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INTRODUCTION
Purpose: To provide an online requisitioning tool for internal users, for faster and more
accurate requisition processing. To achieve the ultimate goal of eliminating paper requisition.

Scope: For all High Value Purchase Orders, including live animal, radio-active, alcohol, and
hazardous goods.

Note: For orders in Canadian, US, Euro and GBP currencies only.
Type: University internal use.

Responsibility(s):

U of G — Internal User Departments: Enter requisitions by proposing desired suppliers,
submitting targeted pricing and ensuring department information (delivery, GL code, etc.)

U of G - Purchasing Services: Validate requisition submission for further purchase order
completion.

U of G - CCS: Maintain Internet Procurement (iProcurement).

EXECUTION
Materials / Resources:

Access to University iProcurement website with User 1.D. & Password
Access to Help Desk of Purchasing Department
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REGISTRATION PROCESS

Step 1 Registration Process

Requisitioners will be provided with a user I.D. and password to access University’s WebVPN
webpage for secure access, if they are do not have VPN access.

Upon registration, Purchasing Services will provide another set of user 1.D and password for
entry into the Oracle iProcurement through WebVPN.

Step 2 System operation, notifications and problem solving
Hours of Operation: Accessible at any time, any day; unless notified otherwise.

Systems Maintenance: The system will not be available during periods of maintenance. An
email will be issued to your designated personnel regarding upcoming system maintenance
periods.

Help Desk: For assistance regarding:
e access to the iProcurement (no prior notices received)
e data entry related questions, such as setting up new suppliers, new department delivery
address
e other

Available personnel in Purchasing Services for problem solving:
e Lynne Harbin, 519-824-4120 ext 58482, lharbin@uoguelph.ca
e Mary Mollison, 519-824-4120 ext 53766, mmolliso@uoguelph.ca
e Hui Zhu, 519-824-4120 ext 52878, huizhu@uoguelph.ca

Step 3 Login Process

Log onto iProcurement:http://norton.cs.uogquelph.ca:8001/

After clicking “Apps Logon Links” on the left and “E-Business Home Page” icon will pop up on
the right. After clicking on it, a Login screen will appear. Type in the user I.D. and password
provided by Purchasing Department.

In case password is forgotten, contact Purchasing Services help desk.
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CREATE REQUISITIONS

Step 1 Login I-Procurement
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Copyright (c) 2006, Oracle. All rights reserved.

Ppraw~ e |

Pags 1

o Trusted sites H00% -

/7 Login - Windows Inte...

¥ Document1 - Microsof ...

FE OB -

Revised: October 4, 2010

Page 4 of 79




Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

Pl i e TRy Purchase Order
-~ | Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 2 Select Non-Catalog Requests

= I[>]]
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= >
~ |ZpPage ~ ([ F Tooks ~

ORACLE iProcurement Shopping Cart Home Logout Preferences Help =
Shop Requisitions word
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Stores Shopping Cart
i = Your cart is empty. "

ain Store

e ¥ 3 —
Main Store Exchange Oracle cam |

My Requisitions

Full List )
Requisition Description Total (CAD) Status Copy Change
253 4 X4 LUTER 87.00 Approved EE &=
252 4 x 4 litre 95 % Ethanol Alcohol 87.00 Approved &=
236 4 x 4 litre 95% Ethanol Alcohol 87.00 Approved =]
235 95% 4 x4 litre Ethanol 87.00 Approved 2]
233 95% Ethanol 4 x 4 litre 87.00 Approved 2]

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
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Step 3 Select Item Type, click on choices provided:
- Goods billed by quantity
- Goods or services billed by amount

- Services billed by quantity

Non-Catalog Request

Type a question Far help ~ X
=
BEEER)
@.\. + ~ | httpziftrixie. cs.unguelph.ca:8001/0A_HTMLIOA. sp?page=/oracle/appsicxjicatalogishoppingfwebuiMonCatalogr equestt [ | 7 || o=
File  Edt  View Favorites Tools  Help —
U 0| @ orace Procurement: shop | Gt - B - @ - [}Page - £ Tooks -
ORACLE iProcurement Shopping Cart Home Logout Preferences Help
 ——
Shop Reguisitions | '
= = & online
Shopping List | Non-Catalog Request (b word

list: from the

Shopping Cart

= Indicates required field _Clear All ) (_Add to Cart ) (_Add to Favorites | Your cart is empty.
item Type Goods billed by quantitv (2 Contract Number /,5,? =
= ltemn Description [Eleteta e Ney e Tl CIMew Supplier
Goods or senvices billed bv amot s lier N & copy™
‘Services billed by quantity upplier Name: B
= Category s Site /«5,?
= Quantity Contact Name
= Unit of Measure = Phone
= Unit Price R |
= Currency | CADE] Email
(Cearall) (Addiocarn) (Add lo Favorites )

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006. Oracle. All rights reserved.

Privacy Statement
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Step 4 Type Item Description — type as much detail as possible
2l B[]
I Fle Edt Wiew Insert Format Tools  Table  Window  Help Type aguestion for help. = X

i = E'é Fa o e s Shup - s E@,@
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ORACLE iProcurement I—
ETTT  Requisitions ‘
. & Online
Shopping List | Non-Catalog Request using Word
Non-Catalog Request Shopping Cart it from the
= Indicates required field Clear All ) (Add to Cart ) | Add to Favorites | Your cartis empty.
Item Type | Goods billed by quantity 3 E©  contract Number /,5,? =
= Item Description 4 x 4 litre 95% Ethanal Alcohol| [ [JNew Supplier
! Supplier Name | P Sl
= Category | rd Site | i |
= Quantity I : Contact Name
= Unit of Measure ( Etane
« Unit Price ) Fauy|
= Currency | CADE] Email

(Clear All ) | Add to Cart ) | Add to Favorites

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
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Step 5 - OPTION 1 Select Category (commodity)
— refer to Appendix A for commodity list

-I- Click on Flashlight

N = =] %]
i Ele Edt Wew Insert Format  Tools  Table Window Help Tupe a question for help = X
I i i [ x| [= [T
(s = | E] httpsjfirixie.cs.uoguelph.caiB001{0A_HTMLIOA JspPpage=/oracle/spps/icxficatalogishopping webui/nonCat slogr squests (] | [songle 2]
File Edit Wiew  Favorites Tools Help
- x
—— e = » >
©¢ & | @ orace mrocurement: shop [ | B - B - @ - [ Page - 3 Tods -
ORACLE' iProcurement Shopping Cart Home Logout Preferences Help
- e ——
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= e e Online
Shopping List | Non-Catalog Request e

list: from the

Non-Catalog Request Shopping Cart
= Indicates required field (Clear All | (_Add to Cart ) (_Add to Favorites ) Your cart is empty.
Item Type | Goods billed by quantity ©  Contract Number | ,,5?
= [tem Description |4 x 4 litre 95% Ethanol Alcohol O New Supplier
Supplier Name /,,;f SN
g —

Contact Name

«Category | | '5,? Site
|

]

= Quantity
=+ Unit of Measure | Phone
= Unit Price } | Fax
= Currency |CADE] Email

| Clear All ) | Add to Cart | | Add to Favorites |

Shop | Requisitions | Shopping Cart | | Help
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: Search By | Name[] | [[€=D]
* Results . — . Htis empty
Select Quick Select Name Description Commeodity

No search conducted.

Cancsl) (Ssiest)

Privacy Statement
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=
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Step 5 - OPTION 1 Select Category (commodity) - continued
— refer to Appendix A for commodity list
-iii- Click on ‘Go’
: b EE)>]

uﬁﬂ&\a&l‘?ﬂd.ﬁd&!l")—”'l&aﬁ@ éa'ﬂmﬂ%
N

i A4 normal + 14 pt

[5]]

Search and Select: Category | =
Gancel) (Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the

"Go" button.

Searcn By [Nami( ()

Results
Select Quick Select Name Description Commodity

No search conducted.

(Cancel ) ((select )

/" Trusted sites H100% v -

PROCESS: - Internet Procurement
Internal Online Requisitioning

wonp

=w@=@m

iDraw= i | Autoshepes- N w L1 O 2 Al 3 8] & | & - - A~
Page -11- Sec 1 11748 Aac 2.1" Ln 1 cal 1 TRK | [EXT | OVR m

/7 httpeift

SEIE3|
ninMidth=7 300 mintleipht; 5506car J¥pedudestiontor belp__Eiies
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the
"Go" button.
—
Search By | Name[d]| |chem (ga) | == B
Results
© Previous [1-10 Mext 10 =
Quick |
Select Select Name Description |
O =h CHEM1 ATS Chemicals-industrial-plant, water treatment, lubricants, etc- p—
Y Analytical &Testing Services
o =% CHEM1.CPS Chemicals-industrial-plant, water treatment, lubricants, etc-
T Consulting & Professional Services
o =y CHEM1.EQUIP Chemicals-industrial-plant, water treatment, lubricants, etc-
= Equipment & Systems
o CHEM1.MAIN Chemicals-industrial-plant, water treatment, lubricants, etc-
- Repair Services, Preventative Mainteance, Support
(o] =y, CHEM1 SERV Chemicals-indusfrial-plant, water treatment, lubricants, efc-
== Labour, Expenses, Travel, Leases, etc
] CHEM1 SUPP Chemicals-industrial-plant, water treatment, lubricants, etc-
i Supplies, materials, parts, etc
O = CHEM2 ATS Chemicals-scientific-Freezer Program,LabChemicals.Org
== Compounds & Reagents,Beiochemicals,Radio-active-
Analytical & Testing Services
o CHEM2.CPS Chemicals-scientific-Freezer Program,LabChemicals,Org
= Compounds & Reagents, Beiochemicals,Radio-active-
Consulting & Professional Services
(&) = CHEM2 SUPP Chemicals-scientific-Freezer Program,LabChemicals,Org
- Compounds & Reagents,Beiochemicals,Radio-active-
Supplies, materials, parts, etc
(&) =1 CHEM3.ATS Chemicals, alcohol-Analytical & Testing Services
© [bezzretien) 110 [ Next10 = =
] =
. " Trusted sites E100% - .: ‘:
= = o -I—#]-

i praw Lz | Autoshapes~ N W [0 © & ol 35 & E| & - - A~
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Step 5 - OPTION 1 Select Category (commodity) - continued
— refer to Appendix A for commodity list

-v- Select correct Category & Type
bRt —

S i O 7 T R =S A a9 0= ST i =50 Type & auestion for e+

Search and Select: Category
Cancel) (Select)
Search
—
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the N =]
"Go" button.
Search By [Namd] @
Results
2 Previous 10 [11-13 of - Next ©
Select Quick Select Name / |Description |commodity jm
@ [===1 CHEM3.SUPP Chemicals, alcohol-Supplies, materials, parts, etc
O = CHEM4.ATS Chemicals, radio-active-Analytical & Testing Services
[&] —= CHEM4 SUPP Chemicals, radio-active-Supplies, materials, parts, etc
(_Cancel Select
=
2
. Dore. -/ Trusted sites @ 100% - - =
ey —/ 0 e /5

oo Ly | Aroshapes= N W [ © i ol 6 il (] S

Fage -12- Sec 1 12/49

S e
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doguslpin cut BUUSE =g difClo e UZ-AZCHE latfid =Y SUE_inlublelghi=300kcunlin | Type aguestionfor felp IR
Search and Select: Category

Cancel ) | Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the
"Go" button.

