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1. Purchase Requisition processing

1.1. Introduction

There are a number of stages in Purchasing, from the production of a Purchase Order to the time of actual delivery, receipting and matching of invoice.  The first stage in producing a Purchase Order is to raise a Purchase Requisition, which is defined as “the intent to produce a Purchase Order”.

A Purchase Requisition is uniquely identified by a Purchase Requisition Number as distinct from the Purchase Order Number.  The numbering of the Purchase Requisition will be automatically generated by the system and recorded in the Document Register nominated for your Purchasing Location.  

As each reference number is issued, it is recorded in the designated Document Register. The Document Register will also record any voided or deleted reference numbers, for example if there is a paper jam when printing an order.  A Document Register also controls the range of valid numbers to issue and the structure of the reference numbers it will record.

In order to access any Purchasing functions in Finance One, you must be attached to a Purchasing Location and be assigned a Purchasing Sub Location Code (eg. 800, Finance, Property).  This code will designate the Location to be used when you initiate any of the Purchasing System functions.

Requisition Types

· Standard, is an order which progresses naturally from requisition, to order, to delivery and finally to invoicing.  

Note Once released, a Standard Requisition is automatically deleted from the system.

· Blanket Order (or Open Order), is one which requires an expiry date to be nominated.  These orders naturally progress as with a Standard Order except that multiple deliveries quite often occur and once the order amount has been exceeded or the expiry date elapsed, no more deliveries can be processed.

· Standing Requisition, is one which progresses as per a Standard Order, however when the Requisition Number is released as an order it is not deleted from the system, its status is set to suspended and the Purchase Order Number issued against it is cleared.  

Ledger Account Dissection

Ledger Account Dissection details describes how the purchase order will be expensed or appropriated at the Header Details Level.  Ledger Account dissection details can consist of:

· Ledger Code

· Dissection Account Number

· Fund Account Number

· Dissection Amount 

This area enables you to record how the requisition will be dissected, either to one or many accounts.  You can nominate up to 50 Ledger Account Dissections against the Requisition Header Level and up to 50 Ledger Account Dissections at the Line Level.

1.2. Requisition Maintenance Window

This window is used to add, modify and delete Purchase Requisitions from the Finance One system.  
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· To Create a new Purchase Requisition

1. Double click on the Requisition Maintenance function from the Purchasing menu.
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2. In the Requisition Maintenance window, ensure that the displayed Purchase Location (defaults from your User Preferences) is the one you require.  To select a different Location, use the Open button on the Button Bar.  

3. Click on the Allocate New Requisition button, a Requisition Number of 'NewReqn' is automatically added to the field.  Once you have entered the information required for this requisition, you are either prompted for a Requisition Number or the next Requisition Number is applied.  

Note Purchase Requisition Numbers will only be generated by the system when the ‘System Generate Purchase Requisition Numbers’ field against the Purchasing Location, is set to ‘Y’.  

4. The default Authorisation Code and Referral Authorisation Code from your User Preferences are displayed.  You can change these if required, use the PickList buttons to nominate different Authorisation Codes.  

5. The default Sub-Location for the nominated Location is displayed.  You can select a different Sub-Location Code.  

Note Once you have accepted a Purchase Requisition using a specified Sub-Location, you cannot select a different Sub-Location.  

6. The Processing Group defaults from the nominated Location.  Use the PickList button to select a different Processing Group if required.  

7. The Supplier Ledger Code defaults from the nominated Location.  Use the PickList button to select a different Supplier Ledger Code if required.  

8. Enter the Supplier Code for the nominated Ledger or use the PickList button to select from a list of existing Supplier Codes.  

9. Use the grid to enter the lines for the requisition.  See 'Entering Requisition Lines on the Grid'.  

10. Enter any header or line dissections you require.  See steps below.  

11. Click on the Save button and select the Accept option to accept the Purchase Requisition or select the Suspend option to suspend the processing of the Purchase Requisition and continue processing at a later date.  By selecting the Suspend & Refer option, you suspend the Purchase Requisition and refer it to a higher authority for approval.  You can select the 'Accept, Release and Print' option and this will accept the Requisition and print it as an Order.  

