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2 Document Control

2.1 Associated Documents

2.2 Version Control

09/12/19 First Draft Rob Boichat
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3 Overview

3.1 Purpose

This documents aims to give NASUWT employees a guide on how to place an order via
the SICON WAP online ordering system.

3.2 Audience

The intended audience is end users who will place requisitions, authorise requisitions,
receive goods and authorise invoices.

4 Solution

4.1 How to Login
https://sicon.nasuwt.org.uk/wap

Or via a link in an email.
Or via a shortcut on your desktop — IT Support can help with this.
Or via a favourite in Internet Explorer.

Once you have clicked on the link you will see the following screen:

NASUWT

The Teachers’ Union

WAP for Sage - Please Log In

Your username is exactly the same as your network username if you are an
authoriser of orders, or you will have been supplied with a generic username and
password if you are only inputting requisitions.

NB: your password must be a minimum of 9 characters and contain at least 1 number, 1
UPPPERCASE character and 1 lowercase character.
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If you forget your password you can click the Forgot Password link on the login
box.

WAP for Sage - Please Log In

Username |

Password
©
/ Change Password
Forgot Password

9 togon

Follow the instructions on the following screen.

This will now email you a code, enter this in the Reset code box above and reset
your password.

WAP for Sage - Please Log In

Username |robb x |

Password ? Logon
(7]

Change Password

Forgot Password

* Make sure you enter your Username above.
e |f you have a Reset Code, enter it below and click 'reset’
* To get a new code emailed to you, click ‘New Code'

Reset code: Reset New Code

Please note that if you enter your password incorrectly 5 times, you will lock your
machine from accessing WAP until IT can clear your lock.

This is important to remember as you may be accessing WAP via a link in an
email, this will open WAP on a Citrix server. It is this Citrix server that will be
blocked from accessing WAP so you will also stop all other users accessing WAP
via this server as well.
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Once you have logged in you will be presented with the following screen:

Posted To Sage (0] Ne Approvers (0] Goods Received [0} n Hold (0]

TR - BT
[ = L S

5 How to create a Purchase Order

To create a Purchase Order you first need to enter a requisition. This requisition
will be sent through a pre-agreed authorisation chain in the system. Once a user
with the required authority has agreed the requisition request, a purchase order

will be created.

5.1 Create Requisition

Start by clicking on the Requisitions menu in the top left hand corner.

k/WAP,Pages/Dashboard.as

§ Logorr || &

=

Click New Requisition.

Requisitions

MNew Requisition

Existing Requisitions

Goods Received

Reports
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Requisition

Order Details Delvery and Invoicing Lustiication Approval History AuditHistory
company Supplier Ref Urgent
Fier | AllSuppliers [£] socument Date 09/12/2015 <] Delivery Date = caror
GIX[] °
curency
Values Quantities. Authorisation Budger
T S O E S f——

No data to display

Show Deleted Lines

Sub Totals & Discount

Goods
Add 3 Free text line

Charges

Net Goods Tax
Add 2 Comment line Order Discounts

Line Discounts

Save Only. Save & Submit print Summary. Copy Order Show Related Project Requisitions ~ Show Goods Recelued Reset Lines Close

Step 1

Enter a supplier. In the supplier box just start typing the supplier you want to order from. Please
note that you will see all suppliers that are listed in the Finance System.

Step 2

Enter a Delivery Date. This is very important and you should enter a date that you expect the
goods to be delivered. You will receive emails around this date to remind you that you have goods
to receive. If you put today’s date and don’t receive the goods for a week, you will be notified on a
regular basis that you have outstanding items for delivery. If you put a date that is too far in the
future to avoid these messages and forget to receive the goods, the invoice will not be sent for
approval and therefore delay payment.

Step 3

Urgent. You need to decide if the requisition is urgent or a call off order. By default when you enter
a requisition the next approver in the chain will receive an email informing them to login and check
their requisitions. They will receive this within two hours, so in normal operation an urgent
requisition isn’t needed. If you click Urgent, every approver in the chain will receive an email as
soon as their actions are completed.