Seatch By [Nami (s

Results

@ Previous 10 | 11-13 of -|d Next ©
Select Quick Select Name / |Description (2 dity
® % CHEM3.SUPP Chemicals, alcohol-Supplies, materials, parts, efc
O % CHEM4.ATS Chemicals, radio-active-Analytical & Testing Services
(&] % CHEM4.SUPP Chemicals, radio-active-Supplies, materials, parts, efc

(Cancel Select
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Step 5 -OPTION 11 Select Category (commodity)
— refer to Appendix A for commodity list

-I- Enter Partial name of Category; tab or click on flashlight

By &[]
! File Edit ¥ew Insert Format  Tools  Table Window Help Type a question for help = X
(0 = e . — =
i A4 Normal + 14 Bl e LRiEL
ﬁ 6@ - el http‘fﬂtnx\e‘:s‘uuguelph‘ca:BUUlJOA,HTMLIOA.]sD?Dage:ﬂorade;’aDﬂs.ﬁ:xhcataluDfshDDD\ru;ﬂw;:ulﬂNunCataIDgReuuestFii“l‘ X [so0gle
EI File Edit Wiew Favorites Tools Help

e (B8]~ 52 rveh mait rbos | @ crade rocurement: shon 3¢ [ | B- B - @ - [rrege - @Tosk -

ORACLE iProcurement Shopping Cart Home Logout Preferences Help

BTN Requisitions
ng List | Non-Catalog Request -

Non-Catalog Request Shopping Cart
= Indicates required field (Clear All ) (Add to Cart ) (_Add to Favorites | Your cart is empty

Itern Type | Goods billed by quantity L@ Contract Mumber | -,,;f
* Itern Descripion 4 x 4 litre 95% Ethanal Alcohal CIMew Supplier
| Supplier Name f
* Category |CHEM Site | &
Contact Name

= Quantity |

= Unit of Measure
= Unit Price

= Currency |«

Phone
Fax |
Email |

(Clear All ) (_Add to Cart ) (_Add to Favorites )

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. All rights reserved, Privacy Statement

=
2
o
<r .|| =
= ol B pone. E] " Trusted sites L 100% |
forawr g | AutoShapes ~ \I_[Uqu‘.umlm'#'&'=-:-“-:'-::m
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Step 5 -OPTION 11 Select Category (commodity)
— refer to Appendix A for commodity list

-1i- Click on “Next 10’
=) . S E3|

DEle Edt Wew I @8 Qitrpdfirids. v, ususlyil s e _t—fredRCEene-IS A R IRy SO IS0 EEOT N = 1 |[5< | Type aquestion for help = X

= [=]]

—i = |ﬂ‘ St Search T

{M To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the

P o [ | I "Go" button. —
L] |[enem =) jE— =

Results
© Previous [1-10 B Next 10 =
Quick
= Select Select Name Description Commodity
= (@) = CHEM1ATS Chemicals-industrial-plant, water treatment, lubricants, etc- =
ol i Analytical &Testing Services
. O =y, CHEM1.CPS Chemicals-industrial-plant, water treatment, lubricants, etc-
= Consulting & Professional Services
= (&) h CHEM1 _EQUIP Chemicals-industrial-plant, water treatment, lubricants, etc-
= e Equipment & Systems
~ o Eh CHEM1 MAIN Chemicals-industrial-plant, water treatment, lubricants, etc-
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PROCESS: iProcurement Electronic Requisitioning for
CHANGING LiVEs Purchase Order
= [Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 5 -OPTION 11 Select Category (commodity) - continued
— refer to Appendix A for commodity list

-1ii- Click on Correct Category & Type
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-iv- Click on “Select’

[ = =]
: Fle Edit wi ? i 3] Type aquestion for help  « X
i0 = e
m Search and Select: Category
._;. cancel ) Select
i@ o] Search L

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" | i Getting Started b3
button. @ D| A
N Bl | | 5 i
Search By | NamdZ]| [chem | =) A Bffice Online
Results [ “ Connect ko Microsoft Office Online
© Previous 10 | 11-13 of - MNext © = Get the latest news sbout using Word
Select Quick Sele:tName /' IDescripﬁbn 777]7;7 ji‘ly - Autjmati(ally update this list from the
| wel
® =21 CHEM3.SUPP Chemicals, alcohol-Supplies, materials, parts, etc More...
(] [===1 CHEM4.ATS Chemicals, radio-active-Analytical & Testing Services Search for: 8
= = : - . = =
o = CHEM4 SUPP Chemicals, radio-active-Supplies, materials, parts, etc Resuits: Categoryh: tprint mara than ane copy™
Sancel Select Open = ;
data file WTH quote
single source lstter
single source letter test
Merged letter
E3 more...
|1 Create a new document. .
Done. " Trusted sites 00 -
T 5]

ipraws g |Agoshapes~ N\ w IO A ol 7 & @ & - - A==
Page 6 Sec 1 &/6 At 1" Ln 1 Col 2 REC | TRE
1 i q &8 oracle Procurement; .. =

R

(1] CREATE REQUISITIC! ..

Revised: October 4, 2010 Page 13 of 79



Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

ImprOvVING LIFE

iProcurement Electronic Requisitioning for
Purchase Order

Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 6

Enter quantity
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

IProcurement Electronic Requisitioning for
Purchase Order

ImpPrOVING LIFE

Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 1 Select Unit of Measure

— refer to Appendix B for Unit of Measure

-i- Click on Flashlight
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

Subject: Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 1 Select Unit of Measure

-1i- Enter partial word to search

i Fle Edit Yew Insert Format Tool

— refer to Appendix B for Unit of Measure

£ [E]x]

s Table Window Help Type aquestion for help = X
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"Go" button.

@ || Search and Select: Unit of Measure

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the
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Financial Services

Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

iProcurement Electronic Requisitioning for
Purchase Order

Subject:

Internal On-line Requisitioning Process

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 1

-1ii- Click on “‘Go’

I Ele Edt ¥ew Insert Format Tools Table Window Help

Select Unit of Measure
— refer to Appendix B for Unit of Measure

&[]

Type aguestion for help « X
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

CHANGING Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 1 Select Unit of Measure — continued
— refer to Appendix B for Unit of Measure

-1v- _Select Correct Unit of Measure from list

86 &[]

f Fle Edit Wiew Insert Format  Tools  Table  Window  Help Type agquestion for help - X
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

CHANGING Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 1 Select Unit of Measure — continued
— refer to Appendix B for Unit of Measure

-v- Click on “Select’
25.0.P Vers: icrosof = E]>]
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

iProcurement Electronic Requisitioning for
Purchase Order

ImprOvVING LIFE

Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 11

Select Unit of Measure — continued

— refer to Appendix B for Unit of Measure

-i- Enter partial word to search
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

Subject: Internal On-line Requisitioning Process

ImprOvVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 7 - OPTION 11 Select Unit of Measure — continued
— refer to Appendix B for Unit of Measure
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B
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
CHANGING Lives Purchase Order

-~ | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 8 Enter unit price
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PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

ImprOvVING LIFE

Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 9 Enter currency

Click the “search” button and pick up currency from the dropdown list. Only four currencies are available —
CAD, USD, EURO, and GBP. CAD is the default currency.
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Purchasing Services - Standard Operating Procedure [S.O.P.]
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PROCESS: iProcurement Electronic Requisitioning for
Purchase Order
Subject: Internal On-line Requisitioning Process

ImprOvVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 10 Select Supplier

-I- Type partial name
-ii- Click on Flashlight to search database
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Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 10 Select Supplier - continued

-iii- List of Suppliers
Check site and Select ONLY the supplier with “P’

P fle Edt Wew [nsert Format Tools Table  Window Help Type aquestion for help = %
AR = ;g f@ Jiki gt A el e s g el e BUO A (=T I =AU S e e Dt e o T o O (=] Eﬂ‘ =
{dg norn
P @ Search and Select: Supplier Name 25
Eil Cancel ) ( Select
\Sancel) I L ~ x
= Search Page - ¥ Tools ~
— To find your item, select a filter item in the pulidown list and enter a value in the text field, then select the "Go" button.
Search By | Supplie[d] greenfield (Bo) I
kquisitions ‘
— & Online
Results using Word
Quick list from the
Select Select Supplier Site [Address Contact Phone Fax Email
o =, GREENFIELD GREENFIELDATTNACCTS Ky
= COMMUNITY PAYABLE 200
COLLEGE MAIN ST
GREENFIELD 2 copy”
MA 01301 US
(@] B, GREENFIELD TORONTO 20 QUEEN STW
== FINANCIAL SUITE 316
GROUP INC TORONTO M5H
3R3 CA
o £, Creenfield P- 2 Chelsea Lane Bastedo, 1-416 1-905 j.bastedo@comalc.com
== Ethanollinc BRAMPTON Brampton L6T J 417- 790-
3Y4 CA 7038 7700
cell
(3] =, Greenfield P- 2 Chelsea Lane Magee, 1-800 1-905m magee@comalc.com
== EthanolInc BRAMPTON Brampton L6T Marianne 256- 790-
Co 3Y4 CA 3149 7700
#12
(Cancsl) (Sslect )
] <[ e o Trusted sites 00w l B
Done, = TPUstE S *® 100% -
PDraw~ g [AltoShapes~ N W L | €0 Al 38 El | OV - v A= a3 -
Page 10 Sec 1 10410 At 5.5" ln2 ol 1 L Ox
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- Purchase Order

Purchasing Services - Standard Operating Procedure [S.O.P.]

PROCESS:
Purchase Order

CHANGING LIVES

iProcurement Electronic Requisitioning for

ImerOVING LIFE

Subject:

Internal On-line Requisitioning Process

Financial Services
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Step 10 Select Supplier — continued

B[]
=] Type a question For help
=]

-iii- List of Su
PEle Edt Wew In 4 Qi ffird
i)
Q(__Nnrmau 14pt v

S P N
[x]

p_pl_iers

szl e BUO

- x

Search and Select: Supplier Name
Cancel Select
Search
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By \ SanIicE |greenfield (=23

Results
Quick

Select Select Supplier/ Site Address Contact Phone Fax Email

(@] =y GREENFIELD GREENFIELDATTNACCTS

~= COMMUNITY PAYABLE 200

COLLEGE MAIN ST
GREENFIELD
MA 01301 US

20 QUEEN STW

@ = ‘GREENFIELD TORONTO

FINANCIAL SUITE 316
GROUP INC TORONTO M5H
3R3 CA

© = Greenfield P 2 Chelsea Lane Bastedo, 1-416 1-905 j bastedo@comalc.com
== Ethanolinc BRAMPTON Brampton L6T J 417- 790-
3 7038 7700

cell
P- 2 Chelsea Lane Magee, 1-800 1-905m.magee@comalc.com
BRAMPTON Brampton L6T Marianne 256-  790-
3Y4 CA 3149 7700
#12

(@] Greenfield
= Ethanol Inc

(o] =y Greenfield,
== Jamie

Results: Supplisr Narne:

(o] = Greenfield,
== Laura

) =y Greenfield,
== Peter

(Cancel) (Select) [

E100% v -
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
CHANGING Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 10 Select Supplier — continued

-iv- Click on ‘Select’
[51/5.0.p vars v r y =]

Ppl Edk wew I 48 D e O S Gl T L O S o B T U N o B3 10e a question for help— + x
iNE-H RIS = A
*—ﬁ Search and Select: Supplier Name
w Gancel ) | Select
P Pl B E Search
] To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button. [~]
Search By  Supplie[ |greenfield |
Results
Quick
Select Select Supplier/ Site Address Contact Phone Fax Email
e} = GREENFIELD GREENFIELDATTNACCTS
COMMUNITY PAYABLE 200
COLLEGE MAIN ST
GREENFIELD
MA 01301 US
@® =, GREENFIELD TORONTO 20 QUEEN ST W
== FINANCIAL SUITE 316
GROUP INC TORONTO M5H
3R3 CA o
(@] =, Greenfield P- 2 Chelsea Lane Bastedo, 1-416 1-905 ] bastedo@comalc.com
== Ethanolinc BRAMPTON Brampton L6T J 417- 790-
3Y4 CA 7038 7700
cell
(@] =y Greenfield P- 2 Chelsea Lane Magee, 1-800 1-905m.magee@comalc.com
== Ethanolinc BRAMPTON Brampton L6T Marianne 256-  790-
3Y4 CA 3149 7700
#12
O = Greenfield,
== Jamie
(& = Greenfield,
== Laura
(3} = Greenfield,
== Peter 0|
=
(Ganesl) (Seiect) :
 Trusted sites w100 v - :
= -I——W—J-

Qrawvl.e|aumshapes'\\DOE‘E‘\.:@.|& A ]
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order
- | | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 10 Select Supplier - continued

NOTE: If supplier has no ‘P’ in the site, click on ‘New Supplier’ and complete the information
required. A new ‘P’ site will be added to the database by Purchasing Services

In the case of a Supplier that is “NEW” to the University click on ‘New Supplier’ and complete
the information required. This supplier and site information will be added to the database by

Purchasing Services after verification.

oD e BT

.-C'
6\;} - !g, http:,iftr\xie.cs.uoguelph.ca:BDDIp’OAfHTML,iOA.jsp?page=for’aclep’appsp’icxp’icata\ogp’shopp\ngﬁ’webu\INonCatalogRequestfﬁ!!fé_:i_;_i |"i-.--)-gl:— ||5i5_‘ dl=stntor e g
File Edit View Favortes Tools Help
o |g0racle iProcurement: Shop [7‘ -8 e v ik Page (0 Tooks - i
ORACLE iProcurement Shopping Cart Home Logout Preferences Help @
TP Requisitions
Shopping List | Non-Catalog Request
Non-Catalog Request Shopping Cart
= Indicates required field (Clear Al ) (Add to Gart ) | Add to Favorites | Your cartis empty.
ltem Type | Goods billed by quantity [~]o]
= ltem Description |4 x 4 litre 95% Ethanol Alcohol | Supplier Name | |
| Site |
« Category |CHEMS St Contact Name | |
= Quantity |1 Phone |
= Unit of Measure [ Pax |
« Unit Price [67.00 ] Email | =
= Currency | CADL
(Glear All ) ( Add te Cart ) | Add to Favorites |
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
[~
Done. o Trusted sites H100% v . :
@
¥
=B = i [
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

ImprrOviNG LIFE

Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 11 Add to Cart

H |=IE3
i Fle Edit W¥ew Insert Format  Tools  Table  Window  Help Type aquestion For help = X
0 G5 s T a —