· Entering a Non-Stock Item Requisition Line on the Grid

1. Select 'N' from the drop down list in the 'Type' column.

2. The Identifier Name and Number fields are bypassed and you must enter the Description for this non-stock item.  

3. Nominate whether the requisition line comprises Goods, 'G' or Services 'S'.  

4. Enter the number of units of this item to be ordered.

5. Enter the price of one unit of the nominated item.  

6. The Unit Name for the nominated item must be entered.  

7. TAB through the remaining fields on this line and enter the next line, if required.  

Entering a Stock Item Requisition Line on the Grid

1. Select 'S' from the drop down list in the 'Type' column.

2. The Inventory Location defaults from the nominated Purchasing Location and is displayed in the Identifier Name column.  This field can be changed by using the PickList button to select from existing Inventory Locations.  

3. Enter a Product (in the Identifier Number column) within the nominated Inventory Location that identifies the item to be purchased.  Use the PickList button to select from a list of existing Products.  

4. The Description for the nominated item and the fact that it is Goods, 'G' is automatically filled in the subsequent two fields.  The Unit Price is also displayed in the Unit Price field.  

5. Enter the number of units to be ordered for the nominated item.  

6. The Unit Price for the nominated stock item can be changed.  

7. The Unit Name for the nominated item is displayed and can be changed.  

8. TAB through the remaining fields on this line and enter the next line, if required.  

· Entering an Asset item Line on the Grid

1. Select 'A' from the drop down list in the 'Type' column.

2. The Asset Register defaults from your User Preferences and can be changed.  Use the PickList button to select from existing Asset Registers.  

3. Optionally enter an Asset Number (in the Identifier Number column) within the nominated Asset Register that identifies the item to be purchased.  Use the PickList button to select from a list of existing Assets.  

Note You can create a new Asset Number 'on the fly', by clicking the Asset button which opens the Asset Details Maintenance window.  

4. The Description for the nominated item and the fact that it is Goods, 'G' is automatically filled in the subsequent two fields.  The Unit Price is also displayed in the Unit Price field.  

5. Enter the number of units to be ordered for the nominated item.  

6. The Unit Price for the nominated stock item can be changed.  

7. The Unit Name for the nominated item is displayed and can be changed.  

8. Enter the Asset Book and the Template Asset Number to be used.  

9. The remaining fields on the line are display only.  TAB through the remaining fields on this line and enter the next line, if required.  

Entering a Catalogue item Line on the Grid

1. Select 'C' from the drop down list in the 'Type' column.

2. In the Identifier Name column, use the PickList button to select an existing Catalogue from the Catalogue PickList.  

3. In the Identifier Number field, select the Product required from the Product PickList.  

Note You can create a new Asset Number 'on the fly', by clicking the Product button which opens the Product Maintenance window.  

4. The Description for the nominated item and the fact that it is Goods, 'G' is automatically filled in the subsequent two fields.  

5. Enter the number of units to be ordered for the nominated item.  

6. The Unit Price for the nominated stock item must be entered or can be changed if already displayed.  

7. The Unit Name for the nominated item is displayed and can be changed.  

8. TAB through the remaining fields on this line and enter the next line, if required.  

The amount entered against a Purchase Requisition can be dissected at either the header or the line level or even at both.  Dissections at the line level can have a variance not equal to zero, but dissections at the header level must have a variance equal to zero, before the Purchase Requisition can be accepted.  Some of the Inventory Products that are added to the requisition lines, have line dissections saved already and these appear in the Requisition Dissections Maintenance window.  

· To enter Line Dissections for the Requisition Lines

1. For each line of the requisition you wish to dissect, click anywhere on the line and then click on the 'Dissect Line' button.  

Note If the line contains an Inventory product that has line dissections saved against it, the dissections will be displayed in the Requisition Dissections Window.  
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2. To add a line dissection enter the Ledger Code to nominate the Ledger the line is to be dissected against.  

3. Enter the Account Number to which the line is dissected.  Use the PickList button to select from a list of existing accounts.  

4. Enter the amount of the line to be dissected to the nominated account.  

5. Continue to dissect the line to as many accounts as you require (maximum of 50).  

6. Click on the OK button, once dissection is complete.

· Entering Header Dissections for the Requisition

1. After entering the lines you require and any line dissections, click on the Dissect Hdr button.
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2. To add a line dissection enter the Ledger Code to nominate the Ledger the header is to be dissected against.  

