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Summary of when to use the P2P enquiry reports
There are 3 useful P2P (purchase—to—pay) enquiry reports available in Agresso web. Below is a summary of what you
may use the reports for and the user guides available for each report.

Business requirement = |

to purchase

Useful Agresso P2P Reports

Report name

Purchase Supplier
Raise Order to Invoice sent
Requisition supplier to UoR
RPUO1 RPUO2 RPUO3
Requisition Enquiry Report Purchase Order Enquiry Report Invoice Payment Report

Used for/to: *

*

*

*

*

*

User Guide

requisition status

PO number if fully approved

obtain a copy of the PO

coding of each item ordered, including

amounts

supplier number & name

review the workflow map to

establish the approval stage the

requisition has reached

RPUD1 - Requisition Report User Guide

Introduction to RPUO1

* PO status - open or terminated

* obtain a copy of the PO

* value of goods receipted

* value of invoices posted for payment

or already paid

* value of invoices registered, where

invoice approval task has been initaited

* value of PO remaining open to be

utilised

* Transaction coding, including amount,

supplier number & name

* Establish which PO's remain open

(particularly important during year end)

* details of goods receipting

RPUO2 - Purchase Order Report User Guide

* see all invoices posted or paid agianst

the PO

* obtain copy of PO

* pbtain due date for payment of invoice
* see payment date of invoice if paid
* transaction number

* financial coding of transaction posted

* view payment date of paper expense

claims for visiting lecturers & students

* obtain copy of supplier invoice

RPUOS - Purchase Invoice Payment Report
User Guide

Ever wondered at what stage your requisition has reached in the approval process or, why your copy purchase order
has not been emailed to you? It is because the requisition has not yet been fully work-flowed and approved. You can
check for yourself the approval stage your requisition has reached (provided you have the data access controls for the

Cost code used) using P2P enquiry report RPUO1 - Requisition enquiries, in Agresso web.

This is a P2P report which can be used to check the points listed in the above chart under the heading Raise

Requisition.



Where to find report RPUO1

This report is available in Agresso web in the following Menu — .
B YearEnd ~
Iocatlon' SelfService admin B General Ledger Enquiries ¥
f& P2P Enquiries A
Main menu > Reports > P2P reports > RPUO1 - Procurement @ B12 Wren Purchase Orders - by Su
ReqUISItlon EanIrleS @ C21.Purchase Invoices - by Order _.
Project management [@ €22 Purchase Invoices - by Supplier
[E RPUO2 - Purchase Order Enquiries
Should you not have access, please request access to _ -
. . Customers and sales [@ RSUO2-Named Suppliers and Estim...
P2P EanIry Reports by emalllng = RSU06-My Supplier Request Form ...
financial-systems@reading.ac.uk. Information pages B RSUOT-Completed Requests Betw
Please copy in your Head of School/Function. B RSUOE-My New Supplier Requests
Common
@ Bo2 Wren Requisitions - by Supplier
Should you not have data access (because you workina . [@ 814 Wren Purchase Orders - by Pt
different School/Function), it is best practice to ask a e Purchese votess by Cost €
. . @ RsUO1-Outsta New Supplier ...
member of staff in that school/function to check on T
[@ Bo1.Wren Requisitions - by Req Nu...
your behalf [@ C24. Purchase Invoices - by Project
[@ RPUO3 - Purchase Invoice Payment..
@ RSUO3-Installation Supplier Reques.
[@ RSUO04-Suppliers, VAT Notes and E
[E B11.Wren Purchase Orders - by Or
@ B13 Wren Purchase Orders - by C
[@ RGLO1 - Purchase Invoice Enquiries
[E RPUO1 - Requisition Enquiries

To save this report as a favourite for easier access, click

on the button containing the heart in the top right- |§|

hand corner after you have selected RPUO1 from the
main menu.

The colour of the button will change to blue. M E o

The report will now be available for you to select in
your favourites box on the right-hand side of your
homepage.

Favourites (7

E rPUO1 - Requisition Enquiries

[E RPUQ2 - Purchase Order Enquiries

[E RPUOQ3 - Purchase Invoice Payment Report

How to use RPUO1
1. The selection criteria allow you to search for the requisition using various options. The easiest and quickest

option is to search using a requisition number. If you do not have the number, then you may search for your
requisition or any member of staff who belong to the same data set by entering your name in the
Requisitioner (T) like field.
The Period less than field will default to the current financial period and will go back 12 periods in the Period
greater than field. You may change the financial periods if the requisition was raised outside of the periods
it defaults to.
Remember: The first 4 numbers in the Period represent the financial year. The last 2 numbers represent the
financial month within that financial year. Period 01 = August, Period 12 = July. The financial year would be
the year it would be in the July of those 12 periods (months).


mailto:financial-systems@reading.ac.uk

2. Using the Selection criteria

# Selection criteria

Requisition Number like ‘ |‘
Requisitioner (T) like Rekha Mistry

Cost Centre like

Enter requisition number here if known—_|

Or

Enter your namehere_————— |
You may also search by cost centre

(provided you have data access) or project Projact Rke
number or supplier used for your Supplier like
requisition.

