cCOO=
Requisitions - Service Requisition for Shipping Costs

PROCUREMENT

REQUISITIONS - SERVICE REQUISITION FOR
SHIPPING COSTS (QUARANTINE)

After goods have been received into the Quarantine Warehouse, a non- stock
Service Request must be raised, released and approved for the Shipping
Costs to be added to these goods. The subsequent Purchase Order for these
Shipping Costs must be printed before the goods can be revalued and

released from Quarantine.

Ribbon Access: Procurement > Requisitions

ot BPO: Version 2.1.0.71 - Example Company = ] *

Equipment and Location:

@ @u%u;u‘a 2 @,@

Suppiiers || Requisitions | Orders  Expediting  Invoices  Debit Retuns GoodsReceived | Waranties Claims
MNotes Notes

s Service Reporting  Utiities

1. The Purchase Requisition Listing screen will be displayed.
Select the Site

2. Select the site - in this example, Durban is selected.
3. Click on Add.
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#Procurement

Requisitions - Service Requisition for Shipping Costs

= @—g’» Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Company - ] X
Hame Equipment and Locations  Contract  Finance and HR. Inventonf Maintenance and Prejac‘s Manufacmring Procurement  Sales  Service Reporﬁnrgﬁ Utliies — & X
ZXE P00 R B FB[= 10
Edit Delete  View iod  Release 2 e | Savelayout Workspaces Print  Export Nawiv \
ﬂ——..“__e A
4| Current
PRCode PRType  Status EmployesMumber FirstMame Lastame  EventDate Comments  ExcCost Motes  SupplierExist IndCost | SourceTypeDesc  CustomerCode — Custome
¢ -
» PRO0D0356  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Please ph... 1609.96 Nod... Yes 1835.35 Warehouse HOPOO1 Hope
PROODO357  MAINT N MUDDO1 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 Warehouse HOPOOL Hope
PRO0D0358  MAINT N MUD0O1 Judith Mudzengi 17May 2017 Pleasep... 1834.96 Plea... Yes 2091.85 Warehouse HOPOO1 Hope
PRO0OD359  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Test2.L... 183496 Test... Yes 209185 Warehouse HOPOO1 Hope
PRO0D0360  MAINT N MUDDO1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 Warehouse HOPOOL Hope
PROODO361  MAINT N MUDDO1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 Warehouse HOPOO1 Hope
PRO0D0362  MAINT N MUD001 Judith Mudzengi 17May 2017  Pleasep... 1734.96 Plea... Yes 1986.85 Warehouse HOPOO1 Hope
PRO0D0363  MAINT N MUD0O1 Judith Mudzengi 17May 2017 procures 1834.96 procu... Yes 2091.85 Warehouse HOPOO1 Hope
PRO0D0364  MAINT N MUDOO1 Judith Mudzengi 17May 2017 Standalo... 1334.96 Stan.. Yes 1451,85 Warehouse
PRO0DO366  MAINT N MILOOL Abigail Milne: 17May 2017 v2.1.0.4... 5750.00 v2.1... Yes 6 555.00 Warehouse
PROODO363  MAINT N MUD0O1 Judith Mudzengi 17May 2017 stockrep... 5209.26 stock.. Yes 5938.56 Warehouse
PRO0D036S  MAINT N MUD001 Judith Mudzengi 17May 2017 v2.1.0.4... 969.92 v2.1... Yes 1105.71 Warehouse
PRO0DO370  MAINT N MUD0O1 Judith Mudzengi 17 May 2017 4 500,00 Yes 5130,00 Warehouse
PROOD0374  MAINT N MUDDO1 Judith Mudzengi 18 May 2017  call procu... 809.96 callp... Yes 923.35 Warehouse HOPOOL Hope
PRO0D0377  MAINT N MUDOO1 Judith Mudzengi 18 May 2017  Keep prin... 6490.00 Pleas... Yes 7 398.60 Warehouse HOPOO1 Hope
PROODO380  MAINT N DUTO01 Bianca Du Toit 18 May 2017 0.00 No 0.00 Warehouse
PROOD0381  MAINT N DUTO01 Bianca Du Toit 18 May 2017 4 500.00 Yes 5130.00 Warehouse
PRO0D0386  MAINT N MUD0O1 Judith Mudzengi 18 May 2017 809,96 Yes 923,35 Warehouse
PRO0OO0396  MAINT N DUTO01 Bianca Du Toit 19 May 2017 2 490.00 2 Yes 490.00 Warehouse HOPOO1 Hope
PRO0D0397  MAINT N MUD001 Judith Mudzengi 19 May 2017 1519.92 Yes 1846.71 Warehouse
PRO0D0398  MAINT N MUD0O1 Judith Mudzengi 19 May 2017 1419.92 Yes 1618.71 Warehouse .
‘. »
Open Windows ~ | 021ul 2019 %

1. A What type of request is this? screen will pop up.

2. Click on the Service requisition radio button.

3. Click on Accept.
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% = Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Company - ] ®
. Home | Equipmentand Locations Contract  Finance and HR Inventonf Maintenance and Prejac‘s Manufacmring Procurement  Sales  Service Raporﬁng” Utliies — & X
OIXEHPOO M B &%= -0
Add Edit Delete  View Hold  Release Approve  Dedine | Savelayout Workspaces Print  Export New « Refresh
-
PRCode PRType  Status EmployesMumber FirstMame Lastame  EventDate Comments  ExdCost Motes  SupplierExist IndCost | SourceTypeDesc  CustomerCode — Custome
¢ -
PROOO0431  MAINT N MUDOOL Judith Mudzengi  01Jun 2017 980.00 Yes 980,00 Warehouse
PRO0O0433  MAINT N DUTDO1 Bianca  DuTait 05 Jun 2017 %’ 1500.00 Yes 1710.00 Warchouse
PRO0D0434  MAINT N DUTO01 Bianca e = 2 + 3 = =] x 912,00 Work Order HOPOO1 Hope
PRO0DD44Z  MAINT N MUD0O1 Judith B e 5130,00 Warshouse
PRO0DO444  MAINT N MUD0O1 Judith - = 0.00 Work Order WESD01 Westy
PRO0D0452  MAINT N MUDDO1 Judith 1710.00 Work Order BIGDOO1 BigBa
PRO0D0454  MAINT N MUD001 Judith 912,00 Work Order HOPOO1 Hope
PRODD0455  MAINT N MUD0O1 Judith 570.00 Work Qrder DEROO1 Dertor
PRO0D0436  MAINT N MUD0O1 Judith | 1026,00 Work Order
PRO0D045S  MAINT N MILO1 Sarah 166.75 Work Order DEROOL Derto
PROODO4ES  MAINT N DUTO01 Bianca 17.10 Warehouse HOPOO1 Hope
PRO0DD485  MAINT N DUTOO1 Bianca 399.00 Warehouse TIA0OL Titant
PRODO04E6  MAINT N DUT001 Bianca O Partrequisition 712500 Warehouse TIADOL Titan'
PROOD0S523  MAINT N MILOOL Abigail 5 130,00 Warehouse HOPOOL Hope
PRO0D0533  MAINT N MILOOL Abigail EW‘LE requisition 125 580... Warehouse
PRO0D0536  MAINT N MILOO1 Abigail @/v 3662.50 Warehouse
PRO0D0S63  MAINT N MILOO1 Abigail A 5175.00 Contract
PRO0D0S67  MAINT N MILOOL Abigail Mine 14Jan 2019 1200.00 Yes 1440,00 Warehouse
PRO0D0SES  MAINT N MILOOL Abigail Milne: 11Jan 2019 5 500.00 Yes 6 175.00 Warehouse
PRO0DDS75  MAINT N MILOOL Abigail Milne 21 May 2019 150.00 Yes 172,50 Work Order HOPOOL Hope
PRO0DOS76  MAINT N MILOO1 Abigail Milne 21 May 2018 150.00 Yes 172,50 Work Order HOPOO1 Hope _
‘. »
Open Windows ~ | 021ul 2019 %

