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The Four Stages of Ordering Goods and Services
There are four stages to purchasing goods or services on behalf of the University.
All of these stages are carried out in the T1 finance system:
-L‘ @ : i ,,,7/
Stage One Stage Two Stage Three Stage Four
Create a Requisition ~ Approve the Requisition Receipt the Order Pay the Invoice
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Stage One — Create a Requisition

1.1 Find the ‘My Requisitions” Function

1. Goods and services orders start in ‘My Requisitions’ function tile. Search for it or locate it on the ‘My’ page
of T1:

3. The first time you access it, it will show ‘No records found’. All the requisitions you create will be stored and
can be viewed from here:

Enterprise search

Eearch - jol ]

Requisitions Requisiticn Lines Templates

I 'fa No records found.

..
To view your previous requisitions, click the filter ico T | and select ‘Clear All".

4, To start a new ad hoc order, click ‘+Add’.

5. From the drop down list, select ‘Create a blank requisition’:

Create a blank requisition

2| Browse the internal catalogue
@ select a web catalogue 4
Create from template k

Return to supplier

1.2 Add New Requisition Screen/Settings Tab

To make the completion of the form as quick as possible, this first screen is pre-filled for a standard, one-off
purchase request where the price(s) will be entered exclusive of VAT.

If none of this needs to be changed, you can immediately select ‘Save’.
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See below for what can be changed, if needed:

Enterprise search

Main Purch System &*

Add New Requisition Add New Requisition Cancel 8

~ General

Requisition Type
Requisition

Purchasing System *

pURd o -
Purchasing Location * e

UOE (UOE) -

Comment

Reference 1 a

Reference 2

Date Required *

15-May-2019

Purchase Order Type *

Standard -
Requisition User *

FK277 (Fiona Kelly) -
VAT Entry Mode *

Exclusive -

Template

~ Exchange Rate

Exchange Rate Table *
SPOT (Spot Rate) -

Exchange Rate Date *
08-May-2019

a. Purchasing System/Purchasing Location — default settings, no need to change.
PLEASE NOTE: delivery location is changed on the next screen, not here.

b. Comment - enter background information/comments about the order - this is an internal field only,
and will not display on the purchase order sent to the supplier.

c. Reference 1—enterthe Tr2 reference number received from E-Claims when the supplier is providing
a service.

d. Date Required — the date field defaults to seven days hence. This is the date of the budget
commitment for this order — can be altered if the commitment should be in a different accounting
month/year.

e. Purchase Order Type — defaults to a standard purchase. If creating a blanket order to cover multiple
deliveries from a single order, change to ‘Blanket’.

For help with blanket orders, click here.
f. Requisition User — defaults to you, do not change.

g. VAT Entry Mode — defaults to ‘Exclusive’ of VAT. Can change to ‘Inclusive’ if preferred - to enter
values with VAT already included.

h. Once complete, click ‘Save’. This screen becomes the ‘Settings’ tab and can be edited if needed.
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1.2.1 Information about Creating Service Orders (not Goods)

See the HR information about suppliers who offer a service at Engaging self-employed people or Supplier who
offer a service (not goods). This gives details of the process to follow to determine whether a service should be
paid for on- or off-payroll. This must be carried out before creating a service requisition.

If the supplier has been determined by the HMRC/TR2 process as self-employed for this contract of work and
can be paid off-payroll via a purchase order/invoice, include the following information within the requisition:

e Enter the E-claims outcome reference number from the HMRC/TR2 process in the ‘Reference 1’ field in
the Settings tab of the requisition.

e Answer the ‘Have you attached your TR2/IR35 confirmation?’ question as ‘Yes'.

e Use a VAT status of ‘Outside Scope' (OS) if the supplier does not charge VAT.

e Use the ‘Attachments’ tab to attach the IR35/E-claims confirmation email to the requisition, along with
any other relevant information such as the contract for services, procurement waiver forms etc.

1.3 Requested Items Tab

Once the first screen has been saved, the screen now shows as below. Click on the ‘Add’ button and select ‘Ad
hoc request’.

Enterprise search Requisition

Submit for Approwval

Requisition (R0071913) & <
0 items, Total (Exclusive) GBP 0.00

™ Requested Items Requested Items o
0items f @ Adh
L Norecords found. o rEaues -

P! Browse the internal catalogue

= pj i
= Dissection Summary

0 dissections 0 Select a web catalogue s

The form now shows several sections to be completed about the order, delivery address and budget coding:
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Enterprise search

Submit for Approval

Requisition (Rnnnnnn » <
0 items, Total (Exclusive) GBP 0.00

=
=

k UQE purchasing location

Requested Items <
0 items
Add New Requested Item Cance =
Dissection Summary ~ Supplier
0 dissecrions
Item
Settings

Categorisation

Required 08-Jul-2019 . .
q o Alternative Contact Information

Q Addresses v Procurement Information
Box 1 Finance
Notthcot=hon=e  Biological Services
University of Exeter Exeter EX4 40)
United Kingdem
Health & Safety *
) Authorisation History . Additional Supplier Information
2items
VAT Criteria
. Attachments
% Cost Account

0 Artachments

Several fields are pre-filled with standard options and often do not need to be changed (non-hazardous, no
tender process needed, will be under £5,000 in value, no health and safety issues with the purchase etc.).

Mandatory fields have a * in the box and must be completed.

1.3.1 Supplier
It is important to check the correct account is selected to ensure the PO is raised to the right supplier e.g.
some large organisations trade in GBP, US Dollars and Euros — each one will be set up as a separate version in

T1.

=

Ad
Ad

Requested ltems

d New Reqguested ltem Cancel m ¥

~ Supplier

Supplier * e

Currency Address
British Pounds Sterling (GBP)

Supplier Ledger Account
Comm Pay - UoE (P1)

Supplier — this is the University’s list of approved suppliers. Find the supplier you wish to place this
order with by typing any part of their name or supplier number.

