Microsoft Dynamics AX 2009

Purchase Requisitions: A Better Answer

Are your purchasing costs out of Control? You need to control those costs...

Regardless of your company core business or industry the reality is at some point in
time purchasing of goods and services will occur. Without a proper tool to control the
purchasing process, your company will eventually suffer cost deviations that were
avoidable.

Neustro, Dynamics AX specialists, looks at how this common problem can be resolved.

There are many situations where purchasing costs can get out of control, and allowing employees
the freedom to make purchases directly with suppliers can bring problems with establishing and
maintaining profitable supplier relationships, controlling the problem of price increases, and ensuring

supply quality.

Rogue Spending

Rogue spending can infiltrate even the most disciplined enterprises, and is even more apparent in
organizations with remote offices and employees. Supplier lists grow — unchecked — like weeds.
There is confusion over who manages what areas. Manual approval procedures for requisitions and
invoices are cumbersome. Suppliers remain passive and uninvolved.

The introduction of a robust Purchase Requisition Process can alleviate most, if not all, of these
problems.

A typical Purchase Requisition System has three main steps;

1. The requestor creates a Purchase Requisition, either using a Catalogue of Items or selecting a
category for non-catalogue Items.

2. A Purchasing Agent checks the Requisition for accuracy; determines the supplier and places
the Purchase Order.

3. If purchasing limits are in place, an approval process ensures that an approver must approve
or reject the Requisition.
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Software Solutions

Requisition Systems are now software based and many offer the ability to create requisitions on-line
without the requestor needing to have access to their company’s back-office business system.

The recently released version of Microsoft Dynamics AX 2009 now includes Purchase Requisition
functionality in the Trade and Source area of the Supply Chain Management; and in this document
we will look at how some of the problems highlighted above can be resolved.

Purchase Requisition functionality in Microsoft Dynamics AX2009 is built upon the recently
introduced Workflow functionality allowing for a smooth and efficient Business Process to be

introduced.

The basic process is illustrated in the diagram below.
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We will now follow this flow from the Creation of the Purchase Requisition, the Approval of the
Purchase Requisition and the creation of the Purchase Order.

Creating a Purchase Requisition

Susan, who works in the Sales office has [l R

fle Edt Took Command Help

to purchase new office equipment for a |FreFs-rrwrrErETEErTE YT
new employee starting on the 1* October. |ew=

. . . e Purchase requisition I0: | 00000032_1 On behalf of: [] Type: Ceneral purchase ¥
S u Zal:l IS a Ut h O(;' Se(Pj to hc re a‘ll;e req u ISIt ions [ Purchase requisition name: | Mew Starter 01/10/2008 Requisitioner: |—724D | Requested date: | 10/1/2008 |m
an as created a Purchase eqU|S|t|0n. ETBERER e

Transaction date., ‘lsunread notifications USD ceu usr!SUSAN 9i19/2008 10:32ad a2 8
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B purchase requisitions (1 - ceu) - Purchase requisition ID: 00000032181, New Starter 0141072008, Requisitioner: 7240

File Edit Tools Command Help

E R SoPRPE ¥ YUY Y |€«wd b @A @

73 Purchase requisition approval o Submit;
=
Shaw Requisitioner Status
Show requisitions! My requisitions % Requisitioner: l:l Status: all;
Overview | General | Address | Business justification | Dimension Setup b
Purchase requisition I~ Purchase requisiion name  Created date and time | Reguisitioner | Project | Submitted Type Status 5
00000017_151 00000017_181 5i32008 7240 5i3iz2008 06:33:02am  General purchase  Approved - Invoiced
00000019_181 00000019_181 5132008 7240 5132008 07:58:16 am General purchase  Approved - Invoiced
Qo0oo0zi 161 00000021181 532008 7240 5/3/z008 09:24:56 amn General purchase  Approved - Invoiced
QO0000Z3_161 00000023_181 532008 Te40 5312008 10:29:31 am General purchase  Approved - Invoiced
00000025_181 00000025_181 532008 7240 532008 11:49:12 am General purchase  Approved - Invoiced
00000032_181 Mew Starker 017102008 9/19/2008 7240 12:00:00 am General purchase  Draft D
v
Lines | General | Address | Business justification | Price/Discaunt | Project | Dimension Add item
rItem numbetr | Item name Type Quankity | Unit Unit price | Met amount | Currency | Wendor account Setup (b ¥
9008 Chair, Task, Black, Arms Catalogue item 1.00 ea 215.85 215,85 UsD s001
00z Lamp, Desk, Adjustable, Black Sh...  Catalogue iterm 1.00 ea 46,57 46,57 LUSD aoni
9021 Office Furniture Mon catalogue item 1.00 ea 150.00 150.00 LSD &001
Identify item. J. & unread notifications | USD | ceu  usr | SUSAN | 9/19f2005 10:4zam = 3

Susan has ordered two Catalogue items and one Non-catalogue Item (a desk in this example). The
price of the Catalogue items and the Vendor has been completed from the Item Master data and the
price and Vendor for the Non-catalogue Items has been entered by Susan.

