Services - Purchase Requisitions

SALES

SERVICES - PURCHASE REQUISITIONS

A Service Request gets raised for a Purchase Requisition and Purchase Order
for a Third Party Sub-Contracting Service. For example where a service that a

Customer requires, but needs to be performed by another company.

Ribbon Access: Sales > Services

$ - BPO: Version 2.4.0.11 - Example Company =l O x
_% Equipment /Locations  Contract  Finance /HR  Inventory  Maintenance /Projects Manufacturing Procurement | Sales Service Reporting Utiities
B QN W 55 H

Customers | Services |Templates Commerdals | POSLite Quotes Orders Invoices Credit Statement
Notes Run

[ERN

. The Service Listing screen will be displayed.
2. Select the Site where the service can be located.
e The example has Durban selected.
3. Select the Status for the service.
* The example has Active selected.
4. Click on the row of the service you wish to list purchase requisitions
for.
5. Click on the Requisitions tab.
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Services - Purchase Requisitions

$ - F ——p Service Listing - BPO: Version 2.4.0.11 - Example Company (= ]alix
L@JW[ Equpment /locations  Contract  Finance JHR. Inventory  Mai [Projects  Manufacturi Soes  Servie  Reporting  Utiities - & x
' | (] = ey
OzX[E B/ & T
Add  Edt Delete Vew | Savelayout Viorksp fresh | Export
a Format a Current a| Print 3 ad
Links [}
ServiceCode ServiceDesaription Type Class Rate Units TaxType TaxRate Status
Functions [ 1] "0 #0c aQc = #0c 0 = o0
STCD Short Term Contract Deposit INT SER 1,000.00 ea VAT 15.00 A
|| mst Installation Fee INT SER 1,200.00 ea VAT 15.00 A
DEL Delivery Fee INT SER 550.00 ea VAT 15.00 A
DEA Dealer Service Fee EXT SER 350.00 ea VAT 15.00 A
SET Settiements INT SER 500.00 ea VAT 15.00 A
INSP Inspection INT SER 650.00 ea VAT 15.00 A
Emu Toll Fee BxT SER 250,00 ea VAT 0.00 A
MYS Meter Yield Short Fall INT SER 500.00 ea VAT 15.00 A
A Cleaning Fee INT SER 500.00 ea VAT 15.00 A
DES Design consultation INT SER 750.00 ea VAT 15.00 A
PRI Printing INT SER 350.00 ea VAT 15.00 A
Pu o TEST Test Service INT SER 550.00 ea VAT 15.00 A
INST Installation Fee INT SER 1,20000 ea VAT 15.00 A
CALL Call Out Fee INT SER 450.00 ea VAT 15.00 A
Open Windows ~ | User : JulandaK | 26/03/2021 | Version : 2.4.0.11 | Example Company

6. The Purchase Requisitions for Service [service code] list screen will be
displayed.
7. All the services that have been created for the created will display on
the screen.
8. Ensure that the correct Site has been selected, or
* Change the Site if you wish to add a requisition for a service

located on another site.

ADD PURCHASE REQUISITION FOR SERVICE

9. Click on Add.

@ Short cut key: Right click to display the Process menu list. Click on Add.
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‘ hd e —p isitions for Service TOLL - BPO: Version 2.4.0.11 - Example Company L=l a ] x
| e | Home | Equipment /locations  Contract  Finance /HR Inventory i [Projects  Manufacturi Sales  Service Reporing  Utlities - & X
y AL =| b ; . @ ] 3 :
) = | Jl« 2 ¢ = Ll
O|lz X & > & O W SRS g
Add Edit Delete  View Hold Release Appro edline Save layout Workspaces Print  Export efresh
( Maintai A Process i Format 4 Print 4 Current a &
PRCode PRType  Status FirstName  LastName ExciCost InciCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  CustomerName
v L: 3 A e Qe = = = Qe e e e aQc aQc
» [/ PROODODS MAINT I Beinda  Sharman 125.00 142.50 26/06/2014 12:05:11 Yes TIA001 Titan Group
PRO0D00SZ MAINT I Beinda  Sharman 125.00 142,50 27/06/2014 14:36:00 Yes WES001 Westwood Dynamic
PRO000252  MAINT L Bianca Du Toit 250.00 285.00 17/11/2015 11:16:41 Yes DERO01 Derton / Technologies
PRO000D257  MAINT I Bianca Du Toit 9,000.00 10,260.00 18/11/2015 10:42:22 Yes DER001 Derton f Technologies
| PrOOOO272  MANT T Bianca Du Toit 3,000.00  3,420.00 15/11/2015 11:14:15 Yes DERDO1 Derton / Technologies:
Open Windows ~ | User: JulandaK | 26/03/2021 @ Version: 2.4.0.11 = Example Company 4

10. The What type of request is this? message will be displayed.
* Requisition options available on the screen;
* Part requisition - select this option if you are cre-
ating a Part Requisition for a service.
 Service requisition - select this option if you are
creating a Service Requisition.
* Template - select this option if you use a tem-
plate to base the requisition on a preloaded
Requisition Template.
11. Click on the radio button of the option you require.
* The example has Part requisition selected.
12. Click on Accepted.
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® - Purchase Requisitions for Service TOLL o 1 ’ ompa -
7% __|| Home | Equmen:/lqmm Contract Fnaﬂm!ﬂk Inventory 7Manh:nan:=/PruJ]:ﬂs Ma!u\‘a:mrr\; Prncq'emml Sales  Service Reporting .») - & Xx
y A ) = A (=] @ o =
; = ) e - ; &
@z X g i h 4 J @ lg gt cx i~
Add  Edit Delete  View dold  Release Approve Dedine  Clone Savelayout Workspaces | Print  Export Refresh
Maintai | Process G &
PRCode PRType Status EmployeeNumber  Firsthiame LastName  ExclCost IndiCost EventDate EventTime Comments
v e e "0 e aflc aflc = = = W0 oQe
» [ PROODODSS MAINT 1 sHacor | % What type of request is this? PR 142.50 26/06/2014 12:05:11
PRO000062 MAINT 1 SHA001 || Home | 142.50 27/06/2014 14:36:00
PRO000252 MAINT 1 DUTDO1 C 0 | 285.00 17/11/2015 11:16:41
PRODD0257 MAINT 1 DUTO01 @ [10,260.00 18/11/2015 10:42:22
PRO000272 MAINT 1 puToos || Accept | Cancel

3,420.00 19/11/2015 11:14:19

eﬁ——b © Fart requisition]
O Service requisition

O Template

»

Open Windows ~ User : Julandak | 28/01/2021 @ Version: 2.4.0,11 = Example Company Y

13. The Add new Regquisition screen will be displayed.

14. Complete the Part or Service Requisition and then click on Save.

For details on completing the Part Requisition refer to Requisitions -
Add, Edit, Delete Item Supplier

=2

== For details on completing the Service Requisition refer to Service

Requests - Add Service Request
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Services - Purchase Requisitions

® - @—-»Aﬂmmﬁhm.mmuu-mmcmvﬁm —J[a]j(x]
E\Hm\ i [Locations  Contract  Finance /HR  Inventory i [Projects  Man i Sales  Service Reporting  Utiities - @ x
Save | Back | Savelayout
Pro o
o T Origin Type -|* |—§
Class |Inventory - Origin o+ &
— Related
v [14:34
Request Date 03/11/2021 14:34:01 - Ttem
Billing Address Kings House P al=
Kings Road f
Kings Town
Kings City -
Phone (3333333333 Requestor | Julanda Kessler -
Email ' orjovee. y @email.com
Contact Name Employee Y
PartType | PartCode  Description Priority | WarehouseName ~ Quantity  UnitCost  TaxRate VAT ExchangeRate SerialNo SupplierCode SupplierName
v il o0 o = | = - — — — e Wl o
- R /! ' ! ! | | |
« »
Requisition Info Sub Total 0.00
o oo
Open Windows | User:Juandsk | 03/11/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0

EDIT PURCHASE REQUISITION

1. From the Purchase Requisitions for Service [service code] screen,
2. Click on the row of the Purchase Requisition you wish to edit.
3. Click on Edit.

