Requisition Notes and Comments

PROCUREMENT

REQUISITION NOTES AND COMMENTS

Once you have created your purchase requisition, you may be required to

add Notes and / or Comments.

* Comments: These are internal notes regarding the requisition.
* Notes: These are notes concerning orders to this supplier, which

will pull through to the Purchase Order.

You cannot delete a Note / Comment. Each note or comment saved will be lis-

ted in the lower half of the Notes docking panel.

You cannot edit a current Note / Comment, only add to it.

Ribbon Access: Procurement > Requisitions
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* Select the Site.
* In this image Durban has been selected.
* Select the Status.
* In this image the status has been set to New.
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Requisition Notes and Comments

Putchase Regusiin iting - BPC:Version 2103 - Eample Compy

by

mmnmhmwn&mnmmmnmmmu-mmm -8 x
W' PH*P@@@IM&:I@
A Edt kot Dedre mumwm Pt Emi » | Refresh
Maridan e} ol f et
- 8
Plide s Mlpe Sahe  Erplyesisber Froflame (mflme  EveniDais Eowime  Commanis Kaiss Suppestt
' ;
) DRSS T N LTl Mok Muddned DMy 20 102008 s |
[ RO003ST  MANT N LT Mok Wi DM DT 1R Vg
RO MANT N LI Mok Mdeved UMy N1T LLORSE  Test2L0.9Proceems.. Testl L0ARoare., Y
D0l MANT W LT Mok Mddeved DMy X7 10 e
o T L )] Mok Muddned DMy DT RN Piodte hove with it Flease phoné witi ... Vs
FONDE]  MANT N MO Mk Madeved DMy N0 146X procrementfomac,, poarementfema., Ye
B FRoNEs W W Lol Mot Mdeved DMy 20 BORE Sddweworkorde.. Shndsrewslond., Ve
O mods Wt N WD Mok Muddned 1My D17 150000 vDlOAstnddone... vILD4stadadne.. Ve
| PRI MANT M M Mak  Mddeveld DMy 20T IR0 OTCpsarementyl.. OTCpoaremslvl. Yel
MONOEE  MaRT N L1 Mk Wdaed MR DB wsdepotoroaren.., shdiepertproart., TH
oL T LT Mok Muddeved DMy 217 MY vIi0dshodreport. vIL0Ashodrep. Yes
momin o N L] Mok M DTy DT 1RARSS 13 J
Breonis W W L1l Mt Ml BNy 20 WRE olmarmeddll.. olposewid., H
BRpXIT  WBT N LD Wak W My d0 108 Pojpctooorement L. P roarement .. Vs
PROGODISD  MADNT N [Tl S [uTad My 217 120040 1
OOl MANT N Tl fan  uTet Wey 217 120058 [}
PROMGME MR W fuoal fan [yiat L T e ] feg
O mooms W N D Mok Muddved My A S 15
PROOE  MANT N Tl e uTad ol TR VT b 18
RROMAHT  MABT N L1 ot Mddeed M3 (RS e
FROGNE  MAT N MO Mok Moddeed  BMay D07 10dR0L Y5
RODDDADD  MANT N LT Mok Mol MDD 2N Vi
i Rt W W Wk Wl WM W17 12ERTY Var
s | ey

Help v2.5.1.4 - Pg 4 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




= Requisition Notes and Comments

VIEW REQUISITION NOTES AND COMMENTS

* Select the row of the row of the purchase requisition where you
wish to view the notes and comments.

e Click on View.