R e 0 i S0 - W s L M=

A4 Mormal + 14 - = -
e Iﬁg : &l http:fﬂtrlx\e‘cs‘unguelph‘ca:BEIEIl,iOA_HTMLfOA.]sp?paga:ﬂnrac\afapps,i\cxflcatalﬂgfshnpp\ngﬂwehulﬂNnnCatalngRequestF *2|[ X | |Googk Eadlhd

e | = = =

m | File Edit Wiew Fawvorites Tools  Help

- | W o [@Orac\e IProcurement: Shop I ‘ R g v | Page + () Tocks -

7 8 Shopping Cart Home Logout Preferences Hel

Z ORACLE iProcurement R iy

LU Reguisitions

ing List | Non-Catalog Request

Non-Catalog Request

Shopping Cart

= Indicates required field (Clear All | [ Add to Cart ) [ Add to Favorites | Your cartis empty
: ltern Type | Goods billed by quantity E® conract Number | re
N #* [tern Description |4 y 4 lire Ethanal Alcohal | CIhew Supplier
i Supplier Name  |GREENFIELD FINANCIAL f
+ = Category |CHEMS.SURP ré Site [TORONTO re
: = Quantity |1 Contact Name
% = Unit of Measure |Each r e Phone |
Z = Urit Price [67.00 | Fax |
> = Currency | CADE Email |

Clear All Add te Cart Add to Favorites

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright {c) 2008, Oracle. All rights reserved

Privacy Statement

B | B
EcE@=® &4 bone. =B " Trusted sites o100 v
iDraw Ly | AutoEREpEs T WO AL G@E] X~ o~

Page -27- Sec 1 27/50 At 2.3" n2z Call

| ®)5.0.p Version1-Jan .

fﬁ'&ﬂﬁ_?@ 3:21 P

If more than one item is to be ordered on the same requisition, after ‘Add to Cart’ for the 1%
item clear ‘Item Description and type new information for next line, change ‘Category’,
‘Quantity’, ‘Unit of Measure’, ‘Unit Price’ as required. When information is completed for
second line “Add to Cart’ and repeat for each new line.
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Purchasing Services - Standard Operating Procedure [S.O.P.]

scyed - Purchase Order

‘GUELPH

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

Internal On-line Requisitioning Process

CHANGING LIVES
ImPrOVING LIFE

Subject:

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 12 View Cart and Checkout

]
P Fle Edt Wew Inset Format Tools  Table  Window  Help Type aquestion for help = %
L) - m— m— — ~: Sl
T [ 1M e y=ins s Shu g - S s E @ m
L; = @ ;: ~ el httD:F’J’tr\xle.cs.uugue\Dh.ca‘EDUUOA,HTMLlOi‘lsD?Dage:furadEﬂaDDsJ'It:xﬂ\:ata\Dgﬂ5hDDirvgfwebu\fNonCata\ogbiequestl_@ [#2][>¢] [sooak |[2 B
File Edt View Favorites  Tools  Help
! = £ S 5 v x
— = = >
| e e |@oracle iPracurement: Shop 1 | - @B - i3 Page + &3 Tools ~
ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop Requisitions _‘
& Orline
Shopping List | Non-Catalog Request using Word
Non-Catalog Request Shopping Cart fleliidas
= Indicates required field (Clearall) (Addio Cal) (Addio Favorites ) oo oot g oo
Item Type | Goods billed by quantity @ Contract Number ,,,{ Recently Added Lines -
x ltem Description 4 x 4 litre 95% Ethanol Alcohol [INew Supplier 4x4litre ... 1 Each
Supplier Name  Greenfield Ethanol Inc i . SR
L 4 if (Wiew Cart and Gheckout 7l
= Category |CHEM3.SUPP e Site |P-BRAMPTON 5
= Quantity 1 i Contact Name |Magee, Marianne
* Unit of Measure Each 4 Phone. [15001256 3159212
= Unit Price 87.00 ) Fax |1-805 790-7700
= Currency .CAD@-‘ Email m.magee@comalc.com
(Clear All ] (Add to Cart ) [ _Add lo Faverites
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Qracle. All rights reserved._ Privacy Statement

< Trusted sites

iDraw~ i | AdfoShapes <
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

Subject: Internal On-line Requisitioning Process

ImpPrOVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 12 View Cart and Checkout - continued

Shopping cart can be viewed
-i- Click on *Checkout’
o

(]
i Fle Edit Wew Insert Format  Tools  Table  Window  Help Type aquestion For help + X
5 = . e -
= - - = =
; = @.\T/ | ] httpeftrivie, cs.unguelph. ca:B001 fOA_HTML{OA, Isp?0AFUNC=1CK_POR_SHOPPING_CARTEretainAM—Ye:_ti—1680688731 1 | #2 || X b
File Edit wiew Favorites  Tools  Help
= = = . > A
W o |goracle iProcurement: Checkout ‘ | - B8 dmh [k Page v {5 Tools -
orRACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop | Requisitions [ omrm—
— & online
Shopping Cart using ward
(Gawe) (Gheskowt) list fram the
Line Item Description Special Info Unit Quantity Price Amount (CAD) Delete
1 4 x 4 litre 95% Ethanol Alcohol Each | 1 87.00 CAD 87.00 i}
Total 87.00 copy”

Return to Shopping _Save ) [ Checkout )
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved.

Privacy Statement

Done

7 Trusted sites * 100% v
forawr L | AEoShapes v SO ALy BT - - == o o @
Page 12 Sec 1 121z AL SS  nz  col1 REC| [TRE T 10
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order
Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out

When all items are entered, click “checkout” and enter delivery information (all fields with *
are mandatory):

-I-  *Ship to contact: the person who is the goods/service receiver
-1lI-  *Contact Phone Ext: telephone number for the person above
-111-  Carrier Account No

-IV- Freight/ GL

-V-  *Bid/quote ref

-VI- *Tax End Use

-VI1I- *Need-by-Date

-VIl1- *Requestor — defaults to name of person entering requisition
-1X- *Deliver-to Location

-X- *Suggested Buyer

Revised: October 4, 2010 Page 32 of 79



Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

CHANGING LIVES

IProcurement Electronic Requisitioning for
Purchase Order

ImprrOviNG LIFE

Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13

1=, -1-, -1, -1V~ V-

Check out - continued

) [x]
! Fle Edt Wew Insert Format Tools  Table  Window Help Type aquestion for help » X
5 65, — e TT— —= =T
41— & vy HITEENTS - iy Lo E @m
i 6\7]- &1 http:Htr\xle.cs.ungue\ph.ca:EDDlp’OAiHTMLJOi‘|sp?paqe:fm’jleiappsflcxipnrireufwahuE‘\npigCartPG&OASE:ICXJ_ 2| |Gongle | el ;

| File Edit Wiew Favaorites Tools  Help
C e S v x
— = s - »
| & & |a0racle iProcurement: Checkout 1 | - =+ (i} Page » G Tools ~
’ ]
e Shopping Cart Home Logout Preferences =
ORACLE iProcurement e
Shop Requisitions
e & Orline
O using Ward
Requisition Information  Approvers  Review & Submit ist from the
Checkout: Requisition Information
= Indicates required field (Cancsl ) | Save | | Submit) Step 1 of 3 [MNext
= Requisition Description |4 x4 ltre 95% Ethanol Alcohol copy”
= Ship to Contact | 3
* Contact Phone/Ext
Carrier account No. |
Freight/GL |
= Bid/Quote Ref. | =
= Tax End Use v?
Delivery Billing
[JUrgent Taxable No
= Need-By Date |10-Jan-2009 00-00:00 |
(example: 24-Dec-2008 19:45:00)
= Requester \MOLLISON, MARY IR L
= Deliver-To Location Purchasing Senices | ,,5’?
= Suggested Buyer | ,,;?
Additional Line Information V]
Done " Trusted sites H100% -
iDraw v L§ [ AUEGShapes ¥ NOOHAGEHRE - Z- A== @ ap
i Pags 13 Sec 1 13113 at ln1 Calt REC| TRE (EXT| ove| | |C3K T o

@ CREATE REQUISITIC.. |

Revised: October 4, 2010

Page 33 of 79



Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

Purchase Order
Internal On-line Requisitioning Process

ImpPrOVING LIFE

Subject:

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-VI- Procedure of choosing * End Use Description

- refer to Appendix C for End Use Description

._-i- Click on flashlight

B
P Fle Edit Wew Insert Format Tools  Table Window Help Type aquestion For help = X
5 = . =
A s . 5 5 i
PP (LI L iCipE T E s Lt Bl A=)
; = @ o = | ] hepuiftrivie.cs.uoguelph.caiB001OA_HTMLIOA, raclej apps ficx{porirea/webui/ShoppingCartPGROASF=ICK_F i [ ## || X | 5000 P~
File Edit Wiew  Favorites Tools Help
. - x
2 G0 | @ orace Procurement: Checkout i) B - B - @ v [ShPage - {GiTods v
: =]
ORACLE iProcurement Shopping Cart Home Logout Preferences =
sShop || Requisitions | i
== e Online
O using Word
Requisition Information  Approvers Review & Submit ist from the
Checkout: Requisition Information
= Indicates required field Cancel ) (Sawve ) (Submit) Step 1 of 3 [Next

= Requisition Description

= Ship to Contact

= Contact Phone/Ext
Carrier account No.
Freight / GL

4 x 4 litre 95% Ethanol Alcohol
|Materiels Management
519-824-4120 ext 54229

copy”

= Bid/Quote Ref. |price list
= Tax End Use »,,S?
Delivery Billing
[JUrgent Taxable No
= Need-By Date |10-Jan-2009 00:00:00 I @
(example: 24-Dec-2008 19-45:00)
= Requester |MOLLISON, MARY | L]
= Deliver-To Location |Purchasing Senices ,,s’f
* Suggested Buyer »,,;?
Additional Line Information
" Trusted sites H100% -
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

CHANGING Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-ii- Click on ‘Go’
2 & F—
i Flle  Edit  wew U pidiinidie;

B 5<%

BuD e
2 ™ i
ﬁ ri= _efl Search and Select: Tax End Use
ormal o = — =
= E—— Zancel Select i e v G Tk
ag L) Search =
O To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the Logout Preferences —1 =
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—
Search By | Tax End Uz | | (&=2)
Results
Select Quick Select Tax End Use Description
Che; No search conducted.
i (o) (semen) [0S
D
" Trusted sites H100% v -
= Need-By Date |28-Jan-2002 00:00:00
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)
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

IMPROVING LIFE H . - P B
Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-VI- Procedure of choosing * End Use Description
- refer to Appendix C for End Use Description

-1ii- Select correct End Use Description
[

]
I File Edit Wew Insert Format Tools Table Window Help Type a guestion For help - X
q T —_— ———— e .
=
€ ity CATENPITINEATE0 0V A SR BT ] e o T R e e, e ) =1 3 e
—i| Search and Select: Tax End Use al— - = v =
(Cancel) (Select ) 5~ b Page - G Toals -
] Search =]
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"Go" button. A TEREERGE | e
Search By | Tax End Us [ [E=9)] uEE gl
list Framn the
Results
@ Pr s |1-10 B Next 10 =
Select  Quick Select Tax End Use Description i . ) [Next
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o =1 MEDICAL MEDICAL
o = OTHER OTHER
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€ ous [1-10 [ Next 10 & W
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PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

ImprrOviNG LIFE = . H P -
| | Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-iv- Click on Select

& & S E S %]
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5 — i
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"Go" button. Requisitions
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© Previous [1-10 [ Next 10 &
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< —1 FOOD FOOD
< = FUEL FUEL
® = MEDICAL MEDICAL
o) =% OTHER OTHER
o == PHARMACY PHARMACY
5 = REAL PROP REAL PROP
D o = RESEARCH RESEARCH =
< = RESEARCH & TEACHING RESEARCH & TEACHING
@ Previous [1-10 Next 10 &
" Trusted sites 100 v g
Done. = " Trusted sites ®100% - iz
cl
=
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

ChanGNG Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-VII- Procedure for ‘Need-by-Date’

Default dates can be changed by clicking on calendar and selecting correct ‘Need-by-Date’

I8 C Jusd
| e Edt vew : ; o B4 x| [ 21 *
4 U bt |g, http:,iﬂtrlxle.cs‘uoguelph‘ca:SUDIﬂOA_HTMLIOA.]sp?page:p’orac\e,iappsﬂ\cxfpor,ireqﬂwebu\ﬂShupp\ngCartPG&OASF:ICX_Fii‘ ‘§| |uw:ug\é Hﬁt\
Pl EE e

== Fle  Edit  Wiew Favories Tools  Help

Mormal + 14 pt -

o ‘ {8 Oracle iProcurementt; Checkaut

(IR o= v |5k Page - () Tooks - b
@ January [@|2000  E = Cancel) (Save] (Submit) Step | of 3 [Mext) B
« Requisitio Sun Mon Tue Wed Thu Fri Sat
«cf|28 20 30 31 1 2 3
«Contdl] 4 9 6 7 8 9 10
Carrief| 11 12 13 14 15 16 17