@ Short cut key: Right click to display the Process menu list. Click on Edit.
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$ - F—»mmmmsbrmm-mvmmn-mmcm = ol x
| @ | vome | Equipment/Locations  Contract Finance /MR Inventory  Mai [Projects_ Manufctur r Sdes  Sevce Reporrk - & X
> T p [= 2 [ = 8 oo
QIIXE K> OO0 & R e
‘ Add | Edit [Delete View Hold Release Approve Decine  Clone Savelayout Workspaces | Print  Export = Refresh
Maintir 4 4 Format “ Print 4 Current a @
PRCode PRType Status EmployeeNumber FirstName LastName ExdCost IndCost EventDate EventTime Comme
v ol A0 LG O o Lk = = = LG 0«
PRO000047 MAINT 1 SHA01 Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03
PRO000184 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PRO000195 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO000199 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PRO000215 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:06:44
MAINT 1 DUT01 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:24:42
MAINT 1 DUT001 Bianca Du Toit 500.00 570.00 16/11/2015 15:08:00
MAINT 1 DUT001 Bianca Du Toit 750.00 855.00 16/11/2015 15:59:12
MAINT 1 DUT0O1 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:05:18
MAINT 1 DUTD01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:48:23
PRO000315 MAINT 1 DUT001 Bianca Du Toit 500.00 570.00 31/10/2016 14:14:57
PRO000418 MAINT N MUD001 Judith Mudzengi 1,000.00 1,140.00 24/05/2017 14:40:05
PRO000435 MAINT I DUTDO1 Bianca Du Toit 500.00 570.00 06/06/2017 11:33:16
PRO000433 MAINT I DUT001 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000433 MAINT 1 DUT001 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRO000445 MAINT 1 DUT001 Bianca Du Toit 500.00 570.00 15/06/2017 12:30:53
PRO000455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PRO000491 MAINT 1 DUT001 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PRO000564 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:48:05
PRO000S65 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000569 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21
PRO000575 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 06/09/2018 15:39:04 ~
Open Windows v | User:Julandak | 01/02/2021 | Version: 2.4.0.11 | Example Company

4. The Edit Requisition - [requisition number] screen will be displayed.
5. The example has a Delivery Fee added to the Requisition.
6. After making the relevant changes to the Requisition, click on Save.

-
55 For details on completing the Part Requisition refer to Requisitions -

Add, Edit, Delete Item Supplier

“e
éa For details on completing the Service Requisition refer to Service

Requests - Add Service Request
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$ - Edit Requisition - PRO000418 - BPO: Version 2.4.0.11 - Example Company [=J(a]{x]
| @ | rome | cospment/locstons  Conwract  France [t Inventory  Manenance [Progcts  Manufacurng  Procrement  Sses  Sevee  Reparh = 8 X

HO ®} -

a
Type |Maintenance Requisition e Origin Type | Work Order vl* z
Class Contract Service - Origin | Contract Service Test v2.1.0.5 p* }
RequestDate 24/10/2019 v 14:40:05 3 Rehnm' 5P2020 Sprint Colour MF Copier
em

Billing Address  Street No and Road Name P als
Area

City -
Phone 509 0oo 0000 Requestor | Judith Mudzengi -
Email employeea@company.co.za
Contact Name Employee A Purchasing Address

PartType  PartCode Description Priority WarehouseName Quantity UnitCost TaxRate VAT

v e o - O = = = = =
SERV INST Installation Fee 3 2.000 500.000 14.000 70.000

»[ serv {DEL  Delivery Fee 3 1.000 800,000 15.000 120,000

Requisition Info Sub Total 1,000.00 I
VAT 140.00 |
Grand Total 1,140.00
Open Windows ~ | User:JulandaK | 01/02/2021 | Version:2.4.0.11 = Example Company

DELETE A PURCHASE REQUISITION

By deleting a requisition, you are in fact Closing the Requisition by changing the Status
to C.

1. From the Purchase Requisitions for Service PR[requisition number]

screen,
2. Click on the row of the Purchase Requisition you wish to close.

3. Click on Delete.

@ Short cut key: Right click to display the Process menu list. Click on Delete.
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TECHMNOLOGTES Services - PurChase ReqUISitions

$ - o__ — isitions for Service INST - BPO: Version 2.4.0.11 - Example Company C=lCalx]
ﬂ:J Home: i 7!Lomﬁms Contract  Finance /HR  Inventory i /Projects  Mar i Sales  Service  Repor 'k - & X
O 2|X = [ I
Add Edit | Delete Save Layout Wurks‘pacs Print  Export ‘ Refresh
Maintair Format 4 Print 4 Current i L

?PRCude PRType Status Employeehumber Firsthame LastName ExdCost IndCost EventDate EventTime Comm:
| ¢ A #0c 0 e e = = = L5 L B

PRO000046 MAINT I SHAOD1 Belinda Sharman 500.00 570.00 12/05/2014 09:09:48

PRO000047 MAINT I SHA0D1 Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03

PRO000184 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00

PRO000195 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06

PRO000199 MAINT I DUTO001 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46

PRO000215 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24

PRO000223 MAINT 1 DUTOO01 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:06:44
{’ PR0000225 MAINT I DuT001 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:24:42

PRO000243 MAINT 1 DUTO01 Bianca Du Toit 500.00 570.00 16/11/2015 15:08:00

PRO000251 MAINT I DUTO01 Bianca Du Toit 750.00 855.00 16/11/2015 15:59:12

PRO000263 MAINT I DUTOO01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:05:18

PRO000266 MAINT 1 DUTO01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:48:23

PRO000315 MAINT I DUTO001 Bianca Du Toit 500.00 570.00 31/10/2016 14:14:57

PRO000418 MAINT N MUD001 Judith Mudzengi 1,800.00 2,060.00 24/10/2019 14:40:05

PRO000435 MAINT I DUT001 Bianca Du Toit 500.00 570.00 06/06/2017 11:33:16

PRO000438 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03

PRO000439 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24

PRO000445 MAINT I DUT001 Bianca Du Toit 500.00 570.00 15/06/2017 12:30:53

PRO000455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46

PRO000491 MAINT I DuTO001 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49

PROD00S64 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05

PRO000565 MAINT 1 DUTOO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25

PRO000S69 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
4 »
Open Windows + | User:Julandak | 01/02/2021 | Version: 2.4.0.11 | Example Company Y