Address —some suppliers have more than one address. For example there may be a Head Office but
the warehouse that should receive purchase orders is at a separate address. Ensure the correct one
for this order is selected.
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Search for a Supplier

Use the ‘Advanced Search’ option located at the bottom of the 'Supplier’ field to search for suppliers. Use any
part of the name, address, postcode, currency, city, VAT number etc.

Simple single-word searches are more likely to find the correct supplier than complex combinations. For
example, search for ‘Hereford’ rather than ‘Hereford Industrial Tubing Limited’.

Supplier
Supplier *

-
supplier Description Postcode City
100000  Supplier Name 01 TR1 1BQ Penryn
100001 Supplier Name 02 EX14 1HF Exeter
100002  Supplier Name 03 EX5 2EQ Exeter
100003  Supplier Name 04 TQ5 9HA Brixham

Advanced search

A\

\

S&ier x

hereford v n

[

(i)

2~ 1-6of6records. .es
Supplier Description Supplier Ledger Supplier Account Currency

101 P1 101 GBP

102 B P1 102 GEP

104 ] P1 104 GBP

105 = =g = P1 105! GEP

105 P1 105 GBEP

107 = B P1 107) GBP
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1.3.2 Iltem

~ Item

v321.12.20

Description * e
Long Description °

Supplier Product . n
i do not use this field — leave blank |

Comment

Goods/Servic Due * VAT Rate *

Goods + || 15-May-20 S {Standard Ra...
Quantity Unit Name *

1 OMLY -
Unit Amount (Exclusive) Line Amount (Exclusive)

0 0.00

Delivery Point Type * Delivery Point *

$DEFALULT (Default . MAILSTR (Mailroom - Stre
Purchase Type *

General Purchase -
Description — this is the information given to the supplier about what is being ordered and forms a

contract between the University and the supplier so it must be accurate — max of 40 characters. For
example, include:

e Any part/catalogue numbers.
e |tem name (for goods orders).
e Description of service (for service orders).

This is also the information that appears on the budget reports, so try to ensure it will make sense to
the budget holder. For example ‘Train tickets for A Smith, ESIC conference May 19’ is better than
‘“Train tickets'.

Long description — will auto-populate with the description but should be changed if needed to be a
useful description of the goods/service required and will be part of the purchase order information
seen by the supplier — max 255 characters.

Comment — 2000 characters for detailed description of order for internal use only. Will not be
included on the purchase order so will not be seen by the supplier.

Goods/Service — select as appropriate. If purchasing a service, then you must change this to ‘Service’.
PLEASE NOTE: if your order can only be an estimate of the amount that will be needed (for example
BOC gas orders), select ‘Service’ so that partial receipting can be carried out when the exact amounts
are known once delivered/invoiced.

Due — defaults to seven days ahead, can be changed as needed. This is also the date the commitment
will show on the budget so ensure it is in the correct month/year.

VAT Rate — defaults to the VAT rate usually associated with this supplier, should only be changed if
you know the default rate is incorrect for your requisition.

Quantity — only required when ordering Goods. Defaults to 1, change to number of goods items
being ordered, if needed.

Unit Name — unit of measurement, change if required.
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i. Unit Amount —shows as Exclusive or Inclusive of VAT as selected on first screen. Enter the cost of the
goods or service.

j. Delivery Point Type - automatically populated and relates to the assigned College/Service of the user.
PLEASE NOTE: can be changed if delivery is required to a different location — select the
College/Service required.

k. Delivery Point — select the exact location within the College/Service specified.

I.  Purchase Type - defaults to General Purchase but can be changed to an Asset Related purchase if
appropriate. This will route the requisition to the Assets team for investigation.

1.3.3 Categorisation

~ Categorisation

Commodity Code * e

a. Commodity Code — this is a method of categorising purchases for analysis by the University. Pick
the code most relevant to the item being purchased.
Click the drop down arrow to use the ‘Advanced search’ option. Try searching key words such as
‘paper’:

~ Categorisation

Commeodity Code *

PAPER | -

Categorisation Description

~

12164600 Paper plastic and fabric modifiers
14111500 Printing and writing paper
14111600 Novelty paper
14111700 Personal paper products
~ | 14111800 Business use papers
14121500 Paperboard and packaging papers ]

14121600 Tissue papers ]

¥{S] Advanced search ‘

PLEASE NOTE: A commodity code must be chosen or this error message will appear when trying to
save the form:

I 1 ERROR
0 Categorisation does not exist.

A list of the most commonly used commodity codes is in the ‘POs and Requisitions section’ of the
Finance Training Team FAQs here.
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1.3.4 Alternative Contact Information

~. Alternative Contact Information

Requested By o
Contact Numhber Q

a. Requested By - enter the requestor’s name
b. Contact Number —enter the phone number

1.3.5 Procurement Information (for purchases of £5,000 and above)

~ Procurement Information

Quotation Number e

Contract Number °

Have you attached your Quotes?

NO (No) -

Tender Reference Number o

a. Quotation Number - enter the reference of your quotation.
Contract Number — if you have a contract number, enter it here.
Have you attached your Quotes? — use the ‘Attachments’ tab to attach your quotes and select ‘Yes’
here.

% Attachments
0 attachments

d. Tender Reference Number - mandatory for values over £50,000.00

More information on tendering, quotations and the procurement process is available here.

