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GUIDE FOR USING 

REMOTE REQUISITIONER RESPONSIBILITY 
Part 1: Logging on and defaulting in the Sales Order Screen

Log onto Oracle inputting your username and password as highlighted in red below and click on Logon to PSL R12 PROD
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The following screen will be displayed, click on AMA Remote Requisitioner as highlighted below:
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The following screen will be displayed; now click on Quick Sales Orders as highlighted below:
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A screen similar to the one below will appear.
If this is the first time you have logged on then you will be seeing the default screen.  See further down on how to change the screen so that it shows as below and also how to keep it as your default.
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Ensure screen is headed CUSTOMER SALES ORDER in the top left hand corner as highlighted below:
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If the screen does not show the CUSTOMER SALES ORDER folder as highlighted above you will need to default it in as highlighted below.

Click on Folder and Open as highlighted below:
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Next, click on Folder and then ciick on Save As (as highiighted below).
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The following screen will be displayed. Select CUSTOMER SALES ORDER and click OK as highlighted below:
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Next, click on Folder and then click on Save As (as highlighted below).
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Next, click on Folder and then ciick on Save As (as highiighted below).
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The screen below will be displayed. You must ensure there is a tick in the Open as Default box and a tick in the Public box now click OK as highlighted below:
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You have now successfully set up the correct Sales order screen to default in.  This screen will appear for every logon.


GUIDE FOR USING 

REMOTE REQUISITIONER RESPONSIBILITY 

Part 2: Entering Data on the Sales Order Screen
Header Details
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The screen shot below is how your screen should look when all relevant details are entered.

[image: image12.png]- &)

H9-vQ&Q )+ MRlag i forUin Remote eistions Responsiiy.dc Compatity ecel ..~ x

Home | Inset  Pagelayout  References  Mailngs  Review  View  NuancePDF  Fommat

File Edit View Folder Tools Window Help ORACLE’
Evo SP XDBFR ADOHG% pe R N 1 OS] sapscer AaBbC sahca ammbcer AaBbC A DT
P omatpinter | B 2 L~ abe 3, Aa [~ A ] Empasis  Heading 1 swong | suwe e - Chnge | 50T
Fri5406 WHITGHURCH. e s )| i
(] CUSTOMER SALES ORDER 8
Customer Number |72 ShipTo |715406
Customer PO [ TESTO01 ‘Status. Cardiff & Vale University
Date Ordered |09-DEC-2015 11:51:36 Request Date |15-DEC-2015 11:51:00 [Pontypool, NP4 4DE. ¢
Order Type Customer
Order Number ‘Address Details
[Htain | picing_ Stioping _Retums
= NWSSP LINES [ Defer Pricing W Ayto Refresh
Line Ordered ftem Qty \UOM | ltem Description Unit Selling Price| Extended Price| | Schedule Ship Date | Schedule Arival Date ‘Status. [ ‘See below how screen will look when details are all entered.

VSP RDBF e 2

&) WTERNAL SALES ORDER AF

Customar 0 TESTE1 o [060 st |
ome Ordres (830507575 103555 Recuest Dm (145EC 207 0.3 00
s Tye TSSO Costormer [CAROIF AND VALE U5

Ouertumbar | Tom [ 000 PrcaList (72 CAROIF & VALE PRIC.

& 1wsse unes " Outer Prcing % Ao Retesn
e Ordered hem Jlaty oM | em Descrption Uit Seliing Prce Extonded Price. Schedule Shp Date | Schedule Ammal Oate | Status. n
[

Senice Total ]7000[

( Adions ) (_Availabilty ) (_BookOrder ) (" Configurator (" Related Items

I
[
[
[
[
[
[
[
[
[
[

[
[
[
[
[
[
[
[
[

Lina Tota [ Servce Toal | o0 [¢*]

[ Contgurtor entod oms





Line Details

Check that the folder reads NWSSP LINES if not follow the same steps as pages 6, 7, 8 & 9 but select NWSSP LINES
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Continue Entering Until You Have Entered All The Lines You Wish To Order.
On Completion, Ensure You Click The Book Order Button Otherwise You Will
Not Receive Your Order






Enter the requisition number for the order that you are processing e.g. 123456





Enter your Ship To No.  e.g. 521001





Enter your Customer No.  e.g. 65





Click in Request Date field as highlighted.


A drop down calendar will be displayed from which you will be required to select the date your order is due for delivery.





Click in Qty field and enter quantity required Quantity required





Click in Ordered Item field and enter the Catalogue No required





Continue entering until you have entered all the lines you wish to order.  On completion ensure you click on Book Order highlighted in red above otherwise you will not receive your order
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