The Add new Requisition screen will be displayed.

REQUISITION HEADER INFORMATION

1. The requisition header frame will auto populate with most of the rel-
evant details. Most of these are uneditable fields, except the following:

2. Request Date and Time: This will auto populate with the current date
and time.

* Request Date: You can either type in or click on
the drop-down arrow and use the calendar func-
tion to select an alternative date.

* Request Time: You can either type in or use the
directional arrows to select an alternative time

3. Billing Address: This will auto populate with the billing address already

set up on the system.
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* You can click on the search button and select an
alternative address, if required, from the Select

an address for this requisition pop up screen.

£

Add new Requisition - BPO: Version 2,1.0.71 - Example Company

- [m] ®
iHame | Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlities — & X
HO =
Em
Save Back | Savelayout
Proce: Format
Type Maintenance Requisition * Origin Type ¥ | % _DZ
s
dass | Contract Service i Origin B E im
-a0: - Related
Request Datel 0432019 v 12:40:05FM 3 |<—® ooy
Billing Address |2 Lakes Road [ 2] - |+
o Twickenham | ‘
Outer L
Durban -
Phene (g3 200 2000 b Requestor | Abigail Mine -+
Email | gsquires @email.com

Contact Name Dan Sguires

PartCode PartType Desdiption Priofity | WarehouseMame | Quantity UnitCost TaxRate VAT  ExchangeRate SerialNo SupplierCode | SupplierName
T

z ) | E— S | s | —

Requisition Info Sub Total | 0.00
var | .00
Grand Total .00

Open Windows ~ | 02ul2019 s

 Click on the drop-down arrow in the Origin Type field.
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= Add new Requisition - BPO: Version 2.1.0.71 - Example Company - ] X
iHcme | Equipmentand Locations Contract Finance andHR  Inventory  Maintemance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utlites — & X
Ho =
=<
Save  Back | Savelayout |
Prace: 4| Format
=
Type  Maintenance Requisition & Origin Type H‘ 1z
Class | Contract Service - Origin = F\\ |&
Request Date (04102019 +  12:38:42PM = Related
Item
Billing Address | 2 Lakes Road B 4l
Twickenham
Quter
Durban -
Phane (50 200 2000 Reguestor  Abigail Mine Ld b
Email | ooy res@email.com
Contact Name Dan Squires
PartCode PartType Description Priority  WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate  SerialNo SupplierCode | SupplierName
L3
. N | S E— | | S | S S—
Requisition Tnfo Sub Total | 0.00|
vaT| 0.00
Grand Total | 0.0
Open Windows ~ | 021ul 2019 %

1. The Origin Type menu will be displayed.
2. Select from this menu, the origin of this requisition:
* Contract
* Warehouse
* Work Order
In this example, Warehouse has been selected.
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hd Add new Requisition - BPO: Version 2.1.0.71 - Example Company — [m] x
|Home ‘ Equipment and Locations ~ Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service  Reporting  Utlites — & X
=<
Save Back Save Layaut
a| Format -
¥ =
Type |Maintenance Requisition - Origin Type L4 -1 g
Class | Confract Service * Origin | TvPe o4 Description 2
- = = Related |CRT Contract
Request Date |04 Jul 2019 1:24:33PM O Ttem [V/HE Worchouee
Billing Address |2 Lakes Road P oails WKOR Work Order
Twickenham a
Quter
Durban -
Phone (g0 300 2000 Requestor
Email |dequres gemai.com b A
Contact Name Dan Squires
PartCode PartType Description Prigrity | WarehouseName  Quantity  UnitCost TaxRate VAT ExchangeRate | SerialMo SupplierCode | Suppliertame
L]
* e e ) e
Requisition Info Sub Total | 0.00 |
var | 0.00]
Grand Total .00
Open Windows v | 021l 2018 S
° . h . e o .
Click on the search button in the Origin field.
= Add new Requisition - BPO: Version 2.1.0.71 - Example Company - ] ®
‘Hcme | Equipmentand Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X
Sawve  Back Save Layout
Process 4| Format -
Type |Maintznance Requisition = Origin Type | Warehouse ~|* |T:2
Class | Contract Service . Ovigin IEI= i'm"
Request Date (04102019 +  12433PM = Related ‘\
g - . T Item
Billing Address | 2 Lakes Road B 4l
Twickenham 0
Quter
Durban -
Phane (50 200 2000 Reguestor  Abigail Mine Ld b
Email | ooy res@email.com
Contact Name Dan Squires
PartCode PartType Description Priority  WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate  SerialNo SupplierCode | SupplierName
L3
. N | S E— | | S | S S—
Requisition Tnfo Sub Total | .00
vaT| 0.00
Grand Total | 0.0
Open Windows ~ | 021l 2019 7
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1. The Select a warehouse origin for this requisition screen will pop up.

Note: The Select a... screen that pops up will be linked to the Origin Type

selected in the previous step

For example:

i. If Contract Type was selected then the Select a contract ori-
gin for this requisition screen will pop up.
ii. If Work Order Type was selected then the Select a work
order origin for this requisition screen will pop up.
iii. As Warehouse Type was selected then the Select a ware-

house origin for this requisition screen has popped up.

