Department of Paediatrics

R12 Shopper Training

-
%
£ :
L # .
**’Qt
et i
 »

Department of Paediatrics, Finance Team, 2017
Page | 1

i /::

UNIVERSITY OF

OXFORD

Silver Award



Raising a Requisition in R12-Standard Request

1. Click on the ‘iProcurement Home Page’ link on the left hand side of the screen.

20 U iProcurement - Finance Preparer

D iProcurement Home Fage

2. The ‘iProcurement Home Page’ will open which looks like this. If you know the catalogue
number or description of the item(s) you need, type here and click go.

Shop | Requisitions | Receiving
Stores | Favourtes | Non-Catabbg Request

Search [R12 Marketpace ™ "~ Go | Advanced search

" Your cart s empty.

ues and smart forms

Email Finandials Help Desk |
[T store Purchasing News

ravel and Conference Store

Useful Links
Preferred supplers
Burchasing categories

Notices

y 25 March 2015

To achieve best value for money
buying Apple Macs and MacBooks,
purchase via Appie's UK Higher
Education Store. Apple Pads are
Full List | avaiable from 2-20% lower than
e e BB L | D et e
45.00 y -
b Apple Purchasing Guidance.

Single source trial reminder GE

= ¢ Healthcare consumables - 2 tral s
under way with Fsher Scentific who
vion the tender. Please ensure al
orders are via Fisher Scentiic. This
trial runs unti May 18th.

Qiagen Promotion - from 25th

March an additional 10% off Sample
Extraction and Assay System
consumables when 2 or more of

those products are bought withinour

<

4 R12 Marketplace
All catalogues and smart forms

3. Forafull list of product categories to choose from click on the % icon
which will take you to the screen below.

Stores. Favourkes Non-Catalog Request
Marketplace ™[ [0 ] advanced seacch

ogues and smart forms D
Your cart & empty.

Email Financials Help Desk

essories and Suppies Ttems
No ems selected.
4 Mat and
ippe
Name Description Type
o Punchout to Ded to buy desk tops, Bptops, IT equipment and accessores Punchout
Punchout to Insight UK to buy IT peripherals Punchout
Punchout to Lie Technologies custom olgo/primer ske. Punchout
‘Qigos” purchases Punchout Punchout to Sigma's Olgo configuration ste Punchout
Punchout to RS Components to buy electronics products. Punchout
Punchout to One Cal to buy electronic s test & equpment, batteries and toos. Punchout
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4. To get a quote for Travel and arrange insurance for your journey click on the

Travel and Conference Store

icon.
5. The ‘Travel and Conference Store’ icon will take you to the following options.

$hop Travel and Conference Store I
Travel, Conference and Insurance

Name Description Type

Oxford - Conference Oxford Enquiry Enquiry form for Conference Oxford Informational

Oxford - Online Travel Quote Get an Oxford Travel Quote via emal Informational

Oxford - Register for Travel Insurance Register for Travel Insurance before Traveling abroad Informational ‘

IT Store

6. For all IT related purchases (with the exception of Apple) click on the
icon. This will open the following menu. Select as appropriate

Shop IT Store |
suppliers include Dell, HP, Insight, IT Services, OUCS, Laptops, Servers, Networks |
» Apparel and Luggage and Personal Care Products o Internal trade

. . B0 3 . .

Cleaning Equipment and Supplies

Defense and Law Enforcement and Security and Safety Equipment and Supplies

Manufacturing Components and Supplies
Material Handling and Conditioning and Storage Machinery and their Accessories and Supplies |

Mineral and Textile and Inedible Plant and Animal Materials

Mining and Well Drilling Machinery and Accessories

Musical Instruments and Games and Toys and Arts and Crafts and Educational Equipment and Materials and Accessories and Supplies
Office Equipment and Accessories and Supplies