18 19 20 21 22 23 24
“Hl 25 26 27 P 29 30 31

(cancel

Delivery +// Trusted sites H100% -

[Urgent Taxable Mo

Pl B

511}

* |ndicates reguired field

= Requester
= Deliver-To Location

* Suggested Buyer

=
Additional Line Information
Cancel ) (Seve | (Submit) Step ] of 3 [Next)
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright () 2006, Oracle. All rights reserved Privacy Statement
|
~ =
Done. = ' Trusted sites 10w v oz
:

=
fomr s |awoshpes- N n OO A EE| - L-A-==5adj

LB EE——————

Pags -40- Sec 1 4055 At Ln Col REC TRE (ExT| Ove|| B
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

ImprOvVING LIFE

Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-VIl1-Procedure for ‘Requester’ (Requester name defaults to the requisitioner. However, the requester
is either the Principle Investigator or the authorized person for the purchase)

-i- Click on Flashlight

I Fle  Edit W <. P =1 1=
Elpalert oy ®¢ + | & heeputriie.cs.uoguelph. caiB001 JOR_HTMLIOA. 1sppage=joraciesappsiicx/porireaiwebuiishoppinaCartPGaoasF=1cx_Fi [ €2 || X | |conoe [|2]-]
G0 e 3 — =
_73 File Edit Wiewy Faworit tes. Toals Help
P4 mormal + 14 pe = = »
PEE—— e e b ‘go@\e iProcuremen k: Checkout I ‘ - ey - [ Page ~ () Took -
* Indicates required field Cancel ) (_Save ) (Submit) Step 1 of 3 @\%“

+ Requisition Description \A x 4 litre 95% Ethanol Alcohol |
= Ship to Contact | Materiels Management
= Contact Phone/Ext |519-824-4120-ext 54339
Carrier account No

Freight/ GL |
= BidfQuote Ref. price list
= Tax End Use [MEDICAL |
MEDICAL
Delivery Billing
CUrgent Taxable MNo

* Meed-By Date [28-Jan2000 00:00:00 | 5]
{example. 26-Jan-2003 19 45,00

= Requester | o
= Deliver-To Location | ¥ 4
= SLggested Buyer —,;?
Additional Line Information
Cancsl ) (Sawe ) (Submit) Step 1 of 3
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright () 2006, Oracle. Al rights resenved Privacy Statement
[~ =
Done. =1 " Trusted sites ® 100% - PS
=1
=z

sgeees-<r _________________________________________ _____________________________________]b
iprawx L |agoshepesr N W O A EE| D -Z-A-S=ga @
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

Pl i e TRy Purchase Order
-~ | Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-ii- Enter partial name of requester and click on ‘Go’
= =

i Ele  Edit  Wiew

R = = I
id4 wormal+ 14pt - fl Search and Select: Requester h - 2
— (Caneel) (Boiet) S e - Rk

Search frie  Logout Preferences [=~]] ﬁ
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the =hop Requisitions W
"Go" button.
Search By | Name [ [campbell, j |&
Results
Quick Business
Select Select Name Phone Fax Email L i A Or izati Group peomit ) Step | of 3 [Next )
(@] =, CAMPBELL, Physics Physics, Setup Setup
Sl MacNaughton Business Business

Building, 50 Stone Group Group
Road East,
Guelph, ON N1G
2W1, Canada
CAMPBELL, VTHIStewart Veterinary Setup Setup
JOANNE Bldg Teaching Hospital, Business Business
Stewart Building, Group Group
McGilvray St,
Cuelph, ON N1G
2W1, Canada
CAMPBELL, Physics Physics, Setup Setup
JOHN L MacNaughton Business Business =1
Building, 50 Stone Group Group
Road East,

Guelph, ON N1G
2W1, Canada

(Cancel ) | Select

" Trusted sits A Fem e —
i = H sites | 100%

<]
wonl

Fr———  ______ _______________________________________———— 5|
ipraw~ Ly | Adtoshapes> N\ w [J O A Al 3 @] @& | & - & - A - =
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order
- | | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-V1I1- Procedure for ‘Requester’ — continued
-iii- Select correct ‘Requester’ name from list;
iIf more names are required click on “Next 10’

= 2
P Ele  Edt  wew g',?
=3 —
44 Normal + 14 pt Search and Select: Requester | —— e
A Gl (o) PIT - Brress - Qe -
[ — Search b Logout Preferences = @
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the oo Requisitions
"Go" button.
Search By  Name[id] [campbell. | | (2=)
Results
Quick Business
Select Select Name Phone Fax Email Location Address Organization Group pit) 1 Lhiext )
Lo] =, CAMPBELL, Physics Physics, Setup Setup
== ] I MacMNaughton Business Business
Building, 50 Stone Group Group
Road East,
Guelph, ON N1G
2W1, Canada
@ £, CAMPBELL, VTH/Stewart Veterinary Setup Setup
== JOANNE Bldg Teaching Hospital, Business Business
Stewart Building, Group Group
McGilvray St,
Guelph, ON N1G
2W1, Canada
(@] = CAMPBELL, Physics Physics, Setup Setup
== JOHN L MacNaughton Business Business =
Building, 50 Stone Group Group
Road East,
Guelph, ON N1G
[Fei reeerpnada
(Concel) (Select) [@
Done o Trusted sites #100% v
= =
= " Trusted sites Rioow v lx
=1
— ‘ [
BECE<] S [>]]

frews L |agoshopess N w DO EAdG EE S -Z-A-===a @
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CHANGING LIVES
ImpPrROVING LIFE

Financial Services

Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

iProcurement Electronic Requisitioning for

Purchase Order
Internal On-line Requisitioning Process

PROCESS:

Subject:

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13

-iv- Clic

Check out - continued

‘Select’

kon
=i e A |
7 s S G@v + | ] hitmiftrisie. cs. Logueloh, c2:8001 /OA_HTMLIA. fsp7page—aracle/appsiics/parireqjwebuiShoppinaCarPaa0asr=1cx i | 47| | | cooae (2B e
% File Edit Wew Favorites Tools Help
L; — _: w ‘gorade iProcurement; Checkauk I_‘ 5 - & - [ErPage - ©FTock -
- Shopping Can Home Logout Preferences @a

ORACLE iProcurement

Shop || Requisitions

Checkout: Requisition Information
= Indicates required field

Delivery

¥ e

e
Requisition Information  Approvers  Review & Submit

Cancel ) (Bave) (Bubmit) Step 1 of 3

* Requisition Description \A 4 litre 35% Ethanol Alcohol
= Ship to Contact | Materiels Management
* Contact PhonefExt |519-624-4120-ext 54229
Carrier account No
Freight / GL
= BidiQuote Ref
= Tax End Use

|price list |

MEDICAL | 7

MEDICAL

Billing

Durgent Taxable MNo

* Need-By Date [28-Jan-200900:0000 |

(example: 26-Jan-200% 19:45:00

= Requester |[CAMPBELL, JOANNE |
= Deliver-To Location ,,,sf
= Suggested Buyer ,,;f

<]

" Trusted sites

Done.

= ooz o @

ipraw~ Ly |Adtoshapes> N\ W IO A fl 2 @l @& | & - 2~ A-=

zaaf
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- Purchase Order

Purchasing Services - Standard Operating Procedure [S.O.P.]

PROCESS:

iProcurement Electronic Requisitioning for
Purchase Order

CHANGING LIVES

Internal On-line Requisitioning Process

ImerOVING LIFE

Subject:

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-1 X-
-i- Click on Flashlight

Procedure for ‘Deliver-to Location’

X

K|

[E2E

Eile Ezf't ey m | hitp: jjtrixic. cs. uoguelph. co:B001 /OA_HTMLISA.jsp?page={foracle{appsficx/porireafwebui{ShoppingCartPaaoasr=1cx_Flu [€7 || % | [=oo
SN =
o~ Fie Edit Wiew Faworites  Tools  Help
P4 mormal + 14 pe = = =
Dy ) e ‘gorade iProcurement; Checkout I ‘ [ IR deh - [1hPage ~ () Tooks -
o Shopping Car I
ORACLE iProcurement Shopping Cart Home Logout Preferences [ =] él‘
Shop | Heumsumns
)
el
Requisition Information  Approvers  Review & Submit
Checkout: Requisition Information
= |ndicates required field Cancel) (Bave) (Bubmit) Step 1 of 3 [Mext)
= Requisition Description |4 x 4 litre 85% Ethanol Alcahal
= Ship to Contact  Materiels Management
= Contact PhonefExt |519-824-4120-ext 54229
Carrier account No
Freight/ GL
= BidfQuote Ref. price list ]
« Tax End Use MEDICAL |
MEDICAL
Delivery Billing
ClUrgent Taxable Mo =
= Meed-By Date [28-Jan-2009 00:00:00 | [E
{example: 26-Jan-2009 13 AS?
= Requester |CAMPBELL, JOANNE |
= Deliver-To Location
= SLggested Buyer :?
|
Done. = 7 Trusted sites ®i1o0%w - il
=1
=
= ooz &
ipraw~ Lp | Autoshapes~ N w [ B o o & & | S - o -
Pags -45- Sec 1 45/60 Ak 7" Ln #+ Col 1 REC| |TRK
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

ImPrOVING LIFE - . - e g .
Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out — continued

-ii- Enter first 4 dlglts of the unit from the GL codlng and click on ‘Go’

= ® D<)
" I T =) f
i Fle  Edit vew @—\: bttt — .ahjj :5:‘ x
= 14
id = 3 lc—— |l search and Select: Deliver-To Location =
i A4 normal + 14 pt 53 1) (Select ) _—
| w4 Search — — - [ZrPage v @3 Tooks =
o To find your item, select a filter item in the pulidown list and enter a value in the text field, then select the Srgait, PrEfersn = =
"Go" button. Requisitions -
Search By |Location(Oraanizatfid|[04s3  (8e)
Results
. Quick
Chs Select Select L i Or izati C|A
* Inc < = 0453-0 (UOG) Ontario Veterinary College Teaching Hospital, See Ship To ) Step 1 of 3 [Next )
e Addresses below, Canada
< By 0453-1 (UOG) Ontario Veterinary College Teaching Hospital, OVCTH, OVC
e Receiving, 50 Stone Road East, Guelph, ON N1G 2W1,
Canada
cancel ) Selact
Dl
Done /" Trusted sites H100% < . L
* Need-By Date  |28- Jan 2009 00:00:00
= Requester CAMF'EIELL IDANNE é’
= Deliver-To Location  |0453
* Suggested Buyer &
g
= " Trusted sites #100% v P
=3
[
1= = 3

Draw> L | Auoshapes> N\ W [0 O 2d ol 1 8] & | & - & - A.—f._ag!
Page -46- Sec 1 4s/61 ate.s  n3  col L REC| TRE ove || B
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

Internal On-line Requisitioning Process

CHANGING LIVES
ImprOvVING LIFE

Subject:

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Financial Services

Step 13 Check out - continued

-IX- Procedure for ‘Deliver-to Location’ - continued

-ili- Select correct Location

for shipment

= @ -
al . S i q =]
Pfle  Edt Wew Q_‘E LR AL sl = | B][X]
{1 = | 3l |l search and Select: Deliver-To Location
i A4 wormal + 14 pt - Cancel Sslect ) ———————————
e e - [k P ~ £ Tools =
ias 2 % 4 search SRR A s
O To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the Logout Preferences =
"Go" button. Requisitions T
Search By | Lacation(Oraanizat (4] 0453 | &=
Results
N Quick
Ch Select Select Location(Organization) |A
= g (&) = 0453-0 (UOG) Ontario Veterinary College Teaching Hospital, See Ship To ) Step 1 alr)
= Addresses below, Canada
@ =9 0453-1 (UOG) Ontario Veterinary College Teaching Hospital, OVCTH, OVC
e Receiving, 50 Stone Road East, Guelph, ON N1G 2W1,
Canada
Cancel ) (Selsct
D
" Trusted sites | 100% v
=TT |-
« Need-By Date  |28-Jan-2009 00:00:00
(exarnple: 26-Jan-2009 ]
= Requester |[CAMPBELL, JOANMNE 5
= Deliver-To Location 0453 4
= Suggested Buyer %2

Page -47- Sec 1 47[62 ar 6.8 n3 Ccall REC| [TRE
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
CHANGING LiVEs Purchase Order
= [Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out — continued

-iv- Click on ‘Select’

5.0 = : ——
P Ele  Edt wew e E'E]
i =@ 3)c | search and Select: Deliver-To Location
4 normal + 190t - (Cancel) (Seect)
g [
TR e | B Search
o To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the
"Go" button.
e N
Search By | Location(Oraanizat (] [0453 |G&=)
Results
Quick
Ch Select Select Location(Organization)  |Address
= Ine < =y 0453-0 (UOG) Ontario Veterinary College Teaching Hospital, See Ship To ) Step'1 of 3 [Next )
Ch Addresses below, Canada
® =% 0453-1 (UOG) Ontario Veterinary College Teaching Hospital, OVCTH, OVC
e Receiving, 50 Stone Road East, Guelph, ON N1G 2WH1,
Canada