2. Click on the row selector in front of the warehouse that is the origin of
this requisition.
3. Click on Ok.

¥ Add new Requisition - BPO: Version 2.1.0.71 - Example Company = m] 4
| Home | Equipmentand locations  Contract FinsnceandHR  Inventory  Maintemance and Projects  Manufacturing  Procurement  Ssles  Service  Reporting  Utlities — & X
» ®
=l
Save Back | Savelayout
Prace: .| Format ‘
=
Type Maintenance Requisition * Origin Type |Warehouse ¥ | % \E
s
Class | Contract Service * Origin A im
RequestDate [04Ju/2018 =  L2%33PM = Related
Item
Billing Address |2 Lakes Road P als
Twickenham
Quter
Durban -
al =
Phone [529 200 2000 .
il H
Email dsquires@email.com | oo
Contact Name  Dan Squires @ @ @
ok | Back ‘ Save Layout |
PartCode PartType Description Priority | WarehouseMame o |
®
Description IsBinLocation = PCName StoremanName  IsDefault IsStock IsAsset Aute
¢ -
®_> EMamWarahuusa Mo Purchasing Centre  Ed Jones No Yes No t
Off Site Warehouse Mo Purchasing Centre  Chris Haynes  Na Yes Mo 1
|
Gearge Warehouse Mo Purchasing Centre  Chris Haynes No Yes No 1
Cari Warehouse Mo Purchasing Centre  Bianca Du Toit Mo Yes Mo I';
JohnS Boot No Purchasing Centre  Bianca DuTeit  No Yes No r
OTC Whse DBN No Purchasing Centre  Bianca Du Toit No Yes No
Requisition Info ADD Warehouse Mo Purchasing Centre  Bianca DuToit Mo Yes Mo T
Theol Boot Warehouse Mo Purchasing Centre  Theo Peterson Mo Yes No I,
‘. v
Open Windows + | 02Jul 2013 “4

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

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Requisitions - Service Requisition for Shipping Costs

1. Related Item: This field is un-editable.

2. Requestor: This will populate with the person currently logged on to
the system. You can click on the drop-down arrow and select from the
menu an alternative person if required.

3. Requisition Info: Type in any extra information in this text box, if

required. This will pull through to the Procurement Report

¥ Add new Requisition - BPO: Version 2.1.0.71 - Example Company = m] b4
- _} Home | Equipmentand Locations  Contract Finance and R Inventory — Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utliies — & X
Save Back | Savelayout
Praces: 4| Format
Type Maintenance Requisition * Origin Type |Warehouse ¥ | % z
=
dass | Contract Service * Origin_ Main Wiarehouse el Lm
RequestDate 041u2013  ~  L2433PM 5 o_,.....“d“ed
Ttem
Billing Address |2 Lakes Road P als
Tuickenham n
Quter
Durban -
Phone |50 200 2000 Requestor | Abigal Mine /ut
Email dsquires@email.com -
Contact Name  Dan Squires \v/
PartCode PartType Description Priority | WarehouseName  Quantity |UnitCost TaxRate VAT  ExchangeRate SerialNo SupplierCode | SupplierName
?
= N | | E— O | O | — —
Requisition Info SubTotal | 0.0
VAT | .00
Grand Total .00
Open Windows * | 022ul 2019 7

You can now move down to the Parts data grid.

REQUISITION PARTS DATA GRID

e Click in the Part Code text box.
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= Add new Requisition - BPO: Version 2.1.0.71 - Example Company - ] ®
1Hcme | Equipmentand Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X
=
=l
Sawve  Back Save Layout
Process Format
Type Maintznance Requisition & Origin Type |\Warehouse - |[* ;2
=
Class | Contract Service * Origin | Main Warehouse Pl i:"'"
RequestDate 04312019+  1:24:33PM & Rekireit
g - . T Item
Billing Address | 2 Lakes Road B 4l
Twickenham ]
Quter b
Durban -
Phane (50 200 2000 Reguestor  Abigail Mine Ld b
Email | ooy res@email.com
Contact Name Dan Squires
PartCode  + PartType Description Prigrity  WarehouseMame Quantity UnitCost TaxRate VAT  ExchangeRate SerialNo SupplierCode | SupplierName
L3
1
Requisition Tnfo Sub Total | .00
vaT| 0.00
Grand Total | 0.0
Open Windows ~ | 021ul 2019 %

1. An ellipsis button will be revealed.

2. The following fields will auto populate:
* Part Type: This will auto populate with SERV.

* Priority: This will auto populate with 3.
* Quantity: This will auto populate with 1 but can be edited.

e Unit Cost: This will auto initially populate with 0.00 but

can be edited.
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= Add new Requisition - BPO: Version 2.1.0.71 - Example Company - ] ®
1Hcme | Equipmentand Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X
Sawve  Back Save Layout
Process 4| Format
Type Maintznance Requisition & Origin Type |\Warehouse - |[* ;2
=
Class | Contract Service * Origin | Main Warehouse Pl i:"'"
RequestDate 04312019+  1:24:33PM & Rekireit
g - . T Item
Billing Address | 2 Lakes Road B 4l
Twickenham 0
Quter
Durban -
Phane (50 200 2000 Reguestor  Abigail Mine Ld b
Email | ooy res@email.com
Contact Name Dan Squires
PartCode  + PartType Description Prigrity  WarehouseMame Quantity UnitCost TaxRate VAT  ExchangeRate SerialNo SupplierCode | SupplierName
L3
1 [ 2= 3 .00 0.00
Requisition Tnfo Sub Total | .00
vaT| 0.00
Grand Total | 0.0
Open Windows ~ | 021ul 2019 %

1. Click on the ellipsis button.
2. A Select an item pop up screen will appear.
3. Click on the row selector in front of the item you wish to add.
* In this example, you are going to be selecting Shipping
Costs.
4. Click on Ok.

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

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Requisitions - Service Requisition for Shipping Costs

= Add new Requisition - BPO: Version 2.1.0.71 - Example Company - ] X
| Home | Equipmentand Locations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies  — [ 4

HOo X

Sawve  Back Save Layout

4| Format . ‘

Prace:
Type Maintenance Requisition & Origin Type |\Warehouse - i%
Cass {ERirackieie ke Origin | Main Warehouse o= ifw{
Request Date (04102019 +  12433PM = “El]“t::
Billing Address |2 Lakes Road B 4l
Twickenham
Outer
,@,,7 #f Selecta — (el
Phane (50 200 2000 e - =
T
Contact Name |Dan Squires @ @ E
ok Back Save Layout
PartCode  + PartType Description SupplierCode | SupplierName
L3
T sery
ServiceC... v | ServiceDescription Type Class  Rate Units  TaxType TaxCode
¢ PR
TOLL Toll Fee EXT SER. 250,00 ea VAT 1A Il
TEST Test Service INT SER 250.00 ea VAT 1
STCD Short Term Contract Deposit ~ EXT SER. 10.00 ea VAT 1 i
c = HSHIPCOST Shipping costs EXT SER 0.00 ea VAT 1
SET Settlements INT SER 500,00 ea VAT i
Retest Retest INT SER. 150.00 ea AT 1
Requisition Info PRI Printing INT  SER  350.00 ea VAT 1 0.00
MYS Meter Yield Short Fall INT SER 500.00 ea VAT 1 0.00 !
: ’,WRF Machine Replacement Fee INT REP IQU.D? ea VAT i ] ¥ 0.00 i
Open Windows ~ | 021l 2019 %

The following fields will now populate:

Part Code: This will populate with the code of the part selected
in the previous step.

