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1. Aptos Web Services - Overview

Aptos WEB allows some core functions to be accessed in a user-friendlier format, saving
occasional users from having to learn the full product.

The main use of the Aptos web services within the University is the web requisitioning
functionality. This sub-module allows requisitions to be raised - either for internal goods or
for external orders placed through a marketplace (our current marketplace is Parabilis).
External orders not being placed via the marketplace should be raised within the Aptos core
system (see Purchase Ordering notes).

1.1.  Accessing Aptos Web Services

To access Aptos web enter the following URL into your browser:
o test system http://www-aptos/ATE/wrd/run/aws1001
o live system http:/ /www-aptos.st-andrews.ac.uk/ALl/wrd/run/aws1001

The following screen will be returned:

HELP

User ID: |
Password:

>  Enter your username and password for Aptos-web.
»  Click LOGIN.

You will then be presented with the web services menus. These may differ from other
users depending on your particular access to and use of the system.

\Welcome Traineed, Today is 04-May-2006

B3 Products And Services Ussful
B33 Requisitioning
B3 Create And Maintain Requisitions B-Flan

b Shop Shap for catalogue, Ron-catalogue snd stock ftems

[ wiew And Maintain Requisitions Search, view and maintain details of the requisition you have created apt
s
[ Maintain Favourites Set pour profile favourite and removs any requisition or matsrial favouries you have 4

chosen

|+ Store Replenishment Create @ requisition to replenish a store Lesful
sefu

B3 Authorise Requisitions

B Requisition Autharisation Authorise requisitions
(L1 Requisition Enquiries
(1 Receipting
E 3 System Administration

(3 Administration Functions

1.2.  Navigation in Aptos-web
When using Aptos-web:

> Do use the navigation buttons WITHIN the web application.

These buttons can be found at the top-right of the application screen and change
according to the screen in use e.g:

> BACK HOME HELP LOG OFF

University of St Andrews
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Do not use the navigation buttons of your web browser. e.g.
| Bk - & - @ [B) M| Qoewch [GiFavorkes Freda 3| - & =1 5

Often, unexpected effects occur if you do. (Some browsers allow this toolbar to be
hidden from view altogether.)

1.3. Password Maintenance

Your web services password and your core aptos password (if you have one) are now
identical. Changing one will automatically change the other.

The Web Services menu page reached in section 1.1 contains a ‘System Administrator’ menu
part way down the page:

B3 System Administration

B ‘3 Administration Functions
b Change Your Passward change the password you use to access Aptos Web Services

P Wiew Systern Infarmation View Getails about this version of Aptos Web Services

»  Click the ‘Change Your Password” option to give:

BACK HOME HELP LOG OFF

welcome Karen Porteous. Today is 09-Mar-2005

To change your password simply supply your existing password, a new password and confirm the new password

Old Password: |
New Password:
Confirm Password:

Enter your old password

Enter your chosen new password

Enter your new password again (just to check what was typed)
Click the SUBMIT ([E2=t]) button.

YV VYV

The screen refreshes and lets you know if the password change has been successful or
not.

1.3.1.  Unsuccessful Password Change

If the new and confirmation passwords do not match an error message is shown:
&
BACK | HOME | HELP | Lo oFF
Welcome Karen Porteous. Today is 09-Mar-2005

E20030 Your New Password And Confirmation Password Do Not Match

To change your password simply supply your existing password, a new password and confirm the new password

old Passward: b ko
New Password: EErrra—

Confirm Password: R

To try and change your password again:

> Re-enter your old and new passwords, and click submit - as before.

1.3.2.  Successful Password Change

If the new and confirmation passwords match a confirmation message is shown:

University of St Andrews
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BACK HOME HELP LOG OFF
Welcome Karen Porteous, Today is 09-Mar-2005

[ 20002 vour Password Has Besn Changed, Click HOME To Return To The Main Menu

To change your password simply supply your sxisting password, a new password and confirm the new password

old Password: |
New Password:
Confirm Password:

»  Return to the main web services page by clicking the HOME ( +ome ) button.

1.4. Reporting a problem

Generally, ‘good messages’ are shown in blue text and errors are shown in red text.
»  Please contact aptospom@st-andrews.ac.uk providing the following:

o The screen number for the screen on which you first noticed the problem. This is
found at the very top of the browser itself

3 Aptos Web Services - AWS1002 - Microsoft Internet Explorer

o  The message, including the E number. This usually appears under the page
header:

BACK HOME HELP | LoGOFF

Welcome Traineed, Today is 07-Dec-2005

EZ0533 Specify The Quantity To Cancel For This Requisition Line

o A full description of the problem, including the steps you worked through to get
to the stage where things ‘stopped behaving’

Providing all this information allows us to investigate your query fully.

Note: We can only assist with Aptos queries. The Aptos pages all have the orange-to-white
gradient header at the top of them.

University of St Andrews
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2. Creating a Requisition

2.1.  Create/Select a Basket

To get started you need a basket. You can either create a new one or use an existing basket
you may have been working on.

The first menu on the Web Services menu page should be the ‘Products & Services’ menu:

Welcome Traineed. Today is 04-May-2006

B34 Products And Services Useful

B3 Requisitioning
B 3 Create And Maintain Requisitions B-Plan
P shop Shap for catalogue, non-catslogue and stock ftems
| view And Maintain Requisitions Search, view and maintain details of the requisition pou have created aot
05
[+ Maintain Favourites Set your profile favourite and rermave any requisition or material favourites you have F
rhasen
>  Click on:

Products and Services - Requisitioning - Create and Maintain Requisitions - Shop

The ‘Shop” screen will be returned:

BACK HOME HELP LOG OFF
Welcome Traineed, Taday is 04-May-2006
To shop select a Profile and slick the Shop buttan, You can also provide a description and required by date if desired
Profile: | =l
Baskst Description: |
Required By:
‘You have previously created the following shopping baskets, To add items to an existing basket click the appropriste & ican
If you no langer require  basket use the W icon to remave it
Profile Description Created Required
AGGU - SCHOOL GEOGRAPHY AND
|- BEESRu 02-May-2006 18-May-2006 i

o The “Basket Details’ part of the screen allows you to create new baskets

o The “Existing Baskets’ section of the screen displays any unused baskets that you
may have on the system, allowing you to open them and add more items before
creating a requisition from the basket.

21.1. Create a New Basket

Select a profile from the ‘Profile” drop-down in the ‘Basket Details” section of the screen.
Enter a description to help you identify the basket

Enter a ‘required by’ date

Click the ‘Shop” button

YV VYV

2.1.2.  Select an existing basket

This is particularly useful if you've been interrupted while creating a requisition.

»  Click on the basket icon W next to the basket you want to add to, in the ‘Existing
Baskets’ section of the screen.

2.2.  Basket Detail (Requisition Lines)

The following local policy must be followed:

> Create a different requisition for stock items, internal service items, marketplace orders,
or non-catalogue items.
This ensures that each Aptos requisition number refers to a single order.

University of St Andrews
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2.2.1. Adding Lines for Aptos Materials

On the left side of the screen you will see several folders representing material groups. Within
each are sub-folders representing material subgroups and within these are actual materials:

o Stock products are represented by the ¥ icon.

o Non-stock products are represented by the = icon.

o Internal service products are represented by the &+ icon

Although Aptos will allow ‘mixed” requisitions reconciliations are easier if different
requisitions are entered for different jobs. In the case of internal services this also allows jobs
to be progressed independently where more than one has been placed with the same service

provider.

On the right hand side of the screen lies the basket detail itself.

