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1 LOGIN ORACLE APPLICATION.

To start Oracle Applications, you need to:

e Start up your computer system
Start your Web Browser
Start the Oracle Applications program
Log on to Oracle Applications
Choose a responsibility
Navigate to an application window

After starting Oracle Applications, the first window you see is the sign—on window.

You need an Oracle Applications username and password, also known as an Oracle Applications sign—on,
to log on to Oracle Applications. It is different from the username and password you use to log on to your
computer. If you are not sure of your Oracle Applications sign—on, consult your system administrator.
Oracle Applications security is based on your Oracle Applications sign—on. Your sign—on connects you to
your responsibilities, which control your access to applications, functions, reports, and data.

@ Login

ORACLE’

User Name

Password

En £

Login Assistance

Register Here

Accessibility

Language

English v

To Log on to Oracle Application:
1. Enter your username in the User Name field.

Attention: Do not press [Enter] after entering each item, as [Enter] is normally used to accept the default
button. Instead, use [Tab] or the mouse to navigate between fields.

2. Enter your password in the Password field.

3. Choose Connect.
Notice your password does not appear as you type it, to prevent others from seeing it. Keep
Your password confidential to prevent access to Oracle Applications by unauthorized users. After
successful login, responsibility list will come.
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1.1 Choosing a Responsibility.

If you are an authorized user of Oracle Applications, one of two things occurs after you
Sign on to Oracle Applications:

o The Navigate window appears listing your current responsibility in the window title.
A window containing a list of responsibilities appears.

@ nttp://erpappssit.pspclin8000/OA_HTML/OA jsp?OAFunc=OANEWHOMEPAGE

ORACLE E-Business Suite

Enterprise Search  Contract Documents  [+] Go Search Results Display Preference Standard [¥]

Home

A .
» Bm Application Diagnostics Worklist

» Em Contracts Terms Library Administrator Full List
¥ B= Cost Management

» Em Cost Management - SLA From Type Subject Sent Due
» Bm Functional Administrator There are no notifications in this view.

» B Functional Developer ~
@ TIP Vacation Rules - Redirect or auto-respond to notifications.

» Em General Ledger Super User Table Diagnostics
» Em india Local Payables

» Em iProcurement

» Em iSupplier Portal Full Access.

» Em Order Management Super User

b Em PSPCL Accounts Payable

b Em PSPCL HRMS Manager

¥ Bm PSPCL Inventory Super User

b Em PSPCL Payables Super User

» Em PSPCL Project Costing Super User
¥ Bm PSPCL Purchase User

b Em PSPCL Purchasing Super User
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To choose a responsibility:

If your sign—on displays a Responsibilities window, use one of the following methods to choose a
responsibility:

1. Use the [Up arrow] and [Down arrow] keys to select a value and press [Return].

2. Use your mouse to select a value and choose OK.

3. Double—click your mouse directly on a value to choose it.
A Navigate window appears displaying the name of the responsibility you choose. You are now
ready to start working.

4 B PSPCL Purchase User
4 Em Requisitions
@& Requisition Summary
@ Requisitions
» BB RFQ's and Quotations
» Bm Purchase Orders

Click on purchase requisition to any form.



2 ENTERING REQUISITIONS:

Purchase Requisition is the document by which the Purchasing Authority is requested to procure goods
and services. The Purchase Requisitions shall carry all relevant details about the items or services to be
procured and the following are the key data elements in a Purchase Requisition.

Item Code and or Description of the Item to be procured along with the Item Category
Quantity Required and suggested Price

Date when the goods are required. (Need by Date)

Justification for the requirement

Place and the store where the goods are required

Suggested Supplier Name and site

Accounting information

The Requestor name
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Functions | Documents Processes

Requisitions: Requisitions

Regquisitions
+ Buyer Work Center - Top Ten List
Supplier ltem Catalog 1. Change Organization - MRP
-+ tem Search
- Reguisitions

Reguisition Sumrmary

Requisitions

-*:N- + Purchase Qrders

aF AutoCreate

= + Hec ening

—I |+ RFQ's and Cluotations
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+ Management
+ Items
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2.1 Creation of Purchase Requisition

In the manual creation of Purchase Requisition Process, Purchase requisitions are raised by using the
Requisition Entry Screen where all details about the required item / service are entered and the document
is submitted for Approval.

During the manual creation of Purchase Requisitions, the following information has to be entered:

Requisition Headers: This is where the Requisition Number and preparer name is captured along with a
brief description for the Requisition.

Requisition Lines: In Requisition lines, the information on the Item/Service requested and the price,
required date and all other information about the item, that is being requested must be entered.
Distributions: In this zone, the accounting information for the requisition line will be automatically created
depending on the nature of the item.




A% Mavigator - PSPCL Purchasing Super User

Functions Documents Processes

Oracle Purchasing:Requisitions:Requisition Summary

Reguester Workbench
- Oracle Purchasing =1 Top Ten List
Supplier Item Catalog 1. Receipts
ltem Search 2. Receiving Transactions

= 5
j - Reqguisitions ﬂ 3. Receiving Transaction Summary
Requisition Summary 4. Purchase Order Summary
s Reqguisitions 5. Purchase Orders
j + Buyer Work Center 6. Releases
ﬂ AutoCreate 7. PO Orders Summary Page
- + Receiving
ﬂ + HFQ's and Quotations
+ Supply Base
+ Management
+ ltems
+ Accnontinn =

o= )

To expand or collapse the navigation list:

1. Choose one of the following methods to expand an expandable item to its next sub—level:
e Double—click on the item.
e Select the item and choose Open.

— e Select the item and choose the Expand button.

2. Choose one of the following methods to collapse an expanded item:
e Double—click on the item.

v

e Select the item and choose the Collapse button.
3. To expand or collapse several items at once, choose one of the following buttons:

v

e Expand All Children - Expand all the sub—levels of the currently selected item.

e Expand All-> Expand all the sub—levels of all expandable items in the navigation list.

vy

e Collapse All & Collapses all currently expanded items in the navigation list.
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2.2 USING THE TOP TEN LIST

If there are forms that you use frequently, you can copy them over to a navigation top ten list
located on the right-hand side of the Navigate window. The top ten lists display your forms
numerically so you can choose them instantly without having to search for them in the navigation
list. You can add a maximum of ten forms to the top ten lists and you can create a different top ten
list for each responsibility you have access to.

Note: A top ten list is unique for the responsibility and user sign—on combination you use.

‘ﬁ‘ Mavigator - PSPCL Purchasing Super User

Functions | Documents Processes
Cracle Purchasing:Receving:Returns
Returns
- Dracle Purchasing =1 Top Ten List
Supplier ltem Catalog 1. Receipts
& ltem Search 2. Receiving Transactions
— || - Requisitions 3. Receiving Transaction Summary
el Requisition Summary 4. Purchase Order Summary
Requisitions 5. Purchase Orders
#_ﬁl + Buyer Work Center B. Releases
#ﬂ’ AutoCreate 7. PO Orders Summary Page
= || - Receiving 8. AutoCreate Documents
ﬂ Receipts 9. Receipts
Receiving Transactions
Corrections -
1| *

To create Navigation top ten list:
1. Select afrequently used form from the navigation list.
2. Choose the arrow pointing to the Top Ten List.
The form now appears in the navigation top ten list preceded by a top ten list number.

To open a form from the navigation top ten list:
1. Type the top ten list number that precedes the form you want to open. You can also select the
form you want and choose Open, or double—click on the form name.

Notice that the name and description of that form also appear in the current selection fields
Above the navigation list.
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2.3 ORACLE APPLICATION TOOL

BAR
You can invoke functions that are identical to specific menu items by choosing buttons from
the toolbar. The toolbar replicates many commonly used menu items so you can invoke heir

actions quickly without having to search for them in the menu. The following table is
representing the applications toolbar.

File Edit View Foldzr Tools Actions Window Help

> S o P e 209D 12

‘E? Save Save and Pending Changes
CE; Print Prints the Current Screen
o Find Invokes the Query Mode
—_— This will show the main Navigator
& Show Navigator Screen
— Switch
) Responsibility This will Switch the Responsibility
P Close Form This will Close the Current Form
= New Record Creates a New Record
_ Clear all data pertaining to the current
,E'@ Clear Record record
Deletes thee current record from the
Ew database
’ (NOTE : You must Save to complete
Delete Record delete)

Opens the Editor window for current

# | Edit field

7 Translations Opens the Translation Window
2 .

: Attachment Opens the Attachment Window

Display General help for the current
? Window Help application




list of keyboard shortcuts:

Function by -

Block Menu Ctrl+B

Clear Block F7

Clear Field Fa

Clear Farm Fa

Clear Record F&

Comimit Ctrl+5

Count Cluery F12

Delete Record Crl+Ip

Display Error Shift+Cirl+E

Diown Down

Duplicate Field Shift+Fa

Duplicate Record Shift+Fa

Edit Cirl+E

Enter Queny F11

Execute Cluery Cirl+F11

Exit Fd

Function 0 Shift+Cirl+F10

Function 1 Shift+Ctrl+F1

Function 2 Shift+Ctrl+F 2

Function 3 Shift+Cirl+F 3

Function 4 Shift+Cirl+F 4

Function & Shift+Cirl+F 5

Function 6 Shift+Cirl+F 6 —

:l - Al el T -
QK
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2.4 To Change password form level

1. Click in the Navigate window or choose Navigator from the Window menu to make the Navigate
window active.

2. Choose Change Password... from the Edit, Preferences menu, to display the Password Update
window.



[ £, Oracle Applications -

Egdit Wiew Folder Tools Window Help

E3 UndoTyping [ @ o G0 108 [ [ 0 i | 2 @ 2 55 | 2

| Ut Purchasing Super User

R Copy
F— " hments Processes
FPaste
{ Duplicate » J-Receiving:Returns
b Clear >
Delate rchasing = | Top Ten List
Select All er ltemn Catalog . Recem_ts _
[ . earch -7 . Receiving Transactions
| Deselect All . =, - -
[ lions -, . Receiving Transaction Summary
| Edit Field... isition Summary . Purchase QOrder Summary
P [ - . Purchase Orders
a . Releases

- PO Orders Summary Page
_ AutoCreate Documents

. Receipts

- Returns

- Receiving

ReceiEs

Receiving Transactions
Corrections -~

@ AutoCreate
(=]
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Functions | Documents Processes

OraclfSY=rn Update
Retunq Please enter your old and new passwords. Passwords are case sensitive.

Old Password ||

Mew Password |

&
Re-enter New Password | hary
=
" ( ok | |cancel
N
= AltoCTEate T PU UTETs SUmmary Page

3. Enter your old password in the Old Password field.

4. Enter your new password in the New Password field.

5. Enter your new password again in the Re—enter New Password field.
6. Choose OK.

If the second entry of your new password does not match your first, Oracle Applications asks
You to re—enter your new password again, until both entries match. Your new password takes
effect immediately.



Note: If you change your mind and do not want to alter your password, choose Cancel to close the
Password Update window.

25 EXITING THE ORACLE
APPLICATIONS

When you complete your work, you can choose to save or discard any unsaved work in your form(s) before
exiting Oracle Applications.

