cC =
Add, Print or Delete a Requisition

PROCUREMENT

ADD /[ PRINT / DELETE A REQUISITION

Creating a Purchase Requisition can be done in several ways:

From the Stock Status screen - to Replenish Stock Levels
From the Part Request screen - to Fulfill a Part Request
From the Service request screen- to Fulfill a Service Request

> wwDd R

From the Purchase Requisition screen which we will address here.

Once you have created your Purchase Requisition, you may be required to
add /remove items, or make changes to these items. However, there is cer-
tain data that you will not be able to change, and if necessary you may need

to delete the requisition.

Ribbon Access: Procurement > Requisitions
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* 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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ADD PURCHASE REQUISITION

e Click on Add.
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REQUISITION TYPE

* AWhat type of request is this?pop up screen will appear with

two options;

e Part Requisition.

* Service Requisition

* Template

* Click on the Part Requisition radio button.

* Click on Accept.

® - Purchase Requisition Listing 2401 & x
| @ | rome | Eaupment/locatons  Contract  France/HR Inventory  Mantenance [Proects  Maufoctrng  Proaement  Sdks  Senvice  Reportng  Utites - &
T ap [= - == N —
OQUXE 'O O0 & R @/ e S
Al Edt Deete Vew | rod Reksse Ao Cedoe  Cone | Savelsyout Workepsces | Pt Bwort | nen o Refiesn
Requiston ~
&
|
#RCod PRType  Statu Employeetumber  Frsthame Lasthame ExclCost IndCost Eventoate EventTime Comments Notes SupplerBxist | CustomerC... Custo
* 0 0 L3 L 0 0 0 0 0 0 0 -
» B PROOISE  MANT N MUD00!1 Judth Mudzeng: 1,609.96 1,835.35 17/05/2017 10:21:19 The requisiton was removed fro Yes HOPOOL  Hc
PROODO0  MANT N Muoo1 Judith Mudzeng. 1700 170000175017 frEsey Yes HoPOOL  He
PRO0D0361. MAINT N MUDOO1 Judth Mudzengi | "/ What type of request s this? [=Jle)lx Yes HOPOOL e
PROD00362 MAINT N MUD00 Judth Mudzeng: Home | o o Yes HOPOOL  Hc
PROODO3  MANT N U001 Judith Mudzeng: ¢ proarement fiomacal v2.10.4  proarement fomacal v2.10.4  Yes HoPOOL  Hc
PROODDISS  MANT N Mu00L Judth Mudzeng: 9o V2104 1104 Yes
PROODOZES  MANT N MuooL Judth Muzengy || Accept | Cancel V2,10, V2,10, Yes
ROODOID  MANT N U001 udth Mudzeng: o Yes
PROODOI7A  MANT N MuDo0L Judth Mudzeng: cal procrement v2.10.4 cal proasement v2.1.0.4 Yes HOPOOL  He
PROODOIS  MANT N Mu0oL Judith Mudzeng. Yes
PROODDIE  MANT N Mu00L Judth Mudzeng: v2.10. v2.10. Yes
PROODOS7  MANT N MupooL Judth Mudzeng. 104 104 Yes HoPOOL e
PROODD0  MANT N ouToot Banca ouTot PyS— o
PROODDII  MANT N ouTo01 Bnca DuTot Yes
PRO00036 MAINT N DUT00L Bianca DuToit O Template ves HOPOOL  He
PROODD7  MANT N Mu00L udth Mudzeng: Yes
PROODOE  MANT N MupooL Judth Mudzeng: Yes
PROODDOO  MANT N Muoo1 Judith Mudzeng. 2000 28,00 19052017 11219 Yes
PROODDD:  MANT N Mu00L udth Mudzeng: 4,500.00 5,130.00 19/05/2017 125412 Yes
PROODDNS  MANT N MupooL Judth Mudzeng: 450000 5,130.00 19/05/2017 12:56:25 retest retest Yes
PROODDNS  MANT N Mu0oL Judth Mudzeng: 250.00 285,00 190572017 13:02:09 test test Yes
PROODO?  MANT N MuooL Judth Mudzeng: 650.00 713.00 19052017 131514 Yes
RO MANT N Mu0o1 Judith Mudzeng 90000 10,260.00 22/05/2017 Rty ves
PROODDAD  MANT N Mu00L Judth Mudzeng: 00,00 91200 220572017 124751 Yes oot T
PROODDAS  MANT N MupooL Judth Mudzeng: 500.00 91200 2400572017 141821 Yes HOPOOL  He
PROODDAE  MANT N ouToot Banca ouTot 45000 51300 310572017 109114 test Yes HOPOOL  Hc
mmmmm womr rumny orn T o S13m mmeoniz s Ve T
Open Windons ~ | User : BancaD | 10/11/2022 | Verson : 2.4.0.18 | Example Company

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.

o

Request Date: You can either type in or click

on the drop-down arrow and use the calendar
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function 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.
° 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.

