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Raising a Requisition in R12-Standard Request 

 

1. /ƭƛŎƪ ƻƴ ǘƘŜ ΨƛtǊƻŎǳǊŜƳŜƴǘ IƻƳŜ tŀƎŜΩ link on the left hand side of the screen. 

 
2. The ΨiProcurement Home tŀƎŜΩ 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.  

 

3. For a full list of product categories to choose from click on the icon 

which will take you to the screen below.  
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4. To get a quote for Travel and arrange insurance for your journey click on the 

 icon.  

5. ¢ƘŜ Ψ¢ǊŀǾŜƭ ŀƴŘ /ƻƴŦŜǊŜƴŎŜ {ǘƻǊŜΩ ƛŎƻƴ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ƻǇǘƛƻƴǎΦ  

 

6. For all IT related purchases (with the exception of Apple) click on the 

icon. This will open the following menu. Select as appropriate  

 

 

тΦ ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŦƻǳƴŘ ǘƘŜ ǇǊƻŘǳŎǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ƻǊŘŜǊ ŎƭƛŎƪ ΨŀŘŘ ǘƻ ŎŀǊǘΩΦ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ 

the quantity here.  
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8. hƴŎŜ ȅƻǳ ƘŀǾŜ ŦƛƴƛǎƘŜŘ ǎƘƻǇǇƛƴƎκŀŘŘƛƴƎ ƛǘŜƳǎΣ ŎƭƛŎƪ ΨǾƛŜǿ ŎŀǊǘ ŀƴŘ ŎƘŜŎƪƻǳǘΩ ǘƻ ƎŜǘ ǘƻ 

the next stage of your order.  

 

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

 

10. ²ƘŜƴ ȅƻǳ ŀǊŜ ƘŀǇǇȅΦ /ƭƛŎƪ ΨŎƘŜŎƪƻǳǘΩΦ  

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

ŎƘŜŎƪ ǘƘŀǘ ǘƘŜ ŎƻǊǊŜŎǘ ΨŘŜƭƛǾŜǊ-ǘƻ ƭƻŎŀǘƛƻƴΩ ƛǎ ŜƴǘŜǊŜŘΦ ¸ƻǳ ǿƛƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ƛƴǇǳǘ ǘƘŜ 

ǇŀȅƳŜƴǘκǇǊƻƧŜŎǘ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ǘƘŜ ΨōƛƭƭƛƴƎΩ ŦƛŜƭŘǎΦ Make sure every field is populated. 
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12. Once you have checked you have entered the correct information and all of the 

ƴŜŎŜǎǎŀǊȅ ŦƛŜƭŘǎ ƘŀǾŜ ōŜŜƴ ǇƻǇǳƭŀǘŜŘ ŎƭƛŎƪ Ψ{ǳōƳƛǘΩ ŀƴŘ ȅƻǳ ƻǊŘŜǊ ǿƛƭƭ ōŜ ǎŜƴǘ ŦƻǊ ŀǇǇǊƻǾŀƭΦ  

 

13. LŦ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ŀŘŘ ƳƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨbŜȄǘΩ ōǳǘǘƻƴ ǿƘƛŎƘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ 

the following page.  

 

мпΦ hƴ ǘƘƛǎ ǇŀƎŜ ȅƻǳ Ŏŀƴ ŀŘŘ ŀ ƴƻǘŜ ǘƻ ŦƛƴŀƴŎŜ ƻǊ ǘƻ ǘƘŜ ǎǳǇǇƭƛŜǊΦ ¢ƘŜ ΨbƻǘŜ ǘƻ CƛƴŀƴŎŜΩ ŦƛŜƭŘ Ŏŀƴ 

be used to instruct the departmental buyer to charge to a general ledger (instead of a project) 

ŎƻŘŜΦ 5ƻ ƴƻǘ ǳǎŜ ǘƘƛǎ ŦƛŜƭŘ ǘƻ ŜƴǘŜǊ ǉǳƻǘŀǘƛƻƴ ƻǊ ŘƛǎŎƻǳƴǘ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƘŜ ΨbƻǘŜ ǘƻ {ǳǇǇƭƛŜǊΩ 

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.  ̧ ƻǳ Ŏŀƴ Řƻ ǘƘƛǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ!ŘŘ !ǘǘŀŎƘƳŜƴǘΩ ōǳǘǘƻƴΦ  
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16. When you are happy you have all of the information you want to include. Click the 

Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴΦ  

 

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 Ψbƻƴ /ŀǘŀƭƻƎǳŜ hǊŘŜǊΩΦ Before you can enter anything into R12 you will 

need to get pricing information and product codes from the supplier. 

 

2. CǊƻƳ ǘƘŜ ƛǇǊƻŎǳǊŜƳŜƴǘ ƘƻƳŜ ǇŀƎŜ ŎƭƛŎƪ Ψbƻƴ /ŀǘŀƭƻƎǳŜ wŜǉǳŜǎǘΩΦ  

 
3. You will then be taken to the following page.  
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  пΦ CƛǊǎǘ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ ΨLǘŜƳ ¢ȅǇŜΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ ƳŜƴǳΦ There are 3 choices: 

Goods billed by quantity, goods or services billed by amount and services billed by quantity.  If you 

are not sure which ǘƻ ŎƘƻƻǎŜ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨƛƴŦƻǊƳŀǘƛƻƴΩ bubble.   

            

 

5. Once ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ŎƻǊǊŜŎǘ ΨLǘŜƳ ¢ȅǇŜΩ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ΨLǘŜƳ 5ŜǎŎǊƛǇǘƛƻƴΩΦ 

You may also want to enter any quotation references you have been given by the supplier.  

6. In the next field ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ψ/ŀǘŜƎƻǊȅΩΦ ¢ƻ ōǊƛƴƎ ǳǇ ǘƘŜ Ŧǳƭƭ ƭƛǎǘ ƻŦ ǇǊƻŘǳŎǘ 

categories enter a % symbol into the field and press the tab key or click on the magnifying glass 

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

ŀǇǇǊƻǇǊƛŀǘŜ ŎŀǘŜƎƻǊȅ ŦǊƻƳ ǘƘŜ ƭƛǎǘ ǳǎƛƴƎ ǘƘŜ ΨƴŜȄǘΩ ōǳǘǘƻƴΦ  

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