B

Edit Wiew Folder Tools Window Help
Pl e
Open
Save
- 5 Processes
Sawve and Proceead
Mext Step ving:-Returns
Export
Place on Mavigator no = Top Tem List
Log on as a Different User... | Catalog . Receipts
Switch Responsibility... . Receiving Transactions
Print . Receiving Transaction Summary
= Summary - Purchase Order Summary
Close Form = o . Purchase Orders
Exit Oracle Applications Center . Releases

q]:'}' AutoCreate
- Receiving
—]
ﬂ ReceiEs

Receiving Transactions

- PO Orders Summary Page
_AutoCreate Documents

. Receipts

- Returns

O wWo=OmPbEWwN 2

Corrections -
A e | »

( Goer )

1. Choose Exit Oracle Applications from the Action menu. If there are no changes to save in your
window or windows, Oracle Applications asks you to confirm your exit.

2. Choose OK to exit Oracle Applications and return to your desktop. If there are recent changes that you
have not yet saved, a window appears as shown:

3. Choose Save to save the changes before exiting. Choose Discard to exit without saving any changes.
Choose Cancel to close this window and cancel the exit.

Online Purchase Indent/Purchase Requisitions:--2> To find the Oracle purchase requisition form, double-
click on “Requisitions”. The following window will appear:
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S Requisitions - [New]

Operating Unit | SR
Number Type |Purchase Requi Preparer MISHTHA MEHTA
Description Status |Incomplete Total [INR 0.00
(L]
Lines Source Details Details Currency
Mum Type ltem Rev  Category Description Uom ¢ [ ]
1] 3
Destination Type Source
Requester Supplier
Organization Site
Location Contact
Subinventory Phone
Qutside Senices Catalog Distributions Approve )

2.6  Requisition Headers

e Select the requisition type as ‘Purchase’. This will default when the form is opened.
Enter the requisition title in the ‘Description’ field - This could be a brief narration of the requisition.
The rest of the information at the header like preparer, status and total etc. will be appearing by default
based upon the employee name attached to the user and the system setup.

o Data entry begins in the PR header section. The header section contains general information about the

PR type, such as the description, the preparer and so on. The header also contains the Description
field that preparer my use to enter the business justification.

¢ You will notice that the preparer field is already populated with your name.
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2.7 Requisition Line Details

- - e e e e D e = e = 4

_ o=
Operating Unit  Chief MM
Number Type Purchase Requi Preparer NISHTHA MEHTA
Description Status Incomplete Total INR 0.00
[ )1
Lines Source Details Details Currency
Mum Type Item Rev Category Description uom ¢ [ ]

. 1 Goods E -
System ltems %] x
Find|%

ltem Diescription

il EC 1205062 2 Core PYC LT Cable 10 mm2

EC1450040 4 Core XLPE LT Cable 4 mm2 oncel Clear Help

ECG050091 11KV XLPE Cable 3/C 35 mm2 - —

ES0016081 PCC Pole 8 Mir

ES0016101 PCC Pole 8 Mir

ESO016124 PCC Pole 11 Mir

ET1100046 ACSR 30mm2 (Weasel)

ET8200054 G35 Wire

Expense Expense

Services Semices

4] 3

Find Cancel

Requisition Lines

Navigate to the Requisition Line Region

Enter a line Type for the requisition line. Line types help in defining the categorization of the items. The
default Line Type is Goods. Additional Line Type such as Services, outside process has been defined
to meet the requirements of PSPCL. Based on the kind of items / services to be entered on the
requisition line, the user should select the appropriate line type.

If the item is defined and assigned to the Ship-To inventory organization, then select the appropriate
item code.

If the item is not defined & goods have to be procured, then the requisitioned will skip the item field and
enter the item details in the description field after choosing the appropriate purchasing category
combination.

In case the requisition template is defined, the requisitioned may refer the ‘Catalog’ option when the
Item is not defined . This is done by selecting the ‘Catalog’ button and using the related ‘Requisition
Template’. All the related requisition lines for that item will be defaulting and the user will only be
entering the required quantity in the related field. Similarly, the item and value can be chosen from the
Prior purchases window or from the Negotiated Sources options under the catalog.

Enter the purchasing category. The category cannot be changed if an item code is entered in the Item
field. The category shall default from the Item category as entered at the item level.

When an item code is entered, purchasing displays the item description from the Items window. This
description can be changed, as the item is defined with “Allow Description Update” attribute checked.
Enter the Quantity for the item being requested.



e Enter the UOM (Unit of Measure) to be used for the requisition line. If an item code is entered,
Purchasing defaults this UOM from the Item Master.

e Enter the unit Price for the item. The price can be entered in decimal format. If an item code is entered,
Purchasing defaults the list price for this item, but the user can change this value.

Enter the Need by date for the requested items. A date greater than or equal to the requisition creation

date must be entered. This is the date by which the goods / services are needed by the

Click on the Item field. Enter the item for which the requisition is being raised. You can search for the item,
if you do not know the full item number. Click on Ctrl+L or %% tab List of Values and will come .
Alternatively, if you know few characters of the item enter then enter some of the character & then use %
and press the TAB key. List of item will come & select the item name as per requirement.

On the basis of item category will come by default. Scroll to the right of your screen and enter the quantity
that you wish to raise the requisition for. If you know the price of the item, you may enter it in the price

column.
O Requisitions - [New] M [=1 E3
Operating Unit | Chief MM
Mumber Type |Purchase Requi Preparer [NISHTHA MEHTA
Description Status |Incomplete Total (INR 0.00
L]
Lines Source Details Details Currency
om0 Goantity Price eed-By Amount—Charge-Account ]
B VTR B
/Enter the
organization field =
and location| of 1] 3
the company :
Destination Type |Inventory Source |Supplier
equester |NISHTHA MEHTA Supplier
\ ization |AO Valuation Site
Location |Patiala Contact
Subinventory Phone
Qutside Semvices Catalog... | Distributions | l Approve J

The Preparer Name automatically Defaults. Enter ltem Number, Qty, price and Need by date. Then Click
Distribution and ensure whether the account information correct.

Click on Source details tab of there is any note to be put for the buyer. Buyer who makes purchase order.



O Requisitions - [New] ™ [=] E3
Operating Unit | Chief MM
MNumber Type Purchase Requi Preparer |NISHTHA MEHTA
Description Status Incomplete Total |INR 120.00

Lines Source Details Details Currency

RFQ Required Bocument
Mum Mote to Buyer Buyer Supplier ltem Type [1
. 1 Urgent Reuirement| ] =
1| »
Destination Type |Inventory Source Supplier
Requester NISHTHA MEHTA Supplier
Organization |AQ Valuation Site
Location |Patiala Contact
Subinventory Phone
Qutside Semices Catalog... Distributions | l Approve )

Enter the Requisition Distributions

¢ Navigate to the Distributions window by selecting the Distributions button in the Requisitions window.
e Enter the Quantity. In case of multiple distributions, quantities must total to the requisition line quantity.

The Account Generator, (a function provided by the Application to generate account codes) will generate
the following accounts in the distribution region.

Charge: The charge account

Accrual: The AP accrual account

Variance: The invoice price variance account

Budget: The budget account to account for encumbrance

Note: With one exception, the user cannot create or update these accounts manually. In case the
requisition line destination type is “Expense", the user can change the default charge account supplied by
Account Generator. Account Generator automatically builds the accounts (charge, variance, accrual &
budget) based on the logic specified as part of the setup.

If the destination type is Inventory, the account codes cannot be changed.

Then Click Distribution and ensure whether the account information correct.
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m Project
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mi:"—"’!’
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00001 .0000.1120106.00.00001.0]
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Then save the information. Requisition number is generated automatically. Click on the Approve Button.

O Requisition Summary to Requisitions - 100006

Operating Unit  Chief MM 5
T T (100006 Type |Purchase Requi Preparer |NISH'|'I—|A MEHTA
Description Status |Incomplete Total ||NR | 120.00
(Il
_ Source Details Details Currency
Num  Type [tem Rev  Category Description UomMm ¢ [ ]
[ K (Goods [ET1100046 | [acsRAcsR  [ACSR 30mm2 (Weasel) MTR [1 | =
| | | L | IR
| | | L | L [ [J7
| | | L | [ [ [
| | | [ | | [ =
L | 3
Destination Type |Irwent0ry Source |Supp|ier
Requester |N|SHTH-"-\ MEHTA Supplier |
Organization |AD Waluation Site |
Location |F'atia|a Contact |
Subinventory | Phone |
( Qutside Sernvices Catalog... Distributions | I Approve. .. )

Requisiiton number has been generated.

Apply Taxes to the

Requisition:>Tool->India tax details.
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Eile Edit View Folder EisLIER Actions Window Help
Ed o © | &7 & preterences 8 [ [ 2 ik | B D D 5 | 2

e (e RSN IENY Check Funds
Operating Unit I—I Manage Tax
Mumber " Linreserve Type |Purchase Requi Freparer |NISHTHA MEHTA
Descrption |— it R Status |Incomplete Total llNR 120.00
el =
—L Lines Source Details Details Currency
. Mum Type Item Rev Category Description uomn C [ ]
K |Goods |ET1100046 [ |acsr.acsr [ACSR 30mm2 (Weasel[mTR [1 | | =
I I I I I I I [ [
I I I I I I I [ [
I I I I I I I [ [
I I I I I I I L =
Al e ] 5 =
Destination Type llnventory Source ISUppIier
Requester |[MNISHTHA MEHTA Supplier |
Organization IAO Waluation Site |
Location lpatiala Contact |
Subinventory | Phone |
( QOutside Services Catalog Distributions | I Approve___ )

System will open as new screen to apply GST tax.

=
File Edit View Folder Tools Window Help ORACLE’
=P O & SPIARDERL LBP L2
‘O Financials for India Taxes =
Organization AO Valuation Document Number ’_ Currency [INR Amount 120
Location Patiala Release Number [ ] Tax Amount
Supplier Tax Invoice Number Original Tax Invoice Number GST Document Mumber
Supplier Tax Invoice Date | 22-JUL-2021 Original Tax Invoice Date GST Document Date
E-Way Bill No E-Way Bill Date ["JE-Way Bill Acceptance Total Amount 120
Update/Modify Update From
Agply to To | (" Proceed Refresh
=3
II_II'IE Num IIShipment Number IlItem IlItem DesIIUOM Il Quant\tyIl Prics ” ble Price ListIl bl VaIuelITax Category ”I_Qcamn |IIntended Us
I [ET1100046 lacsr3cMR | 10 12 [Patiala || B
I I I I I I I I I I I I
A 3 —
E
| Precedences I
SL No. |Tax Rate Name || Tax Type Tax Point Basis ble Price List || ble Value ||1 I|2 II3 IIA |I5 Ilﬁ IIT IIB IIQ I Currency IlTax(
[ &
[ -
i
- | ¢ [P

7/22/201

Select the line on to which tax category to be applied. Use Ctrl+L or %%+Tab or enter the exact name tax
name which is to be applied.

Save the details by using Ctrl+S. System will automatically apply tax as per tax category.



