Logging into Oracle

Step 1:
Go to Oracle:
https://oa.dartmouth.edu:8007/0A HTML/AppsLogin

Step 2:
Log in to Single Sign-On (SSO) Web Authentication

Step 3:
Click on the arrow next to the responsibility you want
to access in the Navigator

NetlD

Password

Remember Me for 30 days

LOGIN

B Lookup my NetlD
@ Forgot your password?

Navigator

» [ Dartmouth Employee Self-Service
» ] DC Dartmouth P-Card Admin (R-O)

» [ DC Dartmouth PO Inguiry

#b 1 DC eProcurement

The folder opens and a list of modules appear.

Step 4:
Click on the name of the module you want to open.

The module opens
(in this example, the iProcurement Home Page)
and you operate as you normally do.

Totwl (USD) Status  Copy  Express Receiv
40m0;

My Notifications

» [ DC eProcurement Reports
b [ DC iExpenses

» [ DC OGA Reports

Navigator

p [ Dartmouth Employee Self-Service
» [ DC Dartmouth P-Card Admin (R-0O)
» [ DC Dartmouth PO Inguiry
4 [ DC eProcurement

iProcurement Home Page
» [ DC eProcurement Reports
» [0 DCiExpenses

» [ DC OGAReports


https://oa.dartmouth.edu:8007/OA_HTML/AppsLogin
https://oa.dartmouth.edu:8007/OA_HTML/AppsLogin

Creating a Quantity-based Purchase Requisition (Non-Catalog Request)

Step 1: Make sure the Shopping Cart is empty. The Shopping Cart is located below the “My
Notifications” near the bottom of the page, is empty.

Step 2: Click on Non-Catalog Request

E? iProcurement Shopping Cart i Workiist(0) | Logged InAs D125TR6  Help Logout

" . 4 s

Requisitions Post Award Requests Receiving Assessments

Home | Shopping Lists Mon-Catalog Reguest

Search Darimouth Main Store w Go | Advanced Search

FY1: THE SCIQUEST MARKETPLACE HAS BEEN REMOVED - PLEASE NOW SHOP DIRECTLY AT VENDOR WEBSITE CATALOGS

BILL-TO FINANCE CENTER FIELD REQUIRES ENTRY:

Under the Confirming Order and Capital Asset fields. you will find a new "Bill-to” field fo be entered for suppliers to address their invoices. You will simply need to select the Finance Genter location that supports your department
Please note that this will only affect the default bill-to address that prints on the PO document.

Thank you, Dartmouth Procurement Services

TP

Stores
Dartmouth Main Siore Intemnal Stockrooms
Blanket PCs through the Dartmouth Main Stere (excluding stock rooms) Bornwell, Burke, Central Stores, FOM and Remsen Stockrooms

My Requisitions

Full List
e
Requisition  Descripfion Total (USD) Status Copy  Express Rec
417498 Kevin's Klown Car 0.00 Approved L]
411004 Humanscale Motebook Manager B85.00 Approved
390886 Add 13°H Stacking glass panels between stations as shown above{total height 567) 5579 00Installation Charge 5 400.00 1.279.00 Approved
368244 Brodeur Partners Consultation and Research for Dartmouth College Admissions 40.000.00 Approved
366342 Flanne! Inc - MHCDS; edit to current home page webdesign, two new templates designed to incorporate functionality of new modules 5.400.00 Approved
3
My Notifications
Full List

Type From Subject Sent
Mo results found.

& TIP Vacation Rules - Redirect or auto-respond to notifications.

Shopping Cart
Your cart is empty.

1. Choose the appropriate Iltem Type. Use the arrow at the end of the field to see choices. For
this exercise we will choose “Goods. | can provide description, item price and quantity” or
“Services. | can provide description, rate and quantity”.

Shopping Cart Home Favorites Shopping Cart Home Favorites -

A=} N r P
iProcurement °* \ n * Ea iProcurement ¥ | N *

Shop Requisitions PostAward Requests Receiving Assessments  Feedback Shop Requisitions PostAwardRequests Receiving Assessments Feedback

Home Shopping Lists Non-Catalog Request Home | Shopping Lists Non-Catalog Request

Non-Catalog Request Clear A
Non-Catalog Request . g Req A
" Indicates required field

Indicates required field

* ltem Type  Services.| can provide description, rate and quantity Q-TJ Contract Number
* ltem Type @ nir; ber * ltem Description | Goods.| can provide description, item price and quantity me
* liem Description upplier Name Senices.| can provide description, rate and quantity Site.
Goods | can provide description, item price and quantity site *Calegory Goods or Services | can provide description and Total Amount Contact Name
Ph
*Calegory Senvices.| can provide description, rate and quantity Contact Name * Quantity one
Supplier ltem
% Quanity Goods or Services | can provide description and Total Amount Phone * Unit of Measure a
. Supplier ltem * Rate per Unit
Unit of Measure Q

. *Currency  USD [»
Unit Price




N

Enter Item Description.

