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1 Introduction

1.1 Document Structure

This document describes step by step procedure to be followed for Purchase Order process of IACS in Oracle Applications. The document is
organized in the following manner:

Section 1 covers the document structure along with key business processes of Purchase Order

Section 2 covers the details of key business process flows in Oracle.

1.2 Key Business Processes

SL. | BUSINESS SCENARIOS DESCRIPTION

1. Purchase Order

1.1 | Auto-creation of Purchase Order Automatically create Purchase Order from an approved Purchase requisition.
1.2 | India Localization Taxes Add India Localization taxes in Purchase Order

1.3 | Approve Purchase Order (with attachment) Approval of Purchase Order

1.3 | Cancel Purchase Order Process of cancelling a purchase order.
1.4 | Reassign, Reject and request information Process of delegating the approval authority and rejection of purchase order.
Purchase Order Request for extra information.
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2 Purchase Order

2.1 Auto-creation of Purchase Order

Screen: Auto-create Screen

Purpose: To create a new Purchase Order from an approved purchase requisition.
Navigation: Purchasing Responsibility> Oracle Purchasing>Auto-create

Functions | Documents | Processes

Oracle Purchasing AutaCreate

AutoCreate Documents

+ India Localization
- Oracle Purchasing
+ Buyer Wark Center
Supplier tem Catalog
ltem Search
Requisitions
Furchase Orders

Receiving

RFQ's and Cuotations
Supply Base
Managerment

lterns

Accounting
Matifications Summary
Reports

Top Ten List
1. AutoCreate Documents
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Step1: Select the approved requisition number from the LOV which will be converted to a Purchase Order.
Step 2: Remove the name of the Buyer and ensure the “Buyer” field is empty. Click on “Find”

¢

A

Select an approved Remove the name

requisition from the LOV of the Buyer

Yes

Document

Minirmurm Amount
Currency

Ship-To Rate Type

[tern, Rey
Jaoh
Category

Description

Line Type
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Step 3: Select the Requisition line by clicking on the corresponding checkbox and Click on “Automatic”.

Select the
requisition line

ltern Description

Stationery. BullComputer Accessories

Stationery.BulfStationery ltem

Stationery.Bul fStationery ltem

Stationery. BulfStationery ltem

Stationery. BulfAd size papers

Lab Equipmenfisset tem- Computers

Action will be
“create” and
Document Type

will be Action  [MEEE

“Standard PO”
Pecunent Trpe. UMLKY | puoratc
Grouping
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Step 4: Select the “Supplier” and the “Site” to whom the order will be placed. Click on “Create”

O Hew Document

Select the Supplier
and the Site from
the LOV

Glohal Agreerment

Document

Rel

ATAEN SPL Infotech Supplier Site

supplier List Mame

Currency

Line

Currenc EII' Rate T'_'l" FI =]

=N N 18- AN-2013 | Rate
(I
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Step 5: Purchase Order will be auto created generated a Purchase Order Number with the Status as “Incomplete”
Put the value — Price type, Preparer name and PI name.(Yellow field mandatory field).

Click on attachment if you have attached some file.

File Edi Falizr T Inguire nd

iy

A0018
IACS Corporate OU (NE
IACS-GAACSASA50019
SPL Infatech

Rew  Category

Help

16-JUL-2015 15:50:09

HYOIG8QPI £ IR LT | ?

| £| Oracle Applications - Cloned Instance Ereated on 31-May-2015 (SID-DEV, DBM—M. ﬂﬂ —

Status will be

Incomplete till it is

Standard Purchase Order%

Description

UOM Quantity

Price

sent for approval

a0 1000.00

Promised

ORACLE

Purchased ltems.

SILVER OXIDE 25 Gl

Bottle

10

100

17-JUL-2015 00:00: [ |

(0 1000100 SILYER OXIDE 25 G

T =

=il <))

-

- [i¥ 1A
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elp

ORACLE
G P8 [ A A A

Soq [ |

Description
l 10 Documents

g; PO Header

Praomised
S

H|nclude Related Documents

R Bublish to Catalog Docurnent Catalog..