File Edit View Folder Tools Window Help

=)

ORACLE’

PO HEVSEP ADDES LD P& 7

UPRIET TaA TTUIT Dats

E-Way Bill No

Update/Modify

TgiTaT T e T

E-Way Bill Date

["JE-Way Bill Acceptance

Update From

Total Amount 1344

Agply to To | (" Proceed Refresh
E]
E“Assessable Price L\SLH Assessable ValueHTax Category HLocat\on Hlntended Use HHSN Code "SAC Code ” Line Amoum” Tax Amoum” Line Total
2| [ [PSPCL_CGST SGST [Patiala [ [ 4.4 13442
] \ | \ \

4

@

Precedences

Tz PSPCL_SGST_MC |State Goods & |DELIVERY

|
SL No. |Tax Rate Name || Tax Type Tax Point Basis ble Price List || ble Value ||1 HZ H} ”A ”5 HB HT ”8 HQ ‘ Currency HTax(
[ PSPCL_CGST _NC [Central Goods ¢ [DELIVERY [0 INR (22002
T

Use the scroll bar to move toward right to see the details.

rice l ble Price List” bl Va\ueHTax Category ”Locatioﬂ H\mended Use HHSN Code ”SAC Code ” Line Arnoum” Tax Arnoum.” Line Total
|2 [ [PSPCL_CGST SGST [Patiala || [ \ 14.4/[ 1344/~
a s e | > B
=]
SL No. | Tax Rate Name | version Type Tax Conversion Rate‘ uom | UOM Rate Tax Rate Tax Amount Recoverable Amount”RecwerabIe ”\nc\usive HSeIfAsse
I 1 PSPCL_CGST_NC 6 72 0 [ =
2 PSPCL_SGST_NC 6 72 0 [ (m|
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File Edit View Folder Tools Window Help ORACLE’
BYS @HI8P £ IDEHg LBILE D
(] SCIES a
Organization AO Valuation Document Mumber 100006 Currency INR Amount 120
Location Patiala Release Number Tax Amount 144
Supplier Tax Invoice Number Original Tax Invoice Number GST Document Mumber
Supplier Tax Invoice Date  22-JUL-2021 Original Tax Invoice Date GST Document Date
E-Way Bill No E-Way Bill Date CE-Way Bill Acceptance Total Amount 1344
Update/Modify
Apply to I FRM-40400: Transaction complete: 2 records applied — Refresh
i and saved,
=
E“Assessable Price L\SLH Assessable ValueHTax Category ‘ Location ntended Use [THSH Code [[SAC Code ’ ” Line Amoum” Tax Amoum” Line Total
I 12 PSPCL_CGST_SGST, Patiala 120 14.4 134.4[*
4 3 -
=
|SL No. HTax Rate Name ‘ version Type H Tax Conversion RaleHUOM H uom Rale” Tax RaleH Tax Amounl” Recoverable AmouanRecoverah\e ”\nc\usiv@ HSeIfAsss
I1 [PSPCL CGST N{ 6 72 0 =
2 PSPCL_SGST_NC 6 72 0 [m] [m]

CEEERMGE 32N ol e —

Now exit form the form by closing it & system will ask for the save or not confirmation click on yes & system
will give the confimation message.

Attachment in
Requisition

2.8

Flgalay
Operating Unit

Mumber

Purchase

Type

Description

Status

Purchase Reqgu

FPreparer

Total

MISHTHA MEHT.A
MR 361.00
[ 1

Destination Type
Requester
Crrganization
Location

Subinventory

Inventory

=TSR Supplier

MISHTHA MEHTA

Supplier

PSPCL AOQ YWaluation

Site

Patiala

Contact

|

Phone



As soon we click on attachement the system will open a new window.

File Edit WView 4 ET; ools Window Help

2o ® & P 8 ) AR LD @ D | 2 ,

[S]attachments - 100004, ,

Category
Internal to Requisition
Miscellaneous

AD

: To AD
To Buyer
To Receiver
To Supplier

over

Bublish to Catalog

Selcte the category as per requirement.

L e e R e L oot S
O Attachments - 100004, |

Seq Category Title Description

To Approver Indent attachment Material indent

Entity Name: REQ Header

Short Text
Web Page

Select the data type if a specific file has to be the select the file type as file, If long text has to be write the
select the as long text.



O Attachments - 100004, |

Seq Category Title

l
l
|
|

To Approver Indent attachment

l
|
|

Entity Name: REQ Header

In the back ground system will open a web page where file has to be uploaded.

File Upload

* Upload File | Browse..

Submit Cancel Clear

Click on browse.Select the file document which is to be uploaded.

Organize * | Mew folder t:i: + [ @
. . e i File Upload o~
W Favorites [ El Text Docurment
Bl Desktop 4 bytes
8 Downloads g Fin 45 IS Process
(E-—ﬂ Recent Places =—— | Microsoft Word Document
[ OneDrive E AL

FortiClientVPMNOnlinelnstaller_6.4
p E Libraries %’ EE::E::F:CVPN Online Installation |:|

[» @ Documents

J' . Fusion White paper for P2P Cycle
P Music | | Adobe Acrobat Document

I =] Pictures POF | 835KB

> B Videos IMG_20180518_002806

JPEG image
[ ﬁ Homegroup N
- I IMG_20180518 002836 -
File name: File Upload - [A“ Files (**) "I

| Open |v| | Cancel |




Click on open.

File Upload

*Uplﬂﬂd File |C:1UsersMSHNU't.Desl-ctc Browse. ..
Submit Cancel Clear

File has been selected for upload on purchase requisiiton.Click on submit.

System will give the confirmation.

|; Confirmation
1. File upload completed successfully.

2. * Please close the web browser.
3. * Return fo the Attachments form and click the Yes button to indicate file upload is complete.

Go back to the main page click on yes.

Main
Seq Category Title Description Data Type May Be Changed
10 IT{) Approver Indent attachment Material indent i

|
I I
I N
| I

Entity Mame: REQ Header

OO0O0W

|
|
|
|

on

9 Has the file been uploaded suc

Click on yes.



File Edit ! sols Window Help

YOI G oSoP  RDDER L@ 2512

5 - 100004, |

Title Descripti
To Approver Indent attachment Material indent

Entity Name: REQ Header

Open document have been enable. Click on open document if user want to see the uploaded document.

Do you want to open or save File Upload.txt from erpappsdev.localdomain?

System will give the message.Either open the file or save the file.



2.9

Forwarding And Approving
Purchase Requisition

O Requisition Summary to R

Operating Unit |C

Mumber (1= |Purchase Requ S NISHTHA MEHTA
Description _ Status Total (]33 361.00
[l

BEEENL Y Inventory 10 Supplier
FELTES G NISHTHA MEHTA Supplier
ol = R0 PSPCL AD Valuation Site

Location [gEuEIE] Contact

Subinventory Phone

Click on appove.

Navigate to the Approve Document window by selecting the Approve button. The requisition approval
power is controlled as per the rules framed in the Requisition Hierarchy. The requisition preparer will
only forward the document to the requisition approver for further action.

Following are the approval actions available for the preparer and the approver. There are two different
actions and two separate check boxes are available for these actions. If both approve and forward is to
be applied then both check boxes have to be selected.

Approve - Approve the document. (Applicable when the approver and the preparer are the same
person). The preparer will choose this option always to ensure that the document entered automatically
gets forwarded to the immediate supervisor as defined in the approval hierarchy.

Forward - Forward the document to the approver.

(Note: If a requisition has to be approved by more than 1 person or if some action is needed to be
performed by a different approver, then the preparer shall have to select both the Submit for Approval
and the Forward option.)

Approval Hierarchy and the forward to employee name will appear by default in the corresponding
fields. If the default forward to is not appropriate then choose an appropriate employee name to whom
the requisition must be forwarded.



e Enter notes in the Note field. This note will be appearing in the notification window of the ‘Forward To’
employee.
e Select the OK button.

-
2.10 Approving a requisition

This action will be taken by the Managers of the concerned purchasing authorities and others who are
authorized to approve requisition and defined in the system accordingly. The designated approver will
navigate to the notification summary screen to perform this action.

Approval Details | Additional Options

Encumbrance

[ Reseme F Unresenve Unreserve Date
Use GL Override M Use Document GL Date to Unresenve Accounting Date

Approval
¥ Submit for Approval Forward From |N|SH'|'|—|A MEHTA
v Forward Approval Path |F’SF’CL_Appruval_Hierachy
Forward To |GURBAX SINGH -
Note Flease approve. %
Change | =
Summary X

Now as per the hierarchy system will send the notification to concern person.
VIEWING REQUISITION STATUS:>

The status of the requisitions submitted for approval can be viewed from Requisition Summary form. Here
all requisitions could have any one of these statuses i.e. Approved, In process, Pre-approved or
Incomplete.

If the requester has sufficient approval authority the document status will be approved. Else it would show
a status In Process. The document will be available with the next person in Requester’s Hierarchy .

Navigation: Requisition > Requisition Summary

In Requisition Summary form, one can view requisition status using various sorting criteria. User has to
select a criteria, from the various options available in the Find requisitions form. Screenshot of Requisition
criteria form and Requisition summary form are given below:



&% Navigator - PSPCL Purchasing Super User

- Documents Processes

Oracle Purchasing:Requisitions:Reguisition Summary

Requester Workbench
- Oracle Purchasing =1 Top Ten List
Supplier ltem Catalog 1. Receipts
? ltem Search ) 2. Receiving Transactions
T - Requisitions E 3. Receiving Transaction Summary
_ | Requisition Summary T 4. Purchase Order Summary
ru Requisitions 5. Purchase Orders
_%|| + Buyer Work Center [: 6. Releases
E AutoCreate . 7. PO Orders Summary Page
E + Receiving
=l| + RFQ's and Quotations
+ Supply Base
+ Management
+ ltems
+ Arcountinm =

ow )

h

O Find Requisitions

Operating Unit |Chief M

Requisition Number r Type | v|
Preparer | Requester |
Buyer | Modified | -

Reference Num Import Source |
Line Line Type |

- Status  Date Ranges Sourcing  Deliver To  Related Documents E Result
esults
[tem, Rev | ® Headers
Category | 'Lines
Description | ' Distributions
Supplier ltem |
( Clear | | New | Fee )

Click on find



O Requisition Headers Summary

]

|Numher HDescription HApprwaI Status ||Creation Date ||Currer
B | In Process 22-JUL-2021 18:43:59 [INR

s

The current status of the document including action taken on it can be viewed in the View Action History

Window by the requester Tools menu.

Viewing Approval History:->
I Cracle Applicatio

File Edit %Yiew Folder

e R & | O oo

BRIl Window Help

Wiew Lines

]

Big | 2 @ & &

E Wiew Distributions -
VWiew Action History
= Reguisition Hea ew Purchase Orders —
|£ View Sales Orders
|Number o wal Status ”Creation Date IE
B Control
B Preferences icess [22—ou1 2021 18-43-59 | i
| Wiew Approval through Workflow | l—
[ Change | |—
Ii Manage Tax | r
India Tax Details
i | | I r
U I I I I [
I I I I [
I I I I [
I I I I [
I I I I [
A reeeeiee |
( Lines J_I ( M ew | I Open
Clear Mew Find (B}

Tool->View Action history.

O Purchase Requisition - 100007

Rev
~ Seg Date Action Performed By Mote
B | [ ]| | =
[ 22JUL-2021 18:44 | [Submit NISHTHA MEHTA |

I | [

Now approver will login by his /her user name & password & system generated notification will be received

in to his notification.



