Introduction to Purchase Requisitions

PROCUREMENT

INTRODUCTION TO PURCHASE
REQUISITIONS

The first step in the procurement process is to create a Purchase

Requisition.
You can create a Purchase Requisition to:

Replenish Stock Levels

Fulfill a Part Request

Min/Max Levels

To speed up the procurement process, it is helpful to set up Min/Max Levels

and link Suppliers to your parts. This means that when a purchase requisition

is created:

* The order quantity will be determined by the system, calculating
what needs to be in stock to fill the bin, including outstanding part
requests. This can be edited.

* Your supplier(s) is added to the purchase requisition, with unit

cost and lead time. This can also be edited.

All editing should be done at this stage. You cannot edit a requisition that has
been released for Approval. If a released requisition needs to be amended,

first remove the requisition from the Released status.

Once the requisition is approved, it becomes a Purchase Order. A purchase

order cannot be edited, however goods can be received at a new price, and

you can receive fewer goods that the quantity indicated on the requisition,
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Introduction to Purchase Requisitions

but no other changes can be made. The purchase order will need to be can-

celled and a new requisition raised if any other changes need to be made..

Ribbon Access: Procurement > Requisitions

- BPO: Version 2.1.0.65 - Example Company
- Equipmentand Locatons  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing Ii Procurement \I Sales  Service  Reporng  Utiites
g g - E =
-2 &) S 8 © 5 R G

suppliers || Requisitions | Orders  Expediting Invoices Debit Returns GoodsReceived | Warrantes Claims
Notes Notes

arranties

Master | Processing

PURCHASE REQUISITION LISTING SCREEN

The Purchase Requisition Listing screen will open.

SITE FILTER

* It is good practice to select the site (branch) that you wish to

work in.
* In this image, Durban has been selected.
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TEcHNoLosTes Introduction to Purchase Requisitions

- Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company - u] X
- LB i s e i L R S = e e SR
CLXE HFOO = !
Add Edit Delete  View Release Savelayout Workspaces | Print Export | New -
PRCode PRType | Status EmployeeNumber FirstName LastName EveniDate  Comments  ExdCost  MNotes  SupplerBxist | IncCost CustomerCode | CustomerMame | SourceRef | SourceT]
3 =
» E] PRODDO3S6 MAINT N MUDDDL Judith  Mudzengi 17 May 2017 1609.95 Yes 1835.35 HOPOD1 Hope Works  CNODDO4S0  WWar |
PRO0003S7 MAINT N MUDOOL Judith  Mudzengi  17May 2017 1609.96 Yes 1835.35 HOPOD1 Hope Works  CNODDO4S1  WWar
PRODDOISE  MAINT N MUDDDL Judth  Mudzengi  17May 2017 Flease pho... 183495 Plea... Yes 2091.85 HOPOO1 Hope Works ~ CNODDO452  War
PROD003SI  MAINT N MUDOOL Judth  Mudzengi  17May 2017 Test2.L0.. 1834.96 Test... Yes 209185 HOPOD1 Hope Works  CNODDO4S3  War
PROD00IE0  MAINT N MUDODL Judith  Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOD1 Hope Works  CNODDO454  War
PROO00ZEL MAINT N MUDOOL Judth  Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOD1 HopeWiorks  CNODDO4SS  War
PROD0DIEZ MAINT N MUDODL Judith  Mudzengi  17May 2017 Please pho... 183495 Plea.. Yes 2091.85 HOPOO1 Hope Works  PRIDDODISS  War
PRO0003E3  MAINT N MUDOOL Judth  Mudzengi  17May 2017 procuremen..  1834.95 procu. Yes 209185 HOPOD1 Hope Works  CNODDO4S7  War
PROD00IE4 MAINT N MUDDDL Judith  Mudzenai  17May 2017 Standsione... 133496 Stan. Yes 145185 War
PRO0003ES MAINT N MILOOL Abigal  Mine 17May 2017 v2.10.4st.. 5750.00 vZ.l... Yes 6555.00 War
PRODDOIEE MAINT N MUDDDL Judth  Mudzengi  17May 2017 stockreport 5209.25 5938.55 War
PROD00ZEY MAINT N MUDOOL Judth  Mudzengi  17May 2017 vZ.1.0.4st 969.92 110571 War |
PRO0DO370  MAINT N MUD001 Judith Mudzengi 17 May 2017 4500.00 5130.00 War
PRO000374 MAINT N MUDOOL Judth  Mudzengi  18May 2017 call procure... 809.96 callp... Yes 923.35 HOPOO1 Hope VWorks  CNODDO4SS  War
PRO0DO377  MAINT N MUDO01 Judith Mudzengi 18 May 2017  Project proc... 5500.00 Proje... Yes 6 270.00 HOPOO1 Hope Works PRI0000240 War
PROD003E0  MAINT N DUTO01 Bianca  DuToit 18 May 2017 0.00 No 0.00 War
PRO0DO381  MAINT N DUTO01 Bianca DuToit 18 May 2017 4500.00 Yes 5130.00 War
PROO003ES MAINT N MUDDDL Judth  Mudzengi 18 May 2017 809.96 Yes 923.35 War
PRO0D03%6  MAINT N DUTOO1 Bianca Du Toit 19 May 2017 490.00 Yes 490.00 HOPOO1 Hope Works War
PROD003S7 MAINT N MUDODL Judth  Mudzengi 19 May 2017 1619.92 Yes 1846.71 War
PRO00D0398  MAINT N MUD001 Judith Mudzengi 19 May 2017 1419.92 Yes 1618.71 War
PROJOO400  MAINT N MUDDDL Judth  Mudzengi 19 May 2017 200.00 Yes 228.00 War
PRO0D0404  MAINT N MUDO01 Judith Mudzengi 19 May 2017 4500.00 Yes 5130.00 War
PROD0040S MAINT N MUDDDL Judth  Mudzengi  19May 2017 retest 4500.00 retest Yes 5130.00 War
PRO0D0407  MAINT N MuDo01 Judith Mudzengi 19 May 2017 650.00 Yes 713.00 War
PROD0040S  MAINT N MUDDDL Judth  Mudzengi  22May 2017 3000.00 Yes 10 260.00 War _
4 5
Open Windows + | |215ep 2018 %

