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1 GETTING STARTED
This section provides start-up instructions for using the Oracle applications.

1.1 Sign-On to Cloud applications
To log into the application:

1. Open internet browser window.

2. Enter the below URL:

No. | Environment | URL Link

1. TEST https://login-etei-test-saasfaprodl.fa.ocs.oraclecloud.com/

2. PROD https://login-etei-saasfaprodl.fa.ocs.oraclecloud.com/

Table 1 Direct Login URL

3. The Sign In page appears. Enter your User ID and Password.

Sign In
Oracle Applications Cloud

Forgot Password

[ English ~

ORACLE

Figure 1 Oracle Cloud Sign-In Page

4. Your user ID and password are case sensitive. Passwords always appear as asterisks
in the display as you enter them.

Tab to or click the m button to sign in.
Personal Homepage dashboard screen appears with CLOUD privilege access.
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1.2 Navigating from Personal Home Page to Applications

After you log in to Oracle Applications, your Oracle Procurement Cloud Home page is
displayed. All the functionality within the Oracle Cloud applications revolves around homepage
which you can personalize. From here you can:

1.Get a quick glance at your work-related conversations and announcements.

2.Use the Application Link icons to navigate to pages and dashboards to perform your day-to-
day activities.

3.Access the Navigator to access any additional applications that are not available in the
application section on the home page

4. Favourited list of quick actions to quickly perform some key tasks.

Note: The exact appearance of your windows may vary depending on your personalization
and roles that is assign to you.

Good afternoon, SCM User!

-
)
[

Figure 2 Personal Home Page
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Settings
Navigator Home Watchlist & Action

= ORACLE

Logo Favorites & recent item Notification

Figure 3 Navigation tools in the global area of the home page

Once you have set your homepage as the Newsfeed Home Page, then it will come with
different sections.

1. Apps Section.

& k)

Purchase Purchase Purchase Orders My Receipts
Requisitions Agreements

ﬁ @ Click this to
+ personalize

springboard

Negotiations Suppliers

Figure 4 Apps section

Within the Apps section, you have various icons that can be used to start navigating into the
different work areas of an application. For example, if you would like to navigate to the
Purchase Orders work area within Procurement, you will select your application as
Procurement and you will choose Purchase Orders in the Apps section. When you select
Purchase Orders, the system takes you to the Purchase Orders work area, where you can
perform various activities, such as creating, managing, generating for your orders, etc. Once
your work has been completed, you can go back to the home page by using the home icon.

You can also access the apps via the Navigator. =

Here, the access is granted to various work areas based on the roles that have been given to
your user account. You have the flexibility to personalize the App section. You can decide
what you want to show within these springboard icons and what you want to hide. If you are
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an order regular visitor to the Payment work area, you mostly work with Payable’s dashboard
invoices, you can hide the payments by clicking on this icon. So, it will not be shown in the
app’s icon but only accessible through the Navigator.

2. Things to Finish section.

Yesterday X Yesterday X Yesterday

A = FYl FYl FYl
Document (Purchase Requisition Requisition
’]2 Order) PR/RF000382022 PR/RF000372022
PO/RF000272022 Approved Approved >
(Requisition...
,I SCM User SCM User SCM User

Figure 5 Things to Finish section

The Things to Finish section provides you with a count of any pending notifications that are
assigned to you and may require an action from you. Account Link name created by me lists
the approval requests that you have created. You can click the link to navigate to a full list of
notifications pertaining to that account. Then the items listed in the Things to Finish section
are same as the notifications that are listed in the global header.

The same information is available when you click on natifications icon. You can access the
same number of notifications from here, as well as from the Things to Finish section. The list
displays the latest notification first and allows you to scroll horizontally to view more
notifications.

You can clear a notification from the list by clicking the Close icon. When you clear a
notification, the count does not change, since no action is taken on that notification. If you click
on you will get a listing of all the notifications that are either FYI or the notifications that require
an action from you. When you click on the link it opens the notification, and you can get the
details of the notification. If you are satisfied, you can either approve it or you can either reject
it. Once the notification is read then the count will change.
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3. Analytics section

Analytics

Cash Management Infolets General Accounting Infolets Service Infolets Source to Settle Infolets Order to Cash Infolets

Invoices on Hold Payments

RM43.9K

. Due: 1 Week
No data available

Analytics

Service Infolets Source to Settle Infolets Innovate to Commercialize Infolets Plan to Produce Infolets

Click on this icon to either hide
or display a particular infolet.

Requisition Lines Open Orders Overdue Schedules Negotiations

Days Unprocessed
1 Draft
[l 0to 3 Days

M 4107 Days .
810 14 Days 0 Active
W Over 14 Days

3 Pending Award

W Over 100%
M Over-released
Under-relea... Infolets

Supply Base Agreements

Supplier Type w Consumption at Risk

Sourcing Programs
Negotiated Savings

54.1%

M FEMS-E Other Supplier B Employee No data available
W BEMS W FEMS-C Other

Figure 6 Analytics section

As far as procurement is concerned, there are currently few choices of analytics display. And
they are source to settle infolet, service infolet, innovate to commercialize infolet, plan to
produce and order to cash infolets. You can personalize the Analytics section and decide
which infolet should be visible, which should not be visible.
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1.3 Creating Favorites and Setting Preferences

Creating Favorites

Each user has their own favorites and adding favorites is easy in cloud: just go to your favorite
work area or task page. Click on the favorite icon and click Add to Favorites. By this you get
to your favorite pages directly and easily when you click the favorite icon. You can remove
unwanted pages by clicking Manage Favorites.

= ORACLE
Favorites and Recent ltems

) Favorites Recent ltems

Good afternoon, O

My Client Groups Receivables

N
= =

Billing Accounts Revenue
Receivable

Figure 7 Creating and Managing Favorites

Set Preferences

Select Preferences to set personal options such as regional, language, accessibility setting,
watchlist, etc as shown in the list in Figure 8. You can also reset your password from the
Preferences page. To get into set preferences, click on setting and action dropdown menu
click on Set Preferences.

= ORACLE ~ . & (€ I-‘

Settings and Actions 567 Out

Good afternoon, OT users! Personalization

My Client Groups Receivables Payables General Accounting

Apps

B Q&
=Y = Y
Billing Accounts Revenue
Receivable

Troubleshooting

Things to Finish

Figure 8 Setting Preferences
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1.4 Overview Of Using Work Areas to Streamline Business Processes

Use work areas to gain instant insight into your business and identify potential problems with
processing transactions.

Work areas can include the following:

Infolets

Content area

Action toolbar

Tasks panel tab

Process Warnings and Errors
Process Monitor

Budgetary Control Dashboard

P k-

Task Panel

4 Budget Monitor

views F ol F Detach  Budget Account Group Expenses Balance * Budget Period | 1-2022 v | * Balance | Period lodate v | ¢

Consumption

Budget (RM) "M Funds Available E
Legal Entity  Intercompany  CostCenter  Project Account Reserve -

Total Total Amount (RM) Budget (%)

AllLegal Enfity V... All intercompany...  All Gost Center V... All Project Values  All Account Values  All Reserve Values 5,000.00 3,160.00 1,840.00 36.80.

s Content

Requiring My Attention  Requested by Me

view w 5T ¥ Detach  DayRange | Last week v

Transaction Requested &%
L Date

Override Justification Requested By

w
Transaction Results

Ho data to display.

Figure 9 Budgetary Control Work Area

Infotiles

Summarize a high volume of transactional information. You can quickly identify potential
problems and prioritize your daily activities by scanning the infotiles and accessing transaction
details.

For example, select an infotile to display corresponding transactional information in the content
area. You can also click links in the infotile to filter the records in greater detail in the content
area.

Content Area

The content area displays transactional information related to the infotile you select. You can
review the detailed information and take the necessary action.

For example, click the item link in the table to drill down to transaction-level information. You
can perform multiple actions on the transaction, such as editing, approving, or rejecting the
transaction, and posting the transaction to the ledger.

Actions Toolbar
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Use the actions toolbar to perform a range of activities on one or more rows you select in the
content area.

For example, select a transaction row and use the View menu to view the transaction in more
detail. You can export the data to an Excel worksheet, detach the pane, approve, or reject one
or more transactions, as well as apply additional filters.

Tasks Panel Tab

The Tasks panel includes tasks that are related to the work area and that you have access to
perform.

For example, create an invoice, review journal entries, create mass additions, and manage
accounting periods within a task panel.

Process Warnings and Errors

The process warnings and errors keep previous processes history that has been run for bank
statement loader. This area contains purge function which is available to delete error files.

For example, select on the file then click on X button to purge and completely terminate the
files.

Process Monitor

The Process Monitor is to monitor schedule process.

For example, instead of navigating to Scheduled Processes Task, you may use the refresh
button to keep update on the process item. It will provide you the same info as in Scheduled
Processes Page.

1.5 Scheduled Process

Scheduled processes do tasks that are too complex or time-consuming to do manually, for
example importing data or updating many records. You can run scheduled processes on a
recurring schedule and send notifications based on how the process ends. Some scheduled
processes give you printable output. Those processes might have Report in their name.

Jobs

Each scheduled process that you run is based on a job. The job is the executable that controls
what the process can do and what parameters and other options you have for the process. A
job set contains multiple jobs.

Job definitions can be set on Oracle Business Intelligence Publisher reports so that people
can run the reports as scheduled processes.