(Cancel ) (Select

" Trusted sites HA00% v
e o,
= Need-By Date  |28-Jan-2003 00:00:00
(example: 26-Jan-2009 19
= Requester |[CAMPEELL, JOANNE rd
= Deliver-To Location 0453 rd
* Suggested Buyer &
[~] =
Done. = 7 Trusted sites HI00% v s
@
[

e — |
zaal

Page -47 - Sec 1 4762 at 6.8" 3 Co1 REC! TRE | [EXT | [OvR O
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order

CHANGING LIVES

-~ | Subject: Internal On-line Requisitioning Process

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Financial Services
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-X-  Procedure to Select Buyer
- refer to Appendix D

lashlight 7

-I- Clickon F
|2t is.0 =

> BEITENES
R Bl ey g@ ~ | &) hetputrinie.cs. uoguelph. carB001 jOA_HTMLIOA. jsp7page=jaracleappsiic/porireaiwebuiishoppingCartpGaoase=1cx_Fld | €2 || % | | coool: [[2]-] 2%
SN =
" Fie Edit Wiew Faworites  Tools  Help
i A4 Mormal + 14 pt
2 Dbl = — = o= o L
T TE w & ‘eorac\a iProcurement: Checkout I | iy deh - [ Page ~ () Took
" shopping Cant Home o]
ORACLE iProcurement Shopping Can Home Logout Prefersnces @‘é‘\
Shop | Requisitions T
)
e
Requisition Information ApProvers Review & Submit
Checkout: Requisition Information
= Indicates reguired field Gancsl) (Bave) (Bubmit) Step 1 of 3
+ Requisition Description \A % 4 litre 95% Ethanol Alcohol |
= Ship to Contact | Materiels Management
= Contact Phone/Ext |519-824-4120-ext 54229
Carrier account Mo |
Freight/ GL
= BidfQuote Ref. price list ]
* Tax End Use |MEDICAL | 7
MEDICAL
Delivery Billing
CIUrgent Taxable Mo =
= Need-By Date  |28-Jan )
(exarmple 19 AS?
= Requester |CAMPBELL, JOANNE | g
= Deliver-To Location  |0453-1 -1,3?
= Suggested Buyer 4
|
Done = " Trusted sites #100% v s
°
=
s = 8|= @ i =]
ipraw= Lg | Autoshapes~ N W [0 O A ol €2 5] & | & - o - A~
Page -48- Sec 1 45/63 At 6.5" ln3 col L REC TRE
11 2:45 AM
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order
- | | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out — continued

-ii- Enter partial last name of ‘Buyer’ and click on ‘Go’

i@ i e e s o s b e UG 2 §= e el A€ o= S A gt w1 = A 0TE ik i b =D Ui e izl = o ﬂ@‘. | =1E3 31
x
F 2|2 |s00al L=
Search and Select: Suggested Buyer - B
(Cancel ) (Select )
Search [ deh - [ Page v ) Tools =
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the Shopping Cal Home Locoul Prefersrces ==
"Go" button. I —— ) =1
Shop Requisitions
Search By | Nami[] [mo (Ga)
Results
Select Quick Select Name Business Group
i3] = MOLLISON, MARY Setup Business Group
—ams0) (s Cancel Save S ubmit Next
Done " Trusted sites ®100%
[1Urgent Taxable MNo |
MNeed-By Date  |28-Jan-2009 00:00:00 E=| 5
Requester |CAMPEELL, JOANNE e
Deliver-To Location |0453-1 &
Suggested Buyer |mo &
B
=1 " Trusted sites #100% v =
°
[
= ea 1] =T
| Asoshapes> N W [ Ol Al Bl &l | - 2-A-==7 @ =
Page -S0- Sec 1 S0/eS At 2.1" Ln 1 cal 2 REC| TRE EXT| OwR [EE4
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Purchasing Services - Standard Operating Procedure [S.O.P.]

scyed - Purchase Order
= (GUELPH

PROCESS: IProcurement Electronic Requisitioning for

Pl i e TRy Purchase Order
-~ | Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 13 Check out - continued

-X-  Procedure to Select Buyer - continued
- refer to Appendix D
-1i- Select Buyer from list

\oibitp e corunrne e B0 17t T ARG ene mUS /S Gl i h = FaB i min ot~ BEOR ConTEN A e a@@ E3 3‘
<. ry e B
Search and Select: Suggested Buyer X - |EEES
Cancel Select
Search P v B dm v [Page v @FTook v
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the hopping Cal Lome Locool Ereferences I~ =
“Go" button. . — ]
i Shop Rsquisitions
Search By | Namiid| [mo (Go)
Results
Select Quick Select Name Business Group
(o] =1 MOLLISON, MARY Setup Business Group
—_— Carcel) ((Save) (Submit Next
Cancel) (Seisct jFans=l) | save ) L submit) et
7 Trusted sites L 100% v
CUrgent Taxable MNo )
MNeed By Date  |28-Jan-2009 00:00:00 &= 3
Requester |[CAMPBELL, JOANNE rd
Deliver-To Location 04531 e e
Suggested Buyer |mo &
Bl
=1 " Trusted sites F100% - 2
<
[
=

ipraw- s |Auoshepes- N W Ol da @@ S -Z-A-S== @ J g
Page -51- Ser 1 Siss  Ares  Ins ol 1 o
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Step 13 Check out - continued

-iii- Click on “Select’

e By EUDTV RSP RCE: fe i - EEI‘ | =] E3 31
ES I o]
Search and Select: Suggested Buyer L[4 e
(cancel ) (Select )
Search % - = - [rPage - ) Tooks -+
To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the Shepping Carl Heme Lowoul Dlolelohces ==}
"Go" button. ¢ - ¢ — — B
op quisitions
Search By |[Nam«Ed [mo (&)
Results
Select Quick Select Name Business Group
(O] = MOLLISON, MARY Setup Business Group
Cancel) ( Seisct) Cance| Save Submit Next
" Trusted sites L A00% v
CUrgent Taxable Mo L]
MNeed-By Date | 28-Jan-2009 00:00:00 =] L
Requester |CAMPBELL, JOANNE e
Deliver-To Location |0453-1 e
Suggested Buyer |mo &
_ B
=) " Trusted sites L A00% v 2
e
=
ey  ____________o______________________— |5

ipraw~ L |Adoshapes~ N W DO A Al @l @& & - - A-= Enﬁl
Page -52 - Sec 1 5267 At B.8" 3 Cal REC| TRE| [ExT| Ovr| | EEK
[ CREATE REQUISITICN.. [ ] 5,0.F Version 1 - Jan ... [ & Oracle Frocurement; ... [ &8 http:fitrizie,cs.uogue. .. l e éﬂ é 248 AM
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Subject:

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
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Financial Services

Step 13 Check out - continued

MANDATORY FIELDS ARE COMPLETED

Click “Next’ (S

I

i File Edit  Wiew

|g} http:jﬂtnxle.[s‘uuguelph‘Ea:SEIEIliOAiHTMLIOA.]sp7page:fnra(\e,iappsi\(xfpnrjraqiwehu\ﬁhnpp\ng[artPG&OASF:ICXJ 1#2| | |Gu-)g\r

=22 ¢

G-

NEE

File Edit Wiew Favorites Tools Help

i A4 normal + 14 pt

W ‘gorada IProcurement: Checkout

M- - |Page v ([ Took =

=

R | B

Shopping Cat Home Logout Preferences

@‘@
Shop i Requisitions | T

ORACLE iProcurement

)

A
Requisition Information  Approvers  Review & Submit
Checkout: Requisition Information

* |ndicates required field

(Cancsl) (Save) (Submit] Step 1of3

* Requisition Description \4 x 4 litre 35% Ethanol Alcohol
= Ship to Contact ‘Malenels Management
= Contact Phone/Ext  519-824-4120-ext 54229
Carrier account Mo \
Freight/GL |
= BidiQuote Ref. |price list

= Tax End Use [MEDICAL |

MEDICAL

Delivery Billing
[Urgent Taxable Mo
p—

* Need-By Date [20-Jan-200900:00:00
(example; 26-Jan-2009 194500

* Requester |CAMPBELL, JOANNE | s
= Deliver-To Location  |0453-1 5?
= Suggested Buyer |MOLLISON, MARY rs

I~

E " Trusted sites # o -

Done. o
@
F

= @)= 7 [ ———
iprawr Ly |auoshapes N\ W OO Al 8l & D -2- A= 7
TRK | [EXT | OWR

At 6.8" Ln 3 Cal 1 REC

Sec 1 EE

B CREATE REQUISITICN . ] 85,0, version 1 - Jan ..,
=

Page -53-
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Step 14 Procedure to enter ‘Charge Account’

-i- Click “Enter Charge Account” to input the code

< ]
i File Edit Wew Insert Format  Tools  Table  Window Help Type aguestion For help = X
e € raelo 1Py ue u0E - o L terst B luyor [~ [E]x]
= @ v | ] hetpefitvisie.cs.uoquelph. c2:8001fOA_HTMLIOA. raclej sppsficxfpor freq webUifCheckou eporvod 5| [ 2] | % wogle P
2 e | ==
File: Edit Wiew  Favorites Taols Help
L - x
— — = > >
¥ 4 | @ oracle Proorement; Chckout ‘ | B - B - & - [2hrage - 3 Tods -
ORACLE' iProcurement Shopping Cart Home Logout Preferences ]
Shop || Requisitions i
—_— & Online
using Word
Requisition Information  Approvers  Review & S [l
X Error
Row 1 Charge Account - Charge account is invalid. (Program error: An error has occurred while looking up a flexfield segment
combination. Please inform your support representative that The FND_FLEX_SERVER validation function has encountered a null or =
negative combination ID () while trying to look up the segment values for this combination. This may indicate an invalid entry in the il
unigue 1D column of the combinations table.).
Requisition Information: Edit Lines
= Indicates required field (_Return )
Delivery Billing | Accounts | Aftachments E
Select Lines: (Update )( Copy ) Delets )
Select All | Select None
SelectLine Description Charge AccountlThis table shows the account information of the requisition
0 4 x 4 litre 95% Ethanol Alcohol Enter Charge Acdings, =
& TIP Click on a Split icon to allocate costs to multiple accounts.
Delivery  Biling | Accounts |' Aftachments
(Retun)
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright {c) 2006, Oracle. All rights reserved. Privacy Statement &3
=
Done  Trusted sites # 100% -
i Draw - L | AdEoShapes - ST AT E AT - Z- A== & @ F

Page 17 Sec 1 17/17 At 5.5" Ln2  Col t EC| TRE

P T TR (] creaTE REQUISITION. |

The error message “Row 1 charge Account” is regarded as a reminder to enter charging GL
code.
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PROCESS: IProcurement Electronic Requisitioning for
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| | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 14 Procedure to enter ‘Charge Account’ — continued

._-ii- Click on box for “‘UofG COA’

it Wiew Insert  Format  Tools  Table window  Help Type a question For help - X
i
/_lQracie. iPropurement:, Checkout.- Windows Interne =B
GE\, = | ] http:ftrixie.cs.unguelph.ca:8001 /OA_HTMLIOA. jsprpage=/oraclsjapps/icxjporireq webui/CheckoutLinesPaaportode=di || 2 || 5| | =000 el
File Edit wiew Favorites Tools  Help B
5 _ — T — - x
| & | @ oracke Procurement: Checkaut } | 9 - B - d=h v [:FPage - £ Tooks -
- Shopping Cart Home Logout Preferences =
ORACLE iProcurement
Shop || Requisitions
—_— SN, & Orline
7y using ward
Requisition Information  Approvers  Revie = e
Requisition Information: Split Cost Allocation
= Indicates required field (Return
Selected Line D
Line Description Unit Quantity Price Amount (CAD) =
1 4 x 4 litre 95% Ethanol Alcohol Each 1 87.00 CAD 87.00 =l
Projects | Charge Accounts | E
Line Nickname UofG COA Percent Quantity Amount (CAD) Delete
1 [~] ] 100 1 ELT
Fund_ Unit Grant Project Object TBA
|_Add Another Row | Total 100 1 87.00
il Projects | Charge Accounts |
& TIP Total allocation must equal 100% of the selected line values.
1 Apply this Cost Allocation information to all applicable requisition lines
(Return ) =
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statement |
Done " Trusted sites W 100% -
i Draw - Lg | ALEsShapes ~ SO0 AT HATI - Z- A== o @5
i Page 17 Sec 1 17]17 At 5.5 Lnz Col2 F 5 Ox )

W) CREATE REQUITSITIC .. |

Q 1:52 P
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Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 14

-iii- Enter charge account
0}

Procedure to enter ‘Charge Account’ — continued

Type a question For help - X
il= o)< | e
9l search and Select: UofG COA - - v x
Cancel ) (_Select ) ~ |2 Page - 0¥ Tools -
| Search =
4 = Fund .5 T .
= = Unit I e e Online
o n s using Word
C ”'? list From the
= Project P
« Object 4
= TBA ,,;f Return ) =
((Bearh ) [ Clear =
3 copy’
Results : ]
Zreate 87.00
Select Code Combination !
No search conducted. il
Cancel Select
il a7.00 i
| Done " Trusted sites 100w - 87.00
[ Apply this Cost Allocation information to all applicable requisition lines
Return )
Shop | Re
Copyright (c) 2006, Oracle. All rights reserved Privacy St ment )

iprawr L [AUtoShapss™ N\ L 100 P <l 88 G S| O - - A - = =

= - @

Page 16 Sec 1 1818 AcSS'  lnz  col1

" Trusted sites

— —

‘ @ oracle iProcurement; ..

