
Page 1 of 20 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
  
Materials Control 
Non Inventory Ordering 

 
 

 
 
 Copyright by: 
 MICROS-FIDELIO GmbH 
 Europadamm 2-6 
 D - 41460 Neuss 
 Date: March 31st  2006 

 



  
Europe, Africa & Middle East 

 
 

 
 © MICROS-FIDELIO GmbH, 2007  Page 2 of 20 

Copyright © 2015, Oracle and/or its affiliates. All rights reserved. 

This software and related documentation are provided under a license agreement containing restrictions on use 
and disclosure and are protected by intellectual property laws. Except as expressly permitted in your license 
agreement or allowed by law, you may not use, copy, reproduce, translate, broadcast, modify, license, transmit, 
distribute, exhibit, perform, publish, or display any part, in any form, or by any means. Reverse engineering, 
disassembly, or decompilation of this software, unless required by law for interoperability, is prohibited. 

The information contained herein is subject to change without notice and is not warranted to be error-free. If you 
find any errors, please report them to us in writing. 

If this software or related documentation is delivered to the U.S. Government or anyone licensing it on behalf of 
the U.S. Government, then the following notice is applicable: 

U.S. GOVERNMENT END USERS: Oracle programs, including any operating system, integrated software, any 
programs installed on the hardware, and/or documentation, delivered to U.S. Government end users are 
"commercial computer software" pursuant to the applicable Federal Acquisition Regulation and agency-specific 
supplemental regulations. As such, use, duplication, disclosure, modification, and adaptation of the programs, 
including any operating system, integrated software, any programs installed on the hardware, and/or 
documentation, shall be subject to license terms and license restrictions applicable to the programs. No other 
rights are granted to the U.S. Government. 

This software or hardware is developed for general use in a variety of information management applications. It is 
not developed or intended for use in any inherently dangerous applications, including applications that may 
create a risk of personal injury. If you use this software or hardware in dangerous applications, then you shall be 
responsible to take all appropriate fail-safe, backup, redundancy, and other measures to ensure its safe use. 
Oracle Corporation and its affiliates disclaim any liability for any damages caused by use of this software or 
hardware in dangerous applications. 

Oracle and Java are registered trademarks of Oracle and/or its affiliates. Other names may be trademarks of their 
respective owners. 

Intel and Intel Xeon are trademarks or registered trademarks of Intel Corporation. All SPARC trademarks are 
used under license and are trademarks or registered trademarks of SPARC International, Inc. AMD, Opteron, the 
AMD logo, and the AMD Opteron logo are trademarks or registered trademarks of Advanced Micro Devices. 
UNIX is a registered trademark of The Open Group. 

This software or hardware and documentation may provide access to or information about content, products, and 
services from third parties. Oracle Corporation and its affiliates are not responsible for and expressly disclaim all 
warranties of any kind with respect to third-party content, products, and services unless otherwise set forth in an 
applicable agreement between you and Oracle. Oracle Corporation and its affiliates will not be responsible for 
any loss, costs, or damages incurred due to your access to or use of third-party content, products, or services, 
except as set forth in an applicable agreement between you and Oracle. 

 



  
Europe, Africa & Middle East 

 
 

 
 © MICROS-FIDELIO GmbH, 2007  Page 3 of 20 

Table of Contents 
 

 

GENERAL INFORMATION: 4 
INTRODUCTION: 4 
I. CONFIGURATION: .................................................................... 5 
1) SYSTEM > USERS .................................................................. 5 
II. WORKFLOW: ......................................................................... 6 
2) PURCHASE > PURCHASE ORDERS .......................................... 6 
3) AUTHORIZATION .................................................................. 13 
4) PURCHASE MANAGER .......................................................... 14 
5) RECEIVING .......................................................................... 16 
6) INVOCIE CONTROL ............................................................... 17 
7) HISTORY ............................................................................. 18 

 
 

 



  
Europe, Africa & Middle East 

 
 

 
 © MICROS-FIDELIO GmbH, 2007  Page 4 of 20 

General Information: 
 

In order to be able to read this document correctly please load the KEYCAPS font in your 
word-processing application. The necessary files can be found on the FTP server in the 
documentation directory. 
 
This document will describe the setup and use of Non-Inventory Ordering. 
This function is available since version 8.4.00 / 10.01 
 

Introduction: 
 
This function was implemented in order to handle orders for non-inventory articles and 
e.g. services in a better way. It offers the user also a complete history of the orders. 
 
It will be necessary to use the following features as well in order to build a secure access 
structure: 
- User- / Item Group- Filter 
- Supplier- / Cost Center- Assignment 
- Cost Center Filter for Users 
- Authorization by Value 
- Accounts should be setup properly (Account Classes are recommended!) 
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I. CONFIGURATION: 
 

1) SYSTEM > USERS 
The user right for this function must be enabled 
 
Goto System > Users > select the user > click on the tab “Rights” > select the section 
Purchase >  
 

 
 
This will allow the user to access the function. 
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II. WORKFLOW: 

2) PURCHASE > PURCHASE ORDERS 
The new function will be accessed through the usual ordering module. 
 