3. Select the Category. If needed, click on the flashlight search.

4. Enter the Quantity, Unit of Measure, Unit Price or Rate per Unit. Since this is a quantity based
line you will want to enter the exact amount for the goods/services if known. If you don’t know
the exact amount you will want to enter you best guess since these funds will be encumbered.

5. Enter the Supplier Name. If you know the name of the supplier type in part of the name, for
example “Fisher Sci” and hit tab. If you don’t know how the supplier is listed in the system,
click on the flashlight and search using the % as a wild card. For example, %George%Johns%
this will return The George T. Johnson Co. as a result.

6. Select the site. If the supplier has more than one site pick the one you know is correct. If you
don’t know the correct site choose one and A/P can pay a different site if needed.

7. Now click on Add to Cart.

Shop Requisiions PostAward Reguests Receiving Assessments Feedback

Home Shopping Lists Hon-Catalog Request

Non-Catalog Request Clear All || Add to Favorites | Add to Cart :
Shopping Cart

* Indicates required field - -
| Click here to add item to shopping cart

* ltem Type  Semwices.| can provide description, rate and quantity £ Contract Number
* ltem Description |Web Design Supplier Name  |Lulu Web Design
Site  HartlandFourCrn

* Category  Semnvices Web Design Contact Name

* Quantity 50
* Unit of Measure  HOUR
* Rate per Unit 50
* Currency USD |~

Phone
Supplier ltem

This is what the screen will look like after following the previous steps.

Home Shopping Lists =~ Mon-Catalog Request

Non-Catalog Request Clear All || Add to Favorites || Add to Cart .
% Shopping Cart
Indicates required field Your cart containg 1 fine
* . Recently Added Lines
Item Type  Goods or Services | can provide description and Total Amount | A Contract Number WebDesion L0000 USD
* Item Description |Web Design Services Supplier Name  Skyline Designs SEIV...
- Site  MNewporthNH

. View Cart and Checkout
Category  Services.\Web Design Contact Name
* Amount 4500 Phone ’
Supplier ltem

*Currenc‘.‘,r USD w

8. Click on “View Cart and Checkout” and the Shopping Cart will open.



9. Click “Show Delivery and Billing” below the Additional Header Information section. The
Delivery and Billing section will open.

10. Verify that the information is correct. If the information is not correct you can change the
Amount or Delete a line item.

. . . . x
11. The Confirming Order field is
required. Shopping Gart .
Description Web Design Senvices
a. Select “No” to have a Purchase Justfication
. . *When do you need these items? 05-Jun-2021 17:00:00 g
Order prOVIded to the Suppller * Where do they need to be delivered? LS07 313 Q
b. Select “Yes” if the Order or an Additional Header Information
agreement is already in place. A -
Purchase Order will not be sent *BilTo Admin/Proy Fin Cr a
to the Supplier. : -
. b Show Delivery and Billing:
Line Item Description Unit Quantity  Price Amount (USD) Delete
1 (NGE)ESIOmS hiCES EACH 4500 1USD 450000 T
Total 4,500.00
Continue Shopping Edit Save Submit
12. In the Suggested Buyer field
*B\I\To AdminiProv Fin Cir Q

enter the Procurement Buyer
name (last name first) based on

4 Hide Delivery and Biling

Delivery Billing

the item being purchased. O ugen a
* Requester Wallace, Lisa A Q Task Q
Suggested Buyer | Moses Q Award Q

Last Name First Name Name Employee Number Email Location

¢ Bernatchy, Jessica M
e Moses, Denise L

Moses Denise Moses, Denise L 43568 Denise | Moses@Dartmouth edu Dartmouth College

GL Date  03-Jun-2021 Y
11 .
e O'Brien, Cameron E
Line ‘m Description Unit Quantity Price Amount (USD)  Delete
1 VR REED JEELE EACH 4500 108D 450000 ]
Total 4,500.00
Continue Shopping Edit Save Submit

13. To verify and to change I ’

Shopping Cart

the chart String click on i * Description

Justification

¢ Ed it” * When do you need these items?  01-Apr-2021 17-00-00 >
* Where do they need to be delivered? LS07 302

4 Hide Delivery and Biling

Delivery Billing
[ Urgent Project
* Requester  Gibson, Genevieve R Task
1
Award
Tip: Purchase Order number will b= assigned after submit.