Welcome Trainee. Today is 04-May-2006

@ searcH £ FavoURITES

BACK | HOME HELP LOG OFF

e cHEcKour T mMFo A viewITEMS

(3 aUDIO WISUAL

(13 FURMITURE

(21 IT CONSUMABLES

(23 IT HARDWARE

(23 1T SOFTWARE

(2 REFERENCE MATERIALS
(Z3 STATIOMERY

(2 TELEPHONES AND FAXES
([ Non-Catalogue Categories
(. Punch Out

Material:

Description: |

Quantity:

Cost Centre: AGGD ‘Y school Geagraphy & Geosciences

Project/Analysis Code: 000000 X UNANALTSED

Comments: =

Mark Item As A Favourite r

Highlighted Entries Are Mandatory Add Tem

égg;w ZIP CLIP FASTENERS (BOX e 053 053 6

1-AGGO-000000-4140 School Geography & Gessciences-| UMANALYSED-Srationary

>  Tostart a line, enter all required information marked in bold belowr:

Material:

Description:

Quantity:

Cost Centre:

Project/Analysis code:

Comments

Mark Item As A Favourite:

»  Browse the folders on the left to select the material
(see section 7.1 for searching for materials)
This will be populated automatically.
If a stock material is selected, the current stock and order levels
will be shown.
»>  Enter the quantity required.
Note unit of measure is displayed
If shown, this is a default for the profile
»  overwrite ONLY if appropriate - see section 9.
If this does not appear, the profile forces a cost centre.
If shown, this is a default for the profile
»  overwrite ONLY if appropriate - see section 9.
If this does not appear, the profile forces a project/analysis
code.
>  Use this to provide further information on the item to the
authoriser and/or buyer. Will not pass to supplier.
> If desired, tick to mark the individual item as a favourite.
Items marked as favourites can be seen by selecting the
FAVOURITES folder - useful for frequently ordered items.

University of St Andrews
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o ADD ITEM (m==m) to add the details, thus completing the line.
If no price exists for the material a price prompt will be shown
o CLEAR (=) to start the line again.

>

finishing lines.

To add more items/lines to your basket, repeat the previous steps for starting and

It is possible to view/cancel/amend line details, on the ‘Basket’ screen:

>

1AM BATTERY

DURACELL
(PROCELL)

1-AGGO-000000-4145 School Geography & Geosciences-

49 0.600000 29.00 ﬂ

UNAMALYSED-Tapes And Batteries

Alternatively, if you want to amend quantities or codes:

To delete a line, click the trash can on the appropriate line.

> To select an item, click on the item link in the ‘Material’ column of the list of items
you've already added.
This returns the ‘Basket line” screen, with the basket header and the full details of the
item which you selected.
BACK HOME HELP LOG OFF
Welcome Neil Sinclair. Today is 11-Jul-2011

Requisition: Reference:

Description: Dummy Test Basket

Created: 11-Jul-2011 Neil Sinclair Modified: 11-Jul-2011 Neil Sinclair

Reguested For: Profile: CFN1 - FINANCE

Status: In Progress Required: 15-Jul-2011

Total: 12.88 Pounds Sterling Location: Accounts Payable

Required: 15-Jul-2011 Modified: 11-Jul-2011

Material: UNS-ITC000359

Description:
Quantity:

Cost Centre:

Project/Analysis Code:

Quantity On Order:
Quantity Cancelled:
Vendor:

Store:

Item Net Price:
Total:

Auth/Reject Date:
Reject/Cancel Reason:
Status:

Comments:

Copy Comments to PO:

A4 PRINTER PAPER

1 Boxes
CFN1 9 Finance - General
000000 @ UNANALYSED

0
0

IT - Consumnables

12.880000
12.88

Required

Highlighted Entries Are Mandatory

Line Actions:

Quantity Issued:

Consumer:
Item NR Tax:

Location:

Finance
0.000000

Accounts Payable

1-CFN1-000000-4150

Finance - General-UNANALYSED-Computer Consumables -

General

DOCUMENTS.

University of St Andrews
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From here, lines can also be removed if necessary but additional lines cannot be added:

Select REMOVE from the ‘Line Action” drop down list.

Click GO.

A message appears to confirm the cancellation

HOME |

Vour request returned the following information:

|I| 120556 Basket Line 1 Successfully Removed

Click HOME ( wome )

HELP

LOG OFF

Select the basket you were working on (see section 2.1.2 - Select an existing basket).

Continue adding / amending lines as required
Finish the requisition off in the usual manner

Lines for Non-Catalogue Category Items

On the left side of the screen there is a folder called ‘non-catalogue categories’. There are two
types of ‘non-catalogue” materials:

o Externally provided categories are represented by the

icon.

o Internal service products are represented by the &+ icon

Although Aptos will allow ‘mixed’ requisitions reconciliations are easier if different
requisitions are entered for different jobs. In the case of internal services this also allows jobs
to be progressed independently where more than one has been placed with the same service
provider.

>

Click the “Non-Catalogue Categories’ folder in the left hand menu

Welcame Traineed. Today is 13-Jun-2006

9 searcH  (Z1 FAVOURITES

BACK | HOME | HELP | LoGoFF

Yl CHECKOUT % MFO &' IEWITEMS

T S TRTTOWER T H
(Z1 TELEPHONES AND FAXES

El 3 Non-Catalogue Categories
AV CONSUMABLES
AV PROJECTORS

Category:

Internal Service - IT Services

Description: I
BATTERIES

BOOKS Unit Of Measure: I

DATABASES Vendor:

ELECTRONIC RECORDS

Estimated Unit Price:
FURNITURE
o Quantity:

IT CONSUMABLES Cost Centre:

e Project/Analysis Code:

5 Internal Service - IT Services

=

@
Pounds Sterling
AGGD @ School Geography & Geosciences
000000 % UNANALTSED

y Comments: =

(3 Internal Service - Printing

5 Internal Service - Reprographics LI
MAJOR SOFTWARE LICENCE ighlighted Entries Are Mand v
PERIODICALS AND JOURNALS
PURCHASED SOFTWARE
STATIONERY :":jI;T:‘s of rifold brochures - see oo bape 12,00 42,50 szz.00 §F
TELEPHOMES AND FAXES — 1-AGGO-000000-4110 School Geography & Geosciences-UNANALYSED-Printing

(23 Punch out d|

To start a line, click to select the category relevant to the item being purchased

Each category is associated with a detail code for the item.

Enter all required information marked in bold below:

University of St Andrews
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Description: >  Enter an appropriate description for the line.

Unit of Measure: >  Select from the drop-down menu.

Vendor: >  Enter the vendor code, if you know the supplier of the
item (this will always be known for internal services and
must be entered).

o Click the 9 next to the field, to bring up a list
of vendors (the list will be different if the item is
marked as internally provided)

o Select the correct vendor for the item

»>  Otherwise leave blank.

Estimated Unit Price: >  Enter an estimated price of the item for externally

provided items
>  Enter the pre-agreed price of the item for internally
provided items.

Quantity: >  Enter the quantity required.

Cost Centre: If shown, this is a default for the profile

»  overwrite ONLY if appropriate - see section 9.
If this does not appear, the profile forces a cost centre.
Project/Analysis code: If shown, this is a default for the profile
»  overwrite ONLY if appropriate - see section 9.
If this does not appear, the profile forces a project/analysis
code.
Comments: Can be used to provide further information to the authoriser
and/or buyer. Will not pass to supplier.

> At this point, either:
o Click the ADD ITEM ( m@=m) to add the details, thus completing the line.
o Click CLEAR (=) to start the line again.

>  Repeat the above steps to add more items/lines to your requisition

2.2.3. Lines for Parabilis Orders
On the left hand side of the screen the folder at the bottom of the list is called ‘Punch Out’:

BACK | HoME | HELP | LOGOFF
Welcome Neil Sinclair. Today is 11-Jul-2011
@ seanch (1 FAVOURITES i cueckour B w0 # viEwmems
(£ AUDIO VISUAL
(13 HOSPITALITY AND ENTERTAINMENT Your Reference:
[ INTERNAL SERVICES Requisition Description: Dummy Test Basket
(L INTERNAL STOCK (DEPARTMENTAL STORES)
= Material:
[ IT CONSUMABLES
(3 IT HARDWARE Description:
(L] STATIGNERY
u Quantity:
(L TELEPHONES AND FAXES
{23 Non-Catalogue Categories Cost Centre: CANL A Finance - General
Bl 3 Punch Out Project/Analysis Code: 000000 Q UNANALYSED
& Parabilis
Comments:
Copy Comments To PO [ Delivery Location: Accounts Payable
Mark Ttem As A Favourite =] Required By: 15-Jul-2011

>  Open the Punch out folder
»  Click on Parabilis (the word rather than the icon is the hyperlink).