Approving a requisition
This action will be taken by the approver of the concerned purchasing authorities and others who are
authorized to approve requisition and defined in the system accordingly. The designated approver will

navigate to the notification summary screen to perform this action.

Login screen of approver:->

Search Results Display Preference Standard

Enterprise Search Contract Documents Go
Home
Navigator Worklist
Personalize Full List (2)
» B3 PSPCL Purchasing Super User From - Type .~ | Subject A Sentw  Due ~
MEHTA, NISHTHA Requisition Purchase Requisition 100007 for MEHTA, NISHTHA (15000.00 INR) 22-Jul-2021
MEHTA, NISHTHA Requisition Purchase Requisition 100006 for MEHTA, NISHTHA (134.40 INR)  22-Jul-2021

Open the notification.

&8 http:/ferpappssit.pspel.in:B000/0A_HTML/OA jsp?OAFunc= OANEWHOMEPAGE

Search Results Display Preference Standard [~]

ORACL & E-Business Suite

Enterprise Search <Contract Documents

Home

MNavigator Worklist
Full List (2)

Personalize
Sent v Due

» Em PsSPCL Purchasing Super User From .~ Type = Subject
MEHTA, NISHTHA Requisition Purchase Requisition 100007 for MEHTA MISHTHA (15000 00 INR) 22-Jul-2021
MEHTA, NISHTHA Requisition Purchase Requisition 100006 f
: equisiiion | Purchase Reaquisiion Of I Purchase Requisition 100007 for MEHTA, MISHTHA
(15000.00 TMR)

@ TIP Wacation Rules - Redirect or auto-respond to notifications.




& Notification Details

5 (2]
= ORACLE EBusiness Suite | LoagedIn As APPROVER1

Home >

Purchase Requisition 100007 for MEHTA, NISHTHA (15000.00 INR) Approve  Approve And Forward | Forward | Reject  Reassign = Request Information
From MEHTA, NISHTHA Total 15000.00 INR
To - GURBAX Tax (Non Recoverable) 0.00 INR (Total Tax: 0.00 INR)
Sent 22-Jul-2021 18:44:31 Attachments

ID 17052

Requisition Lines

Line Description Supplier Cost Center Unit 3uan[ity Price (INR) Amount (INR) Charge Account
1 ACSR 30mm2 (Weasel) 10 MTR 1D[ Table contains the details of requisition lines k\DDO,DD 11.10.000.000.800000.000.000.000

Table Diagnostics

Approval Sequence

El
E— [ InProcess

GURBAX SINGH -

Num Name Action Action Date Note

2 GURBAX SINGH - Pending

1 NISHTHA MEHTA Submitted 22-Jul-2021 18:44:31

Table Diagnostics
Related Applications v

i o @E om e -

Now the approver can take one of the below actions:

Approve - This action will be performed by choosing the Approve option. This will forward the
documents automatically to the next higher authority in the approval process if the approver does not
have adequate approval limits. Any other information can be entered in the Notes Field.

Approve & Forward —This action will be performed by choosing the said option and entering the
Forward To person name. If this option is chosen, the document will be forwarded to the specified
person with the status of either In process or Pre-approved depending on the approval limits of the
forwarder. Enter the notes to convey any information to the receiver.

Forward — In case the concerned manager does not have approval power or he wants this requisition to
be approved by someone else, then he can forward the same to others using this option after selecting
the name of the employee whom he is forwarding the requisition to.

Reject — This decision will return the requisition to the requisition preparer. Always enter the cause of
rejection in the ‘Note’ field.

Reassign — In case this notification is to be assigned to be someone else, then using this option, one
can reassign the notifications.

Request Information — Using this option, one can ask for more information either from the requestor or
from someone else.

After any of the actions above, a notification would be sent back to the requisition creator.

Note:

After approval, the requisition lines are transferred to the Requisition Pool for further action by the
concerned buyer only when there is a buyer defined in the Purchase Requisition.

In such a case, where a new item code is assigned, the buyer should modify the requisition line (using
Core Purchasing > Auto create > Tool > Modify option) after the item is created and process the same
for procurement/fulfillment. Intimation of such changes to requester is to be controlled manually.



Table Diagnostics
Approval Sequence
o] @

GURBAX SINGH -

[ Pre-Approved

Name
2 GURBAX SINGH -
1 NISHTHA MEHTA

Table Diagnostics
Related Applications

D Open Document
Response

Forward To All Employees and Users
Note

Action
Pending
Submitted

qQ

Action Date

22-Jul-2021 13:43:00

Note

Requisition can be open by approver to see the further details by clicking on the open documents.
* o] ‘0 | LoggedinAsscm @ (0)

RACLE’ E-Business Suite

Enterprise Search Contract Documents

Home

Navigator o]
Personalize

» Bm Application Diagnostics

» Em Contracts Terms Library Administrator
» BB Cost Management

» Bm Cost Management - SLA

¥ Bm Functional Administrator

» Em Functional Developer

Worklist

From .  Type -  Subject -~

Search Results Display Preference Standard

Full List (1)

Sent¥  Due -~

-, GURBAX Requisition Purchase Requisition 100007 has been approved 22-Jul-2021

@ TIP Vacation Rules - Redirect or auto-respond to notifications.

Table Diagnostics

Login as the preparer & system will sent the notification in the preparer notification box.

@ http://erpappssit pspclin8000/0A_HTML/OA jsp?0AFunc=FND_WFNTF_DETAILS&MNtfld=170008addBreadCrumb=Y &retainAM=Y& ti=T82450085&05 ~ ©

(& Notification Details

ol

(@ Information

This nofification does not require a response.

From - GURBAX
To MEHTA, NISHTHA
Sent  22-Jul-2021 19:04:32
ID 17090

Requisition Lines

Line Description

1 ACSR 30mm2 (Weasel)

Supplier

Table Diagnostics
Approval Sequence
K| A

GURBAX SINGH -

[—™ Approved

Num Name
2 GURBAX SINGH -
1 NISHTHA MEHTA

Table Diagnostics

Purchase Requisition 100007 has been approved

Requisition Total
Non-Recoverable Tax
Attachments.

15000.00 INR

Cost Center Unit Quantity
10 MTR 1000
Action
Approved
Submitted

Preparer can open notification by clicking on it.

Status can be seen from the requisition summary.

0.00 INR (Total Tax: 0.00 INR)

~
OK  Reassign  Request Information
Price (INR) Amount (INR) Charge Account
15 15000.00 11.10.000.000.900000.000.000.000

Action Date Note
22-Jul-2021 19:04:30
22-Jul-2021 18:44:31

Diagnostic Console (]




2.11 Action History.

3 Requisition Headers Summary

3

HDescriptiun

HApprwal Status

||Creatiur1 Date

||Currer

IApprwed

22-JUL-2021 18:43:59 INR

| L] Oracle Applicatio

File Edit View Folder [EfataEl window Help

el 2 & | S i

Wiew Lines

E Wiew Distributions =]
View Action History
= Reguisition Headg r Purchase Orders —

@ Wiew Sales Orders
Mumber Contral wal Status ||Creati0r1 Date ||Curre

B Preferences hed |22-0UL-2021 18:43.59 INR

I View Approval through Workf ow [ [

[ li Change | |
Ii Mar_'nage Tax _ | |
li_lnldla Tax Details : | |

i I I I I I
[ I I I I
[ I I I I
I I I I I
I I I I I
L »
( Lines )_I ( P e | I Cpen
Clear Mew Find (B)

O Purchase Requisition - 100007

Date

Rev
Action

Performed By

22-JUL-2021 19-04 | [Approve

GURBAX SINGH

22JUL-2021 18:44 | [Submit

INISHTHA MEHTA

[

Ll

3




|
2.12 Ammendment / Cancellation of

Requisition

Overview:—> Requisitions prepared by the Users can be amended either by the Users or by the Approver of
the document if they deem it fit or by the Buyer where necessary.

Where the Users who created the requisition want to amend the same, they can do so any time until the
Requisition is converted into a Purchase Order/Release. The approvers can amend only if the document is
pending for approval with them. Buyers can amend the requisition only after the requisition is approved and
awaiting further action in the Requisition Pool.

Similarly, only the preparer of the requisition (Owner of the document can do cancellation of requisitions) or
any person defined as the Buyer & the requisitions are submitted for approval (status other than
incomplete). The Owner can cancel such requisition only until the requisition is converted into a Purchase
Order. Once converted, only the buyer can cancel the purchase Order and also cancel the underlying
requisition. However, this cancellation by the Buyer would be only optional so that the buyer cancels the
Requisition only when found necessary/relevant or when he has received a communication to this effect
from the Requestor.

The pre-requisites for cancellations are process dependent and hence covered as part of the amendment
process in the subsequent pages.
necessary/relevant or when he has received a communication to this effect from the Requestor.

-
2.13 Performing Amendment /

Cancellation by Preparer /
Approver

Navigation: Requisition > Requisition Summary

* Using the ‘Requisitions Summary’ in Oracle Purchasing, Users to query for the requisition that needs to
be amended or cancelled.

® For the purpose of amendment:
Select appropriate requisition & click on “Find” button. Only the Requisition with ‘incomplete’ or
‘rejected’ status can be opened. On opening of the requisition, necessary amendments could be
performed on the requisition before submitting for approval by the preparer.

®* For the purpose of Cancellation:
Select appropriate requisition, Click on Tools Menu and Control Function. The Preparer can cancel
only the requisitions that have a status of ‘Approved’ and ‘Pre-approved’.



2 Reguisition Heay

Wiew Lines
Wiew Distributions
Wiew Action History

o

Siew Purchase Orders

B

&2 Sg | 7

— Sreae Armicstons S

Eile Edit Wiew Folder EEE Window Help

Ea S & | S i

= ! Sales Orders
MMumber — | Status Creation Date
100007 Preferences wed 22 JUL-2021 18-43-¢
100006 Wiew Approval through Workflow |(pproved 22-JUL-2021 02-071-7
I cooos Change A7-MAY-2021 10:51
100004 Manage Tax wed 17-MAY-2021 03:-28
India Tax Details
100003 —ppraved A7-MANY-2021 08:-00
o 100002 Approved 13-MANY-2021 16:15
100001 Approved 13-MANY-2021 13:15
100000 Approved 13-MAY-2021 12:54
E | St I
Lines JI Meww | O pe
Clear [ E=20T Find (B}
Ly |
L= !
Mumber Finally Close
100007 Actions g
100006 1
[ 100005
100004 i
100003 I
L 100002 Reason
100001

®* Where the requisition is pending for approval, the approver can amend the requisition during the Edit
requisition function and then exercise his approval authority. The approver can review the requisition
based on the links provided in the approval notification.

®* Where the approver wants the amendments to be performed by the preparer, he/she can then reject
the requisition with appropriate comments to inform the preparer of the required amendments.

* After withdrawing, the preparer can then make necessary amendments to the Requisition as desired
and resubmit the same for approval.

* If a requisition needs to be cancelled, the Users can use the Cancel function to perform the same. As
stated earlier, a requisition can not be cancelled if it has been placed on a Purchase Order/Release.



O Requisition Headers Summary

3|

|Numher ||Descripti0n ||A|J|thwal Status ||Creation Date ||Currer
[ | | Cancelled 17-MAY-2021 10-51°6¢INR =

Status of Requsition will become cancelled.