REQUISITION STATUS SELECTION MENU

* Click on the drop-down arrow in the Status field to display the
status selection menu.
* This will enable you to find purchase requisitions in
the following status:
° New, Released, Approved , Issued, Closed
and Declined
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TEcHNoLosTeS Introduction to Purchase Requisitions

- Purchase Requisition Listing - BRO: Version 2.1.0.65 - Example Company =
WP tore | Easpnentondiocations  Contrct  Fnanceand R Invenory _ Waintenence sndProjects _ Menufacurg  Proarement  Seles  Serice =
OUXEHFOO B B @m = -6
Add  Edt  Delete  View o Release A = | Savelayout Workspaces | Print Export | |pew Refresh
= = Status # StatusDese
- N New
R Released
A Approved
PRCode PRType  Status Employeshumber Firsthame | lastName  EventDate  Comments  Excost L g:::g tomerCode  CustomerName  SourceRef  SourceT]
b ] Dedlined =
» E PRODOO3S6 MAINT N MUDOOL Judth  Mudzeng 17 May 2017 160938 001 HopeWorks  CNDDDO4S0  Wiar
PROCOOIS? MAINT W MUDDOL udth  Mudzengi 17 May 3017 1eoass] X oot Hope Works  CHOOODAST  War
PRODOOSSE  MAINT N MUDDOL Judth  Mudeng  17May2017 Pleasepho...  1839.95 Plea.. Yes 209185 HOPOOL Hope Works  CNODDO452  War
PROCOOISH MAINT N MUDDOL udith  Mudzengi  {7May 3017 Test210.... 183436 Test... Yes 209185 HOROO1 Hope Works  CHDOOD4S3  Wiar
PROD0D0380  MAINT N MUDOD1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CNODD0D454 War
PROCOOISL MAINT N MUDDOL udth  Mudzengi 17 May 2017 170000 Vs 1700.00 HOPOO1 Hope Works  CHDOOD4SS  War
PROD0D0362  MAINT N MUDOO1 Judith Mudzengi 17 May 2017  Please pho. .. 183496 Plea... Yes 2091.85 HOPOO1 Hope Works PRJ0OD00 166 War
PROOOOIE3 MAINT N MUDDOL Jdth  Mudzengl  7Masy 2017 procuremen.. 183436 procu.. Vs 209185 HOPOOL Hope Works  CHDDDD4ST  War
PROD0D03584  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 Standalone ... 133496 Stan... Yes 1451.85 War
PROOOOIES MAINT N MILOOL Abigal  Mine 7May 2017 V21045t 575000 v2. £ 555.00 War
PROD0D0368  MAINT N MUDOD1 Judith Mudzengi 17 May 2017  stock report, 5209.25 stock. 5938.56 War
PROOOOIES MAINT N MUDDOL udth  Mudzengi  17May 2017 v210.4st.. 969.92 v2.1... 110571 War
PRO000O370  MAINT N MUDOD1 Judith Mudzengi 17 May 2017 4 500.00 Yes 5130.00 War
PROOOOS74 MAINT N MUDDOL udth  Mudzengi  18May 2017 callprocure. . 309.95 callp... Yes 923.35 HOPOOL HopeWorks  CNDDDD45S  War
PROD00377  MAINT N MUD0O1 Judith Mudzengi 18 May 2017 Project proc... 5500.00 Proje... Yes 6 270.00 HOPOO1 Hope Works PRJ0000240 War
PROOOO3SD MAINT N DUTDDL Banca  DuToit  18May 2017 0.00 Ho 0.00 War
PROO0D0O381  MAINT N DuUTDO1 Bianca Du Toit. 18 May 2017 4500.00 Yes 5130.00 War
FRODOO3S6 MAINT N MUDDDL Judth  Mudzengi 18 May 2017 309,98 Yes 923.35 War
PROCOOISE MAINT N DUTDOL Banca  DuToit 19 Msy 2017 480,00 Yes 450,00 HOPOO1 Hope Warks War
PROD00397 MAINT N MUDDOL Jdth  Mudzengi 19 May 2017 1619.92 Yes 1846.71 War
PROCOOISE MAINT N MUDDOL udth  Mudzengi 19 May 2017 141932 Vs 1618.71 War
PRODO04OD MAINT N MUDDOL Wudth  Mudzengi 19 May 2017 200,00 Yes 228.00 War
PROCOG404 MAINT N MUDDOL udith  Mudzengi 19 May 2017 4500,00 Yes 5130.00 War
PRODD0D405S  MAINT N MUDOD1 Judith Mudzengi 19 May 2017 retest 4500.00 retest Yes 5130.00 War
PRODOO4O7 MAINT N MUDDOL Judth  Mudzeng 19 May 2017 55000 Yes 713.00 War
PROD00409  MAINT N MUDOD1 Judith Mudzengi 22 May 2017 9000.00 Yes 10 260.00 War
‘ v
Open Viindows ~ | 2150208 |

REQUISITION STATUS - NEW

1. When you first open this listing screen, the status will default to New.
2. In the New status you can use the Maintain action buttons: Add, Edit,
Delete, View, as well as the Print and Action buttons: Print and Export,

Release.