= O X

= Add new Requisition - BPO: Version 2,1.0.69 - Example Company
Manufacturing Procurement Sales Service Reporting  Utlitles — & 3

iHoma : Equipment and Locations  Contract  Finance and HR.  Inwentory  Maintenance and Projects
H G @
O
Save Back | Savelayout | l

.| Format

- |*

ol

& Origin Type

s8j0N

Type | Maintenance Requisition

(Class | Inventory Origin

*

T = Related

Ramsestnatel 111an 2013  +  |9:18:56 AM 'Ii_@ Ttem
a|=

Billing Address 1 Main Road I=)
el Richmond ;
Outer L
Durban -
Phone 031 208 6084 Requestor  Abigail Mine - |*

Email | gjones@emal, co.za

Contact Name | Ed Jones

PartCode PartType  Description Priority | WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRatz  SerialNo SupplierCode | SupplierNam

L
. I ) | ) A A

‘
Requisition Info Sub Total | 0.00 \
vaT | 0.00
Grand Total | 0.00
Open Windows + | 08Jan 2019 7

ORIGIN TYPE AND ORIGIN

This information is mandatory.

 Click on the drop-down arrow in the Origin Type field.
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Add new Requisition - BPO: Version 2.1.0.69 - Example Company

% |HumE ‘ Eguipment and Lecations  Contract  Finance and HR.  Inwentory  Maintenance and Projects

= O

X

Manufacturing Procurement Sales Service Reporting Utlites — & X

Ho =

Save Back Save Layout
Process Format
Type |Maintenance Requisition * Origin Type H‘ =
Class | Inventory * Origin B* 8
:03: ~ Related
Request Date |11 Jan 2019 - 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 0|
Outer
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones

Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | Supplieram

PartCode PartType  Description
5

» I

] b

Reguisition Info Sub Total | 0.0
vaT | 0.00
Grand Total 000
Open Windows ~ | D6 Jan 2019 o

1. The Origin Type menu will be displayed.
2. Select from this menu, the origin of this requisition:
e Contract
* Warehouse
* Work Order
In this image, Warehouse has been selected.
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i Add new Requisition - BPO: Version 2.1.0.69 - Example Company - m] X
Home | Equipment andlocations Contract Finance and HR  Inventory Maintenance and Projects Manufacturing  Procurement Sales Service Reporting  Utiites — & X

Ho =

Save Back | Savelayout
Process a| Format .
Type |Maintenance Requisition * Origin Type " i Y z
Class | Inventory * Origin | TyPe # Description @
CTRT Contract
Request Date | 11 Jan 2013 10:03:46 AN & NEkited
ea e |1 dan T - Ttem |[wHsE Warehouse |
Billing Address | 1Man Road P oaix WKOR Work Order
Richmond il
Outer
Durban -
Phone 31 708 5084 Requestor
Email ejones@email.co.za o P
Contact Name | Ed Jones
PartCode PartType  Description Priority | WarehouseName | Quantity UnitCost TaxRate VAT ExchangeRate  SerialNo SupplierCode  SupplierMame

L3

+ I N . ) ) s I [

Requisition Info Sub Total | 0.0
VAT | 0.00 |
Grand Total | 0.00 |
Open Windows v | 06 Jan 2018 o

* Click on the search button in the Origin field.
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= Add new Requisition - 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

Process 4| Faormat
Type |Maintenance Requisition * Origin Type Warehouse =
Class | Inventory * Origin Iﬂ‘ 8
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 0|
Outer
Durban
Phone (31 203 5084 Reguestor Abigail Mine -[*

Email | cignes@emal, co.za

Contact Name | Ed Jones

PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | Supplieram
5
» I | S | | N S——
Requisition Info Sub Total | 0.0
vaT | 0.00
Grand Total 000
T Homes I

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 origin

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 warehouse

origin for this requisition screen has popped up.

