FINANCIAL AFFAIRS

The University of Alabama at Birmingham iProcurement: Editing/Adding Requisition Lines
Loginto Oracle HR &
Finance: myApps
e Navigate to the myUAB
portal. vZ  Adobe Sign €3 AskT |~”  Axiom
e Locateandclick Oracle
HR & Finance. . Qracle HR & B BlazerlD box Box.com
Finance Central
ORACLE
Navigate to iProcurement
. . T
Cllcl'( th? 3-lined - coorch al| = PRE-Business Suite
navigation button in
the top left of the UAE AP End User
Oracle homepage.
UAE Effort Report User
e From UABFN
Document UAB FN Document EntryfApproval
Entry/Approval,
. UAE GAEnd User
choose Purchasing. General Ledger
e Then select UAB GL End User Purchasing .
. Supplier
BequlSItlonS, and UAE OnBase FM Campus Access |J Document Locator o
iProcurement. L EiEns [ Requisition Summary
UAE Report Viewer |J Personal Worklist
Furchase Crders L
= iProcurement
UAE Report Viewer -- Administrator [@ Payment Request
UAB Self Service Applications [E# Electronic Distribui
UAEB Sunflower Custom Reports £/ POUAB New Sup

Retrieve the desired

requisition.

e Refertothe
iProcurement: Retrieve
a Requisition guide if

Requisitions

necessary. Home = Shopping Lists Non-Catalog Request
Search CDW v
Stores
2 N
A cow Dell . L Fish
CDW-G/ @ ) ® fisherscientific S A

part of Thermo Fisher Scientific

EARUDORR Sigma l_l Staples Saples

Aldrich

My Requisitions

Requisition Description Total (USD) Status Copy
1529282 10mCl of Yttrium 90-Radionuclide 290.00 Incomplete ]
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Edit Requisition Lines
On the Edit and Submit

Requisition screen:

. . setect Lines: [EEEY
(] Edlt the |tem . Amount Special
[ Details Description Quantity Unit Price | "(\jsp) Need By Date  Deliver-ToLocation #€®! ContractiQuote #  Attachment Delete
Description :
P ’ o » Lo of Yiirum 90 10/ Each 20 USD| 290.00 30-Jul-202500:01:00 Bham Main Campus.y A, RAD + @
Quantity, and/or
Price from this
screen.

e Foritems purchased
from vendor catalogs
(Staples, Dell, Fisher
Scientific, CDW, and
Millipore Sigma) — only
Quantity can be edited
on this screen.

To update Supplier or
Billing information:
e Seloct the checkbox setect Lines: (I
inei . . . . . Amou
next to the line lte-m Details Description Quantity Unit Price (US
(do not select all lines
if there is more than 10mCl of Yitrium 90-
one). 3 Radionuclide p 10 Each 26 USD 290
e C(Click Update. Total 290.
The Requisition Requisition Information : Update Selected line
Information: Update BT = o R
Selected line screen will .. ot .
appear: “Unttbores 4 a =

Amount 290.00

e Make any necessary e

Manufacturer Part Number

Notes
changes to the open
Note To Buyer Note o Suppler
fields. 2 -
Billing
+
Line UAB_AKF GL Date Project Task Award Expenditure Type Eﬁg"::ﬂﬂ'.fn
4 0000000.000.000000000.000000000.00| 4 A0 f a Y Y ry
ACCOUNT.SL \LANCING ORGANIZATION FUTURE. OBJECT 2
@TIP Total allocation must equal 100% of the selected line values.
) Aol thisCast Alocatoninfomaion o al apicable reuision nes
D
Scroll to the right and click
Quantity Amount (USD) Additional.Reference Delete
10 290.00 ||

10 290.00

[ Canca | Aaply
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Repeat the above steps to
edit any additional lines in

this requisition. When you -
have made all changes: m @ m m
e Click Save if you
simply want to save
changes.
e  Click Submit if you are
ready to submit the
requisition for
approval.
e  Confirm successful
submission by viewing
Requisition
Notifications &
Approval Process.
Add Requisition Lines for Non-Catalog Items