Note: You can only release a requisition in the New status.
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= Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company = O
i Home: Equlpment ar\d_ L.ﬂ_ﬁﬂ?l’\s Cn!'u_ract Flnar!c_a_a_nd_HR l.ﬂVEﬂYﬂW. MB\FI\SEHEIHEE_BHIH Prn]_ans 3 M§nufa_cmr\_ng_ ?_mc_uremant SE\ES SEN.\C.E_ .R_ED?IIBI?Q L_lt!!ItIES - & X
© 2 X > e @ = & W= G
Add  Edit Delete View Hold | Release | 2 e = | Savelayout Workspaces | Print  Export
ey Vil
PRCode PRType Status EmployeeNumber FirstName LastMame  EventDate Comments ExciCost Notes  SupplierExist | InclCost CustomerCode | CustomerName = SourceRef SourceT|
= =
3 PRO0D00356  MAINT N MUDoO1 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 HOPOO1 Hope Works CNO000450 War
PRO0D0O357  MAINT N MUDDO1 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 HOPOO1 Hope Works CNO000451 War
PRO0O00358  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Please pho. 183496 Plea... Yes 2091.85 HOPOO1 Hope Works CNO000452 War
PRO0O00359  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Test2.1. 1834.96 2091.85 HOPOO1 Hope Works CNO000453 War
PRO0O00360  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1700.00 1700.00 HOPOO1 Hope Works CNO000454 War
PRO0O00361  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CNO000455 War
PRO0D00362  MAINT N MUDOO1 Judith Mudzengi 17May 2017  Please pho... 1834.96 Plea... Yes 2091.85 HOPOO1 Hope Works PRIODOOD16E ~ War
PRO0O00363  MAINT N MUDOO1 Judith Mudzengi 17May 2017 procuremen... 1834.96 procu... Yes 2091.85 HOPOO1 Hope Works CNO000457 War
PRO0D00364  MAINT N MuDoO1 Judith Mudzengi 17May 2017 Standalone ... 1334.96 Stan... Yes 1451.85 War
PRO0D0O356  MAINT N MILOO1 Abigail Milne 17May 2017 v2.1.0.4st.. 5750.00 v2.L... Yes 6555.00 War
PROO00368  MAINT N MUDOO1 Judith Mudzengi 17May 2017  stock report... 5209.26 stock... Yes 5938.56 War
PRO0O00369  MAINT N MUDOO1 Judith Mudzengi 17May 2017 vZ.1.0.4st.. 969.92 v2.1... Yes 1105.71 War
PROO0D0O370  MAINT N MUDO01 Judith Mudzengi 17 May 2017 4500.00 Yes 5130.00 War
PRO0O00374  MAINT N MUDO01 Judith Mudzengi 18May 2017 call procure... 809.96 callp... Yes 923.35 HOPOO1 Hope Works CND000459 War
PRO000377  MAINT N MUDO01 Judith Mudzengi 18 May 2017 Project proc... 5500.00 Proje... Yes 6 270.00 HOPOO1 Hope Works PRJ0000240 War
PRO0O00380  MAINT N DuUTO01 Bianca Du Toit 18 May 2017 0.00 No 0.00 War
PROO0D0O381  MAINT N DUT001 Bianca Du Toit 18 May 2017 4500.00 Yes 5130.00 War
PROD0O386  MAINT N MUDOO1 Judith Mudzengi 18 May 2017 809.96 Yes 923.35 War
PRO00D03%6  MAINT N DuUToO1 Bianca Du Toit 19 May 2017 430.00 Yes 430,00 HOPOO1 Hope Works War
PRO0O0O397  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 1619.92 Yes 1846.71 War
PRO00D0398  MAINT N MUDO01 Judith Mudzengi 19 May 2017 1419.92 Yes 1618.71 War
PRO0O0O400  MAINT N MUDDO1 Judith Mudzengi 19 May 2017 200.00 Yes 228.00 War
PRO000D404  MAINT N MUDO01 Judith Mudzengi 19 May 2017 4500.00 Yes 5130.00 War
PROO00405  MAINT N MUDOO1 Judith Mudzengi 19May 2017 retest 4500.00 retest Yes 5130.00 War
PROO0D0407  MAINT N MUDO01 Judith Mudzengi 18 May 2017 650.00 Yes 713.00 War
PROD00409  MAINT N MUDOO1 Judith Mudzengi 22 May 2017 9000.00 Yes 10 260.00 War
‘ y
Open Windows ~ 215ep 2018 %

REQUISITION STATUS - RELEASED

* |f the status is set to Released you can use the Maintain and Print
and Action buttons;

* Hold, Approve or Decline a requisition.
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= Purchase Requisition Listing - BPO: Version 2,1,0.65 - Example Company ~ [} X
Home | Equipmentand Locations  Contract  FinanceandHR  Inventory  MantenanceandProjects  Manufactring  Procurement  Sales  Service  Reporting  Utiities — & X

@ [z X il @O & 2B &% 1S
Add Edit Delete  View Hold | e Approve | Dedine | SaveLayout Workspaces Print  Export Refresh
PRCode PRType Status EmployeeMumber FirstName  LastMame EventDate Comments ExciCost Notes SupplierExist ~ IndCost CustomerCode  CustomerMName  SourceRef SourceT|
¥
» PRODDO367  MAINT R MUDO01 Judith Mudzengi 17May 2017 OTC procur... 5200.00 OTC... Yes 5928.00 CUS0D01 Cash Sales A... Wareh
PRO000526  MAINT R MILDO1 Abigail Mine 05 Jul 2018 3880.00 Yes 4462.00 HOPOO1 Hope Works CMNO000559 Wareh
PRODDOS30  MAINT R MILOO1 Abigail Milne 17 Aug 2018 3800.00 Yes 3800.00 DEROO1 Derton Tech... PRI0O000025 Work O
PRO000S30  MAINT R MILOO1 Abigail Mine 17 Aug 2018 3800.00 Yes 3800.00 HOPOO1 Hope Works PRIODOO114  Work O
PROODOS30  MAINT R MILOO1 Abigail Milne 17 Aug 2018 3800.00 Yes 3800.00 DEROO1 Derton Tech... PRI0D00163 Work O
PRO000S30  MAINT R MILDO1 Abigail Mine 17 Aug 2018 3800.00 Yes 3800.00 DANODDZ2 Dancing Shoes  CNO00D0300 Work O
: :
Open Windows v 215ep 2018 4