3. Enter the Account Number to which the requisition header is dissected.  Use the PickList button to select from a list of existing accounts.

4. Enter the amount of the requisition header to be dissected to the nominated account.  

5. Continue to dissect the header to as many Ledger accounts as you require (maximum of 50).  

6. Click on the OK button, once dissection is complete.

Note The variance must be zero, in order for the requisition to be accepted.  

Save Button

· Suspend Option.  This option is used to suspend the requisition for further processing at a later date.  When a requisition is suspended in this way it can be re-accessed by the original Authorisation Code and does not need to be referred to the Referral Authorisation Code.  

· Suspend & Refer Option.  This button is used to suspend the nominated requisition and refer approval for this requisition to the referral Authorisation Code.  When this button is clicked a Referral Reason window is opened in which you can record the reason that you have referred the current requisition.  You may add to the default message of "Suspended and Referred by User" if required and then click on the OK button.  If you do not wish to suspend and refer the requisition, click on the Cancel button.  
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· Accept Option.  Clicking on this option accepts the Purchase Requisition as complete and enables it to be further processed.  This option performs the same function as the Save & New button on the button bar.  

· Accept, Release and Print Option.  Clicking on this option accepts the Purchase Requisition as complete, releases it as an Order and prints the Order.  This option performs the same function as selecting the Accept Option and then going to the Release and Print option in Order processing.  
Delete Button

When you click on this button, a message displays asking, “Do you want to delete this Requisition?”  Click on the ‘No’ button to cancel the selection of this requisition for deletion and click on the ‘Yes’ button to confirm the deletion of this requisition.  

New Supplier Button

This button enables you to create a new Supplier Account using the Chart Account Maintenance window.  This window is invoked with the Chart that holds the account details for the Ledger nominated for the current requisition.  For further details on the Chart Account Maintenance window see the Chart Management chapter in the Management Functions module.  

Purchase Requisition Maintenance Exercise (
1. Add a new requisition

· Enter the requisition header details

· Add additional text to a line

· Enter information against any line level user fields

· Enter dissections at both line and header level

· Make changes to an existing requisition line

· Make changes to an existing dissection line

· Ensure the requisition is fully dissected

· Accept the requisition

2. Change an accepted requisition

· Choose Suspend Requisition

· Choose Requisition Maintenance

· Make appropriate changes

· Accept the requisition

3. Accept a suspended requisition

· Choose Workflow Central

· Choose the appropriate requisition(s)

· Accept the requisition(s)

Requisition Approval (Workflow) (
Requisitions that are suspended and referred to the Referral Authorisation Code can be viewed and processed from the Workflow Central function.  

· To Retrieve all Requisitions awaiting approval

1. Double click on the Workflow Central function on the Finance One menu.

2. Either select the 'All' or the 'Selected' radio button to retrieve items referred to either all Authorisation Codes you have access to, or only one.  When selecting the 'Selected' option, you must nominate the Authorisation Code you require in the subsequent field.  

3. Optionally select an existing Location, Sub Location of Reference 2 which will be used to limit the retrieval of items into this window.  

4. Mark the Requisitions checkbox with a (, and remove the ( from the Orders and Batches checkboxes (this limits the selection to requisitions only).  

5. Click on the Retrieve button in the Button Bar.  
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· To Approve a Purchase Requisition

1. In the Workflow Central window, click anywhere on the line containing the requisition you wish to approve.

2. Click on the Process button.

3. In the Requisition Maintenance window, make any of the changes that may be required before accepting the requisition.

4. Click on the Save button and then select the Accept option.  

To Enquire upon a Purchase Requisition

1. In the Workflow Central window, click anywhere on the line containing the requisition you wish to approve.  

2. Click on the Enquire button.

3. In the Requisition Header Enquiry window, view the detail of the requisition by clicking on each of the available tabs.

4. Click on the Close button [image: image9.png]


 to close the window and return to the Workflow Central window.  
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Purchase Requisition Import (
The Purchasing Import Module allows Purchase Requisitions to be imported into the Finance One System.  Purchase Requisition information which can be imported into Finance One includes:

· Header Details

· Header Dissection Details

· Header User Fields

· Line Details

· Line Dissection Details

· Line User Fields

· Line Text

The imported data is placed into the Purchase Requisitions within the location and sub-location specified in the import data.  The Purchase Requisition number can be specified in the imported data or will be the next Purchase Requisition number to be automatically generated for the location.  

