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1.1 Document Structure 
 

This document describes step by step procedure to be followed for Purchase Requisition 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 Requisition 

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

 

1.2 Key Business Processes 
 

SL. BUSINESS SCENARIOS DESCRIPTION 

1. Purchase Requisition 

1.1 Log In and Open Responsibility How to login and Open the Requisition Form 

1.2 Creation of Purchase Requisition Create a new Purchase Requisition. 

1.3 Approve Requisition Approval of Requisition 

1.4 Reject Requisition Rejection of requisition. 

1.5 Reassign Requisition Process of delegating the approval authority. 

1.6 Request Information Process of required information to any person. 

 
  

 

 

 
1 Introduction 
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  Step 1: Log In using User Id & Password 
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Step 2 : Click On the Three Lines on the Top Left 
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Step 3: Go to the India Local Purchasing -> Oracle Purchasing ->Requisition -> Requisition 
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2 Purchase Requisition 

 
2.1 Creation of Purchase Requisition 

 
Screen: Purchase Requisition Screen 
Purpose: To create a new Purchase Requisition. 
Navigation: Purchasing Responsibility (India local Purchasing) -> Oracle Purchasing ->Requisitions ->Requisitions 
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Step 2: In the “Item” field, select the Item Code from the LOV. On selecting the Item Code, the “Description”, “Category” and “UOM” will 
default from the Item Master. In case of Services, choose the Line Type as “Services”. 

 

                                                         

 
 
 
 

Step 1: Under the “Lines” tab, click on “Type”. Default will be “Goods”. In case of Services/Contracting, select the needful from the LOV. 

Line Type can 

Be “Goods”/”Services” 
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Item Code is 
selected from LOV 

Item Category will be defaulted 
from Item Master on giving the 
Item Code 

Item Description and UOM 

will be defaulted as well 
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Step 3: Enter the number of goods required in the “Quantity” field. Enter the estimated price of each item in the “Price field” 
Under the “Need-by-date” field enter the envisaged date by which the goods/services will be required. 

 
Step 4: In the “Distributions” under the “Accounts” tab, the Charge Account is automatically generated on clicking on it. 
 

                              

Enter Quantity and 
Rate 

Enter the Need By Date 
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Enter The Combination Required 
and Save. 



User Manual Page 11 of 27  

 
                                                         

                                

 

 

 

 

Step 5: In the Requisition Header, the Requisition Number will be auto generated on saving in the “Number” field. 

The auto generated Charge Account on 
saving 
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Step 1: Query the Requisition from the Requisition Summary and Click on “Approve” 
Before Approve the requisition go to Tools and click on check fund. 
Here get message fund check or failure. 

                                          

 
 

 

2.2 Approve Requisition 

Click on 
approve 
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Step 2: Submit the Requisition for Approval. Check the Forward box. On clicking on the Approval Path and Forward To fields the names will 
automatically appear. Click on “OK” 
Here you select the Approval Path and send to respective HOD.  

                             

Submit the PR 

for approval and 

forward. Click 

on OK 
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Step 4 : Go to “Tools”> “View Action History” to identify the approver with whom the requisition is pending for approval. The Approval 
path depends on the Requisition Amount. 
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Step 5: The approver logs in to approve the Purchase Requisition. He opens the notification on his Work List and clicks on the “Approve” 
tab. 

For access the work list click on the bell icon.  
 

                                       



User Manual Page 16 of 27  

 
 
Click on the “Go to Full Worklist” 
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  Click On approve button to approve the requisition. 
 

                                        

Step 6: Similarly, further approvers will approve the requisition those who are in the approver path, and the Requisition Status changes 
from “In Process” to “Approved”
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Step 1: Query the Purchase Requisition from the Requisitions Summary. The Status is “In Process” and the approver with whom it is 
pending is derived. 
Step 2: The Approver logs in with his username and password and opens the notification on his Work List and Rejects the requisition, by clicling 
Reject button. 
 

                                 
 

 

 

 

2.3 Reject Requisition 
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Step 3: The “Approval Status” of the requisition changes to “Rejected” 
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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” 

 

       

 

 
 

2.4 Reassign Requisition 
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Step 3: Query the requisition, in View Action history. It shows that the requisition is pending with the delegated person. The re-assigned 
person logs in , opens the notification and takes action on the requisition by clicking on “Approve”. The “Approval Status” changes to 
“Approved” 
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