* Description: This will populate with the description of the part
selected in the previous step.

e Unit Cost: If thereis a Primary Supplier set up on this part then
this field will populate with the unit cost of the of the part as set
by that supplier.

e Tax Rate: This field will populate with the current VAT rate.

e VAT: If thereis a Primary Supplier set up on this part then this
field will populate with the VAT amount of the total part cost.

* Supplier Code: If there is a Primary Supplier set up on this part

then this field will populate with the code of that primary supplier.
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* Supplier Name: If there is a Primary Supplier set up on this part

then this field will populate with the name of that selected sup-
plier.

1. Note about Exchange Rate: This field will only populate if:
i. The currency of the Primary Supplier set up is different to your
company currency as set up in BPO2.
ii. If you manually select a supplier for this part and the currency of

that supplier is different to your company currency as set up in
BPO2.

2. Click on the ellipsis button.

L Add new Requisition - BPQ: Version 2,1.0.71 - Example Company m] *
iHume | Equipment and Locations ~ Confract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utiiies — & X
» &
=<
Save Back | Savelayout
Process Format
Type Maintenance Requisition * Origin Type |Warehouse - (* g
=
Class | Contract Service * Origin | Main Warehouse il i:mn
RequestDate 04Ju/2018 =  L2%33PM = Related
Ttem
Billing Address |2 Lkes Road 2 .+
Twickenham \
Quter 3
Durban -
Phone: (550 300 2000 Regquestor | Abigail Mine -
Email dsquires@email.com
Contact Name Dan Squires
PartCode + PartType Description Priority  WarehouseName Quantity UnitCost TaxRate VAT ExchangeRate | SerialNo  SupplierCode  SupplierName
®
+ [&]sHipcosT ISERV IShimeg costs I 3 1.nn| 150.nn| 15.nn| 22.50 |seroo1 [ sprint DistributorsLocal |
Requisition Tnfo Sub Total | 0.00
vaT| 0.00
Grand Total .00
Open Windows ~ | 023ul 2013 %

1. The Item Suppliers data grid will be expanded.
* Note: You can follow the process to add and/or edit Items

Supplier details in this data grid, if required.
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SAVE SERVICE REQUISITION

2. When you are finished adding and/or editing the details in this screen,

click on Save.

- Add new Requisition - BPO: Versian 2.1.0.71 - Example Company - O X

| Home | Equpmentandlocations Contract FinanceandHR  Inventory MaintenanceandProjects Manufachuring  Procurement Sales  Service  Reportng  Utliies — & X

@

Back ‘ Save Layout |

Type Maintenance Requisition % Origin Type Warehouse haii Fg
5
Class Contract Service * Origin | Main Warshouse Ry ["‘n
RequestDate 04102018  ~|  1:2433FM = Related
Item
Billing Address 2 Lekes Road P -+
Twickenham 0
Outer
Durban -
Phone 40 200 2000 Requestor | Abigal Mine -
Email | gsquires @email.com
Contact Name Dan Squires
PartCode 4 PartType ,Desmpnnn Priority WarehouseName Quantity UnitCost TaxRate VAT  ExchangeRate SerialNo SupplierCode | SupplierName
’ J
» Bl SHIPCOST  SERV Shipping costs 3 100 15000  15.00 22.50 SPRODL Sprint Distributors Local
Ltem Suppliers |
. SupplierCode Supplieriiame SelectedSupplier | UnitCost | Currency ¥ TaxRate ExchangeRate | LeadTme QuantityPerlOP  UnitOfurchase MinimumOrderQty | Supplier]]
¥ SPRODL Sprint Distributors Local  Yes 150.00  South African Rand 15.00 1.00 1.00 100 ea 1.00
. = s o |
i - g
*
Reqidmtis Sub Total ‘ 0.00
VAT 0.00
Grand Total 0.00
Open Windows ~ | 021ul 2018 %

1. A Requisition Processing message box will pop up informing you that;
* Requisition No. [ ] saved successfully.
2. Click on OK.
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Add new Requisition - BPO: Version 2.1.0.71 - Bxample Company - m] X
| Home | Equipmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects Manufacturing  Procurement Sales  Service Reportng  Utiies — & X

HO X

Contact Name Dan Squires

Save Back | Savelayout
Pracess Format
Type Maintenance Requisition = i Origin Type Warehouse = rg
3
Class Contract Service Requisition Processing b Origin  Main Warehouse Ak [”'n
RequestDate 04102015 v | | L2433FM = Related
Ttem
Billing Address |2 Lakes Road P = s
g, Tickethian 1 Requisition No. PRO000G11 saved successfully.
Quter i
Durban -
Phone | 530 200 2000 Q_., [Requestor | Abigai Mine -
Email | gequires@emai. com

PartCode + PartType Description Priority ~ WarehouseName Quantity UnitCost TaxRate VAT ExchangeRate  SerialNo SupplierCode  SupplierName
°
» (B SHIPCOST  SERV Shipping costs 3 1.00 150.00 15.00 22.50 SPROO1 Sprint Distributors Local
Ttem Suppliers |
 SupplierCode SupplierName SelectedSupplier | UnitCost  Currency TaxRate ExchangeRate |LeadTime QuantityPerUOP  UnitOfPurchase  MinimumOrderQty | Supplierl|
» SPROO1 Sprint Distributors Local  Yes 150.00 South African Rand 15.00 1.00 1.00 1.00 ea 1.00

* L -
* j—-_—-“n_-

Requisition Info Sub Total 0.00
Grand Total 0.00

Open Windows = | 023ul2019

PRINT SERVICE REQUISITION

(not required)

1. A Report Generation message box will pop up asking;
* Do you want to print the requisition [ ].
2. For the purpose of this manual we have selected Yes.
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i Add new Requisition - BPQ: Version 2.1.0.71 - Example Company — m] ®
| Home | Equipmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects Manufacturing  Procurement Sales  Service Reportng  Utiies — & X
Save  Back | Savelayout .\.
Report Generation
Pracess 4| Format .
Type Maintenance Requisition * | Do you want to print the requisition PRODD0E117 Origin Type Warehouse e rg
3
Class Contract Service * Origin | Main Warehouse R* E
74: - Related
RequestDate 041u2019  ~| |[L24:33PM 3 ‘—» T no | i
Billing Address |2 Lakes Road P =
Twickerham 1
Outer .
Durban -
Requestor  Abigail Mine i 2

