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Raising a Requisition in R4&andard Request

1. /£A01 2y G(GKS WAt KR dzBihdnd side bizhy Sreant 3 S Q

20 U iProcurement - Finance Preparer

D iProcurement Home Fage

2. Thethfocurement Home | 38l @pen 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

Py Your cart s empty.

Email Finandials Help Desk |
IT Store Purchasing News

ravel and Conference Store

Useful Links
Preferred supplers
Burchasing categories
Notices

Department Favourtes

’ 25 March 2015

To achieve best vaiue 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
Status Express Receive Apple's own prices via XMA, from the
- (gngg Approved cow cm,we Oracke R12 Catabogue. Pease see
e Apple Purchasing Guidance.

10.83 4
Single source trial reminder GE

B ¢ 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 wihinour

<

4 R12 Marketplace
All catalogues and smart forms

3. For a full list of product categories to choose from click or % icon
which will take you to the screen below.

search [R12 Marketpiace ™[ Advanced Seach

Shoy

)es and smart forms
Your cart i empty.

Email Financials Help Desk
Accessones and Suppies

No tems selected.

1ppte:
Description Type

Punchout to Del to buy desk tops, Bptops, IT equpment and accessories Punchout
Punchout to Insight UK to buy IT peripherals Punchout
Punchout to Lfe Technologies custom olgofprimer ske. Punchout
Punchout to Sigma's Ogo configuration ske Punchout
Punchout to RS Components to buy electronics products. Punchout
Punchout to One Cal to buy electronic component , test & equpment, batteries and toos. punchout
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4. To get a quote for Travahd arrange insurance for your journey click on the

Travel and Conference Store

icon.
5, ¢KS We¢NFI @St YR /2YyFSNBYOS {(2NBQ A02Yy gAff

$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. Forall IT related purchases (with the exception of Apple) click ot
icon. This will open the following men&elect 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

N i i .

» Cleaning Equipment and Supplies » Manufacturing Components and Supplies

+ Defense and Law Enforcement and Security and Safety Equipment and Supplies + Material Handling and Conditioning and Storage Machinery and their Accessories and Supplies |
‘. ‘.

» Domestic Appliances and Supplies and Consumer Electronic Products » Mineral and Textile and Inedible Plant and Animal Materials

+ Drugs and Pharmaceutical Products + Mining and Well Drilling Machinery and Accessories

+ Education and Training Services + Musical Instruments and Games and Toys and Arts and Crafts and Educational Equipment and Materials and Accessories and Supplies

» Electrical Systems and Lighting and Components and Accessories and Supplies » Office Equipment and Accessories and Supplies

'+ Electronic Components 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

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 » Resin and Rosin and Rubber and Foam and Film and Elastomeric Materials
+ Fumniture and Furnishings  Service Industry Machinery and Equipment and Supplies
» Healtheare Senvices ' Structures and Building and Construction and Manufacturing Components and Supplies
+ Industrial Manufacturing and Processing Machinery and Accessories * Timepieces and Jewelry and Gemstons Products
 Industrial Production and Manufacturing Services  Tools and General Machinery
» Information Technology and Tel i « Transportation and Storage and Mail Services
Other Content
Name Description Type
Oxford - OUCS Store 0UCS Booking Store Informational
Dell Punchout 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_Reguisitions _Receiving_Shopping Cart_Home _Logout_Preferences _Help

TO® 2KSY @2dz KI @S F2dzyR G4KS LINBPRdzOG @&2dz ¢2dzZ R
the quantity here.

Search |R12Marketp\a(e pIC Go | Advanced Search

Shop: Stores > Shop R12 Marketplacq

Search Results from R12 Marketpface: BIC 5
Sortby |Price [ Ascending . ﬂ
Search results filtered by Mo activg filter. Add Filter
Hide Images ) Previous [1-20 Next20 @
(CORRECTION TAPE [
Supplier Supplier Ttem 2135975
Product Siz List Price 5.29
Hazard Class ]

w

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. hyOS &2dz KIS FAYAAKSR AK2LILA YAkl RRAY
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.

Shopping Cart

Your cart contains 2 lines.

Add Filter ently Added Lines X
= 1 N - (PENSBALIP.. 1 Ead
s[ta0 V] et @
Hide Images | I LG ONTAPE 2 Eath
(CORRECTION TAPE
Supglier Office Depat View Cart and Checkout
Product Size Each e —
Q Un Number K s Email Financials Help Desk
Gregn Fem CAS rumber
Pricz 0.67 GBP
No items selected.

Add to Favorites | Add to Compare |

Supplier Office Depot

Suppier Ttem 1018986
Product Size Boxof 12 e 1

399

— Un Numbsr Hazard Oass
Green Jrem CAS number
Price 0.82 GBP

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

Shop | Requisitions | Receiving

Shopping Cart

Checkout
Line  Item Description ‘Supplier Ttem Number Spedial Info Unit Quantity Price Amount (GBP) Item Category ‘Supplier Supplier Site Add to Favorites

\CORRECTION TAPE 2135875 Exch 1 0.676GBP 134202203 Office Depot SP10484 POBOXI7
2 BX20 PENS RALLPNT FINE BLUE BIC 538664 Each 2.18GBP, 228 202.2023 Office Depot SP1048A POBOXIT §
Total 3.62

#TIP Purchase Order number will be zssigned after compieting checkout.
Retum tp Shopping Save |  Checkout

Shop Requisions Receiving Shopping Cari Home Logoul Preferences Help

Privacy Staiement

Lapyigtic) 2008 recke Al ighs resened.