Period greater than or egqual to 202101 ...

Financial periods can be changed if yoV Period less than or equal to 202201
requisition was raised outside those
quoted.

Company like RU

Results

After entering the selection criteria, click
Detail level | All levels - Copy to chipboard

3. The results will be shown as below where all columns (excluding Purchase Order Number, Status (T) and
Links to reports) show the data you entered when raising the requisition.

Tip: The blank row directly underneath the column headings can be used to filter the results further.
For example, you could search for a specific supplier by entering the supplier number in the blank
supplier field, click Search button. This will return any requisitions raised against that supplier.

Tip: You may click on anything appearing in blue, to obtain more information. For example, if you
click on the Project number, you will be able to see the project title, the owner of the project, the
start and end date of the project.

Results
Detail level | Alllevels - Copy to clipboard
Requisition Purchase Ord.. Requisitioner Line Cost Line Unit Supplier Status Links to
# Number Number (T no |ACC0- | contre PrOJe-. Prod... | Descripti.. Description Curt... (Qua... | 5o, | Amount | Supplier 1) Period| = reports
1 4294743 0 Requisitio... 1 4810 PC.. A29.. FCP  Goods Furniture - Office desks DE.. GBP  1.00 450.00 450.00 11905 READING OFFICE FURNITURE 20.. Active Select link
2 4204743 0 Requisitio... 2 4810 PC.. A29.. FLP  Goods Furniture - Room & Lecture... GBP  20... 50.00 750.00 11905 READING OFFICE FURNITURE 20.. Active Select link
3 4204743 0 Requisitio... 2 4810 PC.. A29.. FLP  Goods Furniture - Room & Lecture... GBP  20... 50.00 250.00 11905 READING OFFICE FURNITURE 20.. Active Select link
- 12 42094743 1,450... 11805 READING OFFICE FURNITURE
= 21 1,450... 11905 READING OFFICE FURNITURE
6 4294742 3292402 Requisitio... 1 4295 PC.. A29.. UHP Goods Face Visors - COV1015 GBP  1.00 55.00 5500 12326 SCIENTIFIC LABORATORY SUPPLIES .. 20.. Finished Select link

= 22 4294742 55.00 12326 SCIENTIFIC LABORATORY SUPPLIES L..

4. For a requisition which has not yet been fully work flowed and approved, the Purchase Order Number will be
0 and, the Status (T) will be Active

Results
Detail level | All levels - Copy to clipboard
Requisition Purchase Ord..JRequisitioner Line Cost Line Unit Supplier Status Links to
# Number Number m no ACCO- cantre Proje.. Prod.. |Descripti.. Description Curr.. (Qua... | g | Amount | Supplier [0) Periodf ™) reports
1 4294743 0 JRequisitio... 1 4810 PC.. A29.. FCP  Goods Furniture - Office desks DE.. GBP  1.00 450.00 450.00 11905 READING OFFICE FURNITURE 20.. JActive Select link
2 4294743 0 JRequisitio... 2 4810 PC.. A29.. FLP Goods Furniture - Room & Lecture.. GBP 20.. 50.00 750.00 11905 READING OFFICE FURNITURE 20.. JActive Select link
3 4294743 0 JRequisitio... 2 4810 PC.. A29. FLP  Goods Furniture - Room & Lecture... GBP  20... 50.00 250.00 11905 READING OFFICE FURNITURE 20.. JActive Select link
- 32 4294743 1,450.. 11905 READING OFFICE FURNITURE
— 1,450... 11805 READING OFFICE FURNITURE
6 4294742 3292402 Requisitio... 1 4295 PC.. A29.. UHP Goods Face Visors - COV1015 GBP  1.00 55.00 5500 12326 SCIENTIFIC LABORATORY SUPPLIES.. 20.. Finished Select link

= 12 42094742 55.00 12326 SCIENTIFIC LABORATORY SUPPLIES L..




5. To view the approval workflow of the requisition, follow the instructions provided below.

Links to
reports

A~
Kelect link ( - )
Select link |

Requisition Workflow

To view the requisition workflow, click on the drop down
under ‘Links to reports’ for the requisition number, then
click on the Requisition Workflow option.