Paper Materials and Products

Power Generation and Distribution Machinery and Accessories

Printing and Photographic and Audio and Visual Equipment and Supplies

Published Products

Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials

Senvice Industry Machinery and Equipment and Supplies

Structures and Building and Construction and Manufacturing Components and Supplies
Timepieces and Jewelry and Gemstone Products

Tools and General Machinery

Domestic Appliances and Supplies and Consumer Electronic Products
Drugs and Pharmaceutical Products

Education and Training Services

Electrical Systems and Lighting and Components and Accessories and Supplies
Electronic Components and Supplies

Enaingering and Research and Technology Based Sevices

Faming and Fishing and Forestry and Wildlife Machinery and Accessories
Food Beverage and Tobacco Products

Fuels and Fuel Additives and Lubricants and Anti corrosive Materials
Fumiture and Furnishings

Healthcare Services

Industrial Manufacturing and Processing Machinery and Accessories
Industrial Production and Manufacturing Services

» Information Technoloay and Tel » Transportation and Storaqe and Mail Services
Other Content
Name Description Type
Oxford - OUCS Store 0UCS Booking Store Informational
Punchout to Dell to buy desk tops, laptaps, IT equipment and accessories Punchout
Insight Punchout Punchout to Insight UK to buy IT peripherals Punchout

Shop _Requisili ut_Preferences_Help

7. When you have found the product you would like to order click ‘add to cart’. You can change
the quantity here.

Search |R12 Marketplace pIC Go | Advanced Search

Shop: Stores > Shop R12 Marketplacq

Add Filter

) Previous |1-20 Next20 @

Search results filtered by Mo activg filter.

Hide Images

CORRECTION TAPE {
Supplier Supplier Ttem 2135975
Product Siz List Price 5.29
ﬁ Hazard Class B
CAS number
0.67 GBP
Quantity 1 Each | Add to Cart Add to Favorites | Add to Compare
PK12 AUTOPENCIL BIC MATIC CLASSIC 0.7
Supplier Office Depot Supplier Ttem 1018986
Product Size Box of 12 List Price 13.99
—— Un Number Hazard Class
Gregn Ttem CAS number

Price 0.82 GBP

Quantity 1 Each | Add to Cart Add to Favorites | Add to Compare

TIPPEX SHAKE N SQUEEZE CORRECTION PENTIP

Supplier Office Depot Supplier Ttem 524401
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8.

the next stage of your order.

Shop | Requisitions | Receiving

Stores | Favourites | Non-Catalog Request
e | T
Shop' Stores > Shop R12 Marketplace >

Search Results from R12 Marketplace: BIC

Sortby |Price M [Ascending |v] | Go |

Searth results iiered by No active filter.

Hide Images |

e

(CORRECTION TAPE

«©

Supplier  Office Depat
Product Size Each
Un Number
Green Ftem
Pricc 0.67 GBP
Quariity 2 Each | Addto Cart

PK12 AUTOPENCIL BIC MATIC CLASSIC 0.7

Supplier Office Depot
Product Size Boxof 12
Un Numbsr
Green Item

Price 0.82 GBP

Once you have finished shopping/adding items, click ‘view cart and checkout’ to get to

UNIVERSITY OF

OXFORD

Shopping Cart
Your cart contains 2 lines.
Add Filter

e e PENSBALLP.. 1 Each

ONTAPE 2 Each
Suppiler Item 2135975

View Cart and Checkout
L 9 1
Hazard Oz Email Financials Help Desk
CAS rumber Toms
. Noitems selected.
Add to Favorites | Add to Compare
Related Links
ppier Ttz Categories
SLL‘L.E fen gl-fg‘ms @ Comediion fiim or ...
s @ Mechanical pencis
CAS number 9 Comrection fivid
Mera

9. Here you can check everything you have in your order, change quantities and delete items.

Requisitions | Receiving
Shopping Cart

Line  Item Description ‘Supplier Ttem Number

Quantity Price
'CORRECTION TAPE 2135975 2 0.676GBP

2 N0 PENS BALLPNT FINE BLUE BIC 538664 Eah 1 2B
Total

#TIP Purchase Order number will be zssigned after compieting checkout.

