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CiA Live SCM MyPurchasing

Home EFD) CiA Live SCM MyPurchasing  €ED CiA Live AR omcer‘

Raising Requisitions
o ° @ e

1. In CIA Live SCM MyPurchasing, navigate to My

Requisition.

My Goods My Purchase
Receipts Orders

My Requisitions

2. Create a blank requisition by clicking Add.

3. Inthe General Section, tick the Single Supplier

Requisition.

—

Create a blank requisition

©! Browse the internal catalogue

Add New Requisition ~ Supplier
A el Select Supplier From Supplier Catalogue 4 F a I I A h S I = A A P d
_ . Fill in the Supplier Account (AP) an
Pu;(hasmrgSyStem ’ Supplier Ledger Supplier Account * h . d f Id *
ol L = AP (APLEDGER) 30085 (Capelle & Partner) - the req uire 1eldas ( )
:‘I"Chas_‘i:g&"ﬁi?g‘:?m . Requisition User supplier Address . . .
Devclopment oo vTPDs3 5. Click Save once all fields are filled.
Comment
~ Exchange Rate
Exchange Rate Table
SPOT (Nauru SPOT)
N
Exchange Rate Date *
Processing Group 15-Apr-2026
26ACTUAL (Actual 2025/26) -
Reference 1 Reference 2 ~ Reporting Codes
Department *
Purchase Order Type * Priority * 53 (Vocational Trai) % Cancel m
Standard + || Normal -
Contact Person *
GST Entry Mode * Date Required * ) Ailine
Inclusive v || 22-Apr-2026
Delivery Address
‘__> [+ single supplier Requisition 001 (Main Delivery Addres) h




Raising Requisitions — Cont.

L Requested Items

Add New Requested Item

~ ltem

Description *

tationeries

Long Description

Stationeries

Supplier Product

Comment

Goods / Service * Due *
Goods 2 A
Quantity

Unit Amount (Inclusive) (AUD)
6000.00

Invoice Match

Receipt not required

~ || 22-Apr-2026

N
N
GST Rate *
NA (Not Appl -
Unit Name *
EACH (Each) -

Line Amount (Inclusive) (AUD)

~ Reporting Codes

External Invoice No.

‘

submit for Approval | - ]
v

D

= Requested Items
0 items

1k, Settings

Once the General Details are saved, an RD number will
be generated. This RD number is essential for tracking
the requisition.

Continue to Requested Items and Add requested items.

Fill in the requisition Description, Amount details, and
External Invoice No.

Capelle & Partne§l (RD000257) &

 Vocational & Professional Devel...
Required 23-Apr-2026

2 Supplier Details

9 Addresses

Government Offices
Yaren District
Nauru

Australia

) Authorisation History

2 items

&b Attachments

0 Attachments

E i

<

1 item, Total (Inclusive) AUD 6,000.00

Requested Items

£ No records found.

Jo

No records found.




Submit for Approval -
D Capelle & Partner (RD000257) & <
1 item, Total (Inclusive) AUD 6,000.00

Raising Requisitions — Cont.

~ General
f,‘% settings

Vecational
Required 22

8. Proceed to Cost Accounts (Dissections in Cl), where you input the s :
account code to which the requisition will be charged. g Address

Comment 1000
ssional Devel.. |

Government Offices Purchase Order Type * Priority *
Yaren District Standard + || Normal -
Nauru
. . Australia GST Entry Mode * Date Required *
9. Click Save once confirmed. - zhorate B

= Authorisation History

Purchasing Local
2items

Requisition User

VTPDS3

10. In the Settings tab, Allocate Next Order Number for the system
to generate the PD number. Save once confirm. Note:

Q?Q) Attachments

Processing Group

26ACTUAL (Actual 2025/26)

0 Artachments

# single supplier Requisition

Purchase Order

Settings

~ General
— e Comment
Submit for Approval -
B Capelle & Partner (RDO00257) & <
0 items, Total (Inclusive) AUD 0.00 .
Reference 1 Reference 2
:\:": Requested Items « REqI.IES"ed Items

O
fpene. Add New Requested Item

Purchase Order Type *
standard
13, settings External Invoice No.
Vocational & Professional Devel... Invoice # 123
2026

2-Apr-

GST Entry Mode *

Requisition User
VTPDS3

~ Cost Accounts Balance Amounts
L supplier Details

Processing Group

GACTUAL (Actual 2025/26)

Cost Accounts

Single Supplier Requisition
+ 0O > 1-10f1record. BB B e 'gle Supp! 9
9 Addresses Purchase Order
et O Dissection  Ledger Account Account Description  GST Rare Dissection Amount  Resource Resource P :
Yaren District Number (Inclusive)  Group

Nauru

Australis .l 1 6L $3-0000-00000-2040  Vocational Trai. Ge...  NA
- Authorisation History
=
=
v

2items

% Attachments
0 Attachments




Raising Requisitions — Cont.