3

Spot/Standard Purchase Orders (Spot Purchase).

Standard purchase orders can be created either from the approved requisitions automatically or can be
manually entered without any requisition reference. Also the product and price references from the
approved quotations can be copied onto Purchase Orders. Following are the methods to be adopted for
raising the standard purchase order.

3.

1 Manual Entry of Purchase Orders

Navigation: Purchase Orders > Purchase Orders

Purchase Orders can also be entered manually without any reference to a Requisition. This can be
performed by directly navigating to the Purchase Orders form as per the above navigation.

On both manually entered Purchase Orders and auto created Purchase Orders, price reference can be
copied using the Catalog option.

To enter the line details from the quotation, the buyer will press the catalog button and by giving the
appropriate parameters, he will select the approved quotation from the ‘Negotiated Sources’ block. The
details of the approved quotations will be copied to the PO lines.

Standard Purchase Order Header

Purchasing will open the Standard Purchase Orders window when the user has completed Auto
creation of a purchase order or when the creation form is opened manually. The upper part of the
Purchase Orders window has the following display-only fields:

O Purchase Order Summary to Purchase Orders - 100030 M=
Operating Unit  Chief MM Created |22-JUL-2021 23:59:46
PO, Rev 100030 0 Type |Standard Purchase Order
Supplier | Pi Square Cables Put. Ltd Site |H15, Bali Magar Contact
Ship-To |Patiala Bill-To |Patiala Currency INR
ST MISHTHA MEHTA Status |Incomplete Total |15000.00 Il (1
Description

| Lines Price Reference  Reference Documents Maore Agreement Temporary Labor
hl

Created - The system date is displayed as the creation date.

Status - Possible order status values are:

+ Incomplete - The order has not been approved.

«» Approved - The order has been approved. It can be printed and items can be received against it.

% Requires Re approval - The PO was approved and then made changes that require that the
preparer process the document again for re approval. Items cannot be received against such PO.

¢ In process - The purchase order has been prepared and has been forwarded for approval, as the
person who has submitted for approval is not having sufficient authority to approve.

+ Rejected- The purchase order has been rejected by the approving authority and has been sent
back to the preparer.

Total - For standard and planned purchase orders, Purchasing displays the current total order amount

of the lines on the purchase order.

Currency - Purchasing displays the functional currency. This is overridden by supplier currency

information. To change the currency of the Purchase Order, choose the Currency Button in the form

and enter the currency detalils.



e Purchase order number is auto created. Please note that at the beginning of the new calendar year, the
purchasing setup needs to be modified to have the new purchase document sequences in place. The
reference of the Calendar year is captured in the document numbers for Requisitions, Purchase
Orders, RFQ’s and Quotations. Refer the setup document for detailed information.

o Enter the name of the Supplier for this purchase order. To approve a purchase order, supplier name &
supplier site name must be provided.

o Note: The supplier cannot be changed once the purchase order is approved. The purchase order
becomes a legal document when it is approved. To change the supplier after a purchase order has
been approved, the existing purchase order must be cancelled and a new one created for the other
supplier.

o Enter the supplier site. If the selected supplier has only one site, it is defaulted into this field. Before
approving a purchase order, supplier site must be provided.

o Optionally enter the name of the Contact at the supplier site. If the selected supplier has only one
contact name, it is defaulted into this field.

e Enter the Ship To and Bill To locations for the Purchase Order. The Bill-To Location will be the
Accounts Payable Dept and the Ship To location will be the location where the goods are to be
delivered. In case, if the goods are to be delivered to a Freight Forwarder, select the final destination
where the goods are to be forwarded by the Freight Forwarder in the Ship To Field. The Freight
Forwarder information will be captured under the Freight Carrier Field in the Terms Region.

The buyer name will default.
The brief title of the PO will have to be entered in the ‘Description’ field, This is optional field.

Standard PO Lines

Lines Price Reference Reference Documents More Temporary Labor
Mum Type Item Rev Job Category Description IO
. 1 Goods ET1100046 ACSR.ACSR ACSRE 30mm2 (Wease|MTR

Select the items alternative region in the Purchase Orders window.

o Purchase line number defaults from auto create action or the quotation if the Purchase Order Lines are
copied using the catalog. Purchasing displays the next sequential line number for the next line
available. The preparer can accept this number or enter any line humber that does not already exist.
This number is used for all alternative regions in the Purchase Orders window.

e Line Type defaults from requisition or the quotation or can be manually chosen. Select Goods for
procuring Items and services, which have been already coded in the Iltem Master. Also for text items,
either goods or services can be selected on a case-by-case basis.

e The Item / Services to be purchased are defaulted from the requisition/quotation. The associated
purchasing category, item description, unit of measure associated with the item will default.

¢ In case of services / one time item purchases which does not require an item code to be defined, the
item code field should be left blank and only the Category and description field to be filled up or copied
from Requisition/Quotation. Any valid category combination can be chosen by the Buyer to identify the
nature of Goods / Services being procured.

e Enter the total quantity to be purchased. The Price will have to be copied from the Quotation.

e To refer to the quotation and price, catalog button has to be pressed and the relevant active and
approved quotation has to be queried. On availability of approved and active quotation it has to be
selected on to the PO lines.

Quantity
1000



o Enter either the Promised date or the Need by date. Where the Purchase Order is auto created from
the requisition the Need By date will default from the requisition line. In case the Purchase Order is
copied from the quotation or manually entered, these dates shall have to be entered.

e Use the MORE regions to enter any instruction to the supplier for the line item. This will have to be
entered in the NOTE TO SUPPLIER field.

____________ Lmesl Price Reference Reference Documents Maore Agreement Temporary Labor
Mum UOM CQuantity Price Promised Meed-By Supplier ltem Supplier Config
IR Wease|MTR 1000 15 28-JUL-2021 00-00

Scroll the line details to see price/need by date, promise date or same can be consider to be CDP dates.
Terms

Navigate to the purchase order details window by selecting the Terms button in the purchase orders
window.

= Terms and Conditions - 100030

Terms Encumbrance
Terms
f Payment |REZaell] Confirming Order
1 Freight Firm
Carrier Acceptance Required |Mone =
FOB By
f FPay On Supply Agreement

Supplier Mote

Receiver Mote

Agreement Controls
Effective -
Amount Limit
Minimum Release

Frice Update Tolerance %
Contract Terms

| Author Contract Terms )I Contract Template

Manage Contract Documents VWiew Contract Terms Update Deliverable Status

o Enter the Payment terms for the purchase order.
Enter the Freight terms for the purchase order.

o Select the Freight Forwarder information in the Freight Carrier field. Please note that One Purchase
Order can have only one Freight Forwarder.

¢ Enter the FOB point for the purchase order. This is the point when the responsibility of the Supplier for
the goods ends.

¢ Firm field is not relevant here as the same is used for manufacturing planning control.

e Agreement Control region indicates the effective dates and the amount limit for the PO and this will
appear grayed out in standard purchase order.



o Enter a Supplier Note and a Receiver Note. Any special instructions to the Supplier in connection with
the Purchase Order can be entered in the Supplier Note field. Enter any special instructions to the

Receiver in the Note to Receiver field.
e The user may provide the header and the line level attachments for approver, supplier, receiver and the

Payables Section.
e Save the work.

For applying terms & condition click on author Contract terms

3 Terms and Conditions - 100030

Terms Encumbrance

Terms
Payment [ Confirming Order
Freight L/ Firm
Carrier Acceptance Required | MNone ~
FOB By
Pay On Supply Agreement B

Supplier Mote

Receiver Mote

Agreement Controls
Effective -
Amount Limit

Minimum Release

Price Update Tolerance o
Contract Terms
Author Contract Terms )l Contract Template |
Manage Contract Documents View Contract Terms Lpdate Deliverable Status

System will open the web page in the back ground.

Standard Purchase Order 100030, 0: Contract Terms
Update Contract Details Upload Contract

Authoring Party None Contract Source Mo Terms l
Contract Administrator Contract Template  Terms & Condiions 1 poly Templa

Legal Contact

Clauses = Deliverables

Ofrv m
Title
No Contract Terms are available for this document. Please click "Apply Template” to add Contract Terms.

Non-Standard Mandatory Contract Expert Select Alternate  Update Delete

Diagnostic Console




e Select the contract template that you created in Contract Terms Library administrator responsibility.
Click on the torch button next to apply template button.

@ httpe/Serpappssit. pspclin:S000,/ 08 HTPMLARF jsp?function_id=21335&resp_id=50745& resp_appl_id=7T000 & ===ecurit

| (=2 erpappssit.pspcl.in

| =2 Oracle E-Business Suite R12

| (== Purchasing:

Standard Purchase Order 100030, 0: Contract Terms

Authorng Party MNone

Contract Administrator

Search and Select: Contract Temp

Search

Search By Mame
Results

[~] =&

Quick Select MName

= Terms & Conditions

Quick Select

About this PFage Table Diagnostics

late

Description

Terms & Conditions

Instructions

To find wour item, select a filter item in the pulldown list and enter a value in the text fisld, then select the "Go™ button.

Contract Expert Enabled -

¢ Now select the Contract template which you want to attach against this spot purchase.

o Expend the contract terms to see further details. Select Update Contract Details, Click on the

pencil icon and click on go.

Standard Purchase Order 100030, 0: Contract Terms

Authoring Party
Contract Administrator

Internal

Legal Contact

Clauses Deliverables

Select Terms: Add Clause

Expand All | Collapse All

Add Section Move Delete

-8

¥

Focus Title

il I_fl Contract Terms

| Renumber | £0 LF w -

Non-Standard

[

]

(] Rty 4 PRICEVARIATION FORMULA

[} |j PRICE VARIATION FORMULA

O < p TERMS of PAYMENT

O ESES P Making

1 *{‘* » PENALTY/DAMAGE FOR DELAY IN DELIVERY
<

Select the clause & then click on pencil icon.

Actions
Contract Source Structured Terms
Contract Template Terms & Conditions
Mandatory Contract Expert Select Al



Standard Purchase Order 100030, 0- Contract Terms =

Standard Purchase Order 100030, 0: Update Clause

* Indicates required field
* Clause Title RRICE VARIATION FORMULA
Section PRICE VARIATION FORMULA
O Include By Reference
Display Name PRICE WARIATION FORMULA
Type Other
Description

Text

Preview Export
Change to Plain Text Mode

PCC poles:-

For everyincrease/decrease of Rs.50/- per MT in the price
of HT wire and Rs 10/- per MTincrease/decrease in cement price,
rate of pole shall increase/decrease bvRs_1.65 and Rs. 2 45 per pole
of 10.97 m length for HT wire and cementrespectively. This price
wvariation shall be worked out on account of rawmaterial i.e. cement
& HT wire only. No increase/decrease in price of poleshall be
allowed 1f increase/decrease 1s less than 50/- per MT 1in HT wire
andRs 10/- per MT in cement price.

The price variation shall bebased on the basic prices of

1T

1. The price variation per pole shallbe as under for 10.97 mtr long ~

Instructions

Clause Variables

sen

Details Variable Name
This clause does not contain any “Wariables

Table Diagnostics

Update the details as per requirement & click on save/Apply.