Refum in Shopping

Privacy Staiement

Checkout
Amount (GBP) Item Category ‘Supplier Supplier Site Add to Favorites
134202203 Office Depot SP10484 POBOXI7
228 202.2023 Office Depot SP1048A POBOXIT §
3.62
Save |  Checkout

Shop Requisitions Receiving Shopping Cart Home Logout Preferences Help

10. When you are happy. Click ‘checkout’.

11. You will now be taken to the delivery and billing information page.

Lapyigtic) 2008 recke Al ighs resened.

Here you will need to

check that the correct ‘deliver-to location’ is entered. You will also need to input the

Shop | Requisitions | Receiving

>
Requisition Information
Checkout: Requisition Information

payment/project inforphation in the ‘billing’ fields. Make sure every field is populated.

Review And Submit

* Requisition Description

*Nead-By Date [06-Mar-2016 £2:00:00
e otera
*Requester | Dyer, MryJgnzthan 4

* Deliver-To Location |HNOL 4

Privacy Statement

Shop Requsitons Recening Shopping Cart Home Logout. Preferences Help

Cancel  Save | Submit | EditLines | Step1cF3 Next

Project 4

T [
Bypendiure Type q
bgendturelembate [ @

Plese e tocays cate

Expenditure Orgarizztion

 Charge Account - HNOD!
Funds Check

Cance]  Save | Submit | Editlines | Step1of3 Next
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12. Once you have checked you have entered the correct information and all of the
necessary fields have been populated click ‘Submit” and you order will be sent for approval.

Checkout: Requisition Information

= Indicates required field Cancel | save | _Submit | | EditLines | Step10f3 Next

* Requisition Description [ PEN
[

lease seect ‘s below when yous do ot want the Supplier t receive a copy

Purchase Order, for xample where confrming a previously sgreed order.

Confirmation Flag [No Q
Delivery. Billing
*Need-By Date [17-Apr-2016 12:00:00 (&
Plezse ente a e date

= Requester |Dyer, Mr. Jonathan Q

Expenditure Type
* Deliver-To Location [HNO1 o
Expenditure Ttem Date

Expenditure Organization

Charge Account  HN0D00.61120.00.00000. T

Funds Check

Cancel | save | TSubmit | | EditLines | Step 1&g, Next
—

Shop Requisitions Receiving Shopping Cart Home Logout Preferences Help

Privacy Statement

13. If you would like to add more information click on the ‘Next”button which will take you to
the following page.

Requisition Information Approvals Review And Submit
ur requisition wil b the follawing list of approvers save _submit | _Back |step20f3 _Next
Approvals.
| Hansge Aparovais
MNotes
Note tn Dept Fnance Note tn Facaver
ot t Supple
Attachments

Add Attachment...
Title Type Description Categary Last Updated By Last Updated Usage Update Delete Save to Library
No resuits found,

Save | Submit | | Back |stspzofa | Mext

14. On this page you can add a note to fﬁnce orto th@plier. The ‘Note to Finance’ field can
be used to instruct the departmental buyer to charge to a general ledger (instead of a project)
code. Do not use this field to enter quotation or discount information. The ‘Note to Supplier’
field can be used to give the supplier additional information e.g. more specific delivery
instructions.

15. If you have a quotation from the supplier you will need to make sure that you include it with
the purchase order. You can do this by clicking the ‘Add Attachment’ button.