= b im oo g, 351PM
E < ey,
Click on attachment then select category “Documents”

Now click on source button.
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ORACLE’

DE R LED 2512

Description ay Be Changed

= Dec

9 Has the file been uploac

ted Documents Bublish to Catalog Documment Catalog.

%32 PM

PO RER N
Bl s

Click on source button, then automatically browse page open.
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Click on browse and select the text file from your desktop.

File Edit View History Bookmarks Tools Help

a8 \
Oracle Applications Home Page X | http://iacsebs...gv13=POSTLIVE > = Oracle Applications R12 | GFM Upload Page Xj GFM Upload Page X k+

0 iacsebsiacs.resin:? Y HTML/RF jspifunction_id=164238resp_id=503718&resp_appl_id=70008security_group_id=08&lang_code=US&para & || Q Search f{ B U ¥ # ﬁ =

n Navigatorv @B Fa fiere Help Personalize Page

File Upload

* Upload File | [ Browse... | No filefselected.

Submit | [ Cancel | [ Clear |

nalize Page Close Window

About this Page

Copyright (c) 2008, Oracle. All rights resen
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File Edit View History Bookmarks Tools Help -
Oracle Applications Home Page < http://iacsebs...gv13=POSTLIVE < = Oracle Applications R12 X GFM Upload Page X j | GFM Upload X ‘\\-l-
€ ) @ iacsebs.iacs.res.in:2005/0A_HTML/OA jsp?page=/oracle/apps/fnd/upload/webui/UploadPG&_ti=15 85628anguage_code=US&access_id C || Q Search ﬁ B O 3 A&

™ Navigator v @& Favorites ¥ Diagnostics Preferences Personalize Pagr Clo

[y confirmation

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

Diagnostics Preferences Personalize Page Close Wi

About this Page Privacy Statement Copyright (c) 2008, Oracle. All 1

Then click on submit button and closed the window.
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Now click on yes button and save the attachment.
Here you see the file URL.

ORACLE

Db £

Categaory Data Type File ar URL
Documents File abhra.docx

Promised

Open Document

H||nclud ed Documents Bublish to Catalog Document Catalog...

5:57 PM

o [me iEiET gy
Bt s
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2.1.1 Terms and Conditions

Screen: Purchase Order Screen
Purpose: To specify terms and conditions
Navigation: Purchase Order Screen-> Tools Dropdown -> Choose Terms and Conditions

2.1.2 Copy To

Screen: Purchase Order Screen
Purpose: To specify whom to forward a copy of the particular purchase order
Navigation: Purchase Order Screen->Tools Dropdown-> Choose Terms and Conditions ->Choose the tab named Copy To

I L S L e e B R e B B B B e e [

Terms and Conditions
Ling Mum  Term Code Description
l m |DDFEEANI~< GAUFAI DDs/Bank Gaurantee should be preferably of the Indian Mational Banks loca =
. | |JLJF£ISDICTIDN In case of any litigation the matter will be dealt within the jurisdiction of High Co
| |F'm’1 100% payment against delivery of goodfexecution of orders, if 10% Perfarmance
| |F'A‘1"2 80% payment against delivery of goadsfexecution of orders. 10% will be retaine
| |F'A‘1"3 Payment against LC
| |F'G Fedormance Guarantee (10% of the guoted value of goods) in the form of DD of
| |
| |
| |
| | =
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2.1.3 Checklist

Screen: Purchase Order Screen

Purpose: Until and unless all the remarks buttons are marked YES/NA the ‘Approve’ button on the PO will not be activated. Also
in case of transportation of goods (foreign purchase) by air, rates may be quoted on FOB/CIF and it is mandatory to give reason if rate
quoted on CIF
Navigation: Purchase Order Screen->Tools Dropdown->Choose Checklist
ORACLE