VIEW

VIEW REQUISITION HEADER DETAILS AND PARTS FRAME

* Select the row of the purchase requisition where you wish to
view more details.
* Click on View.
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b Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company = [m] X
S ttne | ncplions I Coyira s I e A R S ) saesence T epordon I e T B
© 2z X > @ & =]
Add Edit  Delete | Release Save Layout Workspaces Print  Export New « | Refresh
| | | |
Maintain il | Print . Al
PRCode PRType Status EmployeeMumber FirstName  LastMame EventDate Comments ExciCost Notes SupplierExist ~ IndCost CustomerCode  CustomerMName  SourceRef SourceT|
. .
D PRODDO356  MAINT N MUDO01 Judith Mudzengi 17 May 2017 1609.56 Yes 1835.35 HOPOO1 Hope Works CMDO00450 War
PRO000357  MAINT N MUD001 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 HOPOO1 Hope Works CMND000451 War
PRODDO358  MAINT N MUDOD1 Judith Mudzengi 17May 2017  Please pho... 1834.96 Plea... Yes 209185 HOPDO1 Hope Works CMNDO00452 War
PRO000353  MAINT N MUDC01 Judith Mudzengi 17May 2017 Test2.1.0.... 1834.96 Test... Yes 2091.85 HOPDO1 Hope Works CMNDO00453 War
PRODDO3G0  MAINT N MUDOD1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CMNDD00454 War
PRO00D3561  MAINT N MUDC01 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CMNDO00455 War
PRODDO362  MAINT N MUDOD1 Judith Mudzengi 17May 2017 Please pho... 1834.56 Plea... Yes 2091.85 HOPDO1 Hope Works PRID0D00 166 War
PRO00D0363  MAINT N MUDO01 Judith Mudzengi 17May 2017 procuremen... 1834.96 procu... Yes 2091.85 HOPDO1 Hope Works CMNDO00457 War
PRODDO364  MAINT N MUDOD1 Judith Mudzengi 17May 2017 Standalone ... 133486 Stan... Yes 1451.85 War
PRO000386  MAINT N MILDD1 Abigail Milne 17May 2017 v2.1.0.4st.. 5750.00 v2.l1.... Yes 6555.00 War
PRODD0368  MAINT N MUDOD1 Judith Mudzengi 17May 2017  stock report, 5209.26 59333.56 War
PRO000389  MAINT N MUDC01 Judith Mudzengi 17May 2017 v2.1.0.4st 969.92 1105.71 War |
PRO0O0D0O370 MAINT N MUDOO1 Judith Mudzeng\ 17 May 2017 4 500,00 5130.00 ‘War
PRO000374  MAINT N MUDC01 Judith Mudzengi 18 May 2017 call procure... 809.96 callp... Yes 923.35 HOPOD1 Hope Works CMND000459 War
PRO000D377 MAINT N MUDOO1 Judith Mudzeng\ 18 May 2017 Project proc... 5500.00 Proje... Yes 6 270.00 HOPOO1 Hope Works PRI0000240 War
PROO0DD380  MAINT N DUTO01 Bianca Du Toit 18 May 2017 0.00 No 0.00 War
PRO0O0D0O381 MAINT N DUTOO01 Bianca Du Toit 18 May 2017 4 500,00 Yes 5130.00 War
PROD0DO386  MAINT N MUDO01 Judith Mudzengi 18 May 2017 B809.96 Yes 923.35 War
PRO0DD0O3S6 MAINT N DUTOO1 Bianca Du Toit 19 May 2017 430.00 Yes 490.00 HOPDO1 Hope Works War
PRO00DO337  MAINT N MUDOOD1 Judith Mudzengi 19 May 2017 1619.92 Yes 1846.71 War
PRO0OD0D3S8 MAINT N MUDOO1 Judith Mudzeng\ 19 May 2017 1419.92 Yes 1618.71 ‘War
PROODO400  MAINT N MUDO01 Judith Mudzengi 19 May 2017 200.00 Yes 228.00 War
PROD0D0D404 MAINT N MUDOO1 Judith Mudzeng\ 19 May 2017 4 500,00 Yes 5 130.00 War
PROODO405  MAINT N MUDO01 Judith Mudzengi 19 May 2017 retest 4500.00 retest Yes 5130.00 War
PRODD0D407 MAINT N MUDOO1 Judith Mudzeng\ 18 May 2017 650.00 Yes 713.00 War
PROD0OO403  MAINT N MUDOO01 Judith Mudzengi 22 May 2017 9 000.00 Yes 10 260.00 War
‘ >
Open Windows v | 215ep 2018 4

The Edit Requisition - [ ] screen will be displayed.
Here you can view:

1. The requisition header details
2. The requisition Parts (Items) frame which contains details of the parts

(items) or services requested.

