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Overall Requisition Process Flow

Create Requisition

® ® ®

Purchase Order Auto
Generated

Stores

No Route Requisition Approve Requisition
Transfer =2 4 > AP q >

Yes

®

Create Stores
Transfer

® 4
Print Picking List
O
Transfer Stock Qut

!

Transfer Stock into
Receiving Site

1. Creating a requisition.

a. Non-Stock

b. Work Order

c. Asset

d. Stores Transfer
2. Route the requisition to the next responsible person.
The requisition gets approved by all the applicable level of approvers.
On final approval of the requisition, a PO is created.

a. To maintain this, use the PO Entry screen.

If the requisition is a stores transfer, then an SCT must be generated.
The SCT picking list needs to be generated.
Stock needs to be transferred.
The transferred stock then needs to be receipted in.
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Creating a Requisition
Open Requisition Entry by clicking on the Requisition Entry Tile

Requisition &
Entry

Create Non-Stocked requisition:

= [ SYSPRO Home > Requisition System A  ©@Robynvanzyl v
Requisition Entry Requisition Line Details
Requisition Originator RobynVZ Non-Stock Code NON-STOCK
Requisition Type Non-stocked v ] Description NON-STOCK example
Requisition Nr New* Price 500
Quantity 10
Qty UOM EA
Tax Code 01 Q
Requisition Details
Product Class 100 Q
Due Date 2023103128 ]
GICode 20-1050-2020 Q
Requisition Reason
Buyer Robyn\Z| Q
Supplier 20-000001 Q
Line 0
Supplier Name Avis Rent A Car (Pty) Ltd
Area 1050
DeliveryWarehouse 1050 Q
Requisition Notes
Notes
Purchase Order Notes
@ & Fitter
ﬁstock Code Description Quantity_Qty UOM Price Tax Code  Product Class Ledger Code Buyer Line Asset EntryType InsuranceClaimho SmallAsset  Assetfranch CostCenter  AssetGroup Type

1. Select Requisition Type as Non-stocked.
2. Fill in Requisition Details
Enter any applicable Requisition Notes
a. Notes is visible only on the Requisition.
b. Purchase Order Notes is visible on both the Requisition and the Purchase Order.
Enter Requisition Line Details
Click Save Line
You'll be able to view the line in the grid along the bottom of the screen.
To add more lines, simply repeat step 4 and 5.
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Create Assets requisition:

= [ISYSPRO Home > Reg A CE
S oM< > M c @
Requisition Entry Requisition Line Details
Reg RobynVZ Description Asset
[ Req pe Assels - ] Prica 7050
Requisition Nr New" CQuantity |
Qty LOM EA
Tax Code 04 Q
R D ¢
equisition Details
GICode 20-1000.6100 Q
Due Date 202310328
- By a
Requisition Reason
Sm )
qQ
[}
Suppher Name a
Q
DeliveryWarehouse Q <
Asset Typs Q
Asset Location Q
0 Q
Q
Q
o
@+ Fi
ﬁsmk Code Description Quantity Gty LOM Prics TaxCode  Product Class Ledger Cads Buyar Line Asset EntryType insuranceClaimNa Smalldsset  AssetBranch CostCenter  AssstGroup Type

1. Select Requisition Type as Assets
2. Fill in Requisition Details
3. Enter any applicable Requisition Notes
a. Both are visible when viewing the Purchase Order.
4. Enter Requisition Line Details
a. Note that from Small Asset these are only applicable against the Assets.
b. If the Price is below R7000, the Small Asset checkbox will be ticked, and no asset
detail need to enter.
c. Ifthe Price is R7000 and above the Small Asset checkbox will be unticked and Asset
details need to be filled in
5. Click Save Line
6. You'll be able to view the line in the grid along the bottom of the screen.
7. Only one Asset can be loaded per requisition.




Create Work Orders requisition:

= [iSYSPRO Home > Requisition Systj

A @ Robynvanzyl ~

e N ca Q &
Requisition Entry Requisition Line Details
Requisition Originator RobynVZ Non-Stock Code WORK ORDER STOCK CODE
l Requisition Type ‘Work Orders Description WORK ORDER STOCK CODE

Requisition Nr New* Price 0

Quantity 1

Qi Uom EA

Tax Code 04 Q
Requisition Details

Product Class 500 Q
Due Date 2023103128

Gl Code 20-1000-6100 Q
Requisition Reason

Buyer Q
Supplier

Entry Type Purchase v
Supplier Name

Insurance Claim No
Area 1000

Asset Q
DeliveryWarehouse

Asset Name

Line 0
Requisition Notes
Notes
Purchase Order Notes

@ # Filter
Quantity_Qty UOM Price Tax Code Line Asset EntryType InsuranceClaimNo SmallAsset  Assetfranch CostCenter AssetGroup Type

G Stock Code Description

Select Requisition Type as Work Orders
Fill in Requisition Details
Enter any applicable Requisition Notes
a. Both are visible when viewing the Purchase Order
Enter Requisition Line Details

a. Note that from Entry Type these are only applicable against the Work Order.