University of St Andrews
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On clicking Punch Out, the following screen will be returned:

-procurement

@rabilis

et O products  £0,00

[resnivs | st |

standpunchin

supplier directory

niversity of §t Andrews Training)

S

Supplier Directory | Duick Add

Product Search Punch-out Suppliers Browse

Saarch for suppliars: Filtar results by supplier sourca:

Note you can return to Aptos at any time without completing the order by choosing the
‘checkout empty basket option” from the ‘my basket” link.

To raise an order against a specific supplier.

>

Click the ‘search suppliers” button.

et O products  £0,00

supplier directory TRAINING [[ Help |
standpunchin (University of St Andrews Training)
[ Product Search Punch-out Suppliers Browse i Supplier Directory | Quick Add ]
Search for suppliers: Filter results by supplier source:

Supplier name: ™ parabilis Markatplacs

I™ o6cbuying selutions

™ tnelude disshled suppliers
™ @uk ple

Filter results by category

e e My Basket O products  £0.00
supplier directory e [ rebo |
standpunchin (University of St Andrewis)

[ Product Search | Punch-out Suppli | Browse i [ Supplier Directory | Quick Add ]

Search for suppliers: Filter results by supplier source:

Sl e [T parabilis Marketplace

Past Coda: [T oacbuying solutions

[ @uk plc

[T include diszbled suppliers

Filter results by category

Category description: find category |
search suppliers |

Supplier City Owner Source Actions?
Level 1
Anachem (St Andrews) Luton University of St Andrews (Parabilis ® ‘F.' ]
PANACHOOL
Antalis Ltd West Lothian University of St Andrews w=
BOC Gas (vat) Manchester University of St Andrews B=
BOC Safety [vat) Manchester University of 5t Andrews > W=
Dell (St Andrews) Bracknell University of St Andrews ® TP
PDELLCOOL
Equanet (VAT) Bury University of St Andreres (|)‘a'r$t'$iii$ © TR
Fisher Scientific {VAT} Loughbarough University of St Andrews C })élréiiilis ® wBH
Insicht (St Andrews) Sheffield University of St Andrars (P'a'r'aﬁiiis © ER
PINSIGOOS
Invitrogen (VAT) Paisley University of St Andrews (i)'a'fsiiiiis
Lyraco (St Andrews) Telferd University of St Andrews C I)'a'rai;i'lis
Onecall-Premier Farnell {St Andrews) Leeds University of St Andrews (|Jé'raﬁiii§

P

Click the arrow and globe <& or the horizontal lines == at the end of the line for the
supplier you want to use.

You will be redirected to the suppliers own site or a catalogue page for their products.

University of St Andrews
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»  Add the required items to your basket
»  Follow the appropriate checkout process when you have completed your requisition.

Before checkout is completed, the marketplace will intercept the order and return the
user to an intermediate marketplace basket page:

|'ba§ket action:

Basket Name:

P add catalogue items

P add non-catalogue items

P order form items

Office Depot (catalogue)

Delete Ttem Code [ Job ID Manufacturer Product [ Service Description Unmit Price / UDT Qty Vat Total Price (Excl)
€ toseis: Unspecified Pilat Hi-Tecpoint V5 Grip Pen Fine Red £9.53 / [ 15.0% £47.65
BX

2dd non-catalogue items

Total (Excl): £47.65

arder

There are a couple of changes you can make on this screen, if necessary:
»  Correct any line quantities
»  Remove any unwanted lines, by clicking the red cross at the start of the relevant line.

Once your basket is ok:
»  Click the ‘check out” button

ket 1 product £47.65

t coding [ el |
standpunchin (University of &t Andrews Training)
slected category: none RN TSRO

\ffice Depat (catalogue) Contract: -
Item Code /Job ID  Manufacturer Product / Service Description Catag, UnitPrice / UOL  Qty  vat  Total Price (Excl)
055183 Unspecifiad Pilat Hi-Tecpaint VS Grip Pan Fine Red 44000000 Office Equipment and Accessaries and Supplies £9.53 7 BX 5 15.0% £47.65

Total (Excl): £47.65

srabilis was and by D@ Copyright @ 2002 - 2009 Please qive us your faedback.

> Click the ‘continue’ button.

You are finally brought back through to Aptos.

University of St Andrews
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BACK HOME HELP ‘ LOG OFF
Welcome 1an Fowler. Today is 25-Nov-2009
Requisition: Reference:
Description: durnmy
Created: 25-Now-2009 Ian Fowler Modified: 25-Mov-2009 Tan Fowler
Requested For: Profile: AAHD - ART HISTORY
Status: In Progress Required: 25-Dec-2009
Total: 0.00 Pounds Sterling Location: School of Art History
1056153 Pilot Hi-Tecpoint V5 Grip Pen Fine Red [ =] [aaro Q@ art History |000000 U UNANALYSED
ADVERTISING Update

AY CONSUMABLES
A% PROJECTORS

BATTERIES

BOOKS

CARRIAGE CHARGES

CHEMICALS

DATABASES

ELECTRICAL COMPONENTS

ELECTRONIC RECORDS

ENTERTAINMENT

FURNITURE

INTERNAL SERVICES - REPROGRAPHICS UNIT
1T CONSUMABLES

1T HARDWARE

LAB CONSUMABLES WORKSHOP MATERIALS
LAB CONSUMABLES - GASES

LAB CONSUMABLES - GENERAL

MAIOR SOFTWARE LICENCES
PERIODICALS AND JOURNALS

PURCHASED SOFTWARE

Patch 20 trial catagoury

STATIOMERY

TELEPHONES AND FAXES

TRAVEL

> If the category field is blank, select the appropriate category from the drop-down list to
tell the system which product category the item belongs to.

You should only have to do this if this the first occasion a particular product has been
purchased, by anyone at the University.

This can also be used to correct the category, if an item has obviously been incorrectly
assigned, e.g. if a laser-printer has been marked as belonging to the BOOKS category...

»  Cost centre and Project/analysis codes:
o If either/both of these are shown, these are defaults for the profile - overwrite if
appropriate - see section 9.
o If either/both don’t appear, the profile forces the appropriate Cost centre and/or
project/analysis code.

When you have checked all lines have been assigned to categories, and cost centre and/or
project/analysis code amendments are completed:

»  Click UPDATE ([E£=]), to update the requisition.

You are then returned to the “Your Basket’ screen:

University of St Andrews
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@ searcr (1 FAVOURITES Y& CHECK ouT qu'l INFO & VIEW ITE

[£] AUDIO VISUAL
[ZJ HOSPITALITY AND ENTERTAINMENT
(2] INTERNAL SERVICES

Your Reference:

2 Requisition Description: test
[ INTERNAL STOCK (DEPARTHENTAL STORES)
o Material: |
|1 IT CONSUMABLES
(&0 IT HARDWARE Description: |
(2 sTATIONERY
!._] " Quantity: I
| TELEPHONES AND FAXES
[ Non-Catalogue Categories Cost Centre: CPO1 Q Procurement Office

|21 Punch Out Project/Analysis Code: 000000 Q4 UNANALYSED

Comments: ‘d
|
Copy Comments Ta PQ [ Delivery Location: | Procurement =
Mark Item As A Favourite r Required By: 07-Jul-2011
Highlighted Entries Are Mandatory Add Item
LYRECO 1 3 wesE 7

1-CPO1-000000-4140 Procurement Office- UNANALYSED-Stationery

Note that line descriptions and prices are those from the supplier's own web site and
that the vendor name is displayed.