/7 hitp: fftrixie.cs. (8] CREATE REQUISITIC ..
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Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 14 Procedure to enter ‘Charge Account’ — continued

-iv- Click on ‘Search’
) = B8]

P Fle Edt Wew Insert Format Tools Table Window Help Type aquestion for help = %

N EHR GRS B FI9- o840 I@W 1003 v@_liaaead!

§ A4 Normal +

I P " =163
3 ¢ hess
el aus)
=
Search and Select: UofG COA { : Getting Started v x
Cancel ) ( Select @ ®| A
Search Ol sscroeer: onli
: - '3 Office Online
~Fund (100 | . -
» Unit (045390 | & “ Connect to Microsoft OFfics Orline
[ il *  Gef the latest news about using Word
* 1000000 P
Gfanl L 'Sf = Automatically update this list from the
= Project | wieb
« Object | P
~TBA | ’J Search for: |
[ Seach ) (Clsar ) _ !
Example: "Prink more than one copy”
Results Open =
(Create ) data file WTH quote
Select Code Combination single source letter
No search conducted. single source letter test
Merged letter
] create a new document...
Done. " Trusted sites L 100%

7 sz o i eTo0
 insana st

e S L TR T P S e ]
i 3

”‘H
s
rn it i wm s i

PR 1=m

[T [ Tt o com [N Y

prawe L | autsshepess N\ W [0 ] ol £2 @ @] 5 - -
Page 16 Sec 1 1818 A58 ln2 ool 2 REC| T
!’f (& Oracle Procurement: ...

] CREATE REQUISITIC . | 1153 PM
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Step 14 Procedure to enter ‘Charge Account’ — continued

-v- Click on “Select’

=0 s = [E]x]]
i Ele Edit Wiew Insert Format  Tools  Table Window  Help Type aquestion for help + X
PD S BERIT R S8 B R =SS e @ e [

471 Normal + L S e — p— | b2 M
P e | i
T ] = S
= Fund 100 ,,5? I :Getting Started - x
Operating MTCU @@ | s
«Unit 045390 | 57
PHARMACY-CENTRAL SUPPORT SERVICES Eg Bffice Online
« Grant 000000 | & i
NON-GRANT ACTIVITY © Connect to Microsaft OFfice Onine
= Project (000000 | % “ Get tha latest news ahout using Word
Npﬂ,i'quECT ACTIVITY - AuLﬂmatlcally updats this list fram the
» Object (63251 | & :Zm
SUPPLIES - CHEMICALS/BIOCHEM
= TBA 000000000 | s Search far )
|_Beamh ) [ Clear Example: "Print more than one copy™
Results Open T
data file WTH quote
=] te
Eﬂtjcode Combination e
single source lstter test
@ 100.045390.000000.000000.63251.000000000 Merged letter
= M
(Cancel Select 5 more
| ] Create anew document. .
javascript:_LovselectReturn(*lovTable”, "AK_LovHiddenField"); /" Trusted sites ®|100% -
=
x
o
=

1919 AL55  ln2 ol 1 REC

H’ € Oracle Procurement: ... ~ bt (] CREATE REQUISITIO.. |
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Subject: Internal On-line Requisitioning Process
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Step 14 Procedure to enter ‘Charge Account’ — continued

-vi- Click on ‘Return’

[T ;

% v | &] hetputricie.cs.uoguelph.ca:B001 jOA_HTMLIOA jspPpage=joraclefappsiicx/parjreqiwebuiiCheckoutLinesPGaporhode=d| #| (%] |coogle

File Edit Wiew Favortes Tools Help

Bl = 5
: gl o o4 ‘Eorade IPracurement: Checkouk [ } % - B - A= - [ZPage ~ G Tooks -
ORACLE iProcurement Shopping Card Home Logout Preferences
Shop | Requisitions |
& &
Requisition Information  Approvers Review & Submit
Requisition Information: Split Cost Allocation
= Indicates required field Return )
Selected Line
Line Description Unit Quantity Price Amount (CAD)
14 XALITER Each 1 87.00CAD 87.00
Projects | Charge Accounts
Line Nickname UofG COA Percent Quantity Amount (CAD) Delete
1 - |100.045390.000000.000000.63251.002 | 100| [ 1] [ 8700
B Fund Unit Grant Project. Object TBA,
|_Add Another Row ) Total 100 1 87.00
Projects ] Charge Accounts
@ TIP Total allocation must equal 100% of the selected line values
[ Apply this Cost Allocation information to all applicable requisition lines
|_Return
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement @\
{E + Trusted sites H100% v
= na= @@
foes s atostepess N N\ OB A $ @ &[S - zaal

Page -50- Sec 1 50/59 At 5.9" Ln 7 Col 1
iy 513 ||| ®5.0.p ersion1-3an ..
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Step 14 Procedure to enter ‘Charge Account’ — continued

-vii- Split coding

In case of splitting coding, you can also change one of the three fields - Percent, quantity, and
Amount and then click “add another Row” to provide other GL coding. When it is complete,
click on “‘Return’.

I a:@*;ents - %

J|E2E

oguelph.ca:B001{0A_HTHL/OA. jsppage=foraclejappsjicipor reqiwebuiiCheckoutDistsPae0A_subTab | |2 || | conole

File Edit Wiew Favortes Tools  Help

w4 ‘gorada iProcurement: Checkout [ 1 - - [rPage - (oo -+

ORACLE' iProcurement Shopping Cart Home Logout Preferences

Shop || Requisitions |

Requisition Information  Ap
Requisition Information: Edit Lines
= Indicates required field (Retumn )
Delivery  Billing \ Accounts I Attachments

Select Lines: (Update ) Gopy ) Delete )

Select All | Select None

SelectLine Description Charge Account Split
B A 4 X 4 LITER 100045390 000000 000000 63251 000000000 Eﬂ

& TIP Click on a Split icon fo allocate costs to multiple accounts. )

Delivery Biling | Accounts | Attachments

(_Retum

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement

= o Trusted sites ®100% v =z
= n@z o @ I — 5]
iorawr g |auoshopess N w O EAG BEA S -L-A-==g@adp
Page -50- Ser 1 SO/S?  AESS  In7  col i R X7 | o

8] 5.0, Yersion I - Jan ... o

Split coding can also be done on this screen by clicking “split”, which brings you back to the
previous screen.

-viii- Click on “‘Next’
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PROCESS: iProcurement Electronic Requisitioning for

Subject: Internal On-line Requisitioning Process

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15

Simp

Justification, Notes to Buyer and Attachments

-i-  Add Justification if required.

ly type in the “justification” field.

-li-  Add Special notes to buyer if required.
Type

in the “note to buyer” field.

= E]x]|

question Forhelp = X

5 uoquelph.ca:B001 {0, _HTHL[OA, jspPpage—joraclsjappsiicx porireqjwebuifCheckoutSummaryPGaporktad [ | #2. | X | |ana

@ ~ @] hitpcfyrisis,

Fle Edit W¥ew Favorites Tools Help
W |§0rac\e Frorursment: Chackadk lil B - B - & v [Frage - ©Toos -
2 B
ORACLE iProcurement Shopping Cait Home Logout Preferences Help [=]}

Shop "I Requisitions

Change First Approver |

Approver Name
No results found.

Add Approver

Checkout: Review Approver List
Based on your approval authority, this requisition does nof require approval by others. (Zave ) (Submit) (Back|Step 2 of 3

Requisition Information ~ Approvers  Review & Submit

Delete

Justification |no justification required

Note To Buyer |please rush this purchass| |

Attachments

|_Add Attachments
File Name

No results found.

Copyright (c) 2006, Oracle.

_ All rights reserved. Privacy Statement

Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog

Save ) (Submit) (Back] Step 2 of 3
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help

2

Done

o Trusted sites oo -

éalzﬁﬂ@|

E
« e

iprawr lg |Auteshapes N\ W (1O M A G 8 @ | d-Z- A== @ ﬁ!

Page -39- Sec 1 39741 At 6.5" Ln 8 Cal 1 REC TRE

M Dacument1 - Micrasof .. ] ) 5,0.p Wersion - Jan ...
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Step 15 Justification, Notes to Buyer and Attachments — continued

-1li-  Add Attachments

OPTION I — Add description as attachment(s)

Under “Attachment Summary Information” section, put brief description of the attachment, and

choose “to Buyer” as category.

Under “Define Attachment” section, select “Text” as type of attachment, type in a Description

and click “Apply”

/= Self-Service Web Applications: Add Attachment - Windows Internet Explorer

@\, 3 = | nttp:sitrixie.cs uoguelph. ca:8001 0 _HTMLIOA. jsp?page=foradle/appsicxipor appravaliweby REQADDILIStPGE —caznas v | |42 [ x| | 12
% o I@SE\I’EEN\(E web Applications: Add Attachment [ R - ¥ Tool
ORACLE iProcurement rt Home Logout Prefer i
Sh Reg
Add Attachment
(Cancel) (Add Another) (Apply
Add | Desktop Filef Text/ URL
Attachment Summary Information
= Indicates required field
* Description [attachment
Category |To Buyer -
Define Attachment
Type O File |(Browse..]
OURL
@ Text Senvice call to be arranged by Dr. Smith.
Mam,
ide a name to Text attachment)
= Add Another ] (Agply
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (<) 2006, Grace. All rights reserved. Privacy Statement
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Subject:
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Step 15 Justification, Notes to Buyer and Attachments — continued

OPTION Il — Add file(s) as attachment(s)

I - Under “Define Attachment” section, select “File” as type of attachment, click on ‘Browse’
and Select File Name to Attach

(= Oracle iProcurement: Checkout - Windows Internet Explorer

@ s =[] nttp:itrixie.cs unouelph ca:B001JOR_HTHLIOA, sp7page=jor acle/apps/icx/por/appr QADDrListPGaL ! e =NORMAL rumb=|~] (2| [ X | | IS
W l@oradaupmcurament: Checkout l I B - B d - [ZrPage v @ Tools -
ORACLE iProcurement Shopping Cart Home Logout Praferences Help
Shop | Reauisitions
Requisition Information  Approvers  Review & Submit
Confirmation
Attachment "Quote_#173.pdf” has been added successfully but not saved. Complete your work to save your attachment.
Checkout: Review Approver List
Based on your approval authority, this requisition does not require approval by others. (Save) (Submit) (Back] Step 2 of 3 [Next
(Charge First Approver )
Approver Name Delete
No results found
| Add Approver
Justification [Sole source. Equipment was purchased from this company
two years ago.
Note To Buyer [Please praceed ASAP. ‘
Attachments
(_Add Attachments )
File Name |Type Description |category |Last Updated By |Last Updated |usage | update Delete Publish to Catalog
Quote_#173 pdf File quote To Buyer HUIZHU 02-Feb-2009 One-Time V2 W &
Undefined Short Text attachment To Buyer HUIZHU 02-Feb-2009 One-Time V4 1w ®,
(Save) (Submit) (Back] Step 2 of 3 [Ned
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved. Privacy Statement

" Trusted stes 100w -

| & Huizhu

Revised: October 4, 2010 Page 61 of 79



Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

Subject: Internal On-line Requisitioning Process

ImpPrOVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued
Option 111 — Blanket Order Note as attachment

In case of blanket order, use a template to give start and end date:

Choose “From Document Catalog” from the drop-down list:

(= Self-Service Web Applications: Add Attachment - Windows Internet Explorer.

@@ ~ [&] nepigterisie

quelph.ca:8001/0A_HTMLIOA. jsp?page=foracls/apps/ic/por/appr ADPIListPGs_t

arb—Nosepe—osaoss B (2] [3) | e
W & l@SelhservlceWeb»ﬂuphcatmn;‘Addnttachmenl l ]

v E) - dm v [rPage v O Tooks =

ORACL €' iProcurement

Shopping Cart Home Logout Preferences Heip

Shop Requisitions
Add Attachment

Add

(Cancel ) (_Add Another ) (_Apply
From Document Catalog

* Description |pjanket arder note
Category |To Buyer ~
Define Attachment
Type @ Fil |[Browse
O URL ‘
O Text
Name
(Optional: provide a name to Text attachment)
I Cancel Add Another ) (_Apply
Shop | Regquisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved

Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order
IMPROVING LIFE

Subject: Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

= Self-Service Web Applications: Add Attachment - Windows Internet Explorer

o~ [ e lph. ca:8001 /0 _HTML{O jsp?POPLIST_SELECT_YALUE—CREA _ATTACH_UPLOAD_PaGEE r v | €2 x| | |l2]-
W I@salhsamce Wb Applications: Add Attachment l I B - B - d - [=rPage v £ Toolks -
ORACLE' iProcurement Shopping Cart Home Logou! Ersfersnces Help
Shop | Requisitions
— —
Add Attachment

Add | From Document Catalog ~

Cancel) (Apply
Search

Please enter your search criteria and select the "Go" button to see the result. Mote that the search is case insensitive.
Name | &)

B>Show Mare Search Optians

Select Document Title

Document Type Description
No search conducted.