1.3.6 Biological Services

~. Biologial Services

Biological Services
-

a. Biological Services — If purchasing a biological item, you must select the appropriate code to ensure
your purchase follows the University’s health and safety procedures and legal obligations. Select as
appropriate from:
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Selection Code Short Description Description
AQUATIC Aguatic Aquatic
AVIAN Avian Avian
MAMMAL Mammalian Mammalian

1.3.7 Health & Safety

~ Health & safety *
Hazard Type * *
NONHAZ (Non Hazardous) -

a. Hazard Type — defaults to non-hazardous. If purchasing a hazardous item, you must select the
appropriate code to ensure your purchase follows the University’s health and safety procedures and
legal obligations. Select as appropriate from:

Selection Code  Short Description Description

CONDRUG Controlled Drugs Controlled Drugs
MICLORG Micro / Live Organis Micro / Live Organism
NONHAZ Mon Hazardous Non Hazardous

RADACT Radicactive Radicactive

TOXHAZM Toxic / Hazardous Ma Toxic / Hazardous Material

1.3.8 Additional Supplier Information for Service orders

Additional Supplier Information

Have you attached your TR2/IR35 confirmation *
YES (Yes) -

a. Have you attached your TR2/IR35 confirmation? — Yes/No. If a supplier is registered as self-
employed or operates as a personal services company and you have selected ‘Service’ not ‘Goods’,
this field is mandatory.

b.  When answering this field as ‘Yes’, attach the email from the IR35/E-Claims team confirming this
supplier can be engaged using the ‘Attachments’ tab:

% Attachments Attachments

0 Attachments

———
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c. Go to the ‘Settings’ tab and enter the E-Claims reference in the ‘Reference 1’ box to confirm that
authorisation for this engagement has been obtained:

d. Please see Engaging self-employed people or Suppliers who offer a service (not goods) for further
guidance.

If you do not attach the TR2/IR35 confirmation, then the following error message will occur:

1ERRORAND 1

@ Line 1 Unable to proceed due to workflow rule Please attach a Self Employed Certificate for this Supplier.

Correct the error by attaching the email in the ‘Attachments’ tab.

1.3.9 VAT Criteria

~ VAT Criteria

e Is your purchase eligible for medical, veterinary or advertising VAT relief? *
NO (Mo) -

Reason for eligibility °

a. Is your purchase... - Select ‘Yes’ to ensure that the wording for the VAT exemption certificate is
added to the purchase order. This only applies to purchases for specific purposes:
e  Charity Advertising
e Computer Software used solely for medical research
e Medical/Veterinary Qualifying Equipment
e Medical and Scientific Substances

If the goods being purchased are ordinarily vatable but you consider it should be eligible for
exemption because of the use, select ‘Yes’.

b. Reason for eligibility - then select the reason for eligibility by selecting the criteria from the drop
down field.

PLEASE NOTE: it is important to select the correct reason as this will alter the purchase order
wording. If selecting ‘Yes’, it will automatically be sent to the VAT Pool who will review the
requisition and apply the correct VAT coding.

1.3.10 Cost Account
Types of T1 Code

T1 uses two types of code — General Ledger codes and Project codes and a shortened version of each
type of code — called a Charge Code —is used when creating a requisition.

A General Ledger (GL) code looks like this:

Contact us at financehelpdesk@exeter.ac.uk 01392 726981 13
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Charge Code *

011005

Ledger Code
GL (18/19 GL Actuals)

Ledger Mame
18/19 GL Actuals (19GLACT)

Account

01-000-0-1003-@@@@@ (UOE- Default- General Ledger- CEMF

-

Contact us at financehelpdesk@exeter.ac.uk 01392 726981
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A Project (PJ) code (for research projects and non-research projects including PDAs, studentships and capital
projects) is longer than a GL code. It looks like this:

Charge Code *

104541 C001 -

Ledger Code

Pl (18/19 P Actuals) -
I

Ledger Name
18/19 P] Actuals (19PJACT)

Account

104541-C-00-1039-2984-@@@D @@ (Future Finance- Work Pack -

PLEASE NOTE: the ‘Account’ box may show the last five charactersas @@ @@ @. This is for the
nominal code.

A nominal code is used classify what a budget is being spent on. For example consumable items,
equipment, accommodation, maintenance.

T1 automatically selects the most likely nominal code but it can be changed if needed.

Search for a Code

To look up a code, click on the Charge Code field’s drop-down arrow and select ‘Advanced search’:

Charge Code *

Item Code Description
011001 CEMP5-HoD Mathemartic
011002 UEBS-GED Internation

¥=] Advanced search

Search using any part of the name or number of the code. For example, search by:

e Surname of the budget holder/PI
e PDA owner’s name
e Wording from the research project title

When the search results are returned, use the scroll bar to see the budget holder/Pl/PDA owner/project
name on the far right of the screen:
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Charge Code X
a 1-110f 168 records. wes
Item Code Description Ledger Code Account Rate Amount Unit of Measure Status
011089 GL 010000108%9@@@@@ 0.000000 Active
011108 GL 0100001108@@@@@ 0.000000 Active
011141 = GL 0100001141 @@@@@ 0.000000 Active
011173 GL 0100001173@@@@@ 0.000000 Active
011263 GL 01000012630@@@@ 0.000000 Active
011286 = GL 0100001286@@@ @@ 0.000000 Active
011297 GL 0100001297 @@@@@ 0.000000 Active
011386 x GL 0100001386@@@ @@ 0.000000 Active
011408 B GL 0100001408@2@@@@ 0.000000 Active
011702 o n GL 0100001702@@@@@ 0.000000 Active
011003 Gl g1000010a3aadaa 4000000 Active

Enter the Cost Code

~ Cost Account

Charge Type * e Charge Code * °

ALL (All Requisitions) ENTER_CODE (Enter Charg... B

Ledger * ° Account * a
VAT Rate *
5 (Standard Rate) -
° Apply Cost Account To All Lines Add Another Cost Account a

a. Charge Type — list of charging areas for each College/Service in the University. Defaults to ‘All’ — no
need to change.

b. Charge Code — enter the short version of the budget or project code to be used to pay for this order.
Ledger — will be GL (general ledger) or PJ (project ledger), depending on the charge code used — do
not change.

d. Account —this is the full T1 code and will be automatically entered by T1, based on the charge code
and commodity code entered.