2.2.3.1. Limitations of Marketplace Orders
The following local policies must be followed:

>  Use one marketplace session per single vendor.
This ensures that each Aptos requisition number refers to a single vendor.

> Do not use the marketplace for orders where it is necessary to send a vat certificate.

>  Store managers wishing to replenish stock via Parabilis need to refer to section 3.1
(Stock Replenishment through Parabilis) to ensure the order is coded correctly.

> Do not use the copy requisition functionality in conjunction with the marketplace. If
you try this, the PO will not be sent as it will not be recognised by the marketplace.

2.2.3.2. Problems with the Marketplace

Any problems with marketplace suppliers’ sites, or the marketplace pages themselves should
be directed to Procurement:
o Either email procurement@st-andrews.ac.uk
o Telephone: 2523
o Or refer to the “Parabilis Hints & Tips” document available at
http:/ /www.st-andrews.ac.uk/media/Parabilis_hints and_tips.pdf

2.3. Checkout

When you’ve added all the items you want to your basket, you need to check it out to create
the requisition. The checkout process automatically:

o Converts the basket to a requisition

o Sends the requisition for authorisation

Note: Once a basket has been checked out, it can no longer be added to or altered in any way.

University of St Andrews
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>  Click the CHECKOUT (& CHECKOUT ) jcon.

The ‘Check Out Basket’ Screen appears:

Welcome Neil Sinclair. Today is 11-Jul-2011

HOME HELP LOG OFF

Provide information about your requisition. Once complete click the Check Out button to create the new requisition and submit it for authorisation

Requisition Description: Dummy Test Basket

Your Reference:
15-Jul-2011

Required By:

Requested For:

Profile: CFN1 - FINANCE

Delivery Location: Accounts Payable

Comments/Reason:

Copy Comments to PO
Add Requisition References:
Add Requisition Documents: DOCUMENTS

Mark Requisition As A Favourite:

Highlighted Entries Are Mandatory

Click B REFERENCES to add references to the basket

o The information entered on the header applies to the entire requisition
o The fields with bold names are mandatory whereas the others are optional.
o The description and reference fields can be used for searching.

>  Enter all required information marked in bold below.

Requisition description:

Your reference:

Required by:

Requested for:

Profile:

Delivery Location:

Comments/Reason:
Attach Requisition Document:

Mark Requisition As A Favourite:

>  Enter a description for the requisition

This is where you can alter the one you entered

when creating the basket

> Use to quote an account number

(Field is used to populate the “Title” field on the PO

created from an marketplace requisition)

>  Enter a date when the order is required by.
o To use the date picker click on the

calendar icon (=)

> Do NOT use this

>  Select the profile to use if more than one is
shown

>  Select an alternative delivery location if
allowed to do so and ONLY if it is
appropriate.

If you require an amendment to a delivery location

address or a new delivery location is required

e-mail aptospom@st-andrews.ac.uk with details

Use this to provide further information to the

authoriser and/or buyer. Will not pass to supplier.

Only use if required. Will not become part of the

order but may assist the authoriser.

Tick to mark the whole requisition as a favourite

>  Click the checkout ([e==ou ) button to complete the requisition

You are returned to the ‘Shop’ screen:

University of St Andrews
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=

BACK HOME HELP LOG OFF

welcome Ian Fowler, Today is 25-Nov-2009

¥ [0 120562 Requisition ART 238 Successfully Submitted For Authorisation On 25-Now-2009 At 16:17:13
120559 Requisition ART 238 Successfully Created From Basket

To shop select a Profile and click the Shop button. fou can also provide a description and required by date if desired

Profile: -
Basket Description: [
Required By:

You have previously created the following shopping baskets. To add itemns to an existing basket click the appropriate & icon
If you no langer require  basket use the U ican ta remeve it

Profile Description Created  Regquired

Two messages appear at the top, confirming the successful creation of a requisition and
its submission for authorisation.
You may find it useful to note the requisition number down.

Note:
o The requisition now has to be authorised, before the system transmits it to the
appropriate store manager or external supplier.
o Requisition documents attached to the requisition will not be passed to the
supplier, store manager or internal service provider

University of St Andrews
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3. Special Cases of Web Requisitions

3.1.

Stock Replenishment through Parabilis

This only applies to Store Managers and can only be used when the purchase order of
measure is one which can be mapped to the marketplace. In practice this really means it can
only be used where the purchase unit of measure is each.

> Click on:

Products and Services - Requisitioning - Create and Maintain Requisitions - Store

Replenishment

The Stock Replenishment Requisition screen will be returned:

Welcome Neil Sinclair. Today is 22-Jul-2011

Provide information about your requisition. Once complete submit the details

Copy Requisition: -

BACK HOME HELP LOG OFF

Other Requisitions Can Be Chosen For Copy By Clicking HERE

Requisition Description:
Your Reference:

Required By: 22-1ul-2011
Requested For:

Profile:
Delivery Location:

Comments/Reason:

Mark Requisition As A Favourite:

Highlighted Entries Are Mandatory

>  Enter all required information marked in bold below.

Requisition description:
Your reference:

Required by:
Requested for:
Profile:

Delivery Location:

Comments/Reason:

Mark Requisition As A Favourite:
> Click the create button

The requisition screen is returned

>  Enter a description for the requisition

> Use to quote an account number

(Field is used to populate the “Title” field on the PO

created from an marketplace requisition)

>  Enter a date when the order is required by.
o To use the date picker click on the

calendar icon (&)

> Do NOT use this

>  Select the appropriate Stock Replenishment
profile for your store

>  Select an alternative delivery location if
allowed to do so and ONLY if it is
appropriate.

>  Use this to provide further information to the
authoriser and/or buyer. Will not pass to
supplier.

> Do NOT use this

>  Create your requisition as per section2.2.3 Lines for Parabilis Orders

University of St Andrews
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Follow exactly the same steps until you return to Aptos where a slightly different screen
is displayed

BACK HOME HELP LOG OFF

Welcome Karen Porteous. Today is 01-Sep-2011

Requisition: Reference:

Description: stock replenishemnt

Created: 01-Sep-2011 Karen Forteous Modified: 01-Sep-2011 Karen Portecus

Requested For: Profile 501 (PURDIE) STOCK REPLENISHMENT

Status: In Progress Required: 01-Sep-2011

Total 0.00 Pounds Sterling Location Biomedical Sciences Research Complex

TM301 TriGene ADVANCE Ready-to-Use Spray (1:100), 500ml 1 o |
S§1111-1000 Loose tips, 200/ Bevelled Tip, 1 x 1000 5 b
S1111-2020 Loose tips, 1000! Graduated Tip, 1 x 1000 20| >

>  Select EACH as the Unit of Measure for each item
>  Enter the appropriate stock code for each item

>  Click UPDATE ([=2=]), to update the requisition.

You are then returned to the “Your Requisition” screen:

BACK HOME HELP LOG OFF
Welcome Karen Porteous. Today is 01-8ep-2011
@ seanch (10 FAVOURITES  senororauTH  F wro ' viewmens
(Z3 AUDIO VISUAL
Requisition: BMS 1454 Your Reference:
Requisition Description: stock replenishemnt
Material:
Description:
Quantity:
TELEPHONES AND FAXES
Non-Catalogue Categories Comments
(2 Punch out
Copy Comments To PO O Delivery Location: | Biomedical Sciences Research Complex
Mark Item As A Favourite O Required By: 01-Sep-2011

Highlighted Entries Are Mandatory 2dd Ttem

STARLAE (UK} LTD ' 510 sl o
'SED-Stock Control

2 Loose tips, 200] Bevelled Tip, £ x 1000 T s 612 E= ]
UNANALYSED-Stock Centrol
UK} LTD 20 714 1220 B

1-2BS0-000000-8400 E:l:nes Shest [esm:-UNANALYSED-Stock Control

1-2850-000000-8400 Bzlznes Shest It

ooss tips, 10001 Gracuatsd Tip, 1 1000
3 Loose tips, 10001 red Tip, o

Note that line descriptions and prices are those from the supplier's own web site and
that the vendor name is displayed.