Help v2.5.1.4 - Pg 7 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TEcHNoLosTeS Introduction to Purchase Requisitions

= Edit Requisition - PRODO0356 - BPO: Version 2.1.0.65 - Example Company - O X
Home | Equipmentandlocations  Contract  FinanceandHR  Inventory  Mantenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utites  — & X
O =B ¥
Back | Savelayout |
Type |Mantenance Requisition " Origin Type | Warshouse * [z
Class | Inventory + Oragin Mo Warchouse * &
Request Date | 17May 2017 | |10:21:20 AV Related
Ttem
Billing Address | Sest No and Road Name o=
Area
Phone [y Requestor | Judith Mudzengi “
Email | cployeea@company.co.za
Contact Name  Employee A Purchasing Address
PartCode | PartType Description Priority | WarshouseName  Quantity | UnitCost  TaxRate VAT | ExchangeRate |Seriao  SupplerCode | Supplieriiame
id
SP191% PART SP1919 Sprint Colour MFC 3 Main Warehouse 1.00 259.96 14.00 36.39 100 0 SPROO1 Sprint Distributors Local
19687 PART  Dnm 3 Main Warehouse LOD 100000 1400  140.00 100 0 SPROO01 Sprint Distributors Local
S5P19-147Y PART Yellow Toner - 5P1919 3 Main Warehouse 1.00 350.00 14.00 49.00 100 0 SPROO1 Sprint Distributors Local
Requisition Info |Retestv2.1.0.4 Sub Total ‘ 1609.95 |
VAT | 225.39 |
GrandTotal|  1g3sds|
Open Windows + 215ep 2018 i

VIEW ITEM SUPPLIERS

e Each one of these Parts (items) needs to have an Item Supplier.
* Click on the expand button in the row of the part (item) type that

you wish to view the suppliers of.
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= Edit Requisition - PROD00356 - BPO: Version 2.1.0.65 - Exsmple Company - 0 X
| rome | Equpmentandiocatins  Contract  FmanceandHR  Inventory  MantenanceandProjects  Manufacturing  Procwement  Sales  Service  Reportng  Utites — 2 X
Back | Savelayout
Pro... Format
Type |Maintenance Requisition = Origin Type Warehouse = =
Class | Inventory + Oragin Mo Warchouse * &
Request Date | 17May 2017 | |10:21:20 AV Related
Ttem
Billing Address |Street No and Road Name g
Area 1
Phene (400 gog 0000 Requestor ludith Mudzengi -
Email | oployeea @company.co.za
Contact Name | Employee A Purchasing Address
PartCode | PartType Description Priority | WarehouseName  Quantity  UnitCost  TaxRate VAT ExchangsRate Serialo  SupplierCode | Supplieriiame
¥
» B SP1315  PART  SP1319 Sprint Colour MFC 3| Main Warehouse 100 25336 1400 3.3 100 0 SPROOL Sprint Distributors Local
19687  PART  Drum 3 Main Warchouse 100 100000 1400 140.00 100 0 SPROOL Sprint Distributars Local
sp19-147v PART  YellowToner -5P1919 3 Main Warehouse 100 35000 1400 49.00 100 0 SPROOL Sprin Distributors Local
Requisition Info |Retestv2.1.0.4 Sub Total 1609.96
VAT 22533
Grand Total 163535
Open Windaws + | 215ep2018 4

1. The Items Suppliers frame will be expanded to display the supplier(s)
details.
2. Each requisition item must have one selected supplier, before the

requisition can be released for approval.
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Edit Requisition - PRODO0356 - BRO: Version 2.1.0.65 - Exsrple Company e %
Home | Equipmentandlocations  Contract  FinanceandHR  Inventory  Mantenance and Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utites  — & X
Back | Savelayout
Type |Maintenance Requisition " Origin Type | Warshouss * E
Class | Inventory + Oragin Mo Warchouse * &
Eamn <] Related
Request Date | 17 May 2017 il
Billing Address |Street o and Road Name o=
frea
Phone (500 000 0000 j Requestor Ludith Mudzengi T«
Email | eployees @company co.za
Contact Name  Employee A Purchasing Address
PariCods  ParfType  Description Priority | Warshousshame  Quanty  UnitCost  TasRate VAT  ExchangeRate Seriabo  SupplerCods  Supplerilame
¥
SP191% PART SP1919 Sprint Colour MFC 3 Main Warehouse 1.00 259.96 14.00 36.39 100 0 SPROO1 Sprint Distributors Local
19687  PART  Dnm 3 Main Warshouse LOD 100000 1400 140.00 100 0 SPROOL Sprint Distributars Local
» El SP19-147Y PART Yellow Toner - 5P1919 3 Main Warehouse 1.00 350.00 14.00 49.00 100 0 SPROO1 Sprint Distributors Local

Item Suppliers

o SupplierCode  Supplierame Selectedsupplier UnitCost | Currency TavRate ExchangeRate  LeadTime

»|SPRODL  Sprint Distributors Local 350.00 South AfficanRand  14.00 1.00 200 100 ea
TONQO2  Tonys Copy Shop o 350.00 South AfficanRand | 14.00 100 200 100 ea

QuantityPerJOP UnitOfPurchase | MinimumOrderQty | SupplierltemCode | BlanketPG

.00
1.00 19-147¢

Requisition Info |Retestv2.1.0.4

Open Windows +

Sub Total 1609.96

VAT |

23533

GrandTotal| @353

| 21Sep 2018

VIEW NOTES & COMMENTS

¢ Click on the Notes tab on the

Help v2.5.1.4 - Pg 10 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential

right hand side of the screen.



