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GUIDE FOR USING 

REMOTE REQUISITIONER RESPONSIBILITY 
Part 1: Logging on and defaulting in the Sales Order Screen
Log onto Oracle using your Username and password as below.  Click on Logon.
[image: image15.emf]
It will take you to the following screen
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Click on AMA Remote Requisitioner as below
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It will take you to the following screen.  Now click on Quick Sales Orders.
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The screen will now open with screen similar to below
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Ensure it says WHS SALES ORDER in the top left hand corner as below

[image: image6.png]Main | Others
3| WHS SALES ORDER
Customer Number
Customer PO

Date Orderedt

HRHILDV 9K EI?

Address Information

Order Number |

Ship To
Status

13 SEP 2011 09:35:30 Request Date [13-SEP-201109:35:30
OrderType | Customer
Total | 000 Price List

ORACLE

Address Details

D

el

Main | Pricing  Shipping = Retums
| WHS LINES AF I Defer Pricing 2 Auto Refresh
Line ||Ordered ftem aty UoM | item Description ATO || Unit Selling Price|| Extended Price| Schedule Ship Date_||Schedule Arval Date | Status 1l
r
o
o
o
o
o
o
o
o
o

Description |

Book Order

Line Total |

Configurator

Bistart| (0] (@ @ > (O] Unread Mai - icrosoft... | 5] Documentt - Mirosoft,.. | ] Gide for Using Remt... | & Oracle Appications Ho... | &1 Orade Applications 11... [T Oracle Applications

Senice Total 000 +*

Related [tems

BEEL LI





If the screen does now show the WHS SALES ORDER folder, you will need to default it in as below.

Click on Folder and Open.
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The following screen will appear.  Select WHS SALES ORDER and click Ok
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Next, click on Folder and then Save As as below.
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The screen below will appear.  Ensure there is a tick in the Open as Default Box and a tick in the Public box and click OK..

[image: image10.png]B 0racle Applications - PROD - Patech Solutions Ltd

Eile Edit View Falizr Tools Window Help ORACLE

Address Information

(5] v saves oot E—
—_——

'S 5ave Folder

Folder [WHS SALES ORDEI

Autoguery

2 0pen as Default
ZRublic
e

i digi2

i0thers
Configure Buttons Access

Disilay
Action Narne User Entered Prompt__ Key

[T — QQQJ g
| -
T ——
|

[ Javanceatomsooren || (I

ine Tabs,

sy Sifggin) Hoiiise
Line Details (Regions)
g C Benipes: P e e PN e i e

A start]

G ® » 0] urresd -

] Guide for

g Remate




This screen will now 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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See below how screen will look when details are all entered.
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Line Details
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Enter Your Customer No.  Eg, Cardiff & Vales = 72





Enter Your Ship To No.  Eg, 751300





Enter Your Customer PO No – To Be Kept For Your Records For Any Queries





Click In Request Date Field, Drop Down Calendar Menu And Select The Date Your Order Is Due For Delivery and Click OK.





Enter Cat No Required





Enter Quantity Required





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