Call Off. This type of requisition should be used for purchase orders where you are unsure of the
monthly amount. Toshiba print copies for example. A yearly budget should be set for this, one
order can be placed and this PO number given to Toshiba to quote on all invoices for the year.
When you receive the invoice you can Goods Receive the amount on that order, leaving a balance
for the remaining year and future invoices. This is a good way of committing budget and makes
cost centre reviews more meaningful.
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Step 4

Add a free text line.

Order Details Delivery and Invoicing lustification Approval Histary Audit History

Company

Reguisition No

Supplier Ref SOFT020

Fitter | All Suppliers
Document Date 09/12/2019

Supplier | SOFT020; Softcat Limited

Currency Pound Sterling (£)

) ) S
No data to display
Show Deleted Lines
SR B
Goods
Add a Free text line (=3
Charges

Net Goods Tax
Add a Comment line Order Discounts

Line Discounts

This is the only way you can add items to the requisition. NASUWT has decided to remove
templates and punch out methods of adding items. This is so that there is more control and local
processing of procuring goods. This gives you the ability to purchase from the most cost effective
method. Office Team for example, you can still find items, add these and order, but you will need to
obtain a quote and enter by this method. Pitney Bowes will still be the supplier for mailroom
equipment, but again items need to entered in this way (you can still copy an approved order for
regular purchases)

Click Add a Free text line.

Free Text Line Details

_— -
item Details
Quantity Unit Price (£) Delivery Date
1 E 0 E 18/12/2018 =
Tax Code
Standard Rate []

MNominal Account

Analysis Codes

Contract [<] Training Courses =]

Save Close

Enter the item details in the top box. Please be as specific as you can be in this box as the
description will appear on your monthly budget reports. The more meaningful it is here, the more
beneficial your budget reports will be. Your budget setting for upcoming years will also become
easier.
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Enter a quantity and unit price.

VAT is added at the standard rate for all new orders. If you know that your order, or line, is VAT
exempt then please change the drop-down to Exempt or Zero Rated depending on the service or
goods you are ordering.

Free Text Line Details

Quantity UnitPrice (£} Delivery Date

1 5 o H 18/12/2019 =

Please do not worry about the partial rates we claim as a Union, the Finance program will deal and
calculate these.

The delivery date will pull through from the previous screen.

The nominal code is where you want the cost to be accounted to. You do not need to know the
codes, typing a description will filter the results for you. You have been given access to the nominal
codes necessary for you to place orders for your area of responsibility. If you feel you need to have
access to additional codes these can be requested by emailing the Finance National Official for
approval. Please note the approval process is based on this code, so if someone does have
access to a code where the budget is held in IT, for example, then the approval chain for that line
will go via IT approval.

The analysis codes allow you to select a contract ID if you have an internal contracts database, LA
will allow you to select the LA you are purchasing for, Staff Codes will assign an expense to a
member of staff and EXEC will allow the coding to that Exec member. These codes will be shown
on your budget report and are there to help you and Finance accurately report and reflect the
expenditure you are incurring on behalf of NASUWT. If you need any type of code adding, please
email the Finance Team as these have to be added in the back end system.

Once you have entered the information, click Save.

The Add a Free Text box remains open so you can add another line if needed. Please remember to
change the delivery date on this line if needed, for example if you are adding a yearly contract with
a fixed price but with monthly or quarterly billing.

Also, please check that the nominal is correct as this will be the same as the previous item added.

If you have added all items, click Close.
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Order Details Delivery and Invoicing Justification Approval History Audit History,

Requisition No Sage Order No
Company

Supplier Ref soFT020 Sage DocStatus Urgent
Fiter | All Suppliers

Document Date 09/12/2019 [=] pelivery Date 18/12/2019 = call Off
Supplier | SOFT020; Softcat Limited @X‘E
Currency Pound Sterling (£)

Values Quantities Authorisation Budget
[T L T T —
1 Test for instruction manual 100 50.00 0.00 Standard Rate 5000 | Edit | Delete

Show Deleted Lines

Sub Totals & Discount ( £)
Goods soo] || 50.00
Adda Free text line < -
crarges 0.00
Net Goods s000] || Tax 10.00
Add  Comment line Order Discounts 000
Gross 60.00
Line Discounts 0.00
Save Only Save & submit print summary Copy Order Show Related Project Requisitions | Show Goods Received Reset Lines Close

If you have forgotten to add an item, follow the instructions above.

