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Add a Service Purchasing Template

We are currently updating our site; thank you for your patience.

PROCUREMENT

ADD A SERVICE PURCHASING TEMPLATE

Purchasing Templates can be created to preconfigure purchase requisitions

to effectively generate bulk orders.
Use this process to add a purchasing template for service (non-stock) items.

Ribbon Select Procurement > Purchasing Templates

The Purchasing Templates Listing screen will be displayed.

ADD NEW TEMPLATE

¢ Click on the Add button.

$ Purchasing i & x
Home | Equpment/Locatons  Conbact  Finance /HR  Inventory  Maintenance [Projects  Manufactwing  Proawement  Soles  Service  Reporting  Utiites - & x
dd

PRType. PRClass TemplateCode Desarption Status

» MAINT I PT_BukStock_Weekly Weekly stock purchase template:
MAINT w PT_BukStock Monthly Monthly bulk stock purchase template:
MAINT SUPPLIER PT_Service_Weekly Weekly buk service purchasing template.
MAINT SUPPLIRR PT_Service_Monthly Monthly service purchasing template:
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A message box will come up, asking What type of request is this?
The Part Requisition radio button is selected by default.
* Click on the Service Requisition radio button.

* Click on the Accept button.

Purchasing Template Listing — (&=
Home | Equpment/Locaons  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufacturing  Prorement  Sales  Service  Reportng  Utiities - & x

X B H 8BS

Delete | Savelayout Workspaces | Export | Refresh

i@

RType | PRClss TemplateCode Desapton Status
v [ 0 0 0
» MAINT v PT_BulkStock_Weekly Weekly stock purchase template A
MAINT w PT_Bulktock Monthly Monthy bul stock purchase temelate
MAINT SUPPLER PT_Service_Weekly S st tvpe B ES
MAINT SUPPLIER PT_Service_Monthly Monthly service purchasing te| Home |
MAINT v PTS001 Puchasing template for stock w 0

Accept | Cancel
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TEMPLATE HEADER

The Purchasing Template Maintain screen will open with the Type and Class

pre-populated as noted below. These values cannot be changed.

* Type: Maintenance Requisition

e Class: Contract Service
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Add a Service Purchasing Template

$ - Add new Purchasing Tenplate - £570: Version 2.4.0.18 - Example Company — & x
§ Home Equipment / Locations. Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
Save  Back Save Layout
Process | _Fommat &
Type | Mantenance Requsiton Description

Class |Contract Service
Template Code

PartType  PartCode  Desaripton ¥ |priorty | Quantity
v 0 0 e

o |

* Template Code: Type in a code that will help you identify the tem-
plate. This code cannot be longer than 20 characters.
* Description: Type in a description to better define the template.
bl,m‘ Equpment /Locations  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proaement  Sales  Service  Reportng  Utiies ;-‘i‘%‘
SaE g Sa@
—— o -
[Template Code PTcs109 - /
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ADD TEMPLATE ITEMS

1. Click in the PartCode field and then on the ellipsis button that will

come up

2. The Service lookup list will come up

3. Search for an select the Service you wish to add to the template

4. Click on the Ok button.

HO ®]

Save Back | Savelayout

Class |Contract Service
Template Code PTCS103

@ | tome | Equpment/locatons  Contract  Finance /MR Inventory

Type | Maintenance Requisition

Add new Purchasing Tenplate

Description |Purchasing template for sub
contract service monthly.

Mantenance /Projects _ Manufactring  Procsement  Sales  Service  Reportng  Utities

sTeD

Short Term Contract Deposit

PartType  PartCode  Desaiption Priority  Quantity
‘e @ . S -
rsm o s
95 Select an item -8 x
[ rooe |
O o [ | st
= N
ServiceCode  ServiceDescription Type Class. Rate Units. TaxType TaxCode T
o 0 o 0 = o o L3
Ol cotoure o = 00 e war 1
INST Installation Fee INT SER 350.00 ea VAT 1
DEL Delvery Fee INT SR 150.00 ea VAT 1
DEA Dealer Service Fee BT SER 350.00 ea VAT 1
SET Settiements INT SER 500.00 ea VAT 1
b impecon W om wwe  w
ToL Toll Fee BT SER 250.00 ea VAT 1A
o :

SER 10.00 ea var

| User : BancaD | 09/11/2022 | Verson : 2.4.0.18 | Example Company

* Update the Quantity as required.

