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PO Requisition &
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Provides Supply Center and Purchase Requisition Capabilities As An Add-on Module For UA

Define PO Requisition Templates
Define PO Requisition Users
Supports manager approval to individual users
and department managers
Two security levels
Threetypes of requisitions
1. Quick Order: No approval necessary.
Goesto the Process Pur chase
Requisition form
2. Approval Required: Goesto the
Manager Approval Form, then on to
Process Purchase Requisition form
3. Product Request: Routesdirectly to
Purchasing

E| Departmental Template For Security

Material Appraval Approval *
Number Dezcription Level 1 Magr  Level 24
ﬂ|Dual Intel 2.4 Server 3 v
|3B1 2 Paper ﬂ|8taples 81,/2 paper r W
|3‘I dlegPaper ﬂ|8taples Legal Paper r 4
[34z0n 5305 xx [[Windows <P Fro V¥ W
[338uPen o |[Bic Pens 100 Count r r
[2383 s |[Bow af wihite Out r r
o T A -
Record: | J »
Employee ID: 1Nancy10101
Passwaord:

l*********

B Create Purchase Requistion

DQuick Order | approval Required 1 Product Fequest ]

B{(=]E

Create and Edit PO

Gty b aterialt umber D'escription Ra:]uis'tions
2 [m |Dual|nlel 2.4 Server . Real t|me Creation/editing
5 Editing PO Req# 3978 - of PO Requisitions

Quick Order lnpproval Requited | Product Request |

Material listing is
populated through set up

Free Form Requisition for
goods not on departmental

Quantity Requested

Gty I aterialM umber Description
2 39| 24 serd |D ual Intel 2.4 Server
30 281 2P aper |Staples 81/2 paper
20 3 legPaper |Staples Legal Paper
a 3430ME305 |Windows #P Pra
2 IBSBuPen |Bic: Fens 100 Count
a 25983 |Bo:-c of Wwihite Out
Hl Create Purchase Requistion
Quick Order ] approval Required  Product Request

Descripkion:

Customized departmental
listing

fl
templates

Always requir es departmental
approval

Purchasing completesthe
process of converting request
into PO Requisition that shows
up on the Process PO
Requisition form

Im looking For a news computer that can run Office 2002,
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B Manager, Approval E@El

Providesa listing of
requisitions, the materials,

MateriaMumbe  Description Aty ReqMumber Employes Appraved quantities and users, that
|39Int24serv |Dual Intel 2.4 Server ]2 | 37809 |Nan-:_l,lJc-nes v ra:IUi re manager ial appr oval
[iZFaper  [Staples81/2paper |30 [~ 37890 [Tom Baked B Approval required items
|314legPaper  [Staples Legal Paper [20 | 37891 |Fred Qlson o remainin M anager Appr oval
[3430N8305  [Windows XF Fro [0 [ 37892 [ImJohnson v until departmental manager
[[@uFen  [Bio Pens 100Caunt |2 [ 37841 [Jos Fisher bed el signs off
[2563 [Bi of wihits O [0 | 0 [Srisan Buler L Sends approved requisitionsto
Process Pur chase Requisition
form
Password requirement for
Requisitions M odule
B Process Purchase Requisition
Pr Oce_$_ l_:)r OdUCt . Req# Date Department
Requisition form receives T " Select A
Quick Orders, Approved (1% 426 CALCULATOR  OTY: 1 De-Select Al
iqiti O] % 426 CALCULATOR  OTY: 1
Requisitions, and Product A Show Al
Requests C] & 426 CALCULATOR  QTY: 1
Processes PO Requisitions Egm CALEHLATOR: GTe
_ 426 CALCULATOR  GTY: 1 Release Bin:
Recordsthe delivery of 120382 5/22/2003 Tom Baker
goods to the user & 02011 HEATER/FAN  OTY: 2 . =
. . [ %&b 85011 HEATER/FAN  OTY: 2 Posting Date:
Assigns inventory ex ;
g y expenses 1% 88011 HEATER/FAN  OTY: 2 CIEZ
to departmenta] expenses 140383 5/22/2003 Jim Johnson
B 1104 Beige TELEPHONE  OTY: 2
based on departmental [ % 1104 TELEPHONE  GTY: 2
ﬂup 140409 5/23/2003 Mancy Jones
%9 72088 Large Box 8 1/2 paper  OTYW: 3 EulFill Raquisiti
% 72088 Bic Pens 100 Count QTY: 4 wﬂ
8 72092 Dual Intel 2.4 Server  OTY: 7 Fhhed
140415 5/Z3/2003 Fred Olsan

¥ 59124 Box of White Out 50 Count
B 99124 Windows XP Pro
[ % 99124 Rir: Pens: 100 Caont

oty
AT 1
ATy 3

Accumulated Materialsto be purchased list

RequestDate  Material Mumber MaterialDescription: ReqQty Lot Oty Parfalus _‘ . COI Or COded: Raj = Ova due; YdIOW = War nlng
3/16/2003 [ASFL2-023 1/2 O-RING MIL-R-83248 Tv-1 CL-29 1 elec P H H . H —_— .
71672003 [BCUPETO0 Iwzwps FETAINER FING 153 E: ;Lc :E ; (Wlthln 10 days), White = needed > 10 days, Blue=
FSGEB0Z3 | [120-FING FLUOACARBON 70D T30 SR | Selec| WO | P Selected
BCUPEI00  [1721P5 RETATNER AING E SR |Gelec| wo [P . .
1/2 0-RING FLUDRCARBON 70D N o wo [P Click SRC button to view source PO Req document
' TR PSP ) O I o o Click P button to view Purchase History for the
2 VAN RN O O s [ 5eiec| wo | selected material in the Open Purchase Ordersform
[ 371672003 [BATTT448  [21/2%11/2 LF90 SCHT0 Bw 30AL | f[ 0] 0 5R|sekc|wo [P .
[ 371672003 [BATTT698  J4%3 LA90 SCHTO BW 301 [ 4 6] 0 5 [sekc|wo P Sdlect oneor moreitems
53X 6 LR0 SCH10 Bw 304L SR | Selec| w0 | P ;
- Make New Purchase Order or assign
I ake Purchase Order Azsign To Existing PO . . . g t he
=l requirement(s) to an existing Purchase Order

Assign to Existing PO button displays all open
Purchase Ordersand allows a drill down to PO details

Completed items are removed automatically
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