TECHMNOLOGSTES

Introduction to Purchase Requisitions

- Edit Requisition - PROD00356 - BPO: Version 2.1.0.65 - Example Company = if X
| Home | Equpmentandlocatons  Contract  FimanceandHR  Iwventory  Mantenance andProjects  Manufactring  Proowrement  Sales  Service  Reportng  Utiies — & X
Back | Savelayout
Pro... .| Format
Type |Mantenance Requisition * Origin Type | Warehouse *
Class |Inventory + Origin | Main Warehouse *
T = oo = Related
Request Date | 17 May 2017 10:20:20 AV ot
Billing Address |Street No and Road Name
Area
Phene (400 gog 0000 ] Requestor Judith Mudzenai -
Email | oployeea @company.co.za
Contact Name | Employee A Purchasing Address
PartCode | PartType Description Priority | WarehouseName  Quantity  UnitCost  TaxRate VAT ExchangsRate Serialo  SupplierCode | Supplieriiame
¥
» B SP1315  PART  SP1319 Sprint Colour MFC 3| Main Warehouse 100 25336 1400 3.3 100 0 SPROOL Sprint Distributors Local
19687  PART  Dmum 3 Main Warchouse 100 100000 1400 140.00 100 0 SPROOL Sprint Distributars Local
SP19-147 PART  YelowToner -5P1919 3 Main Warehouse 100 35000 1400 49.00 100 0 SPROOL Sprin Distributors Local

Requisition Info |Retestv2.1.0.4

Open Windows +

Sub Total 1609.96
VAT 225.39
Grand Total 1835.35

| 21Sep 2018

The Notes docking
Here you can:

1.

panel will be expanded.

Type in any Note or Comment relevant to this purchase requisition in

the top half of this panel.

panel.

You can also view past Notes and Comments in the lower half of this

Click outside of this panel to close it.

3. Click on Back

to return to the Purchase Requisition Listing screen.
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= Ediit Requisition - PRODO0356 - BPO: Version 2.1,0.65 - Example Company ~ 0 X
Home | Equipmentand Locations  Contract  FinanceandHR  Inventory  MantenanceandProjects  Manufactring  Procurement  Sales  Service  Reporting  Utiities — & X
H Save Layout
-1-——.___.
Pro... | |
P ——— poy 2
Type | Mantznance Requsiton = Notes 'z
Class | Inventary + rNote i
= | o deliveries to be mads after ipm on Mardays - dos=d for stock take. -
RequestDate | 17May 2017  ~|  10:2L:19AM
Billing Address |StreetNo and Road Name pg P
Area
Phome gogoooooo0 | > r Somment,
e . Please phone with latest prices before the order is confirmed.
Contact Name  Employee A Purchasing Address
PartCode PartType  Description Priority | WarehouseName  Quantity  UnitCost
¥
» B sP1318 PART SP1919 Sprint Colour MFC 3 Main Warehouse .00 259,96 Version  Comments Notes ~ MNoteDate ContactMame
19637  PART Drum 3 Main Warshouse 100 1o00.00] ¥
SP19-147V PART Yellow Toner -SP1919 3 Main Warehouse 100 350.00] » 1 Please phone with latest ... 245ep 2015 Abigail Mine
2 Please phone with latest prices... Mo deliveries to be made ... 245ep 2018 Abigail Mine
#*
Requisition Info [Retestv2.1.0.4
Open Windows + | 215ep 2018 4

VIEW REQUISITION APPROVAL MATRIX

* |n the Purchase Requisition Listing screen, click on the expand
icon in the row of the purchase requisition that you wish to view

the Approval Status of.

Help v2.5.1.4 - Pg 12 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TEcHNoLosTes Introduction to Purchase Requisitions

Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company = if X
pmentandLocations  Contract  Finsnceand MR Inventory  Mantenance and Projects  Manufacturing Ssles  Service  Reporbng  Utites — X
Sl & & @ Durben
Add  Edit Delete View | Release - & Dedi Savelayout Workspaces | Print Export | [new |
Maintain : | Pracess Format J print Current ,!
PRCode PRType Status EmployeeMumber FirstName  LastMame EventDate Comments ExdCost Motes SupplierExist ~ IndCost CustomerCode  CustomerMame | SourceRef SourceT|
N MUuDOO1 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 HOPOO1 Hope Works CND000450 War
PRO00O357  MAINT N MUDD01 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 HOPOO1 Hope Works CNOD00451 War
PRO0D0358  MAINT N MUDOO1 Judith Mudzengi 17May 2017  Please pho... 183495 Plea... Yes 2091.85 HOPOO1 Hope Works CNDO00452 War
PRO0DO359  MAINT N MUDO01 Judith Mudzengi 17May 2017 Test2.1.0.... 1834.96 Test... Yes 2091.85 HOPOO1 Hope Works CNDO00453 War
PRO0DO360  MAINT N MUDOD1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CND000454 War
PRO0DO381  MAINT N MuDo01 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOO1 Hope Works CNO000455 War
PRO00D0362  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Please pho... 1834.95 Plea... Yes 2091.85 HOPOO1 Hope Works PRI00D0D 166 War
PROODO383  MAINT N MUD001 Judith Mudzengi 17May 2017 procuremen... 1834.96 procu... Yes 2091.85 HOPOO1 Hope Works CND000457 War
PRO0DO364  MAINT N MuDOO1 Judith Mudzengi 17May 2017 Standalone ... 1334.96 Stan... Yes 1451.85 War
PRO0DO386  MAINT N MILOO1 Abigail Milne 17May 2017 v2.1.0.4st.. 5750.00 v2.L... Yes £555.00 War
PRO0D0368  MAINT N MUDOO1 Judith Mudzengi 17May 2017 stock report... 5209.25 stock.. Yes 5833.56 War
PRO0D0389  MAINT N MUDO01 Judith Mudzengi 17May 2017 v2.1.0.4st.. 969.92 v2.L... Yes 1105.71 War
PROO0D0O370  MAINT N MUDO01 Judith Mudzengi 17 May 2017 4500.00 Yes 5130.00 War
PRO0D0O374  MAINT N MuDo01 Judith Mudzengi 18 May 2017 call procure... 809.96 callp... Yes 923.35 HOPOO1 Hope Works CNO000459 War
PRO000377  MAINT N MUDO01 Judith Mudzengi 18 May 2017 Project proc... 5500.00 Proje... Yes 6 270.00 HOPOO1 Hope Works PRJ0000240 War
PROCDO380  MAINT N DuUTo01 Bianca Du Toit 18 May 2017 0.00 No 0.00 War
PROO0D0O381  MAINT N DUT001 Bianca Du Toit 18 May 2017 4500.00 Yes 5130.00 War
PRO0DO386  MAINT N MUDDO1 Judith Mudzengi 18 May 2017 B809.96 Yes 923.35 War
PRO00D03%6  MAINT N DuUToO1 Bianca Du Toit 19 May 2017 430.00 Yes 430,00 HOPOO1 Hope Works War
PROODO3S7  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 1619.92 Yes 1846.71 War
PRO00D0398  MAINT N MUDO01 Judith Mudzengi 19 May 2017 1419.92 Yes 1618.71 War
PROODO400  MAINT N MUDO01 Judith Mudzengi 19 May 2017 200,00 Yes 228.00 War
PRO000D404  MAINT N MUDO01 Judith Mudzengi 19 May 2017 4500.00 Yes 5130.00 War
PROODO405  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 retest 4500.00 retest Yes 5130.00 War
PROO0D0407  MAINT N MUDO01 Judith Mudzengi 18 May 2017 650.00 Yes 713.00 War
PROODO402  MAINT N MUDDO1 Judith Mudzengi 22 May 2017 9 000.00 Yes 10 260.00 War .
: y
Open Windows v | 215ep 2018 i

