
INVENTORY
PART REQUESTS - NOTE

It may be necessary to add a note to a part request, which could also involve 

manually changing the part request state. For example the request could be 

partially issued, with the remaining stock requested on back-order. This 

would need to be noted and the request state manually changed to 'Requis-

ition raised'. This can be done using the Note button in the ribbon toolbar.

This can be done via the Part Requests from the Site screen or the Part 

Request for the Part [ ] screen.

For this process, you will be navigating from the Part Requests from the Site 

screen.

Ribbon Select Inventory > Part Requests

 l The Part Requests for the Site screen will display.

 l The Site filter will be set according to your company con-

figuration. If required, select the Site you wish to work in. 

Note: Refer to Site Selection for more information.

 l The Status field will auto-populate with All States. This does not 

need to be changed in order for you to add a Note. However, you 

can click on the drop-down arrow and select a specific part 

request state from the list, if required.
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SELECT PART REQUEST

 l Select the row of the part request that you wish to add a note to.

 l Note that the part request is currently in the N-New state.

 l Click on the Note ribbon toolbar button.

 l A Procurement - Request Note message box will pop up with the 

following prompt:

 o Are you sure you want to add a note against this 

part request item?

 l Click on Yes.    
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 l The Add a request Item Note screen will be displayed.

ADD NOTE DETAILS

 l Note Date Time: These fields will auto populate with the current 

date and time.    

 o You can either type in or click on the drop-down 

arrow and use the       calendar function to select an 

alternative date if required.     

 o You can either type in or use the arrow indicators to 

select an alternative time if required.     

 l State: Click on the drop-down arrow in this field.         

 l The State menu will display.

 l Select the state that corresponds with the note that you are cre-

ating for the part request.

 l In this example, Requisition Raised is selected.

 l For example, there may be several part requests raised for this 

part. A large part requisition may have been raised by the 
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company to fulfil all these part requests, rather than creating a 

request for each individual request.

 l It would be prudent to note on the individual part requests, such 

as this one , that a requisition has been raised. Therefore the per-

son monitoring the part request listing screen can see that instead 

of raising a requisition against this part, it would be judicious to 

wait for the large requisition of goods to be received and then the 

requested parts could be issued.

 l In the Note field, type in a reason for the state change.    

SAVE NOTE

 l When you have finished editing the fields in this screen, click on 

Save.

 l You will return to the Part Requests for the Site screen.    

 l A Request Item Processing message box will pop up advising the 

following:
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 o Note has been added to successfully.

 l Click on OK.    

VIEW UPDATED PART REQUEST STATUS

 l Click on the drop-down arrow in the Status field.

 l Select the state that you changed the record to.

 l In this example, the state was changed to 'Requisition raised'.

 l The screen will now only display the part requests in the selected 

'Requisition raised' state.

 l You can now view the manually changed part request in this 

screen.
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VIEW ADDED NOTE

 l Click on the Notes tab on the right side of the screen.

 l The Notes panel will expand.

 l The following note details have been recorded:

 l The State Description.

 l The name of the employee logged on to the system 

who added the note.

 l The Date and Time the note was logged.

 l The reason why the note was added.
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