Category Last Updated By Last Update Date Usage
Cancel Apply
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved.

Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

Purchase Order
Internal On-line Requisitioning Process

ImpPrOVING LIFE

Subject:

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

Search the Blanket order template in the “Name” field by clicking “go”:

= Self-Service Web Applications: Add Attachment - Windows Internet Explorer.

@ o = | ] nttp:trisie. cs unguelph.c2:8001/0A_HTMLIOA. jsp?POPLIST_SELECT_VALUE=DOCCATAL

_ATTACH_UPLOAD P & | 42| x| | (=
95 40| @ self-service web Anplications: Add attachment | - B) & - [ Page - £ Teols ~
ORACLE’ iProcurement Shopping Cart Home Logout Er e
Shop | Rea
Add Attachment
(Cancsl) (Apply)
Add | From Document Catalog |~
Search
Please enter your search criteria and select the "Go” button to see the result. Note that the search is case insensitive.
Name [ =)
b Show More Search Options
Select All | Select None
Select Document Title Document Type | Categos Last Updated B Last Update Date Usage
yp! i gory { Y { o
[0 Undefined Short Text Blanket order Y/N To Buyer HUIZHU 21-Oct-2008 Template
(cancel) (Apply
Shop | Regquisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyrignt (c) 2006, Oracie. Al rignts reserved Erivacy Ststement
 Trusted sites & 100% -

% oracle Applications - ...
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

Purchase Order
Internal On-line Requisitioning Process

ImpPrOVING LIFE

Subject:

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

Choose the one with “Blanket order Y/N” description, then click “apply”:

(= Oracle iProcurement: Checkout - Windows Internet Explorer

@‘: o~ |&] hitp:ftrixie.cs uoguelph.ca:B00L/0A_HTMLIOA jsp?

istPGE,_t

= —HORMAL rumb= v (4 |[ | |

W [@ora:\e iProcuremert: Checkout I I

B - B - B Drraon @rose e

ORACL E' iProcurement

Shopping Cart Home Logout Preferences Help

shop || Requisitions
— nemers

Requisition Information  Approvers  Review & Submit
Confirmation

Attachment "Undefined” has been added successfully but not saved. Complete your work to save your attachment.
Checkout: Review Approver List
Based on your approval authority, this requisition does not require appraval by others.

(Save) (Submit) (Back] Step 2 of 3 [Hext
(Change First Approver )

Approver Name Delete

Mo results found.

| Add Approver

Justification

This Eable lists the approvers For this requisition. |

two years ago

Sole source. Equipment was purchased from this company ‘

Note To Buyer

Please proceed ASAP. ‘

Attachments
(Add Attachments )
File Name |Type |o Category |Last updated By |Last updated |usage | Uupdate Delete Publish to Catalog
Undefined Short Text Blanket order Y/N To Buyer HUIZHU 02-Feb-2009 One-Time & i @y
Quote_#173 pdf File quote To Buyer HUIZHU 02-Feb-2009 One-Time & i @y
Undefined Short Text attachment To Buyer HUIZHU 02-Feb-2009 One-Time & i @y
((Bave ) ((Submit) (Back]|Step 2 of 3 [Next)
Shop | Regquisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. Al rights reserved.

Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

IProcurement Electronic Requisitioning for
Purchase Order

Subject:

Internal On-line Requisitioning Process

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

Then click update on the blanket order attachment, fill in blanket order information and once
done, click “apply”:

(= Self-Service Web Applications: Update Attachment: - Windows Internet Explorer

@ )~ ] ntmigitricie.cs.uoguelph.ca:8001 JOR_HTMLIOA. jsp7page=foradefappsficxjpor/spar

ADPrListPGas_t e =NORMAL;

o [ @ seif-service web Applicatians:

Update attachment: | ]

ORACLE iProcurement

= Indicates required field

Update Attachment: Undefined

Attachment Summary Information

(Carcel) (Agply

= Description |Bjanket order Y/N

Category |To Buyer ~
Define Attachment
Text [Blanket order starts : ends

; cancels and supersedes

7T

Name

Copyright () 2006, Oracle. Al rights reserved

Undefined

(Optional: provide s name to Text attachment)

(Gancel) (Apply

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help

Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

Purchase Order
Internal On-line Requisitioning Process

ImpPrOVING LIFE

Subject:

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

= Self Service Web Applications: Update Attachment: - Windows Internet Explorer

o) =[] nttpspttricie. cs. ungusiph ca:3001 JOA_HTMLIOA, ssp7page=foracie]apps/icxjmorcper GApprListPGaL | e =NORMAL rumb=v || 42| % | | |[2]-
oAk I?ﬁlrsﬂvi(e Weh Applicationss: Updats Attachment: l I S - B i - [rPage v (3 Tooks -
ORACLE' iProcurement

Shopping Cart Home Logout Prefersnces Help

shep | Requisitions
— —

Update Attachment: Undefined

cancel Apply
Attachment Summary Infermation
* Indicates required field

= Description

Blanket order Y/N

Category | To Buyer ~

Define Attachment
Text

Blanket order starts: 01-JAN-2009]
ends: 31-DEC-2009;
cancels and supersedes: PO #200800226

Name |Undefined

(Optional: provide a name to Text atachment)

Cancel) (Apply)
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. Al rights reserved

Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]

Purchase Order

CHANGING LIVES

PROCESS: iProcurement Electronic Requisitioning for

-~ | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 15 Justification, Notes to Buyer and Attachments — continued

When all justifications, notes and attachments are completed, click on *Submit’

& _ _ 5] B R
G\g‘y b 1&, http:f,itrix\e‘cs‘uoguelph‘ca:BUD1IOA_HTMLIOA.isp?page:ﬂorac\efappsf\cxp’pur’fapprova\fwebu\fRqupprL\stPG&_t\:1BUE“fi:ii| Google ||EE| diexton for e gk
File Edt View Favortes Tools Help
* @ ‘go@de Procurement: Checkout I_I G- B - d v frrage v @tk

7]

Shopping Cart Home Logout Preferences Help
Shop | Requisitions |

ORACLE iProcurement

Requisition Information ~ Approvers ~ Review & Submit

Checkout: Review and Submit Requisition

| Gave Printable Page ) | Back Step Fof 3 [ Submit

Requisition 257: Total 87.00 CAD
Created By MOLLISON, MARY
Creation Date 27-Jan-2009 14:03:26
Description 4 x 4 litre 95% Ethanol Alcohol
Justification No justification required

Requisition Attachments

Last Updated |Last Publish to
File Name Type|Description Category By Updated |Usage |UpdateDelete Catalog
Greenfield File please check Internal to MMOLLISO  27-Jan- One- / i r@d
Alcohals xls attached quote Requisition 2009 Time
Lines
Details Line Description CostCenter Unit Quantity Price A t (CAD) Attach 1t
BShow 1 4 x 4 litre 95% Ethanol Alcohol 045390 Each 1 87.00CAD 87.00

Total 87.00
|_Save Printable Pags | | Back Step 3 of 3 _Submit

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help || =
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
[~
o Trusted sites 10w + o 2
@
z

= =z [@]= & @I LBBBEBBE————_—_S,_—S———————mmm—
foewr s oot N N DO AGBE - L-A-=S=sadf
we EX

Page -42- Sec 1 42/44 At 15" Ln 1 Cal 2 REC TRE E

m‘ 1] Document 1 - Micrasof... l 1) 5.0, Version 1- Jan ..,
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

Subject: Internal On-line Requisitioning Process

ImpPrOVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 16 Checkout: Review and Submit Requisition — continued

-1- Click on ‘Submit’

! File Edit Wew [Insert Format  Iools  Table  Window Help Type aquestion for help = X
R R : — - o] |
P4y € Uy le U WsEnt Chseliuut - Windues loterisn Eculujzy a Ea
S ‘G:T“ ~ | ] http:iftrixie. cs.unguelph.ca:B001/0A_HTMLIOA. jspPpage=joraclefapps/icxiporj approvaljwebuijReqappriistPee,_ti=1660 ] | #7 || X IE
S | e
File Edt iew Favorites Tools Help W
9 o |§0rade iProcurement: Checkout ‘7| B - B - & - [rae - Grocsr
L | Shopping Cat Home Logout Preferences Help
ORACLE' iProcurement
Shop | Requisitions |
—_— & Orline
using Word
Requisition Information ~ Approvers Review & Submit [t
Checkout: Review and Submit Requisition
(Save ) (Printable Page ) (Back| Step 3 of 3 (_Submit )
Requisition 236: Total 87.00 CAD o
Created By MOLLISON, MARY
Creation Date 04-Dec-2008 08:39:36
Description 4 x 4 litre 95% Ethanol Alcohol
Justification
Requisition Attachments
File Name Type Description Category Last Updated By LastUpdated Usage Update Delete Publish to Catalog
No results found.
Lines
Details Line Description CostCenter Unit Quantity Price Amount(CAD) Attachments
B> Show 1 4 x 4 litre 95% Ethanol Alcohol 045390 Each 1 87.00CAD 87.00
Total 87.00
(8awe ) (Printable Page ) ( Back Step 3 of 3 (Submit )
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
Done " Trusted sites HA00% - ‘
iDraw v Ly [ AdtoShapes - \uugm|n-g-gvm
i Page 21 Sec 1 z1/z21 At 1" Ln 1 Col 1 EC TREK T ove | B )
Start 1] CREATE REQUISITIOL.. |
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Purchasing Services - Standard Operating Procedure [S.O.P.]

Purchase Order

PROCESS: IProcurement Electronic Requisitioning for

-~ | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Step 16 Checkout: Review and Submit Requisition

Confirmation of Submitted Requisition
| ]

i File Edit Wiew Insert Format Tools Table ‘Window Help Type a question for help = 3

. — -
@ Cuuifini i - Ve Litrsa: Eepluias A=)
@:\7 ~ | ] http:/firixie. cs.unguelph.caiB001 {OA_HTML{Of. jsp?page=/oraclejapps fiodporiren/webui/ReviewsubmitPGe_ti=168068¢ | | 2 || X s 2
File Edit Wiew  Favoril ites Tools Help
§ > x
- — 5 : >
o |@(onhrmatmn ‘ | fh - B L S DRI, - AGHDS
ORACLE iProcurement Shopping Cart Home Logout Preferences
Shop | Reguisitions [
—_— & Orline
Confirmation E (e e
e ® list From the
Requisition 236 has been submitted.
To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page.
{ Continue Shopping |
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences copy”
Copyright {c) 2006, Oracle. All rights reserved. Privacy Statement
Done " Trusted sites H100% -
{Draw= lg | AltoShapes - RO AL @I - Z- A== @ @R

Page 21 Sec 1 21f21 at 5.5" tnz Co1 ] O

8] CREATE REQUISITICH..

2 @5@ 1155 PM

‘Continue Shopping’ to enter New Requisition or ‘Logout’ to exit
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order
Subject: Internal On-line Requisitioning Process

ImpPrOVING LIFE

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

VIEW, REVISE, COPY REQUISITIONS

I — Viewing requisitions

Requisitions created can be viewed by clicking on “Requisitions” tab. The status of
requisition can be seen under “status”. Once the requisition is assigned with a purchase
order, its order number will be listed as well. All underlined field in brown color can be
viewed for detailed information.

= Oracle iProcurement: Requisitions - Windows Internet Explorer.