Click Save Line

You'll be able to view the line in the grid along the bottom of the screen.




Create Stores Transfers requisition:

= [iSYSPRO

Home > Requisition Syy

ENEUER »\ c B
Requisition Entry

Requisition Originator Robyn\/Z

[Requ\sminn Type Stores Transfers

Requisition Nr New*

Requisition Details
Due Date 202310328
Requistion Reason

To Warehouse 2101

From Warehouse 2103

Lo

3]

Requisition Notes
Notes

Purchase Order Notes

Quantity Qty UOM Price TaxCode  Product Class

Fsmuk Code Description

Ledger Code

Buyer

A @Robynvanzyl -

Requisition Line Details

Stock Code 2050076 Q
Price 30,00
Quantty 1
Gty UOM BOT
Product Class 205 Q
Buyer Q
Line 0
@ * Filter
Line Asset EntyType  InsuranceClaimNo SmallAsset  AssetBranch  CostCenter  AsselGroup

Type

-3

1. Select Requisition Type as Stores Transfers

2. Fill in Requisition Details

a. Please note that this requires only a from and to warehouse.
3. Enter any applicable Requisition Notes

a. Both are visible when viewing the Purchase Order

Enter Requisition Line Details
Click Save Line

Nouk

You'll be able to view the line in the grid along the bottom of the screen.
To add more lines, simply repeat step 4 and 5.




Alternative Screen to Create Requisitions
Open Requisition Dashboard by clicking on the Requisition Dashboard Tile

Requisition &
Dashboard

The alternative to creating a new requisition if not directly through REQQOQ1, is indirectly through
RPDO001 by selecting New Requisition. Then follow the same process as above for each of the
Requisition Types.

= [ISYSPRO Home > Requisition Dashboard

C Refresh @ Preferences| 4+ New Requisition + New Stocked Purchase Order




Routing a Requisition
Open the Requisition Dashboard by clicking on the Requisition Dashboard Tile

Requisition
Dashboard

2

= [LSYSPRO  Home > Requs A OFo an
C Refresh W Preferences + New Requisition| &) Change Requisition | + New Stocked Purchase O © Cancel €3
Requisitions Levels of Approvals
@ % Fie @ 2 Fie
Route Comment quisition Crealed Dal t upglier  Total Current Holder Crigintor Requisition User Status Acknowledgement Date Comment
View 0000000195 Non-stocked 2023002727 In Progr... Die Burger Ltd 1480000 RobynVZ
View 0000000197 202302727 In Progr... Die Burger Lid 1250000 RobynVZ
There are no items to show
>
No items to display
Purchase Orders Purchase Order Lines
B * Firer =
Purchase Order Requisition Crder Status Warehouse Currency Tax Status Total PO Line Description Quantity Price Requisition GRN
There are no ems to show There are o items 10 Show

For all Requisition Types except Stores Transfers:

1. Click on the requisition to highlight it.

2. Click Change Requisition if something needs to be updated.

3. Otherwise, Route it on to the next person who needs to approve this.

Type a comment (not mandatory) if required and accept.




Approving a Requisition

Option 1: Avanti Screen
Open the Requisition Dashboard by clicking on the Requisition Dashboard Tile

Requisition
Dashboard

2

ew
View

There are no items to show

There are no items to show

= [ISYSPRO  Home > Requisition Dashboard A O RobynAvanii ~
C Refresh @ Preferences + New Requisition + New Stocked Purchase Order Approve / Acknowledge X Reject 0
@ & Filer & & Filter
Route Comment Requisition Type Created Date Status Supplier Total Current Holder Originator SalesOrder Requisition User Status Acknowledgement Date Comment Approv
View 00000007185 Non-stocked 2023002127 In Progress  Die Burger Ltd  14800.00 RobynVzZ ZulaygahH Acknowled .. 20230330 Zulayga
0000000197 Stores Transfers 2023/02/27 In Progress _Die Burger Ltd__ 12500.00 Robynvz AmyL AmyR, DeanL, J... Acknowied.. 20230330 AmyR
0000000256 Assels 2023/03723 Abbott Laboratori 1600000.00 AmyR, LesleyS, RobynVZ... LesleyS AmyR, LesleyS, Robyn...  Current
JohanH Outstanding
AmyL Outstanding
TheunisP Outstanding
Deanl. Outstanding
>
Showing 3 item(s) Showing 7 itam(s)
@ * Filter @ * Filter
Purchase Order Requisition Order Status ‘Warehouse Currency Tax Status Total PO Line StockCode Description Quantity Price Requisition GRN

1.