* The Approval Matrix frame will be expanded to display the
Approval Status details and the authority responsible for the

approval.

Important Note on the Approval Matrix

The Approval Matrix (or framework) facilitates the second step in the Pro-
curement process where the procurement / finance team (e.g. Purchasing
Manager, General Manager) review the purchase requisition and either
Approve or Decline it. Approved requests become Purchase Orders and

declined requests are sent back to the requestor with a reason for rejection.
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Introduction to Purchase Requisitions

ing a more efficient and more accurate process.

Incorporating / Setting up the Approval Matrix ensures that all requisitions

are automatically sent to the appropriate reviewer to be authorised, ensur-

For further information refer to Purchase Centre Requisition Approval.

@ = Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company = u] X
B Home - |CONPYNETE cd b e SO A NN e iics N U N o et O M ek 0 M Yoo S N e o S
OQuXE kMoo 8 C s NN
Add  Edit Delete View Hold  Release & Dedine | Savelayout Workspaces | Print Export | [yew = | Refresh
PRCode PRType | Status EmployeeNumber FirstName LastName EveniDate  Comments  ExdCost  MNotes  SupplerBxist | IncCost CustomerCode | CustomerMame | SourceRef | SourceT]
3 =
» E] PRODDO3S6 MAINT N MUDDDL Judith  Mudzengi  17May 2017 Pleasephon..  1609.96 Nod... Yes 1835.35 HOPOD1 Hope Works  CNODDO4S0  War
Approval Matrix |
| AccessType | CodeDescription | ApprovalCode | Approved | Comment
v
» | PROC General Manager | GNMN o
PROD00IS? MAINT N MUDDDL Judith  Mudzengi 17 May 2017 1609.95 Yes 1835.35 HOPOD1 Hope Works  CNODDO451  War
PROD003SE  MAINT N MUDO0L Judth  Mudzengi  17May 2017 Please pho... 183496 Plea.. Yes 2091.85 HOPOO1 Hope Works  CNODOO452  War
PROD00ISS  MAINT N MUDODL Judith  Mudzengi  17May 2017 Test2.10... 1834.96 Test... Yes 2091.85 HOPOD1 Hope Works ~ CNODDO453  War
PROO003E0  MAINT N MUDOOL Judth  Mudzengi  17May 2017 1700.00 Yes 1700.00 HOPOD1 Hope Works  CNODDO454  War
PROD00IEL MAINT N MUDODL Judith  Mudzengi 17 May 2017 1700.00 Yes 1700.00 HOPOD1 Hope Works ~ CNODDO4SS  War
PROD003EZ MAINT N MUDOOL Judth  Mudzengi  17May 2017 Pleasepho... 183496 Plea.. Yes 2091.85 HOPOO1 Hope Works  PRIDDOOISS  WWar
PROD00IE3  MAINT N MUDODL Judith  Mudrengi  17May 2017 procuremen... 183436 procu.. Yes 2091.85 HOPOD1 Hope Works ~ CNODDO4S7  War
PROO003E4 MAINT N MUDO0L Judth  Mudzengi  17May 2017 Standdlone... 133496 Stan. Yes 145185 War
PROD00IEE MAINT N MILOOL Abigal  Mine 17May 2017 v2.10.4st... 5750.00 v2. 6555.00 War
PROD00EE MAINT N MUDOOL Judth  Mudzengi  17May 2017 stockreport..  5209.26 sto 5938,55 War
PROD00JES  MAINT N MUDODL Judith  Mudzengi  17May 2017 vZ.1.0.4st.. 969.92 v2.1... Yes 1105.71 War
PROO00370 MAINT N MUDOOL Judth  Mudzengi 17 May 2017 4500.00 Yes 5130.00 War
PROO00374 MAINT N MUDODL Judith  Mudzengi  18May 2017 callprocure... 809.96 callp... Yes 923.35 HOPOO1 Hope Works ~ CNODDO453  War
PRO000377 MAINT N MUDOOL Judth  Mudzengi  18May 2017 Projectproc..  5500.00 Proje.. Yes 6270.00 HOPOO1 Hope Works  PRIDDO02H  WWar
PRODD0IB0  MAINT N DUTO0L Bianca  DuToit 18 May 2017 0.00 Mo 0.00 War
PROCO03EL MAINT N DUTO0L fianca  DuToit 18 May 2017 4500.00 Yes 5130.00 War
PROCOD3BE  MAINT N MUDODL Judith  Mudzengi 18 May 2017 809.95 Yes 923.35 war
PROD003Z6 MAINT N DUTO0L gianca  DuTait 19 May 2017 490,00 Yes 490,00 HOPOO1 Hope Works War
PROD00337 MAINT N MUDOOL Judith  Mudzengi 19 May 2017 1619.92 res 184671 wWar
PROO003Z8  MAINT N MUDOOL Judth  Mudzengi 19 May 2017 1419.92 Yes 1618.71 War
PRONNNSON MATNT N MLnnnT Tudith Mudzenni 19 Mav 217 200.00 Yes 278.00 War
s
Open Windows + | |215ep 2018 %

VIEW REQUISITION SOURCE

1. If a purchase requisition is linked to a Call (CN.....) or a Project (PR.....)

the reference number can be found in the Source Ref column.