% = Purchase Requisition Listing - BPO: Version 2.1.0.69 - Example Company = O X
- :‘Homa.:_ Eq_\jn__;!mant and Loc.?hcns Contract  Finance and HR. Ir\\;'_em:or'!I Maintenanice and Prcj_ads Manuﬁcmrir\_g__ Procurement  Sales Serwoe_ Reecrﬁrzg__ Utlites — & X
O X|E|l™ GO 8 B 1S
Add Edit Delete Hold  Release  Approve Save Layout Workspaces Print  Export Mew + Refresh
Format 1 | Print af Current i |
PRCode PRType  Status EmployeeNumber Firstame LastMame  EventDate Comments | ExclCost Motes | SupplierExist | IncCost SourceTypeDesc  CustomerCode
% -
PROOD0D356  MAINT N MUDOO01 Judith Mudzengi 17 May 2017 Please ph... 1609.96 Mod... Yes 1835.35 Warehouse HOPOO1
PRO000D357  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1609.96 Yes 1835.35 Warehouse HOPOO1
PROOOD358  MAINT N MUDO01 Judith Mudzengi 17 May 2017  Pleaze p... 183496 Plea... Yes 203185 Warehouse HOPOO1
PRO0DOD359  MAINT N MUDO01 Judith Mudzengi 17May 2017 Test2.1.... 1834.96 Test.., Yes 2091.85 Warehouse HOPOOL
PROO00360  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1.700.00 fes 1700.00 Warehouse HOPOO1
PROOD0D361  MAINT N MUDO01 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 Warehouse HOPOO1
PROO00D362  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 Please p... 183496 Plea... Yes 2091.85 Warehouse HOPOO1
PROOOD3E3  MAINT N MUDO01 Judith Mudzengi 17 May 2017 procurem... 1834.96 procu... Yes 2021.85 Warehouse HOPOO1
PROOD0D384  MAINT N MUDOO01 Judith Mudzengi 17 May 2017 Standalo... 1334.95 Stan... Yes 1451.85 Warehouse
| PRO00DD368  MAINT N MUDOO1 Judith Mudzengi 17 May 2017  stockrep... 5209.26 stock... Yes 5938.56 Warehouse
PROODD3ES  MAINT N MUDO01 Judith Mudzengi 17 May 2017 v2.1.0.4... 959,92 v2.1..., Yes 110571 Warehouse
PROOOD370  MAINT N MUDOO01 Judith Mudzengi 17 May 2017 4 500.00 Yes 5130.00 Warehouse
PROOO0D374  MAINT N MUDO01 Judith Mudzengi 18 May 2017  call procu... 809,96 callp... Yes 923,35 Warehouse HOPOO1
PROOD0D386  MAINT N MUDOO1 Judith Mudzengi 18 May 2017 809.96 ‘Yes 923.35 Warehouse
PRODOD366  MAINT N MILOOL Abigail Milne 17 May 2017 v2.1.0.4... 5750.00 w2.1.... Yes 6 555.00 Warehouse
E PROOOD377  MAINT N MUDO01 Judith Mudzengi 18 May 2017 Keep prin... 6490,00 Telep..., Yes 7 398.60 Warehouse HOPOO1
+ PROODO330  MAINT N DuUTO01 Bianca Du Toit 18 May 2017 0.00 No 0.00 Warehouse
| PRO00D0381  MAINT N DUTD01 Bianca Du Toit 18 May 2017 4 500.00 Yes 5130.00 Warehouse
PROODD3SE  MAINT N DuToo1 Bianca Du Toit 19 May 2017 2 490.00 2 Yes 490.00 Warehouse HOPOO1
PROO00D397  MAINT N MUDO01 Judith Mudzengi 19 May 2017 1619.92 Yes 1846.71 Warehouse
PROOD0D398  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 1419,92 ‘Yes 1618.71 Warehouse
PROOOD400  MAINT N MUDOO1 Judith Mudzengi 13 May 2017 200,00 ‘Yes 228.00 Warehouse
PROO00404  MAINT N MUDO01 Judith Mudzengi 19 May 2017 4 500.00 Yes 5130.00 Warehouse
PROODD40S  MAINT N MUDO01 Judith Mudzengi 19 May 2017 retest 4500.00 retest Yes 5130.00 Warehouse
DONNNRANT  MATAT M MR Uitk e - T ZEn nn e T2 00 Waraheiea
1 3
Open Windows | 06Jan 2019 o

The Edit Requisition screen will be displayed.

1. As you navigated to this screen via the Vijew button, you will note that
there is only a Back processing button here (and no Save button) there-
fore you cannot make or save any changes.