11. Supplier Details tab displays more details of the supplier.

12. Address tab shows the delivery address for the goods.

13. Authorisation tab shows the workflow for the requisition.

[ svoms e oo | - |

D Capelle & Partner (RD000257) #* <=
1 item, Total (Inclusive) AUD 6,000.00

" Requested Items Supplier Details
1 item
~ Supplier
1% _settings
" Vocational & Professional Devel... Select supplier From Supplier Catalogue
Required 22-Apr-202¢
d Supplier Ledger

1t Pay,

"“‘ supplier Details

~ Supplier Address

@ Addresses Supplier Address
= 001 (Primary A
Government Offices

‘faren District Street Address
Nauru

Australia

L») Authorisation History

dress)

Supplier Account

e & Partner)

Submit for Approval -
D Capelle & Partner (RD000257) « =
1 item, Total (Inclusive) AUD 6,000.00
== Requested Items Authorisation History

1item
~ Source Check

{&ﬂ_‘ Settings ~ Draft
Vocational & Professional Devel...
Required 22 Assigned to VTPD53

i

_{_supplier Details HOD Approval

Treasury Assessor

@ Addresses Chief Acct Approval
Government Offices
Yaren District PreApprover
Nauru
Australia

Authorisation History
v b
2 items

Sg\} Attachments
0 Attachments

VTPD53

® 11:45:31 @ 15-Apr-2026

2items
City/Town State
“\k\‘ Attachments
0 Attachments Postcode Country
Phone Fax
Email
test@xxx.com.au =
for approval | - |
D Capelle & Partner (RD000257) & =<
1 item, Total (Inclusive) AUD €,000.00
= Requested Items Addresses
1 item
- Delivery Address
£ _settings —— e
Vocational & Professional Devel, et
Required 22
{1 supplier Details .
Delivery Address *
1(R o u) -
9 e
Government Offices Street Address
Yaren District Government Offices
Nauru
Australia n District
) Authorisation History
2items City/Town State
N u
Sy, Attachments Postcode Country
0 Attachments Australia
Phone Fax
+674 55
Contact

Email




14.

15.

16.

Raising Requisitions — Cont.

On the Attachments tab, drag and drop the required
files to attach them to the requisition.

Once everything is confirmed, click Submit for ‘/ =

Approval.

An Assignment Prompt will appear, indicating where
the PD will go next. Save to send the requisition to the
HOD for approval.

Q

[ommiocioora ] -]

Capelle & Partner (RD000257) # <C
1 item, Total (inclusive) AUD 6.000.00

1= Requested ltems Attachments
1 kem
%, Settings A
Vocational & Professional Devet..
Required 22-Ap
1
1 supplier Detals

NOT REGISTERED.

1 item

Capelle & Part &3 Cancel Requisition
1item. Total (Il [ Create a blank requisition
™ Requested Items  [+] Save as new requisition

Save as new template

Submit for Approval

~ Assignment Prompt

User *

HODS3 (Sharina Deiye)

o | B9




Requisition Status

1. In CIA Live SCM MyPurchasing, open Requisitions.

2. Search for the RD number in the search bar and select View

to open the requisition.

3. Navigate to Authorisation History to check the current status

of the requisition.

®

Home 0O

CiA Live SCM MyPurchasing

CiA Live SCM MyPurchasing  €5) CiA Live AR Officer \ My HR

©- @ 0O° O

My Requisitions My Goods My Purchase Requisitions
Receipts Orders

Create a blank requisition -
D Capelle & Partner (RD000257) & <
1 item, Total (Inclusive) AUD 6,000.00
= Requested Items Authorisation History

1 irem
~ Source Check

{J‘.;t Settings v Draft
Vocational & Professional Devel...
Requiced 22-Apr-2006 ~ Awaiting HOD Approval

Assigned to Sharina Deiye
VTPDS3

a8

{1 Supplier Details

Treasury Assessor

9 Addresses Chief Acct Approval
Government Offices
Yaren District PreApprover
Nauru
Australia

Authorisation History
V.
4 items

S Attachments

1 attachment

VTPD53
Sharina Deiye

© 13:22:58 B 15-Apr-2026




My Tasks

1. My Tasks function is the equivalent of My Workflow in CI.

2. My Tasks options include:

i. Assigned to Me — Inbox.

ii. Completed — All requisition and document files that you have actioned.
i. Filters —to see items in Assigned to Me in their folders.