Phone (550 200 2000

Email doqjres@email.com

Contact Name Dan Squires

PartCode + PartType Description Priority ~ WarehouseName Quantity UnitCost TaxRate VAT ExchangeRate  SerialNo SupplierCode  SupplierName

¥

» B SHIPCOST  SERV shipping costs 3 1.00 150.00 15.00 0 22.50 SPROO1 Sprint Distributors Local
Ttem Suppliers |
2 SupplierCode SuppliertName SelectedSupplier | UnitCost | Currency Taxfate ExchangeRate |leadTime  QuantityPerlOP | UnitOfPurchase | MinimumOrderQty | Suppierl|
» SPROO1 Sprint Distributors Local  Yes 150.00 South African Rand 15.00 1 DD. 1.00 1.00 ea 1.00

* AN S S e I A () E T A
* mnn—_

| 023ul2019 7

Open Windows *

The Report Preview screen will be displayed.

1. Here you can see that Shipping Costs is in the Item Description
2. From this screen you can View, Print, Export or Email this requisition.

3. Close the preview screen when you are done.
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cCOO=
Requisitions - Service Requisition for Shipping Costs

e — e ][ x
File View Background r
B 5 EH S E0E N DA ][ -] 0B @ -el+—@

&l : Purchase Requisition
H Example Company
StreetMoand Road Name PO Box1234
Area Mew Town
City Durban
South Africa South Africa
000ag 1234
RegMNo.: 0000000asad4521 Fax No.: 031124545
VATNo.: 0000000 Tel No.: 0311234567
Document Ref.: PRO000611
Date : 04 Jul 2019
Type: MAINT
Status : N
1 Site : Durban
‘Requestor: MILO01 Abigail Milne
;Email: Jimmy@company.coza Department: Sales
iTel No.:
| Supplier Code  Item Code Item Description Currency Unit Cost Qty Per UOP  Qty Cost i
1 SPRO01 SHIPCOST Shipping costs ZAR 150.00 1.00 1.00 i50.00
Page 1 of 1 100% (=) { | (O]

1. You will return to the Purchase Requisition Listing screen.

RELEASE SERVICE REQUISITION

2. Select the newly raised requisition.

3. Click on Release.
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Requisitions - Service Requisition for Shipping Costs

= @—p Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Company - O X
| Hore [lResiio ibelde BORE s d IS el R Pl s e S e o B eeen R e B e B o B el SR
© rFloeo @ B 8%~ -a
Add  Edit Delete View Release = D Print  Export | [new | Refresh
PRCode ~ PRType  Status EmployeeNumber FirstName |LastName |EventDate Comments | ExdCost Notes | SupplierExist | IndCost  SourceTypeDesc |CustomerCode  CustomerNams
S -
E PROODOG11  MAINT N MIL0D1 Abigail Milne: 04 Jul 2019 150,00 Yes 172,50 Warehouse
PROD00610  MAINT N MIL001 Abigail Milne 04 3ul 2019 800.00 Gene... Yes 520,00 Work Order HOPOO1 Hope Work
PROOD0S33  MAINT N MILDO1 Abigail Milne 02 Jul 2019 500.00 Yes 575.00 Warehouse
PRODO0OS77  MAINT N MIL001 Abigail Milne 21 May 2018 800.00 Inspe... Yes 800,00 Work Order BETDO01 Betties Sur
@PROODOS% MAINT N MILDD1 Abigail Milne 21 May 2018 150.00 Yes 172,50 Wwork Order HOPOD1 Hope Wark
PRO0D00OS75 ~ MAINT N MIL0O01 Abigail Milne 21May 2018 150.00 Yes 172,50 \work Order HOPOO1 Hope Work
PROO0DSEE  MAINT N MIL0D1 Abigail Milne: 11 Jan 2019 5500.00 Yes 6175.00 Warehouse
PRO0D00S67  MAINT N MIL001 Abigail Milme 14 Jan 2019 1200.00 Yes 1440.00 Warehouse
PROODDSEZ  MAINT N MILDD1 Abigail Milne 23 Nov 2018 4 500.00 Yes 5175.00 Contract
PRODDD536  MAINT N MILOD1 Abigail Milne 07 Sep 2018 3250.00 Yes 3662.50 Warehouse
PRO0D00S33  MAINT N MIL001 Abigail Milne 28 Aug 2018 109 200.00 Yes 125 580... Warehouse
PROD0DS23  MAINT N MILOO1 Abigail Milne: 26 Apr 2018 4 500.00 Yes 5130,00 Warehouse HOPOO1 Hope Waork
PRO0D00486  MAINT N DUT001 Bianca Du Toit 26 Oct 2017 6250.00 Yes 7125.00 Warehouse TIA001 Titan Grou
PROODO485  MAINT N DUTO01 Bianca Du Toit 26 Oct 2017 350,00 Yes 399,00 Warehouse TIADO1 Titan Grou|
PRODO0466  MAINT N DUT001 Bianca Du Toit 25 Jul 2017 15.00 Yes 17.10 Warehouse HOPOO1 Hope Work
PROODO453  MAINT N MILO1 Sarah Mider 13 Jul 2017 145.00 Yes 186.75 \Work Order DEROO1 Derton Tet
PROD00D456  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 900.00 Yes 1026.00 Work Order
PRODOO455  MAINT N MUDOD1 Judith Mudzengi 05 Jul 2017 500.00 Yes 570.00 Work Order DEROO1 Derton Tet
PROD00O454  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 800.00 Yes 912,00 Work Order HOPOO1 Hape Work
PROO0O452  MAINT N MUDO01 Judith Mudzeng 04 Jul 2017 1500.00 Yes 1710.00 Work Order BIGOOOL Big Bargair
PROCO0444  MAINT N MUDO01 Judith Mudzengi 15 Jun 2017 0.00 Yes 0.00 Work Order WES001 Westwood .
4 »
Open Windows ¥ | | 023ul2015 y

1. A Requisition - Process message box will pop up informing you that;
* The requisition no. [ ] has been released successfully.
2. Click on OK.
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= Requisitions - Service Requisition for Shipping Costs

% - Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Campany - O X
S rone [estaeriintso s BN e ool R e s es o e M s B e oneo B oo i I r R e
OUXE IProo B B @3 -o
Add  Edit Delete View Release Approve Dedine | Savelayout Workspaces | Print  Export | [new v Refresh
PRCode ~ PRType Status EmployeeNumber/ Firsthiame | LastName | EventDate  Comments ExcCost  Notes | SupplierExist |IndCost  SourceTypeDesc | CustomerCode  CustomerNam
= -
» [ PROODOGIL MAINT N MILODL é Abigail  Mine 0430l 2013 150.00 Yes 172,50 Warehouse
PROODOGI0 MAINT N i v 800.00 Gene... Yes 920.00 Work Order HOPOD1 Hope Work
PRODDOSS3  MAINT N 500.00 Yes 575.00 Warehouse
PROODOS77  MAINT N 800.00 Inspe... Yes 800.00 Work Order BETO001 Betties Sur
PROODOSTE  MAINT N o ID:;?:;'.‘E.';W o- PRODOOEIT, s been released 150.00 Yes 172.50 Work Order HOPOO1 Hope Waork
PROODOS7S  MAINT N 150.00 Yes 172,50 Work Order HoPOD1 Hope Work
PRODDOSES  MAINT N 5 500.00 Yes 6175.00 Warehouse
PRODO0SS7 MAINT N @ | OF | 1200.00 Yes 1440,00 Warehouse
PROODOSEZ  MAINT N MILO0T Abigal | Mine 23 Nov 2018 4500.00 Yes 5175.00 Contract
PRODDOS36  MAINT N MILODL Abigal  Mine 07 Sep 2018 3250.00 Yes 3662.50 Warehouse
PRODDOS33  MAINT N MILODL abigal  Mine 28 Aug 2018 109 200.00 Yes 125 580... Warehouse
PRODD0S23  MAINT M MILODL Abigal  Mine 26 Apr 2018 4500.00 Yes 513000 Warehouse HoPOD1 Hope Work
PROO0O4SS  MAINT N DUT001 Bianca  DuToit 26 0ct 2017 6 250.00 Yes 7125.00 Warehouse TIA0OL Titan Grou
PROODO485  MAINT N DUTO01 Bianca Du Toit 26 Oct 2017 350,00 Yes 399,00 Warehouse TIADO1 Titan Grou|
PRODDO4SE  MAINT N DUTO01 Banca  DuToit 253ul 2017 15.00 Yes 17.10 Warehouse HOPOO1 Hope Work
PROO00453  MAINT N MILO1 Sarah Milder 13 Jul 2017 145.00 Yes 166,75 Work Order DERDO1 Derton Tet
PRODDOSSE  MAINT N MUDOD1 Judith Mudzengi 05 ul 2017 500.00 Yes 1026.00 Work Order
PRODOO455  MAINT N MUDOD1 Judith Mudzengi 05 Jul 2017 500.00 Yes 570.00 Work Order DEROO1 Derton Tet
PRODD0SS4  MAINT N MUDOD1 Judith Mudzengi 05 Jul 2017 800.00 Yes $12.00 Work Order HoPOD1 Hope Work
PROODO4S2  MAINT N MUDOD1 Judith Mudzengi  043ul 2017 1500.00 Yes 171000 Work Order BIGO00L Big Bargair
PROOD0S44  MAINT N MUDOD1 Judith Mudzengi 15 Jun 2017 0.00 Yes 0.00 Work Order WES001 Westwood _
1 5
Open Windows ¥ | | 023ul2015 y

1. The selected requisition will be removed from this screen where the
status is set to New.

2. Click on the drop-down arrow in the status field to bring up the Status
Description list.

3. Select Released.
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= Purchase Requisition Listing - EPO: Version 2.1.0.71 - Example Company - o X
Home | Equipmentandlocatons Contract FnanceandHR Inventory Maintenance andProjects Manufacturing  Procwrement Sales  Service . Reporng  Utiites — & X
Add  Edt Delete  View Hold  Release e D Savelayout Workspaces | Print Export NEN—H
_ T Status ¢ StatusDesc
S N e
R Released |
A Approved
PRCode ~ [PRType  Status  EmployeeMumber FirstName LastName  EventDate | Comments  ExdCost [c E:::g leDesc | CustomerCode | Customerham|
1 D Dedined &
¥ PRUUUUEIUQWI‘?@MILUUI Abigail Milne: 04 Jul 2019 800.00 ¢ r HOPOO1 Hope Work
PRO000S93  MAINT M MILDO1 Abigail Milne 02 Jul 2019 500,00 x
PROD00OS77  MAINT N MIL001 Abigail Milne 21May 2019 800.00 Inspe... Yes 800.00 Work Order BET0001 Betties Sur
PRO00DS76  MAINT M MILDO1 Abigail Milne 21May 2018 150.00 Yes 172.50 Work Order HOPOD1 Hope Waork
PROD00D575  MAINT ] MILOO1 Abigail Milne 21May 2018 150.00 Yes 172.50 Work Order HOPOO1 Hope Work
PRO000SS8  MAINT M MILDO1 Abigail Milne 11Jan 2019 5 500.00 Yes 6175.00 Warehouse
PRODO0O567  MAINT N MILOO1 Abigail Milne 14 Jan 2019 1200.00 Yes 1440.00 Warehouse
PRO000583  MAINT N MILOO1 Abigail Milne 23 Nov 2018 4 500.00 Yes 5175.00 Contract
PRODDD536  MAINT N MILOO1 Abigail Milne 07 Sep 2018 3250.00 Yes 3662.50 Warehouse
PROD00D533  MAINT N MILOO1 Abigail Milne 28 Aug 2018 109 200.00 Yes 125 580... Warehouse
PRO00D523  MAINT N MILOD1 Abigail Milne: 26 Apr 2018 4 500.00 Yes 5130.00 Warehouse HOPOD1 Hope Work
PRODO0D486  MAINT N DuUTo01 Bianca Du Toit 26 Oct 2017 6250.00 Yes 7125.00 Warehouse TIA0D1 Titan Grou
PROD00D485  MAINT N DUT001 Bianca Du Toit 26 Oct 2017 350.00 Yes 399.00 Warehouse TIA0D1 Titan Grou
PRO0ODO4G6  MAIMT N DUTO01 Bianca Du Toit 25 Jul 2017 15.00 Yes 17,10 Warehouse HOPQO1 Hope Work
PROD00459  MAINT N MILO1 Sarah Milder 13 Jul 2017 145.00 Yes 166.75 Work Order DEROO1 Derton Tec
PRO0D0456  MAINT N MUDOD1 Judith Mudzengi 05 Jul 2017 900.00 Yes 1026.00 Wark Order
PRO0O00455  MAINT N MUD0D1 Judith Mudzengi 05 Jul 2017 500.00 Yes 570.00 Work Order DEROO1 Derton Tec
PRO00D454  MAINT N MUD0D1 Judith Mudzengi 05 Jul 2017 800.00 Yes 912.00 Work Order HOPOD1 Hope Work
PRODO0D452  MAINT N MUD0D1 Judith Mudzengi 04 Jul 2017 1500.00 Yes 1710.00 Wark Order BIGOOD1 Big Bargair
PRO000444  MAINT N MUD001 Judith Mudzengi 15 Jun 2017 0.00 Yes 0.00 Werk Order WESD01 Westwood
PRODOD442  MAINT N MUDOD1 Judith Mudzengi 15 Jun 2017 4 500.00 Yes 5130.00 Warehouse =
‘4 »
Open Windows v "EIZ Jul 2019 s

1. The Listing screen will now display all the requisitions in the Released

status.