2. Click on the Notes tab on the right hand side of the screen.
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Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

IHWTIE‘ Egquipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service

Reporting  Utilities

o |

Back Save Layout
Pro a Fo a
Type |Maintenance Requisition * Origin Type Warehouse %, =
Class | Inventory = Origin  Main Warehouse * &
Related
Request Date | 13 May 2017 11:48:59 AV
g = =Y = Ttem
Billing Address | Street o and Road Name o=
Area 0
Phone [nng nog oooo Reguestor  Judith Mudzengi i
Email | crpioyeca@company co.za
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | Supplieram
5
» 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450.00 14.00 63.00 1.00 0 SPROO1 Sprint Distrib)
2020-147x. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 100 0 SUPOOL Buy Back 5uj
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0 SPROO1 Sprint Distrib|
1 v
Requisition Tnfo Sub Total | 6490.00
vaT | 90860
Grand Total 7398.60
Open Windows | 06an 2019 o

1. The Notes docking panel will be displayed.
2. Expand this panel to make it easier to work in.
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= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
iHWTIE : Equipment and Locations  Contract Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & X
Back Save Layout
Pro... Format
Type |Maintenance Requisition £ Origin Type Warehouse | Notes = ’;2
Class | Inventory = Origin  Main Warehouse [0 |#
tated Telephonic confirmation before
Request Date 13 May 2017  ~ 11:48:59 AV “eltfam goods are delivered.
Billing Address | Street o and Road Name o=
Area | @
- +
Phone (00 000 0000 Requestor | Judith Mudzengi [ Comment s
il Keep printed copy of PR wi
Email | crpioyeca@company co.za o Oris
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450,00 14.00 63.00 1.00 0 Version Comments Mol
2020-147x. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 Loo offf®
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0l » 1 Projectpro... Pro
2 Projectpro... Pro
3 Projectpro... Pro|
4 Keep printe... Tel
5 Keep printe... Tel
6 Keep printe... Tel
7 Keep printe... Tel
8 Keepprinte... Tel
9 Keep printe... Tel
: - I
Requisition Info Sub Total
vaT |
Grand Total ||| « = ¥
Open Windows ~ | 08Jan 2019 7

1.

Comments

In the Notes docking panel you can view all the previous Notes and

viewed for information.

Note: These past Notes and Comments cannot be deleted or edited, just

2.

In this screen, you can also view the current Notes and Comments.

3. When you are finished viewing the details, click on Back to return to

the Purchase Requisition Listing screen.
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.Humaj Egquipment and Locations  Contract  Finance and HR.  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utiliies

i

Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

Back Save Layout @
Type | Maintenance Requisition B Hotes = sz
Qlass | Inventory * i i a
——————————— Telephonic confirmation before goods are delivered. I=
Request Date | 13 May 2017 b 11:48:59 AV
Billing Address | Street o and Road Name P
Area
Phone |30 000 0000 e
Email PR Keep printed copy of PR with Purchase Order.
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version | Comments Notes NoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ¥ o
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1 Project procurement<Z.1.0.4  Project procurement 2.1.0.4 18 May 2017 Judith Mud...
2 Project pro frent2.1.0.4 Project procurement 2.1.0,4 J0Sep 2018 Abigail Milne
3 ‘ocurement 2.1.0.4 Project procurement 2.1.0.4 20Sep 2018 Abigail Mine
4 p printed copy of PR wi... Telephonic confirmation before ... 30 MNov 2018  Abigail Mine
5 Keep printed copy of PR wi... Telephonic confirmation before ... 30MNov 2018  Abigal Milne
& Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2013 Abigail Milne
» 7 Keep printed copy of PR wi.,. Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
V 8 Keep printed copy of PR wi... Telephonic confirmation before ... 10Jan 2019 Abigal Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
' I S R I
Requisition Info
4 =
Open Windows ~ 08 Jan 2019 7

