cCOO=
Requisitions - Add, Edit, Delete Item Supplier

PROCUREMENT

REQUISITIONS - ADD, EDIT, DELETE ITEM
SUPPLIER

Once you have created a purchase requisition, you may be required to add,
edit or remove a supplier, or make changes to the items supplied, e.g.

change the price.

Linking a supplier to the purchase requisition, will pull through the supplier's
details to the procurement documentation. It will also give you the ability to

add the unit cost and lead time specific to the selected supplier.

If the supplier has not previously been linked to the part, then a supplier will

need to be added to the purchase requisition.
At least one supplier needs to be linked to each requisition item.

You can link more than one supplier to a part, with the main supplier as the
default. Ensure that Selected Supplier is set to 'Yes' for the supplier you wish

to set up as your default supplier.

Before purchasing from a supplier with a currency outside South Africa,

ensure that you check the Exchange Rates have been set up correctly.

Ribbon Access: Procurement > Requisitions
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The Purchase Requisition Listing screen will be displayed.

Select the Site and Status
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* Select the site.
* In this image Durban has been selected.
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e Select the status.
e This should be set to New.
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SELECT REQUISITION

* Select the row of the purchase requisition where you wish to add

an item supplier.
* Click on Edit.
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ADD ITEM SUPPLIER

* The Edit Requisition screen will be displayed.
* Inthe Items data grid, click on the expand [+] button next to the
Item (Part Type) you wish to add an item supplier to.
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* The Item Suppliers data grid will be expanded.
* Click on the Search icon to prioritise this data grid in the screen

and make it easier to work in.
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* The Item Suppliers data grid will now be the only data grid dis-
played in this screen.

* Right click anywhere in a row of this data grid to bring up a Pro-
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cess selection box.
* Click on Add Supplier.
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* An Input Validation message box will pop up asking;
° Are you sure you want to add a supplier to this item

[

e Click on Yes.
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requisition.
e Click on Ok.

* The Select a supplier to add screen will pop up.

* Select the row of the supplier you wish to add to this purchase
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VIEW ADDED SUPPLIER

* The new supplier will be added to the Item Suppliers data grid.
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ADD OR EDIT SUPPLIER DETAILS

Most of the details in the new supplier row will be auto populated according
to the details set up when the supplier was initially added to BPO. However,
listed below are all the fields in the data grid, including notes on the ones

which may need adjusting:

* Supplier Code: This will auto populate.

Supplier Name: This will auto populate.

Supplier Item Code: Type in the part number used by the sup-
plier if required. You can update this if the supplier changes their
part number - as this will filter through to the Purchase Order

* Currency: This will be populated based on the currency set up
on the supplier but you can click on the field and select an altern-
ative currency from the menu if required.

* Tax Rate: This will be populated based on the tax rate set up on
the supplier but you can type in an alternative tax rate or click on
the field and use the arrow indicators to adjust the tax rate as
required.

* Exchange Rate: This will be populated based on the current
exchange rate but you can type in an alternative tax rate or click
on the field and use the arrow indicators to adjust the tax rate as
required.

* Selected Supplier: Click in the field, then on the arrow that is
revealed, and select Yes if this is the primary supplier or No if not.
Each item can only have one primary supplier.

e Unit Cost: Type in the cost per unit.

* Lead Time: Type in the lead time in days.

* Qty per UOP: Type in the quantity per unit of purchase. This

ties up with unit of purchase - you can set up the part to procure

1 each or 10 in a box, etc. Usually the default of 1 is used.
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* Unit of Purchase: Type in the unit that ties up with the Qty per
UOQOP, e.g. each or box. Usually the default of 'ea' is used.
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Scroll right if necessary, to display the remaining fields in the data grid;
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* Minimum Order Qty: This is the minimum the Supplier will supply
per order. Usually the default of 1 is used.

* Contract No: If you have a contract with the Supplier, type in the
contract number. Leave blank if not applicable.

* Contract Page No: Type in the contract page number that relates
to this part. Leave blank if not applicable.

e Contract Part No: Type in the part number agree to on this con-
tract. Leave blank if not applicable.

