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1 Introduction
1.1 Document Structure

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

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

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

1.2 Key Business Processes

SL. | BUSINESS SCENARIOS DESCRIPTION

1. Purchase Order

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

1.2 | Auto-creation of Purchase Order Automatically create Purchase Order from an approved Purchase requisition.

1.3 | India Localization Taxes Add India Localization taxes in Purchase Order

1.3 | Approve Purchase Order Approval of Purchase Order

1.4 | Cancel Purchase Order Process of cancelling a purchase order.

1.5 | Reassign, Reject and request information Process of delegating the approval authority and rejection of purchase order.
Purchase Order Request for extra information.
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Step 1: Log In using User Id & Password

ORACLE’

English ~

Copyright (c) 1998, 2022, Oracle and/or its affiliates. All rights reserved.
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Step 2 : Click On the Three Lines on the Top Left

E-Business Suite * ..@B | LoggedinasPwcuserz @ (D)

Customized corporate branding image for Oracle Applications

Announcement
Welcome to Oracle E-Business Suite!

Enter Tax Declaration Add Favorites

You can personalize the choices available on (s (IACS Employee Sel._

this page by selecting favorites using the Add
Favorites icon (with a star and plus sign)

You can also select a specific start page when
you log in to Oracle E-Business Suite. Choose
Settings (gear icon) from the top of the page,
and then choose Preferences. Select the
responsibility and Page you want, and apply
your changes. The next time you log in, you will
be taken to your preferred start page instead of
this home page.

Activate Windows
Go to Settir i

Copyright (c) 1998, 2022, Oracle and/or its affiliates. All rights reserved. About this Page Privacy Statement
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Step 3: Go to India Local Purchasing -> Oracle Uprchasing -> Purchase Order -> Purchase Order

<« c A\ Notsecure  ebstestsvriacs.res.in:8020/0A_HTML/OA jsp?OAFUNc=0ASIMPLEHOMEPAGE# W a 0 :

| Search 4| a -

India Local Order Management

India Local Payables

India Local Purchasing

| Logged In As PWC_USER2

Tax Declaration Add Favorites

India Local Receivables

Oracle Purchasing

(IACS Employee Sel

India Professional User Self Service

Oracle Financiag for Ini

Inventory Party Registrations

Buyer Work Center

Legal Entity Manager ltem Definetion

Oracle Financials for India = BUDGET FORM

o Purchase Orders
Order Management Super User 5 IACS Pl Project BL

~ Screen Receiving

Payables Manager
RFQ's and Quotations

Purchasing Super User

Supply Base
Receivables Manager

Management
Report eXchange Designer

ltems

Supplier Management Administrator

Procurement Commanc = ~=*~~

Purchase Order Summary

Purchase Orders
Releases Purchase Orders
PO Change History
Pending Purchase Order Changes
Manage Deliverables

PO Change History

Exceeded Price Tolerances

ctivate Windows

# - -
ebstestsvr.iacs.res.in:8020/0A_HTML/OA.jsp?OAFunc=0ASIMPLEHOMEPAGE#

About this Page Privacy Statement
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2 Purchase Order

2.1 Auto-creation of Purchase Order

Screen: Auto-create Screen

Purpose: To create a new Purchase Order from an approved purchase requisition.

Navigation: Purchasing Responsibility> Oracle Purchasing>Auto-create

£ | Oracle Applications - UAT

Functions | Documents | Processes
Oracle Purchasing:AutoCreate

AutoCreate Documents

- Oracle Purchasing Top Ten List
+ Procurement Command Center 1. Receiving Transactions
& AutoCreate 2. Receiving Transaction Summary
+ Buyer Work Center 3. Purchase Order Summary
= Supplier ltem Catalog 4. Requisition Summary
Item Search 5. Change Organization - MRP
*, + Requisitions 6. Control Purchasing Periods
o + Purchase Orders 7. AutoCreate Documents
J + Receiving 8. Returns
= + RFQ's and Quotations 9. Receipts
+ Supply Base 0. Purchase Orders-India
+ Management
+ Items
+ Accountina
[ o ]
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Step1: Enter the approved requisition number which will be converted to a Purchase Order.Step 2:
Remove the name of the Buyer and ensure the “Buyer” field is empty. Click on “Find”