ADD REQUISITION NOTES AND COMMENTS

In the Purchase Requisition Listing screen,

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

Comments and/or Notes.
e Click on Edit.
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= Purchase Requisition Listing - BPO: Version 2,1.0.69 - Example Campany - ] X
e Huma.‘ Egquipment and Lecations  Contract  Finance and HR. Inventory ~Maintenance and Projects Manuhcmrlr[q Procurement Sales  Service Reparting Utlites — & X
Q2 XE ™GO B B @ o &
Add Edit | Delete  View Release 4 e = Save Layout Workspaces Print  Export Newiv Refresh
-
a Farmat ! Print " Current i |
PRCode PRType  Status EmployeeNumber Firstame LastMame  EventDate Comments | ExclCost Motes | SupplierExist | IndCost SourceTypeDesc  CustomerCode
¢ e
PROOOD356  MAINT N MUDOO01 Judith Mudzengi 17 May 2017 Please ph... 1609.96 Nod... Yes 1835.35 Warehouse HOPOO1
PRO000357  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1609.96 fes 1835.35 Warehouse HOPOO1
PROOOD358  MAINT N MUDOO1 Judith Mudzengi 17 May 2017  Pleaze p... 1834.96 Plea... Yes 2091.85 Warehouse HOPOO1
PRO0O0D359  MAINT N MUDO01 Judith Mudzengi 17 May 2017 Test2.1.... 1834.96 Test.., Yes 2091.85 Warehouse HOPOO1
PROO00380  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 Warehouse HOPOO1
PROOOD361  MAINT N MUDO01 Judith Mudzengi 17 May 2017 1700.00 Yes 1700.00 Warehouse HOPOO1
PROODD362  MAINT N MUDO01 Judith Mudzengi 17 May 2017  Please p... 1834.96 FPlea... Yes 209185 Warehouse HOPOO1
PROOOD3G3  MAINT N MUDOO1 Judith Mudzengi 17 May 2017  procurem... 1834.96 procu... Yes 2021.85 Warehouse HOPOO1
PROO00364  MAINT N MUDO01 Judith Mudzengi 17May 2017 Standalo... 1334.96 Stan... Yes 1451.85 Warehouse
PROODD368  MAINT N MUDOO1 Judith Mudzengi 17 May 2017 stockrep... 5209.26 stock... ‘Yes 5938.56 Warehouse
PROOO0D36S  MAINT N MUDO01 Judith Mudzengi 17May 2017 v2.1.0.4... 969.92 v2.1.... Yes 1105.71 Warehouse
PROOOD370  MAINT N MUDO01 Judith Mudzengi 17 May 2017 4 500,00 ‘Yes 5 130,00 Warehouse
PROOOD374  MAINT N MUDOO1 Judith Mudzengi 18 May 2017  call procu... 809.96 callp... Yes 923,35 Warehouse HOPOO1
PROOOD386  MAINT N MUDO01 Judith Mudzengi 18 May 2017 80%.96 Yes 923.35 Warehouse
PROO00D386  MAINT N MILOOL Abigail Milme 17May 2017 v2.1.0.4... 5750.00 w2.1.... Yes 6555.00 Warehouse
B PROOOD377  MAINT N MUDOO1 Judith Mudzengi 18 May 2017  Keep prin... 6490.00 Telep... Yes 7 398.60 Warehouse HOPOO1
© PRO00D0380  MAINT N DUTO01 Bianca Du Toit 18 May 2017 0.00 No 0.00 Warehouse
PROODD381  MAINT N DuTool Bianca Du Toit 18 May 2017 4 500.00 Yes 5130.00 Warehouse
PROOO0D396  MAINT N DuTo01 Bianca Du Toit 19 May 2017 2 490.00 2 Yes 490.00 Warehouse HOPOO1
PROO0D397  MAINT N MUDO01 Judith Mudzengi 19 May 2017 1519,92 ‘fes 1846,71 Warehouse
PRODOD398  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 1419.92 Yes 1618.71 Warehouse
PRO00D400  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 200,00 ‘fes 223.00 Warehouse
PROOD0D404  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 4 500,00 fes 5130.00 Warehouse
PROOOD405S  MAINT N MUDOO1 Judith Mudzengi 19 May 2017 retest 4500.00 retest Yes 5130.00 Warehouse
DoMNNAANT  MATNT N winnn T Udith Miidsana 10 Mau M7 on an var F1200  Warshmies x
1 »
Open Windows ~ 08 Jan 2019 7

The Edit Requisition screen will be displayed.

1. As you navigated to this screen via the Edit button, you will note that
there is now a Save processing button here as well as a Back button.
You can make and save changes in this screen.

