Purchase Requisitions - Clone Requisition

PROCUREMENT

PURCHASE REQUISITIONS - CLONE
REQUISITION

Purchase requisitions that originated from the Stock Status screen can now
be cloned. This will enable you to effectively generate or copy purchase

requisitions primarily for bulk stock replenishment orders.
Version Compatibility

° BPO2v2.4.0.10 or later.

Ribbon Select Procurement > Requisitions

$ - BPO: Version 2.4.0.18 - Example Company _ &) x
@ | Eaipment/locatons  Contract  Finance /MR Inventory  Matenence /Projects  Marufactring | Proasement | Ses  Senice  Reportng  Utites

(0D EEB B B RO

Supplers | Requisitions | Orders Expedting Invoies Debit Retums GoodsReceived Purchasng | Warranties Clams
Notes

The Purchase Requisition Listing screen will be displayed.

Select the SiteYour employee user record should be linked to a default site.
In this case, the site will auto populate with this default, otherwise the site
must be manually selected. Another site can be selected, if required, and if
you have the security rights to access the site. If All Sites displays here, then
you do not have a default site configured on your user record, and need to

select the required site.
Upon opening, this screen will default to the New status.

* Select the row of the Purchase Requisition that you wish to pro-

cess.
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* Click on the Clone Requisition button.
® - Purchase Requisition Listing - 570 Version 2.4.0.15 - Example Company (=Eag
§ | Home | Equpment/locatins  Conract  Fimance/HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Sdles  Service  Reporting  Utities - & x
e =
OQUZXEH>0O0 % R B &8 &
Al Edt Delete Vew | rod Rekase Aoprove Dece | Cone | Savelayout Werkspaces | Prit  Ewort | [new <] Refiesh
Reguisiton -
Mantain . Process 7 Format J e Current g o
PRCode < [PRType  Stats  Empoyechumber Fisthome Lasthame | Excicost TndCost Eventoate Comments Notes SupplerExst | CustomerC...| Custo
v o o A o o = = = s 0 0 0 o
)0 PROOSOS  MANT N ouTo01 Banca DuToit 986,913 1,086,305 31072022 N
PROODOSS7  MANT N ouToot Banca ouTot 0.00 0.00 19/11/2018 o HOPOOL e
PRODDOS#S  MANT N ouTo01 Banca DuTot 1560000 17,78400 25042018 Yes HOPOOL  Hc
B PRO0SE2  MANT N ouTo01 Banca DuToit 1,500.00 1,710.00 250472018 test placing purchase requisiton b, Yes o1 T
PROODOSL  MANT N ouToo Banca DuTot 287500 2947.50 17042018 Yes
PRODOOSZ7  MANT N ouToOL Banca DuToit 19095000 219,592.50 29032018 Yes
PROOOOS22  MANT N ouToo Banca ouTot 0.00 0.00 08/03/2038 Yes o01  of
PROODOSIS  MANT N ouToo1 Bonca ouTot 500.00 920.00 08/03/2018 Yes DEROOL  De
PRODOOSIS  MANT N ouT001 Banca DuToit 450,00 517.50 01032018 Yes
PROODOS7  MANT N ouToo1 Banca ouTot 0.00 0.00 01/03/2018 Yes
PRODDOSIS  MANT N ouToOL Banca DuTot 45000 517.50 010372018 Yes
PRODOOSIS  MANT N ouT001 Banca DuToit 000 0.00 13/02/2018 o HOPOOL  He
PROODOSS7  MANT N ouToo Banca DuTot 6.250.00 7,125.00 26/10/2017 Yes oL T
PRODDOSS  MANT N ouToOL Banca DuToit 6,250.00 7,12500 26/10/2017 Yes oot T
PROCOOSS  MANT N ouToo Banca ouTot 350,00 399,00 26/10/2017 Yes oot Tt
PRODDOS4  MANT N ouTo01 Banca DuTot 350.00 399,00 26/10/2017 Yes o1 T
PRODDOSS  MANT N DuTo01 Banca DuToit 1500 .10 25072017 Yes HOPOOL e
PROODDESS  MANT N MuDo01 udth Mudzeng. 150.00 17100 130772017 Yes om0l De
PRODDO4SS  MANT N MUD0OL Judth Mudzeng: 00.00 1,026.00 050772017 Yes
PRODOO4SS  MANT N MUD001 Judth Mudzeng: 5000 57,00 05/07/2017 Yes o001 De
PROODOSSS  MANT N MUD01 udth Mudzengi 800,00 912,00 05/07/2017 Yes HOPOOL e
PRODDOS2  MANT N MUDOOL Judth Mudzeng: 1,500.00 1,710.00 04/07/2017 Yes G001 B¢
PROCOO#4  MANT N MUD001 udth Mudzeng. 0.00 0.00 15/06/2017 Yes weso0L W
PRODDOSZ  MANT N MUDO1 udth Mudzeng: 4,500.00 5,130.00 15/06/2017 Yes
PRODOO3  MANT N DuTo01 Banca DuToit 00.00 912,00 06/06/2017 Yes HOPOOL  He
PROOOOSSL  MANT N MUDOL Judth Mudzeng 960.00 980.00 01/06/2017 Yes
sonmnsn  wamr s Ranen T s S nimenty nas vee a0t T
| Open Windows ~ | User:BancaD = 08/11/2022  Verson:2.4.0.18 = Example Company

