—::e'e::
|55._a| Approve | '[:]:Reject Eﬂ Advanced mode |
‘Sortm:.l—_v_l}E Ascending] %

| [] select alf visbl= items

lfjlg Documents: | ,ﬁ"."mrkﬂa'f.' userlog [ ﬁ'\Log book | 1.7 Add to shortouts EJHE\D

(&) The difference between the amount received and the amount invoiced is greater than the alowed invoice control (1.00%).The difference betwe
amount ordered and the amount invoiced is greater than the alowed invoice control (1.00%).

| Supplier: Wirral Metropolitan College
Curr, amount:  3,310.55 ' Purchase invoice information A~ Image
Currency; P 2 This sec
Due date; 10/03/2010 Supplier 1] Graphics Total invoice amount 1,200.82 -
IT:;‘::I:DO”“O éé;gi:zs Invoice number test1 To be appraved 1,175.90
@ Transaction number 20061077 VAT amount 200.15
I Supplier: Lyreco UK Ltd Trans.date 12/02/2010
Curr, amount:  109.21
G Orderlio 7000102
Due date: 12/03/2010 :
Tnvoicelo: 454545 et 1410312010
Transactionfo: 20061029 Payment method i
c & Currency GBP
™ Supplier: Wirral Metropalitan College -
Curr, smount: 3,310.55 Refile .
Currency: GBP
Due date: 12/03/2010 ~ Workflow log (raw 1)
InvoiceNo: 2 -
Transactionto: 20061045 15/04/2010 12:02 FOSAQS - Distributed
'Y
™ Supplier: Zennor Consulting Ltd ==
Curr, amount:  15,840.81 L copy
Currency: GBP
Due date; 14/03/2010 ~' Recurring journal
InvoiceMo: t
TransactionMo: 20051053 s 5
& Order lines
Orderline | Currency | Inv..gty,  Invprice | Inv.amt. | Ordergty | Orderprice | Orderamt, | Unit | Qty, received | Amt received | Product | Productdesc
Supplier: M J Graphi
R L e 1 GEP 100 100077 1000.77 L00 100077 100077 Uit 100 L000.77 705 MAC Compute
Currency: z 1,000.77 1,000.77 1,000.77
Due date;
InvoiceMo: tes Purchase invoice details
“Transacioni JQHRI0 8 Map | Tax | Order | Status | Currency | Curr amount | Type | Account Costc Activity Actgroup
”i&_ ] E E = fe-] L7590 6L (705 | oiso e
™ supplier: Lyreco UK Ltd Compisters - Peychoisay
Curr. amount:  368.84 Ooes
Furrencus ~RP

The screen will show:
* The details from your purchase order
e The details from the invoice (so you can compare
e Ascanned image of the invoice (not shown in this screenshot)

Simply click ‘Approve’ to action the invoice for payment, or ‘Reject’ to hold the payment*

*If you click Reject, you must leave a comment to explain the reason for your rejection. If
you have been invoiced incorrectly, you must contact the supplier to arrange a credit note*.
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