2. Click on the Notes tab on the right hand side of the screen.
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Requisition Notes and Comments

= Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

|Huma‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & @ X

= O s

Ho

Save Back Save Layout
Process 4| Format i

e

e P

. S (A —

Type |Maintenance Requisition > | % Origin Type Warehouse
ass |Inventory bl k2 Origin  Main Warehouse A
:48: ~ Related
Request Date | 13 May 2017 b 11:48:59 AV Ttem
Billing Address |StreetMoandRoadbame 02 o |+
Area 0
Phone [nng nog oooo Reguestor  Judith Mudzengi -[*
Email | crpioyeca@company co.za
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | SupplierNamsg
5
» 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450.00 14.00 63.00 1.00 0 SPROO1 Sprint Distrib)
2020-147K. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 100 0 SUPOOL Buy Back 5uj
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0 SPROO1 Sprint Distrib|

b

I s8J0N I

Requisition Tnfo Sub Total | 5 490,00
vaT | 90860
Grand Total 7398.60
Open Windows | 06an 2019 o

1. The Notes docking panel will be displayed.
2. Expand this panel to make it easier to work in.
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= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
I Home ‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
Save Back Save Layout
Process Format
Type |Maintenance Requisition > | Origin Type Warehouse Notes ==
Class | Inventory .= Origin  Main Warehouse |[ 2= 8
tated Telephonic confirmation before
RequestDate 18 May 2017 v  1L48:53AM 5 “eltfam goods are defivered.
Billing Address |StreetMoandRoadbame 02 o |+
Area 0 0
i -+
Phone |30 000 0000 Requestor | Judith Mudzengi || Comment . o
il Keep printed copy of PR wi
Email | crpioyeca@company co.za o Oris
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate
5
+ @ 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450,00 1400  63.00 100 0 Version  Comments
2020-147K. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 100 off¥
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0| » 1 Project procurement 2.1,
3 Project procurement 2.1,
4 Keep printed copy of PR
5 Keep printed copy of FR
6 Keep printed copy of PR
7 Keep printed copy of PR
8 Keep printed copy of PR
9 Keep printed copy of PR
Requisition Info Sub Total
VAT
Grand Total || « ———— »
Open Windows | 06an 2019 o

ADD TO EXISTING NOTES AND/OR COMMENTS

1. In this images you can see that there is already text in the current
frames.

2. If you wish to keep these current and add to them, place your cursor at
the end of the existing text in the relevant frame. Either start typing

there or press Enter on your keyboard to move onto a new line.
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Save

Mo

Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

= (m} Pt

IHWTIE‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

=

Back Save Layout

o

4| Format i
Type | Maintenance Requisition - Notes = rg
Class | Inventory - [Mot= 8
— Telephonic confirmation before goods are delivered. I »~ l=
Request Date | 13 May 2017 11:48:59 AV
Billing Address |StreetMoandRoadbame 0«
Area 0
Phone [o0g 0oo ooo - Comment
N e ome—— Keep printed copy of PR with Purchase Order, ™
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame
5
» E 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version  Comments Notes MoteDate Contacthlame
2020-147€ PART Black toner SP2020 3 Main Warehouse ?
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
: « | A
Requisition Info
1 b
Open Windows | 06an 2019 o

1. In this image the new text has been typed on the next line.
2. Click on Save.
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Requisition Notes and Comments

= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
IHumE ‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
Save Back | Save Layout
Pr a| F 4
" - B
Type Maintenance Requisition > |* MNotes g
Class | Inventory - |= [hot= g
Telephonic confirmation before goods are delivered.
Request Date | 18 May 2017 - 11:48:59 AV :

Street Mo and Road Name R -

Billing Address
™ Area 0

Fhone (400 000 Dooo

Email | crpioyeca@company co.za

Contact Name Employee A Purchasing Address

-

Receiver must be contacted before 10am on day of delivery. \‘

[ Comment

Keep printed copy of PR with Purchase Order.

PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Notes MoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ?
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
Requisition Info
1 b
Open Windows | 06an 2019 o

* A Requisition Processing message box will pop up informing you
that:
* Requisition No. [] saved successfully.
* Click on OK.
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Requisition Notes and Comments

= Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company - m] bt

M

IHWTIE‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

Back Save Layout

Telephonic confirmation before goods are delivered.

Request Date | 18 May 2017 - 11:48:59 AV :

Street Mo and Road Name R -

Billing Address
™ Area 0

Receiver must be contacted before 10am on day of delivery.

Fhone (400 000 Dooo

Email | crpioyeca@company co.za

Contact Name Employee A Purchasing Address

PartCode PartType  Description

-

L 2020-147C PART
2020-147K. PART Black toner SP2020
5P1919 PART 5P1919 Sprint Colour MFC

. S (A —

Cyan toner SP2020

o Requisition No. PROD00377 saved successfully,

=1

Priority  WarehouseMame

3 Main Warehouse
3 Main Warehouse

3 Main Warehouse

Version Comments

Project procurement 2. 1.0.4
Project procurement 2.1.0.4
Project procurement 2.1.0.4

Reguisition Info

Open Windows ~

Keep printed copy of PR wi...

1

2

3

4

5 Keep printed copy of FR wi...
6 Keep printed copy of PR wi...
7 Keep printed copy of PR wi..,
8 Keep printed copy of PR wi...
9

Keep printed copy of PR wi...

- I I

Notes

Project procurement 2.1.0.4
Project procurement 2.1.0.4
Project procurement 2.1.0.4

Telephonic confirmation before ...
Telephonic confirmation before ...
Telephonic confirmation before ...
Telephonic confirmation before ...

Telephonic confirmation before ...

Telephonic confirmation before

MoteDate ContactName
18 May 2017  Judith Mud...
20 5ep 2018 Abigail Mine
20 Sep 2018 Abigail Milne
30 Nov 2018 Abigail Milne
30 Nov 2018 Abigail Milne
10 Jan 2019 Abigail Milne
10 Jan 2019 Abigail Mine
10 Jan 2019 Abigail Milne
10 Jan 2019 Abigail Milne

4| Format i
Type |Maintenance Requisition »|* Notes = z
Class Inventory -|* Note (]

| D6 Jan 2019

* A Report Generation message box will pop up asking;
* Do you want to print the requisition [ ]?

e Click on Yes or No as required.
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TECHMNOLOGSTES

Requisition Notes and Comments

Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

= (m} Pt

IHWTIE‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

o 3

Save Layout

Process Format i
Type | Maintenance Requisition .= Notes = |E:2
Class | Inventory - |= [hot= B
Telephonic confirmation before goods are delivered.
Request Date 13 May 2017~ 11:48:59 AV : Receiver must be contacted before 10am on day of delivery.
Billing Address |StreetMoandRoadbame 02 o |+
Area 0 Report Generation
Phone 000 000 0000 Do you want to print the requisition PRO0O03777
Email | crpioyeca@eompany. co.za
Contact Hame Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Notes MoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ?
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
Requisition Info
1 b
Open Windows | 06an 2019 o

CREATE NEW NOTE AND/OR COMMENT

In the Purchase Requisition Listing screen.

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

add a new Note and/or Comment.

e Click on Edit.
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TECHMNOLOGSTES

Requisition Notes and Comments

Purchase Requisition Listing - BPC: Version 21031 - Eample Company

- g

Formal

S ™

v Reheh

</ tom | Equpmentandloten Conbc FranceandH Imenlr ManancemdProject Moufachen Pronresen Sde Senic Repoin Utite - a X

4XHP00 8 B %= ¢

e—_———— ]

The Edit Requisition screen will be displayed.
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Requisition Notes and Comments

1. As you navigated to this screen via the Edit button, you will note that
there is now a Save processing button here as well as a Back button.
You can make and save changes in this screen.