A new Purchase Requisition maintain form will open with all of the same

details as the PR you selected.
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® - it — & x|
‘ E Home ‘ ‘Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utiities. - & x
Save  Back Save Layout
Process Format &
Type MantenanceRequsiton | - |+ Origin Type | Warehouse. vl z
Class |Inventory . Origin | Man Warehouse o+ ®
e Related
Request Date |08/11/2022 B2z 5 foted
Billing Address |SteetNoandRoadName £+ |+
Ares
aity °
Phone (500 000 0000 Requestor Bianca Du Tolt Rk
Email | bianca, dutoit@co3.c0.22
Contact Name Employee A Purchasing Address
PartType PartCode Desaiption Priority WarehouseName Quantity UnitCost TaxRate VAT ExchangeRate SerialNo ‘SuppberCode ‘SupplierName
v oo 0 o - 0 - - - - - 0 o 0 -
» @ PART (CHADO1 Chair 3 Main Warehouse 6.000 1,250.000 15.000 187.500 1.000 0 BITOO1 Bits and Bobs
PART 20-753 SP2020 Fuser Unit 3 Main Warehouse 2.000 0.000 0.000 0.000 0
PART X821932-002 Microsoft Mouse 3 Main Warehouse 2,000 150.000 15.000 22.500 1.000 0 SPROO1 Sprint Distributors Local
PART 500-147K SP500 Black Toner 3 Main Warehouse 11.000 450.000 15.000 67.500 1.000 0 SPROO1 ‘Sprint Distributors Local
PART  MOUOOL Mouse 3 Mai Warehouse 10.000 0.000 0.000 0.000 0
PART ACR-01 Acer copier outer shell 3 Main Warehouse 136.000 0.000 0.000 0.000 0
PART ACR-02 Acer rollers 3 Main Warehouse 145.000 0.000 0.000 0.000 0
PART  DR1ILL o 3 Mai Warehouse 2000 0.000 0.000 0.000 0
PART 16856 Drum for SP1616 3 Main Warehouse 3.000 0.000 0.000 0.000 0
PART TEST123 TestPart 3 Main Warehouse 1.000 0.000 0.000 0.000 0
PART sP220 SP220 Machine 3 Main Warehouse 2,000 5,000.000 15.000 750.000 1.000 0 SPROO1 ‘Sprint Distributors Local
PART SP2020 3 22.000 450.000 15.000 67.500 1.000 0 SPROO1 ‘Sprint Distributors Local
BPART 004K Black toner SP2020 3 Main Warehouse 358.500 0.000 0.000 0.000 0
B PART. SP1919. Zolour MFC 3 Main Warehouse. 33.000 3,000.000 15.000 450.000 1.000 0 SPROO1. -~
Requisition Info |Buk Order - stock replenishment ‘Sub Total 986,961.36
var | 9,399.20]

Grand Total 1,086,360.56

| User:BancaD | 08/11/2022 | Version : 2.4.0.18 | Example Company

You can amend the details as required, refer to "Requisition Items Data Grid"

on page 13 for more information relating to adding and amending requisition

line items and item suppliers.

¢ Click on the Save button when done.