= Assigned to me (174)

3. Each user’s draft folder is labelled with their name. 5 |

77 Purchase Requisition: Treasury Assesso
From: Jay Ud
With pook: Treasury Assessor TODAY

4. For Finance users, workflow pools will be in Filters. ~hssigned to

"W Supplier: BLUE | CATERING Total Amount (inc): ...

€ Filter Clear Apply

Purchase Requisition: Treasury Assesse

From: Jay Ud [v] A
With poot: Treasury Assesso TODAY
W= supplier: PRESIDENCY DEPARTMENT Total Amo... Chief/DepSec - 569
— Assigned to me (315) ::';:afifeﬁg £ Acct Approval
R ; Tomar Default Workflw Pool 2
i My Tasks ;
. y Options "W Supplier: NAURU AIRLINE- NAB ACC Total Amou... DONOR_ALL 9!

Purchase Requisi
From: Abeliine

2% Categorie s
A8 BUIs With pool:

TODAY DONOR_AU 1
Tasks Filters Search TASKS - :::ﬂzr;:i”n MAPIAGEMFNT DEPARTMENT T... DONOR_ISA ]
Assigned to me m From: i e
¥8 RD000215 - (1) t:t - AUD 25.00 d TODAY DONOR_NZ 1
Requisition: Dra PERTY PTY LTD Total Amo...
= compieted Trcasury DONOR_PREAPP u
| 3
General and Cash Jnl - test transfe... VIEW OPTIONS ToDAY
ile: OSM_PREAPP
Document File: Approve Docume... ¥ Fikers 5 " supplier: BUSINESS FIRST TRAVEL Total Amount... - 2
¥8 RD000229 - (0) - AUD 0.00 S OSM_Treasury 67
Requisition: Draft E» Bulkprocessing L
"= supplier: PRESIDENCY DEPARTMENT Total Amo... PAD 8
[ i Purchase Requi ess0
[l Donor Budget JNL - $0.00 (Total D... J3 Hide search rom: Head of ent
B8 - 5 Wi poct Tonay Pre-Approver 16
Document File: Approve Docume... _
= Compactview _ Treasury Assessor _ 204
891 Tasks ~ i’
Search Less A




Approving Requisitions - HOD

1.
2.
3.

As HOD, requisitions submitted for approval will be listed in My Tasks.

If all in order, click Approve to forward the requisition to Finance for processing.

Other options include:
* Open Requisition — view the requisition details.

* Recall - to return the requisition to the previous step.

* Reject — return the requisition to the creator.

Home € CiA Live SCM Purchasing Officer €3

Home

Timesheet Administrator

Meet Plus: Your new Al assistant for smarter, faster work

Easlly find answers, action tasks, and cut through complexity.

My Tasks

Tasks  Filters  Search

Y8 RD000257 - Capelle & Partner - AU..

Purchase Requisition: Awaiting HO...

¥ Supplier: EIGIGU PROCUREMENT L...
Purchase Requisition: PreApprover ...

¥ Supplier: CHRISTOPHER GRAHAM B...
Purchase Requisition: PreApprover ...

3 Tasks A e

-
=
== N Forms

Status  Active  Available

0 Draftforms

Assigned to me (3)

n RD000257 - Capelle & Partner - AUD 6,000.00

W= RD000257 - Capel

Purchase Requisition:

~

TODAY

! Supplier: EIGIGU PROCUREMENT LOGISTICS (AUS...
e Purchase Requisition: pprover Release

From: Min.Fir

With pool: De

= supplier: CHRISTOPHER GRAHAM BROWN Total ...