2. Click on the Notes tab on the right hand side of the screen.

b4 Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company = (m} X

|Home | Equipmentand Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing Procurement  Sales Service Reporfing Utiifies — & X

HOl X

’SEVE Back || Savelayout
Process 4| Format .| e\

Type  Maintenance Requisition el b Origin Type Warehouse i g \ z
Class | Inventory x |® Origin | Main Warehouse A* 8
-43: - Related
Request Date | 18 May 2017 * 11:48:59 AN Ttem
Billing Address | Street Mo and Road Name P oalx
Area i
Phone [nng non oooo Requestor Judith Mudzengi -
Email employeea@company.co.za
Contact Hame Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | SupplierNam
e
» 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450.00 14.00 63.00 100 0 SPROO1 Sprint Distrib)
2020-147%. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 100 0 SUPOOL Buy Back Suj
5P1919 PART 5P1913 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0 SPROO1 Sprint Distrib|
. S [ — | S — — ———
1 b
R Sub Total | 6490.00
vaT | 90860
Grand Total 7398.60
Open Windows ~ | 06Jan 2019 o

1. The Notes docking panel will be displayed.
2. Expand this panel to make it easier to work in.
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TECHMNOLOGSTES

Requisition Notes and Comments

% = Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
- i Home i Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 0 X
i D AR
© =
Save Back Save Layout
Process Format
Type | Maintenance Requisition -|* Origin Type Warehouse | liotes i FZ
Class | Inventory .= Origin  Main Warehouse |[ 2= ]
Telephonic confrmation before « [f=
Request Date |18 May 2017 v | 1Ll:48:53 AN 5 mﬂ;;ﬁ goods are delivered.
Receiver must be contacted
Billing Address i:’::t MNo and Road Name 2 ‘| = @ before 10am on day of delivery,
- - -
Phone (00 000 0000 Requestor | Judith Mudzengi || Comment
| r—— s
Contact Hame Employee A Purchasing Address
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate
5
+ @ 2020-147C PART Cyan toner SP2020 3 Main Warehouse 1.00 450,00 1400  63.00 100 0 Version  Comments
2020-147K. PART Black toner SP2020 3 Main Warehouse 4.00 310.00 14.00 43.40 100 off¥
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1.00 4800.00 14.00 672.00 1.00 0| » 1 Project procurement 2.1,
3 Project procurement 2.1,
4 Keep printed copy of PR
5 Keep printed copy of FR
6 Keep printed copy of PR
7 Keep printed copy of PR
8 Keep printed copy of PR
9 Keep printed copy of PR
b 10 Keep printed copy of PR

Reguisition Info

Open Windows ~

subTotal |,

VAT

Grand Total || « = »

| 06Jan 2019 o

1.

frames.

In this image you can see that there is already text in the current

To remove this text and create a new Note or Comment,

Either

2. highlight the text and press Delete on your keyboard

3. or place your cursor at the end of the existing text in the relevant

frame and press Backspace on your keyboard until you have deleted

the required text.
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TECHMNOLOGSTES

Requisition Notes and Comments

% = Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
- i Home i Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
HO N
Save Back Save Layout
Pr 5 Format i
. —
Type | Maintenance Requisition .= Notes / \‘ = |—g
Class | Inventory - |= Note .4 8
elephonic confirmation before goods are delivered. I=
Request Date |18 May 2017 v | 1Ll:48:53 AN 5 " eceiver mustbe contacted before 10am on day of deliver I q—e
Billing Address |StreetMoandRoadbame 02 o |+
Area 0
Phone [o0g 0oo ooo - Comment
Email PR Keep printed copy of PR with Purchase Order, <%
Contact Hame Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Notes MoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ?
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
b 10 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
Requisition Info «
1 b
Open Windows | 08Jan 2018 4

1. The lower frame will keep a record of all Notes and Comments.

2. Place your cursor in the now empty frame and type in the new Note

and/ or Comment.
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Requisition Notes and Comments

= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
iHWTIE i Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
Back Save Layout

-

L
sBjoN

Type |Maintenance Requisition - |* Notes
Class | Inventory - = [ Note
Request Date | 18 May 2017 - 11:48:59 AV :
Billing Address | Street o and Road Name P =
Area 1
Phone |30 000 0000 rComment
Email | crpioyeca@company co.za
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame

Keep printed copy of PR with Purchase Order.

» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Notes MoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
o 6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
b x 10 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
Requisition Info *
1 b
Open Windows = | 06Jan 2019 &

SAVE NOTE/COMMENT

1. When you have finished typing in the new Note and/or Comment,

2. click on Save.
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TECHMNOLOGSTES

Requisition Notes and Comments

= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] X
IHWTIE ‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
Save Back | Save Layout I
Pr a| F 4
Type Maintenance Requisition = Notes / =z
Class | Inventory - |= [lots g
Please deliver before 12am on weekdays anly. I
Request Date | 18 May 2017 - 11:48:59 AV :
Billing Address |StreetMoandRoadbame 02 o |+
Area 0
Phone [o0g 0oo ooo - Comment
Email Keep printed copy of PR with Purchase Order.

employeea@company.co.za

Contact Name Employee A Purchasing Address

PartCode PartType  Description Priority  WarehouseMame
5

+ [E 2020-147C PART 3 Main Warehouse
2020-147K. PART Black toner SP2020

5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse

. S (A —

Cyan toner SP2020
3 Main Warehouse

Reguisition Info

Open Windows ~

Version Comments Notes MoteDate ContactName
¥
3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18 May 2017  Judith Mud...
2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 5ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
10 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
d
1 b
| 08Jan2019

* A Requisition Processing message box will pop up informing you

that;

* Requisition No. [ ] saved successfully.

* Click on OK.
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TECHMNOLOGSTES

Requisition Notes and Comments

Edit Requisition - PRODOD377 - BPO: Version 2.1.0.69 - Example Company

(m} Pt

%immai Eguipmentand Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utiies — & X

HO =

Request Date | 18 May 2017 - 11:48:59 AV

Billing Address | Street Ho and Road Name L al=
Area 1

Fhone (400 000 Dooo
Email

employeea@company.co.za

Contact Name Employee A Purchasing Address

Save Back Save Layout
Process Format
" = =
Type |Maintenance Requisition »|* Notes E
Class Inventory -|* Note (]

Please deliver before 12am on weekdays anly.

[ Comment

Keep printed copy of PR with Purchase Order.

Requisit

o Requisition Mo, PROODO377 saved successfully.

PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ? _ =
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2,1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
b 10 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
Requisition Info «
1 b
Open Windows | 08Jan 2018 4

PRINT REQUISITION

* A Report Generation message box will pop up asking;

* Do you want to print the requisition[ ]?

e Click on Yes or No according to your requirements.

* Yes: Follow the Print Purchase Requisition process.

* No: You will return to the Purchase Requisition List-

ing screen.
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Requisition Notes and Comments

= Edit Requisition - PRODD0377 - BPO: Version 2.1.0.69 - Example Company - ] ®
77?“ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
HO =
Save Back Save Layout
4| Faormat 4
Type  Maintenance Requisition > |* MNotes =il =
Class | Inventory - |= Motz B
Please deliver before 12am on weekdays anly.
ReguestDate 18 May 2017 v  1L48:50AM o
Billing Address | Street Ho and Road Name L oal= ort Generation
Area 0
2t Do you want to print the requisition PRO0O003777
Phone |30 000 0000
Email | crpioyeca@company co.za
Contact Name Employee A Purchasing Address
PartCode PartType  Description Priority  WarehouseMame
5
» B 2020-147C PART Cyan toner SP2020 3 Main Warehouse Version Comments Notes MoteDate Contacthame
2020-147€ PART Black toner SP2020 3 Main Warehouse ?
5P1919 PART 5P1919 Sprint Colour MFC 3 Main Warehouse 3 1 Project procurement 2.1.0.4  Project procurement 2.1.0.4 18May 2017 Judith Mud...
# -_- 2 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 8ep 2018 Abigail Mine
3 Project procurement 2.1.0.4  Project procurement 2.1.0.4 20 Sep 2018 Abigail Milne
4 Keep printed copy of PR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Milne
5 Keep printed copy of FR wi... Telephonic confirmation before ... 30 Nov 2018  Abigail Mine
6 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
7 Keep printed copy of PR wi.., Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
8 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019  Abigail Milne
9 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Milne
b 10 Keep printed copy of PR wi... Telephonic confirmation before ... 10 Jan 2019 Abigail Mine
Requisition Info «
1 b
Open Windows | 06an 2019 o

MNU.053.007
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