Nominal Code (last five digits of each code)

T1 selects the nominal codes based on other information given on the requisition, including the
commodity code and the VAT status of the supplier. If the wrong nominal code has been selected
by T1, click the Account field’s drop-down arrow and select ‘Advanced Search’

Use any part of the nominal’s name or number to search for the correct code.

Purchasing nominal codes always start with a 2nnnn (nominals for income coming into the
University always start with a 1nnnn and must not be used here):
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Account
Components = Accounts
Entity 01 (University of Exeter) hd
Budget Centre 1078 ( ) -
Nominal Account equipment - p -
Q Nominal Account  Account Name Data Entry Status
25110 Equipment - Purchases  Active °
=] Advanced search

n Cance

e. VAT Rate — T1 will automatically enter the most likely VAT rate based on the commodity code, the
nominal code and the supplier’s VAT status.

YOU MUST CHECK THIS RATE and only amend if you know the wrong rate has been applied.

PLEASE NOTE - The code in this box should be compatible with the VAT Rate box in the Item section
of the requisition (i.e. ‘2’ for zero rated travel should show in both VAT boxes). If the VAT rates are
not compatible, then you will get an error message when trying to submit the requisition for
approval:

1 ERROR AND 1 INFORMATION MESSAGE »
e Workflow rule Financial Delegation Auto Approval Rule has overridden your decision from Submit for Approval to Approve and Transmit
g P ¥ PP PP

0 Line 1 (Ali VAT test) - The total dissection tax amount is 8.33 which is more than the total line tax amount of 0.00.

Correct the error by making sure the two VAT boxes have compatible rate codes. For example, a
zero rate code (‘Z’) or an exempt code (‘X’) is not compatible with a code where VAT is charged (such
as ‘S, ‘PN’, ‘P1’).

More information on VAT is available here.

f. Apply Cost Account to All Lines — tick this box if more lines are to be added and the same cost code
is to be used. Note that the nominal code should be changed if the new item is for a different
purpose.
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g. Add Another Cost Account - tick this box if the cost of this item is to be split over additional budget(s).
A second coding box called ‘Cost Account 2’ now appears. Enter the new charge code and use the
‘Dissection Amount’ boxes to enter how much of the cost is being covered by each budget:

~ Cost Account 1

Charge Type * Charge Code *

ALL (All Requisitions) - 011006 (CEMPS-Geotechni...
Ledger * Account *

GL (19GLACT) - || 01-000-0-1006-25110 (Equipment ... ~
VAT Rate * Dissection Amount (Exclusive)

PN (Standard Rate - Non R... = 53.75

~ Cost Account 2

Charge Type * Charge Code *

ALL (All Requisitions) - ENTER_CODE (Enter Charg.. =
Ledger * Account *

GL (19GLACT) ~ || ce-oe@-@-@@@@-25110 (Equl..
VAT Rate * Dissection Amount (Exclusive)

PM (Standard Rate - Non R... - 10.75

D Add Another Cost Account Delete this cost account

1.3.11 Save, Edit or Add More Items
When the form has been completed, click ‘Save’ in the top right hand corner:

A Requested ltems

Cancel Save

~ Supplier

Supplier *

gQ

This item now appears as the first line in your order:

d
Requested ltems I + Add | o
£ 1record. = e
Test Tubes 50ml Part No 1234698 GOODS
3 GBP 64.50
64.50 (Ex)
Quantity Unit Amount (Inclusive)
50.000000 1.260000 . -

REQUIRED 054UN-2019

Create duplicate

Delete

Use the ‘Add’ button to add a new line for another item.
b. If any details are wrong for this item, use the ‘Edit’ button and save the changes.

Use the orange drop-down menu to duplicate or delete this line. A duplicate line can then be edited to
change any of the details, such as supplier, value or quantity.

Q
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1.3.12 Change Delivery Address
Delivery addresses are automatically entered, based on the College/Service the user is attached to.

A different delivery address can only be specified before the Purchase Order is approved.

To change a delivery address, go to the Item Section in the Requested Items tab:

Delivery Point Type * Delivery Point *
1015 (CLES) - -
Purchase Type * [ Delivery Point Description
General Purchase
JCLES01 CLES, Biosciences (PEN)
Categorisation CLESD2 CLES, Biosciences (STR)
Commaodity Code * JCLESD3 CLES, CEC
41103800 (Laboratory mixing and 5
JCLESD4 CLES, CHERC
Alternative Contact InformationjcLEs0s CLES, Geography (PEN)
Requested By fcLesos CLES, Geography Amory (STR)
JcLEso7 CLES, Haightan
Contact Number
JCLESDE CLES. Hatherlv
¥=] Advanced search
Procurement Information

a. First change the Delivery Point Type to the College/Service required.
b. Then change the Delivery Point to the exact location within the College/Service specified.

A full list of locations can be seen in the POs and Requisitions FAQs here.
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1.4 Addresses Tab

Use the ‘Addresses’ tab to record additional information about the delivery that you want shown on the
purchase order:

Requisition (R0003148) &
1 item, Total (Exclusive) GEP 200.00

™ Requested Items Addresses
1 item
~ Delivery Address

= pj :
issection Summa
[==] y Delivery Instructions 55

1 dissection

1k, settings e

UOE purchasing location
Required 07-Aug-2013

Delivery Address*
9— Addresses FINAMCE (University of Exeter, University of Exeter, Exeter, EX¢
Box 1 Finance /
Northcote House Street Address
University of Exeter Exeter EX4 4Q) Box 1 Finance
United Kingdom

Morthcote House
® Authorisation History

2 items
City/Town State
Attachments University of Exeter Exeter
0 attachments
Postcode Country
EX4 4Q) United Kingdom
Phone Fax
Emnail

a. Delivery Instructions - add any specific delivery instructions for the supplier in this field and they will
appear on the Purchase Order.

b. Delivery Address — DO NOT CHANGE as this is the UoE address the supplier’s invoice is to be sent to
(this field is not about the goods/service delivery) so must not be changed from ‘Box 1 Finance’.