™ Navigator v @ Favorites ¥ Preferences Close Window
Check List
<) Previous 1-10 v Next10 &
Description Response Remarks
Notice of Tender Inviting published(in-National daily/IT/Website) © Yes
© No
©nNA
Single Bid/ Two Bid System © Yes
© No
©OnNA
Constitution of Technical Committee incase of Two Bid System © Yes
© No
@ nNA
Bid Security(EMD) in the form of DD/Bank Gaurantee of Indian Nationalzed Bank received © Yes
© No
) NA
Technical Specification, where applicable, complied with © Yes
@ no
O NA
Finance bids opened for Technically qualified bids only © Yes
©No
D NA
Incase of transportation of goods (foreign purchase) by ship, rates must be quoted on FOB © Yes
©@ No
D NA
R transportation of goods (foreign purchase) by ar rates may be quoted on FOB/CIF. Mandatory to give reason if rate quoted on CIHSEGRLY
© No
O nNA
Whether purchase order is placed to the Lowest Bidder(L1), if yes, then write YES otherwise give justification. © Yes
© No
© NA
Approval of rates quoted by L1 or of otherwise from the Director obtained © Yes
© No
© NA
<) Previous 1-10 v Next10 ®
Submit

Preferences Close Window

Privacy Statement Copyright (c) 2008, Oracle. All rights reserved
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2.2 India Localization Taxes

Screen: Purchase Order Localized Screen
Purpose: To attach taxes applicable in the purchase order for India.
Navigation: Purchasing Responsibility> India Localization>Purchase Orders> Purchase Orders (Localized)

Functions [ Documents | Processes

India Localization:Purchase Orders:Purchase Orders (Lacalized)

Furchase Orders (Localized)

- India Localization J=4 Top Ten List
- Purchase Orders

FO Surnrmary (Lacalized)
Releases (Localized
Purchase Orders (Localized)

Receipts

Requisitions

(Juotations

Registers

Qutside Processing

*
=
*)
&
=

+
+
+
+
+
+
+
+

Setup
suppliers

India TCSMAT/Service Tax
I

F
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Step1: Query the Purchase Order in the “PO” field. Click on “Taxes”
Step 2: Select the Tax name from the LOV and provide the Precedence. The Tax Rate will be defaulted. Click on “Apply”. Save the record.

)
HY20I Q58P 0L LIS D
-
/ \ IACS Corporate OU (NE
PreSS_ F11, 0 Standard Purchas INR
provide the SPL Infotech Kolkata 1,000.00
PO number = =
d ress acavpur adavpur
ana p Ahhishek Dey Incomplete 1,000.00
CTRL+F11
to query the
PO
Default
1 1 1000100 SILVER OXIDE 25 GiiBattles 10 100 1oc Jadavpu
L A A A 3
Refresh Taxes Open
Click on “Taxes” to add
taxes in PO
u_T "‘!‘E é’ 0
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L)
- OTHER 1 2
Select Tax Name Add the precedence,
from PO lnd_lcatlng the _amoun_t on
which the tax is applicable
T -
0a0 20,00
Apply Discard 1=
Click on “Apply” and
“Save” the record.
User Manual Page 20 of 39
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Step 3: The Base Amount, Tax Amount and Total Amount of the Purchase Order will be generated.

Save the form and Open the purchase order.

-

IACS-GAACSASALED Standard Purchas INR
SPL Infotech Kaolkata 1,000.00
Jadavpur Jadavpur 20.00
Abhishek Dey Incomplete 1,020.00
Default
1 1 1000100 SILVER OXIDE 25 Gl|Battles 10 100 =100 Jadavpu
A A A AT AT A 4
Refresh Taxes
|

— | ’i-!é:- é’

The Base, Tax and
Total amounts will
be calculated

User Manual
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2.3 Approve Purchase Order

Step 1: Query the Purchase Order from the Purchase Order Summary and Click on “Approve”

Before approve the purchase order tax, checklist and dff value is mandatory.

Lab Equipments & Chemicals |

India

Dhal, br. Srinivas

lterm

Rev

21-JAN-2013 09:29:46

Standard Purchase Order

QT

Category

Description

UOM  Quantity

S 1000,00 [

Promised

00000001

Chemicals.Misce

Propargyl Bromide, 25

Bottle

10

i1 00000001 Propargyl Bromide, 250 ml

GEI T T T |

User Manual
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Step 2: Submit the PO for Approval. Click on “OK”

Approval Details

Encumbrance

'_EESE"VE = Unresetve Unreserve Date
[ Uze GL Cyvertide T Use Docurment GL Date to Unreseme Accounting Date
Approval

¥ Submit for Approval Forward Frarm |

Submit the

[ Forward PO for Approval Path |
ap_proval and Farward Ta |
click on OK =
[Mote =
Change =
Summary T
Transrmission Methods
[ Print L
I Fax FAX Number | CED]

T E-Mail E-Mail Address |

Click on forward and choose the approval path.
After select the approval path press on OK button.

