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PROCUREMENT

ADD [ EDIT [ DELETE ITEMS

Once you have created your Purchase Requisition, you may be required to

add or remove items, or make changes to these items for example, edit the
quantity or price.

A Purchase Requisition can only be edited in the New status.

If a requisition has already been released for approval, remove it from
approval by putting it on Hold. It will then be moved from the Released
status back to the New status and can then be edited. The requisition can be

released again once the new changes have been saved.

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

Select the Site and Status

2. Select the Site.

° This screen will open by default with the Site filter set to All
Sites. Click on the drop-down arrow and select the site that
you wish to work in.
3. Select the Status.
° The Status will open by default with the filter set to New.

Purchase Requisition can only be edited in the New status.
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NOTE ON EDITING 'RELEASED’ REQUISITIONS

If the requisition that you require cannot be found in the New status - it may

already have been Released, in which case you will need to move it from this

status back to New.

A reasons for editing a requisition that has already been released for

Approval could be; an item price may have changed. It will then need to be

brought back to the New status for price editing.

REMOVE REQUISITION FROM RELEASED STATUS TO ENABLE
EDITING

In the Purchase Requisition Listing screen,

Ensure that you have selected the correct site and the status is set to
Released.

Select the row of the Purchase Requisition that you wish to move back
into the New status, for editing.

Click on Hold.
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a £ Purchase Requisition Listing - BPO: Version 2.4.0.11 - Example Company [=Jla ][]
== Home | Equipment/Locatons  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlties - & x

ouxIHroow = P e 1O

Add  Edit Delete  View Id | felease  Approve Dedine  Clone Savelayout Workspaces | Print  Export | |Released +| | Refresh
Requisition = |
\‘ K 7, T 1 &

Maintain

Format Print
PRCode PRType Status Employeshumber | Firstiame lastiame | ExclCost InciCost EventDate - EventTime Comments
7| o B oflc ofc offc o = = = o o0
PRODODS0Z MAINT R DUTO0L Bianca DuToit 3,000,00 3,450.00 30/03/2020 12:44:02
PROD0D361 MAINT R MUDOOL Judith Mudzengi 1,700.00 1,700.00 17/05/2017 11:48:50

1. A Hold Comment message box will pop up.
2. Type in the reason for placing the Requisition on Hold. For example you
can type in:

° "Requisition recalled for item price changes."
3. Click on Save.
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= Purchase Requisition Listing - BP0: Version 2.4.0.11 - Example Compar (=Jlediz=]
| % I‘ Hnma‘ Equipment /Locations ~ Contract  Finance /HR  Inventory  Maintenance /Projects  Manufscturing  Procurement  Sales  Service  Reporting  Utilties - & x
OZXE OO ® i JIES <7
Add  Edt Delete View | Hold Releass Approve Dedine  Clone Savelayout Workspaces | Print  Export | | Released + Refresh
Requisition =
Maintain i Process 4 Format y Print Y Current 7 X
PRCode PRType Status Employeshumber | Firstiame lastiame | ExclCost InciCost EventDate - EventTime Comments
7 | o B ofc ofc offc o = = = ofc B
» B PRODO0SOZ MAINT R DUTO0L Bianca Du Toit 3,000,00 3,450.00 30/03/2020 12:44:02
PROD0D361 MAINT R MUDOOL Judith Mudzengi 1,700.00 1,700.00 17/05/2017 11:48:50
.—b 1= Hold Comment Lo lloc]
Home |
save | Back
Process 4 . &
[ r—

1. A Requisition - Process message box will pop up informing you that;
° The requisition no. [ | has been placed on hold successfully.
2. Click on OK.

a = Purchase Requisition Listing - 57

sion 2.4.0.11 - Example Company -

] I‘ Home | Equpment/Locations Contract Finance (HR  Inventory  Maintenance (Projects  Manufaciring  Procrement  Sdes  Service  Reportng  Utities - & X

OXE Iro0m ®|

e

Add  Edit Delete View | Hold Release Approve Decine  Clone Savelayout Wiorkspaces | Print Export | |peleased +| Refresh
Requisition -
Maintain i Process i Format i Frint i Current 4 fad

PRCode PRType Status Employeehumber | Firstiame Lastvame  ExcCost InciCost EventDate ~ | EventTime Comments
¥ ol Wb o o ol o = = = o Wb
» |E PRODO0SDZ MAINT R DUTD01 Bianca Du Toit 3,000.00 3,450.00 30/03/2020 12:44:02

PRODDO361 MAINT R MUDDO1 Judith Mudzengi 1,700.00 1,700.00 17/05/2017 11:48:50

Requisition - Process X

A“ The requisition no. PROGODE02, has been placed on hold successfully.

@ —[ ]
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1. The requisition will be removed from the listing screen where the
status is set to Released.
2. Change the screen status to New.

& - Purchase Requisition Listing - BPO: Version 2.4.0.11 - Example Company — (o
% Home | Equipment/locations  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reportng  Utilties - & X
S L e 1 E' I — = B my | ] AR
) Durb: -
@ [z X > @ e TR | [t o
Add  Edt Delete View | Hold e Approve Dedine  Clone Savelayout Workspaces | Print  Export | |Released : Refresh
Requisition -
Process Current &

PRCode PRType Status EmployeeNumber | Firsthame Lastiame/ | ExclCost IndCost EventDate ~ | EventTime Comments
7 | o W@ offc offc offc o = = = offc W@

» E PROD0D361 MAINT R MUDOOL Judith Mudzengi 1,700.00 1,700.00 17/05/2017 11:48:50

EDIT REQUISITION ITEMS

1. The requisition can now be found in the Purchase Requisition Listing

screen where the status is set to New.