>  Click the “send for auth” button ( ¥ swerewm)

The “Aptos web services notification” screen appears

HOME HELP. LOG OFF

‘four request returned the following information:

[0 120533 requisition BMS 1454 Has Been Submitted For Approval. Click HOME To Return To The Main Menu

A message can be seen at the top confirming the requisition has ben submitted for
approval

Note:
o The requisition now has to be authorised, before the system transmits it to the
external supplier.

>  Click HOME (" )to return to the main screen
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4. Requisition Authorisation

After a requisition has been submitted for approval, the workflow model directs it to
appropriate approver(s) based on the cost centre(s) the lines are coded to. It should take a
maximum of 5 minutes to progress through the workflow model and appear on the
authorisers screen. Each cost centre has multiple approvers at each level but it is only
necessary for one of the listed approvers to actually approve the requisition to then allow it to
progress to the next stage:

\Welcome Traineed, Today is 04-May-2006

B3 Products And Services Ussful
B3 Requisitioning
B3 Create And Maintain Requisitions B-Flan

b Shop Shop for catalogue, non-catalogue and stock items
I Wiew And Maintain Requisitions Search, view and maintain details of the requisition you have created .
’ ) 0s
| Maintain Favourites Set pour profile favourite and remoue any requisition or material favourites you have P
chosen

|+ Store Replenishment Create @ requisition to replenish @ store Lesful
sefu

B ‘33 Authorise Requisitions
| Requisition Authorisation Authorise requisitions

(3 Requisition Enquiries

For authorisers, on the Web Services homepage:

»  Click on:

Products and Services - Requisitioning - Authorise Requisitions - Requisition
Authorisation

The ‘Requisition Authorisation” screen appears:

BACK HOME HELP LOG OFF
Welcome 1an Fowler. Today is 25-Nov-2009
ART 238 dummy AAHD - ART HISTORY 25-Dec-2009 ~
Highlighted Rejection Reasons Are Mandatory

For each Requisition, you can choose to either:
o Authorise, or cancel the whole requisition at header level.
o Authorise, or cancel different lines of the requisition at line detail level.
= To see the line details of any requisition awaiting authorisation, click the expand
(%) icon.
= If you choose actions at line level, when you have the requisition expanded, you
must choose an action for every line in the requisition.

Whether at header or line detail level:

> Select either “Authorise’, or ‘Cancel” in the “Actions” drop down menu.

o If a line isn’t correct, choose Cancel rather than Reject, and ask the person who
raised the requisition to order the items again with appropriate amendments. This
allows the rest of the requisition to proceed.

o Do NOT use the ‘Reject’” option at line level, as this will stall the rest of the
requisition until the rejected line has been actioned by the requisitioner.

>  Enter a reason if you cancel a requisition header or line.

»  Click the SUBMIT (E2zt]) button, once you have selected the action(s) for the requisition
you are dealing with.

The requisition now moves forward through the workflow model.

University of St Andrews
Aptos9 User Notes
20



University of St Andrews

Web Requisitioning

41. Workflow - What Happens Next?

The status of a requisition and/or its individual lines may be viewed through ‘View and
Maintain Requisitions’ (Section 5).

If a requisition fails financial approval, the status of the requisition will show as ‘Cancelled’.
After discussion with the financial approver in your department, you may wish to redo the
requisition with appropriate amendments.

Once a requisition has successfully completed all appropriate levels of financial approval, the
requisition status will normally change to ‘Approved’ (apart from Internal Services
requisitions). The requisition is then passed on to the next stage in the process. What happens
is dependent on the type of requisition you placed.

41.1. Stock Items

A requisition for a stock item will be routed to the appropriate store manager.

The store manager will then issue the goods and send them to the delivery address chosen in
section 2.3. The charge for the goods will automatically take place on issue. No further action
is necessary by the requisitioner. The requisition number will be shown on the Finance
transaction reports so the charges can be identified.

41.2. Internal Services

On approved requisitions, the requisition header status remains as ‘Submitted for
Authorisation” but the workflow messages against the individual requisition lines will
indicate they are awaiting ‘service provider approval’. This means the requisition has been
sent to the internal service provider.

Service provider approval

This allows the service provider the opportunity to accept or decline the task at the value
approved by the financial approver.

If the service provider accepts the task, the requisition header status changes to ‘approved’
and each requisition line will now have a workflow message of ‘awaiting service provider
action’.

If the service provider rejects the task, the requisition header status changes to ‘Rejected” as
does the requisition line status. Drilling down on the requisition line ‘material” allows you to
see the reason for rejection. The requisition can now be amended. The requisition will have
to be submitted for approval again and it will go back through both the financial approval
and service provider approval routines.

Service Provider Action

At this - final - stage, the service provider is given a last opportunity to reject the task.
However, they should only to this in extreme circumstances and after communicating the
situation fully. If they do, the requisition header status will appear as ‘“Approved’, and the
line status will be ‘Rejected”. You can amend the requisition as described earlier.

The service provider should now carry out the requested task. Once they have they complete
the task in Aptos and this then creates a voucher the internal vendor (service providers cost
centre) and debiting the code from the requisition. The status of the requisition will change to
‘completed” at both header and line level.
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41.3. Marketplace requisitions

A marketplace requisition is automatically converted into an approved Aptos purchase order.

The order is identical to an order created in core Aptos BUT it does not need to be sent to the
supplier as it will automatically be transmitted via the marketplace. The purchase order
number can be seen in the requisition line screen (see section 5.1). When the goods are
delivered, the purchase order must be receipted either within core (see Purchase Ordering
notes) or within web services (see section 6) to allow the invoice to be paid.

41.4. Non-Catalogue Category Items

A non-marketplace, non-stock requisition will be routed to the default buyer for the cost
centre so the buyer can convert the requisition into an order within core Aptos.
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5. Viewing Requisitions
It is sometimes necessary to view a requisition to find out what it was for.
>  Click on:

Products and Services - Requisitioning - Create and Maintain Requisitions - View and
Maintain Requisitions

BACK HOME HELP LoG oFF
welcome Traineel, Today is 13-Feh-2007

Profils: ~ | user: a

Requisition Date From 01-Jan-2007 To Status: v Order: | Descending v Fetch

s 56 stock 06-Feb-2007 Traineel  In Pragress view  add v o

GEQ 979 test line cancellation 13-Feb-2007 Trsineel  Rejected iew v Go

GEO 978 stock 08-Feb-z007 Traineel I Progress view  add v Go

GEO 977 stationery order 13-Feb-2007 Trsineel  Submitted For Authorisation iew v Go

GEO 976 test gold 06-Feb-2007 Traineel  Completed iew

GEQ 975 stock test 06-Feb-2007 Trsineel I Progress view  Add v Go

GEO 974 TEST yWR 08-Feb-z007 Traineez  Submitted For Authorisation iew v o

GE0 973 sa10 Repro materials 05-Feb-2007 Traineed  Cancelled iew

GEO 972 TEST BASKET 03-Feb-2007 Trainesz  Cancelled view

GEQ 971 TEST BASKET ONLY 03-Feb-2007 Traineez  Cancelled iew

[Trrervase | [Nextpase |

o This screen allows the user to see requisitions within the profile selected.
o Users can only view requisitions from within profiles they have access to.

Additional filters may be applied:

o By default, the users own ID is populated in the user field filter but this can be
overwritten or blanked.

o Change the default status from “in progress’ to blank (above “in progress’), to find
all requisitions or if you don’t know the requisition status.

o When using the ‘Date from’ filter, this actually means the date you started the
basket used to create the requisition, NOT the date you checked out!