10.2 KSy @&2dz I NB KI LWL /fA0] WOKSO12dziQo
11. You will now be taken to thdelivery and billing information page. Here you will need to
OKSOl GKIG (KSR G2NNBOGR yUR Siah BBSSNISNER® | 2dz g Af
LI 2 YSydkLINR 2SO0 Ay T2 NnkesueeyeryXigts popkil&edWo A f t Ay 3 Q

Shop | Requisitions | Receiving
>
Requisition Information

Review And Submit
Checkout: Requisition Information

Cance] Save | Submit | EditLines | Stp1of3 Next

Expenditure Organization
Charge Account HN
Funds Check

Cancel  Save | Submit| Editlines | Step10f3 Next
Shop Requsitons Recening Shopping Cart Home Logout. Preferences Help

Privacy Statement

Coyrgh [c) 2005, Oracle Al gt resened.
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S e 12. Once you have checked you have entered the correct information and all of the
0SSy L} Lz I SR

ySOSa4arNE TASERA KI @8

Checkout: Requisition Information
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Of A0 Wi

= Indicates required field

* Requisition Description [ PEN

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

Confirmation Fiag [No Q

Delivery. Billing

*Need-By Date [17-Apr-2016 12:00:00 (&
Plezse ente a e date
= Requester [Dyer, Mr. Jonathan

* Deliver-To Location [HNO1 o

save | _Submit | | EditLines | Step10f3 Next

Cancel

Expenditure Type

Expanditure Item Date

Cancel

Save

Privacy Statement

13.LF¥ e2dz ¢ 2 dz
the following page.

Approvais

Note ta Dept Finance

Note to Suppber

Add Attachment...
Title
o resuits found,

Description Categary Last Updated By Last Updated

AYF2NXYIEGAZ2Y Of |

Review And Submit

Save | Submit | | Back |swep2of3 _Mext

| Hansge Aparovais

Note ta Racelver

Update Delete

Mn® hy GKA& uraé\ﬁzm ol y

FRR I y2GS (2 FTAylLyOS

be used to instruct the departmental beto charge to @eneral ledger (instead of a project)

O2RS® 52 y20 dzaS GKAa

FTASER

i2 SydSNIljd2ildArzy

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 néednake sure that you include it with

the purchase order, 2dz OFy R2 (0KAa

Approvais

Last Updated

Last Updated By

Description Category

o8 Ot AOlAYST

iKS W RR !

Review AN Submt

Save  Submil | _Back |step2of3 Mext

| Manage Approvais

Mate to Receiver

Update Dalete Save to Library
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16. When you are happy you have all of the information you want to ieclGtick the

W{doYAGQ odziti2yod
o RgeR "1 Save  Sulmit | Back |Swpzof3 Mext
Appravals
| Manage Approvals

Notes

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 R4%on 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 &b 2 ¥ ( I f 2 3 dBSfordnyNRcSnNeP anything into R12 you will
need to get pricing information and product codes from the supplier.

2. CNRY G(KS ALNROINBYSY(ld K2Y$S LI 3IS Ot A0] Wb2y

search [R12 Marketplace M [ Advanced Search

S| -
@ Department Favourites
Total (GBP) Status Copy Change Express Receive M
3. You will then be taken to the following page.
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Shop | Requisitions | Recaiving
Sworss | Favourtss | Non-Catalog Request

Non Catalog Request Shepping Cart
* Indicates required fiekd Tlear All | | Add to Cart | | Add to Favorites |  your cart is smaty

it ~| siy
T Email Financials Help Desk
Phor
Emai
Supplier fem |
Additional Infarmation
Radicactive Item Q
‘ScheduleS Ttem A

Hazardous Ttem
Clear All | | Addto Cart | | Add to Favorites

Shop Requisitions. Recenng Shoppng Cart Home Logoul Preferentes Help

n® CANBRU e2dz gAff ySSR (2 aSft StharearegB3hoids:i SY ¢ & LIS
Goods billed by quantity, goods or gervices billed by amount and services billed by quagtty.
S 22dz OLy tubbeO|l 2y GKS WAYT2NNI G

Shop | Requisitions | Recaiving
Sworss | Favourtss | Non-Catalog Request
Non Catalog Request

* Indicates required fie

Cloar All ] | Add to Cart | Add ta Favorites | vour cart ks smpty.

Email Financials Help Desk

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

Clear All | | Add toCart | Add to Favorites

siions Recenng Shoppmg Cart Home Logout Preferences Fen.

w

5.0nced 2dz KI S aSft SOGSR GKS O2NNBOUT WLGSY ¢eLlsQ
You may also want to enter any quotation references you have been given by the supplier.

6.Inthe nextfieldd 2dz s Aff ySSR (2 aStSO0 (GKS W/ FGS32NEQ¢
categories enter a % symbol into the fig@dd press the tab key or click on the magnifying glass

‘Shopping
Clear All | | Add toCart | Add to Favorites | vour cart is empty

0w Suzpler
Supplier Name
site

* Item Description Email Financials Help Desk

Contact Name:
Phone

3,
Additional Information
Radioactive Item A
‘Schedules Ttem 3,

Hazardous Ttem

Clear All | | Add to Cart | Add to Favorites
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7. The list of categories will automatically appear as shown below. You can then select the
F LILINBLINRFGS OFGS3I2NER FNRY GKS fAad dzaay3a GKS
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