To change the delivery address, use the fields in the ‘Items’ section:

Delivery Point Type * Delivery Point *
$DEFAULT (Default Deliver... - MAILSTR (Mailroom - Strea... -

Purchase Type *
General Purchase -

Use the ‘Delivery Point Type’ field to select the relevant College/Service and the ‘Delivery Point’ field for the
exact location within that College/Service.

Contact us at financehelpdesk@exeter.ac.uk 01392 726981
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1.5 Attachments Tab

Use the ‘Attachments’ tab to add any documents, emails, notes, supplier quotations, self-employed certification,
web links or anything else needed for audit purposes or to aid the approver in deciding whether or not to
approve this requisition.

Please note — emails will first need to be saved before being able to add them as attachments.

:‘Q\. Attachments Attachments

" 0 Attachments

[j Add from local drive .
[B) Link from My ECM

@ Link from ECM Search
Add note

& Add URL
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Stage Two — Approve the Requisition
2.1 Submit for Approval

When all the details have been added and the requisition is correct, click ‘Submit for Approval’ in the top left
hand corner:

Submit for Approval

A pop up box will appear to enter any comments that should be seen by the approver:

Submit for Approval

This will complete the current task Create Requisition. The next task is: Approve
Requisition

Comments
Please approve as a matter of urgencﬂ

0] 4 Cancel

2.2 Release of Purchase Order to Supplier

The requisition creator will be informed by email once the requisition has had all the necessary approvals carried
out.

Once the final approval has been completed, the requisition then becomes a purchase order and is emailed to
the supplier.

View the purchase order using the ‘My Purchase Orders’ function.

2.3 Authorisation History Tab
The ‘Authorisation History’ tab will show the progress of the requisition.
There are several possible types of approval needed, depending on what is being ordered. For example:

e Health & Safety approval — for hazardous items

e Animal Management approval — for live purchases

e VAT approval - for non-standard VAT purchases

e Budget approval — required for all purchases over £100

Some requisitions may need to go be approved by two or more of the above. For example, purchasing toxic
chemicals costing £250 from abroad will need H&S, VAT Pool and budget/project approval.

Most budgets/projects have a group of people who are authorised to assist the budget holder with requisition
requests — these are called approval pools.
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Click the orange bar to see more information about its current location:

Enterprise search

Submit for Approwval

Requisition (R0003148) &
1 item, Total (Exclusive) GBP 200.00

= Requested Items Authorisation History
1 item
~s Create Requisition Alison Ball
L= pissection Summary
== Approve Requisition 11164
1 dissection
Generate Documents
1k, settings
UOE purchasing location Notify Approve

Required 07-Aug-2018
Process Completion
9 Addresses

Box 1 Finance

Morthcote House

University of Exeter Exeter EX4 4Q)
United Kingdom

:2) Authorisation History

2 items

a. The approval pool’s name or number is shown here.

2.4 Approval Pool Member Names

The members’ names for each approval pool can be obtained using the approval pool’s number (shown in the
Authorisation History tab, as above) with the ‘Resource Pools’ function.

1. Use Enterprise Search to locate and open the ‘Resource Pools’ function:

resource

Resource Pools
‘ © jo
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2.

Enter the pool number or name in the search field and click the magnifying glass.
and the members’ names will be shown on the right of the screen:

Enterprise search Resource Pools
ol I — 5
¥ 3records. P
Jll 101104A Pool Members 4 Pool Members
O 4records.
.'ll 1104A Pool Members 4

Pool Members

240 111104A

wella 10 ™

v321.12.20

Select the correct pool

2.5 View Your Purchase Order

Purchase orders are stored and managed in a separate function called ‘My Purchase Orders’.

1.

To view your purchase orders:

Search for ‘My Purchase Orders’ or locate it on the ‘My’ page of T1:

my purchase

@ My Purchase Orders

Ciin the Coud

Contact us at financehelpdesk@exeter.ac.uk 01392 726981
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2. Click on the tile to open the function:

Enterprise search

Orders Order Lines

ﬁ?‘ Q LR ]
Supplier Name ON ORDER
e UEnnnnn |Supplier No. | Created on xx/xx/xx by User’s Name GBP 420.00

The text entered in the ‘Comment’ field 350.00 (Ex)
Receipt Amount (Inclusive) 0.00 ° Invoice Amount (Inclusive) 0.00 e 2= 1 LINE
Fisher Scientif COMPLETE
UE012978 | 197863 | Created 30-May-2019 by Andi Smith GBP 43.03
Order for Prof Sue Maylor's laboratory 35.86 (Ex)
Receipt Amount (Inclusive)  35.86 Invoice Amount (Inclusive)  35.86 £E 2 LINES
Bristol Transcr FULLY RECEIVED
UE019478 | 156274 | Created 28-May-2019 by Katarina Ogresh GBP 80.64
Transcription for ICAMM project 67.20 (Ex)
Receipt Amount (Inclusive) 80.64 Invoice Amount (Inclusive) 0.00 = 1 LINE

a. UEnnnnn = the purchase order number.

b. Receipt Amount = how much of the purchase order has been receipted.

c. Invoice Amount = how much of this order has been invoiced by the supplier.

d. The status of the order. There are several status options, as the order progresses through to payment:

oN orRDER = the order has been sent to supplier but has not been receipted in T1 yet.

PARTIALLY RECEIVED = some of this order has been receipted in T1.

FULLY RECEIVED = all of the order has been receipted in T1 but the supplier’s invoice has not yet
been received.

PARTIALLY INVOICED = the order has been receipted but the supplier has invoiced for only part of

the order.
COMPLETE = the order has been receipted and the invoice has been received in full. The order is
now completed.

AMENDMENT IN PROGRESS = the order is currently being amended. This will have to be approved by
the budget holder, not their approval pool.