Depending on the requisition status, different options may be available in the ‘items” column
and actions drop-down menu. Aptos will only show the allowed options for each requisition.

51. Items column

Items column - add

This allows lines to be added to a requisition:
>  Click ADD to the right of the requisition (this returns you to the ‘basket details” page
covered in section 2.2).

Items column - view

This allows you to view the requisition and associated details:
>  Click VIEW to the right of the requisition

This returns the ‘requisition items’ screen

BACK HOME HELP LOG OFF
welcome 1an Fowler, Today is 25-Nov-2009
Requisition: ART 238 Reference;
Description: dumnmy
Created: 25-Now-2009 lan Fowler Modified: 25-Nov-2009 Ian Fowler
Requested For: Profile: ABHD - ART HISTORY
Status;: Submitted For Authorisation Required: 25-Dec-2009
Total: 47.65 Pounds Sterling Location: School of Art History
1 Pilat Hi-Tecpoint V5 Grip Pen Fine Red (BX) OFFICE DEPOT UK LTD 5 Each 9.530000 47,65 Submitted For Authorisation
1-AAHD-000000-4140 Art History-UNANALYSED-Stationery aswaiting 'Financial Approve Level 0' 25-Hoy-2009
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When viewing the requisition detail, the messages from the workflow model indicates
the progression of the requisition through the system giving detail such as ‘Awaiting
'Financial Approve Level 0' 06-Feb-2007 and clicking on the messages gives more detail
(eg the name of the approver(s)).

BACK HOME HELP LOG OFF
welcarne Ian Fowler, Today is 25-Nov-2009
Requisition: ART 238 Reference:
Description: dumnmy
Created: 25-How-2009 Lan Fowler Modified: 25-Nov-2009 Tan Fowler
Requested For: Profile: ABHD - ART HISTORY
Status: Submitted For Authorisation Required: 25-Dec-200%
Total: 47.65 Pounds Sterling Location:
Pilot Hi-Tecpaint VS Grip Pen Fine Red (BX) OFFICE DEPOT UK LTD Submitted For Autherisation 5 Each

25-Mov-2009  Submit For Approval Completed 25-Nov-2009
25-Mov-2009  Check Budget_1 Completed 25-Nov-2009
25-Mov-2009  Financial Approve Level 0 Running

£ Dawn waddell

7 1an Carradice

o Karen Porteous

7 annette Carruthers
7 Lan Fouler

1 PatchzOtest

Similarly, from the ‘requisition items’ screen, clicking on the actual material shows
details about the material itself. In this case, a purchase order (number ART 238) was
raised for the material on 25-Nov-2009. Any receipt / invoice details would also appear
here.

BACK HOME HELP LOG OFF

Welcome 1an Fowler, Today is 25-Nov-2009

Requisition: ART 238 Reference:

Deseription: dummy

Created: 25-Nov-2009 Tan Fowler Modified: 28-Nov-2009 Tan Fowler

Requested For; Stare: AAHO - ART HISTORY

Status Submitted For Authorisation Reference 25-Dec-2009

Total: 47.65 Pounds Sterling Location School of Art History

Created: 25-Dec-2009 Hodified: 25-Nov-2009

Waterial:

Description: Pilot Hi-Tecpoint Y5 Grip Pen Fine Red (BX) 1':ftH:‘;foyn,?f,{:mnuSED,Stamnw

Quantity: 5 Each

Cost Centre: AAHO  Art History

ProjectfAnalysis Code: 000000 UNAMALYSED

Quantity Gn order: o Quantity Issued: o

Guantity Gancellad: 0 Awaiting 'Financial Approve Level 0' 25-Nov-2009
£ Dawn Waddell

vendor: POFFICO0S  OFFICE DEPOT UK LTD €] Ian Carradice

Item Net Price: 9.530000 Itermn MR Tax: 0.000000 ﬂ Karen Parteous

Total: 4765 € Annette Carruthers

£ Lan Fowler

auth/Reject Date: € Patchzotest
Reject/Cancel Reason:

Status: Subrnitted Far Autharisation

Comments:

K]

Highlighted Entries Are Mandatory

If the item was issued from an Aptos store, the issue information would be shown:

BACK HOME HELP L0G 0FF
Welcome Trainee1, Today is 13-Feb-2007
Requisition GEO 376 Reference:
Description test gold
Created: 24-Jan-2007 Trainee1 Madified 06-Feb-2007 Traineel
Requested For. store AGGO - SCHOOL GEOGRAPHY AND GEOSCIENCES
Status: Camplted Reference: 05-Feb-2007
Total: 5.00 Pounds Sterling Location: Geography and Geosciences
Created: 24-Jan-2007 Modified: 06-Feb-2007
Material: PRI-PAPO000L
1-AGGO-000000-4140
Description: MOTIF GOLD A4 80gsm Schaol Geography & Geosciences-UNANALYSED- Statianery
Quantity: 500 Each
Cost Centre: AGGO  School Geography & Geosciences
Project/Analysis Code: 000000 LINANALYSED
Quantity On Order: o Quantity Tssued s00
Quantity Cancelled: 0 (57> 087980 GeED
vendor:
store Printing Consumer: School Geography _ Geosciences
Campleted ‘Requisition Pracessing Complete’ 06-Fb-2007
Item Net Price: 0.010000 Itern HR Tax 0.000000
Total s.00
Auth/Reject Date 06-Feb-2007
Reject/Cancel Reason:
Status Issued
Comments
Highlighted Entries Are Mandatory (e ]
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Actions column

When available, there are two options in the actions column - ‘submit for approval’ and
‘cancel’.

To submit requisitions for approval or cancel them from this screen:

>
>

Select the option from the Action drop-down list to the right of the requisition
Click ‘GO'.

Cancelling a Whole Requisition

>
>

[ T O - - — _

BACK HOME HELP LOG OFF
Welcome Ian Fowler, Today is 25-Nov-2009
Profile: [ =] user:  [iHF Q
Requisiton:  [aRT | [238 Date From: Tos Statusi  [In Progress = order:  [Desconding =]
ITs 223 oL Test Do Mot Commit 06-May-2009 Lan Fowler In Progress view  add
Prey

Choose cancel from the actions drop-down on the chosen requisition line.
Click GO.

A confirmation screen is shown:

BACK | HOME | HELP | LoGoFF
Welcame Tan Fowler. Today is 25-Nov-2009
[0 120504 1dentify Reason Why The Requisition Is To Be Cancslled

Requisition: ITs 223 Refersnce: oo1
Description: Test Do Mot Commit
Created: 06-May-2009 Ian Fowler Modified: 06-May-2009 Ian Fowler
Requested For: Profile: ITS STOCK REPLENISHMENT
Status In Progress Required: 06-May-2003
Total: 0.00 Pounds Sterling Location: LIS WORKSHOP
Cancellation Reason Mo Longer Required v Confirm

d

Select the reason for cancelling the requisition
Click the confirm button.

A ‘successfully cancelled” message will be displayed and the requisition will no longer
appear on the list.

BACK HOME HeLP LoG oFF
Wwelcome 1an Fowler. Today is 25-Nov-2009
(] 120517 Requisition ITS 223 Suceessfully Cancelled
Requisition s 223 Reference oo1
Deseription: Test Do Not Commit
Created: 06-May-2009 Ian Fowler Maodified: 25-Nov-2009 Ian Fowler
Reguested For: Profile ITS STOCK REPLENISHMENT
Status Cancelled Mo Longer Required Required: 06-May-2003
Total: 0.00 Pounds Sterling Loeation: LIS WORKSHOP
Cancellstion Reszon: =

Viewing/Cancelling requisition lines

Click on the requisition number in the ‘your requisitions’ screen so see the actual lines.

To cancel a line:

YV VYV

Select CANCEL from the “Actions” drop down list on the appropriate line
Click GO.

