cCOO=
Add PR from Purchasing Template

PROCUREMENT

ADD A REQUISITION FROM PURCHASING
TEMPLATE

Purchasing Templates can be created to preconfigure purchase requisitions

to effectively generate bulk orders.

+ —]
é‘ Refer to Introduction to Purchasing Templates for more information related to cre-

ating a Purchasing Template that can be used in the process below.

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.

Purchase Requistion Listing - BPC: Version 2,100 Example Company = 0 X
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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;

* Click on the Template radio button.
* Click on Accept.

e Part Requisition.

* Service Requisition

* Template

$ - Purchase Requisition Listing - £°0: Version 2.4.0.18 ple Co (=)&)
@ | tome | Equpment/locaons  Contract  Finance /HR  Inventory  Mantenance /Projects  Manufactring  Procrement  Sales  Service  Reportng  Utities - & x
T ap [= n = = N ——
OQUXE 'O O0 & R @/ e S
Al Edt Deete Vew | rod Reksse Ao Cedoe  Cone | Savelsyout Workepsces | Pt Bwort | nen <] Refresh
Requiston ~
For Curent o
|
PRCode PRType  Stats Employeetumber  Frsthame Lasthame ExclCost IndCost Eventoate EventTime Comments Notes SupplerExst | CustomerC.. Custy
v 0 0 L3 L 0 0 0 0 0 0 0 Ul
» B PROOISE  MANT N MUD00!1 Judth Mudzeng: 1,609.96 1,835.35 17/05/2017 10:21:19 The requsiton was removed fro Yes HOPOOL  Hc
PROODO0  MANT N Muoo1 Judith Mudzeng. 1700 170000175017 ey Yes HoPOOL  He
PRO0D0361. MAINT N MUDOO1 Judth Mudzengi | "/ What type of request s this? [=J)lax] Yes HOPOOL e
PROD00362 MAINT N MUD0OL Judth Mudzeng: Home | o o Yes HOPOOL  Hc
PROODO3  MANT N U001 udth Mudzeng: ¢ proarement flomacalv2.10.4  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
PRO000374 MAINT. N MUD001 Judith Mudzengi | cal procurement v2.1.0.4 cal procurement v2.1.0.4 Yes HOPOOL Ho
PROODOIS  MANT N Mu0oL Judith Mudzeng. Yes
PROODDIE  MANT N Mu00L udth Mudzeng: v2.1.0. v2.10. Yes
PROODOS7  MANT N MupooL Judth Mudzeng: ) Part recuisiton 104 104 Yes HOPOOL e
PROODD0  MANT N ouToot Banca ouTot © Serve reiaion o
PROODDII  MANT N ouTo01 Bnca DuTot Yes
PROODOIS  MANT N ouToo Banca DuTot © ffemplate Yes HOPOOL  He
PROODD7  MANT N Mu00L udth Mudzengi Yes
PROODOE  MANT N MupooL Judth Mudzengi 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 udth Mudzengi 450000 5,130.00 19/05/2017 12:56:25 retest retest Yes
PROODDNS  MANT N Mu0oL udth Mudzeng: 250.00 285,00 190572017 130209 test test Yes
PROODO?  MANT N MuooL Judth Mudzeng: 650.00 713.00 19052017 3514 Yes
RO MANT N Mu0o1 Judith Mudzeng 90000 10,260.00 22/05/2017 Rty ves
PROODDAD  MANT N Mu00L udth Mudzeng: 00,00 912,00 22/05/2017 12:47:51 Yes oot T
PROODDAS  MANT N MupooL Judth Mudzeng: 500.00 91200 2405/2017 1#18:21 Yes HOPOOL  He
PROODDAE  MANT N ouToot Banca ouTot 45000 51300 310572017 10:41:14 test Yes HOPOOL  Hc
smmanm  wemr  w rumny orn T anm S13m mmeoniz s Ve T
Open Windons ~ | User : BancaD | 10/11/2022 | Verson : 2.4.0.18 | Example Company

The Purchasing Template lookup screen will be displayed.

* Click the Purchasing Template you wish to use for this requis-

ition .