Process Sets

A process set is a scheduled process that is based on a job set. So, when you submit a
process set, you are running more than one job.
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Note: When you submit certain scheduled processes, the job logic causes other processes to
automatically run. But in this case, you are not submitting a process set that includes those
other processes.

Submission

When you submit a scheduled process, you can use its parameters to control which records
are processed and how. Some scheduled processes do not have parameters.

As part of the submission, you can also set up a schedule for the process, for example to run
once a week for two months. Every time a process runs, there is a unique process ID.

Qutput

Some scheduled processes provide output in PDF, HTML, and other formats. For example, a
process can import records and produce output with details about those records. There are
many types of output, for example a tax document or a list of transactions.

Process Sets

A process set is a type of scheduled process that is based on a job set and contains at least
two processes. So, you can run many processes in one go, for a specific purpose. These
processes run in a certain order, in serial or parallel, or by some other logic.

Process sets can have any number of individual scheduled processes and even other process
sets.

To Submit Scheduled Processes

Click Navigator > Tools > Scheduled Processes.

Qverview 3

¥ Search Saved Search | Last 24 hours v
Search Results (7)
View (@) Flat List Hierarchy

Betions v Ve y | Schedule New Process

Process ID Name Status
167843
57841

257836

Figure 10 Scheduled New Process

1. Onthe Scheduled Processes Overview page, click Schedule New Process.
2. Leave the type as Job, enter the process that you want to submit, and click OK.
3. Inthe Process Details dialog box, enter at least the required parameters, if any.
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4.

5.

Some processes have no parameters at all. Some parameters depend on other
parameters. For example, date range parameters might appear only after you select
By Date for another parameter.

Click the Advanced button if you want to define the schedule, notifications, or output.
Continue to the next steps. Or just skip to the steps for
Click Submit, to run the process once as soon as possible with the default output.

Define the Schedule

Set up a schedule to run the process on a recurring basis or at a specific time. Use the Process
Details dialog box in Advanced mode.

aprwpdne

Open the Schedule tab and select Using a schedule for the Run option.

Select a frequency.

Select User-Defined if you want to enter the exact dates and times to run the process.
You can select Use a Saved Schedule to use an existing schedule if there are any.
Depending on the frequency, define when the process should run.

Define the Output

You can choose the layout, format, and destination for your output. Use the Process Details
dialog box in Advanced mode.

N e

Open the Output tab, if available.

Click Add Output Document.

Change the name if you want. The name identifies this output document when you go
to view output later.

Select a layout if you have more than one to choose from.

Select a format, for example one of these:

PDF: Is the best option if you want to print the output.

Excel: Supports embedded images, such as charts and logos, but can be opened only
in Excel 2003 or higher.

Data: Gives you report data in an XML file, which is used mainly for editing the report
layout.

Click Add Destination to send the output somewhere, for example to a printer or email
address. You can add many destinations and send the output to all of them at the same
time.

Tip: You can also print the output as part of the steps for finishing the submission,
instead of adding a printer destination here.

To add more output documents, repeat steps 2 to 6.
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Set Up Notifications

You can have notifications sent out depending on how the process ends. Use the Process
Details dialog box in Advanced mode to set that up.

N

Open the Notification tab.

Click Create Notification.

In the Recipient field, enter the user ID of the person you want to send the notification
to.

In the Condition list, select when to send the notification, for example when the process
ends in error.

Click OK.

To send natifications to more people, repeat steps 2 to 5.

Finishing the Submission

Follow these steps in the Process Details dialog box:

o

Click the Process Options button if you want to define settings that affect the data to
be processed.

If the process gives you output and you want to print it, select the Print output check
box and a printer.

Select the Notify me when this process ends check box if you want to get an email
notification.

Enter submission notes to capture any information you want to associate with this
submission. You can use your notes to find this submission later.

Click Submit.

Click OK to confirm.

Tip: Note down the process ID for your submission so you can easily find it later. For example,
let's say you set the process to run once a week. If you later want to cancel all runs on this
schedule, you need to cancel this original submission with this process ID.

To Submit Process Sets

To submit a process set from the Scheduled Processes Overview page:

Proceed with the steps that you would follow to submit any scheduled process, but
select Job Set for the Type option.

In the Process details dialog box, set parameters for individual processes in the set. A
process set itself does not have parameters.

a. Select a process on the Processes tab.

b. Enter parameters for that process, if any.
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c. Repeat for other processes in the set.

3. Define the schedule, output, and notifications for the process set, as you would do for
any scheduled process.

4. Set any other options and click Submit.

To Check Status

1. Click Navigator > Tools > Scheduled Processes.

The Search Results table shows processes that match the default saved search, Last
24 hours.

e The table might be blank if nothing was submitted.

o If submission notes were entered when submitting the process, you can use
the Submission Notes column to help identify the process.

2. If you don't see the process, click the Refresh icon or use the Search section.
3. Do any of these tasks to check on the progress of the process:

e For more details about the status, click the status link. For example, if a process is
in the Ready status, you can click the Ready link in the Status column to see
where the process is in the submission queue.

e Check the Start Time column to see if the process has started running yet.

e In the Search Results table, find the This Job's Items Processed / Errors /
Total column. For some scheduled processes, this column shows what's getting
processed and how things are going.

o Click the View Log button, especially if your process has a blank This Job's Items
Processed / Errors / Total column. The type of information in the log varies,
depending on the process. You can open the log from here only if the process is
currently running. When the process is done, you might want to also take a look at
the final log, if any, from the Details section.

To view output from scheduled process

1. Click Navigator > Tools > Scheduled Process.

2. Find your scheduled process and, if you need to, refresh the search results to see the
latest status.

3. Select the scheduled process.
Go to the Output subsection in the Details section.

Click the link in the Output Name column to view or download the output, which you
can then print.

6. To view or export the output in a different format:
a. Click the Republish button.
b. Click the Actions icon.

c. Select Export, and then select a format.
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2 BUDGET UTILIZATION EVENT

This section will provide more understanding on the budget utilization upon purchase
document. In Oracle applications, budget utilization will be called as encumbrance accounting.

There will be 3 types of encumbrances accounting: Commitments, Obligations, and
Expenditures (Actual). Below will be highlight more on the event and how the encumbrance
involves in every purchasing document.

1 Event - Requisitions (Submission)

Accounting Entries -
(Commitment) DR — Charge Account

CR — Reserve for Encumbrance
Sample:

Requisitions for Project budget for LSE108 — TANJUNG KELAS budget, requisition amount =
RM 40,000.00

Project Code Commitment Obligation Expenditure
LSE108 40,000
2 Event — Sourcing

Accounting Entries — no encumbrance involves during sourcing

3 Event — Purchase Order (Standard Purchase Order)

Accounting Entries -
(Commitment) DR — Reserve for Encumbrance
CR —Charge Account

(Obligation) DR — Charge Account

CR — Reserve for Encumbrance

Sample:

Requisitions for Project budget for LSE108 — TANJUNG KELAS budget, requisition amount =
RM 40,000.00.

PO amount to be issue = RM 45,000
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Project Code = LSE108

Event Commitment Obligation Expenditure
Requisition 40,000
PO -40,000 45,000
Total 0 45,000
4 Event — Good Receive Notes

Accounting Entries —
(Obligation) DR — Reserve for Encumbrance
CR —Charge Account
(Expenditure) DR — Charge Account
CR — Reserve for Encumbrance
Sample:

Requisitions for Project budget for LSE108 — TANJUNG KELAS budget, requisition amount =
RM 40,000.00.

PO amount to be issue = RM 45,000.

Receipt creation only partial = few quantities with RM10,000 total price.

Project Code = LSE108

Event Commitment Obligation Expenditure
Requisition 40,000
PO -40,000 45,000
GRN (receiving) -10,000 10,000
Total 0 35,000 10,000
5 Event — Blanket Purchase Agreement/ Contract Purchase Agreement

Accounting Entries — no encumbrance involves during document creation

O
= Why? During document creation, there are no account distribution created to validate

the fund checking
Sample of creation BPA:
BPA agreed amount RM150,000.00 for item 09/01/00123 — Seal Tape

No account available, and no project/department charge to this document.
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5 Event — Purchase Order (attached to BPA & CPA)

Accounting Entries -
(Obligation)

Sample:

PO amount to be issue = RM 15,000 for item 09/01/00123 — Seal Tape consume Project

budget = LSE108.

Project Code = LSE108

DR — Charge Account

CR — Reserve for Encumbrance

Event

Commitment

Obligation

Expenditure

PO

15,000

4 Event — Good Receive Notes

Accounting Entries —
(Obligation)

(Expenditure)

Sample:

PO amount to be issue = RM 15,000 for item 09/01/00123 — Seal Tape consume Project

budget = LSE108.

Receipt creation only partial = few quantities with RM15,000 total price.

Project Code = LSE108

DR — Reserve for Encumbrance

CR —Charge Account

DR — Charge Account

CR — Reserve for Encumbrance

Event Commitment Obligation Expenditure

PO 15,000

GRN (receiving) -15,000 15,000
Total 0 15,000
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3 PURCHASE DOCUMENT

Purchase Order Landing Page/ Overview Page

No. | Work Area Infolet

1. Procurement Purchase Orders

Table 2 Navigation

Overview

Orders Requiring Attention Orders in Process Recent Activity Requisition Lines

Overdue order received | 8/1/22

0 O 0 Order PO/RF000192022 - OLIVESTOUCH TECHNOL 0
a \

No data to display

Failed Submission  With Invoice Holds Rejected Requiring Action
Incomplete Open Schedules
7 Orders

2 Change Orders

Aging Requisition Lines Orders Pending Acknowledgment
Days Unprocessed

0 0

Pending Past Due

W Open Closed fof Invoicing
W Closed for Receving Il On Hold o

Figure 11 Purchase Order Landing Page/ Overview Page

3.1 Manage Order

Managing the purchase order life cycle enables all key stakeholders of the purchase order;
the procurement agent, the requester, and the supplier to track and monitor the execution
cycle of the order and initiate and manage changes to the order including cancellations.