4. When you receive the Confirm close message;
* Are you sure you want to close this purchase requisition
(PR)?
5. Click on Yes if you are certain about your selection.
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® - Purchase Requisitions for Service INST - £70: Versior =Bl
7{ m‘ i /locations  Contract  Finance /HR  Inventory L Procur Sales  Service  Reporth - & Xx
QL X[E kP [ I
Add Edit Delete View Hold F Save Layout Workspaces Print  Export ‘ it Refresh
Maintair a Pros 4 Format “ Print 4 Current a &
PRCode PRType Status Employeehumber Firsthame LastName ExdCost IndCost EventDate EventTime Comm:
v e A #0c 0 e e = = = L5 L B
PRO000046 MAINT I SHAOD1 Belinda Sharman 500.00 570.00 12/05/2014 09:09:48
PRO000047 MAINT I SHA0D1 Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03
PRO000184 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PRO000195 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO000199 MAINT I DUTO001 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PRO000215 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUT 40.00 05/11/2015 13:06:44
PRO000225 MAINT 1 pu| Conirm close <—° 140.00 05/11/2015 324492
» PRO000243 MAINT I puT| o’ ’ 570.00 16/11/2015 15:08:00
PRO000251 MAINT ! puT| o Are you sureyouw"antto close this purchase requisition(PR)? [ e i
PRO000263 MAINT I puT 140.00 18/11/2015 15:05:18
PRO000266 MAINT 1 ouT| 140.00 18/11/2015 15:48:23
PRO000315 MAINT I puT| No 570.00 31/10/2016 14:14:57
PRO000418 MAINT N MUy — P60.00 24/10/2019 14:40:05
PRO000435 MAINT I DUT001 Bianca Du Toit 500.00 570.00 06/06/2017 11:33:16
PRO000438 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000439 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRO000445 MAINT I DUT001 Bianca Du Toit 500.00 570.00 15/06/2017 12:30:53
PRO000455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PRO000491 MAINT I DuTO001 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PROD00S64 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05
PRO000565 MAINT 1 DUTOO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000S69 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
4 »
Open Windows + | User:Julandak | 01/02/2021 | Version: 2.4.0.11 | Example Company Y

6. You will next receive the Process Validation message to confirm;
* Are you sure that you want to close requisition [requis-
ition number]?

7. Click on Yes if you are certain about your selection.
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® - Purchase Requisitions for Service INST - £70: Versior =Bl
7{ m‘ i /locations  Contract  Finance /HR  Inventory L Procur Sales  Service  Reporth - & Xx
) - AR
QL X[E kP [ I
Add  Edit Delete View | Hod Savelayout Workspaces | Print  Export ‘ - Refresh
Maintain 4% Pro Format J Print | Current : @
PRCode PRType Status EmployeeNumber Firsthiame LastName ExdCost IndCost EventDate EventTime Comm
v Al o ofc o0 oD o0c = = - o -
PRO00004S MAINT 1 SHAOO1 Beinda Sharman 500.00 570.00 12/05/2014 09:09:48
PROO00047 MAINT 1 SHAOO1 Beinda Sharman 1,250.00 1,425.00 12/05/201% 09:19:03
PRO000184 MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PRO00019S MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO000199 MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PRO000215 MAINT 1 DuTo01 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUTO01 Fianca Du Toit 1.000.00 1,140.00 05/11/2015 13:06:44
PRO000225 MAINT I outo1 | Process Validation 4—@ 1,140.00 05/11/2015 13:24:42
PRO000243 MAINT c DUTOO1 Jart 570.00 16/11/2015 15:08:00
Siocccusy BAR L DUTOOL | Are you sure that you wanit to close requisition PRODD0315? L) ERAE L=
PRO000263 MAINT I DuTo01 1,140.00 18/11/2015 15:05:18
PRO000266 MAINT I DUT001 1,140.00 18/11/2015 15:48:23
» (5] PRO0DD31S MAINT 1 DUTO01 No 570.00 31/10/2016 14:14:57
PRO000418 MAINT C MUDOO1 2,060.00 24/10/2019 14:40:05
PRO000435 MAINT I DUT001 Bianca Du Toit 500,00 570.00 06/06/2017 11:33:16
PRO000438 MAINT 1 DbuTo01 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000433 MAINT 1 DuToo1 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRO000445 MAINT I DUT001 Bianca Du Toit 500,00 570.00 15/06/2017 12:30:53
PRO000455 MAINT N MUDOO 1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PRO000491 MAINT 1 DUTO01 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PRO000S564 MAINT I DUTOO1 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05
PRO000SES MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000S69 MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
‘ ,
Open Windows | User: Julandak | 01/02/2021 | Version:2.4.0.11 | Example Company

8. Next, the Requisition - Process message will inform you that;
 The requisition no. [requisition number], has been closed
successfully.
9. Click on OK.
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$ - Purchase Requisitions for Service INST - 7 4.0.11 Company =ElE
17 | Home ‘ i [locatons  Contract  Finance fHR  Inventory i /Projects  Mar i Procur Sales  Service  Repor’k - & X
p = 1 - AT
@ [;lr x u 4 *L @ g TE Durban - A
Add Edit Delete View Hold Releas: Save Layout Workspaces Print  Export | Refresh
Maintain 4 Process 4 Format g Print . Current 4 @
PRCode PRType Status Employeehumber Firsthame LastName ExdCost IndCost EventDate EventTime Comm:
v e e #0c 0 e e = = = L5 L B
PRO00004S MAINT I SHAD01 Belinda Sharman 500.00 570.00 12/05/2014 09:09:48
PRO000047 MAINT I SHA0D1 Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03
PRO000184 MAINT I DUT001 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PRO000195 MAINT I DuTO01 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO000199 MAINT I DUTOO1 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PRO000215 MAINT I DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUT 140.00 05/11/2015 13:06:44
PRO000225 MAINT 1 puyy Reauisition - Process <_9 X |140.00 os/11/2015 132442
PRO000243 MAINT C DuUTq . ° 570.00 16/11/2015 15:08:00
[ SAINY L 2oy “ The requisition no. PR‘ETGDOHS, has been closed successfully, oo e i
PRO000263 MAINT I Dbuty 140.00 18/11/2015 15:05:18
PRO000266 MAINT 1 DUT( 140.00 18/11/2015 15:48:23
» PRO000315 MAINT I DuTq a 570.00 31/10/2016 14:14:57
PRO000418 MAINT C MUD| 060.00 24/10/2019 14:40:05
PRO000435 MAINT I DUT001 Bianca Du Toit 500.00 570.00 06/06/2017 11:33:16
PRO000438 MAINT I DUTDO1 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000433 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRO000445 MAINT I DUT001 Bianca Du Toit 500.00 570.00 15/06/2017 12:30:53
PRO000455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PRO000491 MAINT I DUTO01 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PROD00S64 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05
PRO000565 MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000S69 MAINT I DuT001 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
4 »
Open Windows v | User:Julandak | 01/02/2021 | Version: 2.4.0.11 | Example Company 4

10. Note the Status has changed to [C] to indicate that the Purchase Requis-
ition has been Closed.
11. Click the Close icon to return to the Service Listing Screen.
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TEcHNOLOGTES Services - Purchase Requisitions