Enter the number to be cancelled

Click CONFIRM

A message appears to confirm the cancellation
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>  Click BACK ( ® ) to return to the requisition items screen
>  Click BACK again to return to the “Your requisitions” screen.

To amend a line:

> Click on the “material” of the line to be amended
> Amend the quantities / codes as necessary

>  Click UPDATE

A message appears to confirm the update has been successful

>  Click BACK again to return to the “Your requisitions” screen.
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6. Web Receipting

Web receipting allows an alternative method for receipting Aptos Purchase Orders.

It is especially useful for orders raised via the marketplace or if the only Aptos function a user
needs is to be able to receipt orders.

6.1. Create a Receipt

>  Receipt one Purchase Order at a time

HELP LOG OFF
welcome Trainee1. Today is 13-Feb-2007

B1E3Products And Services Useful Links
B 33 Requisitioning
E(] Create And Maintain Requisitions B-Plan Home Page
(1 Authorise Requisitions
(1 Requisition Enquiries Aptos Home Page
B3 Receipting

B3 Create And Maintain Receipts Useful Dacuments

| Create & Receipt Create @ new recsipt

| view And Maintain Receipts Search, view and maintain details of the raceipts you have created
(3 stock Issue Acknowledgements
B33 System Administration

(3 Administration Functions

>  Click on:
Products and Services - Receipting - Create and Maintain Receipts - Create a Receipt

BACK HOME HELP LOG OFF

Welcome Trainees. Today is 16-Mar-2006

EI 120537 Provide Information About Your Receipt, Once Complete Submit The Details

Receipt:

vendor: 9
Receipt Date: 16-Mar-2006

Receipt Time: 15:15:49

Created By: TRAIMEES Traineed

Carrier: -~

Zhipping Adwice Ref:
Bill Of Lading:
GRM:

Stock Reason:

Corments:

Status: Mew Receipt

Highlighted Entries Are Mandatory

>  Enter the GRN (Delivery note no) in the ‘GRN’ field.
»  Click the ‘Create” button.

This brings up a search screen

BACK HOME HELP LOG OFF

Welcome Trainee9, Today is 16-Mar-2006

IIl 120543 Select PO Lines From A PO To Add To Receipt Or Click BACK To Go To Previous Page

Wendor: Location: Hold: Exclude &
PO Prefiz/Serial: 1 Reqn. Prefix/Serial: Fully Received: Exclude »
Date From: Date To: Fully Invoiced: Exclude

Order: Descending %

|| [Submt ]
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In the ‘PO Profile” section:

If the PO number is known - it should be quoted on the delivery note!
>  Enter the PO Prefix and Serial Number in the ‘PO Prefix/Serial’ box
>  Click Fetch

If the PO number is unknown
>  Enter a date in the ‘Date from’ box that precedes the date the order was raised.
»  Click Fetch

All POs placed after that date now appear in the bottom half of the screen.

To find the PO you want to receipt:
> Click on the at the start of a line to check the contents of a PO.

BACK | HOME | HELP LOG OFF
\Welcome Trainee9. Today is 16-Mar-2008
vendor: Lacstion: Hold: Exclude %
PO Prefixs/Serial: [ i ) Regn. Prefix/Serial: Fully Received: Exrcrludre w
Date From: |14-Mar-2006 . Date To: Fully Invoiced: Exclude »
Order: Descending »
® [] GEC 481 GETECH LTD 15-Mar-2006 Pounds Sterling 2,455.00
s 5 Geagraphy and
1 Toshiba Tecra M3 (ORSO19EM] (each) 15-Mar-2006 e ___E_a__ch__ | 3
] crumpler The Girmp 15 (sach 15-Mar-zone S209raphy and Each v al
2 P P

Geosciences
Crurnpler Bens Pizza Camera Case HL

3 25.5x18x13cm (Steel Grey/Firebrick Red) 15-Mar-2006 ge”gr?phy grid Each v 1]
(Each) E0SCIENCES

= D GEQ 430 OFFICE DEPOT UK LTD 15-Mar-2006 Pounds Sterling 25.90

= D GEC 478 SUFPLIES TEAM SCOTLAMND 15-Mar-2006 Pounds Sterling 904.24

— s ann Pt e e i e AR RERAT e a4 i mnns LSy STR - An

For the PO/requisition that you want to receipt

>  Tick the checkbox at the start of each PO line that contains goods you’ve received.

> Alter the ‘Rec. Qty’ for each PO line, so that it reflects the actual quantity of goods
received

> Click the ‘submit’ button at the bottom right of the screen

BACK | HOME | HELP LOG OFF
Welcome Traineed. Today is 16-Mar-2006
2145 16-Mar-z00& GETECH LTD Mew Receipt w | Go
Comrments:
1 GED-481/1: Toshiba Tecra M3 (DRS019EN) (each) 3: _Each he D
Candition: | ACCEFTABLE » | stare: | * | Comments:
2 GED-481/2: Crumpler The Gimp 15 {each) 3 -Eﬁch_ . I
Condition: | ACCEPTABLE v | Stare: | ¥ | Comments: |
GEO-481/3: Crumpler Bens Pizza Camera Case XL 25.5x18x13cm (Steel 1
3 Grey/Firebrick Red) (each) 1] [Each @ 0
Condition: v | Store! | | Comments!
Update

In the “Description” section:

> Select “Acceptable’ or ‘Reject’ from the ‘Condition” drop-down list on each PO line.
>  Double-check the quantities for each line and adjust if necessary.

> Click the “‘Update” button at the bottom right of the screen.

You should see the following message appear near the top of the screen
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|I| 120539 Receipt(s) Updated Successfully

In the upper ‘Receipt’ section:
> Select ‘Submit’ from the “Actions” drop-down menu.
>  Click ‘Go’ at the end of the receipt line.

The following message appears
III 15282 Receipt 2145 Submitted Successfully

You have successfully receipted your order:
o You can view the receipt through web services screens
o The same receipt is visible on the core system, attached to the relevant PO.

>  Click the ‘Home’ button at the top right of the screen to return to your web services
menu page.

6.2.  View Existing Receipts

>  Click on:
Products and Services - Receipting - Create and Maintain Receipts - View and Maintain
Receipts

The “Your Receipts’ screen appears

BACK HOME HELP LOG OFF
Welcome Trainees. Today is 16-Mar-2006
Receipt: vendor: Q Created By: | TRAINEES @ status: |G
Dated From: To: Order: Descending %
2136 15-Mar-2006 Traineed MNew Receipt  Uiew w | Go
2106 A A THERMAL INSULATION SERVICE 08-Mar-2006 Traineed New Receipt  View v| Go
||

By default, it displays

o all new receipts which have not yet been submitted.

o each receipt on its own line.

6.2.1. Search for receipts

In the ‘Receipt Profile” section of “Your Receipts’ screen:

»  Change the ‘Status’ drop-down to blank, to show all types of existing receipt.
>  Enter a date in the ‘Date from’ field, after which you want to view all receipts.
>  Click ‘Fetch’

A new set of receipts is displayed below the search fields you've just used.

6.2.2. View receipt contents

For a particular receipt displayed in the search results on “Your receipts’ screen:
>  Click the “View’ link to view the items covered by the receipt.
»  Click the ‘Home’ link at the top right of the screen to return to “Your Receipts’ screen.

6.2.3. Scrap a receipt

For a particular receipt displayed in the search results on “Your receipts’ screen:
>  Select ‘Scrap’ from the “Actions” drop down menu.
> _ Click ‘Go’ at the end of the same line.
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7. Searching For Materials
7.1.  Searching While Raising A Requisition

7.1.1.  Using the Search facility

Rather than browsing through the materials, it may be more convenient to search and let
Aptos show any matches.

Welcome Trainees, Today is 04-May-2006

 sEaRcH (03 FAVOURITES
»  Click on the search icon in the top left of the materials list, to bring up the search page.