If you have a yearly contract that is billed monthly, you will need to add 12 lines; 1 for each month
to the value for that month, remembering to change the individual delivery date on each line. One
PO number can be given to the supplier and you will just need to goods receive each month for
payment.

Step 5

Add a comment. If you need to add any comments to the order you can click this button to do this.

Comment Line Details

Show comment on Supplier documents

Save Close

You can choose if this is internal or visible to suppliers.

Step 6

Delivery Address. Click on the Delivery and Invoicing tab

Regquisition
Order Details Delivery and Invoicing Justification Approval History Audit History
Company
Filter | ANl Suppliers []
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The following screen is shown:

Delivery and Invoicing

Supplier Address Supplier Contact

Softcat Limited Hannah Keep Email Address.

Justification Approval History. Audit History.

Thames Industrial Extate
Fiidhousa Lane Telaghons Numbar
Niariour 1628403538
Fax Number

suw

NASUWT Head Ofcs; ASUWT
NaswT Contact e

Hillscoure Education Centre. Hillscourt Education Centre
Rose Wil FaxNumbar Rose il
Rechnall

Phone Number Birmingnam
845 575 545 985

Order Discount/Surcharge (£}

Analysis Codes

convoct B

‘ Save Only Save & submit print Summary Copy Ordter ‘Show Refated Project Requisiions | Show Goods Received Raset Lines Close ‘

This shows the supplier details. These details are pulled directly from the Finance System. If these
are incorrect please e-mail Finance who can change them for you. You have the ability to type an
email address or amend an existing one, however you will need to do this every time, so if it's
wrong please let Finance know.

You can select the delivery address in the bottom left hand box. Your default delivery address is
your office.

You cannot change the invoice address. All invoices should be emailed to
Invoices@mail.nasuwt.org.uk these are picked up by Finance and entered onto the system. There
is no need for you to receive an invoice and post to Rednal. You will be able to view the invoice
within WAP.

Step 7

Justification. If there is a specific reason for this order you can specify on this tab. You can upload
files here. A copy of the contract, a business case that has been signed off etc.

Step 8

Save and Submit. Once you are happy with the requisition you can then click Save and Submit at
the bottom of the screen. This then sends the requisition for approval. Click Close to return to the
screen below:

Requisitions

g Menu # tozom & ||

Completed [0} Archived (0]

Rab Bokhat

WASUWT-  Soncat NASUWT Feat
L] = Test Office

Limited

LSt Search Performed AT 09/12/2019 15:13:96

Company WD) MASUWT - Test
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5.2 Approve arequisition

To approve a requisition you can either click the link you receive via email, or login
to the system on your PC.

You will need to expand the Requisitions menu and click Approve Requisitions

Requisitions

Hide Menu 7 Log OFf m ™

e

New Requisition (i) 29

Requisitions

Approve Requisitions

Goods Received

Reports

Invoices

The following screen will display:

30 MASUWT-Test  SoftcatLimited Annel NASUWT Head Office 1000 08/12/2019

This lists all requisitions needing approval. Please remember to click the arrow to
show details of the order.

Requisitions to Approve Z

P a2 a2 ] ¥ a2 7 P EE

e ] 30 MNASUWT-Test  Softcat Limited AnneB NASUWT Head Office 1000 09/12/2019

Attachments (0) Order Justification (0) Notes Budgets Anaiysis Codes Approval History
e e e e e ) e e N 7 I
1

test for manual 2 100 10.00 000 1000 £ Softwiare Licences (941575 - IT - HIT | Approve || Reject

¥

View Order Details || Approve All || Reject Al

The approver can now approve individual lines or the whole order.
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The approver can also click View Order Details and then edit an individual line.
This is helpful if you need to amend the nominal code where the line is being
coded.

sags 0o
saFTazo Sage Dot Status Urgem:
oo [FJosanone  tohwas  [5] Cmcwon

el o uthenzstion Bucget
Disceunt % | TaxRate Het

Free Text Line Details

[
Item Details
Quantity Uniit Price (£) Delivery Date
1 El o El 10/12/2019 =1
Comms Contracts 941562/IT/HIT mm'

Analysis Codes

Contract Izl

Save Close

You can now approve on the next screen.