Purchase Requisitions for Service INST - BPO: Version 2.4.0.11 - Example Company fm B LX
Contract  Finance /HR  Inventory  Mai [Projects  Manufacturi ur Ssles  Service  Repor’h - Eﬂ
F (] > - \
P | ®] @®Hm S
Rel Apt _ Clone Save Layout Workspaces Print  Export Refresh
H o b {
Maintai u es _i Format “ Print ol Current 4 L
i
PRCode PRType Status Employeehumber FirstName LastName ExdCost IndCost EventDate EventTime Comm:
ML A #0c 0 A e = = = 0 L B
PRO000046 MAINT 1 SHADO1 Belinda Sharman 500.00 570.00 12/05/2014 09:09:48
PRO000047 MAINT 1 SHADO1 Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03
PRO000184 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PRO000195 MAINT I DUTOO1 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO000199 MAINT 1 DUTDO1 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PRO0D00215 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUTOO01 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:06:44
PR0000225 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:24:42
»l PROD00243 MAINT [4 DUT0O01 Bianca Du Toit 500.00 570.00 16/11/2015 15:08:00 |
PRO000251 MAINT I DUTO01 Bianca Du Toit 750.00 855.00 16/11/2015 15:59:12
PRO000263 MAINT I DUTO01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:05:18
PRO000266 MAINT 1 DUT0O01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:48:23
PRO000315 MAINT c DUT0O01 Bianca Du Toit 500.00 570.00 31/10/2016 14:14:57
PRO000418 MAINT C MUD001 Judith Mudzengi 1,800.00 2,060.00 24/10/2019 14:40:05
PRO000435 MAINT I DUT001 Bianca Du Toit 500.00 570.00 06/06/2017 11:33:16
PRO0D00433 MAINT 1 DUTDO01 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000439 MAINT 1 DUT0OL Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRO000445 MAINT I DUT001 Bianca Du Toit 500.00 570.00 15/06/2017 12:30:53
PRO000455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PRO000491 MAINT 1 DUTDO1 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PROD00S64 MAINT 1 DUTDO1 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05
PRO000565 MAINT 1 DUTOO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000S69 MAINT I DUTOO01 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
4 »
Open Windows v | User: Julandak | 01/02/2021 | Version:2.4.0.11 | Example Company y

VIEW A PURCHASE REQUISITION

When viewing a purchase requisition, no changes can be made to the requisition inform-

ation, it is view only.

1. From the Purchase Requisitions for Service [requisition number]
screen,

2. Click on the row of the Purchase Requisition you wish to view.

3. Click on View.
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TECHNOLOGTES Services - PurChase ReqUISitions

& - & £ i for Service INST - BPO: Version 2.4.0.11 - Example Company —albnioc]
LEJW\ [locations  Contract  Finance [HR  Inventory y [Projects  Mar i Ssles  Service  Repor’k - & x
o [ ) = & = a
© 2z X B o O
Add  Edit Delete Savelayout Workspaces | Print  Export Refresh
Maintain Format Y Print 4 Current _ 2]
PRCode PRType Status EmployeeNumber FirstiName: LastName ExdCost IndCost EventDate EventTime Comme
0: o o0 e o o = - - o -
PRO000046 MAINT 1 SHAOD1 Belinda Sharman 500.00 570.00 12/05/2014 09:09:48
PRO000047 MAINT I SHAODL Belinda Sharman 1,250.00 1,425.00 12/05/2014 09:19:03
PRO000 184 MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,425.00 19/02/2015 08:51:00
PROD00195 MAINT I DUT001 Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:15:06
PRO00019S MAINT I DUTO0L Bianca Du Toit 1,250.00 1,425.00 26/02/2015 11:55:46
PROD00215 MAINT 1 DUT001 Bianca Du Toit 1,000.00 1,140.00 27/10/2015 11:16:24
PRO000223 MAINT 1 DUTO01 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:06:44
PRO000225 MAINT 1 DUTO01 Bianca Du Toit 1,000.00 1,140.00 05/11/2015 13:24:42
PROD00243 MAINT c DUTO01 Bianca Du Toit 500.00 570.00 16/11/2015 15:08:00
PROD00251 MAINT 1 DUT001 Bianca Du Toit 750.00 855.00 16/11/2015 15:59:12
PRO000263 MAINT I DUT001 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:05:18
PRO000266 MAINT 1 DuTo01 Bianca Du Toit 1,000.00 1,140.00 18/11/2015 15:48:23
PRO000315 MAINT c DUT001 Bianca Du Toit 500.00 570.00 31/10/2016 14:14:57
PRO000418 MAINT B MUD001 Judith Mudzengi 1,800.00 2,060.00 24/10/2019 14:40:05
PROD00435 MAINT I DUTO01 Bianca Du Toit 500.00 570,00 06/06/2017 11:33:16
PROD00438 MAINT 1 DUTDO1 Bianca Du Toit 500.00 570.00 08/06/2017 14:52:03
PRO000433 MAINT I DUT001 Bianca Du Toit 500.00 570.00 08/06/2017 14:56:24
PRODO0445 MAINT 1 DUT001 Bianca Du Toit 500.00 570,00 15/06/2017 12:30:53
PROD00455 MAINT N MUD0O1 Judith Mudzengi 500.00 570.00 05/07/2017 08:53:46
PROD00451 MAINT I DUT001 Bianca Du Toit 500.00 570.00 07/11/2017 16:08:49
PRO000564 MAINT 1 DuUToO1 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 14:49:05
PRODD0SES MAINT 1 DUTO01 Bianca Du Toit 1,250.00 1,437.50 29/05/2018 15:00:25
PRO000S69 MAINT 1 DUT001 Bianca Du Toit 1,250.00 1,437.50 11/06/2018 11:41:21 -
>
Open Windows ~ | User: JuandaK | 01/02/2021 | Version:2.4.0.11 | Example Company

4. The Edit Requisition - [requisition number] screen will display the
Requisition information for the requisition you have selected.
5. Click on Back to return to the Service Listing screen.
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Services - Purchase Requisitions

$ - e———bmmm-moooozﬂ-mvmmn-mmm == ]lx
73”7 | Home | Equipment/Locations  Contract  Finance fHR  Inventory i /Projects  Marn L Sales  Service  Repor’ - & Xx
Back Save Layout
Q|
- Origin Type | Work Order - Z
Origin reject call test - @
Request Date |16/11/2015  ~ |15:5%:12 Re'ﬁ‘ﬂ K147 Kyocera Colour Copier
Billing Address | StreetNo and Road Name ~
Area
Ccity -
Phone 509 0oo 0000 | Requestor | Bianca Du Toit *
Email employeea@company.co.za
Contact Name Employes A
PartType PartCode Description Priority WarehouseName Quantity UnitCost TaxRate VAT Exd
v e e o = o0 = = = = =
» B SERV DEL Line 2 - Delivery Fee 3 1.000 250.000 14.000 35.000
SERV INST Line 1 - Installation Fee 3 1.000 500.000 14.000 70,000
‘ »
Requisition Info Sub Total 750.00 |
VAT 105.00
Grand Total 855.00
Open Windows ~ | User:JulandaK | 01/02/2021 | Version:2.4.0.11 = Example Company

PLACE REQUISITION ON HOLD

A Purchase Requisition can only be placed on Hold when in the Released or Approved

Status.