Susan has completed the Purchase Requisition and now

. . X B8l Purchase requisition approval - Submit (1) fg|
needs to send it for Approval; she clicks the Submit buttonon [__ "~
the WO rkﬂOW ba r. Please approve as soon as possible, required For new starter,

Susan has the opportunity to add a comment before
submitting the Purchase Requisition.

The Workflow bar indicates that the Workflow activity has
been started; Susan can also Cancel the Workflow and view the history

&) Purchase requisition approval [Latest action taken: 9/19/2008 11:10:23 am User: Susan Burk] Cancel Actions b

Shiow Requisitioner Skatus View histary
[ Show requisitions: | My requisitions | ¥ Requisitioner: ] Skatus: All: —

Since Susan completed the created Purchase Requisition fully, the Approval process goes straight to
the Approver, if any information such as the item price or Vendor was not completed, the Purchase
Requisition would have been sent to the Purchasing Agent for completion and then sent to the
Approver.
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Approving the Purchase Requisition

In Microsoft Dynamics AX2009, Inga, Susan’s Manager, has been set-up as the Approver for all
Susan’s Purchase Requisitions.

41 Microsoft Dynamics AX - VPC License [AX-SRV-01: Session ID - 9] - [1 - ceu]

=

UC)' [Z0 v ceu > Home ] B O @

The next time Inga logs
on to Microsoft B RCE TR

&~

DynamlCS AX 2009 She [» || Role center Personalize this Page  *
nOtlces on her Home é ‘\9Invo|ceﬁl purchase amount ~ ~
. o
Page that there IS E 350000.00 N 2 2
e . . o1 ; S N
notification in her Work | & 00— s (@ N5 s
. o 250000,00—— Open request for Pandlr}g PO Delayed Purchases  Planned Purchase
Llst for a Purchase é I quote Tnvoices QOrders
o
Requisition Approval. H tseoun 0 N
£
= 100000.00 R i
50000,00 QOpen Vendor
Invoices
0.0
By right-clicking on the S e B0s August 2008 S My Links -
July 2008 September 2003 & Vendor performance - on time delivery
Work list notification, ¢ purchaze etums
o Purchase prices
N a Price/Discount List
Inga can carry out a (21 work st = V!::w;scoun is |
. Subject Due date #| |a ltem
number of actions, she 1 5 Pl oo P s ora6/2008 31100 Am | | |» Planned Purchase Orders
H — . . o Requests for quotes
can preV|eW a Short [ L\ Field Item name in table Items has changed o Purchase Requisitions
[7J £\ Field Item name in table Items has changed ) h
..  Add Links B Manage Links
descr' pt'on Of the [id £\ Field item name in table Items has changed
R [ 7 Please Approve Purchase Requisition 7/3/2008 12:14.00PM
Requisition, Approve, || - > v
L 9 unread rtfications | UsD | ceufusr musa oj15/2008 1130 an] @ 8

Reject, Request change, Delegate (to [ wou s -
another user to Approve), View @ St Due date ~
. . 4] I Please Approve Purchase Requisition Preview 9/26/2008 3:11:00 AM
history (of all steps in the Workflow), £ Fiei tem name n tabl Itemshaschan  A-prove
Mark as read and Go to the Purchase L\ FieldItem namein table Items has chan  Reject
ey =] L\, Field Item name in table Items has chan Request Change

ReqUISItlon form‘ Lﬂ |2y Please Approve Purchase Requisition Delegate 7/3/2008 12:14:00 PM b
View history >

Inga chooses to Go to Purchase l P ——— ]

Requisition to have a closer look at
what Susan has ordered.

B . B purchase requisitions (1 - ceu) - Purchase requisition ID: 00000032181, New Starter, 01/10/2008, Purchase requisition ID: 00000032_181 \;H§|E|
Inga’s view of the [ w ok comoe e
Workflow Pl == =88 FEIE ca e 8°f 0
. . . |2 Please Approve Purchase Requisition [Due date: 9/26/2008 03:11:00 am] o)
indicates that she is |=
being asked to Show requisitions: | (S e Requisitioner: Status: All:
h Overview | General | Address | Business justification | Dimension | Setup
Approve t e Purchase requisition ID = | Purchase requisition name | Created date and time | Requisitioner | Project | Submitted Type Status Functions ¥
Pu rCh ase Req U|S|t|0n [ poooonze_se New Starter 01/10/2008 9[19/2008 7240 9[19/2008 03:10:23 am  General purchase  Pending approval
< >
Lines | General | Address | Business justification | Price/Discount | Project | Dimension | #Add item
Item number | Item name Type Quankity | Unit | Unitprice  Metamount  Currency | Wendor account Setup (B) »
[=00s Chair, Task, Black, Arms Catalog item 1,00 ea 215.85 215.85 USD 001
9002 Lamp, Desk, Adjustable, Black shade  Catalog item 100 ea 46,57 46,57 USD 2001
9021 Office: Furriture Hon catalog ikem 100 ea 150,00 150,00 USD 001
Shows my requisitions or requisitions For appraval, UsD ceu usr| INGA 8/19/2008 Dzi4spm & &
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By Cl IC kl ng on th e Bl Purchase requisitions {1 - ceu) - Purchase requisition ID: 00000032181, New Starter 01/10/2008, Purchase requisition ID: 00000032_181