Purchase ver Release

Summary

Task Name
ng HOI

Awaiting D Approval

Task Description

Awaiting HOI D Approva

Assigned to

Sharina Deiye

Received
15-Apr-2026 13:22:

Details

v Process View

A

Workflow Information

Process
RON Requisition

Originator
VIPD53

 sovrov [

&2 Open Requisition
23 Recall
23 Reject

3 Cancel Requisition




Approving Requisitions — Treasury Assessor (TA)

1.

As TA, requisitions submitted for approval will
be listed in My Tasks.

Use the filter to select the TA pool, then click
Apply.

If all in order, click Approve to forward the
requisition for approval for payment.

Other options include:

* Reject — return the requisition to the
creator.

* Open Requisition — view the requisition
details.

* Recall - to return the requisition to the
previous step.

Home &)

CiA Live SCM Purchasing Officer 0 Timesheet Administrator

<

v

~Assigned to

Filter Clear

Home
Default Workfiw Pool 2
’ : Your new Al assistant for smarter, faster work
(a ‘ DONOR_ALL 3
ind answers, action tasks, and cut through complexity.
DONOR_AU 2
DONOR_ISA 2
My Tasks (3] @ Forms DONOR_NUDSP 1
DONOR_NZ 2.
Tasks  Fiiters  Search Status  Active  Avallable DONOR_PREAPP 3
Y8 RD000216 - (1) Stationeries for VTP... QN EBEARE 2
Requisition: Awaiting HOD Approval OSM_Treasury 67
"% Supplier: EIGIGU PROCUREMENT L... PAD s
Purchase Requisition: PreApprover ..
Pre-Approver 16
" Supplier: CHRISTOPHER GRAHAM B...
Purchase Requisition: PreApprover ... Tissarina Harris. 12
AT
3 Tasks ~ 0 Draft forms
= Assigned to me (205) /
n RDO00257 - Capelle & Partner - AUD 6,000.00 m‘ . |
ki ~ summary 23 Reject
Purchase or App
With pool TODAY T %3 Open Requisition
- EIYE WILKES Total Amount (in): $1,0... fating Treasury ASSEsor AppOva £3 Recall

Task

With pool: Treasury Assesso:

"W Supplier: DETABENE ITUMAE Total Amount (inc)...

Received

h pool

K W HARRIS Total Amount (inc...

jon

v Linked Attachments

Process View

<

LK PTY LTD Total Amount (in...

>

workflow Information
Process

"= Supplier: EZIDEBIT STORAGE Total Amount (inc)...

Purchase Requisiion: Trea A OTlg)natu(
ram: Camilla Solom VP

£3 Cancel Requisition




Approving Requisitions — PAD Ap

As PAD Approver, requisitions submitted for
approval will be listed in My Tasks.

Apply.
If all in order, click Approve to forward the

Use the filter to select the TA pool, then click

prover

Home 5D

CiA Live SCM Purchasing Officer  (E]

Home

Meet Plus: Your new Al assistar]
Easily find answers, action tasks,

My Tasks

Tasks Filters Search

0 _0no0 ¥8 RD000200 - (1) testing - AUD 2.50... . A= e m
requisition for approval for payment. - r—
! Supplier: XANDRYA CATERING Tot.. g
. . Purchase Requisition: PAD Approve
. Default Workflw Pool 2
4' Other optlons InCIUde' !Suppher: XANDRYA CATERING Tot...
o e el . Purchase Requisition: PAD Approve PAD 8
* Reject — return the requisition to the = Super XANDRYA CATERING 1ot
Purchase Requisition: PAD Approve ; Peter
creator. -
11 Tasks A
* Recall - to return the requisition to the
preVIOUS Step- = Assigned to me (9)
* Open Requisition — view the requisition BB ro000257. capelie & Partner - AuD 50.00  rorrove (IR
deta i IS o A pur'(’m!‘REqms‘ pelle A Summary [ &3 Reject
With pool: PAD TODAY T &3 Recall
Vg3 RD000200 - (1) testing - AUD 2,500.00 Awaiting PAD Approval #§ Cancel Requisition
equisition: Awaiting PAD Approva inti ™
! Supplier: XANDRVAvqTERING Total Amount (in... Assigned to 23 Allocate Purchase Requisition
E,b;:mRewwir F g PAD L 23 Claim Purchase Requisition
Mk ol DAD




Approving Requisitions — CA pool members

As CA pool member, requisitions submitted for approval will
be listed in My Tasks.

Use the filter to select the CA pool, then click Apply

If all in order, click Approve to forward the requisition to
MinFin or for payment.