[C] Motify me with status updates for my Purchase Order Expenditure Type

Expenditure Organization

Expenditure ltem Date  (30-Mar-2021)
GL Date  30-Mar-2021 o
Line Item Description Unit Quantity Price Amount (USD) Delete
Test 2, create areg. - R =
1 under 52500, Pre- p EACH 10 56.75 USD 567.50 |

Total 567.50

Continue Shopping Edit ‘ Save Submit




The Edit and Submit Requisition Window will open.

Click the arrow in details to display line details.

Supplier

MNote To Supplier

Shop | Reguisifons  FostAward Reqguesis Recsiving  As: Feedhack
Home | Shopping Lists Nan-Catalog Request
Edit and Submit Requisition 865922
* Indicates required field
Total 547.50USD
* Description | Test 2, create 3 req. under 32500, Fre-Filters for Ba
Justification
Select Lines:  Update Copy  Delete LLL]
[ Details Item Number Description Guantity Unit
O 4 e Fiters y 10/ EACH

New Supplier Mo
Supplier Tecniplast USAInc
Site WESTCHESTERFA
Contact Name
Phone
Fax

Email

Supplier Onboarding Status
Supplier ltem

Manufacturer

Manufacturer Part Number

&
Distributions
Line Charge Account Project Mumber Task Number Award Number
1 20.507.363000.3

To add a Note to Buyer, Supplier, or Receiver, or to edit the chart string, for an item, check the box
next to the line and click “Update” above the Line (note if you select multiple lines, you will only be

able to update to a PTAEO)

Select Lines:  Update | Copy | Delete LIl

Details Ite umber  Description Quantity Unit Price  Amount (USD) Need By Date Deliver-To Location Attachment SpotBuy Suppliers Delete
. Web Design Services p 4500 EACH  1USD 4500.00  22-May-2021 17:00:00 LS07 313 + il
= Enter one-fime address
Supplier Delivery

New Supplier No
Supplier  Skyline Designs
Site  MewportNH
Contact Name

Urgent Ho
Need-By Date  22-May-2021 17:00:00
Requester Wallace, Lisa A
Deliver-To Location  LS07 313

Phene Destination Type  Expense
Fax P-Card Used Mo
Email

Supplier Onboarding Status
Supplier ltem

Manufacturer

Manufacturer Part Number

Note To Supplier

Distributions

Line Charge Account Project Number Task Number Award Number Expenditure Type Expenditure Organization Expenditure Item Date Percent Quantity Amount
1 20.507.365000.343624.0000.58151 100 4500 4500

Total 4.500.00



Requisition Information: Updated Selected line window will open.

14. Add any note necessary for the purchase in the Notes section of the form

Requisition Information : Update Selected line ®

ltem Supplier Delivery

* Description  Web Design Services ) Mew Supplier [ urgent

Supplier  Skyline Designs * Need By Date  22-May-2021 17:00:00

Site  NewporthH Requester Wallace, Lisa A

* Category  Services.Web Design

* amount  4,500.00 Contact Name
* Currency | USD v Phone
Fax

Email

Supplier ltem

Manufacturer

Manufacturer Part Number

Notes
Note To Supplier

Y
Note To Buyer (
i 4

Billing
+

Line DC Account String

1 20.507.368000.343624.0000.8151 20-May-2021

ENTITY.ORG.FUNDING ACTIVITY.SUBACTIVITY NATURAL_CLASS

GL Date Project Task Award

¥ TIP Total allocation must equal 100% of the Selected line values

[ Apply this Cost Allocation information to all appiicable requisition fines

15. To change the chart string to a different GL chart

Deliver-To Location  LS07 313

[ Enter one-fime address

Note To Receiver

string, place your curser in the DC Account String field &

and enter new chart string.

16. To search for a chart string or use an Alias
you have previously created, click on the

search tool
finder will open.

17. If you have an Account Alias set up, you can
search for those Alias.

18. Otherwise, you can search any account

segment by segment number or Description.