Approvais Review AN Submt

Save  Submil | _Back |step2of3 Mext

| Manage Approvais
Note o Recetver

Attachments

Add Attachment
Title Type Description Category Last Updated By Last Updated Usage Update Dalete Sava to Library

o results found,

Department of Paediatrics, Finance Team, 2017 Athena
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16. When you are happy you have all of the information you want to include. Click the

{ b 37 b
Submit’ button.
o requisi ¥ ta the follawing st of approvers. Save  Sufmit |  Back |Stepzof Mext
Appravals.
| Manage Approvals
Notes
R —
Attachments
Add Attachment.
Title Type Description Category Last Updated By Last Updated Usage Update Delate Save to Library

17. Your order will then be sent through for approval.

Raising a Requisition in R12-Non Catalogue Order

1. The product you wish to buy may not always be in the R12 catalogue. If this is the case you
will need to raise a ‘Non Catalogue Order’. Before you can enter anything into R12 you will
need to get pricing information and product codes from the supplier.

2. From the iprocurement home page click ‘Non Catalogue Request’.

Shop | Requisitions | Receiving
Stores | Favourites | Non-Catalog Request

search [R12 Marketplace M [ Advanced Search

Stores

% R12 Marketplace —
%5y Al catalogues and smart forms
Travel and Conference Store

5]
Internal Trade Store N%\ﬁ; Oligo / Primer Store m Department Favourites

; 4
‘ M

My Requisitions
Full List
Requisition Total (GBP) Status Copy Change Express Receive
5627339 60 1320 Toner 2.5€ 40.06 Aoproved y
481520 )

5623500 NEXUS 1 x Charge + 1 x DeltaTron

3. You will then be taken to the following page.
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" Navgatorw W8 Favortes ame =
Shop | Requisitions | Receiving

Sores | Favourtss - Non-Catalog Request

Non-Catalog Request

* Indicates roquired fo

7 Shepping Cart
i Tlear All | | Add to Cart | | Add to Favorites |  your cart is smaty

* Ieen Type [ Goads billed by quantity v CINew Supplies
* Ttem Descrigtion | T

Supalier Name ! Email Financials Help Desk
e A
Contaxt Narme
prone |
Emai

Supplier fem |

Additional Infarmation
Radioactve ltem o8
‘SchedueS Ttem 3,
Hazardous Ttem

Clear All | | Addto Cart | | Add to Favorites
Receving Shopping Cart Home  Logoul Preferences Heip

4. First you will need to select the ‘Item Type’ from the drop down menu. There are 3 choices:
Goods billed by quantity, goods or seryices billed by amount and services billed by quantity. If you
are not sure which to choose you cah click on the ‘information’ bubble.

Shop | Requisitions | Receiving
Sores | Favourtss - Non-Catalog Request
Non-Catalog Request

* Indicates roquired fokd

Cloar All ] | Add to Cart | Add ta Favorites | vour cart ks smpty.
DlNew Suppie
Supplier Mame 3 Email Fi
e 3
‘Contact Name:

inancials Help Desk

Phane
Email
Supplier Ttem

Additional Infarmation
Radioactve ltem o8
‘SchedueS Ttem 3,
Hazardous Ttem

Clear All | | Add toCart | Add to Favorites
Shop Requisiions. Recening SAGppng Cart Home Logout Preferences. Hen.
Privacy Siatoment

5. Once you have selected the correct ‘Item Type’ you will need to enter the ‘Item Description’.
You may also want to enter any quotation references you have been given by the supplier.

6. In the next field you will need to select the ‘Category’. To bring up the full list of product
categories enter a % symbol into the field and press the tab key or click on the magnifying glass

Shop | Requisitions | Receiving

Stores  Favourites  Mon-Catalog Request
Hon.Catalog Request

ooy s —
Inclcates requird el ClearAll | | AddtoCart | Add to Favorites | Your cart s empty

. ] 0w Suzpler
* Item Description

Supplier Name Email Financials Help Desk

Contact Name:
Phone

Supplier Trem

Radioactive Item A
‘Schedules Ttem 3,
Hazardous Ttem

Clear All | | Add to Cart | Add to Favorites
Recaiving Shogpng Cart Home Logou! Preferences He
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appropriate category from the list using the ‘next’ button.