Highlight the requisition to be approved by clicking on it.

a. The next approver in the list can be viewed on the right.

2. Click Approve / Acknowledge or Reject.
a. The requisition will then disappear from the list of requisitions as it is routed on to

the next approver.




Option 2: Workflow Dashboard
0

Requisition 0000000161 Approval Required

BlackHole <blackhole@pathcare.co.za>»
To @ Robyn Van Zyl

Dear RobynVz

Please approve the following req 0000000161 for site 1000
Overview is as follows:

Supplier name -

Requisition Total - 45 000.00

Reason for Requisition -

Please click on the following link to review and approve - Action

1. Anemailis sent to the next approver with a link to approve the requisition.
2. The “Action” link opens the specific requisition (no login required)

Requisition Action
Auth Ack
< Level Resp Users Description Date Approver
Requisition: 0000000195
) I.H_WISI o 9 AmyL, AmyR, Deanl Current
Requisition Type: Mon-stocked Jacques
QOriginator: RobynVZ
Requisition Date: 27 Feb 2023
Area: 1000
Buyer:
Requisition Value: 14 800.00
2
Line Stock Code Description Quantity Price
1 TESTING Test Non-Stocked 1.00 8 000.00
2 TEST Testing Non-Stocked 2 1.00 630000
PathCare © 2023

3. To approve click Acknowledge and add a Comment if required.

+ If the operator wants to view all requisitions that still require approval, they can click on
Requisitions on the toolbar above. This will however require them to log in using their
normal Syspro credentials.




Re-Routing a Rejected Requisition
Open the Requisition Dashboard by clicking on the Requisition Dashboard Tile

Requisition
Dashboard

= [LISYSPRO  Home > Requisjgas Dashboard e
C Refresh 4 Preferences 4 New Requisition| + New Stocked Purchase OrderD

2

A O RobynAvanti ~

Approve / Acknowledge Ocancel

Requisitions Levels of Approvals
B % Fiter e + Fiter
Reguisition Supplier  Type St. Current Holder Total SalesOrder Created Date Originator Requisition .. St.. Acknowle... Comment | Approver
0000000097 Avis Rent A Ca Non-stocked  In Progr. 10.00 2023/08/16 RobynVZ AmyR, JohanH, Lie... Rejected Price seems incorrect. ~ |JohanH
000000104 Avis Rent A Ca Non-stocked  In Progr.. 20.00 2023/08/18 RobynVZ
0000000105 Avis Rent A Ca Non-stocked In Progr. 30.00 2023008118 RobynVZ ]
0000000213 Pathcare - Ben Assets AmyR. JohanH, LiezIS, RobynVZ, ZulayghahH 500.00 202310/03 AmyR
0000000227 Avis RentA Ca Assets AmyR. JohanH, LiezIS, RobynVZ, ZulayghahH 5000.00 202310725 AmyR
> >
Showing 5 item(s) Showing 1 item(s)
Purchase Orders Purchase Order Lines
8 & Fiter @ & Firer
Purchase Order Requisition Order Status Warehouse Currency Tax Status Total PO Line StockCode: Description Quantity Price Requisition GRN

SIS

Click on the Rejected Requisition.
View the rejection comment.
Click Reject to bring the requisition back to the Originator.
Click Change Requisition to update the required information.
Click Route to send it on for approval again.




Re-Routing a Requisition when on Leave
Open the requisition user setup by clicking on the Requisition Users Tile

Requisition 31
Users

1 =quisition Users

Requisition user RobynVZ % ] 0
Name Robyn van Zyl
Email address robyn@lanceakonsult.com
Temporarily unavailable
AmyR Q

Forward to user

1. Select the user going on leave.
2. Tick the Temporarily unavailable checkbox.
3. Indicate to which operator the requisitions need to be forwarded.

a. This operator needs to be on the same approval level as the one going on leave.