1. From the Purchase Requisitions for Service [service code] screen,
2. Click on the row of the requisition you wish to release for approval.

E/j Note the Status for the example as R - Released

3. Click on Hold.

@ Short cut key: Right click on the row to display Process menu, click on Hold
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TECHNOLOGTES Services - PurChase ReqUiSitions

$ - €)————————> Purchase Requisitions for Service CALL - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 (= (el
ﬁ | +ome | Equi [locaons  Contract  Finance fHR  Inventory i /Projects  Man Sales  Service  Reporting  Utiities - & x
e N ‘ I 5 = L = =
© 2 X > @0 % B B @m . . ©
Add  Edit Delete View || Hold |Re Approve Dedne _ C Save Layout  Workspaces ‘ Print  Export Refresh |
Maintain a s 4 Format ,1 Print i Current 4 X
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
* a0 e e o e = = = ol i o0 Al e =
PRODD0253 MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMDO1 sz
PRODOD261 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIADOL ull
PRODDD264 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMDO1 ES
PROD00269 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Ye
PROD00270  MAINT I Bianca Du Toit 3,000.00 3,420.00 19/11/2015 09:48:50 Yes DER001 De
PRODOO271 MAINT [ Bianca Du Toit 2,000.00 2,280.00 19/11/2015 10:18:18 Yes OFF001 of
PROD0OZ7E - MAINT 1 Bianca Du Toit 1,500.00 1,710.00 26/11/2015 14:05:21 Yes SAMDO1 Sz
PROOCO298  MAINT. [ Bianca Du Toit: 100.00 114.00 01/07/2016 13:19:26 Yes DER001 De
PROD00302 MAINT I+ . Banca Du Toit 150.00 17100 12/08/2016 18:28:41 Yes TIA00L i
PRODDDH6 MAINT I “Bianca Du Toit 150.00 171.00 19/06/2017 15:48:14 Yes
PRODDD451 MAINT I Judth ~ _ Mudzeng 150.00 171.00 04/07/2017 13:57:44 Yes HOPDO1 He
D 459 MAINT R Judth e 50.00 171.00 13/07/2017 14:08:51 Yes DER001 De
PRO00D0459 MAINT N .00 17100 13/07/2017 14:39:20 Yes
.00 171.00 25/07/2017 12:16:50 Yes PANDO1 Pz
PRODDDSO1 MAINT I Bianca Du Toit 150.00 171.00 18/12/2017 09:15:51 Yes
PROD0DSES MAINT I Bianca Du Toit 150.00 172.50 30/05/2018 16:27:50 testreque... Yes OFF001 of
PRODDDS7D MAINT I Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPDOL He
PROOOD6LS MAINT I Kame Fillay 150.00 172.50 21/04/2020 10:34:39 Yes
PRODDD625 MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt . Yes HOPDO1 He
PRODOD632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRODODE4S MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
“ v
Open Windows SApue SCceneg | User:lulandaK | 03/11/2021 | Version:2.5.0.4 | Example Company v2.5.0.0 4

4. When you receive the Hold Comment screen,

5. Click in the text area to type a comment or reason for placing the
requisition on hold.

6. Click on Save.
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TECHNOLOGTES Services - PurChase ReqUiSitions

. = Purchase Requisitions for Service CALL - (70 Version 2.5.0.4 - Example Company v2.5.0.0 -3
| @ | rome | cqupment/locatons Contract Finance /HR  Inventory  Mai [Projects  Manufacturing P Sales  Service Reportng  Utiites - & x
O XE MY OO0 T R WO
Durban -
Add  Edit Delete View | Hold Release Approve Decine  Clone Savelayout Workspaces | Print  Export Refresh |
Maintain 4 Process 4 Format 4 Print 4 Current 4 @
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
* a0 e e o 0 [l Comment i 6 e Al e =
PRODD0253 MAINT I Bianca DuTaif| ™ 1 Yes SAMDO1 £
PRODOD261 MAINT I Bianca Du Toi . Yes TIADOL Tl
PRODDD264 MAINT I Bianca Du Toi E @ Yes SAMDO1 ES
PRO000269  MAINT I Bianca DuToil| save | Back Yes YES001 Yo
PRO000270 MAINT I Bianca Du Toi 'ﬁ Yes DER001 De
PROD0D271 MAINT [ Bianca puToif_Process o Lad Yes OFF001 of
PROOD0ZZ6  MAINT [ Banca Du Toif| Reauisition placed on hold until further notice] Yes SAMOO1 s
PROOCO298  MAINT [ Banca  DuTol —9 Yes DERO01 De
PRODDD302 MAINT I Bianca Du Toi — Yes TIA00L i
PRODOD446  MAINT [ Bianca Du Toi Yes
PRODDD451 MAINT I Judith Mudze, Yes HOPDO1 He
» [ PROD004S9 MAINT R Judith Mudze Yes DER001 De
PRO0ODD460  MAINT I Judith Mudze! Yes
PRO000464  MAINT I Judith Mudze: Yes PPANOD1 Pz
PRODDDSO1 MAINT I Bianca Du Toi Yes
PROD0DSES MAINT I Bianca Du Toi testreque... Yes OFF001 of
PRODDDS7D MAINT I Bianca Du Toi Yes HOPDOL He
PRO000615  MAINT I Kame Pillay Yes
PRODDD625 MAINT N Andile ttestt. Yes HOPDO1 He
PRODOD632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRODODE4S MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
“ = v
Open Windows ~ | User: JuandaK | 03/11/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0

7. When you receive the Requisition - Process message to confirm;
 The requisition no. [requisition number], has been placed
on hold successfully.
8. Click on OK.
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Services - Purchase Requisitions

$ - Purchase Requisitions for Service CALL - 170: Version 2.5.0.4 - Example Company v2.5.0.0 —J(a
tei | Home | Equipment [locatons  Contract  Finance fHR  Inventory /Projects  Manufa Procurement  Sales  Service Raporﬁ Utilities - &
) " . [l s &9 . =
OXE 400 % 8 B @28 .. O
Add Edit Delete View Hold elease  Approve Dediine Clone Save Layout Workspaces Print  Export | o Refresh
Maintain Format " Print 4 Current 4 @
PRCode PRType  Status FirstName | LastName ExdCost IndlCost EventDate EventTime Comments Notes SupplierExist  CustomerCode  Custol

Mk o LG #Dc ol = = = L o L A0 oD L=
PRO000259  MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMO01 Se
PRO000261  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIAQ01 T
PRO0O00264  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMO01 Sz
PRO000269  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yo
sl oo D Blanca | Requisition - Process 4—. X = Ledill =
PRO000271  MAINT I Bianca L Yes OFF001 of
PRO000276  MAINT I Bianca L' : Yes SAMO01 Sz
PROODD298  MAINT 1 Bianca “ The requisition no. PRODD0459, has been placed on hold successfully. Yes DER001 De
PRO000302 MAINT I Bianca Yes TIA001 Tl
PRO000446  MAINT I Bianca Yes
PRO000451 MAINT [ Judith .—> Yes HOPOOL He

» PRO000459  MAINT R Judith Yes DER0O1 De
PRO000460  MAINT I Judith Mudzengi 150.00 171.00 13/07/2017 14:39:20 Yes
PRO000464  MAINT I Judith Mudzengi 150.00 171.00 25/07/2017 12:16:50 Yes PANOO1 Pz
PRO0O00S01  MAINT I Bianca Du Toit 150.00 171.00 18/12f2017 09:15:51 Yes
PRO000S68  MAINT I Bianca Du Toit 150.00 172.50 30/05/2018 16:27:50 testreque... Yes OFF001 of
PRO000S70  MAINT I Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPOO1 He
PRO000615  MAINT I Kame Pilay 150.00 172.50 21/04/2020 10:34:39 Yes
PRO0O00626  MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt.. Yes HOPOO1 He
PRO000632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRO0D0645  MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes

‘ ’

| Open Windows v | User: JulandaK = 03/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0 2

E/j Note the Status for the requisition that you have placed on Hold has changed to N

- New.