Requisition Info |Bulk Order - stock replenshment

(=& )x]
Home | Equpment/Locations  Conbact  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Proasement  Sales  Service  Reportng  Utities & x
Ho =
Back | Savelayout
= a
Type MaintenanceRequsiton | -+ Origin Type Warehouse vl* ’%
Class |Tnventory o Origin | Man Warehouse o+ 2
RequestDate [05/1/2022  ~ |16:22:15 & Related
Billing Address |SteetNoandRoadfame £+ +
rea
aty -
Phone (500 000 0000 Requestor | Bianca Du Toit ..
Email | bianca.dutoit@co3.co.za
Contact Name | Employee A Purchasing Address
Partlype  PartCode Descrption Priority WarchouseName  Quantty  |UntCost  TaxRate AT ExchangeRate  SeraNo  |SupplerCode  Supplerame
v 0 e - o - - - - - o ) o -
» @ PART  CHADOL Char 3 Main Warehouse: 6000 1,250,000 15.000 187.500 1000 0 BITO01 Bits and Bobs
PART 20753 SP2020 Fuser Unit 3 Main Werehouse 2000 0.000 0.000 0.000 0
EPART  X821932002 Marosoft Mouse 3 Main Warehouse: 2000 150.000 15.000 22.500 1000 0 SPROOL Sprint Distrbutors Local
EPART  500-14% 5500 Black Toner 3 Main Warehouse: 1000 450.000 15.000 67.500 1000 0 SPRO0L Sprint Disrbutors Local
PART  MOUOD1 Mouse 3 Main Warehouse 10.000 0.000 0.000 0.000 0
PART  ACRAOL Acer copier uter shel 3 Main Warehouse: 136.000 0.000 0.000 0.000 0
PART  ACRO2 Acer rolers 3 Main Warehouse 145.000 0.000 0.000 0.000 0
PART DRI Drum 3 Main Warehouse: 2000 0.000 0.000 0.000 0
PART 1685 Orum for SP1616 3 Main Warchouse: 3.000 0.000 0.000 0.000 0
PART  TESTIZ3 Testpart 3 Main Warehouse 1.000 0.000 0.000 0.000 0
EPaRT 20 5P220 Machine 3 Main Warehouse: 2000 5000000 15.000 750.000 1000 0 SPROOL Sprint Distrbutors Local
BPART 22 3 2000 450000 15.000 67.500 1000 0 SPRO0L Sprint Disrbutors Local
EPART  2020-14% Black toner SP2020 3 Main Warehouse 358.500 0.000 0.000 0.000 0
PART _ sp1919 51919 Sprint Colour MFC 3 Main Warehouse 32000 3,000.000 15,000 450.000 1000 0 SPROOL Sprint Distrbutors Local <

‘Sub Total 986,961.36

war| 9]

CrandToal [ e

| User:BiancaD | 08/11/2022 | Version : 2.4.0.18 | Example Company

A message box will come up, notifying you that Requisition No. [purchase

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

® = Add new Requisition - 570: Version 2.4.0.18 - Example Company —J&E)x
@ | tome | Eupment/locatons  Contract  Frence /MR Inventory  Mantenance [Projects  Manufoctsring  Proarement  Soks  Servke  Reportng  Utites - & x
s Back | Savelayout
.| Fomat . a
Type Maintenance Requsiton Origin Type Warchouse -+ z
Class | Inventory Origin [Man Warchouse £+ @
= = Related ———————————————
Request Date |08/11/2022 H Ttem
Billing Address [SteetNoandRoadfame £ <+
area
aty =
Phone 000000 0000 Requestor Bianca Du Toit Rk
Email |bianca, dutoit@co3.co.2a
Contact Name | Employee A Purchasing Address
Requisition Processing x
Patype  PartCode Desaripton Priority WarehouseName ExchangeRate  SeraNo | SupplerCode  SupplierName
v 0 o - 0 - o o o -
e e s | () oo oo s e e e
PART 20753 $P2020 Fuser Unit 3 Main Warchouse: 0.000 0
EPART  X21932002 Maosoft Mouse 3 Main Warehouse 2500 1000 0 SPRODL Sprint Distrbutors Local
@pmr s 500 BackToner 3 an Warehnse o] s 1000 0 oot St Dstibutors Loca
PART  MOUOOL Mouse 3 Main Warehouse: .00 0000 0600 0.000 0
PART  ACROL Acer copler outer shel 3 Main Warehouse: 136.000 0.000 0.000 0.000 0
PART  ACR02 Acer rolers 3 Main Warehouse: 145.000 0.000 0.000 0.000 0
PART DRI Drum 3 Main Warchouse 2000 0.000 0.000 0.000 0
PART 1685 Drum for SP1616 3 Main Warehouse: 3.000 0.000 0.000 0.000 0
PART  TESTI23 TestPart 3 Main Warchouse: 1000 0.000 0.000 0.000 0
EPART P20 5P220 Machine 3 Main Warehouse 2000 5,000,000 15.000 750.000 1000 0 SPRODL Sprint Distrbutors Local
EPRT S22 3 2000  450.000 15.000 67.500 1000 0 SPRODL Sprint Distrbutors Local
BPART  2020-14K Black toner SP2020 3 Main Werehouse 358.500 0.000 0.000 0.000 0
EPART 1919 olour MEC 3 Main Warehouse 32000 3,000.000 15.000 450.000 1000 0 SPROOL <
Requisition Info |Eulk Order - stock replenishment Sub Total 996,961.36
VAT 99,3920 |
Grand Total 1,086,3%0.56
Open Windows ~ | User:Bancab | 08/11/2022 | Verson : 2.4.0.18 | Exampie Company