¢ Click on the Ok button.
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‘ - Purchase Requisition Listing - ©70: Version 2.4.0.18 - Bxample Company - & x
@ | tome | Eaupment/locatons  Contract  Fance /MR Inventory  Mantenance /Projects  Manufactring  Proarement  Soes  Servie  Reportg  Utities - & x
@ =] 2 0
OZXE OO0 & B B @%B~ 1O
Add  Edt Delete View | od Release Apor Dedne  Clone Savelayout Workspaces | Print Export | |new + Refresh
Requsiton -
waintai Proces: Fomat rent a
PRCode PRType Status. EmployeeNumber FirstName LastName ExcCost IndCost EventDate EventTime Comments. Notes. SupplierExist  CustomerC... Custo
v o S o o o o = = = o o o 0 0 o
» @ PRO000356 MAINT N MUD0OL W Selecta — == (== Yes HOPOO1 He
PROODDED  MANT N Mu00L z Yes HOPOOL  Hc
PROODDZSL  MANT N MuooL Yes HOPOOL  He
PRO000362 MAINT N MUD001 @ @ @ Please phone with atest prces bef... Yes HOPOOL e
PRO0D0363 MAINT N MUD0OL e Jroarement fromacal v2.1.0.4  Yes HOPOOL  He
PRO000364 MAINT N MUD0OL standalone work order v2.1.0.4 Yes
PRO000369 MAINT. N MUD0O1 & |12.1.0.4 stock report procurement  Yes
PRO000370 MAINT N MUD0OL Yes
PRO000374 MAINT N MUDOO1 all procurement v2.1.0.4 Yes HOP0O1 He
e T o T fid PR Class | fid Template Code fid Description fid Status =
PRO000366 MAINT N MUDOO1 L2 L b 13 2.1.0.4 standalone work order Yes
PRO000377 MAINT N MUD0OL R [isia o e e L Project procurement 2.1.0.4 Yes HOPOO1 He
PRO000330 MAINT N DUT001 v PT_BulkStock_Monthly Monthly buk stock purchase template A No
PRO000381 MAINT N DUTO01 SUPPLIER PT_Service_Weedy  Weekly buk service purchasing template A Yes
PRO000396 MAINT N DUT001 SUPPLIER PT_Service_Monthly  Monthly service purchasing template A Yes HOPOOL H
PRO000397 MAINT N MUD0O1 NV PTS001 Puchasing template for stock week 1 A Yes
PROODONE  MANT N U001 Yes
PROODOXO  MANT N Mu00L 3 Yes
PROODOAA  MANT N MuD001 Yes
PROODDNDS  MANT N Mu00L etest Yes
PRO000406 MAINT N MUDO01 Judith Mudzengi 250.00 285.00 19/05/2017 13:02:09 test test Yes
PRO000407 MAINT N MUD0O1 Judith Mudzengi 650.00 713.00 19/05/2017 13:15:14. Yes
PRO000409 MAINT N MUDOOL Judith Mudzengi 9,000.00 10,260.00 22/05/2017 12:11:42 Yes
PRO000410 MAINT N MUD0O1 Judith Mudzengi 800.00 912,00 22/05/2017 Yes TIA001 Tit
PRO000416. MAINT N MUDOO1 Judith Mudzengi 800.00 912.00 24/05/2017 Yes HOPDO1 He
PRO000428 MAINT N DUTO01 Bianca Du Toit 450.00 513.00 31/05/2017 test Yes HOPDO1 He
pRANANAAN MamT N nima Rianca Tt asn nn S1200 N1NEON1T Ve Tiannt ™7
Open Windows v | User:BiancaD = 10/11/2022  Version: 2.4.0.18 | Example Company

The Add new Regquisition screen will be displayed, listing all items as con-

figured on the selected purchasing template.