2. Select the row of the warehouse that is the origin of this requisition.
3. Click on Ok.
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X

= Add new Requisition - BPO: Version 2.1,0.69 - Example Company - ]
Humaj Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

HO =

Save Back Save Layout

Process " Format
Type |Maintenance Requisition * Origin Type Warehouse - |* =
Class | Inventory * Origin B* 8
:03: ~ Related
Request Date j}rjirllrﬂilg b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond
Outer
| Dty Bl 5 s requis =83 ]l%x
Phone [031 208 6084 - i -*
| e — Home

Email jor i

Contact Hame | Ed Jones @ @ E;

Ok Badk Save Layout
PartCode PartType  Description SupplierCade | SupplierNam
5
* [— |
- Description IsBinLocation PCName StoremanName IsDefa -
2 o
JohnS Boot No Purchasing Centre Bianca Du Toit No
Dispatch Warehouse No Purchasing Centre Abigail Milne No [y
AN Warehouse No Purchasing Centre Ed Jones No
Cari Warehouse No Purchasing Centre Bianca Du Toit No
George Warehouse Mo Purchasing Centre Chris Haynes No
Off Site Warehouse Mo Purchasing Centre Chris Haynes No
Ll E Main Warehou No Purchasing Centre Ed Jones No
Theol Boot Warehouse Mo Purchasing Centre Theo Peterson No
4 = ChrisH Warehouse No Purchasing Centre Bianca Du Toit No 3
Rkt T New Boot Stock No Purchasing Centre Judith Mudzengi No 0.00
Test Mew Warehouse No Purchasing Centre Bianca Du Toit No j

Open Windows ~ | 08Jan 2019 7

RELATED ITEMS

1. Related Item:; This field is uneditable.

REQUESTOR

This field is mandatory.

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.

REQUISITION INFO

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

required. This will pull through to the Procurement Report

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

CO3 Technologies (Pty) Ltd © Company Confidential



TECHNoLOGTES Add, Print or Delete a Requisition

% = Add new Requisition - BPO: Version 2.1,0.69 - Example Company — m] X
77! Huma.‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
HO N
Save Back Save Layout
Process Format
Type |Maintenance Requisition * Origin Type Warehouse i fad =
Class | Inventory * Origin  Main Warehouse A* g

Billing Address | 1Main Road P al=
Richmond 1|
Outer
Durban -

Phone (431 703 5084

RequestDate |11%an2015 v | 10:03:46 AN = . l“e';tteﬂ

Reguestor Abigail Mine
e

ol

Email | ionesgemail.co.za

Contact Name | Ed Jones

D e

PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate

VAT ExchangeRate  Serialia

» I IS | S | N | N ——

SupplierCaode | Supplierfam

b

Requisition Info|

D

Open Windows ~

Sub Total | .00

vaT | 0.00

Grand Total | 000
| 08Jan 2018 o

You can now move down to the Parts data grid.

REQUISITION ITEMS DATA GRID

ITEM

e Click in the Part Code text box.
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= Add new Requisition - 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
i D AR
Ho
Save Back Save Layout
Process " Format
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 1
Outer :
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | Supplieram
5
L1
1 v
Requisition Info Sub Total | 0.00 ‘
vaT | 0.00
Grand Total | 000
Open Windows = | 06Jan 2019 o

1. An ellipsis button will be revealed.

2. The following fields will auto populate:

* Part Type: This will auto populate will PART.

* Priority: This will auto populate with 3.

* Warehouse Name: This will only auto populate if the Ori-
gin Type selected is Warehouse. Then it will populate with
the same Origin (Warehouse Name).

* Quantity: This will auto populate with 1 but can be edited
as explained further in the manual.

Unit Cost: This will auto initially populate with 0.00 but

can be edited as explained further in the manual.
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= Add new Requisition - 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
Process " Format
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond
Outer
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones
PartCode PartType  Description Priority ' WarehouseMame — Quantity UnitCost TaxRate VAT ExchangeRate  Serialia SupplierCade | Supplieram
5
Il 3 Main Warehouse 1.00 0.00
i P i
1 v
Requisition Tnfo Sub Total | 0.00
vaT | 0.00
Grand Total | 000
Open Windows ~ | 08Jan 2019 7

. Click on the ellipsis button.

A WODN P

. Click on Ok.

