Procurement Overview

Detailed Procedure
Procurement Overview

The flowchart below guides you through purchasing goods and services via iProcurement to
assist you in completing the relevant fields.
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Click on University of Cambridge
Marketplace

Search for your item whether by description,
product no, manufacturer's no. chemical no.

Is the item on the Marketplace?

v

Once you have found your item complete the
Quantity field and click on the Shopping
basket icon

v

You can re-search for another item to add to
your basket. Once all items are in your
shopping basket click Check out

|

Click Checkout again |
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Checkout: Requisition information

Add Bill to location

v

Click on Non-Catalog Request

Describe the item you wish to purchase

Select item type
Entery item description
Enter quantity

Enter unit price

Select currency

v

Complete suppliers name and site will default in.

Enter supplier item number if known.

v

Select Add to Cart.
Repeat process if you wish to add more Non-
Catalog items to the same cart

v

Once all items are in your cart click on View cart

and checkout and update relevant fields:

« Requisition description
« VAT
« Grant coding

v

v

Update any lines which need account
code/VAT amendments by ticking the box and
selecting Update.

Remember to Track the item as an asset if
necessary.
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Click on Approve and Checkout

Is Requisiﬁﬁ.r;githin your N Manage Approvals
¥
Enter Approver Name
Add any
ry Select Submit
attachments
Submit
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