e Continue this process to add all the necessary Services to this

template.
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s - ing Tenpla . —JE)x
@ | rome | Eoupment/Locations  Contract  Face/HR  Inventory  Mantenance /Projects  Manufactring  Proement  Saes  Service  Reportng  Utiies - & x
Save  Back Save Layout

i = R

Type | Maintenance Requsition . o [P Ervbe Tr ob
Class |Contract Service N contract service monthly

Template Code PTCS109

PartType  PartCode  Desaription Priority  Quantty
0 0 e =
1 SERY NP Inspection

=\.

| User:BancaD | 09/11/2022 | Version : 2.4.0.18 | Example Company

REMOVE TEMPLATE ITEMS

* Click on the row you wish to remove, right click and select Delete
Item from the context menu.

$ - Service_Weekly

@ | tome | vpment/Locatons  Contract  Fnance/MR  Inventory  Mantenance [Projects  Manufactring  Procsement  Sses  Senvice  Reportng  Uites -

HO =

Save Back | Savelayout

Type Maintenance Requsiton T+ Description Weekly buk service purchasing
_——————— template.
Class |Contract service

Template Code |PT_service_Veeky

PartType  PartCode  Description Priority  Quantity
QL3 o [3

SERV A Cleaning Fee 3 2.000

SERV INSP Inspection 3 1.000

SERV DES Design consuitation 3 1.000

Open Windows ~

| User :BiancaD | 09/11/2022 | Version : 2.4.0.18 | Example Company.

A message box will come up asking: Are you sure you want to delete this
row for item [service code]?
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¢ Click on the Yes button.

® - Edit Purchasing Template - PT_Service_Weekly - 570: Version 2.4.0.18 - Fxamp mpany - & x
‘ Home Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utiities. - & X
Save  Back Save Layout
Process .| Format . &
Type Maintenance Requisition Description Weekly buk service purchasing
Class |Contract Service e
Template Code |PT_Service_Weeky
PartType  PartCode | Desaripton Pririty  Quantity
v 0 e -
SERV A Cleaning Fee 3 2,000
SRV N Inspection 3 Low
» SERV DES Design consultation
. Delete Row
I
Open Windows v | User:BiancaD = 09/11/2022 | Version : 2.4.0.18 = Example Company

SAVE TEMPLATE

¢ Once done, click on the Save button.

$ - Add new Purchasing Tenplate - 570: Version 2.4.0.15 - Example Company — & x
@ | fome | Equpment/Locatons  Contact  Fnance /MR Inventory  Mantenance /Projects  Manufactring  Procsement  Saes  Service  Reportng  Utities -
Save | Back Save Layout
Process 4| Format . a
Type | Maintenance Requisition Description [Puchasing template for stock week 1~ | +
Class Inventory
Template Code PTS001
PartType  PartCode  Description Priority  Quantity
v o o 5 =
PART CHADO1 Chair 3 12.000
PART TABOO1 Table 3 2.000
T @ Statonery Box 3 s
PRT AP Aspaper 3 200
» PART ANBTS /A4 Bound Notebook - 78 pages 3 5.000
. L]
Open Windows ~ | User:BiancaD | 09/11/2022 | Version: 2.4.0.18 | Example Company

A message box will come up noting: Purchasing Template No [purchasing

template number] saved successfully.
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¢ Click on the Ok button.

$ - Add new Purchasing Tenplate - £70: Version 2.4.0.15 - Example Company —J&E)x
@ | tome | Eupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Saks  Servke  Reportng  Utites - & x
Back Save Layout
Process .| Format . o
Type Maintenance Requisition . Description |Puchasing template for stock week 1 *
Class |Tnventory
Template Code PTS001
PartType  PartCode  Desaiption Priority  Quantity
v 0 0 E =
PART CHADO1 Chair 3 12.000
PART  TABOOI  Table 3 200
PRT @ Statonery Box 2 oa
PART AP A4Paper Purchasing Template Processing X
» PART ANBTS /A4 Bound Notebook - 78 pages
.
Open Windows ~ | User :Bancab | 09/11/2022 | Verson : 2.4.0.18 | Example Company

The new template will be added to the Purchasing Template Listing screen.
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Related Topics

¢ Add Purchasing Template

¢ Edit Purchasing Template
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* Delete Purchasing Template

¢ Create New Purchase Requisition from Template

MNU.057.005
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