
Independent Purchase Orders

Small orders / Price list orders / Direct orders



Agenda

Current process and new process

Defining authorized signatories

New requisition fields

Supplier directory

Sending the purchase order by
email

Signatory approval

Changes and cancellations

Viewing requisition details



Current process and new process

Process Previously Now

Signatory approval Manual Online in ERP

Authority check None Validated against the signatory list
maintained by administrators or

researchers

Supplier delivery Scan and email manually Sent automatically by ERP



Authorized signatories

Orders charged to university budgets

The authorized signatory for small and price list orders must hold an eligible role under
Procurement Procedure 01-005A.

The unit manager or faculty administrative head defines authorized signatories in a dedicated
ERP screen. Authority may cover all unit budgets or specified project budgets.

New control: At least two distinct people must take part. The preparer may also be
the requester or the signatory, but cannot fill both roles.



Authorized signatories

Orders charged to research budgets

For small, direct and price list orders, the authorized signatory must hold an eligible role under
Procurement Procedure 01-005A.

The researcher defines signatories in ERP under Requests / Declarations / Reports. Users authorized
when the feature launches are copied into each researcher’s list. The researcher manages the list
thereafter.

Authority may cover all of a researcher’s research projects or specified research budgets.



New fields on the requisition

1. Email the order to the supplier: defaults to Yes; you can change it.

2. Supplier email: enter at least one address. Separate multiple addresses with semicolons (;)
and no spaces.



New fields on the requisition

3. Copy the order preparer: defaults to Yes; you can change it.

4. Additional CC addresses: add other recipients if needed. Separate multiple addresses with
semicolons (;) and no spaces.



Supplier notes on the requisition

Add important notes for the supplier here. The system places them in the body of the outgoing
email.



Supplier notes in the outgoing email

The supplier notes entered on the requisition appear in the email body.



Supplier directory

Look up the supplier’s email address in the supplier directory.



Sending attachments to the supplier

Attachments marked “For supplier” are sent with the approved order form.



Authorized signatory approval

The authorized signatory opens the pending approval in ERP.



Authorized signatory approval

The authorized signatory reviews and approves the order in ERP.



Supplier email and new purchase order form

The supplier receives an automated email with the approved order form.



The approved purchase order form

The new approved order form is attached to the supplier email.



Changes and cancellations

Change type Signatory approval Automatic approval

Increase quantity Yes

Decrease quantity Yes

Increase price Yes

Decrease price Yes

Cancel line Yes

Cancel order Yes

The system does not email the supplier when an order changes or is cancelled. If supplier notification is
needed, the requester must send the updated order.

Orders issued before 19 Oct 2026: changes and cancellations do not go to an authorized signatory in
ERP. The updated legacy form requires a manual signature.



Email to requester: order change

The requester receives an email when the order changes.



Email to requester: cancellation

The requester receives an email when the order is cancelled.



Viewing the new requisition fields

The requisition shows the new email delivery fields and history.



Thank you

Michal Korman | ERP Logistics System Manager, Supply Unit

michalko@tauex.tau.ac.il

Yael Vochinsky | Financial Systems & IT Manager, Finance Division

yaelw@tauex.tau.ac.il
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