Microsoft Dynamics AX009

Purchase Requisitions: A Better Answer

Are your purchasing costs out of Controfduy SSR (12 O2y GNRt (K2 a

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

Neustrqg Dynamics A¥pecialistsJooks at how this common problem can be resolved.

There are many situations where purchasing costs can get out of coatrdlallowing 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 d@ites and employees. Supplier lists grquunchecked¢ like weeds.
There is onfusion over who manages whateas. Manual approval procedures for requisitions and
invoices are cumbersome. Suppliers remain passive and uninvolved.

The introduction of arobust Purchase &quisition Process can alleviate mo#tnot all, of these
problems

A typical Rrchase Requisition Systdmas three main steps;

1. The requestocreates aPurchaserRequisition either using a Catalogue of Iltems or selecting a
category for norcatalogue Items.

2. A PurchasingAgentchecks the Requisition faccuracy determinesthe supplier and places
the Purchase @ler.

3. If purchasing limits are in place, an approval processigs that an approver must approve
or reject theRequisition.
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Software Solutions

Requisition Systems are now software based and many offer the ability to create requisitiine on
without the requestorneeding to haveccess tdheir O 2 Y LJI bAdkd¥ige businessystem.

The recenly releasal versionof Microsoft Dynamis AX2009 now irtludesPurdase Requisition
functionality in the Trade and Source area of the Supply CiMé@magement;and inthis document
we willlook 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 allowindor a smooth and efficient Business Process to be
introduced.

The basic processiltustratedin the diagrambelow.
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We will nowfollow this flow from the Creation of the Purchase Requisition, the Approkdhe
Purchase Requisiticend the creation of the Purchase Order.

Creatinga Purchase Requisition

Susanwho works inthe Sales office hadl et r Lo

fle Edt Took Command Help

to purchase new officeequipmentfor a peEETrTrEE T T Y

new employee starting on the™October | =

. . . e Purchase requistion 10: | D0000032_t¢ On behalf of: [] Type: General purchase ¥
—
S usan Is aUth orl Sed to Createq‘u IS Itl ons [ Purchase requisition name: | Mew Starter 01/10/2008 Requisitioner: |—724D | Requested date: | 10/1/2008 |m

andhas ceated a PurchasBequisition. & Doty s

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: 00000032 181, New Starter, 01/10/2008, Requisitioner: 7240 |ZHE|E|

File Edit Tools Command Help

B S BB FNYY e«wd s BA O

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 Starter 017102008 9/19/2008 7240 12:00:00 arn Genetal purchase  Draft i
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. _). & unread notifications | USD | ceu  usr | SUSAN | 9/19f2005 10:4zam = 3

Susan has ordered two Catalogue itearsl one Norcatalogue Item(a deskin this examplg The
price of theCatalogue items and the Vendor has been completed from the Iltem Mdatarand the
price and Vendor for the Necatalogue Items haseenentered by Susan.

Susan has completed the Purchase Requisition and
needs to send it foApproval;she clicks the Subtrbutton on [
the WorkﬂOW bar Please approve as soon as possible, required For new starter,

Pl Purchase requisition approval - Submit (1) rg|

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

The Workflow bar indicates that the Workflow activity has
beenstarted; 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: T

Since Ssan 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 admapl and then sent to the
Approver.
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Approvingthe Purchase Requisition

In Microsoft Dynamics AX2009 Ly 3| = { dzihksyb@en setp a6 ltha Sppiover for all
{dzAl yQ&a t dzNOKIaS wSldZAaAlGA2yao

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

The next time Inga log
on to Microsoft
Dynamics AX2009 she

H’h » CEU » Home |‘9| L @

[» || Role center Personalize this Page  *
" -
nOtlceS on her Home % \ﬁ'lnvolce(lpur(haseammmt M = Cues ~
. 5 .
Page that there s |3 x =
et . . — , N =
notification in her Work || g||| =~ e N
. o 250000,00 Open request for Pending PO Delayed Purchases  Planned Purchase
c Tnvoi Ord
List for a Purchasel:| .. auore
ey 5
Requisition Approval. =
= 10000000 '\EQ
50000,00 QOpen Vendor
Invoices
0.00
By rightclicking on the 27 My Links -
July 2008 September 2003 & Vendor performance - on time delivery