|£:] Oracle Applications - UAT

le it View ~ ools Window Help

Remove the name
IACS Corporate OU (NE of the Buyer

Enter Requisiton No Buyer
A (2350000126 Requester
Emergency PO Number Preparer
Supplier Sourcing Supplier List
Supplier Supplier Site
Document Type Document
u Global
VI Only Minimum Amount

u Show External Locations Currency

sro-ro Rate Type

Item, Rev
Job

Description

|
|
Category |
|

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

|£ | Oracle Applications - UAT

- € [E) [0 = | =2 5] 0 & S
= X
Opera g IACS Corporate OU (NE
= AutoCreate Do e
=
Requisition Line Item Rewv Category Item Description uom Quantity Unit Price Need-B
I 1 1000113 |Purchased Itel COMPUTER PERIPHERAL Number |10 10000 |25-APR{
: =
O Create =
Do = pe Standard PO - Manual Automatic

ouping Default -

Clear Find
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Step 4: Select the “Supplier” and the “Site” to whom the order will be placed. Click on “Create”

| Oracle Applications - UAT

e Edit View F Tools Window Help

1 o G oSS P XRODE LD 2G5 7

X
Operating IACS Corporate OU (NE
£ 7%
Requisition Line Item Rev Category Item Description Uom Quantity Unit Price Need-B
2350000126 1 1000113 Purchased Itel] COMPUTER PERIPHERAL Number |10 10000 25—AF'R{‘
1
obal Agreeme = ~ials] @l IACS Corporate OU (NE
Do e IACS-G/DOFFIC/Z RFQ Type
e L e
osl[=/ 8 SPL Infotech pplie e [Kolkatal
pplle = =
! o - Default -
il C Ren s :
Do e pe B = INR Rate Type
ouping [ sCic eI 07-APR-2024 Rate
Create Cancel
Cle
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Put the value — Price type, Preparer, PI Name, Gem Applicable

|=| Oracle Applications - UAT _

Tools Inquire Actions Window Help

oL el LB JACS Corporate OU (NE o-1- -, 07-APR-2024 19:34:10

o) S IACS-G/DOFFIC/240001 |1/:1= | Standard Purchase Order

AN SPL Infotech 2 Kolkata contzct ||

S Jadavpur =[5 Jadavpur SHINR |

={1)7= 88 Abhra Paul S Incomplete 75:1-|1 100,000.00 .]

Description

'O PO Header:

Price Reference Reference Documents

Agreement

e
Baisecurity Deposit 2 [l

Num  Type Item Rev Category Description UOM Quantit 112 |Direct Delivery to Institute Direct

.1 Goods 1000113 Purchased ltems. COMPUTER PERIPH| Numb| 10

Place

Quotation Number And Date
AssetID

Tender Number

Preparer
PIIName [Abhijit Basa
Gem appiicable (TN n~o

(0 1000113 COMPUTER PERIPHERALS
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2.1.1 Terms and Conditions

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

2.1.2 Copy To

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

comto [ ——

Line Murm

Terms and Conditions l

Term Code Description

1a

|DDIBANK GALIFAI DDs/Bank Gaurantee should be preferably of the Indian Mational Banks loca

|JLJR'ISDICTION In case of any litigation the matter will be dealt within the jurisdiction of High Cao

|P»‘-‘x‘f1 100% payment against delivery of goodfexecution of orders, if 10% Performance
|Pe‘-‘x‘f2 H90% payment against delivery of goods/execution of orders. 10% will be retaine
|F'A‘1"3 Fayment against LC

|F'G FPerformance Guarantee (10% of the quoted value of goods) in the form of OD of
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(i) Information
Record saved 11l

Check List

Description

Notice of Tender Inviting published(in-National daily/ITJWebsite)

Single Bid/Two Bid System

Constitution of Technical Committee incase of Two Bid System

Bid Security(EMD) in the form of DD/Bank Gaurantee of Indian Nationalized Bank received

Technical Specificafion, where applicable, complied with

Finance bids opened for Technically qualified bids only

Incase of fransportation of goods (foreign purchase) by ship, rates must be quoted on FOB

Incase of transportation of goods (foreign purchase) by air, rates may be quoted on FOB/CIF. Mandatory to give reason if rate quoted on CIF.