2. The Customer Code and Customer Name columns will display the

linked customer details.
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= Purchase Requisition Listing - BPO: Version 2.1.0.65 - Example Company = u] X
B Home - |CONPYNETE cd b e SO A NN e iics N U N o et O M ek 0 M Yoo S N e o S
OuXEkr OO R FE
Add  Edit Delete View Hold  Release - | savelayout Workspaces | Print Export | [New - @
PRCode PRType | Status EmployeeNumber FirstName LastName EveniDate  Comments  ExdCost  MNotes  SupplerBxist | IncCost CustomerCode | Customertiame |sourceRef  Jsource]
3 =
» E] PRODDO3S6 MAINT N MUDDDL Judith  Mudzengi  17May 2017 Pleasephon..  1609.96 Mod... Yes 1835.35| HoPOD1 Hope Works | cnoDDO450  |war
PRO0003S7 MAINT N MUDOOL Judith  Mudzengi  17May 2017 1609.96 Yes 1835.35| HOPOD1 Hope Works | cooooas:  fwar
PRODDOISE  MAINT N MUDDDL Judth  Mudzengi  17May 2017 Flease pho... 183495 Plea... Yes 2091.85| Hopoo1 Hope Works | cnoDoo4s2  |war
PROD003SI  MAINT N MUDOOL Judth  Mudzengi  17May 2017 TestZ.LO... 1834.96 Test... Yes 2091.85| HOPOD1 Hope Works | coo04s3  fwar
PROD00IE0  MAINT N MUDODL Judith  Mudzengi 17 May 2017 1700.00 Yes 1700.00| HOPOD1 Hope Works | choDD0454  |war
PROO00ZEL MAINT N MUDOOL Judth  Mudzengi 17 May 2017 1700.00 Yes 1700.00| HoPoO1 Hope Works | cnoooo4ss  fwar
PROD0DIEZ MAINT N MUDODL Judith  Mudzengi  17May 2017 Please pho... 183495 Plea.. Yes 2091.85| HoPoO1 Hope Works  |PRI0D0D166  |War
PRO0003E3  MAINT N MUDOOL Judth  Mudzengi  17May 2017 procuremen..  1834.95 procu. Yes 2091.85| HOPOD1 Hope Works | cNO000457  fwar
PROD00IE4 MAINT N MUDDDL Judith  Mudzenai  17May 2017 Standsione... 133496 Stan. Yes 145185 war
PRO0003ES MAINT N MILOOL Abigal  Mine 17May 2017 v2.10.4st.. 5750.00 vZ.l... Yes 6555.00 war
PRODDOIEE MAINT N MUDDDL Judth  Mudzengi  17May 2017 stockreport 5209.25 5938.55 war
PROD00ZEY MAINT N MUDOOL Judth  Mudzengi  17May 2017 vZ.1.0.4st 969.92 1105.71] war
PROD0D370  MAINT N MUDOOL Judith  Mudzengi 17 May 2017 450000 5130.00 war
PRO000374 MAINT N MUDOOL Judth  Mudzengi  18May 2017 call procure... 809.96 callp... Yes 923.35|HoPOO1 Hope Works | cnoodpess  |war
PROD0D377 MAINT N MUDODL Judith  Mudrenai  18May 2017 Projectproc..  5500.00 Proje.. Yes 6 270.00| Hopoo1 Hope works  |Prooodb240  |war
PROD003E0  MAINT N DUTO01 Bianca  DuToit 18 May 2017 0.00 No 0.00 war
PRODOOIBL  MAINT N puToOL Banca  DuToit 18 May 2017 4500.00 Yes 5130.00 war
PROO003ES MAINT N MUDDDL Judth  Mudzengi 18 May 2017 809.96 Yes 923.35 war
PROD003Z6  MAINT N DUTooL Banca  DuToit 19 May 2017 430.00 Yes 490.00| Hopoo1 Hope Works wiar
PROD003S7 MAINT N MUDODL Judth  Mudzengi 19 May 2017 1619.92 Yes 1846.71] war
PROO0O338  MAINT N MUDOO1 Judith  Mudzengi 19 May 2017 1419.92 Yes 1618.71] e war
PROJOO400  MAINT N MUDDDL Judth  Mudzengi 19 May 2017 200.00 Yes 228.00 war
PRODOD404  MAINT NN MUDODL Judith  Mudzengi 19 May 2017 4500.00 Yes 5130.00 viar
PROD0040S MAINT N MUDDDL Judth  Mudzengi  19May 2017 retest 4500.00 retest Yes 5130.00 war
PRODO0407 MAINT N MUDODL Judith  Mudzengi 19 May 2017 550.00 Yes 713.00 war
PROD0040S  MAINT N MUDDDL Judth  Mudzengi  22May 2017 3000.00 Yes 10 260.00 war
4 5
Open Windows + | |215ep 2018 %

Related Topics

Requisition Items - Add / Edit / Delete
e Item Suppliers - Link / Edit / Remove - incl. Unit Cost
» Requisition Notes - Add / Amend

e Print Purchase Requisition

¢ Requisition Approval

BPO.MNU.053
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