No. Steps
1. Click on Task =/
2. Choose Manage Order

Requisitions
* Process Requisitions
s |mport Requisitions

s View Requisition Lines

Orders

* Manage Orders

s Create Order
+ Generate Orders

« |mport Orders
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3. Enter the parameter and click Search button.

Ovenview  Manage Orders x

Manage Orders @

Headers  Schedules

4 Search

Search Results
Actions v View v Formatw e

Order
No search conducted

Columns Hidden 44

Overvew  Manage Orders x

Manage Orders

Headers  Schedules

F Search

Search Results
Actions v View v Formal w
Order

FOILSENO00;

024

POILSENONCI252024

POILSENON00242024

POILSE0OD00232024

POILSEOONO0162024

POILSEOOD0D152024

POILSENO000142024

POILSEOOD0D122024

POILSENO000122024

POILSENON00092024

024

** Keywords
Procurement BU 8U
** Supplier

** Buyer Purchasing User

Description

+ B AAXE &

Description

expense purchase 09122004

PO invertory

Purchase lem for LSE108 job

pe)

eze o Detach

" Detach

Supplier

Supplier
QLVESTOUCH

OLVESTOUCH

OLNVESTOUCH

oLr

TOUCH

OLNESTOUCH.

OLWESTOUCH

FY Geomatic Go..

oLr

STOUCH

Include Closed Documents |

Advanced | Manage Watchlist| Saved Search Al by Orders

** Order

** Requisition

Status |

Ordered Currency Status

Ordered

5,00000

8,500.00

950.00

1,082.54

798.00

15,000.00

75,000.00

0.00

131,000.00

40,800.00

3,800.00

At least one is required

Search | Reset | Save.

Life Cycle Change Order Creation Date

Advanced | Manage Watchlist Saved Search | All My Orders -

Currency  Status

MYR

MYR

MYR

MYR

YR

MYR

MYR

MYR

MYR

MYR

MYR

Pending Approval
Incomplete
Incomplete
Incampiete
Incompiete
Open

Incompiete
Incomplete
Open

Open

Open

Life Cycle Change Order Creation Date
1219024
129724
1277724
1277124
iat24
o 127124
12624
284
ta 12624
e 1izei24

11726724

Table 3 Manage Order

Confidential

Page 19 of 48




Olivestouch Technologies Sdn Bhd User Manual - Procurement Module

3.2 Create Order

For the LSE business process, a requisition is required for the issuance of any Purchase
Documents. As a standard practice in LSE, requisitions are generated, and an RFQ process
must be created for each purchase activity.

*PO created from PR, Cost Center/Project# will  be inherited from

PR but at PO stage can be change.
3.2.1 Order without RFQ (Adhoc Purchase or Purchase from Preferred Supplier)

No. | Steps

1. | ClickonTask [Z]

2. Choose Process Requisitions

Requisitions

* Process Requisitions

* Import Requisitions

* View Requisition Lines

3. | Make you are in the correct Procurement BU. Enter at least 1 parameter to search for the
available requisitions.
Process Requisitions @ : 4 Procurement BU
4 Search Advanced | Manage Watchlist| Saved Search | Al My Requistion Lines Requiring Action 4 Document Builder
Click Search button.
4. | The list of available requisitions will be as follows. [Pre-requisite: Requisitions must be

approved then the requisition can be processed in this screen.]

Overview  Manage Orders x  Process Requisitions x

4 Procurement BU

Process Requisitions @)

I BU

4 Search Advanced | Manage Watchlist Saved Search Al My Requisition Lines Requiring Action 4 Document Builder

Your Document Builder is empty.

** Requisitioning BU BU ** Daliver-to Location
- -

equisition Category Name

** Buyer . * itom

Search | Reset  Save..

Search Results: Requisition Lines

Actions w View v Fomatw T [F Detach Add to Document Builder Return  Reassign
“‘E"“’i".ifl';"" Requisition Line Line Description Requester Quantity UOM Price Amo
’ = PR/ 00000782024 1 Subconfees-nspectiongRecert WY 260000 260
b = PRI 00000772024 1 Professional Fees-Diver oY 1 unT 3,400 00 340
= PR 00000582024 1 Aluminium Door w/ frameiview g BAL. 1 SET 95000 a5
=] PR 10000582024 2 Hydraulic Tubing 20mm x 6m BA 1g 28563 23

This screen will display requisition information by lines. Be careful with 1 requisition with
many lines in it. One order can consist of a few requisitions. Press CTRL and click on the
selected rows to create as one Order Document.
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After completing choosing the requisition lines, click |' Add to Document Builder | () proceed with order
creation. Pop-up window will prompt to confirm the details.

Add to Document Builder x

Selected Requisition Lines
Actions w | View w Format w F ze = Detach

Line

Requisition  Line - Requester Amount Current
a Description a
PRILSEOD0D078 1 Subcon fees-ins JUDY TINGGALAN 260000 MYR
Columns Hidden 47
Add All Selected
Type | Hew Order
Source Agreement Q
* Style Purchase Order v
Presmech Engineerng M @,

Supglier Site | LSE -

* Currency MYR -

OK  Cancel

Choose the supplier. If the requisitions from preferred supplier informations, the Supplier
field will be auto-populated which derives from requisitions input by the requester.

Click OK button.

Review the chosen lines, and click Create button.

Procurement BU

| LSEBU .

4 Document Builder

Requisitioning BU
LSEBU

Sold-to Legal Entity

LABUAN SHIPYARD & ENGINEERING SDN
BHD

Type
New Order

Source Agreement

Style

Purchase Order

Supplier

Presmech Engineering Multiservices
Supplier Site

LSE

Currency

MYR

Your Document Builder contains 1 lines.

Recently Added Lines

Subcon fees-Inspection... 2,600.00 MYR
Total 2 ,600.00 MYR

e e
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Purchase Order document will be created as below.

Edit Document (Purchase Order): PO/LSE00000272024 @ % | check Funds || Manage Approvals | | view PDF | | Actions ¥ ||| save | ¥ || subit | cancel |
R
Main
4 General @

Procurement BU  LSE BU

Supplier | P Muliser Q * Currency | MYR v

Requisitioning BU  LSE BU

Supplier Site | LSE v Ordered 2,600 00 MYR
Sold-to Legal Entity
B0 BU Supplier Contact - Total Tax 0.00 MYR
Order Total 260000 MYR

Communication Method | None

Status  Incom Procurement Card

Bill-to Location | L

Funds Status Description
Default Ship-o Location | Labuan
* Buyer | Purchasing User v
Creation Date 1219124 Requisition PRILSE00000762024
Agreement

Make sure the Supplier Site is correct, if the supplier have more than one address. Select the
supplier contact, if any.

Choose Communication Method to indicate method to send the “Approved PO Document” to
supplier.

Under tab Terms, Required Acknowledgement is None while Payment Terms will be set
up as the supplier set up.

Terms  Notes and Attachments

R d Acknowled it | None Shi Method

equired Acknowledgment | None ipping Methox — Pay on receipt

Acknowledge Within Days Freight Terms ot Confirming order
Payment Terms | Net 30 - FOB -

**|f you prefer supplier to acknowledge the document and schedule part, you can indicate the
option. So, Supplier must acknowledge as agreed to the issued PO.

Under Additional Information section, choose Context Prompt — LSE

4 Additional Information Context Prompt

SUPPLIER QUOTE NO. Context Prompt m
LSE Purchasing Information
4 Additional Information
SUPPLIER QUOTE NO. LSE Incoterm | CPT L e Purchasing Buyer PO_Cost Centre v
Context Prompt | LSE Purchasing Information Purchasing Buyer | Lily Mariana v PO_Project v

Input LSE Incoterm, if applicable. Choose the exact Purchasing Buyer in the column.
Leave the Cost Centre & Project value if you don’t want to change from PR information.

Lines refer to requisitions lines created for the order document, all the details price and
quantity will be specified in this tab.

Lines Schedules Distributions

Ations v Vieww Fomaty 4 B / X F I " Detach
*
*Line * Type Edit Item * Description * Category Name Quantity UOM ?;:: Price  Ordered * Location Requester
S Subcon fees-inspection&Recer .
1 Fixed Price / Services '} 2,600.00 260000  2600.00 |LabuanShip Q| [JUDY TINGGALAN

Columns Hidden 24

**|f you preferred the line should be received by another person (not the actual requester), you
can change the requester name in this tab. So, receiving should be done by the assigned
requester name in this order document.
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Schedule refers to the expected delivery or completion of the ordered item or service, along
with the delivery location for the purchase.

Lines  Schedules Distributions

Actions v View w Formatw # M F < ¥ =" Detach
Line Description * Location * Organization  Quantity UOM ::ﬂ::;‘";m S:I’IT::y‘dDau Funds Status
1 Subcon fees-Inspection&Recert Labuan Shipyard & Enginesring W03 Q W3 120624 fig | | midiyy fe
Meanwhile, Distributions refers to the charge account.
Lines Schedules  Distributions
Actions w View v Formatw M < ¥ Detach
Line Description Deliverto Location Quantity UOM Ordered PO Charge Account Budget Date Funds Status
1 Subcon fees-Inspection&Recen Labuan Shipyar Q 2,600.00 30.00.772250.81170.0000000.0000 Eq 12/8/24 (Y

Columns Hidden 14

10.