$® - Add new Requisition - 570: Version 2.4.0.18 - Example Company =& x
@ | fome | Equpment/Locatons  Contact  Fnance /HR  Inventory  Mantenance /Projects  Manufactring  Procement  Saes  Sewice  Reportng  Uties - & x
Save  Back | Savelayout
Process | _Format a
Type Mantenance Requston . Origin Type .. g
Class | Inventory origin o+
7] [Gawsa = Related
Request Date | 10/11/2022 a5 5 Ttem
Billing Address [SteetNoandRoadlame £ <+
e
aty -
Phone 500000 0000 Requestor Bianca Du Tolt i
Email | bianca,dutoit@co3.c0.28.
Contact Name | Employes A Purchasing Address
Patype  PartCode Desaription Prioity | WarehouseNme  Quantity  UnitCost | Taxtate VAT ExchongeRate | SeraNo | supplerCode  Supplertame
3 o o - o - - - - - o L o
PART 26785101 101 Black Toner 3 5.000 0.000
EPART  S00-14% SP500 Black Toner 3 500 450.000 15.000 67.500 SPRO0L Sprint Distrbutors Local
PART  SP19-14K Black Toner SP1919 3 500 350.000 15.000 52.500 Tonooz Tonys Copy Shop
EPART  SPI9147C Cyan Toner -SP1919 3 500 350.000 15.000 52500 SPRO0L Sprint Distrbutors Local
BPART 19147 Yelow Toner -SP1919 3 500 350.000 15.000 52500 SRO0L Sprint Disrbutors Local
EPART  SP13-14M Magenta toner - $P1919 3 5000 350.000 15.000 52.500 SPROOL Sprint Distrbutors Local
EPART  2020-14% Black toner SP2020 3 5.000 0.000
EPART 202019 Magenta toner SP2020 3 500 400.000 15.000 60.000 SPRO0L Sprint Disrbutors Local
BPART 202147 Cyan toner SP2020 3 5000 450.000 15,000 67.500 PRO0L Sprnt Disrbutors Local
» EPART 2020147 Yelow toner SP2020 3 500 575.000 15.000 86.250 SPROOL Sprint Distrbutors Local
Q | [ [ N N N —
St Vo 5 )
VAT | 2,456.25
oo
Open Windows ~ | User : BancaD | 10/1/2022 | Version : 2.4.0.18 | Example Company

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:

Help v2.5.1.4 - Pg 8 - Printed: 27/06/2024

CO3 Technologies (Pty) Ltd © Company Confidential




TECHMNOLOGSTES

Add PR from Purchasing Template

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

° Request Date: You can either type in or click

on the drop-down arrow and use the calendar

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.

= 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 Back Save Layout
Process Farmat
Type  Maintenance Requisition = Origin Type - |* =
Class | Inventory % Origin A* 5
- :18: = Related
Reguest Datel 11Jan 2018 91856 AM 5 |<—® i
Billing Address 1Main Road plal=
e Richmond i
Outer !
Durban z
Phone (31 208 5084 Requestor Abigail Mine -[*
Email [ jones @email.co.za
Contact Hame | Ed Jones
PartCode PariType  Description Priority | WarehouseMame — Quantity | UnitCost TaxRate | VAT ExchangeRate | Serialto SupplierCode | Supplierhiam
L4
* [ | ——— ) | | ) A
“ v
Requisition Info Sub Total | 0,00 ‘
VAT | 0.00
Grand Total 0.00
Open Windows = | 08 Jan 2019 A
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ORIGIN TYPE AND ORIGIN

This information is mandatory.

* Click on the drop-down arrow in the Origin Type field.

Add new Requisition - BPO: Version 2,1.0.69 - Example Company

- O

X

@immai Equipment and Locations  Contract Financeand HR  Inventory Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliiess — & X

HO =

Richmond 0|

Phone (431 303 5084

Requestor Abigail Mine

Email

ejones@email.co.za

Contact Name | Ed Jones

Save Save Layout
Process .| Format
Type | Maintenance Requisition * R T u‘ =
Class | Inventory * Origin ks #
RequestDate 111an2013 v  10:03:46 AN o Related
Ttem
Billing Address | 1Main Road P e

PartCode
®

ParfType  Description

. I

Priority | WarehouseMame  Quantity UnitCost TaxRate VAT ExchangeRatz  SerialNo

SupplierCode | SupplierNam

b

Requisition Info Sub Total | 0.00 \
vaT | 0.00
Grand Total | 0.00
Open Windows | 08 Jan 2018

1. The Origin Type menu will be displayed.

2. Select from this menu, the origin of this requisition:

* 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 i =
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 | 0.00 ‘
vaT | 0.00
Grand Total 000
Open Windows | 06an 2019 o

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
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% = 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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cCOO=
Add PR from Purchasing Template

= 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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TEcHoLosTes Add PR from Purchasing Template

= Add new Requisition - BPO: Version 2.1,0.69 - Example Company - ] X
iHU!TIE: 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 Select an item pop up screen will appear.
. Select the row of the item you wish to add.
. Click on Ok.

