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Raising a Requisition in R12-Standard Request 

 

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

 
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.  

 

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

 

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

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

 

 

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

the quantity here.  
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8. Once you have finished shopping/adding items, click ‘view cart and checkout’ to get to 

the next stage of your order.  

 

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

 

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

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

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

payment/project information in the ‘billing’ fields. 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 

necessary fields have been populated click ‘Submit’ and you order will be sent for approval.  

 

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

the following page.  

 

14. On this page you can add a note to finance or to the supplier. 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.  
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16. When you are happy you have all of the information you want to include. Click the 

‘Submit’ button.  

 

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’.  

 
3. You will then be taken to the following page.  
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  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 services billed by amount and services billed by quantity.  If you 

are not sure which to choose you can click on the ‘information’ bubble.   

            

 

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 

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

appropriate category from the list using the ‘next’ button.  
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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 click 

the magnifying glass to bring up the menu. 

 

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

 
 

 

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. 

 
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.

 

 

 