. A Select an item pop up screen will appear.
. Select the row of the item you wish to add.
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= Add new Requisition - BPO: Version 2.1,0.69 - Example Company - ] X
§HWTIE ‘ Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X
;
=<
Save Back Save Layout
Process i | Format i |
Type |Maintenance Requisition & Qrigin Type Warehouse - E z
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond
Outer
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name  Ed Jones v
o sel =T
: =
| Home
PartCode PartType  Description T | 1 SupplierCade | Supplieram
., @0 =
25 PART [+3 Back | Savelayout
@ s oy
Process 4| Format a|
PartCode Description Rate PartType Status TaxType CatDes
= -
E 5P2020 SP2020 Sprint Colour Multi Functional Copier 15.00 A A VAT Hari
2020-147K  Black toner SP2020 15.00 C A VAT Ton
SP1919 5P1919 Sprint Colour MFC 15.00 A A VAT Har
5P19-147K  Black Toner SP1919 15.00 C A VAT Ton
i SP19-147C  Cyan Toner -SP1919 15.00 C A VAT Ton 5 b
Requisition Tnfo SP19-147Y Yellow Toner -5P1919 15.00 C A VAT Ton 0.00
5P19-14/M  Magenta toner - SP1919 15,00 C A VAT Ton :
0.00
2020-14M  Magenta toner SP2020 15.00 C A VAT Ton -
MIAATT Fumn bmear SBININ 1EAn A AT Ton T 0.00
1 = + = —_—
Open Windows ~ | 08Jan 2019 7

ITEM DETAILS

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 there is 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.

* 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.
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* 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.

* 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.

Note about Exchange Rate: This field will only populate if:

f—

The currency of the Primary Supplier set up is different to your com-
pany 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.

. Add new Requisition - BPO: Version 2.1.0.69 - Example Company — (m} X
ﬁiiHumai Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufachuring  Procurement  Sales  Service Reporting  Utiities — & 3
Save Back | Savelayout
Process " Format
Type |Maintenance Requisition = Origin Type Warehouse B et =
Class | Inventory * Origin | Main Warehouse A* ®
-03: - Related
Request Date | 11 Jan 2015 * 10:03:46 AN Ttem
Billing Address | 1 Main Road P oalx
Richmond 0|
Outer
Durban -
Phone (134 203 5084 Requestor Abigail Mine -
Email ejones@email.co.za
Contact Name | Ed Jones
PartCode PartType Description 4 Priority WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate Serialio SupplierCode | SupplierName

@

3 SP2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 1.00] 450000 15.00] 675.00 TOMOO2 Tonys Copy Shop

Requisition Info Sub Total | 0.00 ‘
vaT | 0.00
Grand Total | 000
Open Windows ~ | 06 Jan 2019 o
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ITEM SUPPLIERS

* Click on the expand button in the Part Code field.

= Add new Requisition - BPO: Version 2.1.0.68 - Example Company = O X
iHoma i Equipment and Locations  Contract Finance and HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & X

HO =

Save Layout

Save  Back
Proce: Format
Type  Maintenance Requisition L Origin Type Warehouse i g
Class | Inventory * Origin  Main Warehouse B* 5
RequestDate |11%an 2013  ~ | 10:03:45 AN = Related
Ttem
Billing Address | 1Main Road P als
Richmond 0|
Outer
Durban z
Phone 37 708 5084 Requestor Abigail Mine -[*
Email | giones@emal, co.za
Contact Name Ed Jones
PartCode PartType Description ~ Priority WarehouseName  Quantity | UnitCost TaxRate VAT ExchangeRate | SerialNo SupplierCode | SupplierName
¥
bSPZUlU PART SP2020 Sprint Colour ... 3 Main Warehause 1.00 450000 15.00 675.00 TOMOD2 Tonys Copy Shop
#

Reguisition Info Sub Total | 0.00 ‘
vaT | 0.00
Grand Total | 0.00
Open Windows + | 08 Jan 2019 .

1. The Item Suppliers frame will be expanded. Follow the process to add /
edit an item supplier for this item as required.

2. Collapse the Item Suppliers frame when you are done.
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= Add new Requisition - BPO: Version 2.1,0.69 - Example Company - ] X
iHWTIEi Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

Save Back Save Layout
Format
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 0|
Outer
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones
PartCode PartType Description « Priority WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate | Serialia SupplierCode | SupplierName
5
>5P2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 1.00 450000 15.00 675.00 TOMOD2 Tonys Copy Shop
Item SuEﬂiers ‘
a SupplierCode  SupplierName SelectedSupplier | UnitCost Currency TaxRate ExchangeRate  LeadTime QuantityPerUOP  UnitOfPurchase MinimumOrdErﬁ
b TONODZ Tonys Copy Shop Yes 4 500,00 South African Rand 15.00 1.00 3.00 1.00 ea 1
YES001 Young Electric Mo 6 500.00 South African Rand 15.00 1.00 0.00 1.00 ea 1
SPROOL Sprint Distributors Local Mo 3 500,00 South African Rand 0,00 1.00 .00 2.00 box 1
998877 Stone Rowe & Co. Mo 275.00 British Pound 15.00 16,92 5.00 1.00 ea 1
- e e,
1 "

