How do | raise a requisition in Business World?

To raise a requisition in Business World, you can navigate to Your Employment > Purchasing
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After you click on the Purchasing Button, you can click on the Purchase Request Button to begin the
Requisitioning Process.
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Next, you can click on the Settings Button.
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Purchase request

Di donato, Thomas] - Purchase request name | Add a name to this purchase reguest —I

On behalf of Requisitioner *

Your Delivery Address will be defaulted

Add delivery group | here but you can select another address Delivery date 17/03/201% | Apply to selection | | Apply to all | | Settings |

from the drop down menu /
Di donato, Thamas (Delivery) - Abbey Foregate Shrewsbury Shropshire SY2 6ND Your Next Step is to click on the Settings -
Button
Delivery description Delivery attention Delivery information

After you click on the Settings Button, the following options will appear
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Your next step is to click on the Add Product button and begin to enter your product details.

You can start to type in your Product ID or Product Name if you know it. If you are unsure of the Product Code you need to use, you can review the Product
Masterfile list attached to your intranet guidance.

Please Note: The majority of products are generic and so the person who places the order will have to add the additional product detail in the product text
section when placing a requisition so that this appears on the order that the supplier receives.

In the example below, | have selected a Clothing and Uniforms Product and then entered the quantity and price.
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Purchase request

On behalf of Requisitioner * | Di donato, Thomas - Purchase request name | Add a name to this purchase request E::E

Add delivery group @ Delivery date 17/03/2019 | Apply to selection | | Apply to all | | Settings |.;I

Delivery to

Delivery contact” Delivery address

Y
Di donato, Thomas (Delivery) - Abbey Foregate Shrewsbury Shropshire SYZ 6ND ¥
Product Product description Supplier Delivery date Quantity Unit Price Currency Currency amo... | Funds check
A42000-101 | =nn || Clothing & Uniforms - Employees || Bishop 5. |sem || 1770372 1 : EA - 100.00 || GBP (L1 100.00 Q

1000142

Add product Delete product Copy product Mowve selection here Total amount: GBP 100.00

After entering these details you can then click on the magnifying glass icon.
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4 | Purchasing » Purchase requast D:l .’; 1_-' Q.:’ 4\
Purchase request
Om behalf of Requisstioner* | D donato, Thomas - Purchase request name | Add & nams 10 this purchase regusst E"'
Add debvery groun | Sattngs
Your can then click on the magnifying glass icon to add the
Delivery to additional Product Detail and check that the correct Cost
Dielivery contact* Dekivery sddress Centre, Account Code (Subjective), Tax Code has been used
D danato, Thamas (Deliery) - Abbey Foregate Shrewsbury Shrog ¥
Product Product description Supplier Dedivery date SUATITITY ; Laire TR v TOr o
A42000-101 |sss | Clothing & Uniorms - Employess | Bahon S_ [ses | 17/03/2_ | * ea . 100,00 | GBP 100.00 @] &
100301 43
Add product Dedste product Copy product ove selection here Total amouni: GEP 100.00

Product: A42000-101 - Clothing & Uniforms - Employees

Cost categories

Product text

Cost centre Legal entity Tax code Percentage Amount Funds check
*| Clothin.. |wes || Commissi.. |=ss || Shropshir.. [ses || VAT Purc.. |s=s 100 = 100.00
A42000 10000 SCo1 P1

If you are happy with the Cose Centre, Account Code (Subjective) and
Tax Details you can then click on the Product Teaxt Box to add your
additional product details requirement




After you have entered your additional Product Details you can then click on the Done button.

Product: A42000-101 - Clothing & Uniforms - Employees

Cost categories Product text

High Visibility Reflective lacket
Size Medium

ltem Cods COEDOCOIL

m Apply cost categories to all ines -2/




The final step is to click on the ‘Send For Approval’ Button if you are happy with your requisition. To note, if you wanted to add an additional product you

would just click on the Add Product button again. If you wanted to order an product for a different delivery address you can click on the Add Delivery Group
button

After you have clicked on the Send For Approval Button a notification will appear stating that that your requisition has been created

Send for approval

@ Success

Your purchase request is now sent for approval with transaction number
10000547,

This requisition will then be workflowed to the authoriser of the Cost Centre that was included in the requisition. Once the authoriser approves this

requisition it will then be automatically generated into a purchase order and sent to the supplier. An example of the order template that the supplier will
receive is included below:
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S erplewiishropshing gov.uk your irmvoice o ihe delivery address above. Purchase Order Dabe :  17,/03/2019
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Contract Supplier Rsguired
Aol Product Code Doacriplicn By ity LM Unit Price Mat Price
A42000-101 Clothing and Uniform - Employees 17/0a/201% 150| EA 100.00 10000
High Vizibility Reflective Jackset
Size Medium
[tam Cods COFDOJOIL
T Qicled i SLliect 10 Pl I0dFre and COASTONS iNCheded ™ your CoRtad Wil Shicgahie Coundl Todal Bl 1000
Whasre you 3o ol have A coniract with Shiogeshine Councl lor T delvery of T goodisenios, Pis orded 8 subect o Shiopshine Councils Genanal Total VAT o
Terma and CordiBons [aa amersed by ary speolic e below) which can b found al: Total inc VAT .00
hitp iwwa shropahing gor ' dong- Busines i with-sFropafire - Lourad
By accopting this Crder andéor tha supply of any goods, works of sarsoss refored 1o N &, you ane agreeng o accept SFropehirs Councile
Ganeial Termra and Condiions, which ahall lake precedence over any teimma and conditions of the Coniracior.