RELEASE REQUISITION FOR APPROVAL

A Purchase Requisition can only be released for approval when the total value is more
than RO, the items have a guantity greater than O and all parts have a supplier cost
linked.

1. From the Purchase Requisitions for Service [service code] screen,
2. Click on the row of the requisition you wish to release for approval.
3. Click on Release.

@ Short cut key: Right click on the row to display Process menu, click on Release
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TECHNOLOGTES Services - PurChase ReqUiSitions

$ - (1] > jsitions for Service CALL - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 N ES
B ﬁf\m\ ’ [locatons  Contract  Finance fHR  Inventory i Sales  Service Reporting  Utiities - & x
@ [2 ~ L) P" ‘g "B Durban 0
Add  Edit Delete View | Hold |Release Savelayout Workspaces | Print  Export Refresh |
Maintain Format 4 Print . Current p @
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
* a0 e e o e = = = ol i o0 Al e =
PRODD0253 MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMDO1 £
PRODOD261 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIADOL Tl
PRODDD264 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMDO1 ES
PRO000269  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yo
PRODD0270 MAINT I Bianca Du Toit 3,000.00 3,420.00 19/11/2015 09:48:50 Yes DER001 De
PROD0D271 MAINT [ Bianca Du Toit 2,000.00 2,280.00 19/11/2015 10:18:18 Yes OFF001 of
PROD00276  MAINT I Bianca Du Toit 1,500.00 1,710.00 26/11/2015 14:05:21 Yes SAMDO1 sz
PRO000298  MAINT [ Bianca Du Toit: 100.00 114.00 01/07/2016 13:19:26 Yes DER001 De
PRODDD302 MAINT I Bianca Du Toit 150.00 17100 12/08/2016 18:28:41 Yes TIA00L i
PRODOD446  MAINT [ Bianca Du Toit 150.00 171.00 19/06/2017 15:48:14 Yes
PRODDD451 MAINT I Judith Mudzengi 150.00 171.00 04/07/2017 13:57:44 Yes HOPDO1 He
m PROD00453  MAINT N Judith Mudzeng! 150.00 17100 13/07/2017 14:08:51 Yes DER001 De
PRODDD460  MAINT I Judith Mudzengi 150.00 17100 13/07/2017 14:39:20 Yes
PRO000464  MAINT I Judith Mudzengi 150.00 171.00 25/07/2017 12:16:50 Yes PPANOD1 Pz
PRODDDSO1 MAINT I Bianca Du Toit 150.00 171.00 18/12/2017 09:15:51 Yes
PROD0DSES MAINT I Bianca Du Toit 150.00 172.50 30/05/2018 16:27:50 testreque... Yes OFF001 of
PRODDDS7D MAINT I Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPDOL He
PRO000615  MAINT I Kame Pillay 150.00 172.50 21/04/2020 10:34:39 Yes
PRODDD625 MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt . Yes HOPDO1 He
PRODOD632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRODODE4S MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
“ v
Open Windows ~ | User: JuandaK | 03/11/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0

4. When you receive the Requisition - Process message to confirm;
* The requisition no. [requisition number], has been released
successfully.
5. Click on OK.
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® - Purchase Requisitions for Service CALL - 5P0: Version 2.5.0.4 - Example Company v2.5.0.0 (=Ja](e]
& | rome | [Locatons  Contract  Finance [HR  Inventory [Projects  Manufacturing  Pr Sales  Service Reportng  Utiites - & x
O 2 X > @O0 % H WO
Add  Edit Delete View | Hold Release Approve Decine Savelayout Workspaces | Print Export . Refresh
Maintain 4 Process Format Print Current 4 @
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
v o o T o - = o s 0 s o e
PRO000253 MAINT [ Banca  DuToit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMDO1 sz
PRO000261 MAINT [ Banca  DuToit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIADOL it
PRO0D0264 MAINT [ Bianca  DuToit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMDO1 sz
PRO000269 MAINT [ Bianca  DuToit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yo
PRDOCOZ70 I} MARNTSRRI ¥ Meanca Requisition - Process 4—° X jres DEROOL D
PRO0D0271 MAINT [ Bianca . Yes OFF001 of
PRO0D0276 MAINT [ Bianca v : Yes SAMDO1 52
PRO000298  MAINT I Bianca o The requisition ne. PRO000459, has been released successfully. Yes DER001 De
PRO000302 MAINT [ Bianca Yes TIADOL Tit
PRO000446 MAINT [ Bianca Yes
PRO000451 MAINT [ Judith °—> ['E Yes HOPOO1 He
» [ PROO0O4SI  MAINT N Judith Yes DER001 De
PRO0DD460 MAINT [ Judth  Mudzengi 150.00 17100 13/07/2017 14:39:20 Yes
PROO00464 MAINT T Judth  Mudzengi 150.00 17100 25/07/2017 12:16:50 Yes PANOO1 Pz
PROOD0SOI MAINT [ Bona  DuToit 150.00 17100 18/12/2017 09:15:51 Yes
PRO000S6S MAINT [ Bana  DuToit 150.00 17250 30/05/2018 16:27:50 testreque... Yes OFF001 of
PROODDS70 MAINT [ Banca  DuToit 150.00 17250 11/06/2018 16:31:22 Yes HOPOO1 He
PROO00G1S MAINT [ Kame pilay 150.00 172,50 21/04/2020 10:34.39 Yes
PRO0005256 MAINT N Andle  Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt. Yes HOPOO1 He
“ PROO0632 MAINT N Abigal  Mine 150.00 17250 01/04/2021 18:25:37 Yes
PRO0DDG4S MAINT N abigal  Mine 300.00 345.00 11/08/2021 17:05:08 Yes
‘. —_— — »
Open Windows + | User : Juisndak | 03/11/2021 | Version: 2.5.0.4 | Example Company v2.5.0.0