Shop
Stores
Non-Catalog Request

Requisitions
Favourites

Receiving

Non-Catalog Request

* Indicates required fieldf

Additional Informati{

Privacy Statement

ight=3508¢

@ hitpsy/ri2finuas.oxacuks?_t=fredRCBenc=UTF-88_minWidth=7508, mi ‘\'\ Conf - Internet Expl.. | = | & 5 |

Search and Select: Category

Select

\ cel
\ Cancel

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the\'Go" button.

Search By [Category [¥] ie 6o |

Search

Results

Select Quick Select [Category~ |

) Pr%s 110 ] Next 10 ¢
P =

e} L 101.1011 Museums - Art Exhibits and Museum Collections
o Y 101.1012 Museums - Hire & Rental of Art Exhibits and Museum Collections
e} L3 1011013 Museums - Conservation & Restoration Materials
e} L3 101.1014 Museums - Conservation & Restoration Services
Q L3 102.1021 (Construction - Architects
(0] = 102.1022 (Construction - Engineers
O L 102.1023 Construction - Estate Agents
e} L 102.1024 Construction - Planning
e} LY 102.1025 Construction - Quantity Surveyors
o LY 102.1026 Construction - Construction Services
9 Previous [110 [] Next 10 ¢
Leancel | [ stet |
v
< >

5% -

The list of categories will automatically appear as shown below. You can then select the

i Navigatorw B Favorites|

Clear All Ac
Contact Name
Phone
Emai
Supplier Item
Clear All At

i Home Logout Preferences Help

Department of Paediatrics, Finance Team, 2017

Page | 8

Silver Award



£

&
<+ N

m
A4

.n.‘
&
L

AEC NTRICS

UNIVERSITY OF

OXFORD

8. Next you can add the quantity and the unit of measure. You can select the unit of
measure in the same way as the category. Enter the % symbol and push the tab key or clj

the magnifying glass to bring up the men

shop | Requisitions | Receiving
Stores | Favourites = Non-Catalog Request
Non-Catalog Request

* Indicates required field

She
Clear All | | Addto Cart | | Add to Favorites | v,

* Item Type [Goods billed by quantity CINew Supplier
* Item Description Supplier Name Q LE
site 2
* Category [101.1011 Contact Name /
Phone
= Quantiy /
; - email
* Unit of Measure (% Q
Supplier Iter

* Unit Price
 ureney

Additional Information

Radioactive Item Q
Schedules Ttem Q
Hazardous Ttem Q

Clear All | | Add to Cart | | Add to Favorites

=
2P | |

res | Favouritss = Non-Catalog Request /

T hﬂps://rl?ﬁn.uas‘cm.a(.uk.t’?_l=fredRC&enc=UTFB&_mmWidth:?Sﬂﬂ_m'mHeigh(:SSD&cunﬁgName:OAOﬂ/ Internet Ex.. = | B | & |
Search and Select: Unit of Measure ~ New Supplier
Cancel | Select Supplier Name
Search
To find your item, select a filter item in the pulldown list and enter a value in the text fie)] then select the "Go” button.
search By [Unit of Measure[V] [ Go
Sup
Results
Select Quick Select Unit of Measure ~ luom code
dditional Informati o 5 Each A
(@] -1 Kilogram KG
(o] =1 Litre LTR
o 3 Meter MTR
(@] =1 Pack. PK
o > Square M SQM
I o > Total TTL i
Cancel | Select |
v
£ >
Ho5% v

9. The Next step is to enter the supplier name. Type in the name and R12 will show you all
suppliers/sites that relate to your search or press tab to bring up the full list in a separate
window. Some suppliers have multiple sites so make sure you select the correct one.