ORDER INVOICE IN PROGRESS = the invoice is in the process of being matched to this order.
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Stage Three — Receipt the Purchase Order
All purchase orders must be receipted in order for the invoice to be paid.

Items raised on separate purchase orders must be receipted separately and must not be batched together onto
the same receipt as this can cause issues if needing to amend a purchase order or cancel a receipt later on.

If the order is not receipted before the supplier’s invoice is received, the order creator will receive a reminder
email from T1 that the receipting process has not been carried out.

Supplier invoices will only be paid once receipting has been carried out.

Please note —this receipting process does not need to be carried out for goods or services bought via a University
purchase card or for items being claimed back as expenses.

3.1 ‘My Goods Receipts’ Function

InT1, you create a new receipt per purchase order to which you add the goods items/services you have received
from that purchase order.

Multiple items on the same purchase order can be receipted together on the same receipt (or they can be
receipted individually at a later stage if they have not been received together).

Multiple items on separate purchase orders must not be receipted together on the same receipt as this creates
issues if any amendments or cancellations are needed at a later stage. Only one purchase order should be used
per receipt.

So if you have several purchase orders to receipt, you must repeat the process below for each one.

There are two steps to the receipting process — creating the receipt and approving the receipt — both steps are
done by the same person at the same time.
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3.2 Fully or Partially Receipt a Purchase Order

1. There are two ways to start a new goods receipt:

a. Once logged into T1, find the ‘My Goods Receipts’ function tile - either by searching Goods in the

Enterprise Search box:

goudi

e My Goods Receipts

B i =

My Reports Ciin the Cloud My Tasks

16

My Goods
Receipts

Once the receipting function is open, click on the ‘Add’ button, and select ‘Receive Order Lines’.

B Search

- p

@ Create a blank goods receipt
Receipts Receipt Lines Shipping Maotices

B
?ﬂ 1 record.

b. Or from within the ‘My Purchase Orders’ function, select and ‘View’ the relevant purchase order.

Once the order has opened, select ‘Receive Order Lines’ from the orange drop-down menu, top
left:

Create amendmen’ I ,
I 9 Transmit order
B Iy
ﬂ‘ Cancel order

lﬁ Cancel and print order

™ Requested Item

1item Cancel and background print order

r

[
¥ | View reguisiticn i

-
22| Receive order lines
L= Dissection Su

Contact us at financehelpdesk@exeter.ac.uk 01392 726981
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2. Forgoods orders, select the item you want to receipt. If you have received only part of the order, change
the quantity to the number you have received. Click on the ‘Add’ button.
For example, to receipt two out of three items:

= Enterprise search

Search - P
“-rg 3 records. L
Seafood for banquet GOODS

UE000929 | | SEAFODD CORNWAL 3.000000

BATTERY CR2032 3V COIN BUTTON BATTERY co0DSs
UE00D27 | BATTO032 | RS COMPONENTS L 100.000000
BATTERY CR20TNGCOIN BUTTON BATTERY EACH

On Order Quantity Quantity 0

100.000000

Separate PO number
so do not receipt
with the above item

3. Forservice orders, select the item you want to receipt. If you have received only part of the order, enter
only the partial amount to be receipted. Click on the ‘Add’ button.

For example to receipt one day’s consultancy work where the order is for three days, enter 1/3 of the
exclusive (without VAT) amount:

Enterprise search Receive ¢

3 records. & e

k for ABC project, 3 extra days in May 2019 SERVICE
' GBP 3,990.00

GBP 3,325.00 (Ex)
Additional 3.0 days consultancy work, May 2019 41
Amount 1108.33

UEQOxxxxx | Higgins Consulta

4. This will then add the item to the trolley in the top right hand corner.

Once all the items that require receipting from the same purchase order have been added to the trolley,
click the ‘Continue’ button next to it.

1!._1__1 1 ITEM ADDED
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5. A copy of the Goods Receipt will now show on the right hand side of the screen with the message
‘unapproved’ in red. Click on the ‘View’ button to move to the approval screen.

Enterprise search My Goods Receipts aisonBall @) @
bearch - P ] Main Purch System &
Receipts Receipt Lines Shipping Notices
Tp 1 record. & e+ (2) BATTERY CR2032 3V COIN BUTTON BATTERY, Seafood for banquet X
TTERY CR2032 3V COIN BUT Y, Seafood for banquet B GoodsReceipr [ Derails
22-5ep-2018 | Createc Alison Bal GBP 308.22 —
2 %)

LINES

[ UNAPPROVED
00ds Receipt

Reference 22-5ep-2018

Issued 22-5ep-2018

Receipt Total GBP 308.22

Unit Price Line Amourt

Description Quantity _ Unit _(Inclusive) (Inclusive)

BATTERY CR2032 3V COIN BUTTON BATTERY 85  each 9 GBP 164.22

Seafood for banquet 2 ey 72.00 GBP 144.00

Total 308.22

6. The quantities can be edited further or lines removed, if needed, using the ‘Edit’ button or orange drop
down menu next to each line.

Enterprise search Goods Receipt

MENU

Goods Receipt (000660) &
2 items, Total (Exclusive) GBP 256.85

MY Receipted Items Receipted ltems + Add [}

2 items

£ 2records. =

= Dissection Summary

= — Seafood for banquet GOODS
ssection
SEAFDOD CORNWAL GBP 144.00
120,00 (Ex)
. Purchase Order Receipt Quantit; A
Settings - - 2&3:%:-:: ¥ ONLY

UOE purchasing location

v Authorisation History Finalis= Receipt

S e BATTERY CR2032 3V COIN BUTTON BATTERY
BATT0032 | RS COMPONENTS L Dele
) 126.85 (E%)
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7. Once the receipt is correct, click the ‘Approve’ button in the top left hand corner of the screen.