Other options include:
* Refer to Minfin — to refer the requisition to Minister.
* Reject — return the requisition to the creator.

CiA Live SCM Purchasing Officer )

) Meet Plus: Your new Al assistant|
#  casiy find answers, action tasks, ar)

Tasks  Filters

B RDO00216 - {
Requisition:

ing HOD Approval

"W Supplier: EIGIGU PROCUREMENTL...
Purchase Requisition: PreApprover

« Filter

~Assigned to

(A Chief
Default Workflw Pool 2
DONOR_ALL 3
DONOR AU
DONOR_ISA 2
DONOR_NUDSP 1
DONOR_NZ 2
DONOR_PREAPP 3
OSM_PREAPP 2
OSM_Treasury 67
PAD 8
Pre-Approver 6
Ruthle Dimapilis ss
Treasury Assessor 204

s ||

Assigned to me (940)

* Recall - to return the requisition to the previous step.

u RD000257 - Capelle & Partner - AUD 6,000.00

e o0 . e ey . A
* Open Requisition — view the requisition details. s
S TaskName
5 RD000252 - (1) test - AUD 20.00 Task Description
Requisition: Awaiting Chief Accountant Approva Awaiting Chief A
With pool: Chif/DepSec TODAY il Dl
Assigned to
‘5 RDO000249 - (1) Catering - lunch - AUD 600.00 Chief/DenSec
Requisition: Pre Approves
With pool; YESTERDAY Received
wknnuozds-m service - AUD 6,600.00 il
Requisition: Tank Fai
With pook: Tank Far YESTERDAY v Linked Attachments

Requistian: Urban €

W RDO00245 - (1) Tt - DFAT - AUD 5,300.00
Requisition: Danar - DFAT

‘.'O RD000246 - (1) test travel - 1A - AUD 8,000,00
Ranuiciian: Dioar ISk

E RD000247 - (1) Stationeries for the office - AUD ...

YESTERDAY

v Process View

~ Workflow Information

Process

YESTERDAY

Originator

&3 Refer to MinFin
3 Reject

‘ &3 Cancel Requisition
&3 Recall

*3 Open Requisition




Approving Requisitions — MinFin

1. As MinFin, requisitions submitted for
approval will be listed in My Tasks. Open it to
see the list.

2. Ifallin order, click Approve to forward the
requisition for payment.

3. Other options include:

* Reject — return the requisition to the
creator for corrections.

* Recall - to return the requisition to the
previous step.

* Open Requisition — view the requisition
details.

Home 6

Home

CiA Live SCM Purchasing Officer )

Meet Plus: Your new Al assistant
Easily find answers, action tasks, an

My Tasks 9

Tasks Filters Search

Y8 RDO00216 - (1) Stationeries for VTP...
Requisition: Awaiting HOD Approval

¥ Supplier: EIGIGU PROCUREMENT L...
Purchase Requisition: PreApprover ...

¥ supplier: CHRISTOPHER GRAHAM B...
Purchase Requisition: PreApprover ...

3 Tasks ~
= Assigned to me (39) t‘
Il ro000257 - Capelle & Partner - AUD 6,000.00 [ 2pprove | IR
'5 AD000257 - Capelle ) 6,0 ) Summary 23 Reject
Purchase Requisition: Awaiting Mirimsm Finandial, TODAY
Task Name

-5 RDO000232 - (1) Test - consultancy fees - AUD 6,5...

Requisition: Awaiting M

"W Supplier: MATAMAN ENTERPRISE Total Amount ...

Purchase Requisition: M pproval
From: Kismina Gadeanang

W Supplier: EC SECURITY SERVICE Total Amount (..
** Purchase Requisition: Min Fin Approval
From: Kismina Gades

"W Supplier: EC SECURITY SERVICE Total Amount (..
* % Purchase Requisition: Min Fin Approval
From: Kismina Gades

Task Description
Awaiting Minimurr

vaiting Minimum Finanical Approval

Assigned to

Received

- Details

- Process View

~ Workflow Information

Process
RON Reguisition

Originator

3 Recall
&3 Cancel Requisition

&3 Open Requisition




EXERCISE
M=

Exercise: Purchasing Officer

1. Raise a requisition and submit it to your HOD for approval.
2. Login as your HOD and approve the requisition you submitted.

Finance Team:
3. Assess the submitted requisition and approves it.