Response Remarks
O Yes
O No
® NA
O Yes
O No
® NA
O Yes
O No
® NA
O Yes

No

Cl®)
g

O @O0 ®00 ®00 B0
555355555385

<
]

LoggedIn AsPWC_USER2  [E4

Rows 11013




2.2 GST/ Tax/ Other charges applicable to PO

Screen: Purchase Order Screen
Purpose: To attach GST/Taxes/ Other Charges applicable in the purchase order for India.
Navigation: Purchase Order Screen->Tools Dropdown-> India Tax Details

|£ ] Oracle Applications - UAT

Tools Window Help

LSOOI CBS PSP J LSS 27

Organization [EuuliEa=10e Do - be 0 INR Amo 100000
ocatio Administration Common Release be ax Amo 18000
pplie a oice be Origina a pice be Do = be
pplie a Sle=mEi S 07-APR-2024 Original Ta oice Date Do ent Date
= 0 Bill D = P 0 O 118000
pdate/Mod
oIt Select GST Category from Tax Category SR E—

Lov to apply Tax and then Save.

Line | Shipment | Item Item Des¢ UOM Quantity| Price| Tax Catego Location HSN Code Line Amount Line Total Tax Amount| Intended Use
l 1 1 1000113 COMPU'IINUM 10110000 AR - CGST_8% + SGST_9% Administratic 100000 118000 18000 =
Or Select from Tax Rate Name individually and then set Precedences (it is L
- for selection on which tax will be applicable) -
Precedences
SL No Tax Rate Name Tax Type Tax Peint Basis Assessable Price List | Assessable Value I ‘ 2 |4 | 5 =] 7 ‘ 8 | 10 Currency Tax
K SGST_ 9% State GST ( Lia|DELIVERY | NG 07-Af -
2 CGST_ 9% Central GST ( LIDELIVERY IINR 07-Ak
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2.3 Approve Purchase Order

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

= | Oracle Applications - UAT

S AutoCreate to Purch

St s FELIEHIACS Corporate OU (ME e == 07-APR-2024 19:34:10

PO, Rev [ACS-G/DOFFIC/240001 10./:.- Standard Purchase Order
=TSN SPL Infotech == Kolkata Contact

Sll=mapei s Jadavpur =B Jadavpur Currency m

== A Abhra Paul =icfE Incomplete 3p-1=114100,000.00

Description

Price Reference Reference Documents Agreement

Item Rev Category Description UCM Quantity Price Promised
1000113 Purchased Items.| COMPUTER PERIPH|Numb |10 10000

1000113 COMPUTER PERIPHERALS
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Step 2: Submit the PO for Approval. Click on “OK”
Click on forward and choose the approval path. After select the approval path, then Select Forward To, press on OK button.

=2 | Oracle Applications - UAT

e e i

= Approve Document - IACS-G/DOFFIC/240001

Approval Details Additional Options

Encumbrance
~ Reserve Hllnreserve Unreserve Date |
M Use GL Owverride M Use Document GL Date to Unreserve Accounting Date |
Approval
 Submit for Approval Forward From |Abhra Paul
~ Forward Approval Path |DEF’ARTMENT PO HIERAR!
Forward To |DIRECTOR OFFICE
MNote -
Change =
Summary =

Transmission Methods

~ Print = XML
~ Fax FAX Number | -~ ED
 E-Mail E-Mail Address |
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Step 4 : Go to Purchase Order Summery > Enter PO Number > Find > Select the PO > Go to “Inquire”> “View Action History” to identify the
approver with whom the PO is pending for approval.