Enterprise search Goods Receipt

00ds Receipt (000660) &
2 items, Total (Exclusive) GBP 256.85

M Receipted Items Receipted Items + Add s
2iems
£ 2records. =T
E= pissection Summal
| 1 dieser e Seafood for banquet GOODS
ssection
SEAFOOD CORNWAL GBP 144.00
120,00 (Ex)
. Purchase Order Receipt Quantity
Settings UE000920 2000000 OnLY

UQE purchasing location

ElE

v Authorisation History Finzlise Receipt

A BATTERY CR2032 3V COIN BUTTON BATTERY
BATT0032 | RS COMPONENTS L Delerz

136:85(EX)

8. The goods receipt now shows as ‘approved’ in green.

Enterprise search Goods Receipt Saved  AisonBall @ @ @

Create a blank goods receipt

Goods Receipt (000660) &
2 items, Toral (Exclusive) GBP 256.85

Main Purch System

Changed by Alison Ball at 22-5ep-2016 17:08:33 View audic details

MG Receipted items Receipted Items o »
2items
QO 2records. o e
= piccecti
£ Dissection Summary Seafood for banquet GooDs
1 dissection GBP 144.00 APPROVED
SEAFOOD CORNWAL -
1200080 .
. Purchase Order Receipt Quantity ony Goods Receipt 000660
s UE000929 2.000000 =
UOE purchasing losation
m ecept o
) huthorisation History
— BATTERY CR2032 3V COIN BUTTON BATTERY GooDs
BATT0032 | RS COMPONENTS L GBP 164.22
136.85 (Ex)
% Transmission History Purchase Order Receipt Quantity cac
UE000927 85.000000 :
=
~ Total 308.22
<, Atcachments

0 suzchments

3.3 Cancel a Receipt

If a purchase order is no longer required and is to be cancelled or needs to be amended, then any receipts need
to be cancelled first.

To cancel a receipt:

1. Goto ‘My Goods Receipts’, on the ‘My’ page:

My Goods Receipts

2. Locate and ‘View’ the relevant receipt.

3. Once open, select the ‘Cancel goods receipt’ option from the orange drop-down menu, top left:
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Create a blank goods receipt
. QL Cancel goods receipt
Goods Receipt ( £ °
1 itemn, Total (Exclusive) GBP 35.00

4. Enter a reason for the cancellation then click ‘OK’:

Cancellation Reason )4
Cancellation Reason* g2
Goods no longer required and order cancelled. PO to be *
cancelled.|

oK Cancel

5. The status of the receipt should now update to confirm it is cancelled:

— Enterprise sea

Create a blank goods receipt

Goods Receipt (003920)
1 item, Total (Exclusive) GBP -3

..E" Receipted Items

: 4
CANCELLED

3.4 Finalise a Receipt

Finalising a receipt closes off a purchase order and ensures that no further invoices will be paid against it.

The budget commitment/transaction will then become the value of the receipt rather than the value of the
original purchase order.

Please note - thisis anirreversible process. There is no way to reinstate a PO once the receipt has been finalised.
So if a further valid invoice is received, then a new PO will have to be created or the invoice will have to be paid
without being matched to a PO.

To finalise a receipt:

1. Open the ‘My Goods Receipts’ function, on the ‘My’ page:

2. Once open, click on the ‘Receipt Lines’ tab:
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- o
Receiprs I Receipt Lines I Shipping Motices
Filter ¥ 1record. P
. RECEIPT STATUS (1) Polyivinyl alcohol), 363146-25G COMPLETED
GEP 53.40
Ertered 0 53.40 [Ex)
E 1 LINE
Appraved 1
Complete [+
3. Then the relevant receipt and select ‘Finalise
=
Recsipts Receipt Lines Shipping Notices
Select all
Poly(vinyl alcohol), 363146-25G GOODS
GBP 53.40
) ) ) 53.40 (Ex)
Purchase Order Receipt C{uantlty ONLY
e il 2.000000
iy B ey D E bpilen Pecivas GOODS
GBP 7.43
6.19 (Ex)
- B o eew o
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4. Click ‘OK’ on the warning message that appears:

Confirm Action x

Are you sure you want to finalise the selected receipt lines? This will clear the cutstanding invoice amounts and should only be used if you want to complete the order.

Ox Cancel

The PO has now been finalised and no further invoices can be paid against it.

The commitment on the budget/project code for the uninvoiced part of the PO has now been deleted.

3.5 Receipt Reminder Emails from T1

If the supplier’s invoice is received before you have receipted the purchase order, you will receive an automated
email from T1 prompting you to perform the ‘goods receipt’ process.

The invoice will not be paid until the receipting has been completed.
Example email:

Subject: Transaction Processing Notitication - Reterence: """"""""310076 i

Dear SirMadam,

An mvoice has been received for a purchase order raised by vou but we are unable to process this because the purchase order has
not been receipted.

Transaction Details

Title INWV
PO Number | UED i
Reference | 3100760 "5 8
Date 31/03/2019

Total 146.69

Please Receipt vour purchase order AND approve vour receipt. Please then find vour receipting 'task’ within "My Tasks' and
submit it for re-processing. The supplier pavment will only be released for pavment once ALL these tasks have been completed.

To view this transaction m Ci Anvwhere please click here. a

To ensure the invoice is processed for payment, carry out all of the following three steps:

1. Create and approve the goods receipt, as per Section 3.1 above.
Use the link on the email to open ‘My Tasks'.
Once in the ‘My Tasks’ function, select the ‘Resubmit’ button on the invoice task — this tells T1 to process
the invoice again and pay the supplier.
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Stage Four — Pay the Invoice

When the supplier sends in their invoice requesting payment, T1 attempts to automatically match the invoice
to the purchase order and the receipt - this is called three way matching:

Purchase Order

Three-Way
Match

Goods Receipt

T1 will automatically pay an invoice if it can match it to a valid purchase order for the exact amount AND the
order has been receipted.

