Detailed Procedure
iProcurement Shop Page

IProcurement Shop Page

Once you have selected the relevant iProcurement responsibility the iProcurement shop
screen will display.

Shop | Requisitions | Recerving |

Stores | Shopping Lists | Non-Catalog Request

Search  Main Store - EI Advanced Search

Welcome, DARLOW, Mrs. Rebecca! U.F.S LB iProcurement Buyer
Shopping Cart
Financial regulations (a quotation/tender process) apply to Non-Catalogue orders from £1,000 and Marketplace from vy cart is empty.
£25,000. Refer to the link within the Purchasing News or the Finance Division website

Click here for Marketplace Purchasing News
Suppliers/Supplier Search

? Jn|\fir;|dt', of and Creation + Financial Regulations
g Cambridge + Review purchasing policies

Marketplace
Latest Purchasing News

My Requisiti
Full List
Requisition Description Total (GBP) Status Copy Change Receive
690607 note to buyer test v2 1,151.76 Approved B EE
690606 note to buyer test v2 1,151.76 Approved B =3
690590 note to buyer test 1,151.76 |Approved =] 23
690589 BECKYS BWC SAP F2F PREP 22/4/14 0.00 Approved Lrj
690588 BECKYS BWC SAP F2F PREP 22/4/14 0.00 Approved Lrj
My MNotifications
Full List
Type From Subject Sent
PO Approval DARLOW, Rebecca Standard Purchase Order 1741263 has been approved 22-Apr-2014
Requisition DARLOW, Rebecca Purchase Requisition 690607 has been approved 22-Apr-2014
Requisition DARLOW, Rebecca Purchase Requisition 690606 has been approved 22-Apr-2014
PO Approval DARLOW, Rebecca Standard Purchase Order 1741214 has been approved 22-Apr-2014
PO Approval Standard Purchase Order 1741212 has been approved 22-Apr-2014

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

Button/Link Description

Navigator List your CUFS responsibilities and allows you to switch
responsibilities

Preferences Set up default purchasing information specific to you.

Shop Tab Always displays the main iProcurement home page

Requisitions Tab This enables you to view your requisitions, receipts, invoices and
payments.

Receiving Tab Receipt, correct receipts and return on CUFS. Not all users will

have this tab, it depends on who receipts in the department.

Shopping Lists Add favourite Non-Catalog items to your list to save time
searching for them.
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Non-Catalog Request | This is where you go to order items from suppliers that are not on
the Marketplace

University of This is the link to the Marketplace for ordering
Cambridge
Marketplace

Suppliers Link This will display a list of Marketplace suppliers as well as access
to the University Supplier database.

My Requisitions Lists the last five requisitions you have created, description
amount and status. You also have links through to copy, change
and receive. Click on More to view more than five. To look at one
in more detail click on the relevant requisition number.

My Notifications Will display requisitions where the approver requires more
information and a summary of the requisition you have raised.
Click on View Full List for all requisitions or Requisitions Tab.

Set up out of office rules in iProc.

Shopping Cart This displays what items are currently in your shopping cart
awaiting checkout.

Purchasing News This provides links to Financial Regulations, purchasing policies,
and acts as a notice board for displaying purchasing news.
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