= | Oracle Applications - UAT
[} it Wiew ools Inquire Window Help
= 9 1 >€ A [ == [ 25 ] 9

= Standard Purchase Order - IACS-G/DOFFIC/240001

Rewv
Seq Action Performed By

07-APR-2024 21:0 Abhra Paul
07-APR-2024 21:0 Abhra Paul
07-APR-2024 20:3 Abhra Paul

L [ T

[ Newmeiease || Newpo ]| oo

Need-By * Distributions

Closed
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I /AL Lt E-BUsSIiness Suite

m Navigator v @ Favorites ¥ Home Logout Preferences Help

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

From Dhal, Srinivas
To Dutta, Arun
Sent 21-Jan-2013 09:52:59
ID 18008
Standard Purchase Order 64 for INR 1020.00 requires your approval.

Amount: INR 1000.00

Tax: INR 20,00

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

Description:

Forwarded From: Dhal. Srinivas

N3 Nha riniva



Step 6: The PO Approval Status changes to “Approved”

All Sites Change Status || Order Date supplier supplier Site
. Approved 21-JAN-2013 09fLah Equipments & JROLKATA, =

4|
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Step 1: Query the Purchase Order to be cancelled from Purchase Order Summary Screen. Go to Tools> Control.

Step 2: Select “Cancel PO” and provide a Reason for cancellation (Optional). Click on OK. This is an irreversible process. So in order to
proceed with cancellation click on “OK” in the Caution message.

| £ Oracle Applications - IACS_TEST_1911

File Edit Wiew Folder Tools InZadsemmmmmms

IR I Y R
E Caontrol ¢ 7 X
Ereferences
o Copy Document
Fespond To Changes
All Sites Change Histary Change Status | Order Date Supplier Supplier Site
B L e 21-JAN-2013 09 Lab Equipments & [KOLKATA &
L
1] *
| inas Plavee Palaaca Ml anas BT Mran
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POl nwg Pl oL I EEl 258 & 5= 2

Click on “Cancel PO”
In order to cancel the corresponding
) requisition, check the “Cancel
Actions Close for Invoice Requisition” check box

Close for Receiving

Finally Close

Close

GL Date

Bze Document GL Date to Unreserve

e o Cancellation Reason could
Mote to Supplier be given (optional)

B Print
WFax
W E-ail

=]
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Cancel PO

Close

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

Actions

B Use Document GL Date to Unreserve

Cancellation of PO is an
irreversible process. To proceed
with cancellation, click on “OK”
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Step 3: The PO “Closure Status” changes to “Closed” and the “Cancelled” checkbox will appear checked.

BHCY Arnount Matched Amount || Buyer Closure Status Cancelled []
. 0,00 00080hal, ke, Stinigas JClosed =
1] 3
Lines Mew Belease Mewe PO Open
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D Notification Details

A\ Not secure \ ebstestsvr.iacs.res.in:8020/0A_HTML/OA jsp?OAFUNc=FND_WFNTF_DETAILS&Ntfld=1220120&addBreadCrumb=Y&retain AM=Y8&wils... A

— (5]
— n * L0 [ ) Logged In As DIRECTOR OoFFicE @ ()

IACS Corporate OU (NEW) - Standard Purchase Order IACS-G/DOFFIC/240001,0 for
INR 118 000.00 requires your approval. | Approve And Forward | | Forward | Reject Request Information

From Paul, Abhra Attachments
To OFFICE, DIRECTOR
Sent 07-Apr-2024 21.03:06
ID 1220120
Standard Purchase Order IACS-G/DOFFIC/240001 , PO Date : 07-APR-2024,0 for INR 118 000.00 requires your approval.

Amount: INR 100 000.00
Tax: INR 18 000.00
Supplier: SPL Infotech
Supplier Site: Kolkata
Description:

Forwarded From: Paul, Abhra
Preparer: Paul, Abhra
Operating Unit: IACS Corporate OU (NEW)

Note:
From: The Registrar

To, M/S_SPL Infotech

53/5 CENTRAL ROAD ,

JADAVPUR

KOLKATA-700032

Kolkata

Price Type - Direct Delivery to Institute
Preparer Name : A Nag

P1 Name : Abhijit Basak

Department Name : Administration ACt | vate W‘ n d OWS
Project Name : No Project

Faculty Name - Administration Common Go to Settings to activ

Purchase Order Lines




D Reassign Notifications

&~ O A\ Notsecure | ebstestsvriacs.res.in:8020/0A HTML/OA.jsp? OAFunc=WF_NTF_REASSIGN&addBreadCrumb=Y&retainAM=Y&Ntfld=1220120&addB... AY