User Manual Page 23 of 39
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ORACLE

Approval Details

- Encumbrance

[Reserve
[ Ise GL Override

[ IWnresene

[ Wse Document GL Date to Unresemve

Unresere Date
Accounting Date

Faorward Fram  Abhishek Dey

—Approval

[WiSubmit far Appraval
[VIFarward

Approval Path

ISl Ao proval Paths

e

Find

Mote

Change
Surnrnary Approval Path

DEPARTMENT PO HIERARCHY

~ Transmission Method

CIPrint
[CFax

FAX Number |

CIE-Mail E-Mail Address |

) & = ™

Catalog...

E |

Click on List of value and choose approval path.
Choose forward to option.

DEPT PO HIERARCHY FOREIGN PO
EMGG-CIVIL PO HIERARCHY
EMGG-ELECTRICAL PO HIERARCHY
EMGG-WORKSHOP PO HIERA-MNOM IMR
EMGG-WORKSHOP PO HIERARCHY
HOD BIOCHEM REQ HIERARCHY
HOD 10CHEM REQ HIERARCHY

: PROJECT PO HIE

User Manual
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Step 3: The Approval Status of the Purchase Order is changed to “In Process”

O Purchase Order Headers

All Sites | P
- §
N

User Manual Page 25 of 39



4 Miew Lines

D Find Purchase Qrders

chase Order Headers

All Sites

Wi Shipments

Wieww Distributions

Yiewy Action History

Wiew [mvoices

Yiew Heceipts

Yiew Reguisitions

Yiewy Approval through Workfl o
Yiew Document
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P PuUchase Order Headers

Eo Standard Purchase Order - G4

Sen Action

0]
i

1-JAN-2013 09582

Performed By
Ciutta, k. Arin
Chal, kr. Srinivas

1-JAN-2013 09582

Chal, kr. Srinivas

% The PO is pending
with the employee for

. approval

1-JAMN-2013 0935

Dutta, k. Arun

1-JAN-2013 09:3

Ohal, kr. Srinivas

Ohal, kr. Srinivas

T

User Manual
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Step 5: The approver logs in to approve the Purchase Order. He opens the notification on his Work List and clicks on the “Approve” tab.

B2 Favorites ¥ Logout Preferences He|
se Search | Al [=] Search Results Display Preference | Standard [«]
The App_rov_er opens Logged In As ARUN DUT
Applications Home Page the natification on his

Work List
in Menu Worklist
T

8 O Functional Administrator From Type ls"a-v I
#31Acs com Pavables Mo Validation Dhal, Srinivas PO Apyroval IACS Cor 3. 21-13n-2013
| IACS Corp Purchasing Dhal, Srinivas PO Approval IACS Corpor QU - Standard Purchase Order 63 for INR 1000,00 requires your approval. 21-Jan-2013

8 3 1ac5 Proj Pavables No Validation Kar, Tanusree|PO Approval IACS Corporate QU - Standard Purchase Order 57 for INR 1000.00 requires your approval. 11-Jan-2013

8 B3 1acs Proj Purchasin Dhal, Srinivas |PO Approval IACS Corporate QU - Standard Purchase Order 42 for INR 6180,00 requires your approval. 08-Jan-2013

AALo Pro] Purcnasing

Choudhury, MPO Approval IACS Project QU - Standard Purchase Order 3 for INR 1000.00 reguires your approval. 07-Dec-2012
Dhal, Srinivas PO Approval JACS Corporate QU - Standard Purchase Order 15 for INR 3000.00 requires your approval. 04-Dec-2012
¥ TIP Vacation Rules - Redirect or auto-respond to notifications.