(If not within a requisition, use the “material enquiry” option from the home page.)

Welcome Trainee3. Today is 25-Nov-2009

4 materiaLs [ Favourites

Material

short Description

Use the ‘Long description’” field to search for items.
Enter a wildcard (*) before and after your search phrase.
Click SEARCH ([E=2h]) to show the results.

YV V

S maTeriaLs [0 FAVOURITES

Q AA BATTERY DURACELL (PROCELL)
Q AAA BATTERY DURACELL (PROCELL)
Q PP3 BATTERY DURACELL (PROCELL)

New Search

It is possible to search on various fields, but the long description is recommended as it is the
easiest way to get results. This search is not case sensitive and it is definitely advisable to
enter the wildcard (*) before and after the text.

>  Add a material to the basket from the list of matches by clicking on it.
>  Start a new search by clicking ‘new search’.

7.1.2.  Using the Favourites folder

>  View materials marked as favourites by clicking the FAVOURITES folder, next to the
search icon.
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7.2.  Searching Without Creating a Requisition

Walcome Trainees. Today is 04-May-2006

B3 Products And Services Useful
B34 Requisitioning
E {2 Create And Maintain Requisitions B-Plan
[ shop Shop for catalogue, non-catalogue and stock ftemns

P Wiew And Maintain Requisitions Search, wew and maintain details of the requisition you have created ot
05

b Maintain Favourites Set your profile favourite and remove any requisition or material favourites you have F

chosen

¢ store Replenishment Create 2 requisition fo replenish a store Ussful
sefu

E {2 Authorise Requisitions
[+ Requisition Authorisation Authorise requisitions

(1 Requisition Enquiries

(L1 Receipting

»  Click on:
Products and Services - Requisitioning - Requisition Enquiries - Material Enquiry

This will give a list of materials on the left side of the page

=
BACK HOME HELP LOG OFF
Welcome Trainee3. Today is 25-Nov-2003
Profile: [TERRREGTS 9 searcH (21 FAVOURITES

D aupio

(1 HOSPITALITY AMD ENTERTATNMENT Material:

(0 INTERHAL SERVICES Shart Description:

[ INTERNAL STOCK (DEPARTMENTAL STORES) Description:

5|

B g IT CONSUMABLES HoH:

IT HARDWARE

© STATIONERY Required: 25-Nov-2009

(1 TELEPHONES AND FAXES Quantity: 1.00

>  Select the correct profile in the ‘Profile” drop-down menu at the top of the screen.
>  Click on a particular material to view further information about the item such as the
store it belongs to and its price.

This information appears in the right hand part of the screen.

>  If appropriate, click the Favourites button to the bottom right of the “Material Details” to
add the item to your Favourites list.
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Maintain Favourites

Again you need to be on the Aptos Web Services homepage.

>

Click on:

Products and Services - Requisitioning - Create and Maintain Requisitions - Maintain
Favourites.

>
>

>

Requisitions or materials marked as favourites when creating requisitions are listed:

a
BACK | HOME | HELP | Lo oFF
Welcome Trainee9. Today is 18-4ug-2005

Profile Favourite: [ =l

GEO 461 test req favourite 16-AUg-2005  Wiew [terns r
GEC 462 favourite req 2 18-Aug-2005  View [tems r
UNI-ITCO0120 HP LASERIET 1300 SERIES LASER TOMER BLACK r
UNS-ITCO0002 AR BATTERY DURACELL (PROCELL) -

To remove a ‘favourite requisition’, tick the ‘remove’ box
Click ‘Submit. “.

The following message will be seen and the requisition line removed:

=
BACK | HOME | HELP | LocoFF
Welcome Trainees, Today is 18-Aug-2005
—
[0 120525 successfully Removed 1 Requisition/Material Faqu

T ———

profile Favourits: [ =1

GEOQ 452 favourite req 2 18-Aug-2005  View Items r

o Once approved a requisition cannot be amended,
Delete Favourite materials using the same method

It is possible to mark individual materials as favourites, when adding them to a basket .
These favourites can be used to create new baskets (then requisitions) more quickly.
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Amending a Cost Centre and/or Project/Analysis Code

Some profiles allow the user to change the cost centre and/or project/analysis code on a
requisition line if required.

>

To alter the code, either

o Before you complete the line - make the changes in the “Material Request Details’
section of the “Your Requisition” page.

) After you complete the line - click on the link to the item in the “Material’ column
of the list of the items you’'ve already added.

In either case:

>

Type the new code into the o e o R
POX’ If you know What it Praject/Analysis Code: 000000 S
is.

If you don't, click the "* icon next to the field you want to alter.

The “Analysis Values’ screen will appear showing either cost centres or project/analysis
codes:
BACK | HOME | HELP |  LoG oFF

Wealcome Trainee9, Today is 04-May-2006

W cHECKoOUT T IMFO A" viEw ITEMS

HELP | cLosE

lIl 120534 Select The Required Analysis Value

|aGso | Fetch

AGGO School Geography & Geosciences Select

| Prew. Page || Next Page |

If you've got cost centres and you wanted project/analysis codes (or vice versa):

o Click the “Close” button on the “Analysis values” header bar, and try again.

o DON'T use the ‘Back’ button at the very top right of the screen because it won't
send you back to the correct screen.

Use the ‘search’ at the top to filter the list of values displayed.

For example entering AGG* in the “Value Profile’ field and clicking FETCH ([E]) will
revise the list to values starting AGG.

Similarly, entering text in the ‘Description Profile” field to search by description (note
the search is case sensitive). When searching by description, remember to enter a
wildcard (*) before and after the text you type in.

Select the required code by clicking SELECT on the same line as the new code you want
to use.

Marketplace orders - Overwrite the cost centre and/or project/analysis codes at the
time of assigning categories.
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10. Internal Services Refunds

Once an internal service requisition has been completed, there may be occasions when you
wish to request a refund.

10.1. Request a Refund

Before requesting a refund via Aptos:
>  Speak to the internal service provider and say why you are requesting the refund.

»  Retrieve the requisition within the web.

< Aptos Web Services - AWS1101 - Microsoft Internet Explorer 18] x|
File Edit ‘Wew Favorites  Tools Help |-
Back = = - (@ [2] 4 | @hsearch  [wlFavorites FhMedia o8 | B S ZE|
Address |@ hkkp:ff aptos-web ATE fwrdrunf aws 1101, Showltems *PREFT: =GEO&SERIAL =7628SRC=AWS1 104, ReShowR equisition j G0 | Links
BACK HOME HELP | LOG OFF
Vyelcome Trainee9, Today is 14-Jun-2006
Requisition: GED FAZ Reference:
Description: intern test 01
Created: 14-Jun-Z00& Traineed Modified: 14-Jun-Z006& Traineed
A T AGG0 - SCHOOL GEQGRAPHY AND
Requested For: Profile: GEOSCIENCES
Status: Completed Required: 14-Jun-2006
Total: 522,00 Pounds Sterling Location: Geography and Geosciences
112 reams of trifold Printing
brochures - see emailed pdf Dept 12.00 Each 43,50 522.00 Caompleted
1-AGG0-000000-4110 School Geography & Geosciences- Cornpleted 'Redg
UMAMALTSED-Printing 14-Jun-2005 °F
&) [ [ | [EE Localintranet o

>  Select ‘request refund’ from the action drop-down box in the requisition items screen
>  Click GO

If the service provider agrees to the refund, they will accept it. In this case, a voucher will
automatically be created and posted with the refund value.

If the service provider does not agree to the refund, they will reject it.

10.2. Check if a refund request has been dealt with.

>  Retrieve the requisition within the web.

Whatever the service provider does, the requisition will appear exactly as it did prior to
the refund request, with requisition header and line statuses of ‘Completed’.

»  Click on the workflow message on the relevant requisition line.

You will see whether the refund for that line has been ‘rejected” or ‘actioned’ near the
bottom of the workflow history.
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