Cancelling a Requisition
Open the Requisition Dashboard by clicking on the Requisition Dashboard Tile

= [ISYSPRO  Home > Requisition Dashbeard

( Refresh @@ Preferences 4+ New Requisition

Requisition 3
Dashboard

+ New Stocked Purchase Order

@ 3 Filer
Route Comment Requisition Type Created Date Status  Supplier Total Current Holder Originator SalesOrder
View 0000000195 Non-stocked 2023/02/27 InProgress Die Burger Ltd  14800.00 RobynVZ
fiew 0000000197 Stores Transfers 2023/02/27 InProgress Die Burger Ltd  12500.00 RobynVZ
View 0000000256 Assets 2023/03/23 ‘Abbott Laboratori 1600000.00 AmyR, LesleyS, RobynVZ. . LesleyS

1. Click on the requisition to cancel.
2. Click Cancel.

Showing 3 item(s)

Levels of Approvals

Requisition User

a 6 Robyn Avanti ~

@ & Fiter

Status Acknowledgement Date

There are no items to show

Comment

>

No items to display




Query a Requisition

Open Requisition Query by clicking on the Tile or by typing it into the Hamburger menu:

@D'SYSPRO' Home > Requisi

[ requisition qu

@ Requisition Query

i SYSPRO > Requisiton Query

Requisiion 0000000197] Q ﬂ]
Requisition 0000000197
Requisition status MNormal
Originator RobynvzZ

Date created 202302127
Total value 12500.00
Total foreign value 12500.00
Next line number 3

Document farmat

2 Requisition user

Name Robyn van Zyl

User email address

Requisiton group

& Routing information
Next user for routing

Usar to route o for RFQ creation

2 Originator

User ta route 1o for Plorder creation

robyn@lanceakonsult com

4 Em. 5

—

Requisition 3
Query

=

A O Rooyn Avant
Requisiion line._ Requisition user Stock code Long description Ovder quantity Uom Due date Holder Supplier Price
1 Ropymvz 1050002 Desrose - Pregnant Gt 1000 JAR 020227 _SCT 20-000003 5000000
2 RobymvZ 1050005 Cytology Spray 1000 EACH 020227 _SCT 20-000003 7500.000

vk wN e

Select the Requisition to Query.
Review the requisition header.
Review the lines on the requisition.
Load more lines if not all are displaying.
Choose what line detail status should display.

Detail Line Options

Cancelled
On hold
PIO created

Transfemed

Normal
Complete
Appraved
Issusd

In process.

Ba 00

< I < |

(<<

PR

6. Choose how many lines should be displayed in total.

All rows
10 rows
20 rows
50 rows
" 100 rows
500 rows
1000 rows

5000 rows

>

Showing 2 fam{s)




Creating a New Stocked PO from the Dashboard
Refer to Purchase Order Training Document




Purchase Order or Stores Transfer (SCT) Creation

requisition.

Creating the Stores Transfer
Open RPD001 by Entering the Program name or by clicking on the Requisition Dashboard Tile

Requisition
Dashboard

21

4+ If the Requisition is a Non-Stock, Work Order or an Asset Type, then once final approval has

been given, a Purchase Order is automatically generated.
%+ If the Requisition is a Stores Transfer type, then a Stores Transfer must be created from the

= [ SYSPRO

Enter program RPD001

Home 2 Home Menu

= [iSYSPRO

Home » Requisition Dashboard

C Refresh @ Preferences + New Requisition Q Change Requisition

~+ New Stocked Purchase Order

Levels of Approvals

Requisition User

0

There are no items to show

Description Quantity

Requisitions
@ * Fitter

Route Comment Requisition Type Created Date St Supplier Total Current Holder Originator SalesOrder

View 0000000195 Non-stocked  2023/02/27 In Progr... Die Burger Ltd 14800.00 AmyL, AmyR, DeanL, . RobynVZ

View 0000000197 Stores Tran... 2023/02/27 InProgr... Die Burger Ltd 12500.00 RobynVZ

Showing 2 item(s)
Purchase Orders Purchase Order Lines
@ % Fiter
Purchase Order Requisition Order Status Warehouse Currency Tax Status Total PO Line StockCode

@ * Filer

St Acknowledgement Date

There are no items to show

@ & Filer

Price Requisition

There are no items to show

A O RobynAvanti ~

© Cancel

Comment

>

No items to display

GRN

1.