If T1 cannot match an invoice, then a member of Finance Services must manually complete the process and
often has to contact the purchase order’s creator in order to do so which can cause a delay in the supplier
receiving payment.
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4.1 View a Matched Invoice

To view an invoice that has been matched to your purchase order:

1.
2.

Open the item in the ‘My Purchase Orders’ function.
If using a widescreen monitor, the right hand side of the screen will have an additional icon that allows you
to view the invoice(s) that has been matched to the PO:

POSTED
Total BO.50
u H Involos Na.
Dats 1E-Jan-2019
Period
Due Date 159-Jan-20139
Harratian
Catering for
Acopunt Humber Order Detnils Exclustvs WAT Inclustve
Refreshments Hospitality UED2 3445 18050 0.00 150,30
Exclustve 20.30
VAT 0.00
Invoice Amount BO.50

i I Requisition

[
E Purchase Order

m Goods Receipt

Contact us at financehelpdesk@exeter.ac.uk 01392 726981
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3. If using a square monitor, use the ‘Invoice’ tab bottom left to view it:

" Goods Receipt
Complete IEZL

M Receipted ltems

e POSTED
_ Total 129.24
= Dissection Summary

1 dissection

o w - Invoice No.

. Date 24-5ep-2018
Settings . . Period 3
UOE purchasing location Due Date 24-0ct-2018

) Authorisation History
= = Narration
dNTP mix catalogue no = 1511
[5=] Requisition
1 reguisition
" Purchase Order Account Number Order Details Exclusive VAT Inclusive
L EDEEEREE T Chemicals & Hazardous Goods UEOT 28.80 5.76 34.56
Chemicals & Hazardous Goods UED1 51.00 10.20 61,20
Chemicals & Hazardous Goods UEDM é 27.90 5.53 33.43
% Transmission History
Exclusive 107.70
VAT 21.54

4.2 Invoice Issues and How to Avoid Them

If T1 cannot match the invoice to the correct purchase order and receipt, then it is known as an ‘unmatched
invoice’” and has to be actioned manually by Finance Services.

Unmatched invoices can cause several issues:

- Supplier payment may be delayed as Finance Services need to search for who requested the
goods/service and get their permission to pay the invoice. This takes additional time and can result
in the University losing reputation or even not being able to use that supplier again.

- The invoice cannot be viewed in T1 by the PO’s creator as it has not been linked up to the PO.

- The invoice shows as a transaction on the budget once it has been paid, but the PO also still shows
as a commitment. So this amount is double-counted on the budget.

Itis possible to reduce the number of unmatched invoicing issues. Below are the most common invoice problems
and how to avoid them:

~ The purchase order has not been receipted in T1 — this is the main reason that invoices do not get paid
g © on time.
How to avoid this — make sure you receipt your orders as soon as possible after the goods have been
received and checked. For service orders such as train tickets or hotel bookings, receipt these straight
away as soon as the purchase order is approved.

For partially received orders, a partial receipt can be created to show only what has been received so
far. Partial receipting can be carried out again and again as more and more of the order is delivered.

£+ The invoice is significantly more or less than the purchase order — permission is needed from the PO
= creator to pay/not pay the invoice.
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UE

VATS

How to avoid this — try to make sure your purchase order is for the correct value and the correct VAT
rate has been applied.

If needed, phone or email the supplier to get an up-to-date quote before creating the requisition (a
qguote can be added to the requisition as an attachment to confirm the price and VAT rate).

Carriage/postage/courier costs were not included in the original purchase order but have been charged
by the supplier.

How to avoid this — check with the supplier how much they will charge you for delivery of your order.
Add the delivery cost as a separate line in the requisition.

Use commodity code 78102200 (Postal, small parcel, courier services) and nominal code 25325 (Postage
and carriage) for this line in the requisition.

The invoice does not state the purchase order number.

How to avoid this — only place an order with a supplier when you have a valid purchase order. Don’t
place any orders verbally or by email before the purchase order is approved.

VAT was/wasn’t included in the purchase order but was/wasn’t charged by the supplier.

How to avoid this — check if the supplier will or will not be charging VAT on your order and at what rate.
Phone or email them if their website/catalogue is unclear. Ask for a quote showing how much VAT
would be charged and attach it to the requisition.

A VAT certificate is required for zero rated VAT items but was not included with the purchase order.

How to avoid this — complete the fields in the ‘VAT Criteria’ section of the requisition as well as selecting
‘Z" zero rated VAT codes. This will route the requisition to the VAT team who will check the VAT
information. Once approved, the VAT certificate will be included in the purchase order wording when
it is transmitted to the supplier.
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Help and Support

Tracking invoices/payments to suppliers

e Information - http://www.exeter.ac.uk/finance/operations/
e Finance Helpdesk — 01392 726981 financehelpdesk@exeter.ac.uk

Sourcing suppliers/complex purchases/high value purchases/tenders and quotes
e Information - http://www.exeter.ac.uk/finance/procurement/
e Procurement Helpdesk 01392 726984 procurement-operations@exeter.ac.uk

Engaging self-employed people
e Information - http://www.exeter.ac.uk/staff/employment/tempworkers/selfemployed/

VAT

e Information - http://www.exeter.ac.uk/finance/planning/vat/
e VAT help vat@exeter.ac.uk

Approval Pools, Projects & Budgets

e Budget Holders can request changes to approval pool members by emailing Finance Helpdesk —
financehelpdesk@exeter.ac.uk

e Find out who is in an approval pool -
http://www.exeter.ac.uk/media/universityofexeter/financeservices/t1manualsworkbooksguid
es/Approval Pools Quick Guide.pdf

e Understanding T1 Budget Approvals

e Understanding T1 Budget Codes

Training
e Guides - http://www.exeter.ac.uk/finance/training/keytopics/purchaseordersandrequisitions/
e Finance Helpdesk — 01392 726981 financehelpdesk@exeter.ac.uk
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