NASUWT Online Ordering Instructions Page 13 of 23



NASUWT

The Teachers’ Union

5.3

5.4

Reject a Requisition

If you choose to reject a requisition, please reject the whole requisition. There is
an option to reject individual lines, however this may cause complications for
authorisations up the chain so we do not recommend this course of action.

When viewing the requisitions to approve.

Requisitions to Approve

= 0 L 51 MASUWT-Test  Sofest Limited AnneB NASUWT Head Office 100001000 08/12/2018

Motes Budgets Analysis Codes. Approval History

Once you click Reject All you will be asked for a comment.

Please confirm rejection

100 RejectTest  1000000.00 0.00 1000000.00 Sof nces 941575 - T-HIT)
100 rejecttest 10.00 0.00 10.00 Software Licences { 941575 - [T-HIT )

Reason [Prease cancle line 1.and reorder ine 2 x|

If a requisition has been rejected, go to the Rejected tab and edit the whole order
and then Save and Submit again.

Send the authorised Requisition to a supplier

At the moment the system will not automatically email an authorised requisition to
a supplier. Future upgrades will make this possible, so if the supplier has a contact
email, or you type one in, the order will be automatically ordered.

To send a PO to a supplier, go to your Existing Requisitions list and click on
Approved.

l Approved (1)

Delivery Address | Net Value

Rejected (0) Completed (0) Failed (0) Archived (0)

5000 6000 Approved 0000000024 09/12/2019 18/12/2019  13/12/2019 Edit || Delee | | Printsummary

Submitted (0)

cat NASUWT Head
2 N2 - [ —

Last Search Performed A 17/12/2018 11:42:59

Click on Print Summary.
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5.5

Failed (D) Archived (0}

Fully Approved

f2019 13/12/201% Edit Delete

A new window will appear showing the PO. At the top you can select Click here for
Email Options. You will now be able to send the supplier the PO. If the supplier
has an email contact this will be populated, or you can type one in.

sicon.nasuwt.org.uk - Microsoft Edge

4 | httpsy//sicon.nasuwt.org.uk/WAP,/Pages/PrintOrderWAP.aspx?mode=&Reportid=10

@ Click here for email options

Email Details

From My Email Address

Supplier Contact [ I
cc

Subject Purchase Order attached - PO Number 0000000024

Include me?
Dear Softcat Limited
Please find attached Purchase Crder - PO Number 0000000024
All invoices raised must state the PO number, any invoices received without the PO number will be rejected. Please ensure that all invoic

Best regards
Rot Boichat

Body

Click send

Status of Requisition - New

At the top of the page you will see various headings

NEW — shows new requisitions added and saved, but not submitted. This list will
fill up if you start to enter a requisition and click Save. This can be handy if you
have multiple items to add and want to split the work, or if you are awaiting a final
price. You can change the filter to show all requisitions from your department
(business unit) this is good if you need to pick the entering of lines from a
colleague.

To change, click Apply Filter at the bottom of the page.
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5.6

5.7

12 NASUWT-Test Beckett Telecom AnneSrading  NASUWT Head Office. 0.00 000 New 04122019 06/12/2018 Edt | | Delete

9 NASUWT-Test Soficatlimited AnneBrading NASUWT Head Office 450.00 54000 New 04/12/2019  10/12/2019 Edit Delete

You will see the orders have some flags.

The exclamation mark is normally very handy. If you hover over it you will see
what’s happening/happened with the requisition. With new requisitions it won’t
offer much detail.

The red flag shows the order is over budget.

Status of Requisition - Submitted

Submitted — this is where you can see a list of all submitted requisitions. You can
choose to show requisitions from you, your delegates or your business unit. Your
business unit will be your department.

To change, click Apply Filter at the bottom of the page.
Again you will see flags. The exclamation mark here shows more detail.

New (2) Approved (4)

| Fogs | regusitiond | comoany L supoier | keguestea iy | peivery accre

@ Order: 20 - 09,/12/2019 00:00:00 - SOFT020 (NotApproved)
FreeTextltem: Test for instruction manual - 50.00 { Waiting Margaret Anderson )

This shows the requisition isn’t approved and is awaiting approval from Margaret
Anderson.