Reguisition Info Sub Total | 0.0
vaT | 0.00
Grand Total | 000
Open Windows ~ | 06 Jan 2019

LINK ADDITIONAL ITEMS

* The Item Suppliers frame will be hidden again.
* Click in the Part Code field of the new row, to display the ellipsis

button and continue to add A, B or C-Class items in this way until

you have finished adding items to the requisition.
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Add, Print or Delete a Requisition

Add new Requisition - 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 =

Phone (431 703 5084
Email

ejones@email.co.za
Contact Name | Ed Jones

Save Back Save Layout
Process Format
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 1
Outer :
Durban -

Reguestor Abigail Mine

PartCode PartType Description ~ Priority WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate | Serialia SupplierCode | SupplierName
5
SP2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 100 450000 15.00 675.00 TOMOD2 Tonys Copy Shop
3
Requisition Tnfo Sub Total | 4500.00
vaT | 675,00
Grand Total | 5175.00
Open Windows = | 06Jan 2019 o

1. Inthis image a Black toner SP2020 has also been added to the Parts

data grid.

SAVE REQUISITION

2. When you have finished adding items, click on Save.
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Add, Print or Delete a Requisition

= Add new Requisition - 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
i D AR
H o
Save Back Save Layout !
*——.@
Pr J| Fomat |
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 1
Outer :
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones
PartCode PartType Description ~ Priority WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate | Serialia SupplierCode | SupplierName
5
SP2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 1.00 450000 15.00 675.00 TOMOD2 Tonys Copy Shop
3 2020-147€  PART Black toner SP2020 3 Main Warehouse 2.00 500.00 0.00 0.00 SPRO0D1 Sprint Distributor...
#
Requisition Tnfo Sub Total | 5500.00
vaT | 675,00
Grand Total | 6175.00
Open Windows = | 06Jan 2019 o

* A Requisition Processing message box will pop up informing you

that;

° Requisition No. [ ] saved successfully.

e Click on Ok.
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= Add new Requisition - BPO: Version 2.1,0.69 - Example Company - ] X
iHWTIEi Equipment and Locations  Contract Financeand HR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service Reporting  Utlites — & 02X

HO X
Save Back Save Layout
Process Format
Type |Maintenance Requisition * Origin Type Warehouse i =
Class | Inventory = Origin |Main Warehouse pl* &
:03: ~ Related
Request Date | 11 Jan 2015 b 10:03:46 AN Ttem
Billing Address | 1Main Road P al=
Richmond 0|
Outer
Durban -
Phone (31 203 5084 Reguestor Abigail Mine -[*
Email | cignes@emal, co.za
Contact Name | Ed Jones
PartCode PartType Description ~ Priority WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRate | Serialia SupplierCode | SupplierName
5
SP2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 100 450000 15.00 675.00 TOMOD2 Tonys Copy Shop
3 2020-147€  PART Black toner SP2020 3 Main Warehouse 2.00 500.00 0.00 0.00 SPRO0D1 Sprint Distributor...
* [N N e e e e e e
R x
o Requisition No. PROD00568E saved successfully.
Requisition Tnfo Sub Total | 5500.00
vaT | 675,00
Grand Total | 6175.00
Open Windows | 08Jan 2018 2

PRINT REQUISITION

* A Report Generation message box will pop up asking;
° Do you want to print the requisition [ ]?
* Click on Yes.
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- Add new Requisition - BPO: Version 2.1.0,69 - Example Company - u] *
!Home | Equipment and Locations  Contract  Finance and HR  Inventory  Maintenance and Projects  Manufacturing  Procurement Sales  Service Reporting  Utlites — & X

y a =
= <
Save Back Save Layout

Pracess 4| Format

Type Maintznance Requisition * Origin Type |Warehouse b 2

s8I0

Class |Inventory * Origin |Main Warehouse pF

RequestDate |111an 2013+ | 10:03:46 AV = Related
Ttem

Billing Address | 1Main Road L alx
Richmond 0
Outer
Durban -

Phone (53 208 5084 Requestor | Abigail Mine [*
Email

ejones@email.co.za
Contact Name | Ed Jones

PartCode PartType Description ~* Priority | WarehouseName  Quantity | UnitCost TaxRate VAT ExchangeRate  SerialNa SupplierCode | Supplieriame

SP2020 PART SP2020 Sprint Colour ... 3 Main Warehouse 1.00 4500.00 15.00 675.00 TOMDO2 Tonys Copy Shop
3 2020-147K  PART Black toner SP2020 3 Main Warehouse 2.00 500.00 0.00 0.00 SPROO1 Sprint Distributor...