Cancel

O Mandatory
[0 Mon-Stamdard
[0 Protect Text




O Terms and Conditions - 100030

Terms Encumbrance
Terms
Payment |NESEN [ Confirming Order
Freight [ Firm
Carrier Acceptance Required |Mone -
FOB By
Pay On Supply Agreement |

Supplier Mote

Receiver Mote

Agreement Controls
Effective -
Amount Limit
Minimum Release
Price Update Tolerance %

Contract Terms

Author Contract Terms JI Contract Template |Terms & Conditions

Manage Contract Documents | View Contract Terms Update Deliverable Status

Here system will now reflect the contract template which has been applied.If contract terms has to be
viewed then we need to click on view contact.

PO Shipments.

e Use the Shipments window to enter multiple shipments for standard and planned purchase order lines
and to edit shipments that Purchasing automatically created for you in the auto created screen. A
purchase order shipment specifies the quantity, ship-to organization and location, and date the supplier
should deliver the items on a purchase order line.

e For entering the purchase order shipment information, navigate to the Shipments window by selecting
the Shipments button in the Purchase Orders window.

e The first alternative region in the Shipments window is the Shipments alternative region. In addition to
the enterable fields discussed in the following steps, this region displays the UOM, the Charge Account,
the line Amount and a check box to indicate whether funds have been reserved.



v
Shipments More Status
Original
Mum Org ShipTo UOM Quantity Promised Date MNeed-By Promise [1]
. PAD |Patiala MTR |1000 28-JUL-2021 00:00: =
4| b
Line Num |1 [tem |[ET1100046 ACSR 30mm2 (Weasel)
Receving Controls | ‘ Distributions )

If a new shipment line is entered, Purchasing displays the next sequential line number available. Enter
the ship-to Organization.

Note: The organization cannot be updated once the work has been saved if the shipment has
distributions. To modify, you need to delete the shipment row, save the record and then enter a fresh
shipment line.

Enter the Ship-To location for the shipment.

Enter the Quantity for the shipment. This value must be greater than zero. The quantity on the
Shipment line defaults from the corresponding Purchase Order Line. If this quantity is decreased,
Purchasing automatically defaults the quantity ordered of the next line to the total quantity that have not
yet been placed on a shipment line. The UOM is displayed next to the Quantity.

Enter the Promised by date when the requestor needs the item. This date is printed on the purchase
order. The default is from the Purchase Order Preferences window.

Save the work.



To Display And Enter More Shipment Information

© Shipments - 100030 ™ = E3

[w"
Shipments Mare Status
Accrue at Receipt
Receipt Close Invoice Close Match Invoice
Mum  Tolerance { % ) Tolerance { % ) Approval Level Match Option [ 1]
B ol 0 4 Way ~|| Receipt ~| ]
1] 3
Line Mum |1 ltem |ET1100046 ACSR 30mm2 (Weasel)
Receiving Controls | | Distributions )

Select the More alternative region in the Purchase Order Shipments window.

o Enter the Receipt Close Tolerance percent for the shipments. Purchasing automatically closes a
shipment for receiving if it is within the receiving closing tolerance at the receiving close point. The
receiving close point is set in the Purchasing Options window.

e Enter the Invoice Close Tolerance percent for the shipments. Purchasing automatically closes a
shipment for invoicing if it is within the invoicing closing tolerance at billing, when Payables matches
invoices to purchase orders.

Available Invoice Matching options:

¢ Two-Way: Purchase order and invoice quantities must match within tolerance. All service items and In-
tangible items will have to follow this matching level.

Three-Way: Purchase order, receipt and invoice guantities must match within tolerance.

¢ Four-Way: Purchase order, receipt, accepted and invoice quantities must match within tolerance.
Select Accrue on Receipt to indicate that the items on this purchase order line accrue on receipt. Both
expense and Inventory items are always accrued on receipt.

e Save the work.



To Display Status Information

O Shipments - 100030

Shipments Mare Status

CQuantity
_ Mum  Status Ordered Received Cancelled Billed Finan
B 1000 0 0 0

e Select the Status alternative region in the Purchase Order Shipments window.

o For each shipment, Purchasing displays the Status and the Quantity Ordered, Received, Cancelled,
and Billed.

To Enter Receiving Control Information.

O Receiving Controls

Receipt Date
Days Early
| Days Late IE—
Action |Nune v
- Last Accept Date |

COwer Receipt Tolerance

Tolerance |5 %

Mone A

Action

Miscellaneous
[ Allow Substitute Receipts

Receipt Routing |Inspectiun Require:
Enforce Ship To |Nune v|

| ( oK | Cancel |




e Select the Receiving Controls button to open the Receiving Controls window. The receiving controls
defaults from the item for an Item based PO line's shipments. In case the item is either one time (text
item) or a service item, the receiving controls will default from the PO options.

e The receiving control of ‘Warning’ will only provide the warning to the user but he would be able to
undertake the required action irrespective of violation of the ‘Date’ or the ‘Quantity’ type controls. In
case of ‘Reject’ control, the user will not be able to perform any action if either of the mentioned
controls is being violated.

To Enter Purchase Order Distribution Information

O Distributions - 100030

[¥7]

Destination More Project

Mum Type Requester Deliver-To Subinventony Quantity PO ]
l Inventory MISHTHA MEHTA, Patiala 1000 11.1

4] 3
t PO Account Descriptions Destination Account Descriptions
Charge PSPCL.PSPCL Chief MM Mo Division Mo £ Charge
Accrual |[PSPCL.PSPCL Chief MM.MNo Division.Mo £ Variance
Budget

Variance PSPCL.PSPCL Chief MM.Mo Division.MNo £

Lines And Shipment Details
. Line Mum |1 Shipment Num |1 COrg |PAO Ship-To |Patiala
ltem |ET1100046 ACSR 30mm2 (Weasel)

e Use the purchase order Distributions window to enter distribution information for purchase order
shipments and to view distributions that Purchasing has automatically created. Multiple distributions
can be entered per shipment line.

¢ Navigate to the Distributions window by selecting the Distributions button in the Shipments window.
The Shipments window is accessed from the Purchase Orders window.

e Enter the line Number for the distribution line.

e The destination type determines the final destination of the purchased items. Choose one of the
following options:

e Expense - The goods are delivered to the requestor at an expense location. The destination sub-
inventory is not applicable. This will be used for all non-stock items and services and any other item,
which need not be tracked in Inventory against this Purchase Order. All Capital items should have the
destination type set to EXPENSE.

¢ Inventory - The goods are received into inventory upon delivery. Enter the Requestor and Deliver To
location for this distribution. If the destination type is Inventory, the sub inventory also has to be




entered. This will be used for stock items and other items, which needs to be stored in Inventory before
being issued for consumption.

e Enter the Quantity of the purchase order shipment that is to be charged to the Accounting Flex field.
The default value comes from the quantity entered in the Shipments window. If the default quantity is
decreased, Purchasing automatically defaults on the next distribution line the total quantity not yet
assigned to a distribution line.

o Enter the Charge Account. When navigating to this field or when the document is saved after entering
the Shipment information, the system builds the charge account. Purchasing uses the Account
Generator function to automatically create the following accounts for each distribution:

o Charge: the account to charge for the cost of this item
o Accrual: the AP accrual account

o Variance: the invoice price variance account

o Budget: the encumbrance budget account

e The account code built by the system can be changed if the destination type is Expense. The other
codes are automatically built and not changeable.

e The Reserved check box indicates whether the funds have been successfully reserved for this
purchase order distribution. The distribution is reserved when the purchase order is approved. Any
purchase order distribution that has already been encumbered cannot be changed.

To Enter Distribution Detail Information

O Distributions - 100030

Destination [ More | Project
Requisition Online
Mum Reguesting Org Mumber Line Rate Date Rate PO Accrual Acco [ ]
I 1 Chief MM 10000 1 w1 22-JUL-2021 11.10.000.000.90¢( =
1 »
DM Ammmnm + MAcmrintinne MaAactinatinn Aemmoam # MAcmrintinne

e Select the More alternative region.

e The requisition line from where this PO is auto created would be shown here. If the PO is not auto
created, then the requisition number can be entered here (please note that the requisition number can't
be selected from LOV).

e The online check box indicates whether this distribution is part of an on-line requisition. If so,
Purchasing displays the requisition number and line number.

¢ Purchasing displays the budget account, accrual account, and variance account numbers supplied by
Account Generator.

Currency Information

e Use the currency window to enter and change currency information for purchase orders.

e For purchase orders, currency information can be changed until the purchase order is approved or
encumbered. Note that changing the purchase order supplier to one that uses a different currency
overrides any information entered in this region.



=lii& O Currency - 100030 oral

Currency ME
Rate Type

Rate Date 22-JUL-2021
Rate

rlter

( Done Cancel JI

Apply attachment for spot purchase if any.Attachement process remain same as explained above.
Forwarding and Approving Standard Purchase Order:>

¢ Navigate to the Approve Document window by selecting the Approve button. The buyer will select the
Submit for Approval checkbox to automatically approve the document subject to his own approval limits
and automatically forward the documents to the immediate superior for approval in case of insufficient
approval limits.

¢ In case of the immediate approver not on duty, the Buyer or the forwarder shall have to select the
Forward To option and choose the name of the person to whom the document has to be forwarded to in
the appropriate field.

=] Omcic Applcatonas

Eile Edit Wiew Folder Tools Ingquire Actions Window Help

HeY ® &S aP @O EsE LD P5 7

= Purchase Order Summary to Purchase Orders - 100030
Operating Unit  |Chief MM Created |22-JUL-2021 23:59:486
PO, Rev 100030 0 1Y :Cl|Standard Purchase Orde
Supplier | Pi Square Cables Pvt. Ltd., Site |H15, Bali Magar Contact
Ship-To |Patiala Bill-To |FPatiala Currency |INR
Buyer |[MISHTHA MEHTA Status |Incomplete Total |15000.00 [ 1
Description
Lines Price Reference Reference Documents Maore Agreement Temporary Labor
\
Mum UOM Quantity Price Promised MNeed-By Supplier ltem Supplier Config ID [1
[ R Wease|MTR |[1000 15 28-JUL-2021 00-00- =]
< e e e e e s
ltern |ET1100046 ACSR 30mm2 (Weasel)
Catalog... Currency... Terms Shipments | | Approve.___ )

Click on Approve.



Approval Details | Additional Options
~Encumbrance
[ Reseme " Unreserve Unreserve Date |
T se GL Override " Use Docurment GL Date to Unreserve Accounting Date
—Approval
I Submit for Approval Forward From
" Forward Approval Path
Forward To
fal
Mote =
o
Change E
Summary )
~Transmission Methods

Select the reserve. A PO creates an obligation to pay referred to as an encumbrance. These entries are
sentto the General Ledger (GL) and. An encumbrance is simply money set aside for planned purchases.

G Decision

‘ ¥ our Budgetary Control action completed successfully.

o

Click on Approve.& approval process remain same as mention the PR approval.

The approvers will receive the documents electronically in their Notification Box. (Navigation: Purchasing
Responsibility > Notification Summary).