Status of Requisition - Approved

Approved — this is where you can see a list of all approved requisitions. You can
choose to show requisitions from you, your delegates or your business unit. Your
business unit will be your department.
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5.8

To change, click Apply Filter at the bottom of the page.

The flags here will show the history.

Mew (2] Submitted (1)
oproved

00:00:00 - SOFTO20 (Appraved)
sl 2 - 10,00 { Autharised )

Order:30 -

100 3000 Approved (0D0D0OOI0 O4/1N/2018 0471018 04/13/1019 fdn | Dmete | P

D
Umited

e o o eof

nASUWT  Sotcst
=g Pt umma

The envelope shows the order has been emailed and the printer identifies it has
been printed.

Status of Requisition - Rejected

Rejected — any requisitions that an approver has rejected will appear here. A
reason is needed to reject the order so please check and action as needed.

You can choose to show requisitions from you, your delegates or your business
unit. Your business unit will be your department.

To change, click Apply Filter at the bottom of the page.

The flag here will show a rejection reason.

New (2) Submitted (1) Approved (4)

Rejected (2) Campleted (3) Failed (0]

L
r Net Value | Total Value PO Number | Order Date | Delivery Date

Order: 31 - 08/12/2018 00:00:00 - SOFT020 (Rejected)
@  FreeTextitem: Reject Test - 100000000 { Rejected - ‘Al
FreeTextitem: reject test - 1000[RJ jected - P

L g gy = Anne Brading " 108200 129840 Rejected 03/12/2019 03/12/2018

le line T and dr!n 2') | 100001000 120001200 Rejected 09/12/2019  11/12/2019
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5.9 Status of Requisition — Completed/Failed/Archived

These statuses show as expected: completed, failed and archived requisitions. As
above, flags can be hovered on to show history.

6 Goods Receipt

Goods receipt is a very important part of the system. As the name suggests you
are accepting delivery of the goods you have ordered. Without doing this any
invoice should not be processed for payment.

6.1 How to Goods Receive

You will receive emails from the system informing you that you have orders to
Goods Receive. This is determined by the delivery date set on the requisition and
why it's so important to enter that date correctly. If you enter a date too soon
before the actual delivery, you will receive emails informing you to receive goods
that you haven’t had, or if you enter one that’s too far in the future you won’t get
the notification in time.

To access the goods receipt module, either click from the email, or expand the
Requisitions module and select Goods Received

Hide Menu ? Loz Off 4 kd Delegate | RobB

Confirm Goods Received Amend Goods Received

NASUWT Tes ] et s @

No Filter Selected

| orcerowe | pevery e Supplier A/CRe! | Suppler Name [—y

09/12/2019 18/12/2019 SOFT020 Softcat Limited 50.00 Rebs

This will show you a list of orders that need receipt.

Tick the box that you need to receipt, and then click Receive.

[ [roes | Requswono [RE——— P—— Supplier A/CRef | Suppiier Name —r

% (1) ]
Page 10f 1 (1 items) Page size

=] -
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The following screen will appear:

Hide Menu ? LogOff w || & Delegst | Robd

Receipt Date 13/12/2019 -] Supplier Document No
GRN Number 13/12/2019 =]

Narrative This is the final receipt

Attach Goods Received Note

0000000024 09/12/2019  18/12/2019 Testforinstruction manual

‘ Print Note on Save save Cancel Receive All

You will need to enter the supplier delivery note in the top right hand corner. This
is mandatory so please make sure whoever accepts delivery and has the goods,
informs the person receipting that the goods are here and passes over the delivery
note.

There may be occasions where a delivery note isn’t received. This would be true
for contracts. We ask that the person receipting uses the following format:

Name — Date
This will allow any questions to be directed to the correct person.
The supplier document date should be entered as well.

If you wish you can attach a goods receipt note, however there is no requirement
for this. You may want to if the order is in dispute, or if it's part delivery, or if goods
were damaged and this was recorded the carrier.