=
= (1) * 03 ‘e Logged In As DIRECTOR OFFICE (@) (O]

Notification Details >
Reassign Notification: IACS Corporate OU (NEW) - Standard Purchase Order IACS-G/DOFFIC/240001,0 for INR 118 000.00 requires your
approval. | Cancel  Submit

* Indicates required fieldUse 'Delegate’ to give another user authority to respond to a notification on your behalf, while still retaining ownership or "Transfer' to give another user complete ownership of and responsibility for that notification.

* Assignee  All Employees and Users ~ Director o @

@® DOCKETED
O Transfer notification ownership
Comments

Return to Worklist

About this Page Privacy Statement

|




D Notification Details

& © & Notsecure | ebstestsriacs.resin:8020/0OA_HTML/OAjsp?OAFunc=FND_WFNTF_DETAILS&Ntfld=1220120&addBreadCrumb=Y&retainAM=Yawls.. A ¢ [ = @® %

=3
= A x # ° | loednrorecr @ ()

IACS Corporate OU (NEW) - Standard Purchase Order IACS-G/DOFFIC/240001,0 for
INR 118 000.00 requires your approval. | Approve  Approve And Forward  Forward ﬁ 'Reassign  Request Information

From OFFICE, DIRECTOR Attachments
To Director
Sent 07-Apr-2024 21:10:33

ID 1220120
Standard Purchase Order IACS-G/DOFFIC/240001 , PO Date - 07-APR-2024,0 for INR 118 000.00 requires your approval.

Amount: INR 100 000.00
Tax: INR 18 000.00
Supplier: SPL Infotech
Supplier Site: Kolkata
Description:

Forwarded From: Paul, Abhra
Preparer: Paul, Abhra
Operating Unit IACS Corporate OU (NEW)

Note:

From: The Registrar

To, M/S.SPL Infotech

53/5 CENTRAL ROAD ,

JADAVPUR

KOLKATA-700032

Kolkata

Price Type - Direct Delivery to Institute
Preparer Name : A Nag

Pl Name - Abhijit Basak

Department Name - Administration ACt i\/ ate W ‘ n d oWws
Project Name - No Project

Faculty Name - Administration Common Go to Settin ivate Winc

Purchase Order Lines




g. (Im) D Notification Details X “F

& @] A Notsecure | ebstestsvriacs.res.in:8020/0A_HTML/OA jsp?OAFunc=FND_WFNTF_DETAILS&Ntfld=1220120&addBreadCrumb=Y&retainAM=Y&wls... A} 7

[ad
— () * 0 ‘0 Logged In As DIRECTOR (@)

IACS Corporate OU (NEW) - Standard Purchase Order IACS-G/DOFFIC/240001,0 for
INR 118 000.00 requires your approval. Approve  Approve And Forward Forward Reject Reassign | Request Information

From OFFICE, DIRECTOR Attachments
To Director
Sent 07-Apr-2024 21:10:33

ID 1220120
Standard Purchase Order IACS-G/DOFFIC/240001 , PO Date : 07-APR-2024,0 for INR 118 000.00 requires your approval.

Amount: INR 100 000.00
Tax: INR 18 000.00
Supplier: SPL Infotech
Supplier Site Kolkata
Description:

Forwarded From: Paul, Abhra
Preparer: Paul, Abhra
Operating Unit: IACS Corporate OU (NEW)

Note:

From: The Registrar

To, M/S SPL Infotech

53/5 CENTRAL ROAD

JADAVPUR

KOLKATA-700032

Kolkata

Price Type - Direct Delivery to Institute
Preparer Name : A Nag

Pl Name - Abhijit Basak

Department Name - Administration 1 1
Project Name : No Project Activate Windows

Faculty Name - Administration Common Go to Settings to activate Winds

Purchase Order Lines
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