The various actions that could be performed against each of the Notification which is pending for approval
are:

e Forward - Forward the document to another employee for approval without attempting to approve it. In
such an option, select the Employee Name of the employee to whom the document is to be forwarded.

e Reject - Reject the document to indicate that it is not to be approved because of any reason.
Purchasing returns the document to its owner for modification and resubmission to the approval
process if appropriate. Please note that if an approver wants to send the purchase order / other
purchasing documents back to the buyer; he has to exercise the option of ‘Reject’ rather than the option
of forward. Only subsequent to the ‘Reject’ option, the buyer will be able to make changes in the P.O.

e Approve - This action will be undertaken to approve the standard P.O subject to the approval limits. In
case of insufficient approval limits, the document will be automatically forwarded to the next immediate
position in the Purchasing Approval Hierarchy.



e Approve and Forward - This option has to be used if the document has to be forwarded to another
employee in the same hierarchy whose concurrence needs to be obtained for the procurement or
whose opinion is sought. If this option is chosen, enter the employee name whose concurrence is
sought in the Forward To field. The document gets forwarded with ‘PRE-APPROVED' or 'IN PROCESS'
status depending on the approval limit of the forwarder. In case sufficient approval limits exists for the
person taking action, status will become pre-approved & in case of insufficient approval limit, the status
will be In process.

¢ Note: Once the PO is approved and if any changes are made to that Approved PO with respect to Item,
Qty, Price, and date it will revise the document and requires re-approval will follow the same approval
process like a new PO

¢ Once the purchase order has been approved, you will see that it is in Approved, Reserved status.

Appruved, Resered I

VIEWING PURCHASE ORDER STATUS

The status of the purchase orders submitted for approval can be viewed from Purchase Order Summary
form. If the approver has sufficient approval authority the document status will be approved. Else it would
show a status In Process. The document will be available with the next person in the approver’s hierarchy.



|
4 PURCHASE ORDER STATUS IN PURCHASE ORDER SUMMARY.

Navigation: Purchase Order > Purchase Order Summary (

This query would open ‘Purchase Order Summary India form wherein the details of all the spot PO with tax
details can be seen.

In Purchase Order Summary form of base apps, one can view Purchase Order status using various sorting
criteria. User has to select a criteria from the various options available in the ‘Find Purchase Order's form.

¥ Mavigator - PSPCL Purchasing Super User

Functions | Documents Processes

Oracle Purchasing:Purchase Orders:Purchase Order Summary
Buyer Workbench
+ Advanced Pricing st Top Ten List
FPersonal Profiles 1. Receipts
Y + Wiew Purchasing Documents 2. Receiving Transactions
: - Purchase Orders ﬂ 3. Receiving Transaction Summary
S Purchase Order Summary 4. Purchase Order Summary
Purchase Orders 5. Purchase Orders
#_‘! Releases 6. Releases
## PO Change History 7. PO Orders Summary Page
| Pending Purchase Order Chani
ﬂ IManage Deliverables %
PO Change History
Exceeded Price Tolerances
+ Oracle Financials for India -
4 [

o )

One can directly query to PO Headers / Lines / Shipments / Distributions depending on the query criteria.
On pressing the ‘Find’ button, the relevant window opens.




Operating Unit  Chief MM

MNumber Type
Release (o1, =1 Tl Document Types
Supplier Site
Ship-To Org LR %
Bill-To Line Type | | Document Type Operating |

Ship-To Buyer : Blanket Purchase Agreement Chief MM
e Contract Purchase Agreement Chief MM

) Planned Purchase Order Chief MM
Shipment Standard Purchase Order Chief MM
Blanket Release Chief MM

Scheduled Release Chief MM

Select the type as per requirement.Enter the po number, Buyer name,Click on find.

3 Find Purchase Orders

Operating Unit |Chief MM

MNumber Type |Standard Purchase Orde
Release Currency ’—
Supplier Site |
Ship-To Org [ Show External Locations
Bill-To Line Type |

Buyer |NISHTHA MEHTA
View Relegses
[l Consumption Advice

Ship-To

Line

TTW

Shipment

[ Global Agreement
["IWith Contract Terms

Line | Date Ranges Status Related Documents Deliver To Accounting Projects Results
[tem, Rev |
Job | @ Headers
Category | ©Lines
Description | " Shipments
Supplier ltem | " Distributions
vl | -]
Consigned | '|
( Clear ) [ NewRelease (B) | [ New PO | [ Find (J) )

Click on find.



© Purchase Order Headers

3|
Mumber

Jfoooso
100029
100028
100027
100024
100022
100021
100020
100019
100015

Release

Lines

[ N o s N Y s B s N B s )

Description

MNew Release

Type

Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch
Standard Purch

New PO

Global

-

o n

Enable All Sites

r

i

|k

Open

Note:~>In progress po can not be open & action can be see as per mantion in the PR.

FOLDER WINDOW

The window thus opened is a ‘Folder Window’ i.e. the fields in this window can be rearranged to suit one’s
needs in order not to scroll right to see the details. Note the 2 statuses — Close & Cancelled.

o Closure status indicates whether the Purchase Order is closed for receiving & invoicing. If it is closed,
then there cannot be any receipts made or invoices booked against this PO.

o Cancelled status indicates whether the PO has been cancelled in the header level.




_____________________________________________________________________________]
5 VIEW ACTION HISTORY

Navigation: From Purchase Order Summary > (T) Inquire > View Action History

The View Action History would show the details regarding the purchase users right from the creator to the
final approver and date on which a particular action has been done on the PO.

If in case a PO is not yet approved, then it can be known that on whose notifications the In Process PO is
lying. Also note that each of these transactions are date tracked.

— Grocie Appications S
File Edit Wiew Folder IoolsMﬂindow Help

F3 e @ | {5 o @b ¢ ViewLmnes =k WA Ak
E - View Shipments
Wiew Distributions
| o, 1
= wiew Invoices
Mrumber Re View Receipits Twpe Global Enable
- y I-E- Reguisitions Standard Purch —
100029 V!ew.ﬁpprovalthrough‘."‘.l’orl{ﬂow Standard Purch —
Wiew Contract Terms
100028 View Document Standard Purch —
100027 (o] Standard Purch —
100024 o Standard Purch —
100022 o Standard Purch —
100021 o Standard Purch —
100020 o Standard Purch —
L 100019 0 Standard Purch —
100015 0 Standard Purch —
]
Lines JI MNew Release Mew B | |
WA =~ | B |
= Standard Purchase QOrder - 100029
Rew
Seq Date Action FPerformed By Mote
l b 31-MANY-2021 09-4 1 Approve GURBAX SINGH
5 31-MANY-2021 09-4 1 Forward MNMISHTHA MEHTA
4 31-MANY-2021 09-4 1 Submit MNMISHTHA MEHTA
3 31-MANY-2021 08-4 |0 Approve GURBAX SIMNGH -
2 31-MANY-2021 08-4 |0 Forward MISHTHA MEHTA
1 31-MANY-2021 08-4 |0 Submit MISHTHA MEHTA

VIEW PO SUMMARY LINES

Navigation: From Purchase Order Headers Summary > (B) Lines

Here the details of the PO lines can be seen. In line level also, there are 2 statuses — Cancelled & Closure,
which are explained above. Also note that this is also a folder window.



[ =] Oracle Applicatio

File Edit View Folder Tools Inquire Window Help

e e © | fr i S P IOCSHEI D e 2 LE @ 25 2

= —lol =
= Purchase Order Headers |
=3
|Numher ||Re|ease ||Fiev ||Descrip‘tion ||Type ||Glohal ||Enah|e All Sites
100030 [ lo [ |Standard Purch, - =
| J[iooo29 | [1 [ |Standard Purch [ —
| [100028 | [o [ |Standard Purch [ —
100027 [ lo [ |Standard Purch, -
100024 [ lo [ |Standard Purch, -
[1oo022 | o | |Standard Purchl [ = »
[100021 [ lo [ |Standard Purch, -
100020 [ lo [ |Standard Purch, -
L | [1oo019 | [o [ |Standard Purch [ —
| [100018 | o [ |Standard Purch. — =
ar.. e I 5
( Lines )I ( MNew Release | [ Mew PO | I DO pen )
WL - [ e |

VIEW PO SHIPMENTS SUMMARY

Navigation: From Purchase Order Lines Summary > (B) Shipments

B X
= O Purchase Order Lines ™ = E3|
=]
|Purchasing Org”Number ||Line ||Item ||Item Rey ||Category ||Description ||§
C [ Jichief mm 1100029 1 [Expense | HT Meter Bl D |Expense [1]=]
~[Chief MM 1100029 2 Senvices | HT Meter BI D |Senvices "
| | | | | | | [
| | | | | | | [
L | | | | | | [
L | | | | | | [
] L | | | | | | [
1 L | | | | | | [
| | | | | | | [
| | | | | | | [ =
T e | 3
o ( Shipments ,J ( Mew Release | I Mew PO ‘ I Open )

Click on shipment.

Here the details regarding quantities — due, received, accepted, rejected, billed & cancelled can be seen.



© Purchase Order Shipments

Date ||E)(|Jires On ||Quantity ||Quantity Due ||Quantity Received ||Quantity Accepte

n | 1 1 0 0 -




|
6 COPYING PO.

Open the approved PO.

‘O Purchase Order Summary to Purchase Orders - 100022
Operating Unit | Chief MM Created |17-MAY-2021 11:21:13
PO, Rev 100022 0 13% ) Standard Purchase Orde
Supplier |Anvil Cable Pyvt. Ltd, Kolkatta Site | SARAIKELA Contact |Cable, Anvil
Ship-To |Shakti Vihar AO Valuation Bill-To |Shakti Vihar AD Valuation Currency |INR
Buyer MISHTHA MEHTA Status |Approved Total (237000.00 I I
Description
Lines Price Reference  Reference Documents Mare Agreement Temporary Labor
1
Mum  Type ltem Rev Job Category Description UOM Quantity Price [1]
. 1 Goods ET5200054 ACSR.Gss_Gms |GSS Wire KG 200 140 =
2 Goods EC1450040 Cables LT_Cable 4 Core XLPE LT Cable MTR |1100 190
4 I A A »
ltem |ET8200054 GSS Wire
Catalog Currency... Terms Shipments | Approve

Click on tools>Copy document.



K] Crcic Application

File Edit View Folder RGIEN Inquire Actions Window Help

Ed e & ( {F o Ereferences DOER L2E DD ?
Maotification Control 400022
Check Eunds

2 Purchase Order Sum

Operating Unit |a Created |17-MAY-2021 1 13

Acceptances
PO, Rev R Copy Document 0 137l Standard Pure )
Supplier Al Convert Currency atta Site |SARAIKELA Contact |Cable, Anvil
Ship-To |§ Enable Organizations jn Bill-To |Shak‘l| Vihar AQ Valuation Currency |INR
Buyer ﬁ Unresene Status |Appr0~'ed Total |237000,00 [’_]

|— Price Differentials
Recalculate Price

Description

Cancel
Prl. India Tax Details nce Documents More Agreement Temporary Labor ,
MNum Type Item Rev Job Category Description UOM CQuantity Price [1
B  [Goods [ETB200054 [l [ACSR Gss_Gms [GSS Wire kG [200 [140 [ =
" 2 [Goods [Ec1450040 [l |Cables LT _Cable [4 Core XLPE LT Cable [MTR [1100 [130 [ ]
[ | [ | | [ | [
[ ] | [ | | [ | [}
[ ] | [ | | [ | L]
[ | [ | | [ | L]
[ | [ | | | [ | | [
[ | [ | | [ | [
[ 1 | [ | | [ | (=
Al s »
ltem |ETB200054 |GsSs wire

( Catalog [ Currency._ . | I Terms | I Shipments | I Approve._ )

System will open another window click on approve.