Stores | Favouries | Non-Catalog Request
Mon-Catalog Request

* Incicates required field ClearAll | | AddtoCart | | Add to Favorites | ' Your cartis emply.
* Trem Typs | Goods billed by quantity v D 4 g
* Ttem Description Supplier Name [Oword Ui q Email Finandals Help Desk

Site | Supplier Site Address
Contact Name [ Qxford University (Befing) Science and Technology o Lid ROOM2001,NORTH  Raom 2001, North Towe Kery Cero
- Phone | @ord University Africa Sodety OXaLH 13BEVING _ 13 Bevington Read _Oxford 02 614
£ | Qeford University 2o Cub OX41EQ C/OSPORT CJO Sports Fedsration Universty Spo
3 Oxford University Air Squadron OXUIRX Falkdand _ The Adjutant Oxford uriversity A Sc
SUPRIET =M | o niversty Aeratve Pck U Ice Hodkey OX41EQ C/OSPORT /o Sports Federation ffey Road O
Ouford University Amztzur Boxing Cub OX41EQ UNIVERSL University Sparts Centr= Ifiey Road
Oudford University Association Factball Club OX41EQ UNIVERSL  University Sports Complex Jackdaw |
Additional Information dford University Athietics Cub 0X41EQ OXFORDUN Oxford University Sport Ifley Road ¢
Oudford University Ausiraian Foathell Clua QO41EQ C/OSPORT /O Sperts Federation University Spo
Radioactive Ttem q Oxford University Bzdminion Chub (OX41EQ C/OSPORT  C/O Sports Fedaration University Spo
Schecuies Ttem q a
Hazardous Ttem q

Clear All | | AddtoCart  Add to Favorites

Shop Requisitons
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10. If applicable, enter the part/catalogue number in the ‘Supplier Item’ field.

Non-Catalog Request

dicates required fiekd ClearAll | AddtoCart | Add to Favorites | Your cart s emgty
* Item Type | Goods hilld by quantity v|@

[IMew Suppier
* Item Description Supplier Name Onxford University Air S (&, Email Financials Help Desk
St QXLIRX Fakiand q
Contact Name:
S — Phone ]
* Uit of M Q, e I —
— Supplier Ttem
* Unit Price
* Currency El
Additional Information
Radiozctive Tiem a
SchedueS Tiem q
Hazardous Ttem

ClearAll | | AddtoCart  Add to Favorites

Shop Requisiions Receiving Shopping Cart Home Logaut Preferentes Help

Privacy Siatement ‘Capyiht ic) 2008, Orace. Al rgies

11. If the supplier you wish to use is not listed you will need to create a new supplier request. To
do this follow the previous 10 steps and tick the new supplier box.

i Navigator v B Favortes v Shopping Cart Home Logout Preferences Help

Shop | Requisitions | Receiving
Swores | Favourits  Non-Catalog Request
Non-Catalog Request

* Indicates required fiskd

Shopping Cart.
ClearAll | AddtoCart | | Add to Favorites | Yo cart s empty.

Email Finanials Help Desk

*Currency |GBP V!

Hazardous Item

ClearAll | | AddtoCart | Add to Favorites

12. You will also need to enter the contact details (name, tel, email) of the person/department
that will receive the orders. A set up email from the purchasing team and the financials
helpdesk team will also be sent to this contact so make sure they are aware of the process. It
is important that you do not order anything from the supplier until they have been approved

and a PO number has generated. If you require pricing and item numbers you can ask the
supplier for a quote.
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13. If you require assistance with any of the processes in this document the helpdesk can be
contacted by clicking this button.

i Navigsior v B Favortes v pping Cart Home Logout Preferences Help
Shop | Requisitions | Receiving

Swres | Favourits  Non-Catalog Request
Non-Catalog Request

* Indica

ed Clear All | AddtoCart | Add to Favorites | Your cart is empiy.
*Item Type | Good
* Item Desaription

Email Financials Help Desk

Additional Information
Radioactive Ttem A
Scheduie5 Trem 4
Hazardous Item 4

Clear All | | AddtoCart | Add to Favorites
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