* Catalog No: Type in the part number as per the supplier's cata-
logue.

* Blanket PO No: This is the Purchase Order number relating to
the contract if a SLA agreement has been signed with the supplier
to procure only from them for a specified period. Leave blank if
not applicable

* Forward Contract No: Type in the forward contract number if
required.

* Manufacturer Item Code: Type in the part number used by the

manufacturer, if required.

SAVE SUPPLIER DETAILS

* When you have finished adding the new item supplier details, click

on Save.
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PRINT REQUISITION - NO

* A Report Generation message box will pop up asking;
° Do you want to print the requisition []?
* |f you click on No...

Help v2.5.1.4 - Pg 18 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



cCOO=
Requisitions - Add, Edit, Delete Item Supplier

¥ it Fequition - PRG0S - Bk Version 21,041 - Euample Company
wre | Ippeentadioabon Conract Fracesdf Inerlry Mantwarceondbropch Mafahong foumen Ses leve fmoiny Ui - @ X
.
HO &
Bax | S layeut
Type Manterance Requstion v Drigin Type. Vot e = ' E
Class Contit Snvice v Origin 181311 - Check et ek rere... 9
RequestDale 20030 - LA S "‘m ol
Bliog Address SPeelowRandlone P . s
ke
Gty
e o0 o000t Requestor SavMde ,
Emal oo comomy.co
Contact Hame Erpiyee & Purchasng Address
Ihem Supphers
Xunitfel? UniObudwe MommOdeQy Comacte  CodacFo CotacPito Coogho  BakePON  FoedConmactio  MansfickrwrlionCode
1N & Lo
) 100 & L0
Do you want b print the requisition PROCDJ4SS!
feg Ho
Requisition Info Sab Total 13000
VAT 15100
Grand Toal 10
(e indows = Ao 2017 i
= =]

* You will return to the Purchase Requisition Listing screen.
* A Requisition Processing message box will pop up informing you
that;
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Requisition No. [ ] saved successfully.

* Click on OK.
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PRINT REQUISITION - YES

* If, when the Report Generation message box pops up asking;
* Do you want to print the requisition []?
e And you click on Yes...
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REPORT PREVIEW

* The Report Preview screen will be displayed.
* From here you can View, Print, Export or Email the requisition.
* Close the Report Preview screen when done.
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* You will return to the Purchase Requisition Listing screen.
* A Requisition Processing message box will pop up informing you
that;
* Requisition No. [ ] saved successfully.
* Click on OK.

Help v2.5.1.4 - Pg 23 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential



TECHMNOLOGSTES

Requisitions - Add, Edit, Delete Item Supplier

¥ Purchae Regquestion Lising - BAC Version 21,041 - Euample Company
'm wdlmmnmmmmmum»mhm*mmwm.an

wnwwﬂl R
A B Delele Wew | o -f-fmumwmu F'mtﬂq:nr:,L,|..._.,| » Reheth
PRiode + MType Gah  Erpkyetirbe  Frifme  Laflame Evrllee  DwilTme  Cslonerame  CisbomerCods ol
L}
P01 MANT N LT M Mider AW B 133038
PROCDO4E0. MADNT N M1 2] e 7y 207 10040 HopeWerks HOPO0L
booPRDOO4SS  MADNT M LAY Lxah e BOAHLT  GATY ool sl
PROD04SE  MANT N ™ gh  Tebr B XD BN
PRODO4H MAINT N 001 Mark Mgl 1§00 12D WetsodDrame WS
RIOE N 0 it e
RO WO X SN MCTwG  MOMD G Fonsisrds s, RO
P04 MANT N Fﬂ Hopa Wirks HOPOOL
RO WO A oMm.nmﬁm;mm,. o ol ks Hhasieloes
FRODD43] MANT N Al
PRODDAD  MADNT N i Tien G TIADGL
OGS MOT O ] s o
FONOHE MANT N ROONTT T WOEWCT I AT RS Hepe M KRN
PRODODMEE. MADNT N Ll Mk Mudeveld My DT BN Hooelinda HOPO0L
PRODDOMID MADNT N MO Mk Muddred DMy X0 1245 TnGop TIADGL
PR MANT N oo Mark Wdervld My 01 120
FRODD40T  MADNT N L Lol iyt Mk 1M 00T 1RSI
PRODODMDE  MADNT M MD00L Mk Muddrved My D17 12508 refest
RO NOT % MBI ek e SO0 s
PRODIO308 MANT W Lol Mk Mukervld 19Ma 207 1451
000N MANT N Moo Mark Mderveld 19Myy 017 10450
ROONXS MANT N ol Sam ol  BMy 20 13000 HoosVinds HF001
Oy s B |