E =

From
Document Type Standard Purchase Order
L Global
Document Mumber 100022
To

Dd \3 APP-PD-15555- Purchase order 100031 has been created.

O Copy Latest Clauses from Library
< Copy Current Clauses from Document

@ Do Mot Copy Contract Terms

]9 Cancel

System has already po number of 100031.Quary po humber 100031 & po status will be in incomplete
status.



|
7 PURCHASE ORDER CANCELLATION.

This Procedure covers Cancelling of Purchase orders.
Notel: The PO with following status cannot be cancelled
1. Incomplete
2. In process
3. Approved and closed
Note2: The PO for which the full Qty is received can also be not cancelled.

Navigation is as follows:

Click on Purchase Order Summary option. Tool->Control Action.

g —
File Edit Wiew Folder Inquire Window Help
i %> © | £ {5 Acceptances T | B D D G | T
E Control
Preferences
' Copy Document
= Respond To Changes
Mumber Change History Description Type Slobal Enable All Sites
- Communi _ Standard Purch — — =1
100029 N = Standard Purch — —
1000238 India Tax Details Standard Purch — —
100027 (4] Standard Purch — —
100026 (u] Blanket Purcha: — —
100025 o Blanket Purcha: — —
100024 o Standard Purch — —
100023 o Blanket Purcha: — —
Lj 100022 a Standard Purch — —
100021 o Standard Purch — — =
| >

Lines )I Mew Release Mew BCr | | Cpen )




& Control Document - 100029

r Close

Actions Close for In'-.ﬂ:m:.e.
Close for Receiving
Finally Close

Freeze

¥ Cancel Requisition

Reason |

Mote to Supplier |

[ Print
[ 1Fax
[ E-Mail
L ML

L EDI

Select the control actions & provide the valid reason & click on ok.

System gives caution message.

FAX Number |

E-Mail Address |

0K |

Cancel




Bt [t B BN

V' © Control Document - 100029

Cancel PO
Close

Actions Close for Invmc.e.
Close for Receving
Finally Close
Freeze

Reason

Mote to Supplier

O Caution

Cancel Requisition

you want to proceed?

:E Once the document is Cancelled, it cannot be undone. Do

|§ancel )I

Cancer

BN




O Find Purchase 0! o control Document - 100029

2Purchase O

=

MNumber

100030
| 100029
100028
100027
100026
100025
100024
100023
L 100022

100021
1

Actions

Reason
MNote to Supplier

O Note [x]

g Control Action is completed successfully. Please requery to

Cancel PO

Close

Close for Invoice
Close for Receiving
Finally Close
Freeze

¥l Cancel Requisition

see the changes.

OK

Cancel

ency ||Amount

||Matched Amount ||Buyer ||Closure Status ||Car1ce||ed

100000.00 |

100000.00 NISHTHA MEHTA | |Open

Cancellled check box has been checked.

i1
7 |7
O I

—




8 PLANNED PURCHASE ORDER/ QUANTITY BASE AGGREMENT PO.

A planned purchase order is a long—term agreement committing to buy items or services from a single
source. You must specify tentative delivery schedules and all details for goods or services that you want to
buy, including charge account, quantities and estimated cost.

You can issue scheduled releases against a planned purchase order to place the actual orders. If you use
encumbrance accounting, you can use the planned purchase order to reserve funds for long term
agreements.

You can also change the accounting distributions on each release and the system will reverse the
encumbrance for the planned purchase order and create a new encumbrance for the release.

Navigation: Purchase Orders — Purchase Orders

Select type as ‘Planned Purchase Order’ & fill other header details. Enter Item, Quantity, Price and
Promised / Need By date.



© Purchase Order Summary to Purchase Orders - [Mew]

Operating Unit  Chief MM Created |23-JUL-2021 02:58:39

PO, Rev |100032 IU_ Type |F’Ianned Purchase Order

Supplier | Pi Square Cables Pvt. Ltd., Site |H15, Bali Magar Contact I

Ship-To Patiala Bill-To |Patiala Currency INR

Buyer [NISHTHA MEHTA Status [Incomplete Total |300.00 ([
Description |Enter tender number
_ Price Reference  Reference Documents More Agreement Temporary Labor
1
Mum ob Category Description UOM CQuantity Price Promised MNeed-By [1
B [ACSRACSR  [ACSR 30mm2 (WeaseMTR [15 20 [05-AUG-2021 00-0(] | (A
I I I [ I I I | [
I I I [ | I I I | []
I I I [ | I I I | )
I I I [ | I I I | L)
I I I [ | I I I | O
I I I [ | I I I | [
I I I [ | I I I | [
I I I L I I I | 5
g T e | »
ftem |ET1100046 |ACSR 30mm2 (Weasel)
( Catalog... | I Currency... | I Terms | I Shipments | I Approve. . )

Enter Header, Line, Shipment, Distribution, Receivig control,Other details same as the spot purchase.

Click on terms to set the aggrement amount limit. Terms limit defined as per BPA/rate contract.

Operating Unit
PO, Rev
Supplier
Ship-To

Buyer

Description

Mum ob

| K

4

Lines H

ltem ETN

onditions - 100032

SRR ncumbrance

Terms
Payment
Freight
Carrier
FOB
Pay On

[ Confirming Order
[ Firm

Acceptance Required |N0ne

By |
Supply Agreement

Supplier Note |

Receiver Note |

Agreement Controls

Effective |23-JUL-2021

Minimum Release

Price Update Tolerance %

- [23JuL-2022

Amount Limit |150000000.00

1200.00




Approve the po as per spot./rate contract.

IR (Inspection Process) --

Navigation - PSPCL Inspection -> PSPCL Inspection

' @ QOracle Applications - SIT _ O X

§l File Edit View Foldzr Tools Window Help ORACLG
AR RIS X

'l\‘ MNavigator - Application Developer

SL|pSPCL in%

HEOL FORWaBEC9C @@ rGo I cwm 120

To create a New Inspection Request Click on New ,



@ QOracle Applications - SIT - 5 <
File Edit View Folder Tools Window Help ORACLE
HYeIGESSP e IPER LD 512

From @ ot I 5 o w st S
e [ PO e [

B Ok OBV BCTOEO L ~Go W raw 120

Fill The details -
Header Section

PO Number, IR Number, Attach the attachment, Inspection Place, IR Date, Sample status, Receiving of Request
Date, Date of Readiness.




Line section Fill in the details

|£] Oracle Applications - SIT - [m] x
d d -
BP0 & 84F 8 BEA I ALE9PE 12
o
L 0231120211001 R b 76878 dsfg
lalandhar Spun Pipe Co. J R 04-07-2022 Yes -
R Req 12-07-2022 MNear Khalsa Petrol Pump R 26-07-2022 Pending i
Mail
- R Miail
R Reassign Wail
Final - |PCC Pale 11 Mir 1 1 26-NOV-2021 |02-FEB-2022 690 1
Mviail

Forward Reject

oL "OEVLBECTOMY L

The IR Form will be saved and

SEMS Officer will Assign Inspecting officer the IR

= mn:58
= ) 17-07-2022 o




| Oracle Applications - SIT - a x

= =
(1231120211001 R LN 76878 dsfg
alandhar Spun Pipe Co. J R 04-07-2022 Yes -
R Req 12-07-2022 Mear Khalsa Petrol Pump R 26-07-2022 Pending <
Mail
NAVDEEP SINGH CHAH - R V12l
AMANDEEP SINGH GILL 105843
R Reassign Mail
Final ~|PCC Pale 11 Mtr 1 1 26-NOV-2021 [02-FEB-2022 ||690
Mail
SRR R R »
Forward Reject

HOoL "OEVoBCYECAY L et cum ,it0

Send the mail
|£| Oracle Applications - SIT _ a %
= B
L13231120211001 R Number [CEIES dsfg
| Jalandhar Spun Pipe Co. Jz R 04-07-2022 R -
asgill14@gmail.com anchar opun T pe &
\ = T -
4m00829319@techmahindra.com beakhet-alonol Qunp) oA Pending
Mail
- R Mail
105843 9810098100
0 Paddy season -
Reassign Mail
Send Mail Cancel
Final - |PCC Pole 11 Mtr 1 1 26-NOV-2021 |02-FEB-2022 |690 1
Mail
d »
Forward Reject

"OEAWo.BC96EE L rGe Y sae 200



The Inspecting Officer will Fill the details -
Start Date and Time -
Tentative Date of Completion -

And send the mail of start of Inspection.

| 2| Oracle Applications - SIT

File Edit View Foldzr Tools Window Help
B I &s8SPI L) DHERILEDP 2 H] 2
- d =
231120211001 R L 76878 dsfg
dm00829319@techmahing \Jalandhar Spun Pipe Co. Jz R 04-07-2022 Yes <
cpopseb@yahoo.com Mear Khalsa Petrol Pump R 26-07-2022 Pending -
ce-mm@pspel.in R R
Mail
- R Mail
105843 v 100 05-JUL-2022 00:00:00
17-JUL-2022 00:00:00
d
0 Paddy sed ! Inprogress -
Re Wil
Send Mail Cancel No . A
1 26-NOV-2021 |02-FEB-2022 |690 1
Mail
[l »
Forward Reject

oL "OEVLB8CYEAYL "Go T vam o2

17-07-2022 e

The Officer will do the inspection and fill the details -



| Oracle Applications - SIT _

PO Number IR Number

Other Organization — Supplier Name IR Date
Date Supplier Add Date of Readine

0 Supplier Contact No. _

(3 NAVDEEP SINGH CHAHA
LS HAMANDEEP SINGH GILL

17-JUL-2022 00:00:00

Inprogress A

nt y Y Aty Wty ¥
CDP To 1SS PSPCL O C e Remark

FRM-
Record

= Q) ®@

PO Number IR Number
Supplier Name IR Date
Email Addr | !J Supplier Add Date of Readi
Email Addr J _ Supplier Contact No_
]

Emil Addr

gned Emp ID-3

pted Failed Co Remark

ord: 111 List of Valu

Ok "OEGVYLBCUECAY L ~Gel vam

12:51
17-07-2022

12:52
17-07-2022




Change the status to complete and fill the End Date and Time -

| 2| Oracle Applications - SIT

- u] x
File Edit View roldzr Tools Window Help
BPOIs8SPI AN DIER I LSIP G2
= =
b R b 76378 dsfg
alandhar Spun Pipe Co. J R 04-07-2022 Yes -
R Req 12-07-2022 Mear Khalsa Petrol Pump R 26-07-2022 Pending <
Mail
NAVDEEP SINGH - R V12l
AMANDEEP SINGH GILL 105843 9810098100 05-JUL-2022 00:00:00
17-JUL-2022 00:00:00
17-JUL-2022 00:00:00
R Paddy season Complete -
R Reassign Mail
Final ~||PCC Pole 11 Mtr 1 1 26-NOV-2021 [02-FEB-2022 (690 1 1 1 0 0
Mail
SRR R »
Forward Reject

==DL aoomw;aqgﬁ;gqg ASQEI':IG@:]’)) 12:54

17-07-2022 e
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