. (] ) (o Y

Report Generation

Do you want to print the requisition PROD005687

Regquisition Info &. Sub Total | 5sun.nn|
.

vaT | 675.00 |
Grand Total | 5 175,00
Open Windows = |06 3an 2019

REPORT PREVIEW

The Report Preview screen will be displayed.

1. From here you can View, Print, Export or Email the requisition.
2. Close the preview screen when you are done.
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i) — e[
File View Background
| # 52 =8 7abhB/-§aialow -|al '%'lefsi':"|‘* @
/ Purchase Requisition
@ Example Company
StreetNoandRoadName — POBox1234
% Company Logo ¢ Area NewTown
=Ompany Logo City Durban

South Africa South Africa
0000 1234
RegNo.: 0000000asads2l FaxNo.: 031124545
VATNo.: 0000000 TelNo.: 0311234567
Document Ref.: PRO000568
Date : 11 Jan 2019
Type: MAINT
Status : N
Site : Durban

‘Requestor:  MILOO1 Abigail Milne

{Email : jimmy@company.coza Department: Sales

{Tel No.:

| Supplier Code  Item Code Item Description Currency  Unit Cost QtyPerUOP  Qty Cost H

iToNDOZ sP2020 5p2020 Sprint ColourMuls Z4R 4300.00 1.00 100 450000 |

i Functional Cogier i

| SPRO0L 2020-147K Blacktoner 5P2020 ZAR 500.00 1.00 2.00 1000.00

Page1of 1 100% (=) o | ()]

You will return to the Purchase Requisition Listing screen.

VIEW REQUISITION

* Here you can view the new requisition has been added to the list.

* Close the preview scree when you are done.

Note: The requisition will need to be released and approved.
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Add, Print or Delete a Requisition

v Purchase Requisition Listing - BPO: Version 2.1.0.69 - Example Company = O X
| Faupmentand Locations _ Confract  Financeand MR nventory _ Maintenance and Projects _Manufachring_Procrement Sales Servce Reportig Utiis — & X
P LI q P-./ ‘@' @ 2 I’y Durban =, xigy
Add Edit Delete  View Release C Save Layout Workspaces Print  Export Ngwiv Refresh
-
PRCode « PRType  Status EmployeeNumber  Firstame LastMame | EwentDate Comments | ExclCost Motes | SupplierExist | IndCost SourceTypeDesc  CustomerCode

5 -
PROOOO416  MAINT N MUDOO01 Judith Mudzengi 24 May 2017 800.00 Yes 912.00 Work Order HOPOO1
PROO00418  MAINT N MUDO01 Judith Mudzengi 24 May 2017 1000.00 Yes 1140.00 Work Order HOPOO1
PROO0D421  MAINT N MUDO01 Judith Mudzengi 24May 2017 800.00 Yes 912,00 Work Order
PROOOD428  MAINT N DUTO01 Bianca Du Toit 31May 2017 450.00 test Yes 513.00 Work Order HOPOO1
PRO000D429  MAINT N DuTo01 Bianca Du Toit 31May 2017 450.00 test ‘fes 513.00 Work Order HOPOD1
PROOOO430  MAINT N DuTo01 Bianca Du Toit 01 Jun 2017 450.00 fes 513.00 Work Order TIADD1
PROO00431  MAINT N MUDO01 Judith Mudzengi 01 Jun 2017 580.00 Yes 980.00 Warehouse
PRO000433  MAINT N puToo1 Bianca Du Toit 05 Jun 2017 1500.00 ‘fes 1710.00 Warehouse
PROOOD434  MAINT N DUTOO1 Bianca Du Toit 06 Jun 2017 800,00 Yes 912,00 Work Order HOPOO1
PRO000442  MAINT N MUDO01 Judith Mudzengi 15 Jun 2017 4 500.00 fes 5130.00 Warehouse
PROODD444  MAINT N MUDOO01 Judith Mudzengi 15 Jun 2017 0.00 fes 0.00 Work Order WESDO1
PROO00452  MAINT N MUDO01 Judith Mudzengi 04 Jul 2017 1 500.00 Yes 1710.00 Work Order BIGOOO1
PRO000454  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 800.00 Yes 912,00 Work Order HOPOO1
PROOOD455  MAINT N MUDOO 1 Judith Mudzengi 05 Jul 2017 500.00 fes 570.00 Work Order DEROO1
PROO00D456  MAINT N MUDO01 Judith Mudzengi 05 Jul 2017 500.00 Yes 1026.00 Work Order
PRO0OD045S8  MAINT N MILO1 Sarah Milder 13 ul 2017 145.00 Yes 166.75 Work Order DEROO1
PROOOD4E6  MAINT N DuTo01 Bianca Du Toit 25 ul 2017 15.00 Yes 17.10 Warehouse HOPOO1
PRO0DD485  MAINT N DuTO01 Bianca Du Toit 26 Oct 2017 350.00 ‘fes 399.00 Warehouse TIADO1
PRODOD486  MAINT N DUTO01 Bianca Du Toit 26 Oct 2017 6250.00 ‘fes 7125.00 Warehouse TIAOD1
PROO00523  MAINT N MILOO1 Abigail Milne 26 Apr 2018 4 500.00 Yes 5130.00 Warehouse HOPOO1
PRO0ODDS33  MAINT N MILOO1 Abigail Milne 28 Aug 2018 109 200,00 ‘fes 125 580,00 Warehouse
PROOODS36  MAINT N MILOOT Abigail Milne 07 Sep 2018 3250.00 Yes 366250 Warehouse
PRO00D563  MAINT N MILOO1 Abigail Milne 23 Nov 2018 4 500.00 ‘Yes 5175.00 Contract
PROOD0S67  MAINT N MILOOL Abigail Milne 14 Jan 2019 1200.00 ‘Yes 1440.00 Warehouse

