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Horizon –eProcure for Departments
Horizon - eProcure is an online procurement system 

designed to help you save time by digitizing the process of 

your Purchase Request, Quotation Approval, and other 

procurement and inventory processes. 

All the related approvals such as Purchase Indent Request, 

Quotation Approval, etc. can be done electronically based on 

the hierarchical setup and level of approval set under your 

department. 

You will receive a notification by email for the request and 

approval and disapproval. Approval can be done through 

email or the system using your login credentials. 

The system will help to streamline and digitize the complete 

workflow and expedite the procurement process. 



Login –Sign in to Start

Please open the browser and type 

the URL: 

http://procure.rakmhsu.ac.ae  

Please Enter your user id and 

password to log in and also enter 

the Captcha before login. 

If you do not have your login 

credential, please check with your IT 

administrator.



Password Change

You can change the password 

after logging in by clicking on 

the right-hand side user detail. 

Please click on the Change 

password link and provide the 

Old Password and New 

Password and captcha. 

It will send OTP to your 

registered email id. 



OTP Email and Authentication

You will receive an email 

notification with OTP – One-time 

Password on your registered 

email address. In case not 

received, please click on the 

resend OTP link. 

Once received, kindly enter the 

OTP in the change password 

screen.

This process will help you to 

change the password. 



Landing Screen

Once you log in successfully, you 

will first see this landing screen 

where all the available modules in 

the system will visible.

You may be able to access only 

the module to which you have 

access or the respective rights 

given. 



How to raise a Purchase Indent ?

Step 1 – Click on the Procurement Module (as shown in image above)



How to raise a Purchase Indent ?

Once you click on the Module 

link, it will lead you to this 

page which will have Main 

Menu and Sub Menu to which 

you have been provided 

access.

For instance, here the Main 

Menu has 

• Transaction

• Reports

Step 2 

Select Transaction  Material Requisition  Click on Data Entry



How to raise a Purchase Indent ?

Once click on the Data Entry, you will 

lead to the listing page where you may 

see the already raised Purchase Indent 

with the Pending Approval status. 

You can see the Red Icon on the right-

hand top side which will display all the 

buttons available with the respective 

rights provided to you.

Buttons are as follows 

• Add

• Edit

• Delete

• Submit

• Status Log

• Post

• Excel Report 

• Print

• Exit

Step 3 

Click on Add + button to add a new Purchase Indent

(as shown in image above)



How to raise a Purchase Indent ?

Step 4

After clicking on the add button, the 

Purchase Indent form will be visible as 

displayed in the image. 

Your contact details such as 

department, name, phone no., mobile 

no., extension no., and email id will be 

visible automatically from your user 

profile. 

Sub Steps to follow here 

A. Select the priority for the indent 

B. Put the remarks if any

C. Please attach the document along 

with Purchase Ident if any.

D. Click on the ‘Add New Record’ to 

enter the items required for 

purchase 



How to raise a Purchase Indent ?
After clicking Add New Product, the pop-

up will appear like this to add items to 

the purchase indent.  

How to add items to indent request?

A. After clicking on the product as 

displayed, an item list will appear as 

shown on the screen 

B. Search the items by name or code by 

typing on the search bar right on top 

C. Select the items and press OK to add

D. Please select the quantity required 

and press add to indent request

If you wish to request multiple items, 

press add and continue 

If any item required is not available in the 

display, you may contact the 

procurement department



How to raise a Purchase Indent ?

After adding the items to the 

purchase indent, it will be visible in 

the grid as below. 

If you wish to add more items to the 

same indent, you can do so by 

following the same process.

If you want to delete or edit the 

items selected, you can click on the, 

three dots on the line items in the 

grid which will show you the related 

buttons.

You can see the Red Icon on the 

right-hand top side which will display 

the save and cancel buttons

Once you are through with adding 

items to the indent, you can save the 

document by clicking on the save 

button



How to raise a Purchase Indent ?
Once you save the transaction, it will 

lead you to the listing page where all 

the saved and submitted documents 

for approval with status will be visible. 

To submit the saved Purchase Indent 

document for approval, please select 

the saved document line and click on 

the submit button on the top. 

Once you click on the submit button a 

display pop with approval level 

selection will be available. This 

selection will be based on the approval 

setup done for your respective 

department user. 

The approver will get an email 

notification as soon as you submit the 

document for approval. 

This completes the purchase indent 

creation process. You will be notified 

once your indent is approved and 

processed 



How to Check the Status of Request ?

You can check the status of the 

request in the Checklist where you 

can see the status of the document 

and which level the approval is 

pending if any.   

It will also show you if the supplier 

quotation analysis is approved or 

PO is raised already etc.

Transaction  Material Requisition  Checklist/Print



How to Check the Status of Request ?

You can also check the status in the 

Data Entry screen by selecting the 

respective row in the grid. 

Click on the button right on top 

with the status log as displayed on 

the screen. 

This will generate a report of the 

complete log of the document 

where you can check the status of 

the document if it is not approved.

The status of the document can be 

checked here only if the document 

is not fully approved.  Once the 

document is approved for further 

status, the Checklist/Print screen to 

be utilized. 



How to Approve the Purchase Indent?
Once the Purchase Indent is 

submitted, the respective approver will 

get a notification on his email address. 

This email will have all the details 

about the request in a brief and the 

actual document as an attachment 

and a supportive document attached if 

any.

You can approve the document either 

through email or through the system. 

How to approve the document 

through email ?

• View the related document before 

approving 

• Click on the Approve / Reject the 

Button as shown in the image. 



How to Approve the Purchase Indent?
How to approve the document 

through email ?