6. The requisition status has changed from N - Newto R - Released.

=

$ - Purchase Requisitions for Service CALL - BPO: Version 2.5.0.4 - Example Company v2.5.0.0
\E Home \ [Locations  Contract  Finance {HR  Inventory [Projects  Man Sales  Service Reportng  Utiities - & x
= = = = —
O 2 X e~ @0 = E @m . 6
Add  Edit Delete View | Hold Relesse Approve Dedine Save layout Workspaces | Print  Export Refresh
Maintain 4 Process Format Print Current , @
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
* ol A L Al = = s 13 L3 A o L
PRO000253 MAINT [ Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMOO1 Se
PRO000261 MAINT [ Bianca Du Toit 2,000.00 2,280.00 18/11/2015 13:47:04 Yes TIAQ0L ul
PRO000264 MAINT T Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMOO1 E
PRO000269  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Ye
PRO000270 MAINT [ Bianca Du Toit 3,000.00 3,420.00 19/11/2015 09:48:50 Yes DERD01 De
PRO000271 MAINT [ Bianca Du Toit 2,000.00 2,280.00 19/11/2015 10:18:18 Yes OFF001 of
PRO000276 MAINT [ Bianca Du Toit 1,500.00 1,710.00 26/11/2015 14:05:21 Yes SAMO01 Se
PR0000298  MAINT I Bianca Du Toit 100.00 114.00 01/07/2016 13:19:26 Yes DER001 De
PRO000302 MAINT I Bianca Du Toit 150.00 17100 12/08/2016 18:28:41 Yes TIADO1 ]
PRO000446 MAINT [ Bianca Du Toit 150.00 17100 19/06/2017 15:48:14 Yes
I 17100 0407/2017 13:57:44 Yes HOPOO1 He
171.00 13/07/2017 14:08:51 Yes DER001 De
17100 13/07/2017 14:39:20 Yes
I Mudzengi 171.00 25/07/2017 12:16:50 Yes PPANOD1 Pz
I Du Toit 17100 18/12/2017 09:15:51 Yes
I Du Toit 172.50 30/05/2018 16:27:50 testreque... Yes OFF001 of
I Du Toit 172.50 11/06/2018 16:31:22 Yes HOPOO1 He
I Kame Pilay 172.50 21/04/2020 10:34:39 Yes
N Andile Khumalo 172.50 08/05/2020 15:11:26 testtestt.. Yes HOPOO1 He
N Abigail Mine 172.50 01/04/2021 18:25:37 Yes
PRO000G45 MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
4 I3
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TECHMNOLOGSTES

Services - Purchase Requisitions

APPROVE REQUISITION

1. From the Purchase Requisitions for Service [service code] screen,

2. Click on the row of the requisition you wish to approve.

3. Click on Approve.

@ Short cut key: Right click on the row to display Process menu, click on Approve
$ - o——»hmmhrmw-mwm&-&nm*mvm — (= (3]
| @ | vome | Eaupment/Locaions Contract Finance /MR  Inventory  Mai [Projects  Manufacturi | Sdes  Senvice  Reportng  Utltes = & x
7} — Wl | = S
Oz XE ik ™|G | & & S
Add Edit Delete  View Hold elease |Approve| Dedine Clone Save Layout Wnrkipaces Print  Export en Refresh
Maintair Process Print P Current a d
PRCode PRType Status FirstName  LastName IndCost EventDate EventTime Comments Notes SupplierExist  CustomerCode  Custol
v ol oD Wb o o - o o o o e oL
PRO000259  MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMOO1 Sz
PRO0D0261  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIADO01 Til
PRO000264  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMO01 Sz
PROO0D26S MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yc
PRO000270  MAINT I Bianca Du Toit 3,000.00 3,420.00 19/11/2015 09:48:50 Yes DER001 De
PRO0O00271 MAINT I Bianca Du Toit 2,000.00 2,280.00 19/11/2015 10:18:18 Yes OFF001 ol
PRO000276  MAINT I Bianca Du Toit 1,500.00 1,710.00 26/11/2015 14:05:21 Yes SAMO01 S&
PRO0D0298  MAINT I Bianca Du Toit 100.00 114.00 01/07/2016 13:19:26 Yes DEROO1 De
PRO000302 MAINT I Bianca Du Toit 150.00 171.00 12/08/2016 18:28:41 Yes TIADO1 ™
PRO0D0446  MAINT I Bianca Du Toit 150.00 171.00 19/06/2017 15:48:14 Yes
PRO000451  MAINT I Judith Mudzengi 150.00 171.00 04/07/2017 13:57:44 Yes HOPOO1 He
m PRO0D0455  MAINT R Judith Mudzengi 150.00 171.00 13/07/2017 14:08:51 Yes DER0O01 De
PRO000460  MAINT I Judith Mudzengi 150.00 17100 13/07/2017 14:39:20 Yes
PRO0D0464  MAINT I Judith Mudzengi 150.00 171.00 25/07/2017 12:16:50 Yes PANOD1 Pz
PRO000S01  MAINT I Bianca Du Toit 150.00 171.00 18/12f2017 09:15:51 Yes
PRO0D0S68  MAINT I Bianca Du Toit 150.00 172.50 30/05/2018 16:27:50 testreque . Yes OFF001 of
PRO0D0S70  MAINT I Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPOO1 He
PRO00061S  MAINT I Kame Pillay 150.00 172.50 21/04/2020 10:34:39 Yes
PROO00626 MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt.. Yes HOPOO1 He
PRO0D0632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PROO00645  MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
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4. When you receive the Process Validation message to confirm;

* Are you sure that you want to authorise requisition PR

[requisition number]?
5. Click on Yes.

Approval

—]
For a detailed handling of the topic refer to Release for or Remove from
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TECHNOLOGTES Services - PurChase ReqUiSitions

‘ - Purchase Requisitions for Service CALL - BFP0: Version 2.5.0.4 - Example Company v2.5.0.0 =J(= (¢ ]
| @ | rome | cqupment/locatons Contract Finance /HR  Inventory  Mai [Projects  Manufa P Sales  Service Reportng  Utlites - & x
P . = i : P 1 - R
OXE ™ OO = (= J PP
Add  Edit Delete View | Hold F Savelayout Workspaces | Print Export Refresh
Maintair 4 Format 4 Print . Current p @
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
v e o e e 0e = = = o0 e o0 A0e e L
PRO000253 MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMOO01 Se
PROD00261 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 19:47:04 Yes TIAQOL il
PRO000264 MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMOO1 sz
PRO0C0269 MAINT I Bianca Du Tait 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Y
PRO000270 MAINT I Bianca Du T Yes DER001 De
PROODD271 MAINT T Bana  purd | OCes Valdaton <_° B Yes OFFO0L of
PRO000276 MAINT I Bianca Du T -7 i Yes SAMOO1 s
PRO000298  MAINT 1 Bianca DuTd Areyou sure that you wamto‘guthuvise requisition PRO0004597 5 Yes DER001 De
PRO000302 MAINT I Bianca Du T it Yes TIAD01 T
PRO0D044S MAINT I Bianca DuTe f Yes
PRO000451 MAINT I Judith Mudz] e—_’ I f Yes HOPDO1 He
» [ PROOCO4SI MAINT R Judith Mudzengr T50.00 7100 I3077201 TS Yes DER001 De
PRO000460 MAINT I Judith Mudzengi 150.00 17100 13/07/2017 14:39:20 Yes
PRO0D0464 MAINT I Judith Mudzengi 150.00 17100 25/07/2017 12:16:50 Yes PANOOL Pz
PRO000SOI MAINT I Bianca Du Toit 150.00 17100 18/12/2017 09:15:51 Yes
PRO0COS6S MAINT I Bianca Du Tait 150.00 172,50 30/05/2018 16:27:50 testreque... Yes OFF001 of
PRODOOS70  MAINT I Bianca Du Toit 150.00 17250 11/06/2018 16:31:22 Yes HOPOO1 He
PRO00061S MAINT I Kame Pilay 150.00 172,50 21/04/2020 10:34.33 Yes
PRO000S25 MAINT N Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt. Yes HOP0O1 He
PRO0COS32 MAINT N Abigai Mine 150.00 172,50 01/04/2021 18:25:37 Yes
PRODOS4S MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
« »
Open Windows | User:Julandsk | 03/11/2021 | Version:2.5.0.4 | Example Companyv2.5.0.0

DECLINE A PURCHASE REQUISITION

1. From the Purchase Requisitions for Service [service code] screen,
2. Click on the row of the requisition you wish to decline.
3. Click on Decline.