19. Once located, select the radio button next
to the value, and click “Select”

Search and Select: NATURAL_CLASS X
Search
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 NATURAL_C
Results | NATURAL

[LI R Descrption Select
Ma search conducted

NATURAL_CLASS Description

Cancel  Select

and the DC Account String

=

Type iture Of Item Date Percent Quantity Amount (USD) Delete
100 4500 4,500.00 ‘j
Total 100 4500 4.500.00
Cancel | Apply
Billing
Line DC Account String
4 20.507.368000 EERIFZRINNT ]
ENTITY.CRG.FUNDING ACTIVITY.SUBACTIVITY NATURAL_CLASS
DC Account String x
Search and Select:
Cancel Select
Shorthand Alias /
Account Alias
Search
*ENTITY 20
Callege Only
*ORG 507
Admin and Provest Finance Center
* FUNDING 368000
Subvention College
*ACTIVITY 343624

Finance Center Admin

* SUBACTIVITY 0000

Default ’
*
NATURAL_CLASS

Search Clear
Search and Select: NATURAL_CLASS
Search
To find your item, select a filter tem in the pulldown list and enter a value in the text field, then select the "Go” button
Search By Description v Swed Go
Results
Select Quick Select NATURAL_CLASS Description

® 3 784 PUR SRVCS OTHR Web or IT Services

Cance|  Select



20.0nce all segments are identified in the search
section, click “Create”

The new Account String will be created

21. Select the radio button next to the chart string

that was created

22. Click “Select” in the upper right-hand of the

window

You will be returned to the Requisition
Information: Updated Selected line window.

23.

DC Account String x

Search and Select:

Search

Cancel Select
Shorthand Alias t
Account Alias
*ENTITY 20
College Only
*ORG 507
Admin and Provost Finance Center
*FUNDING 368000
Subvention College
*ACTIVITY 343624
Finance Center Admin
* SUBACTIVITY 0000
Default
* NATURAL_CLASS 7784

PUR SRVCS OTHR Web or IT Services

Search Clear
Results
Create ‘
Select Quick Select Code Combination

To change the chart string to a PTAEO, first delete

-4 20.507.368000.343624.0000.7784

the DC Account String and enter the Project, Task, Award, Expenditure Type, and Expenditure
Organization in the appropriate fields and enter an Expenditure Item Date.

Requisition Information : Update Selected line

ltem Supplier

* Description  Web Design Services

Supplier  Skyline Designs

Site  NewporthH

* Category  Services Web Design
4,500.00

usD v

* amount Contact Name

* Currency e
Fax

Email

Supplier ftem
Manufacturer
Manufacturer Part Number

Notes

Note To Buyer Note To Supplier

O New Supplier

Delivery
O urgent
* Need-By Date | 22-May-2021 17:00:00
Requester  Wallace, Lisa A
Deliver-To Location | LS07 313

() Enter one-fime address

MNote To Receiver

z P 7

Billing
+*
Line DC Account String GL Date roject Task Award pendi Type 0 Item Date Percent Quantity Amount (USD) Delete
4 20.507.368000.243624.0000 8151 20-May-2021 100 4500 450000 i

ENTITY.0RG FUNDING ACTIVITY SUBACTIVITY NATURAL_CLASS

100 4500 4.500.00
¥ TIP Total allocation must equal 100% of the selected line values.
[ Apply this Cost Allocation information 1o all applicable requisition lines
Cancel | Apply
Project Task Award Expenditure Type Expenditure Organization Expenditure Iltem Date

o

Total




24.To add attachments, scroll to the Requisition Attachments section and click Add

Attachments

‘lisitinn Attachments

Seq Title  Type Description Category Last Updated By Last Updated
Mo results found.

Usage Update Delete Publish to Catalog

The Add Attachment window will open

25.Add a Title and Description if you prefer and using the
dropdown arrow in Category, select “To Buyer”.
26.Next Click “Browse” to navigate your computer and

Category  Internal to Requisition
*Lije | Internal to Requisition od.
Miscellaneous
To Approver Add An

e T

| To Receiver tion
attach the necessary document. .
: . nd. To Supplier
27. Click “Add Another” to add additional
attachments, each time changing the Category Add Attachment x
“TO Buyer” Attachment Type  File
H 11 2 H Title
28.Click “Apply” when done adding attachments. bescription

Add Attachment X

Attachment Type ~ File ~
Title  2021-05-26 09:06:54 lilmay2021.f

Category Internal to Requisition |~

*Flle Browse... | Mo file selected.

Cancel  Add Another  Apply

Description  2021-05-11 05:32:43 lilmay2021.pdf (Size

11664138)
Category  To Buyer
*File | Browse... | limay2021.pdf

Cancel ~ Add Another  Apply

29. Click “Submit” at the top or bottom
of the page, when all information is

Check Funds  Refresh = Save Printable Page  Submit

complete.

You will receive a confirmation with your Requisition ID. Your request will be routed through
Approval workflow if necessary and then to the Procurement Buyer for processing.

Confirmation
-l

Requigition 865951 has been submitted.

To check on this requisition's status, click on the Requisitions tab or look in My Requisitions on the Shop page