For each line enter the quantity of goods you are receiving. This will normally be
for the amount entered and if this is the case you can click Receive All

Receipt Details

Receipt Date 13/12/2019 [=] Supplier Document No
GRN Number Supplier Document Date 13/12/2019 -]

Narrative Final Receipt This is the final receipt

Attach Goods Received Note
0000000024 09/12/2019 18/12/2019 Test for instruction manual 1.00 E

Print Note on Save Save Cancel i Receive All i

There may be times when a supplier informs you that they can only supply 5 of the
10 items. In this case receive 5 and then click This is the final receipt.
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Receipt Details

Receipt Date 13/12/2019 -] Supplier Document No
GRN Number Supplier Document Date 13/12/2019 [~]

Narrative Final Receipt This is the final receipt
Attach Goods Received Note

0000000024 09/12/2019 18/12/2019 Test for instruction manual

‘ Print Note on Save Save Cancel Receive All

This will now close this order and enable accurate matching to the invoice.

This will also release the remaining budget from this order, meaning you can now
order the remaining items from a different supplier (following the requisition
process).

If the supplier offers you the goods after all and you have final receipted the order,
you will need to raise a new requisition for this.

Once you have Completed all lines, click Save.

0000000024 08/12/2019 1E/12/2019 Test for instruction manual
Print Note on Save I Save I Cancel Receive All

All invoices will be now be sent direct to the Finance Team. If any suppliers are
sending invoices direct to staff members, they should be contacted and informed
of this new process.

All invoices will be approved via the same approval process as a requisition. Until
the last person in that chain has approved the invoice, the supplier will not be paid.

No paper copies of invoices will be sent out to end users. All approval will be via
WAP.

Any invoices without a WAP purchase order will be returned to the supplier and
not paid. All suppliers have been informed that their invoices need to quote our
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71

WAP PO order number. No orders should be placed with a supplier without a WAP
PO number to avoid this situation

How to authorise an invoice

To approve an invoice you will can either click the link from the email, or select
Approve Invoices from the Invoices menu.

Hide Menu  LogOff v kd Delegate Margareth

Invoices and Credits awaiting approval

partners est Pound 1500.00 30000 04/12/2019 03/01/2020
Sterling

NASUWT-  Sage tpartners 123 Pound 180000 36000 04/12/2015  03/01/2020
invoice: Sterling

B i NASUWT-  Sage Pound
D@ /| E] Becketr e eice tpartners test stering 1500.00 30000 04/12/2018 03/01/2020

“ Amachments (1) Notes Budgets Approval History

Pl / BECKO10 / test f Order PI/ BECKO10 / test / Order s
1 0000000012, Item "Phone Sandard 150000 30000 0000G00012, Item Phone T Consultancy Costs { Approve || Reject
. Rme . 941585-IT-HIT)
system consuitancy, per day, system consultancy, per day,
Hold Invoice | Notify Adaitional Users View Details || ApproveAll || Reject Al
8T3U010- 8T
@0 - Business NASUWT-  Sage Pound
D Li | s ey e e tpartners 123 cearing 180000 36000 04/12/2018 03/01/2020
Limited

From here you can approve individual lines if applicable, or approve all.

You can also reject the invoice. You will need to enter a rejection reason. You should only
do this if the goods are not being received due to fault or issue with the supplier. DO NOT
SELECT THIS IF YOU ARE AWAITING A RESOLUTION.

In this case click Hold Invoice. You will need to enter a reason why you are holding the

invoice.

If the invoice has been passed to you, but you are not the budget holder, you should reject
the invoice, stating you're not the budget holder. This will be passed back to Finance for
reallocation.
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8 Out of Office

All requisitions and invoices will follow a pre-determined route depending on the
nominal code used. Due to this, if you’re going to be on annual leave you will need
to switch on your Out of Office for WAP. If you don't, all requisitions and invoices

will halt with you.

To switch on your Out of Office, click on the cog icon at the top of WAP.

B <=1 () Sicon WAP * l—i— i

< —= ] {m ) | https://sicon.nasuwt.org.uk/WAP, Pages/T
| Hide Menu H ¥ Log Off | | |

You can now select On for Out of Office and your list should identify who can act
as your stand-in.

Turn On Out of Office

Please select an alternate user to enable Out of Office.

Any items that are currently waiting for you can also be
approved by the alternate user.

No Alternate User Selected
Out of Office Cancel

This will route all new requisitions and invoices directly to your alternate user.

9 Request a new supplier
Notes on this will be updated soon.
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