Requisitions - Workflow Enquiry

2 Selection eriteria

A Requisition — workflow enquiry window will appear.

Company like RU
RegNo like 4289449
NT like PR
Results
[ | The ‘Workflow status (T) column will state Workflow in
. T | Reqio | Lineto Worfow progress (in blue) if the requisition is yet to be fully
- approved. Occasionally, the status may appear in grey. If
1 A 4289449 so, click on the Search button which will change the status
to blue text.
Other statuses include, Finished, Rejected, Terminated.
@ Req:mate“hanzem This will take you to the Workflow enquiry map window.
A green box around a workflow description suggests that
v step of the workflow has been approved so that the
@ NM:HZEW requisition can move onto the next workflow step.

MutCompany (@) A solid yellow box suggests this is the stage the workflow has
® Pa'“‘ie” reached and to whom the task for approving the requisition
@ R has been sent. In this example, the requisition has reached

. Department Approval and staff JK223605 (name App Roval)
@ oG e has been sent the task to approve. If there is more than one
+ approver at this stage, you will see more names.
L oerT REG Please remind them to approve the requisition if it remains

APP:OVAL outstanding.

App Roval Once they have approved you will see a green tick against the
”fzaﬁos’ approvers name and the yellow solid line will become a green
Elﬂ line. (See example 1 below)

Ll

DEPT REQ
APPROVAL

IMarie "
J Misselbrook palen Fancs
(MISSEM) : '

Y .

Remember that some requisitions may require Finance and
Procurement approval so expect to see more steps for each
stage.

If the requisition has been rejected, you will see a red solid
box and a red stop sign next to the approvers’ name. You will
receive a task email if it has been rejected which you must
act upon. (See example 2 below)

Example 1. Where there are 2 possible approvers, name
with green tick and green box has approved the
requisition.




¥
DEFT REQ
APPROVAL

T

P &
g
.
®
P &

5

Reject back to
requisitioner

v

REQUISTIONER TO
CLOSE REQ

v

i Marie
{D F?{r}rg:lzl;rf;;ns ° Misselbrook
(MISSEM)

Example 2. Where an approver has

requisitioner with a task to close the requisition.

rejected the
requisition. A red stop sign, and red box appears around
the approvers’ name. An email will be sent to the

6. If the requisition has been fully approved — the PO number allocated will be given and the status will be

Finished.

Results
Detail level | All levels - Copy to clipboard
# Ririj\:\ns[\:e\l’)n Purﬁt‘ariigrtl.Requi(gr\;ioner Lr\'r(vje e ch?\ir[e Proje... Prod...
1 4294742 0 Requisitio... 1 4810 PC.. A29.. FCP
2 4294743 0 Requisitio... 2 4810 PC.. A29.. FLP
3 4294743 0 Requisitio... 2 4810 PC.. A29.. FLP
A 4294743
- i1
6 Requ\s\lio.. 1 4295 PC.. A29.. UHP
- 12 4294742

Managing Rejected Requisitions

Descripti...

Goods

Goods

Goods

Goods

If the requisition has been rejected by the approver, the PO number will remain 0 and the status Active.

Results
Detail level ~ | | Copyto clipboard
4 Requsiton | PurchaseOrder || Requisitioner | Line | , 7 Cost
Number Number ( ccount | centre
1 429475 0 fequsitioner - 1 4205 PCCP
- 52 4204757

Project

A2803700 UHP

Product  Description

Goods

Unit Supplier Links to
Description Curr... Qua... price Amount | Supplier M Period reports
Furniture - Office desks DE.. GBP 100 45000 450.00 11905 READING OFFICE FURNITURE 20... Select link
Furniture - Room & Lecture .. GBP  20... 50.00 750,00 11905 READING OFFICE FURNITURE 20.. Select link
Furniture - Room & Lecture... GBP  20... 50.00 250.00 11905 READING OFFICE FURNITURE 20.. Active Select link
1,450.. 11905 READING QFFICE FURNITURE
1,450... 11805 READING OFFICE FURNITURE
Face Visors - COV1015 GBP  1.00 55.00 55.00 12326 SCIENTIFIC LABORATORY SUPPLIES .. 20.. Select link
55.00 12326 SCIENTIFIC LABORATORY SUPPLIES L..
D“é‘r“‘:‘m Gurrency | Quantity DUrQ;; Amount | Supplier S“E’.%“E' Period &‘E"D"jn‘s”
Gloves-GLV3.. GBP 100 2500 2500 12326  SCIENTIFIC LABORATORY SUPPLL. 202112f Active || Selectlink -

25.00 12326 SCIENTIFIC LABEORATORY SUPPLL...