I PROOODS68  MAINT N MILOOL Abigail Milne 11 Jan 2019 5 500,00 Yes 6 175.00 Warehouse I
‘
Open Windows v | 706 Jan 2019 "

DELETE A REQUISITION

Select the Site and Status

e Select the Site.

* In this image Durban has been selected.
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v Purchase Regquistion Listing - BPO:Vesion 21,040 -Example Company = 0 X
R \m[qﬁmﬂﬁnﬁ Tt Fracewd® Ity M i Mndiirg Poormed S Seee ey e - @ X
w i ww i H g%~ [0
o -suumwummaw“ Al
u MG
B L
i ety
Miok  ffpe fabs oyebe  Ffune Lstome Befae  Benfme  Clstml
1 X
o [ ROOISE MANT N M0 Mk Madrved UMy 00 0200 oot T
DRONNT WM N MO Mak Wi UMy AU G908 Mol ORI
RO WM N MO ek M UMy D0 NS dpedels MO Test2L0APooresint
PROOMED MANT N MID0 Mk Mdrvd DMy 007 1R HopeWods HOPOOL
E RN MANT N M0 Mok Mubewd URpDU 22D RmeWes P00 Fletae chone i laest prces befire
RO MANT M L Mark Mdared My N1 LRHED  Hope ey HoRog|
B RoNIM MM N LT Mk Wikerved MM X0 0RI58  HopeWera HOROD1 l precurement v, L0A
ff moooti? MANT N L)l Mk Mgdred UMy R0 1045 opeliis HOPOOL
RN WM N U0l G QuTol  HRyRY (S el ORI
P40 MAMT N MO Myt Hadved DMy X0 1M TheGme TIANI
MROOO4IE MADNT N M0 Mk Sgddrved Mgy 017 RN Hopelione HOPOO1
MM MANT N OO0 Mok Ml MMy RO RS HpeWols KOS
PROOME  MANT N gL San  WTal MM ED 0B Hepelieds HOROOL [
PROA MANT N [uToL G fuTet 01207 1REH  TenGap TUADGL
WONMHM WO N OOl S DTl BMAY RN Mol ORI
MROOH MANT N buTHo! Gan  Dlel  Bind0  MEN  MBChul RO Gerevatad from saes order no, (RO
P00 MADT N Moo Mk Madlrved 15002107 12E:0)  Wesheood Dyruame  WESDD!
Mol MAMT N MILGOL Saah e BOART Wkl Hope Works HOROOL
RO WM N L0 G My O 0D dpededs ORI
007 MANT N M0 Mk Madervld [Map 007 13150
Moo M N MU0 Mark Hadrved BMy X0 12ML
RN WM N M bagh  Tebe  OiSpRU RN
MO MANT N [umot e DuTel  BMyXD  120ER
0 o004 MANT N MO0 Mk Ml TMay 007 14002 Stardiiions work order v2. 104
Open indows * el g

e Select the status.
e This must be set to New.
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Purchase Requistion Listing - BPO: Version 2,100 Example Company = 0 X