Under Notes and Attachments, enter Note to Supplier, Note to Receiver (if applicable) and
attach related documents to this order document.

Terms  Notes and Attachments

Note to Supplier [ trial PO Report] Note to Receiver Attachments None ==

Note to Supplier information will be display in PO report.

11.

Click Save

12.

Charge Account will be auto populated upon category choose at line level.
Verify the charge account.

Expense Purchase: Expense Account

Asset Purchase: Asset Clearing Account

13.

Click Check Fund button, to make the funds available to proceed with the transactions.

Fund status will show Passed or Warning status.

Overview  Manage Orders x  Process Requisitions x  Edit Document (Purchase Order): PO/LSE00000272024 % _Requisition Lines x__Requisition: PR/LSE0000078%
« Confirmation x

Edit Document (Purchase Order): PO/LSE00000272024 @ %

The document passed funds check.

o]

Main

4 General @

Pi tBU LSEBU i C
rocuremen Supplier ‘Preﬁmech Engincering Muttiser Q‘

Requisitioning BU  LSE BU

Supplier Site | LSE v
Soldto Legal Entity LABUAN SHIPYARD & ENGINEERING SDN ‘

BHD
Bill-to BU LSE BU

Supplier Contact ‘ ‘ = ‘

Order PO/LSE00000272024
CGommunication Method ‘Nune v‘

Status  Incomplete

Bill-to Location ‘ Labuan Shipyard & Engineering | ‘
Funds Status Passed

Default Ship-to Location ‘ Labuan Shipyard & Engineering O, ‘

* Buyer ‘Fumhasmg User ‘ = ‘

Creation Date  12/9/24
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Click Manage Approval to verify the approval hierarchy

Manage Approvals @

| _ L1 —— =
Note to Approver
4
+ ¢ Options w
Section Stage or Participant
1 4 [ETerms Stage
14 4 55 Parallel
144 4 & Branch 1.1
1114 -3 Approver1 - Serial Terms Approval
1.4.1.2 31 Approver2 - Serial Terms Approval
1113 ) - Serial Terms Approval

Terms Stage

- Approvert

Click View PDF

Sample Purchase Order Report:

The Purchase Order report labelled with ‘DRAFT’ because it is not yet being approved and
submitted.
% LABUAN SHIPYARD & ENGINEERING SDN BHD 710954-H
KM 9, JALAN RANCHA-RANCHA 87031 LABUAN, WILAYAH PERSEKUTUAN LABUAN MALAYSIA

Tel: +6087 451888 Fax: +6087 451777 Email: enquiry@labuanshipyard.com

l S t Website: www.labuanshipyard.com

PURCHASE ORDER
Page 1
Buy From OLIVESTOUCH TECHNOLOGIES P.O Number PO/LSEN0000422024
SDN BHD Job Number © LSE108
Level 33, llham Tower Buyer : Purchasing User
8 Jalan Binjai
50450 KUALA LUMPUR, WILAYAH
PERSEKUTUAN KUALA LUMPUR
Malaysia
ATTN : MOHD NOR IRMAN BIN Order Date © 12-Dec-2024
SULAIMAN
Tel: +60 (03) 21696389
HP: +60 (012) 3232679
Fax: +60 (03) 21696396
Item Code & Description Qty Unit Price Curr Total Price  Schedule
Date
1 09/01/00123 100 ROL 510.00 MYR 51,000.00 19-Dec-2024
Seal Tape
Tax 0.00 Total MYR  51,000.00

Order Total: (MYR) FIFTY-ONE THOUSAND ONLY

Shipping Marks: 1q
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16.

Click Submit button.
PO Number will be generated.

+« Confirmation x

The document (Purchase Order) POy 0000272024 was submitted for approval.

[,

17.

To check Status of the Purchase Order, click ‘Manage Order’ on the task panel.
‘Open’ is when the PO is approved and open for receiving.
‘Closed for Receiving’ is when user is already creating full receipt.

‘Close for Invoicing’ is when invoice has been created.

B / % 7 5 il Freeze 5" Detach I Wrap

Description Supplier Ordered Currency |Status cl;i'fje Change Order Creation Date
OLIVESTOUCH TECHN . 15381 MYR Closed for Receiving o 1727/24
OLIVESTOUCH TECHN . 3400000 MYR Closed for Receiving o 1727/24
OLIVESTOUCH TEGHN . 38,000.00 MYR Closed for Receiving o 1127124

CRP CBD Scenario OLIVESTOUCH TEGHN. . 63840 MYR Open f;: 1127124
OLIVESTOUCH TEGHN. . 000 MYR Open f;: 11/26/24
NATIONWIDE EXPRES 58,800.00 MYR Open :;: 11/25/24
NATIONWIDE EXPRES 000 MYR Incomplete 11/25/24

Table 4 Create Order
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3.2.2 Processing RFQ output document.

In this process, RFQ process is completed and purchasing documents is opted to be created
right away. The output of purchase documents will be in incomplete status. Below are the
further steps to take by the procurement agent.

No. | Steps
1. | Navigate to Procurement > Purchase Orders
2. Click on Task |5/ and click Manage Order to begin searching incomplete Purchase Order.
OR
Click on the Incomplete infolet at the dashboard.
Orders Requiring Attention Orders in Process
0
6 Drde/
0 Change Orders
Agurn‘g.=ﬂef1uns;:1(|on Line:
3. Choose the parameter status as “incomplete” to check the available purchase order to be
complete.
Manage Orders @
4, Click # (edit button) to begin with editing the purchase documents and review all the
details before submitting for approval.
Complete all the details and Submit the PO for approval.
5. | To check status, click on Manage Order in Task

Table 5 Completing Incomplete Purchase Document
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3.2.3 Processing Blanket Purchase Agreement.

In this process, RFQ process is completed and “Blanket Purchase Agreement” is selected as
output of the process. Upon completion, the document is opted to be created right away. The
output of purchase documents will be in incomplete status. Below are the further steps to take
by the procurement agent.

No.

Steps

Navigate to Procurement > Purchase Orders

Click on Task [Z] and click ‘Manage Agreement’ to begin searching incomplete Purchase
Agreement.

Requisitions
« Process Requisitions
« Import Requisitions
+ View Requisition Lines

Orders
« Manage Orders

+ Create Order
Bl . cereieonen
O « Import Orders

Agreements.

\
- « WManage Agreements

» Create Agreement
II « Import Blanket Agreements
+ Import Contract Agreements
« Initiate Retroactive Price Update

* Generate Approved Supplier List Entries

Parameter by default is having ‘Buyer’ name and procurement BU. If you have more filter, you
can add. Click ‘Search Button.

Overview  Manage Agreements x

Manage Agreements @

Headers  Lines

4 Search Advanced | Manage Watchlist | Saved Search  All My Agreements. v

** Keywords
Procurement BU | LSE BU v
** Supplier

** Buyer | JUDY TINGGALAN

Search Resulis
Actions w Vieww Fomate + B # X F F " Detach
Agresment

Description

PA/LSEDD00DOT2

Columns Hidden 38

** pgreement
Status ~
** Catalog Administrator Authoring Enabled ~
Include Closed and Expired Documents | No v

Saamh‘ Reset ‘ Save..

Agreement  Released Change J
Supplier oant Erount Currency | Status End Date Orae®  Creation Date
OLIVESTOUCH 36,582.00 000 MYR Incomplete 121272024

4, Click # (edit button) to begin with editing the purchase agreement and review all the

details before submitting for approval.

Kindly check the control for the Blanket Purchase Agreement. If you want to create order
directly. You can check ‘Automatically generate orders’ checkbox.
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It is advisable NOT to check ‘automatically submit for approval’ if you encourage buyer to
check the document before approval starts.

Main Controls

4 Business Uit Access (3

Actions v View w Py + 0 F Detach Add All Business Units
* Requisitioning BU Order Locally * Purchasing Site Ship-to Location Bill-to BU Bill-to Location Enabled
LseBy sEra v | [Labuan Sniprara & Engin Q) v - v

QOrder Processing @

Order Creation Options Retroactive Pricing

- Enabie et
Irisate nent apgroeal
e

v Communicate prce updates

v

.
ordering
Pricrity

Complete all the details and Submit the PO for approval.

5. | To check status, click on Manage Agreement in Task

6. | After approval completed. BPA will indicate as ‘Open’ status.

Manage Agreements @

Headers  Lines

F Search Advanced | Manage Watchlist Saved Search | All My Agreements ~

Search Results

Ations w Vieww Fomalw 4 B /S X 7 I Detach
- . Agreement  Released Change .
Agreement Description Supplier p i Amount Curency| Status End Date Order Creation Date
PAILSEDD000072024 [ OLIVESTOUCH 36,582.00 000 MYR Open 121212024

Columns Hidden 33

Buyer also will receive notification upon the approval complete.

Notifications Show Al
Search
® ry Now e_‘
Document (Blanket Purchase Agreement) PA/LSE0D000072024 Implemented B
JUDY TINGGALAN
Dismiss

7. If Step 4 initiated to be ‘automatically generate orders’ option, PO document will be created
automatically.

If you want to release the amount in this first auto created order, kindly amend the quantity
and check the total release. Then, click submit.