APPROVE SERVICE REQUISITION

2. Select the requisition created for shipping costs.
3. Click on Approve.
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= Requisitions - Service Requisition for Shipping Costs

@ - Purchase Requisition Listing - BPO: Versian 2.1.0.71 - Example Company - O X

| Home | Equipmentandlocaions  Contract FinanceandHR  Invenlory Maintenance andProjects  Manufactiring  Procurement  Sales  Service Reporting  Utlites — & X
| i = P [E=[E) e ‘7I_\| T E— AT
i&hf k Lﬁ B [Diban -] 4
PHQ @ @ @ =] =] o

777;‘ & 1 \l:
Hold  Felease |Approve | Dedine | Savelayout Workspaces
Frocess . | Format 4|

Add Edit Delete  View
PRCode ~ PRType  Status EmployeeNumber FirstName |LastName |EventDate Comments | ExdCost Notes | SupplierExist | IndCost

Print  Export ‘

Maintain Print A

SourceTypeDesc | CustomerCode  CustomerMamd

7
E PROODOG11  MAINT

R MILOO1 Abigail Mine 04 Jul 2013 150,00 Yes 172,50 Warehouse
PRO0D00535  MAINT R MIL001 Abigail Milne 02 Jul 2019 500.00 Yes 575.00 Warehouse
PROODDS34  MAINT R MILDO1 Abigail Milne 02 Jul 2019 8000.00 Yes 9200.00 Warehouse WES001 Westwood D.,
PRODO0S81  MAINT R MIL001 Abigail Milne 28 May 2018 197.40 Yes 197.40 Warehouse
PROO0DS80  MAINT R MILDD1 Abigail Milne 28 May 2018 500.00 Yes 500.00 Warehouse
PRO0D00S50  MAINT R MIL001 Abigail Milne 255ep 2018 1700.00 Yes 1955.00 Contract

Open Windows ¥

| 022ul2019 -

1. A Process Validation message box will pop up asking;

e Are you sure that you want to authorise requisition [ ]?
2. Click on Yes.
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= Requisitions - Service Requisition for Shipping Costs

@ - Purchase Requisition Listing - BPO: Versian 2.1.0.71 - Example Company - O X

| Home | Eguipmentand Locations  Contract Financeand HR  Inventory  Mainterance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X

OUXEHP OO @M B &%~ -

Add  Edit Delete View | Hold = Approve Dedine

Print  Export | |Released +| Refresh

SaveLayout  Workspaces

Process: Format Print Current

Maintain i

PRCode ~ PRType  Status EmployeeNumber FirstName |LastName |EventDate Comments | ExdCost Notes | SupplierExist | IndCost  SourceTypeDesc |CustomerCode  CustomerNamd

3 PRODOOG11  MAINT R MIL0D1 Abigail Milne: 04 Jul 2019 150,00 Yes 172,50 Warehouse
PRO0O00DSSS  MAINT R MILO01 Abigail Milne 02 Jul 2013 500.00 Yes 575.00 Warehouse
PROODDS34  MAINT R MILDO1 Abigail Milne 02 Jul 2019 8000.00 Yes 9200.00 Warehouse WES001 Westwood D.,
PRO0D00S81  MAINT R MILO01 Abigail Milne 28 May 2019 197.40 Yes 197.40 Warehouse
PROO0DS80  MAINT R MILDD1 Abigail Milne 28 May 2018 500.00 Yes 500.00 Warehouse
PROOD0DS50  MAINT R MILO01 Abigail Milne 25 5ep 2018 1700.00 Yes 1955.00 Contract

@—-r

Open Windows v | 022ul2019 -

1. A Requisition - Process message box will pop up informing you that;
e Authorisation for requisition no. [ ] has been successful.
2. Click on OK.
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g Requisitions - Service Requisition for Shipping Costs

= Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Company - O X
| Home | EguipmentandLocations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlitles — & 02X
Al ad M N EE B gy A
d mm | A
O XE Proo ’ B TR [ &
Add  Edit Delete View Hold Fecless= Approve Dedine | Savelayout Workspaces | Print  Export | |peleased + | Refresh
PRCode ~ PRType  Status EmployeeNumber FirstName |LastName |EventDate Comments | ExdCost Notes | SupplierExist | IndCost  SourceTypeDesc |CustomerCode  CustomerNams
4
3 PRODOOG11  MAINT R MIL0D1 Abigail Milne: 04 Jul 2019 150,00 Yes 172,50 Warehouse
PRO0D00555  MAINT R MIL001 Abigail Milne 02 Jul 2019 500.00 Yes 575.00 Warehouse
PROODDS34  MAINT R MILDO1 Abigail Milne 02 Jul 2019 8000.00 Yes 9200.00 Warehouse WES001 Westwood D.,
PRODO0S81  MAINT R MIL001 Abigail Milne 28 May 2018 197.40 Yes 197.40 Warehouse
PRODODS80  MAINT R MILOO1 Abigail Mine 23 May 2018 500.00 Yes 500.00 Warehouse
PRO0D00S50  MAINT R MIL001 Abigail Milne 255ep 2018 1700.00 Yes 1955.00 Contract
Proi X
Authorisation for requisition no. PROD0DE11, has been
successful.
1 v
Open Windows ¥ 02 Jul 2015 y

VIEW GENERATED SERVICE PURCHASE ORDER

1. A View Purchase Orders message box will pop up asking;
* Do you wish to view the new purchase orders?
2. Click on Yes.
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cCOO=
Requisitions - Service Requisition for Shipping Costs

= Purchase Requisition Listing - BPO: Version 2.1.0.71 - Example Company - O X
| Home | EguipmentandLocations Contract FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlitles — & 02X
' " | v = ™| A o [E=me] 2. - YT SE— A
i L = = X
= o= -

OQuXEkProo 8 B e G

Add  Edit Delete View Hold Fecless= Approve Dedine | Savelayout Workspaces | Print  Export | |peleased + | Refresh