P e | Ennentidlonioy Comt Frwawdi ey Nortewcomdhos Moty eurmet Sk S todg (e - 8 X
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Select Requisition
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* Select the row of the purchase requisition you wish to delete.
* Click on Delete.

v Purchase Requisition Listing - BPC: Version 21,040 - Example Company
m:wwmwmmrdmm$mwmmwm&mmmm—ﬂl

gr;zxmkw@ﬁ K

Bt | Deleta prove Do Smu-.u.rlmhpm Imlh;ut New + Refesh

FCode Mlpe Sats  Eopoyeshimber  Frstlme  Lastame Evenfiate  Donffme  Ciglomerhame  CisiomerCode Mot

PROOOOADT MANT M MD] Mk Mol MW 200 1315
PROGOA MADT N MBad! Mark Muleved BMy 317 1280
RO WM N M weh e BiedU U
PROOE]T MANT N [T ET ] (ETRE R e
G RO0M4 MADT N WBad Mark Madderid 1TMay 00 160LS Standaione work ceder V2. 104
ROOL WM N MO G Ml L) O
PROONE MANT N MDog1 Mak Wodeved BMe 00 104N
PROMGAS MANT K MD Mk Hadderved 1My X107 1250 fetest
BHRONID WY N MBON Mk M DMy 2%
FRONOH] MANT N Mag! Mk Mol 1500207 IR
PROOOCAI] MANT N QU0 L] uTet 05207 1690 Cal o confrm orter 24 heers befre s
PROOMA WDT N MG Mark Modeed 17May 317 1RR shock report procurement
HOEE MANT N )] SN Tet By X0 e
PROONT MANT N MO Mark Mddeved HM XU 11485
PROMOOT WANT N Mal Mark Maddened 01n 207 143041
:| RONAY WOT N MO Wb M B A0 2R
PROOE] MANT N QuTool Sn T EMy X0 12066
PRONOAN MWANT K Tl Mark Madered NMay 01T LE1E42
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CONFIRM DELETION

* A Confirm Close message box will pop up asking;
° Are you sure you want to close this purchase requis-
ition ( )?

¢ Click on Yes.
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' Purchase Requisition Listing - BPC: Version 21,040 - Example Company
MWHMM“MHMM!WNWWMMMMM—EH

OuXEkPoOO S B A%~ -0

mwmmwh . eheh

Hlode Mlpe s  Erpoyeshimbe  Frtime  Laifame Buenfiate  Doffime  Clstomerhame  CostomerCode Mot
L
MONOAT MANT N MUD0d1 Mk Modlervdd DMy 2007 1315
RONOG. MANT N MGl Mk Muleved BMy 317 1280
RN MW N M bemh  Tebe  BSpXU 13N
ROINIE] MANT N fumod S QuTet WMy A0 10ZR
D rRM0Ms MANT N MCod1 Mk Mddrveld Ty 20 140EE Standaone work order v2 1.0
PRODOHL MANT N MLOOL Sh Moy A0 12N
OIS MANT K MLDog Mk Wodeved DMy 007 1045100
PRI MANT K tetast
O ARIO0ID AN N
PRIGOHT  MANT N
PRI WANT K o Adeyou st o want 6 chosethe purchase reqursan(PR)? Cal in confrm rter 24 hours bere 1
RONIME MADNT N sinck report procurement
PROOIS MANT N
MOOGHT MANT N Yeg Ho
RONMIT MANT N - B
PRI MAMT N MO ok Ml BMy 30 1228
MO MANT N fumool Smn QuTet WMy XU 12004
MINMN WA K Mumad1 Mk M NMw XU 1E1:42
DAROGHE OF N WO Mk ke DMn R0 120005 V104 standakone work order
0 FRO0S MANT N Mo Mk Moderved (MY 2017 16R3647 V2104 stoch repert procurement
G PRNNNE MANT N W00l Mark Mk BMy X7 500

Open Windgos * DDy |

* A Process Validation message box will pop up asking;
° Are you sure that you want to close requisition [ ]?
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Add, Print or Delete a Requisition

e Click on Yes.

Purchise Reuion st - 90 Verion 1141 gl Compry

CO3 Technologies (Pty) Ltd © Company Confidential
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cC =
Add, Print or Delete a Requisition

* A Requisition Process message box will pop up informing you
that;
° The requisition no. [ ] has been closed successfully.
* Click on OK.
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Add, Print or Delete a Requisition

VIEW DELETED (CLOSED) REQUISITION

* The deleted requisition can now be viewed in the Purchase

Requisition Listing screen where the status is set to Closed.
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Add, Print or Delete a Requisition
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