EDIT ITEM SUPPLIER

Select the Site and Status
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* In the Purchase Requisition Listing screen,

e Select the site.

* In this image Durban has been selected.
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e Select the status.
e This must be set to New.
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SELECT REQUISITION

* Select the row of the purchase requisition you wish to edit the

item supplier for.
* Click on Edit.
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' Purchase Reguiiion Listing - BRC: Version 21041 - Eumple Compay
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The Edit Requisition screen will be displayed.
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EXPAND THE ITEMS DATA GRID

* In the Items data grid.
* Click on the expand [+] button next to the Item (Part
Type) where you wish to edit an item supplier.
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* The Item Suppliers data grid will be expanded.
* Click on the Search icon to prioritise this data grid in the screen

and make it easier to work in.
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EDIT SELECTED SUPPLIER

* The Item Suppliers data grid will now be the only data grid dis-
played in this screen.

* In the row of the Item Supplier that you wish to edit the detail of,
click in the field below the column header.

* In this example, the Selected Supplier field has been
selected to be edited.
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¢ Click on the arrow that is revealed.
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* A Change Supplier message box will pop up asking;
° Do you want to change the selected supplier from

[ ] for this item?
e Click on Yes.
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* Yes will now be recorded in the Selected Supplier field for that

particular item supplier.
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auto change and populate with 'No'.

Note: As there can only be one selected supplier, if another supplier was
previously the 'selected one', the Selected Supplier field in their row will
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EDIT SUPPLIER DETAILS

In the row of the item supplier you wish to edit,

e Click in the Tax Rate text box and either type in, or use the dir-
ectional arrows to change the Tax Rate as required.

* Click in the Exchange Rate text box and either type in, or use the
directional arrows to change the Exchange Rate as required. (This
will only apply if the supplier does not work with the same cur-
rency as your company).

e Click in the Unit Cost text box and either type in, or use the dir-
ectional arrows to change the Unit Cost as required.

* Click in the Lead Time text box and either type in, or use the dir-
ectional arrows to change the Lead Time as required.

* Click in the Quantity Per UOP text box and either type in, or use
the directional arrows to change the Quantity Per Unit of

Purchase as required.
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SAVE CHANGES

* When you have finished editing the item supplier details, click on

Save.
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PRINT EDITED REQUISITION

* A Report Generation message box will pop up asking;
° Do you want to print the requisition [ ]?
* Follow the directions as above if you wish to print the requisition.

° In this example, No has been selected.
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* You will return to the Purchase Requisition Listing screen.
* A Requisition Processing message box will pop up informing you

that;
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* Requisition No. [ ] saved successfully.

e Click on OK.
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DELETE AN ITEM SUPPLIER

* In the Item Suppliers data grid, click anywhere in the row of the
item supplier you wish to delete.

* A Process selection box will pop up.

* Click on Remove Supplier.
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CONFIRM DELETION

* A Delete Row message box will pop up asking,
° Are you sure you want to delete this row for item

[]?

e Click on Yes.

Note:If you have deleted the Selected Supplier, you will need to make
another supplier the Selected Supplier for this item.
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SAVE DELETION

* The item supplier will now be removed from the item suppliers
data grid.
e Click on Save.
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PRINT REQUISITION

* A Report Generation message box will pop up asking;
° Do you want to print the requisition [ ]?
* Follow the directions as above if you wish to click on Yes to print
the requisition.

° In this image, No has been selected.
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* You will return to the Purchase Requisition Listing screen.

* A Requisition Processing message box will pop up informing you

that;
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* Requisition No. [ ] saved successfully.
e Click on OK.
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