A WODN P
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cCOO=
Add PR from Purchasing Template

= 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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TEcHoLosTes Add PR from Purchasing Template

= 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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TECHMNOLOGSTES

Add PR from Purchasing Template

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 PR from Purchasing Template

= 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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TEcHoLosTes Add PR from Purchasing Template

= 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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TecHhoLosTes Add PR from Purchasing Template

- 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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#Procurement

Add PR from Purchasing Template

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
‘ 3
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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Add PR from Purchasing Template

' Putchae ReguiitionLiting - BP0 Verion 214 - Eale Compy - 0 X
W e | Canenodliatn Gt Fwcendif ity Wi odions Medirg Poorment Sl ke Ay it - 6 X
i) —
O XE ww i H 9%~ [1¢
B b e -suumwummawm At
U 3
e
i el
Mok Wipe futs Dromdisbe it lsfone Bedir  Befme ol
1 X
0 RO MAT N M0 Mk Mok TTMay 017 0200 Moo T
RIS WT N MDNL Mk M DMyED D08 kol KOOI
RO WM N MO Mk Ml DM R UOH el 000 TetlidPeomentie
PRODOOMGL MANT N MIDaa1 Mk Mdeved My 017 1R Hooelina HOPON
EROE WOT N MO Mk Mdkeed UMyND LD el N0 Peseciow et beved
PRGOS MAINT N Mpog] Mark Madrvid 1My X1 LMD HopeWens HOROD1
RO MADT N L i Mark Skl My R0 0RISS  HopeWord ROl ool procurement v2. L0
{mooois MAMT N MUDa01 Mark Mgdred UMy R0 1045 opeliis HPGOL
RONE WA N DM G QT SRR LN Mpewels KD
RO MANT N Mo Mk M DML IBARSD TheGrag TIAGOL
PRODOAIE MANT N Mo Mark S MMy 00T 1RD Moo vl
RONES WO N MOBL Mk W MMgBD O kool OO
PROOIGGE MANT N el San uTel MMw XD 1ALl HepeWerd HOROL It
PROA MANT N [uToL G fuTet 01207 1REH  TenGap TUADOL
ROOMM WOT N DML Gan  Get BMANU ILER e KON
WUOME WA N 1))} Gan  QuTel  BinX0 BN ECHal REOZAD  Gereraind from sales e o, ORD00N
PRODG4E MINT N LTl Mark M 15AA30 12800 Wehwod e WESN!
MO W N MILOO Sxah elier BOART Wkl Hope Works P00
ROOOCHED  MANT N MiLOO E ey Ofhev 317 100042 HopeWer HOROD1
RO MANT N M1 Mk Mawred WMy N0 1215
PRONGGT M N MGG Mark M My R0 12MR
RO WM N M W e BiED U
PRODODEL MANT N ot A DuTal  BRwXD 1228
0 rrocodd MANT N MID0a1 Mk Bl 1TMay 207 140028 Slardmone wark order v2.1.04
Open indows * LR T

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

"quww RH a5~

FRI0NT
PROGIO 6
9 FRio0g 388
PRIV0RS

Maddervd MMy 1 11485
DuTet  BMy 017 10009 Fope Woin HOROOL
Madeved WMy 217 S
Wiat WMy R0 IR

Detle ew | 1ol e Deke | Soelogt Mg | Pt ot iy I'IW
St
£ Cloed
b e
Mk v WM fabs Engowdimby Fnfine nfune Belir  Beilm |[4 :::d
! 1 Resed
PROGOED WA N MGG S Mider hgv 017 11008 hepe
ROOMR WM N M i Me  2oaan  0on weed®
PRONE AT N ™ ch e  BSmXU OEI
PROGHE M N MGG My, Madendd 1San2010 1200 Westwood Dynamic  WESODL
RONOHD MANT N WD W Mded B0 MR
FROHE RANT N QuTO0 S TR A BT A L MO Generate from sales core o, CRO0
PROGHM MADT N [Tt LT WTat X7  LEIER  ope Wk HOPGOL
T Wan ot BaEY 48 tal o ok erdr Hharsefre o
PROGEG] MANT K MG Mk Mgl D1An XD &3R4
PRONMY RN W [LITho1 Gamn wiat  Olnd7 (BEH TinGap TS
ROOME WM N U San  Oufot MMy ED BARH Mpelels KON b
WO WD N MEGT1 Mart Mdeved MMy U A0S Hooe ok HOPG01
PROMGAIE W K MUBad1 Mark Maderved MMay 010 RN HopeWols HOPG01
ROOMY WT N WO Wi Mdlvd DMy RD 2950 TeeGop AN
AT MANT N MGG Mk Mideved DMwAU 121
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* Select the row of the purchase requisition you wish to delete.
* Click on Delete.
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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
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* A Process Validation message box will pop up asking;
° Are you sure that you want to close requisition [ ]?
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e Click on Yes.
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* 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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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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