If you need another request to release these BPA, you can proceed for the next step.
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In Purchase Requisitions, if user wants to buy the item that having Purchase Agreement, the
item information will be display as follow:

Edit Requisition: PR/LSEooo01

Requisitioning BU  LSE BU

Justification Requisition Amount  7.035.00 MYR

* Dascription | Motor Vehicle z Approval Ameunt  Calculate Amaunt with Tax

y N e Funds Status  Not reserved
PR Additional Information | |SE DFF v Requiskion Gost Gentre

Requisition Cost Centre | E1130 v

[+

Atachmants None
Requisition Project 0000000

Requisition Lines

Use Shift or Gontrol Key o select muitiple rows and click Edit Muliple Lines o edit more than one line.

Actions w View w Fomatw 5 4 X [+ Detach
Line  Description Category Name * Quantity UOM Name * Price. Amount (MYR) Funds Status Delete
1 Wotar Vericie Wotor Venicles | 5| unr 1.407.00 MYR 703500 Not reserved x
Total 7.035.00

Rows Selected 1 Columns Hidden B

4 Source

Agresment Type  Blanket Purchase Agreement Supplier  OLIVESTOUCH TECHNCLOGIES SDN BHD

Agreement _ PA/LSEO0000072024

Agreement Line 1

PR requester must define the Cost Centre and Project related to the purchase/ usage of the
item. Since the purchase agreement is not defining any of department/project budget
utilization yet.

If Step 4 initiated to be ‘automatically generate orders’ option, PO document will be created

Procurement BU  LSE BU
LSE U

LABUAN SHIPYAR
BHD

Requisitioning BU

Sald-to Legal Entity

Line Description

1 Vst Vishicle:

L & ENGINEERING SUN

Deliver-to Location  Quantity UOM

| cotusn st @

3| uwm

Supplier  OLVESTOUCH TECHNOLOGIES SOM BHD

Supplier Site  "LSE HQ

+*
Ordered PO Charge Afapunt

2800 | 30.00.716100.51150.0000000.0000

automatically, and budget will be charge upon PO approval.

PO Accrual Account

30.00.530840.00000.001

* Gumeney  WYR

Ordarad 781400 MYR

e Suppller Camast | SIN SULAMAN, MOHD NG IRMAN | w ol Tax 000 VYR
ilto BU  L3E BU
Communication B4 00 T
s s cxns oswmsn [ (o srpere  Engresarg s Procursmant Gard
Funds Status  Passad Default SB[ | cbuan Shioyand & Enginaering Wh O, Deseription
* Buyer - Requisition  FR/LSEDNO0IS 12024
Greation Date 12122024 W Agreement  FALSEOW00072024
.
.0
Tebms  Nales and Allachents *
*
*
.0
Required Acknowledgment  Hone v e, Shipping Method v JE—
*
Acknowtedge Within Bays "’ Frelght Terms vJ Canfitmning ordes
Paymant Tarms  Het 30 v .. FoB v
*
*
o
4 Additional Information '.
*
*
SUPPLIER QUOTE NO. . Context Prompt ~
*
*
.
Lines  Schedues  Distributions .,
*
*
actions w Vieww Famatw 0 X F < F zo & Detach .

Budget Date Funds Status.

030000000 1122020 O | Passes
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10. | There will be prompt error if the amount utilized exceed the agreed amount.

Overview Manage Orders x  Purchase Order. PO/LSEQ0000432024 »  Process Requisitions x  Purchase Order: POILSE00000452024 x

Purchase Order: PO/LSE000004¢ ) View PDF | | Actions ¥ || Refresh | || Done

Main

4 General

OLIVESTOUCH TECHNOLOGIES SDN
Procurement BU  LSE BU Supplier BHD

Ordered  4,221.00 MYR
Requisitioning BU  LSE BU Supplier Site  "LSE HQ
LABUAN SHIFYARD & ENGINEERING SDN
BHD

Total Tax 000 MYR
Sold-to Legal Entity Supplier Contact "MOHD NOR IRMAN BIN SULAIMAN
Total 4,221.00 MYR
BilltoBU LSEBU Communication Method  None
Description
Order POILSEO000045202¢ Bill-to Location  Labuan Shipyard & Engineering Sdn Bhd

Status  Incomplete ) Requisition PRILSE00001572024
Ship-to Location  Labuan Shipyard & Engineering Sdn Bhd

Source Agreement PA/LSE00000072024
Funds Status  Passed

Supplier Order
Buyer "Purchasing User

Creation Date 1211272024

© Error x
Order PO/LSE00000452024 couldn't be submitted because it didn't pass 1 or more validation checks. (PO-2055691)
vouv B
Line Schedule Distribution Message Text

Your order will cause the total amount

a released against agreement
PA/LSE00000072024 to exceed its
amount limit.

Table 6 Completing Blanket Purchase Agreement

a0

Blanket Purchase Agreement Process Flow in LSE

Requisitons RFQ . . .

*BPA - For Material. Price agreement with Item Code and with expiry date
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*at this stage, not tag with budget vyet.Later at PO stage to tag

with  budget.
3.2.4 Create Contract Purchase Agreement.

A contract purchase agreement is slightly different from a blanket purchase agreement, as the
contract does not specify individual items at the time the agreement is made. The agreement
is based solely on the agreed amount and the terms and conditions with the supplier.

These are steps to create Contract Purchase Agreements. .
*CPA - For Service (agreed during® session on 20/05/2025). With agreed

amount(in  total), and with expiry date.

No. | Steps

1. | Navigate to Procurement > Purchase Orders

2. Click on Task [Z] and click Create Agreements.

Requisitions

« Process Requisitions

+ Import Requisitions

+ View Requisition Lines
Orders

+ Manage Orders

« Create Order

+ Generate Orders

« Import Orders

Agreements
+ Manage Agreements

« Import Blanket Agreements
+ Import Contract Agreements
+ Initiate Retroactive Price Update

« Generate Approved Supplier List Entries

3. Pop up window will prompt as below:

Create Agreement x Create Agreement x

* style ‘ Blanket Purchase Agreement | w ‘ * style ‘ Contract Purchase Agreement | w j

* Procurement BU ‘ LSEBU |~ ‘ * Procurement BU ‘ LSEBU ~ ‘
Supplier ‘ q‘ Supplier ‘}OUVESTOUCH TECHNOLOG Q‘

Supplier Site ﬂ Supplier Site ‘ LSE HQ v ‘

Supplier Contact Supplier Contact ‘ BIN SULAIMAN, MOHD NOR IRMAN | w ‘
* Currency ‘ MYR v I * Currency ‘ MYR v I
* Buyer ‘ Purchasing User v ‘ * Buyer ‘ Purchasing User v ‘
‘ Create“ gancall ‘ Create“ gancell

Fill in the information. Select Style into ‘Contract Purchase Agreement’; Choose the supplier
and confirm the supplier’s contact information and currency of the document.

Click “Create” button to proceed.
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4, Document will create as below:

Edit Document (Contract Purchase Agreement): PA/LSEoo00004202:

Main  Controls

*another purpose of date

4 General @
P BU LS =
'''''''''' Lsesy Supplier | OLWESTOUCH TECHNOLOG @ StartDate | midiyy ®
Agreemen t PALSE00000042024 .
Supplier Site | LSE HQ v End Date midiyy
Suts  Incomplete
Supplier Contact | BIN SULAIMAN, MOHD NOR IRMAN | w * Currency | MYR v
* Buyer | Purchasing User v
Creation Date 1219124 Communication Method | None Agreemen t Amount MYR
Winimum Release Amount MYR
Description
Terms  Notes and Attachments
Required Acknowledgment | None . Shipping Method - Py onreceint
Acknowledge Within Days Freight Terms - Confiming order
Payment Terms v FOB v

Complete all the details, especially on the agreement amount, minimum release amount and
description, also in Terms and Notes tab.

5. Next, go to Control Tab.

Edit Document (Contract Purchase Agreement): PA/LSEooooo042024 @

wan

4 Business Unit Access (3

Actans w View w Fomaly 4+ X 7 [F Detach Add AN Business Units
* Requisitiening BU Order Locally ™ Purchasing Site Ship-to Location Billo BU Bill-to Location Enabled
LSEBU LSEHQ v | [Labuan Shipyard & Engneering Q LSE BU - v

Order Pracessing (3

Order Creation Oplions.

*If untick Group Requisitions = Only 1 PR per PO

AIOW OFETING TTOM UNESSIgNed SHES.

Check the required control setup for the agreements.

6. | After completing the agreements information, this document can be submitted for approval.
This contract must be in approved status to enable attached to the next purchase order.

To review the agreement status, go to Manage Agreements workarea.

7. | To release contract amount, new order must attach to the approved Agreement. First,
procurement agents need to process requisitions. Go to task icon. Choose Process
Requisitions.

Requisitions

« Process Requisitions

« Import Requisitions

+ View Requisition Lines
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Make you are in the correct Procurement BU. Enter at least 1 parameter to search for the
available requisitions.

Overview Manage Orders x  Process Requisitions x

P 4 Procurement BU
Process Requisitions @
: LSEBU

4 Document Builder

4 Search Advanced | Manage Watchlist| Saved Search | Al iy Requisiion Lines Requiing Action

o is required Your Document Builder is empty

** Requisitioning BU [ LSEBU ~ ** Deliver-to Location
** Requisition ** Category Name
** Buyer v ™ ltem

Search | Reset | Save..