• Once you click on the Approve or 

Reject Button, it will take you to a 

web pop up as displayed in the 

image.  

• Put Remarks for Approving or 

Rejecting the document and click 

the respective button for your 

decision. 

• Once you click either of the buttons, 

it will ask you to verify with your 

password. 

• If the document is approved, it will 

go for next level of approval if any 

or if it is rejected, it will go as a 

notification to the requester with 

your rejection remark. 



How to Approve the Purchase Indent?

In a scenario where multiple level 

approvals are there, the document 

will go for the next level of 

approval.

The next level approver will get an 

email notification as shown in the 

image. 

How to approve the document 

through the system?

• Once you receive the 

notification for approval, login 

into the system and click on the 

Approval Management Module 

as displayed in the image.



How to Approve the Purchase Indent?
How to approve the document through 

system?

• Once the module is open, you will see the 

menu on the left side. 

• Click on the approval process, it will show 

all the pending documents for approval in 

your list

• You can review every document one by 

one and approve/reject else it can be 

approved in bulk together by 

accepting/rejecting all the documents.

• The supporting documents and actual 

document print will be available while 

doing the approval 

• After selecting the document for approval 

or rejection, click on the save button right 

on top to complete the process.

• If the document is approved, it will go for 

the next level of approval if any. If there is 

no next level of approval, it will notify the 

requester about the approval completion. 

• If it is rejected, it will go as a notification to 

the requester with your rejection remark 



Notification – Indent and Procurement Team

The requester/user will get a 

notification once the document 

is approved fully as displayed in 

the image

The procurement team will also 

be notified as displayed in the 

image for continuing the further 

process of procurement. 



How to view and approve the quotation comparison ? 

Notification to Indent User

• After receiving the approved 

purchase indent, the procurement 

department may complete its 

process of requesting and receiving 

RFQ from various suppliers.

• Once they receive the appropriate 

quotations, they will submit and 

send these analyses for your 

approval to choose the best 

suitable supplier.

• You will receive the notification and 

comparison sheet and further 

request to proceed with the 

approval of the quotation and 

supplier as visible in the screen. 

• The comparison sheet will show the 

highest prices in Red and Lowest in 

Green for a better review. 



Step 1 – Click on the Procurement Module (as shown in image above)

How to view and approve the quotation comparison ? 



How to view and approve the quotation comparison ? 

Step 2 

Select Transaction  Quotation Approval  Click on Data Entry

Once click on the Data Entry, you will 

lead to the listing page where you 

may see the already Submitted 

Quotation Approval with the 

Approval status. 

You can see the Red Icon on the 

right-hand top side which will display 

all the buttons available with the 

respective rights provided to you.

Buttons are as follows 

• Add

• Edit

• Delete

• Submit

• Status Log

• Post

• Excel Report 

• Print

• Exit

Click on Add + button to add a new quotation approval



How to view and approve the quotation comparison ? 

Step 3

• After clicking on the add button, the 

Quotation Approval form will be 

visible as displayed in the image. 

• It will display certain instruction 

given by the procurement 

department before you actually 

proceed with the quotation 

approval process. 

• Please press OK to process further.



How to view and approve the quotation comparison ? 

Step 3 (Cont.)

• After you press OK, the form will be 

displayed in add mode.

• Please select the Purchase Ident 

from the pop up as displayed for 

which you are making a comparison



How to view and approve the quotation comparison ? 

Step 3 (Cont.)

• Once the Purchase Ident is selected 

from the popup, it will display 

supplier wise quotation received by 

procurement department with 

prices.

• You can choose the supplier by 

checking the prices as visible in the 

screen  and by providing 

justification for the selection you 

made. 

• After selecting the 

supplier/suppliers, you may save 

the document by clicking on the 

save button right on top. 



How to view and approve the quotation comparison ? 
Step - 4

Once you save the transaction, it will 

lead you to the listing page where all the 

saved and submitted documents for 

approval with status will be visible. 

To submit the saved quotation approval 

document for approval, please select the 

saved document line and click on the 

submit button on the top. 

Once you click on the submit button a 

display pop with approval level selection 

will be available. This selection will be 

based on the approval setup done for 

your respective department user. 

The approver will get an email 

notification as soon as you submit the 

document for approval. 

This completes the quotation approval 

You will be notified once your selection 

is approved and processed 



How to approve the quotation selection  ? 

Once the Quotation Approval is 

submitted, the respective approver will 

get a notification on his email address. 

This email will have all the details about 

the quotation in a brief and the actual 

document as an attachment and a 

supportive document attached if any.

The comparison document will show 

the overall prices with green as lowest 

and red as an highest and selection of 

user will be highlighted as yellow as 

displayed in the screen.

You can approve the document either 

through email or through the system. 

How to approve the document 

through email ?

• View the related document before 

approving 

• Click on the Approve / Reject the 

Button as shown in the image. 



How to approve the document 

through email ?

• Once you click on the Approve or 

Reject Button, it will take you to a 

web pop up as displayed in the 

image.  

• Put Remarks for Approving or 

Rejecting the document and click 

the respective button for your 

decision. 

• Once you click either of the buttons, 

it will ask you to verify with your 

password. 

• If the document is approved, it will 

go for next level of approval if any 

or if it is rejected, it will go as a 

notification to the requester with 

your rejection remark. 

How to approve the quotation selection  ? 



Notification – Indent and Procurement Team

The requester/user will get a 

notification once the document is 

approved fully as displayed in the 

image

The procurement team will also be 

notified as displayed in the image 

for continuing the further process 

of procurement. 
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