A message box will come up, asking Do you want to print the requisition
[purchase requisition number]?

* Click on the Yes button to print, or No to return to the Purchase

Requisition listing screen.

‘Add new Requisition - 51°0: Version 2.4.0.18 - Example Company - @) x|
Equipment / Locations Contract Finance /HR Inventory Maintenance / Projects Manufacturing Procurement Sales. Service Reporting Utities. - & X
vout
4 &
Maintenance Requisition . Origin Type Warehouse v|® §
Inventory o Origin  Main Warehouse p
LR : Related
SresthoandRosdliane 5 |
Area
Phone. Requestor |Banca Du Toit B
Email
Contact Hame
PartType PartCode Desaiption Priority. WarehouseName Report Generation ExchangeRate SerialNo ‘SupplerCode ‘SupplierName
v 0 - = e = o o o -
» @ PART CHAOO1 Chair 3 qu PROO00604? 187.500 1.000 0 BIT001 Bits and Bobs
PART 20-753 SP2020 Fuser Unit 3 Main Warehouse 0.000 0
@ PART X821932-002 Microsoft Mouse: 3 Main Warehouse E No 22.500 1.000 0 SPROO1 ‘Sprint Distributors Local
B PART 500-147K SP500 Black Toner 3 Main Warehouse 67.500 1.000 0 SPROO1 Sprint Distributors Local
PART 'MOU0O1 Mouse 3 Main Warehouse 10.000 0.000 0.000 0.000 0
PART ACR-01 Acer copier outer shell 3 Main Warehouse 136,000 0.000 0.000 0.000 0
PART ACR-02 Acer rollers. 3 Main Warehouse 145.000 0.000 0.000 0.000 0
PART DR111111 Drum 3 Main Warehouse 2,000 0.000 0.000 0.000 0
AT 168% Drum for SP1616 3 Man Warehouse 3000 0000 0.000 0.000 0
PART TEST123 TestPart 3 Main Warehouse 1.000 0.000 0.000 0.000 0
B PART SP220 SP220 Machine 3 Main Warehouse 2.000 5,000.000 15.000 750.000 1.000 0 SPROO1 ‘Sprint Distributors Local
B PART SP2020 3 22.000 450.000 15.000 67.500 1.000 0 SPROO1 ‘Sprint Distributors Local
PART 2020-14%K Black toner SP2020 3 Main Warehouse 358.500 0.000 0.000 0.000 0
PART. SP1919. $SP1919 Sprint Colour MFC 3 Main Warehouse 33.000 3,000,000 15.000 450,000 1.000 0 SPROOL. Sprint Distributors Local _
Recquisition nfo Ak Order-siock eenhment SubTotal
| ]
‘Grand Total __Lm.w-i
Open Windows v | User:BiancaD  08/11/2022  Version:2.4.0.18 = Example Company
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REPORT PREVIEW

The Report Preview screen will be displayed.

1. From here you can View, Print, Export or Email the requisition.

2. Close the preview screen when you are done.

i) — e[
File View Background
[ 2B gamEm- @gaalm -|a -8 w-=]ol+—@
| ]
/ Purchase Requisition
@ Example Company
StreetNoandRoadName — POBox 1234
Arza New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VATNo.: 0000000 TelNo.: 0311234567
Document Ref.: PR0000568
Date : 11 Jan 2013
Type: MAINT
Status : N
Site : Durban
{Requestor: MILOO1 Abigail Milne
{Email : jimmy@company.coza Department: Sales
{Tel No. :
| Supplier Code  Item Code Item Description Currency  Unit Cost QtyPerUOP  Qty Cost H
iTonoe2 sP2020 5p2020 Sprint ColourMuls z4R 4300.00 1.00 100 450000 |
i Functional Cogier i
:iPRﬂﬂl 2020-147K Blacktoner 5P2020 ZAR 500.00 1.00 2.00 1000.00
Pagelof 1 100% (=) 4 | ()]

You will return to the Purchase Requisition Listing screen.