Click Search button.

The list of available requisitions will be as follows. [Pre-requisite: Requisitions must be
approved then the requisition can be processed in this screen.]

Overview  Manage Orders x  Process Requisitions x

4 Procurement BU

Process Requisitions @

I BU

4 Document Builder

4 Search Advanced | Manage Watchlist| Saved Search | All My Requisition Lines Requiring Action
Your Document Buider is empty
** Requisitioning BU BU ** Daliver-to Location
** Requisition ** Category Name
e Buyer v ** itom Q

Search | Reset  Save..

Search Results: Requisition Lines

Actions v View v Formatw 57 [F Detach Add to Document Builder | Return  Reassign
Ag‘fh“‘i’l';"" Requisition Line Line Description Requester Quantity UOM  Price Amo
» = PRI 00000782024 1 Subconfess inspectiondRecet DY 260000 260
L3 =1 1 Professional Fees-Diver Dy 1 UNIT 3,400 00 340
» =1 PR 00000582024 1 Alumanium Door w/ frameiview g BAM 1 SET 950 00 95
» (=] PR 0000582024 2 Hydraulic Tubing 20mm x 6m BA 14 28563 2

This screen will display requisition information by lines. Be careful with 1 requisition with many
lines in it. One order can consist of a few requisitions. Press CTRL and click on the selected
rows to create as one Order Document.

10.

After completing choosing the requisition lines, click \:A“'W“""‘E"'BU"“'I to proceed with order
creation. Pop-up window will prompt to confirm the details.

Add to Document Builder 3 [Search and Sefect. Source Agreement =

. 4 Seorcn Agvancea
Selected Requisition Lines

Actons v View v Fomat v . betacn
Requisition  Line Line Requester Amount Curren styin
Description
supste
PRILSEO0005 2 WPERALHAK | JUDYTNGGAL 100000 MYR
Columns Hidden 47 Curreney
Descript

Add All Selected Search  Rest
Procurement BU s priorky
Type | New order - .
source agreement || G wan
* style | Purchase Order v
k| cancel
supplier | |
supplier Site
* currency [WR [

OK  Cancel

Choose the source agreement available. Click OK button.
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Add to Document Builder
Selected Requisition Lines
Aclions v View v Formal v

Requisition  Line

PRILSEQ00005. 2

Line
Description

IMPERIAL HAN

. Detach

Requester

JUDY TINGGAL

Amount Curren:

100000 MYR

The agreement information will presented as below:

x

Columns Hidden 47

Add All Selected

Type

New Order

Source Agreement

[PALSE00000042024 O

style
Supplier

Supplier Site

Currency

Purchase Order

OLIVESTOUCH TECHNOLOGIES SDN BHD
LSEHQ
MYR -

Cancel

Review the chosen lines, and click Create button.

11.

Edit Document (Purc

Main

4 General @

Procurement BU  LSE BU

Requisitioning BU  LSE BU
Sold-to Legal Entity

Bill-to BU LSE BU
Order PO/LSE00000282024

status  Incomplete

Funds Status

* Buyer | Purchasing User v

Creation Date  12/9/24

Tarme  Nntac and Aachmante

Order): PO/LSE00000282

LABUAN SHIPYARD & ENGINEERING SON BHD

Purchase order will appear as below:

Supplier

Supplier Site

Supplier Contact

Communication Method

Bill-to Location

Detault Ship-to Location

Check F

OLIVESTOUCH TECHNOLOGIES SON BHD

LSE HQ
BIN SULAIMAN, MOHD NOR IRM | w
None
Labuan Shipyard & Enginet | w

Labuan Shipyard & Enginet Q

Complete the order documents and submit for approval.

unds || Manage Approvals || view POF || Actions v ||| save | v || submit

T~

* Currency | MYR v
Ordered 1.000.00 MYR
Total Tax 0.00 MYR
Total 1,000.00 MYR
Procurement Card
Description
Requisition PRILSED0000542024

Agreement

12.

Manage Agreements 3

Headers  Lines

4 Search

" Keywords
Procursment BU | LSEBU

** Supplier

purchase agreement screen. If
[ )

IS

Incluge ci

more than

After the purchase order document is approved, total amount can be monitored through
amount

the Total Amount,

Advanced | Manage Watchlist| Saved Search | Ally Agreements

= Agreement

status

* Catalog Administrator Authering Enabled

osed and Expired Documents | Ho

Search | Reset | Save..

Cancel

** Buyer | PUTTNasing User v
Search Results
Actions v Vieww Fomaty + B / X 7 F Detach
Agreement
Description Supplier nt
b OUVESTOUCH TECHNOLOGIES SN BHD 150,000 00

Conract for FY - General Service

CRP27112024

FY Geomatic Consuflancy 1,475,000 00
OLIVESTOUCH TECHNOLOGIES SON BHD

OLIVESTOUCH TECHNOLOGIES SDN BHD 150.000 50

Reteased| curmency  status EndDste o9 Creaton Date
ooofwm  open o024
ooofuvm  open Trzza
ooofwm  imcompite 112624

oonoofwve  open w235

Table 7 Contract Purchase Agreement Creation
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*All - POs are subject for approval by CEC
3.3 Manage Approval

Document approval electronically routes the purchasing document to all identified approvers
and records their approval actions.

Based on your unigue business requirements, administrators can choose to send the approval

request to approvers in parallel or in a sequence. Approval can be sought using supervisory
chain, position or job level hierarchy, or using a list of approvers.

No. | Steps

Click on Task El

2. Choose Process Requisitions

Requisitions
+ Process Requisitions
+ |Import Requisitions

» View Requisition Lines

Orders

+ | Manage Orders

+ Create Order
+ Generate Orders

+ |Import Orders

3. Click Headers and click on ‘Pending Approval’ Status

Manage Orders &

4 Advanced Search | Bawe | Wtanage waichilst | saved search ]

= source Agreement Cquals
Requisition Equals

stats | Fopeas Cosed for vaing cese | v

Inciude Closed Documents Equals || o

searen | mose | save._ || nga s || mocrder
Search Results

sions e veve rovate 4+ B 4 X T Deticn

Source Agresment  Order Description

260,00

500000

20mo0

[—

Setion Stage or Pamicipant

1 ETemase

s SHRHRUL EFFENDY AHMAD TAJUDIN - S2risl orms ARproval

1113 & Applisations Development Framework Applleation Idsntiey for Frocurement - Seril Terms Agoroval

[<omarmanD: AU FAssall

LS ARULEFFENDY A

<
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4. | As an internal user, you can view the approvers for your change order, based on the routing
rules, using the Manage Approvals page. You can insert additional approvers and viewers, if
needed.

5. Point Of View Approver

Good morning, Approveri

Tools

Set Preferences

Things to Finish

6. To approve PO:
I.  Click ‘Approve’

1 hour ago X 16 hours ago X 1 week ago X
Assionzd 1o Me ACTION REQUIRED ACTION REQUIRED ACTION REQUIRED
Approve Purchase Approve Purchase Approve Award for
3 Ordler Order RFQ
PO/LSEQ0000272024 PO/LSE00000262024 RFQ/LSEO0000072024

(Machine &...

w

O Purchasing User Purchasing User Purchasing User

Show More

Il. Click Notifications icon

Notifications Show All

ACTION REQUIRED 1 hour ago

Approve Purchase Order PO/LSEQ0000272024

ACTION REQUIRED 16 hours ago

Approve Purchase Order PO/LSEQ0000262024

ACTION REQUIRED 1week ago

Approve Award for RFQ RFQ/LSE00000072024 (Machine & Maintenance Repair)
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© Approve P

Approve Purchase

Purchase Order Appraval
2,600.00 MYR

595,85 USD

Presmech Engineering Multiservices

peon fees-InspectionaRecert

Buyer  Purchasing User
Requester  JUDY
Requis PRI 00000762024
Purchase Order PO/ 1120000272024

Source Agreement

PAILSE

0000120,

PAILSEO00000120

Order

Description

PO/LSE00000152024

PO/LSEOOD00142024

Supplier

OLIVESTOUCH TECHN

JLVESTOUCH

PO/LSEO0000082024

Purchase ftem for LSE108 job

Ordered

15.000.00

75.000.00

0.00

131.000.00

40,800.00

3,.800.00

Once Purchase Order approved, the status change from ‘Pending Approval’

Credit Discount Currency
MYR
YR
MYR
YR
MYR

MYR

to ‘Open’

Status Funds Status
Reserved

Incomplete

Incomplele
Partially Liquid
Reserved

Partiany Liquid

Overview  Manage Agreements x

Purchase Order: PO,

Main

4 General

Procurement BU
Requisitioning BU
Sold-to Legal Entity
Bill-to BU

Order
Status

Funds Status
Buyer

Creation Date

BU
1 BU

ENGINEERING
SDN BHD
LSEBU
PO/ (00000152024
Open
Reserved
Purchasing User

11127124

Click Order link and done button

Manage Orders ¥

Supplier
supplier Site

Supplier Contact
Communication
Method

Bill-to Location

ship-to Location |, -

Purchase Order: PO/LSEOO000152024 x

OLIVESTOUK
SON BHD

LSEHQ
MOHD NOR IRMAN BIN SULAIMAN
None

Engineering Sdn
Bhd

& Engineering

Process Requistions x

view PoF | actions ~ | ﬁelr?sh‘ [ Dane |

Ordered

Total Tax

Total

Description
Requisition
Source Agreement

Supplier Order

15.000.00 MYR

0.00 MYR

15.000.00 MYR

PRI 0000382024

PA. 00000012024

Order Life Cycle
o -
] 8K K

W Amount (HYR)

View Details

Table 8 Manage Approval
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*to check the status of the purchase
3.4 Purchase Order Lifecycle

Managing the purchase order life cycle enables all key stakeholders of the purchase order;
the procurement agent, the requester, and the supplier to track and monitor the execution
cycle of the order and initiate and manage changes to the order including cancellations.