However, when you select the “Requisition Workflow” drop down against Select link you will see the ‘Workflow

status (T) column state Rejected.

Requisitions - Workflow Enquiry

# Selection eriteria

Company like RU Active v
ReaNo like 429475 Historical ad
NT like PR
Results
Detaillevel | Alllevels| | Copy to clipboard
# T ReaNo  Lineto | Wordlow | Reawsmledty | oueo | Product | Description | Goods/Sevies  Quemity | W TS curency | Supplier Supple Account
1 A 4294757 t)Rejected | Requisitioner One 0 UHP Gloves-GLV3..  Goods 100 2500 2500 GBP 10326 SCIENTIFIC LABORATORY SUPPLL. 4295
b4 100 25.00

PCCP

CostC Project Period

A29037. 202112



L 2

DEFT REQ
APPROVAL

v

App Roval
(JK223605)

v

Reject back to
requisitioner

v

REQUISTIONER TO
CLOSE REQ

v

Requisitioner
Cne
(DJ239742)

v

L

®
P &

You may click on the Rejected status to view
the workflow.

This workflow shows the approver has
rejected the requisition (red box and stop
symbol against the approvers name)

You will receive an email asking you to close
the requisition when a requisition has been
rejected.

University of Reading ~ 4 DJ239742 v A @‘J Search [Alt+g)

Your tasks (2

Correct VAT 0 OrderNo: 7050933 CustomerlD: 25701
Reguistioner to close reg OrderNo: 4294746 Amount: 25.00
Requistioner to close req OrderNo: 4294746 Amount: 50.00

Requistioner to close req OrderNo: 4294746 Amount: 55.00

I Requistioner to close req OrderNo: 4294757 Amount: 25.00

Go to Task management

X

Group by ¥ 5

To close a rejected requisition, click on the
orange task button to view your list of tasks.

Click on the requisition to close.

Close Requisition ‘ Advanced mode |H Workflow user log H Log book || Export |

Select “Close Requisition” in the task.

Results

Search

Detailleve!  Allevels | Copyioc

1 B 4284757 1| Abortzd Requisitioner One 0 U Gloves -GLV3..  Goods

100

B0

500 GBP
Pt

The status against this requisition will remain
Active. However, on selecting the
“Requisition Workflow” drop down against
Select link, you will see the ‘Workflow status
(T) column state Aborted or Rejected once
you have dealt with the task of closing the
requisition.

v

DEFT REQ
APPROVAL

v

App Roval
(JK223605)

v

Reject back to
requisitioner

v

REQUISTIONER TO
CLOSE REQ

v

Requisitioner
Cne

° (DJ238742)
@ Close

v

@ s

b &
=)

@®

b &

You may click on the status to view the
workflow.

The Requisitioner to Close Req and the name
of the requisitioner box will have changed to
red suggesting that you have dealt with the
task of closing the requisition.




Obtaining a copy of your Purchase Order
To obtain a copy of the Purchase Order document the requisition must be fully approved and have a PO number.
Run this enquiry, entering the requisition number in the selection criteria.

In the results, click on the PO number which will appear in blue.

Results

Detail level | Alllevels w | [ Copyto dlipboard
Requisiton | Purchase Order |  Requisitioner | Line . Cost . — | Dot Line _ | Unit = Supplier Status Links to
# Pousat. = & 2 pccount| SO Project Product  Descripti Pt Cur.. Quantity| M| Amount Supplie i Period | S35 e
1 42865 8| Relcna Mistry 14295 PCCP  A2003700  UDP  Goods  Sefety &Personal ProectionEqp.. GBP 100 5500 5500 12326  SCIENTIFIC LABORATORY SUPFLEESL. 2021. Finish. | Selectlink

= 4286558 5500 12326  SCIENTIFIC LABORATORY SUPPLIES LTD

This will take you to the Purchase Order page.

In the top right-hand corner, you will see 5 buttons. The paper clip will be white with a blue background.

=)~ 1k

Double click on the paper clip.

Depending on the view you have set up in the document archive window will determine how you are able to view
the PO document. The options below allow you to change the view.

Change view Il = 5

View Display Action
Option
unersyof _ Provides full view of the PO
Ekeading -
document.
— Document title File name C||Ck on the PO I|ne tO VIEW the
— PO 3284388 Copy Order 3284388 document.
Remittance advice sulira 1 1436.pdf
1 Click on the PDF containing the
T % PO number to open the PO
document.
PDF
PO 3284388

To save the document, right click on it when open, select ‘Save as’ from the drop-down menu to save it to a folder.

END