Purchase Import Functions Maintenance

The purpose of this function is to allow a new purchasing import function to be created, or an existing import function to be amended or deleted.  Each import function is assigned a unique eight character name when created by a user.  For example:

	Import Name
	Description

	CONTRACT
	To import contracts from the Contract system

	ASSET
	To import asset acquisitions from the asset system


· To Add a new Purchase Import Function

1. Double click on the Purchasing Imports item on the Purchasing menu.  

2. Enter '1' to select 'Purchase Import Functions Maintenance'.  

3. Enter 'Add' to create a new Purchase Import function.  
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4. Enter an Import function name to a maximum of eight characters.  

5. Enter a Description to a maximum of 20 characters.  

6. The Description defaults into the Narration field, but can be amended to a maximum of 40 characters on each of three lines.  

7. Nominate the Type of Import as 'REQ'.  

8. Enter 'Next' to move to the subsequent screen.
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9. Enter the import pathname, which nominates the location of the file to be imported.

10. Enter 'End' to save the new Import Function.  

Note This function can be used to modify (use the 'Chg' option), enquire upon (use the 'Enq' option) or delete (use the 'Del' option) a Purchase Import Function.  

Initiate Purchase Requisition Import

This function is used to nominate the Purchase Requisition Import function and start the Purchase Requisition import process.  

· To Add a new Purchase Import Function

1. Double click on the Purchasing Imports item on the Purchasing menu.  

2. Enter '2' to select 'Initiate Purchase Requisition Import'.  
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3. Enter the Import Function Name (must be of Import Type - REQ) or use the '!E' command to invoke a list from which to select an existing Import Function.  The remaining fields on the screen default in once you have selected the Import Function.  

4. Enter 'End' to initiate the import or 'Chg' to change the Import Function selected. 

Set-up of a CSV file 

On the Purchasing menu is access to an Excel spreadsheet which serves as a template for creating a CSV file which is used to import Purchase Requisitions.  

· To create a CSV file from an Excel Spreadsheet

1. Double click on the Requisition Import Template function in the Purchasing Import menu.

2. Use the Save As item in the File menu and save the spreadsheet under a logical name for the purpose.

3. Use the layout of the spreadsheet as a guide for entering the Purchase Requisition data you wish to import.

4. Click on the Save as Import File button to convert the spreadsheet to a CSV file, which can then be imported into Finance One.  

Note This is only a sample spreadsheet for generating a Purchase Requisition Import CSV file.  

CSV files may also be generated via Word, Access or any program that generates a CSV file.  Where a program is being used to generate the CSV file, we strongly recommend for the sake of coding simplicity, the following rules are abided by:

1. Always replace the “ character in a text field with the ‘ character, and then enclose the text field in double quotes.  Example: ABC"DEF will be "ABC'DEF"

2. Where dates are imported, though the century is optional, it is strongly recommended that it is specified for Year 2000 compliance.

If a blank line is encountered in the import file, it is ignored.

If the first column contains the characters // in positions 1and 2 then the line is ignored by the import.

If a column heading is invalid, the column in the spreadsheet is ignored, and a warning printed on the commentary report.

If a column heading appears twice in the import file, an error occurs and the import terminates.

When you click the 'Save As Import File' button this will perform a 'File|Save As' specifying the type as CSV.

The CSV file will then be created in the Samples directory and it can then be viewed via Notepad etc.

The Purchase Requisition Import does not care about which program generated the CSV file, as long as it is a valid Purchase Requisition Import CSV File.

Using Excel to open CSV files

If you use Excel to open a .CSV file, it will automatically convert some types of data in the file.  For example, if a value looks like a date, Excel will convert it to a date and change it's format accordingly.  This can cause problems as some of these conversions may be incorrect.  To avoid this problem, change the file extension from .CSV to .TXT and then open the file.  Excel will start the Text Import Wizard and you should make the following choices:

Original data type     Delimited

Delimiters             Comma

Text qualifier         "

Column data format     Text  (this should be chosen for every column)

When you save the file, you must choose CSV as the file type.  This will save the file with a .CSV extension, so you will have to rename it back to .TXT before you open it again.








