Overview Manage Orders x  Purchase Order: PO/11100000032024 x

Order Life Cycle

Purchase Order: PO 20000032024 ( View PDF | | Actions ¥ || Refresh ‘ Dgne‘

Main
4 General
OLIVESTOUCH
Procurement BU ABC BU Supplier T N0l OGIES SDN BHD Conversion Rate Type Corporate
Requisitioning BU ABC BU Supplier Site HQ Conversion Date  22/11/2024

Sold-to Legal Entity Supplier Contact MOHD NOR IRMAN BIN Conversion Rate 0.232531101034763

ENGINEERING SON BHD SULAIMAN
Biitto BU | 4RNBU o thod None Ordered  361,500.00 USD
Order PO/ 00000032024 B0 Location NN Engineening Total Tax 0,00 USD
Stanss:. Open Ship-to Location - Engineering Total  361,500.00 USD
Funds Status  Partially Liquidated Description
Bayee” RADNINCROLAN Requisition PR//00000112024
Creation Date  22/11/2024 Source Agreement

Supplier Order

Figure 12 Order Life Cycle

Overview  Manage Orders x  Purchase Order: PO/LSE00000032024 x  Purchase Order PO/LSEOD000032024 x

Order Life Cycle: PO/ 00000032024

-

Sold-to Legal Entity ENGINEERING SDN BHD Order Life Cycle Ordered 361 50000 USD
00)
Order PO/l 00000032024 Ao
350K Shipped 000 USD
Supplier OLIVESTOUCH TECHNOLOGIES SON BHD
300K
_— X Received 125,700.00 USD
Supplier Site HQ G 0k — 5,
Supplier Contact "MOHD NOR IRMAN BIN SULAIMAN 2 200Kk o Delivered 126,700.00 USD
Ordered 351,500.00 USD £ 10k B Delveres
< W invoiced Invoiced 125,700.00 USD
Funds Status  Partially Liguidated oo
50K
0
4 In-Transit Shipments
Actions w View v Formatw 52§ * Detach
Shipment Ship Date  Tracking Number Packing Slip Expected Receipt Date Shipped Carrier Bill of Lading
Na results found.
Columns Hidden 2
4 Receipts
Actions ¥ View v Format v 55 [ Detach
Receipt Receipt Date  Shipment Ship Date  Packing Slip Returned Received Delivered Invoiced Open to Invoice
10100000003 2211172024 3 000 12570000 12570000 12570000 0.00

Columns Hidden 3

Figure 13 Order Life Cycle Landing Page

To view the purchase order details, the user can navigate to the order life cycle page. For
example, in this scenario, the ‘Invoiced’ is 0.00 MYR because this purchase order has not yet
go through the invoicing process yet.
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3.5 Purchase Order Amendment

You can initiate a change on purchasing documents. To do this, open the document from your
own work area. You can search for the document, create a change order using the Edit action,
and start proposing changes. The scope of change that you can propose is determined by the
work area that you're using to open the document.

No. | Steps

View PDF H Actions ¥
= e I

Delete

Acknowledge
Communicate
Cancel Document
Hold
Freeze
Finally Close
eled
Withdraw
leas
Enable Catalog Administrator Authoring
Create Negotiation
View Document History

View Change History

View Revision History

1. | Click on Actions then Edit.*Warning! If you change the PO after Invoice done, ROSAK
account sebab banyak mau diadjust. So, NOT recommended

2. Click ‘Yes’ button when the warning appears to create a change order on the document.

/A Warning x

This action will create a change order on the document. Do you want to continue? (PO-2055113)

3. Click Save button and Submit.

from the first level.

« Confirmation x

Change order 1 for document (Purchase Order) POy 10000282024 was submitted for approval

3

After editing the PO document, you will need to go through the approval process again, starting

Table 9 Purchase Order Amendment
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3.6 Cancel Purchase Order

No. | Steps

Click on Task E'

5. Choose Manage Orders

Orders
| » Manage Orders |

e Create Order
¢ Generate Orders

e Import Orders

Manage Orders

4 Search

..... —
* Suppter
[ v
** Oreer
Search Results
Murew vesw Fomey 4+ @/ X 7 G o Detsen
Source Order Oescrpton

fyeemert

6. Enter the parameter and click Search button.

Afvanced  Mansge Vistehaw! Ssoe Sesccn

** Source Aginement
™ Requismen
SOtus | Icompete Wmoaw -

INcluse 010300 Documens |\

7. Choose Purchase Order Number.
Go to Actions > Cancel Document.

‘ View PDF ‘ | Actions ¥
Edit

Delete

Acknowledge

Communicate

em

eleg

leas

Cancel Document

Hold

Freeze
Finally Close
Withdraw

Enable Catalog Administrator Authering

Create Negotiation

View Document History

View Change History

View Revision History

A Amfeinm mrdnr
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8. Enter Reason
Click OK button.

Cancel Document x

Change Order 1

’ REascn
£

Communication Method | None V|
Required Acknowledgment | None V‘

Cancel Unfulfilled Demand | No V|

‘ OK H Cancel |

9. | To check back the cancelled PO status, navigate to ‘Manage Orders’ page. Input the filter as

follow:

Manage Orders @

Headers Schedules

4 Search Advanced | Manage Watchlist Saved Search All My Orders

** Keywords ** Order

Procurement BU | LSE BU v ** Requisition

** Supplier Q Status | Canceled -

** Buyer | JUDY TINGGALAN v Include Closed Documents | Yes v

Input the at least the buyer name or initial order number, such as ‘PO/LSE’.
Input Status = Canceled and Include Closed Documents = Yes.

Search | Reset | Save..

Table 10 Cancel Purchase Order

A Warning: DELETE functions only applicable for PO that is not yet submitted for approval.
Kindly do not perform this action. It will impact jumping number of PO, and the missing number
cannot be utilized back.

O
= Why cancellation of PO document has an option to acknowledge by the supplier?

PO document cancellation has option to acknowledge by the supplier because upon PO
approval, they will get notified by the E-mail/ Supplier Portal (if supplier granted the access).
Upon cancellation they should get aware and should be communicate on the cancellation item

or deliverables. *Sypplier will get notification if you cancel a PO
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*must be performed supaya any un-utilized amount

. attached to Budget will be 'return’ to the Budget.
3.7 Finally Close Purchase Order

Finally close is used to revert the unutilized ordered reserved amount into the budgeted
amount. So, the unutilized amount can be used to other requisitions. This process also needs
to be done once the Year-End Closing (for department budget) or at the end of Project period.

No. | Steps

1.
Click on Task E

2. Choose Manage Orders

Orders
| » Manage Orders |

e Create Order
¢ Generate Orders

o |mport Orders

3. | Enter the parameter and click Search button.

Manage Orders

4. | Choose Purchase Order Number. Go to Actions > Close.
*PO status will automatically change to "Complete"

after, complete receive in WH.

‘ Actions | ¥ H Refresh ‘ Do

Edit

Dot Finally Close PO cannot be amended anymore, that's
- close Document SUJA Regceived dan Paid.
i Action ‘ Finally Close V|
; H::E" Reason | PO is fully completed
P

i Freeze
Withdraw
3 View Document History

View Change History

View Revision History | oK H Cancel ‘

5. Enter Reason
Click OK button.

Table 11 Finally Close Purchase Order
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4 REPORT
No. | Work Area Applications
1. Procurement Purchase Order
Table 12 Navigation
No. | Steps
1. Click on Task

E

Choose Manage Order
Requisitions

« Process Requisitions

« |Import Requisitions

+ View Requisition Lines

Orders

+ Manage Orders

* Create Order
+ Generate Orders

« |Import Orders

Enter the parameter and click Search button.