VIEW REQUISITION

* Here you can view the new requisition has been added to the list.

* Close the preview scree when you are done.

Note: The requisition will need to be released and approved.
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v Purchase Requisition Listing - BPO: Version 2.1.0.69 - Example Company = O X
W | one | Equpment andiocations  Conract _ Fnanceard R Tnventory  Maitenance snd Projects Menufacting Proarement Saks Servee Reportng Utites — & X
@ P, P Ll | P-./ @ @' @ 2 I’y Durban =, @
Add Edit Delete  View Release 4 C Save Layout Workspaces Print  Export Mew ~ Refresh
-
PRCode « PRType  Status EmployeeNumber  Firstame LastMame | EwentDate Comments | ExclCost Motes | SupplierExist | IndCost SourceTypeDesc  CustomerCode

5 -
PROOOO416  MAINT N MUDOO01 Judith Mudzengi 24 May 2017 800.00 Yes 912.00 Work Order HOPOO1
PROO00418  MAINT N MUDO01 Judith Mudzengi 24 May 2017 1000.00 Yes 1140.00 Work Order HOPOO1
PROO0D421  MAINT N MUDO01 Judith Mudzengi 24May 2017 800.00 Yes 912,00 Work Order
PROOOD428  MAINT N DUTO01 Bianca Du Toit 31May 2017 450.00 test Yes 513.00 Work Order HOPOO1
PRO000D429  MAINT N DuTo01 Bianca Du Toit 31May 2017 450.00 test ‘fes 513.00 Work Order HOPOD1
PROOOO430  MAINT N DuTo01 Bianca Du Toit 01 Jun 2017 450.00 fes 513.00 Work Order TIADD1
PROO00431  MAINT N MUDO01 Judith Mudzengi 01 Jun 2017 580.00 Yes 980.00 Warehouse
PRO000433  MAINT N puToo1 Bianca Du Toit 05 Jun 2017 1500.00 ‘fes 1710.00 Warehouse
PROOOD434  MAINT N DUTOO1 Bianca Du Toit 06 Jun 2017 800,00 Yes 912,00 Work Order HOPOO1
PRO000442  MAINT N MUDO01 Judith Mudzengi 15 Jun 2017 4 500.00 fes 5130.00 Warehouse
PROODD444  MAINT N MUDOO01 Judith Mudzengi 15 Jun 2017 0.00 fes 0.00 Work Order WESDO1
PROO00452  MAINT N MUDO01 Judith Mudzengi 04 Jul 2017 1 500.00 Yes 1710.00 Work Order BIGOOO1
PRO000454  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 800.00 Yes 912,00 Work Order HOPOO1
PROOOD455  MAINT N MUDOO 1 Judith Mudzengi 05 Jul 2017 500.00 fes 570.00 Work Order DEROO1
PROO00D456  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 500.00 Yes 1026.00 Work Order
PRO0OD045S8  MAINT N MILO1 Sarah Milder 13 ul 2017 145.00 Yes 166.75 Work Order DEROO1
PROOOD4E6  MAINT N DuTo01 Bianca Du Toit 25 ul 2017 15.00 Yes 17.10 Warehouse HOPOO1
PRO0DD485  MAINT N DuTO01 Bianca Du Toit 26 Oct 2017 350.00 ‘fes 399.00 Warehouse TIADO1
PRODOD486  MAINT N DUTO01 Bianca Du Toit 26 Oct 2017 6250.00 ‘fes 7125.00 Warehouse TIAOD1
PROO00523  MAINT N MILOO1 Abigail Milne 26 Apr 2018 4 500.00 Yes 5130.00 Warehouse HOPOO1
PRO0ODDS33  MAINT N MILOO1 Abigail Milne 28 Aug 2018 109 200,00 ‘fes 125 580,00 Warehouse
PROOODS36  MAINT N MILOOT Abigail Milne 07 Sep 2018 3250.00 Yes 366250 Warehouse
PRO00D563  MAINT N MILOO1 Abigail Milne 23 Nov 2018 4 500.00 ‘Yes 5175.00 Contract
PROOD0S67  MAINT N MILOOL Abigail Milne 14 Jan 2019 1200.00 ‘Yes 1440.00 Warehouse

I PROOODS68  MAINT N MILOOL Abigail Milne 11 Jan 2019 5 500,00 Yes 6 175.00 Warehouse I
‘ 3
Open Windows v | 766 Jan 2019 "

MNU.053.003
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