To add lines to an existing THE UNIVERSITY OF . = A
- LM [ e AT BiRvinGHAM  iProcurement Shopping Cart (1) huk Fau:tes Sﬁgs

non-catalog requisition
manually: a
e Retrieve the P

desired

J—re' uisition Edit and Submit Requisition 1448886 Check Funds | Retrest
o C||Ck the ShOP ta b * Indicates required field

Total 375.00 USD
* Description  Thingamabob 2.0

Additional Information

Select the Non- Catalog

Request tab.
Home @ Shopping Lists | Non-Catalog Request
Search Main Store A [l Advanced Search
Complete all required
P q Non-Catalog Request
fle|dS fOr the new item. * Indicates required field
* ltem Type Goods. | can provide description, item price and quantity + Supplier Name TEST EQUIPMENT DEPOT Q
* ltem Description | Other item Site P-MELROSE Q
y Phone 555-555-5555
Supplier ltem
* Category  Office. Supplies Q P
* Quantity 23
* Unit of Measure  Each Q
* Unit Price 10
* Currency USD
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Add the new line to your
existing requisition’s
shopping cart:

e Click Add to Cart once added to the cart.
and New or Add to

Adds the non-catalog item to the cart and
refreshes the values you have entered. Any

data entered on the previous item is removed

Cart and Next. Clear All § Add to Favorites | Add to Cart and New J Add to Cart and Next

e Repeat these steps
to manually add
other lines as
needed.

To update billing
information for the new

Shopping Cart

line(s): Your cart contains 2 lines.
e  (Click View Cart and '
Checkout. Recently Added Lines
Other item 23 Each
e Usethe
iProcurement Whatchamacallit 2 Each
Shopping Cart

Checkout guide for ;
further instructions. View Cart and Checkout

Add Requisition Lines for Punchout Store Orders

THE UNIVERSITY OF
“A LABAMA AT BIRMINGHANM Procurement

To add lines to an existing
requisition for a
Punchout Store (Fisher
Scientific, Staples, Dell,
CDW, and Millipore
Sigma):

Adds the non-catalog item to the cart and
retains the values you have entered.

Retains the item information from the
previous item added to the cart.

=

Shopping Cart (2)

Requisitions

e Click on the Shop tab.

Open the desired store Stores

catalog: S

*  (Click the store icon GD@ o @ - ® fisherscientific o
to leave Par o1 Thares e ot
openthestore sawgre e [ 15taples. =
catalog.

e Additems to your
cart in the store
catalog, and
checkout to return to
iProcurement.
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Update billing
information on the
iProcurement Edit and
Submit Requisition
screen:

Click the box next
to the line you want
to update.

Click Update.

For further details
on how to update
billing information,
view the
iProcurement
training guides.

When you have made all
necessary updates to the
requisition:

Click Save if you
simply want to save
changes.

Click Submit if you
are ready to submit
the requisition for
approval.

Confirm successful
submission by
viewing Requisition
Notifications &
Approval Process.
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Expiration Date

* Do scanned documents exist?
*Building, |bbreviation & RoomiSuite
Format Examples:
JT 404; AERI20, SHEL 220; MCLM 256;
etc.. Building List Lookup
Sotect Lines: [T
[_] Details Description  Quantity Unit
Centon OTM
Basics
- 1080p
Ir Webcam 3 Each
Black (OB-
AKK
Fellowes?
PlushTouch?
Mouse Pad?
& Wrist Rest
Ol » Combination 3 Each
with
Microban
Black
(9252001)2
Avery Matte

£ =

Price Amount (USD) Need By Date

39.98 USD

9.05 USD

&

Deliver-To Location Special Info Contract/Quote #

119.94 28-Nov-2023 00:01:00 Bham Main Campus., Q

27.15 28-Nov-2023 00:01:00 Bham Main Campus, Q

Attachment Delete

| Refresh | Save | Printable Page § Submit
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