° Now you will be able to edit the requisition.

2. Click on Edit.

s - Purchase Requisition Listing - BPO: Version 2.4.0.11 - Example Company — Lo
% Home | Equipment/locatons  Contract Finance /HR  Inventory  Maintenance /Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utilities - &
X T P OO %W R B 280 = -6
Add Edit | Delete View | Hold Release Approve Decine  Clone Savelayout Workspaces | Print  Export | Refresh
Requisition -3 | |
Process | Print | Current [
[ e |
PRCode ¥ PRType Status  FirstMame  LastMame ExdCost IndCost EventDate EventTime Comments Motes SupplierExist | CustomerCode | Custd
¥ | ol "B g |l e = = = e e e e B L=
PRO00D062S  MAINT N Mary Saunders 450.00 517.50 31/03/201% 14:33:144 Yes
PRO0D0628  MAINT N Mary Thompson 450.00 517.50 31/03/2019 12:17:59 Yes
PRODD0G27  MAINT N Kame Pillay 175,000.00 201,250.00 11f05/2020 11:22:18 Yes
PRO00D0626 ~ MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt. ‘Yes HOPDOO1 H
PRO00D0625 ~ MAINT N Andile Khumalo 0.00 0.00 06/05/2020 13:33:42 No
PRO00D0622  MAINT N Kame Pillay 10.00 1150 23/04/2020 14:18:37 Yes
PRO0D0621  MAINT N Kame Pillay 875,000.00 1,006,250.00 23/04/2020 11:45:41 Yes
PRO00D0G10  MAINT N Andile Khumalo 0.00 0.00 16/04/2020 10:16:19 No APPO001 A
» PRO00D0G02  MAINT N Bianca Du Toit 3,000.00 3,450.00 30/03/2020 12:44:02 Yes WES001 w
PRO0D0G01  MAINT N Bianca Du Toit 0.00 0.00 30/03/2020 12:42:41 No
PRO00D0597  MAINT N Bianca Du Toit 450.00 517.50 31/07/2019 12:42:09 Yes HOPOO1 H
PRO00D0587  MAINT N Bianca Du Toit 0.00 0.00 19/11/2018 13:38:27 No HOPOO1 H
PRO0D0583  MAINT N Bianca Du Toit 350.00 402.50 13092018 15:07:26 Yes
PRO0D0574  MAINT N Bianca Du Toit 350.00 402.50 06/09/2018 15:28:54 Yes TIADO1 Ti
PRO00D0557  MAINT N Bianca Du Toit 55,000.00 62,700.00 25/05/2018 11:38:47 Yes
PRODDDS48  MAINT N Bianca Du Toit 15,600.00 17,784.00 25/04/2018 13:58:22 Yes HOPOO1 H
PRO0D0542  MAINT N Bianca Du Toit 1,500.00 1,710.00 25/04/2018 10:12:06 Yes TIADO1 Ti
PRO0D0541  MAINT N Bianca Du Toit 25,875.00 29,497.50 17/04/2018 14:26:37 Yes
PRO00D0527  MAINT N Bianca Du Toit 190,950.00 219,592.50 29/03/2018 14:07:16 Yes
PRO00D0522  MAINT N Bianca Du Toit 0.00 0.00 08/03/2018 16:25:56 Yes OFF001 [+]
PRO0D0519  MAINT N Bianca Du Toit 800.00 920.00 08/03/2018 15:51:10 Yes DEROOL D
PRO00D0518  MAINT N Bianca Du Tait 450.00 517.50 01/03/2018 14:13:16 Yes M
4 v
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The Edit Requisition screen will be displayed.

EDIT REQUISITION HEADER INFORMATION

1. In the Requisition Header frame, you have to the ability to edit the fol-

lowing fields:

Request Date and Time
Billing Address
Origin Type and Origin

Requestor

2. Either use the drop-down arrow or the search button in the relevant
field to open a list or a 'Select...' screen from which you can pick an

alternative field entry.

Edit Requisition - PROD00602 - BPO: Version 2.4.0.11 - Example Company (=Jle x|

L%il Home Equipment / Locations Contract Finance /HR. Inventory Maintenance / Projects Manufacturing Procurement Sales Service Reporting Utilities - & X
3 =
O B

Save Back | Savelayout

4| Format .

Type |Maintenance Requisition * Origin Type |Warehouse Py 4 : B

sajon

Class | Inventory B Origin | Cari_Whse .- o
4 Related —— =
Request Date |30/03/2020 12:44:02 ~ fatesd [T
Billing Address |5tr=et No and Raad Name PR i
Area . ﬁ ..
Phone 500 000 0000 T Sslas P Requestor BancsDuTait _ _ _ - _ -
Email | 4z.id jones@proseware. com T Bl

Contact Name |Employee A Purchasing Address

PartType « PartCode Description Priority  WarehouseName Quantity | UnitCost TaxRate | VAT ExchangeRate  SerialNo SupplierCode | SupplierName
s o o = ol = = = = = I o o
PART SP1819 SP1918 Sprint Colour MFC 3 Cari_Whse 1000 3,000.000 15000 450.000 1.000 0 SPROOL Sprint Distributors Local

» @ PART i 5P19-147K Elack Toner SP1919 3 Main Warehouse 1.000 350.000 15.000 52.500 TONDO2 Tonys Copy Shop

- I ./ | |

Requisition Info Sub Total 3,350.00
Grand ol

EDIT REQUISITION ITEMS FRAME

In the Items Frame, you can edit the following:

Add Item
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Edit Item

Edit Item Supplier

Delete Item

This Topic page is currently being updated, thank you for your patience.

Please check back soon.
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We are currently updating our site; thank you
for your patience, please check back soon.
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