Maintain Process i Format " Print i Current

PRCode ~ PRType  Status EmployeeNumber FirstName |LastName |EventDate Comments | ExdCost Notes | SupplierExist | IndCost  SourceTypeDesc |CustomerCode  CustomerNams
4
3 PRODOOG11  MAINT R MIL0D1 Abigail Milne: 04 Jul 2019 150,00 Yes 172,50 Warehouse

PRO0D00555  MAINT R MIL001 Abigail Milne 02 Jul 2019 500.00 Yes 575.00 Warehouse

PROODDS34  MAINT R MILDO1 Abigail Milne 02 Jul 2019 8000.00 Yes 9200.00 Warehouse WES001 Westwood D.,

PRODO0S81  MAINT R MIL001 Abigail Milne 28 May 2018 197.40 Yes 197.40 Warehouse

PRODODS80  MAINT R MILOO1 Abigail Mine 23 May 2018 500.00 Yes 500.00 Warehouse

PRO0D00S50  MAINT R MIL001 Abigail Milne 255ep 2018 1700.00 Yes 1955.00 Contract

Do you wish to view the new purchase orders?
@—b Yes No

1 v
Open Windows ¥ | | 023ul2015 y

1. The Purchase Orders for Requisition [ ] screen will be displayed.
2. Here you can view the newly created Purchase Order for the Shipping
Costs.

PRINT SERVICE PURCHASE ORDER

(required)

3. This must be printed to activate goods receiving against this purchase

order. (In this case you are receiving Services - Shipping Costs.)
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cCOO=
Requisitions - Service Requisition for Shipping Costs

i o—ypumha;e Orders for Requisition PROC0DE1T - BPC: Version 2.1.0.71 - Example Company - m] X
| Home | Equipmentandlocations ~Contract FinanceandHR  Inventory Maintenance andProjects  Manufacturing  Procurement Sales  Service Reportng  Utiies — & X
=] &y A e | —— 2
= & - 5 Durban -
g * - E L Lﬁ =] o
viewOrder  Delete | g Save Layout  Workspaces Print Export| New ~| Refresh
Maintain | Format Print \4\0 Current
Links a
ter text to seard L
POCode POType POClass | ItemType | OriginatorType | OriginCode OriginDesc Status RequestorName  SupplierCode | SupplierName Evd]
Functions L4
» PODOODSZ7 MAINT  SUPPLIER WHSE Main Warehouse  Main Warehouse N Abigail Mine SPROOT Sprint Distributors Local 04"
“ v
Open Windows * | | 023ul 2019 %

1. A Report Generation message box will pop up asking;
e Do you want to print the purchase order [ ]?
2. Click on Yes.
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e Requisitions - Service Requisition for Shipping Costs

- Purchase Orders for Requisition PROJ00G11 - BPO: Version 2.1.0.71 - Example Company - [u] > 4
| Home | Equipmentandlocaions Contract FinanceandHR  Inventory Maintenance and Projects  Manufactring  Procrement Sales  Service Reporting  Ubities — & X

% x & Approve ‘

(&

“E’E Durban -l S

View Order Delete &9 Dedine Savelayout Workspaces Print  Export New ~ Refresh
Waintain 4| Format Print a Current
POCode POType | POClass  ItemType OriginatorType | OriginCode OriginDesc. Status | Requestorbame | SupplierCode | SupplierName Eve
Functions L]
» PO0000527 MAINT SUPPLIER WHSE Main Warehouse Main Warehouse N Abigail Milne SPROO1 Sprint Distributors Local 04

.——» Report Generation

Do you want to print the purchase order PO00005277

e'_b,'“ _' Mu:

Open Windows ~ | 023ul2018 5

1. A select the option as desired screen will pop up.
2. Select Print Order.
3. Click on Accept.
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% - Purchase Orders for Requisition PRODODGT1 - BPO: Version 2.1.0.71 - Example Company - o > 4

| Home | Equpmentandlocations Contrect FinanceandHR  Inventory  Meintenonce andProjects  Menufactiring  Proarement  Sales  Service  Reporting  Utlities — & X

View Order Delete Print  Export New ~ | Refresh

— a == S
= XK | 8woe al E [ ‘E’EI Durban - S
Col chol TNew |

&9 Dedine Save Layout Workspaces | Fr
WMaintain Process Farmat Print . Current
Links o
Enter text tosearch... 2
FOCode POType  POClass  ItemType OriginatorType | OriginCode OriginDesc Status  Requestortiame  SupplierCode  Supplieriiame Eve
Functions L]
» POD000S27 MAINT  SUPPLIER WHSE Main Warehouse  Main Warehouse N Abigail Mine SPROO1 Sprint Distributors Local - 04
Notes
Home |
Addresses i-i ,-—i
Accept | cancel
..__‘
L STUCHES Processing 4

rint Order
() Email Order

() Print and Email Order

Open Windows ~ | 023ul2018 i

The Report Preview screen will be displayed

1. Here you can see that 'Shipping Costs' has pulled through on the Item

Code and Description.
2. From here you can; ViewPrintEmail and Export the purchase order.

3. Close the Preview screen when you are done.
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cCOO=
Requisitions - Service Requisition for Shipping Costs

(V:) . — (o=
File View Background ¥
N mEHEDE DA -] B G- =] -

i 4
/ Purchase Order
" Example Company
j:‘ StreetMoand Road Name POBox1234
o Area MNew Town
@
e City Durban
South Africa South Africa
ooog 1234
RegNo.: 0000000asad4521 Fax No.: 031124545
VATNo.: 0000000 TelNo.: 031123 4567
Document Ref.: PO0000527
Date : 04 Jul 2019
Description :
iYour Details :
{Company Name: SprintDistributors Local
:CompanyCode: SPRO0L
| Contact Name : Harry Jackson
| Tel No.: 0319876543 Ext.: 123
| Fax No.: 0319871000
| Email : Hlacksan@ncemai.com
| Address : PO Box 1234
i Farest Hills
H Durban
| Pastal Code : 1234
| Province : KzZN Country : South Africa
1 Item Code Supplier Code  Ttem Description Currency Unit Cost Qy Cost |
1 SHIPCOST Shipping costs Z5R 150.00 1 15000 |
Sub Total ZAR 150.00( ¢
VAT ZAR 22.50( |
Total ZAR 172.50| ! -
Page 1 of 1 100% (=) n )]

e Complete the Quarantine process by Revaluing and Releasing the

goods from Quarantine into the receiving warehouse.

Related Topics

¢ Receive Goods into Quarantine Warehouse

» Revalue and Release Goods into Store from Quarantine

e Return Goods to Supplier from Quarantine Warehouse

MNU.030.005
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