@Short cut key: Right click on the row to display Process menu, click on Decline
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TECHNOLOGTES Services - PurChase ReqUISitions

$ - € rurchase Requisitions for Service CALL - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 =Y ES
\77 7ﬂ Home | Erqui [Locations  Contract  Finance {HR  Inventory i [Projects  Mar i Sales  Service  Reporting  Utiities - & x
p . = b B m =
2 XE 4™ QO = (= J PP
Add  Edit Delete View | Hold Rele Savelayout Workspaces | Print  Export Refresh
Maintair Format P Print i L
PRCode PRType  Status FirstName | LastName ExdCost IndCost EventDate EventTime Comments Notes SupplierExist | CustomerCode  Custol
v o0c L3 Abc 0c Allc = = = L3 i L3 e e L~
PRO000253 MAINT [ Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes SAMOO1 sz
PRO000261 MAINT [ Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIADOL il
PRO000264 MAINT T Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes SAMOO1 Sz
PRO000269  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yo
PRO000270 MAINT [ Bianca Du Toit 3,000.00 3,420.00 19/11/2015 09:48:50 Yes DERD01 De
PROD0D271 MAINT [ Bianca Du Toit 2,000.00 2,280.00 19/11/2015 10:18:18 Yes OFF001 of
PRO000276 MAINT [ Bianca Du Toit 1,500.00 1,710.00 26/11/2015 14:05:21 Yes SAMO01 Se
PRO000298  MAINT [ Bianca Du Toit: 100.00 114.00 01/07/2016 13:19:26 Yes DER001 De
PRO000302 MAINT I Bianca Du Toit 150.00 17100 12/08/2016 18:28:41 Yes TIADO1 Al
PRODOD446  MAINT [ Bianca Du Toit 150.00 17100 19/06/2017 15:48:14 Yes
PRO000451 MAINT [ Judith Mudzengi 150.00 17100 04/07/2017 13:57:44 Yes HOPOO1 He
PRO0D0459 MAINT [ Judith Mudzengi 150.00 17100 13/07/2017 14:08:51 Yes DER001 De
PRO0DD460 MAINT [ Judith Mudzeng 150.00 17100 13/07/2017 14:39:20 Yes
PRO000464  MAINT I Judith Mudzengi 150.00 171.00 25/07/2017 12:16:50 Yes PPANOD1 Pz
PRO000S01 MAINT [ Bianca Du Toit 150.00 17100 18/12/2017 09:15:51 Yes
PRO0D0S6S MAINT [ Bianca Du Toit 150.00 172,50 30/05/2018 16:27:50 testreque... Yes OFF001 of
PRO0DDS70 MAINT [ Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPOO1 He
PRO000615  MAINT I Kame Pillay 150.00 172.50 21/04/2020 10:34:39 Yes
D PRO0D0G25 MAINT R Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt.. Yes HOPOO1 He
PRO0D0E32 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRO0D0G4S MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
‘ = ’
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4. When you receive the Process Validation message to confirm;
* Are you sure that you want to decline requisition [requis-
ition number]?
5. Click on Yes.

+
For a detailed handling of the topic refer to Release for or Remove from

Approval
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TECHNOLOGTES Services - PurChase ReqUiSitions

® - Purchase Requisitions for Service CALL - 5P0: Version 2.5.0.4 - Example Company v2.5.0.0 (=J(aJ(x]
| @ | rome | cqupment/locatons Contract Finance /HR  Inventory  Mai [Projects  Manufacturi Sales  Service Reportng  Utiites - & x
o f . I ~ - 1 = v—
@ [‘2 x Dﬂd l‘" @ @ il E i lg EL‘E E = — ‘3}
Add  Edit Delete  View Hold  Re Approve Decine k | savelayout Wu'ksvpaces ‘ Print  Export Refresh |
Maintain a Process 4 Format ,1 Print i Current 4 X
PRCode PRType  Status FirstName | LastName ExdCost IndlCost EventDate EventTime Comments Notes SupplierExist  CustomerCode  Custol
v 0 e 0c o ol = = = o e o e e L=
PRO0D025S  MAINT I Bianca Du Toit 3,000.00 3,420.00 18/11/2015 13:11:27 Yes ‘SAMO01 Sz
PRO000261  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 14:47:04 Yes TIAQ01 T
PRO0O00264  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 15:10:17 Yes 'SAMO01 Sz
PRO000269  MAINT I Bianca Du Toit 2,000.00 2,280.00 18/11/2015 16:41:56 Yes YES001 Yo
PRO0D0270  MAINT I Bianca Du Toil N n 50 Yes DEROD1 De
PRO000271  MAINT I Bianca Du Toil Hessss Nalidation - 18 Yes OFF001 ot
PRO000276  MAINT I Bianca Du Toil e ] 21 Yes ‘SAMO01 S8
PRO000298  MAINT I Bianca DuTei| Areyou sure that you want g decline requisition PROD006267 2% Yes DER0O1 De
PRO0D0302  MAINT I Bianca Du Toil 41 Yes TIAOO1 Tit
PRO000446  MAINT I Bianca Du Toil 14 Yes
PRODDSSI MAINT I it (i O 24 Yes +HoPOO1 He
PRO000459  MAINT I Judith Mudzengr 150.00 171.00 137077207 1%:08:51 Yes DEROO1 De
PROOD0460  MAINT I Judith Mudzengi 150.00 171.00 13/07/2017 14:39:20 Yes
PRO000464  MAINT I Judith Mudzengi 150.00 171.00 25/07/2017 12:16:50 Yes PPANOD1 Pz
PRO0O00S01  MAINT I Bianca Du Toit 150.00 171.00 18/12f2017 09:15:51 Yes
PRO0D0S68  MAINT I Bianca Du Toit 150.00 172.50 30/05/2018 16:27:50 testreque.. Yes OFF001 of
PRO0D0S70  MAINT I Bianca Du Toit 150.00 172.50 11/06/2018 16:31:22 Yes HOPOO1 He
PRO000615  MAINT I Kame Pilay 150.00 172.50 21/04/2020 10:34:39 Yes
3 PRO0O00626  MAINT R Andile Khumalo 150.00 172.50 08/05/2020 15:11:26 testtestt.. Yes HOPOO1 He
PROOO0632 MAINT N Abigail Mine 150.00 172.50 01/04/2021 18:25:37 Yes
PRO0O00645  MAINT N Abigail Mine 300.00 345.00 11/08/2021 17:05:08 Yes
‘ T — »
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CLONE REQUISITION

Only requisitions that originated from the Stock Status screen can be cloned.

S
éa Refer to Parts - Requisitions - Clone Requisition for information on how to

Clone a Requisition.

MNU.065.005
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