Click your preferred Order

Manage Orders

** Oroer Inchude CIo3e Documenms s

Secarch Results

Muxaw Vv Fomee 4+ @ / X 7 & +' Detacn
Sowrce
Order Oescription Suppler Ordered Credn Oiscount Cutrency  Status Funds Status

experme puschase 00122004 MEST O . § 206 O e
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Click View PDF

View PO output

LABUAN SHIPYARD & ENGINEERING SDN BHD 710954-H

KM 9, JALAN RANCHA-RANCHA 87031 LABUAN, WILAYAH PERSEKUTUAN LABUAN MALAYSIA
Tel: +6087 451888 Fax: +6087 451777 Email: enquiry@labuanshipyard.com

Website: wirwlabuanshipyard.com

S
LSE

PURCHASE ORDER
Page 1
Buy From OLIVESTOUCH TECHNOLOGIES P.O Number PO/LSE00000422024
SDN BHD Job Number LSE108
Level 33, llham Tower Buyer Purchasing User
8 Jalan Binjai
50450 KUALA LUMPUR, WILAYAH
PERSEKUTUAN KUALA LUMPUR
Malaysia
ATTN - MOHD NOR IRMAN BIN Order Date 12-Dec-2024
SULAIMAN
Tel: +60 (03) 21696389
HP: +60 (012) 3232679
Fax: +60 (03) 21696396
Item Code & Description Qty  Unit Price Curr Total Price  Schedule
Date
1 09/01/00123 100 ROL 510.00 MYR 51,00000 19-Dec-2024
Seal Tape
Tax 000 Total MYR 51,000.00

Order Total: (MYR) FIFTY-ONE THOUSAND ONLY

Shipping Marks: 1q

To edit, Click Actions > Edit

Purchase Order: PO/LSE00000432024 @ %

View PDF ‘ Actions ¥ || Refresn || :Dgno |

Delete
Acknowiedge
4 General
Communicate
Qi OLIVESTOUCH TECHNOLOGIES SDN
S U
Procurement BU LSE B Suppller Ordered 281400  Cancel Document
Requisitioning BU  LSE BU Supplier Site  "LSE HQ SR TE S
Sold-to Legal Entity "‘f%UA" en] S ELCINCERING SO Supplier Contact "MOHD NOR IRMAN BIN SULAIMAN
% Total 2,814 0 Reopen
Billto BU LSE BU Communication Method  None
Description Hold
PO/LSE00000432024 s =
Ordar: :POASE0Q00043202 Bill-to Location  Labuan Shipyard & Engineering Sdn Bhd
s Freeze
Requisition
Status  Rejected ;
Ship-to Location  Labuan Shipyard & Engineening W01 Source Agresemient PALSE|  Wildmw
Funds Status Passed Supplier Order View Document History
Buyer "Purchasing User
y 9 View Change History
Creation Date  12/1212024
View Revision History
Tarme  Nntae and Anachmante

Terms  Notes and Attachments

Note to Supplier

Note to Receiver

Can use Notes and Attachments (function) to appear in ‘Remark’ section.

Attachments None

Table 13 Run Report Detail
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5 FREQUENTLY ASKED QUESTIONS/ SPECIFIC SCENARIOS

5.1 Creating Foreign Currency Purchase Orders

1. Kindly refer to 3.2.1 Order without RFQ (Adhoc Purchase or Purchase from Preferred
Supplier) [page 20-25]. That is standard process to create order.
2. Additional step in Step 6, when you choose the Order currency into foreign currency.
Below is the step that you need to change.
a. PO header — Currency.
Choose the currency, correctly is this order document should be issued in
foreign currency. There will be prompt as below, to confirm you wants to

proceed with different currency in PO.
Warning x

P0-2055110The document currency has changed. The prices on the existing lines weren"t converted to the new currency. You may need to manually update the prices.

(o]

Choose the rate date, the conversion rate will be auto populated based on the
Finance setup. If the rate is not populated, kindly contact IT or Finance

personnel.
* Currency ‘LJSD v |
* Conversion Rate Type ‘ Corporate v |
* Conversion Date ‘ 12/9/24 rl*g |

Conversion Rate
Ordered 48,500.00 USD
Total Tax 0.00 USD
Total 48500.00 USD

b. PO Lines — Base Price

Lines Schedules Distributions

Actions v View w Formal w + B £ X § & " Detach
*
* Line * Type Edit Item * Description * Category Name Quantity UOM ;'::: Discount Type Discount Price  Ordered * Location
230002 GALVD SKT WLL = -
1 Goods #  Toeiotioo402 Pipe Fitting Material 150| | PIECE| w 532 532 798.00 | Labuan Ship Q

You need to change the base price since the attempt base price is derived from
requisitions or sourcing information.

c. PO Schedules — Match Approval
You must view the ‘Match Approval Level field by clicking on View > Columns >
Match Approval Level

Ackng
About This Record

O~ 1 4... -
Total

4 Addition Total Tax
Detach
Supplier Order Line

sert Accrue at Receipt
Reorder Columns Invoice Match Option
Lines  Schec

Query By Example Invoice Close Tolerance Percent

Actions Mrmm v 7 Match Approval Level 0

Allow Subsiitute Receipts
Line Description

Receipt Routing
1 2 3000% GALVD SK1 Owerreceipt Action

Overreceiot Tolerance Percent
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Then, change from ‘3 Way’ into ‘2 Way’

Lines  Schedules Distributions

Actions v View v Fomatv o 3 [ < E Freeze  |w| Detach Wrap
Line Description * Location * Organization ~ Quantity UOM Requested Promised Funds Status Match Approval Level
Delivery Date Delivery Date
1 RFQKUT Subcontractor wo1 E EAGH ‘19/12/2024 63| ‘19/12/2024 fo
a

This is due to the complexities involved in currency exchange. 2-way matching is used
for foreign currency POs because it simplifies the process by focusing on the purchase
order and invoice, allowing for easier handling of exchange rate fluctuations and
adjustments.

3. After completing all the PO information, you can proceed for budget checking. Budget
checking will convert the amount into your reporting currency, which is MYR.

/\ Funds Check: Purchase Order PO/ 1200000162024 X

View | Transaction v

Transaction Lines Impacted by Control Budgets (3

View v Fomatw 2§ Funds Status | Waming -

Line-Sc Status Requested |PO Charge Account Budget Account

Budget
Period

Budget

Control Budget Manager

1-1-1 A Advisory warning insuffi| 916.34 MYR |30.00.210300.00000 ME19268 0000 ME19268 YE2024 | PROJECT BUDGET JUDY TIN

Then after confirming, you can proceed for approval submission.

*Additional Notes:

1) Procurement to to perform PR and PO Maintenance, that is to close mana2 yang tidak active.
Suggestion: every year end.

2) Cash Purchase - should not be captured as PR in system!
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5.2 Creating New Purchase Order after Cancel PO

1. Kindly refer to 3.6 Cancel Purchase Order [page 40-41]. That is standard process to
cancel purchase order.
2. You can review the requisitions status, by clicking PR link in the Canceled PO.

Purchase Order: PO/LSE00000272024 3 % View POF || Actions ¥ || Refresh

Main
4 General
Procurement BU LSE BU Supplier resmech Engineering
Mulliservices Ordered 000 MYR
Requisitioning BU LSE BU Supplier Site  "LSE

Total Tax 000 MYR
LABUAN SHIPYARD &
ENGINEERING SDN BHD

Billto BU  LSE BU

Sold-to Legal Enfity Supplier Contact
Communication
Method

Order PO/LSE00000272024 N Labuan Shipyard &
Bill-to Location Engineering Sdn Bhd

Total 0.0D MYR
None

Description

Requisition PR/LSEDDD00782024

Status  Canceled N Labuan Shipyard &

Ship-to Locatlon £ ncering W3 Source Agreement

Funds Status  Liquidated Supplier Order
Buyer "Purchasing User

Creation Date 10122024

Requisition Lines @

4 Advanced Search

Procurement BU | Equals v | LSE BU v,

08U | Equats v | LsEBU~

** Buyer | Equals v -
** Requester | Equals v 1 ** Order | Equals v | POYLSEDOO00272024
seam | o] s b | o
Search Results
Acions v View v Fomee 71§ Detach
Recuisionpfl ke LineDescrpton Rocussior uaniy U mrice  Amount cureney Order  Megotiston 112,

Subeon fees-InspectiondRecert JUDY TINGGALAN 260000 260000 MYR POILSEND

Requisition: PR/LSEo0000782024 View POF | || Dane

e

Requisitioning _ o

By LSEBU Creation Date 9/12/2024 Requisition Amount 2,600 00MYR

Entered By "JUDY TINGGALAN Status Approved Approval Amount  2,600.00MYR.
Description  Suboon fees-Inspection&Recert Justification

Funds Status  Liquidated

Attachments None
Requisition Cost Centre 81170

Requisition Project 0000000

Requisition Lines

View v Formatw [ Freeze o Detach «f Wrap
Line  Item Description Category Name Quantity UOM Price Am“(‘g} Status F!""": Order
® 1 Subcon fees-InspectionaR. . Servicas 260000 Approved  Liquidailed  POVLSE00000272024
e: Subcon fees-Inspection&R.  Servicas 200000 Approved

3. Process the requisitions. Follow step, 3.2.1 Order without RFQ (Adhoc Purchase or
Purchase from Preferred Supplier) [page 20-25]. That is standard process to create
order.
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5.3 Revise Purchase Order after Receiving Confirmed

There are instances where the received quantity may exceed the ordered amount. This
typically occurs in service orders, where the final quantity is determined based on the
completion of the job.

Two (2) options to do cater this scenario:
A. Revise ‘Approved’ status Purchase Order without issuing new requisitions.
B. Issue new requisitions and create new order.

Option A:

A Best practice advice: Kindly do not receive the item yet in the system. Let purchasing
complete the amendment then requester can complete the receiving.

1. Purchasing buyer complete the revise purchase document as 3.5 Purchase Order
Amendment [page 39] and submit the document for approval.
2. Requester can complete the receiving as usual.

If requester already received the item in the system, then step below must be followed:

1. Requester submit the receipt return process.

2. Purchasing can check the status of the receipt in Purchase Order lifecycle, refer 3.4
[page 38]

3. Purchasing buyer complete the revise purchase document refer 3.5 Purchase Order
Amendment [page 39] and submit the document for approval.

4. Requester can complete the receiving as usual.

Option B:
1. Requester can issue new requisitions to add the additional quantity to the prior order.
Submit for approval.
2. Afterrequisitions have been approved, Purchasing Buyer can create the new Purchase
Order.
Requester needs to receive the additional quantity in the new created order.
4. Matching of invoices will have to indicate 2 PO numbers. Supplier might need to amend
the invoices to make sure it was tally with the system.

w

--- End of Document ---
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