This is the reason why the cost center filters and item group assignment should be in 
place. 
 
Goto Purchase > Purchase Orders > click on the “new” icon to create a new purchase 
order > click on “New Position”: 
 

 
 
Here the user can now: 

o Select in the article box an existing article 
o Click on the “New” icon to create a new article 
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Select an existing article: 
Here the system will display all articles which 

- are assigned to item groups allowed for this user 
- having DPQ’s for suppliers which are assigned to this cost center 

 
The item group filter will help here to restrict the access for e.g. the engineering 
department to F&B articles. 
 
The cost center assignment (Suppliers) in conjunction with the user’s cost center filter will 
help here to restrict the access for e.g. the engineering department to F&B suppliers. 
 
If the user selects an existing expense article he can use the “Get Description” function 
behind the i –box to use the origin text for the new order. 
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Create a new Article: 
Here the main new function is integrated. 
 
The user does not need to have access to the usual article creation located in the master 
data module! 
 

 
 
Here the user can create the new non-inventory article. 
 
Screen Description: 
 
Article: 

o Here the user can type in the main article name or select from already 
existing expense articles. 

Item Group: 
o Here the user can select one of the existing item groups that he is 

allowed to access. 
Inventory Account: 

o Here the system displays the inventory account defined in the selected 
item group (for this cost center, if account classes are used) 

Expense Account: 
o Here the system displays the expense account defined in the selected 

item group (for this cost center, if account classes are used) 
COS Account: 

o Here the system displays the cos account defined in the selected item 
group (for this cost center, if account classes are used) 
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Base Unit: 
o Here the base unit will be defined. 

Last Purchase Price: 
o Here the price per base unit can be entered 

Additional Information: 
o This field can be used to enter the detailed article description. Up to 

64000 characters can be entered here. The text entered here will be 
written into the article description when clicking “OK”. This description 
can be changed in the master data module only once saved. 

 
Note: The account fields are not editable. The accounts will be takes from the selected 
item group. This will ensure that existing accounts will be selected only.  
 
Example: 
 

 
 
Click on “OK” to save the entered information.  
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The system will now automatically create an expense article in the background as shown 
below: 
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After clicking the “OK” button in the article creation screen the system will return 
automatically to the usual ordering screen: 
 

 
 
Here now the user can select the supplier for this order. 
 
The Supplier- / Cost Center assignment will help here to filter the valid suppliers for this 
cost center. 
 
The user can enter the quantity, price, discounts, taxes, etc. 
 
By clicking the i –button he can review and edit the description for this order. This is 
description is now for this order only. Modifications will not be written into the master data 
record. 
 
The note field can also be used to define information to the supplier. 
 
Click on “Save” to return to the main ordering grid. 
 

 
 
The text entered in the i –box can be read here as well. 
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It is strongly recommended to use the value based authorization system, as this is the 
only way to control what is ordered. 
This is also in use in the example above. Because of the value the order will be routed 
directly to the necessary authorization levels. 
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3) AUTHORIZATION 
Login as authorization user > goto Store > Authorization: 
 
In the authorization module the user can see all details of the order as well: 
 

 
 
After the authorization was done the document will be send back to the creator. 
 
If he has no purchase manager assigned: 
 The order can be send out directly. 
 
If he has a purchase manager assigned: 
 Using the button “Request” the document can be forwarded to the purchase manager. 
 

 
 
When printing the request the detailed information for the article will be printed as well. 
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4) PURCHASE MANAGER 
Login as Purchase Manager > goto Purchase > Purchase Orders > Purchase Manager: 
 
The purchase manager can review all details after the request was send to him: 
 

 
 
He can now send the order to the supplier. 
 
Depending on the PO template definition all descriptions will be printed as well. 
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5) RECEIVING 
Login as receiving user > goto Purchase > Receiving: 
 
During the receiving process all details can be reviewed as well again. 
 

 
 

 
 



  
Europe, Africa & Middle East 

 
 

 
 © MICROS-FIDELIO GmbH, 2007  Page 17 of 20 

6) INVOCIE CONTROL 
Login as invoicing user > goto Purchase > Invoice Control > select the supplier > select 
the delivery note (after entering all invoice details): 
 

 
 
Doubleclick on the document to review the details: 
 

 
 
Also here all details can be reviewed. 
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7) HISTORY 
The main issue for non-inventory ordering is always the history. 
 
Where did I order this article in the past? 
What was the price? 
Which details? 
 
Since we handle these orders as usual orders we have access to all these details. 
 
Goto Master Data > Article > select the article: 
 

 
 
Here the system shows directly the last price of this article. 
 

 
 
Here the system shows the statistics for this article. 
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Goto Purchase > Purchase Analysis > Purchase Statistics per Article: 
 

 
 
Here all details can be reviewed. 
 
If the user needs to see the origin order, just goto Purchase > Purchase Orders > click on 
the yellow “open Folder” icon > select Placed Orders and use filters if available: 
 

 
 
The system will show the document as received order. Use the preview / print icon to get 
the origin document: 
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It will be shown as received PO. 
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