# TIP Worklist Access - Specify which users can view and act upon your notifications.

n Mawvigator ¥  Bp Favorites » Home Logout Preferences Help|

Oracle Applications Home Page =
IACS Corporate OU - Standard Purchase Order 64 for INR 1020,00 requires your approval.

|
Approve | Agfprove And Forward || Forward || Reject || Reassign || Request Information

From Dhal, Srinivas
To Dutta, Arun

Sent 21-Jan-2013 09:52:59
I 18008

Standard Purchase Order 64 for INR 1020,00 requires your approval.

Amount: INR 1000,00

Tax: INR 20,00

Supplier: Lab Equipments & Chemicals {India)
Supplier Site: KOLKATA

Description:

Forwarded From: Dhal, Srinivas
Prenarer Nhal Srinivas
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Step 6: The PO Approval Status changes to “Approved”

'D FPurchase Qrder Headers
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2.4 Cancel Purchase Order

Step 1: Query the Purchase Order to be cancelled from Purchase Order Summary Screen. Go to Tools> Control.
Step 2: Select “Cancel PO” and provide a Reason for cancellation (Optional). Click on OK. This is an irreversible process. So in order to
proceed with cancellation click on “OK” in the Caution message.

4| Oracle Applications - IACS_TI

Eile Edit Wiew Falder Tools Inzdlsbsbasmmsiclp

el I Y E Ik

'D Find Purchase Orders

Zaontral
) Preferences
D FI LIFC h 45e |._.|T'I:1E!f | Cl:lpl!." Ducument
E FEespond To Changes

Al Sites Change History

] Communicate

h.lﬂ‘n’\u' DI:IID':IC"I:I h\.ll:l'\u\n' Dﬂ
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PO ESSF R NERNIZEIS D502

WRRERSSSN © control Document - B4

= Purchase O

Actions

GL Date

Mote to Supplier

Close

Close for Invaice
Close for Receiving
Finally Close

Click on “Cancel PO”

In order to cancel the corresponding
requisition, check the “Cancel
Requisition” check box

—J be given (optional)

W Print
WFax
B E-fdail

FAx Mumber
E-tdail Address

User Manual
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O Cantral Document - B4

Cancel PO

Close

Close for Invaice
Close for Receiving
Finally Close
Freeze
e BT 21 -JAN-2013 M Cancel Requisition

Actions

B Use Document GL Date to Unreserve

Cancellation of PO is an
irreversible process. To proceed
with cancellation, click on “OK”

User Manual Page 32 of 39



Step 3: The PO “Closure Status” changes to “Closed” and the “Cancelled” checkbox will appear checked.

O Purchase Qrder Headers ¥ Z :::-:::-

BrCY Arnount Matched Amount || Buyer | Closure Status | Cancelled |

000 fDhal, Mr. Srinidas

M!M!MM

H;—J—Jé
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2.5 Reassign, Reject and Request information Purchase Order

Step 1: The Approver, to whom the Purchase Order is sent to take action, might reassign the notification to someone else by clicking on
“Reassign”

¥ FPurchase Order Headers

O Standard Purchase Order - 66

T

The PO goes to the

assigned approver post
Dutta, Me. Arin submission

Ohal, kr. Srinivas
Ohal, kr. Srinivas
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&« C | [} cainnam.ad.pwcinternal.com:8008/0A_HTML/OA,jsp?OAFunc=FND_WFNTF_DETAILS&Ntfld=18016&addBreadCrumb=Y&retainAM=Y&_ti=291127804&0apc=3& @ 37 Q} q &

ORAC L _& E-Business Suite

n Mavigator i Favorites » Home Logout Preferences Help

COracle Applications Home Page =
IACS Corporate OU - Standard Purchase Order 66 for INR 1040,00 requires your approval.

1
Approve | | Approve And Forward | [ Forward | | Reject | | Reassign | | Rpquest Information

From Dhal, Srinivas
To Dutta, Arun
Sent 21-Jan-2013 10:40:29
I 18016
Standard Purchase Order 66 for INR 1040,00 requires your approval.

Amaount: INR 1040,00

Tax: INR 0,00

Supplier: Lab Equipments & Chemicals (India)
Supplier Site: KOLKATA

Description: test po

The Approver
reassigns the

notification to some
other employee

Forwarded From: Dhal, Srinivas
Preparer: Dhal, Srinivas
Operating Unit: JACS Corporate OU

MNote:

Purchase Order Lines

Step 2: Select the Assignee name from the LOV and Click on “Submit”

User Manual Page 35 of 39



ORACL_& E-Business Suite

m Navigator v @ Favorites ¥ Home Logout Preferences Help

Oracle Applications Home Page = MNotification Details =
Reassign Notification: IACS Corporate OU - Standard Purchase Order 66 for INR 1040,00 requires your approval.