@\- 4 =[] httpiijtrixie.cs uoguelph. ca: 8001 /OA_HTMLIOA, jsp7OAFUNE=ICK_POR_REQMGMT_SUMMARYE | plbrzr . | [*2][>] | |[2[-
@ 4 | @ oracke rocwement: Requstions = - B - [Pese - 0 Taok -
ORACLE iProcurement Shopping Cart Home Logout Preferences Help

Shop Requisitions

Shopping List | Non-Catalog Request

Requisitions

gscahl
Views
View )
© Indicates requisition with a pending change request.
Select isiti Copy To Cart ) (Cancel Requ ) (€hange ) ( Compiste ) Next 10 &
Select|Requisition Description Total (CAD) Creation Date |Status |order
< 281 Mew senvice agreement for the coming year 26,300.00 02-Feb-2009 11:47:22 Approved
O 254 whatever 3,200.00 26-Jan-2009 13:24:37 Approved 200802065
< 251 my own git 8,400.00 19-Jan-2009 08:13:42 Approved
o 21 my own gift 10,500.00 02-Dec-2008 14:56:09 Approved 200802051
< 218 checking orders 2,052.00 26-Nov-2008 12:16:47 Approved
o 217 water samples to be analyzed 6,692.40 26-Nov-2008 11:27-20 Approved 200802044
C 214 Christmas shopping - starting now 5,865.20 26-Nov-2008 09:27:26 Approved
O 21 water samples to be analyzed SI01220011 5 Hov 208 NLEI0:15) This table displays al\st\r:g of requisitions, their creation '
< 209 checking orders 1,789.00 18-Nov-2008 11:01:51 dste as well 35 status.
O 208 checking orders 2,052.00 17-Nov-2008 15:27-57 Approved 200802041
Select Copy To Carl ) | Cancel Requ ) (Change ) ( Compiste ) m Next 10 &
Shop | Reauisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

ImpPrOVING LIFE

Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Il — Revise / Change Requisitions

Requisitions can be revised before they are assigned with Purchasing Order by Purchasing
Services. Check-out information can be revised. However, only limited information on the item
can be modified, such as quantity.
click the requisition needs to be revised/changed and click “change”:

i File Edb Wew Insert Format Tools  Table  Window Help Type a question for help— » %
SiHRSRIFTE & F [[2] & o 100% - @ | Gigead
R o . i e ns & 5
H‘f@ Uraele e lies - Wfin = [B][x]
Glaaaal =
I ] 6\:_; - g‘httD:ﬂﬂtHx\e‘cs‘uDgueIDh‘ca:EDDUOA,HTML/OA‘]SD7OAFunc=lCX,CAT,SHOP,HOME&OASF=ICX,CAT,SHOP,HOME&Ietl"aFl heales oogl i o
File  Edit  View  Favori ites  Tools  Help
o |j’é0ratle\PrDturemEnt:Shnp |7‘ £ - B - = v [ZrPage - GTods -
ORACLE iProcurement Shopping Cart Home Logout Preferences Help = ]
ELETB Requisitions wiard
Shopping List | Non-Catalog Request m the
Search | Main Store [~] Go ) Advanced Search
Shopping Cart E
Stores PP _g' L
Your cart is empty.
Wit o Exchange Oracle com
Main Store
My Requisitions
| _Full List
Requisition Description Total (CAD) Status Copy Change
257 4 x 4 litre 95% Ethanol Alcohol 87 .00 Approved [ =]
56 4 x 4 litre 95% Ethanol Alcohol 176.00 Approved ] =]
253 4 X4 LITER 87.00 Approved =0
52 4 x 4 litre 95 % Ethanol Alcohol 87.00 Approved =]
23 4 x 4 litre 95% Ethanol Alcohol 87.00 Approved (=0
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
i o
D sl " Trusted sites #100% T+ |
Page 1 -
W@Dn(umentl YR | Cradle Procurement «.s P 5@% 8:28 M
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Purchasing Services - Standard Operating Procedure [S.O.P.]
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PROCESS: IProcurement Electronic Requisitioning for
Purchase Order

ImperOVING LIFE

Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

A Warning note will be appearing on the screen. Click “yes”:

) E3)
i File Edit Wew Insert Format Tools  Table Window Help Type 5 question for help— « X
INEHRISRITE L OB 908 E 0 RS S| e 1 @) Higead B
P A4 Normal : \ == — — 4— . T S —_—
U - : e |
ﬁ — 1 : =13
- @ + | & http:fitricie.cs uoguelph.ca:8001 (8_HTMLIOA, ispfrage=jaradefappsiicxficatalog/shoppingiwebuitshoppingHomePaan ] 42| x| cool Cadi ||
i -.Fll-e--Ed-IE Wiews  Favorites  Tools  Help [
e | @waring [ G- B o [reags - Gk - T
o
ORACLE iProcurement Shopping Cart Home Logout Preferences =
Shop | Requisitions | Ward
: m the
A\ Warning
Please note the following:
If you continue, the requisition will be removed from the approval or order creation process so that you can make changes. Once you
complete the checkout for the requisition, it is resubmitted for approval.
Would you like to confinue? i |
(Mo ) (¥es)
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement

iprawr Ly | -
= lbone " Trusted sites 100%

F B e é 8:28 AM
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PROCESS: IProcurement Electronic Requisitioning for
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ImperOVING LIFE = . - . .- -
Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

Change the quantity for the item:
|

I File Edit Wew Insert Format  Tools  Table  Window Help Type aquestion for help = X
(0 EHB3SRIVE 4 BT
i A4 Normal 2 . r—
P s W N ﬂ@ﬁ.
2] it trie s ogelh €:5001/0_HTMLIOR. jsp?_re=FHDDIALOGRAGER: ri=Of (i=6342541 106retsinati=aaddareall] | 42| X | | | P2
‘7Fri\VE V\t Wiew Favnrit257 Tools  Help - o Il
‘ o |(g0racle iProcurement: Checkout |7| B8 ~ [iFPage v EfTocks »
oz
oOoRrRACLE iProcurement Shopping Cart Home Logout Preferences Help e
Shop | Requisitions | Ward
- m the
Shopping Cart
(gave ) (Checkout )
Line [tem Description Special Info Unit Quantity Price Amount (CAD) Delete
1 4 x 4 litre 95% Ethanol Alcohol Each 1 87.00 CAD g700 M i
Total 87.00 i |
Return to Shoppin (Save ) (Checkout )
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2008, Oracle. All rights reserved. Privacy Statement

H
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Purchasing Services - Standard Operating Procedure [S.O.P.]

PROCESS:

IProcurement Electronic Requisitioning for
Purchase Order

ImprrOviNG LIFE

Internal On-line Requisitioning Process

Subject:

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

2 [x]
P Fle Edt Wew Insert Format Tools Table Window Help Type aquestion for help = X
NS HRGRITEIL B F9-08 O EEBE T o @ Gieead i
4. torma : — rErE———
mr L i t T aiT) i : ﬂ@ﬁi

CHAHER TN R Feinage farscilsart i ek U e RO I E Q ol | [l =
| Fle Edt vew Favortes Took Help h h o i
w |{§0rac|e Pracurement; Checkaut — G- B - - [GbPage + (G Teok -
oRrRACLE iProcurement Shopping Cart Home Logout Preferences -] -
Shop Requisitions word
= m the
o
Requisition Information  Approvers Review & Submit
Checkout: Requisition Information
Cencel) (gave ) (Submit) Step 10f 3 i
3

= Indicates required field
» Requisition Description |4 x 4 litre 95% Ethanol Alcohol

= Ship to Contact |Materiels Management
= Contact Phone/Ext |519-824-4120 ext 54229

Carrier account No. |

Freight/ GL |
* Bid/Quote Ref. |price list -
= Tax End Use |MEDICAL IE 4
MEDICAL
Delivery Billing
[Urgent Taxable No
= Need-By Date 30-Jan-2009 00:00:00 4| J
(example: 28-Jan-2009 19:45:00) -
= Requester \CAMPBELL, JOANNE | f
= Deliver-To Location 04531 &
= Suggested Buyer |MOLLISON, MARY F
Additinnal | ina Infarmatinn ¥l
Dane  Trusted sites 100 -
T e —r -
P A 8 seem
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PROCESS: IProcurement Electronic Requisitioning for
CHANGING Lives Purchase Order
- | | Subject: Internal On-line Requisitioning Process

Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

.Once done, click “submit™:

) &%
I Fle Edt Wew Insert Format Tools Table  Window  Help Type aquestion for help = X
N EH3GRITEI L B I8 EREBE T o 2@ ) Gesed i
P4 wormal i L =1 o ahs Al e
o T =
TEENT] e e : _ BEE
| T g‘http:f,itrix\a‘cs‘unqlrJValph‘ca:BDPIIOA7HTMLIOA.isp?pagE:]pr§c\afappsf\cxfppr’fapp!nva\fwahu\IReuAPprL\stPG&j\:E942@‘ 2% |aac alz |2 oo
‘”F’lh;irEd\t View Favnrlt357 Tools  Help a a - N
w & |(g0rac|e Pracurement; Checkout |7| B-8 - b Rags - [ Took <
f—
OQACLE iProcurement Shopping Cart Home Logout Preferences Help e
Shop Requisitions word
m the
Requisition Information ~ Approvers Review & Submit
Checkout: Review and Submit Requisition
Save Printable Page Back| Step 3 of 3 (_[Submit
Requisition 236: Total 87.00 CAD = |
Created By MOLLISON, MARY 7
Creation Date 04-Dec-2008 08:39:36
Description 4 x 4 litre 95% Ethanol Alcohol
Justification
Requisition Attachments
File Name Type Description Category LastUpdated By LastUpdated Usage Update Delete Publish to Catalog
No results found.
Lines
Details Line Description CostCenter Unit Quantity Price Amount (CAD) Attachments
B~ Show 1 4 x 4 litre 95% Ethanol Alcohol 045390 Each 1 87.00CAD 87.00
Total 87.00
(Save ) [Printable Page ) [ Back| Siep 3 of 3 (Submit
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
 Done " Trusted sites o0 |
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS:

IProcurement Electronic Requisitioning for
Purchase Order

ImprrOviNG LIFE

Subject:

Internal On-line Requisitioning Process

Financial Services

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

i %]
I Fle Edt Wew Insert Format Tools Table  Window Help Type aguestion for help = X
NEHRdRITE 4 B Fl9- * © | Head o
P A4 Normal ahe & M _
R | ,(\I“Q‘{fa'jﬁj = = : ﬂ@ﬁ.
O+ ) Mol s ok 001108 WL 0.t oracel ezl oebulse b messzsi L 47| (K | P17 |
‘--F-I\;_-E.d\t Wiew Favuntes_ Tools  Help B B o e
w o |f§cﬂnﬁrmatmn -8 - [ibPage v G Tock »
o
ORACLE iProcurement Shopping Cart Home Logout Preferences e
Shep || Requistions | word
- m the
Confirmation
Requisition 236 has been submitted.
To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page. E
q ) q y Req P pag 2
Continus Shopping B
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences 3
Copyright (c) 2006, Qracle. All rights reserved. Privacy Statement
EBEEE
i =
foran s | | Dane " Trusted sites H oo - |
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Financial Services

Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for
Purchase Order
Subject: Internal On-line Requisitioning Process

N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating
Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

11l - Copy requisitions
Click “copy” on the requisition to be copied from and Proceed with check-out:

|

iple  Edt  Wiew Insert Format  Tooks  Table  Window  Help Type a question for help

= &) x]

NEHRIERITE R F 8T REB S e @) deea [
= L — P

i A4 Normal

iorawr g |

Page 1

= R—

T b3

~ | ] http/trisie.cs.uogueiph caiB001 JOA_HTHLJOA. jSp?0RFUNC=ICH_CAT_SHOP_HOMEBOASF=ICK_CAT_SHOP_HOMERvat [ | 42| X | |coooe il

| Flo Edi View Favortes Took Help

| & & ‘ 1 Oracle Procurement: Shop

| G- B - o - [hPage - @Toos -

ORACLE' iProcurement Shopping Cart Home Logout Preferences Help

Shopping List

Shop Requisitions
Non-Catalog Request

Search | Main Store [~ | (82) Advanced Search
Shopping Cart
Stores PP 9
Your cart is empty.
Mainssinre Exchange Oracle.com
Main Store

My Requisitions

Requisition Description Total (CAD) Status Copy Change

257 4 x 4 litre 95% Ethanol Alcohol 87.00 Approved FE) ]

256 4 x 4 litre 35% Ethanol Alcohol 176.00 Approved ]

253 4XALITER 87.00 Approved B )

252 4 x 4 litre 95 % Ethanol Alcohol 87.00 Appraved ]

236 4 x 4 litre 95% Ethanol Alcohol 87.00 Approved S

Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights resenved. Privacy Statement

+/ Trusted sites

Wt_@ CHANGE ORDER - Mic... | 3] Document2 - Microsof...
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Purchasing Services - Standard Operating Procedure [S.O.P.]
- Purchase Order

PROCESS: iProcurement Electronic Requisitioning for

CHANGING Lives Purchase Order
= [Subject: Internal On-line Requisitioning Process
Financial Services N.B.: This website changes frequently. Please refer to http://www.fin.uoguelph.ca FORMS>Purchasing Services — Standard Operating

Procedures [S.0.P.] for the most recent version of this document (Form_SOP_PO_iPROPROCESSD3.pdf).

EL ) £ [5]]
I File Edit Wiew Insert Format Tools  Tshle  Window  Help Type aquestion forhelp ~ X
INEEHRSRITEI L B 90083 EREM])T T 0 2@ Heed B

" i e B

i A4 Normal e

File Edit  Wiew Favorites Tools  Help

B ‘goracle Pracuremant: Chackout ‘7| - B - & - [hpage v £ Tooks -

ORACLE iProcurement Shopping Cart Home Logout Preferences Help
Shop || Renuisitions

Shopping Cart

Line Item Description Special Info Unit Quantity Price Amount (CAD) Delete
1 4 % 4 litre 95% Ethanol Alcohol Each 1‘ 87.00CAD 8700 W
Total 87.00
Return to Shoppin: (5ave ) (Cheskout |
Shop | Requisitions | Shopping Cart | Home | Logout | Preferences | Help
Copyright (c) 2006, Oracle. All rights reserved. Privacy Statement
M Dane o/ Trusted sites LR TS S S
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