@ Purchase returns
o Purchase prices
o Price/Discount List

Work
Inga can carry out g

list notification,

m Work list T | |a Vendors L4
H ] Subject Due date | | lem
number of actions she B e e i orse/aous sitiooam | |+ Pl PurchaseOrders

a Requests for quotes
[ JA Field Item name in table Items has changed N N

[ £ Field Item name in table Items has changed
[id £\ Field item name in table Items has changed

can preview a short
description  of  the

& Purchase Requisitions

= Add Links & Manage Links

[igy = Please Approve Purchase Requisition 7/3/2008 12:14:00 PM

Requisiton,  Approve, |L_| - v a
L 9 unread natifications | USD ceulusr INGA | 9/19/2003 11:39an| 2 a8
Reject, Request change, Delegate (I8 o i .
another wuser to Approve), View ' s Due date ®
history (of all steps in the WOTKIOW), - 1 raurenmen avetomtes don oo prAR L0 M
Mark as read and Go to the Purchasei & ficiditem namein table Items has chan ~ eject
g =] L\, Field Item name in table Items has chan Request Change

ReqUISItlon form' _ﬂ |2y Please Approve Purchase Requisition Dell:legate ’ 7/3/2008 12:14:00 PM b

View history &
Inga chooses toGo to Purchase l R

o to Purchase Requisition l

Requisitionto have a closer look at
what Susan haordered.

B purchase requisitions (1 - ceu) - Purchase requisition ID: 00000032181, New Starter, 01/10/2008, Purchase requisition ID: 00000032_181

EEX
EE oPA FEIVY ewdrws BAaOG

L y 3 vi€ha of the
Workflow bar

. . . I,_L Ploase fipprove Purchase Requisiion [Due date: 3/262008 03:11:00 am] @ I
indicates that ke is |==
belng asked tO Show requisitions: | R w—s Requisitioner: Status: All:
th Overview | General | Address | Business justification | Dimensian Setup ¥
/ ‘pprove e Purchase requisition 1D ~ | Purchase requisition name | Created date and time | Requisitioner |~ Project | Submitted Type Status m}
PUI’ChaSG RGQUISI'[IOF [ poooonze_se Hew Starker 01/10/2005 9(19/2008 7240 9(19/2008 03:10:23am  General purchase  Pending approval
< ¥l
Lines \Genera\ Address | Business justification || Price/Discount | Project | Dimension Add item
Item number | Item name Type Quankity | Unit | Unitprice  Metamount  Currency | Wendor account Setup (B) »
[ans Chair, Task, Black, Arms Catalog item 1.00 ea 215.85 215.85 USD a001
9002 Lamp, Desk, Adjustable, Black Shade  Catalog item 100 ea 46,57 46.57 USD 001
021 Office Furniture Hon catalog kem 1.00 ea 150,00 150.00  USD 001
Shows my requisitions or requisitions for approval. USD ceu usr INGA 9{19/2008 024Spm 2 B
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By Cl |Ck|ng on the B purchase requisitions (1 - ceu) - Purchase requisition ID: 00000032_181, New Starter 01/10/2008, Purchase requisition ID: 00000032_181 TEx
-

Actions Button Inga s S e e e T DS e

can Ap p rove ) Re] ept Please Apprave Purchase Requisition [Due date: 9/26/2008 03:11:00 am]

Show Requisiioner Status Refect

RequeSt Change Shaw requisitions: Requisitioner: Statust [0 Al Aequest Change

Delegate and VIeW Overview | General | Address | Business justification | Dimension | Deleate Setup b

h|St0ry |n the same Purchase requisition 1D~ | Purchase requisition name | Created date and time | Requisitionsr | Project | Submitted Type fon ooy Functions »

way that she could
from the Work list.

Inga is satisfied that the Items dhe Purchase Requisition arg )

correct and she therefore decides to Approve it. Comment;

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 PurchaBequisition.

li Approve il Cancel
¢CKS t dNDKIFasS wSljdAaarirzy Ada NBY2USR FTNRY L
requisitions assigned to her.

Purchasing gent sendshe Purchase Order to the Vendor

On approval of the Purchase Requisition Microsoft Dynamics AXaQ@8matically createsa
Purchase Qfer. The Purchasing AgenAlicia has her Purchase Order form open constantly and
notices that a new Purchase Order has been creat®fl course, his is thepurchase ordecreated
following the Aoproval of the Purchase Requisition.

Information such a the Requestqrthe location for delivery of the Purchase Order and the Purchase
Requisition number is recorded on the Purchase Qrder

Alicia can now continue to place the Purchase Order in the normal Manner.
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