Use 'Delegate’ to give another user authority to respond to a notification on your behalf, while stil retaining ownership o,
* Indicates required field

) ) ership of and responsibility for that notification.
The designated person is

_5 bmit
. e U 5 ket aQ selected from the [ subavc |
* i ar, Tanusree
ssignee mployees and Users Employee Master
@ Delegate your response
© Transfer notification ownership
Comments  [dalegate rekponse
£
Return to Worklist . Submit
Comments for reaSS|gnment can

be provided (optional)

Step 3: The Approver of a PO can also reject the Purchase Order by clicking on the “Reject” tab. The Approval Status of the PO changes to
“Rejected”
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& = C | [} cainnam.ad.pwcinternal.com:8008/0A_HTML/OA jsp?OAFunc=FND_WFNTF_DETAILS&Ntfld=18016&addBreadCrumb=Y&retainAM=Y& _ti=291127804&0apc=38 @ 7% ﬂ]. |&|

ORACL & E-Business Suite

n Navigator ¥ @ Favorites ¥ Home Logout Preferences Help

Oracle Applications Home Page =
IACS Corporate OU - Standard Purchase Order 66 for INR 1040,00 requires your approval.

pr—

From Dhal, Srinivas
To Dutta, Arun
Sent 21-Jan-2013 10:40:29
I 18016
Standard Purchase Order 66 for INR 1040.00 requires your approval.

Amount: INR 1040,00

Tax: INR 0.00

Supplier: Lab Equipments & Chemicals (India)
Supplier Site: KOLKATA

Description: test po

Forwarded From: Dhal, Srinivas
Preparer: Dhal, Srinivas
Operating Unit: IACS Corporate OU

Mote:

Purchase Order Lines

| Approve | | Approve And Forward | | Forward

|
| Reject | | Heassign | | Request Information |

Click on “Reject” tab
after opening the
notification in order to
reject the PO

User Manual
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Oracle Applications - CRP3DEMO Instance

File Edit “iew Folder Tools Inguire Window Help

N & | O

e P AEBDER LD RL5 2

irder Headers

=]

”Type ||Global ||Enab|e All Sites ||Appr0va| Status ||Change StatusHOrder Dat
|Standard Purch [ C |Rejected | [Z7-Jun-20 =
| I | |
| | | |
| | | |
| | | |
| | | |
| | | |
| | | |
o | | | |
| | | | ~
A >
Lines ( Mew Belease | [ Mew BO | I Open )
O TS TR
Firmed e
Clear Mew Release (B) Mew PO Find (1) [o—
[
User Manual Page 38 of 39



« - C Bca.in.nam.ad.pwcinternal.com:SOOS_fOA_I—T*«1L_,’OA."5-J?OA:unc::\ID_W:\IT:_DETAILS&\Itfld:18016&addBreadCru’na:\’&reta'nA*ﬂ:\’&_t':29112?804&0a0c:38.

L~d

ORACL & E-Business Suite

n Navigator ¥ @ Favorites ¥ Home Logout

Oracle Applications Home Page =
IACS Corporate OU - Standard Purchase Order 66 for INR 1040,00 requires your approval.

1
| Approve | | Approve And Forward | [ Forward | | Reject | | Reassign | | Reques{Ahformation |

From Dhal, Srinivas
To Dutta, Arun
Sent 21-Jan-2013 10:40:29
I 18016
Standard Purchase Order 66 for INR 1040.00 requires your approval.

Amount: INR 1040,00

Tax: INR 0.00

Supplier: Lab Equipments & Chemicals (India)
Supplier Site: KOLKATA

Description: test po

Forwarded From: Dhal, Srinivas
Preparer: Dhal, Srinivas
Operating Unit: IACS Corporate OU

Mote:

Purchase Order Lines

Click on request information, which information need write down in “request information” tab then select the person and submit.
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