Actions Button Inga

EE P8 FEVY | ewdbws @ao

Can A p p rovel Re.l € Ctl | Please Approve Purchase Requisition [Due date: 9(26(2008 03:11:00 am]
Show Requisitioner Status Reject
RequeSt Change’ Show requisitions: |4, Requisitioner: Status: :
- sl @ Reuest Chenge
De I egate an d V iew Overview | Ganeral | Address | Business justification | Dimension Delegate Setp b
. . Wisw history Y
h | Sto ry | n th e Sa m e | Putchase requisition ID = | Purchase requisition nams | Created date and time | Requisitionsr | Project | Submithed Type Functions »

way that she could
from the Work list.

Inga is satisfied that the Items on the Purchase Requisition are [ s e e ne ) 3]

correct and she therefore decides to Approve it. Az

Approved - vou got a good price For the Desk, well done.|

On Approving Inga also gets the opportunity to add a comment,
then she Approves the Purchase Requisition.

l Approve | Cancel

The Purchase Requisition is removed from Inga’s list of
requisitions assigned to her.

Purchasing Agent sends the Purchase Order to the Vendor

On approval of the Purchase Requisition Microsoft Dynamics AX2009 automatically creates a
Purchase Order. The Purchasing Agent, Alicia, has her Purchase Order form open constantly and
notices that a new Purchase Order has been created. Of course, this is the purchase order created
following the Approval of the Purchase Requisition.

B purchase order 000446 , Mame Silver and Black Services , Item name Chair, Task, Black, Arms (1 - ceu)

Ele Edit Tools Command Help Attention information

| T S BB ¥y RNYY  ewd i WA G Attention information: | Susan Burk
Sales Office Site 1

Overview | General | Setup | Address | Delivery | Pricef/Discount | Postings | Other | References | Dimension
Purchase order = Vendor account Invoice account Purchase bype Status Currency  Pro
000441 4201 4201 Purchase order  Irweiced usD Requisitioner: 7240 b
000442 4101 4101 Purchase order Invoiced usD
000443 5001 5001 Purchase order Invoiced usn
000444 4102 4102 Purchase order Inwvoiced usD Purchase Requisition
000445 qz02 qz02 Purchase order Invoiced usD Purchase requisition ID:
000446 8001 8001 Purchase order Open order uso
Lines | General | Setup | Address | Quantity | Price/Discount | Other | Project | Fixed assets | Dimension Setup (b)Y 3

Ikem number  Configuration Size Color Site ‘Warehouse Batch number Serial number Quantity  Unik Unit price: Discount | Disc... Functions (i} »
59006 : 1 1z 1.00 ea 215.85 Inquiries (k) »

00z 1 1z 1.00 ea 46.57

021 1 12 1,00 ea 150,00 Calculation §v)  »
Inventory (20 »

< I >
Delivery date: | 10f1/2008  |[] Confirmed: I:I i
Item number included in the line. _). 2 unread notifications | USD | ceu usl ALICT  9{1902008 0<:10 pnl 2 a3

Information such as the Requestor, the location for delivery of the Purchase Order and the Purchase
Requisition number is recorded on the Purchase Order.

Alicia can now continue to place the Purchase Order in the normal Manner.
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The ability of users to utilise Purchase Requisition functionality in Microsoft Dynamics AX2009 is fully
controlled by User Security and Workflow Security which allows users access to the Purchase
Requisition forms and to create the Workflow necessary to process the Purchase Requisition.

You can create purchase requisitions in both Enterprise Portal and the Microsoft Dynamics AX
desktop client.

Conclusion

Utilising the new Purchase Requisition functionality in Microsoft Dynamics AX2009 will allow the
purchasing of non-production items to be handled in a controlled and efficient manner by:-

e preventing "rogue" purchasing - goods can only be purchased from approved suppliers lists

e restricting the growth of the supplier base - fewer invoices and less suppliers to manage -
lower cost

e preventing fraudulent purchases etc

¢ Indentifying a real need, rather than a perceived need - questioned by approver - why do you
want it?

e the requisitioner may not be aware that stock exists elsewhere in the business - reduce stock
levels and costs.

Together with the Workflow functionality Purchase Requisitions in Microsoft Dynamics AX2009 will
ensure approval levels are not exceeded thus improving budget control.

Neustro

About Neustro: Neustro are the business systems experts - design, implement, manage and support IT for business
— from e-mail to ERP. From one-off projects to a complete outsourced service. Neustro are specialists in Microsoft
Dynamics AX and Infor Baan.
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