Click on the Stores Transfer requisition to highlight the line.
2. Click on Create Stores Transfer




Shipping the Stores Transfer to Site
Open Sales Order Entry by clicking on the Tile or by typing it into the Hamburger menu:

| = ID'SYSPRO' Home > Quick
Sales Order 31

Entry
l sales order entry I

ers
les Order Entry

Sales rs
/‘ Sales Order Entry Express >

= [SYSPRO tHome > sae R Oromana-
W tr %i M Counter Sales ~ Options ~ @ £
. Coisuier 0000000017 1> Open orde
- Sales order Order status C Rebesh 0
ZAR0.00 2AR0.00 2AR 0.00
023 =) B2 Add stocked line #: Add non-stocked line @ Add freight line
202303 5] =
a 3 Add miscellaneous line 4 Service charge
Q
Q ¥ Lines
Order type Q
M ree Format Comments EXstandard Comments [)Stock S/0 Text B3Stock D/Goods Text @ & fue
Stock code Description Warehouse Ordergty Uom Shipaty oty Unitprice Priceuom  Price code
/1000010 Light Bive Citrate Tub . 2101 1000 EACH 0000 1000 EACH
4 TESTING SCT
W Delivery
Ship to name
@
city Hannekam Street
Province Jefireys Bay
Postal Code 3 Showing 2 flem(s)
Geolocation 0.000000, € ° °

1. Click on Maintain Order

2. Select the order to maintain (the number would have been provided on the Requisition
Dashboard when the Stores Transfer was generated)

3. Tofirstly print the Picking List, click on the Cart (Complete order)

End Order
.Q. Continue Order ! End Order B Q

Invoice

Document to print
@ Order acknowledgement
O SCT transfer
ormat d ; Ord. acknowledgement ]

i~

Drint Anriimant if favina m




4. Click on Order Acknowledgment
5. Choose the order Format — this will default with the Picking List.
6. Click Print

Once the count is completed of how many of the stores transfer item requests are to be sent, open
the Sales Order Entry screen again:

= [CISYSPRO  Home > Sales Order Entry a
W Order Entry Matain Ordes & M Counter Sales ~
& Cusismer 0000000017
Sales order CRet
ZAR 0.00 ZAR 0.00 ZAR 0.00
- B s e
Ship date (=)
-
Q
& W Lines
Order type Q
Biero0 Fomat Comments: Btstancard Commorts FiSiok 870 Text BiStook DiGaco oL
Stock code Description warehouse Orderqly Uom Ship gty Blogly Unit price Price uom Price code
P4 1000010 Light Blue Citrate Tub. . 2101 1000 EACH 0.000 1000 EACH
7 | Insert before Line... » NG sCT
W Delivery ABd 10 ENa. »
Change Line.
-] Cancel Line.
SEt Line 1o Complete.
Hafnekai Sieet
P Stowing 2 fem(s)
0.0000¢ q ° 9
7. Select Maintain Order
8. Select the order to maintain.
9. Click on the pencil and then Change Line
a. You can see on the line that the ship qty is zero at this point.
b4 i co
0000000017 <1> Open order
Sales order 5 i
Stocked ltem 12
_ B)c x & =
jase order —
— arehouse ot Q Order Line Information Stock Cede Information I !
George Depot B
2 . 1000010 Q
Light Blue Cilrate Tube 2 7ml Stock Code Information ~
Light Blue Citrate Tube 2.7ml Stock code 1000010
Order uor Description Light Blug Gitrate Tube 2. 7ml
Order quantity 1 Long description Light Blue Gitrate Tube 2 7ml
[smp T i ] Product class 100 o
C— 5 Warehouse 2101 - George Depot
~ Qty on hand 627 EACH
Qty on backorder 12
- Qty allocated to S/O 18
Qty available 809
Prcs 0.00000
I Qty in inspection
paincare, Polichie  proqyct ciass 100 Q 0
Qty in transit 0
Ship date 2023/03/24 m
Hannekam Street | . - Qty on order 1,000
Jeffreys Bay o - Qty allocated to WIP ]
- Free stock 621
a Future free 1609
Qty dispatchea/not invoiced 0 .
v s




10. Change the shipping quantity to the quantity that will be sent to the requesting site.
11. To see more information on the Stock Code, click on the Stock Code Information tab.

12. Click Save.

= [ SYSPRO

Home > Sales Order Entry

Q E]i

A @ RobynAvanti ~

o

Ml Counter Sales ~  Options ~

tome: Q  Type 000

® Customer 0000000017 <1> Open order

- Sales order Order status [ Sxpandcars v
ZAR0.00 ZAR0.00 ZAR 0.00
Ouistanding invoice total Original net merchandise Invoice total

Customer purchase order * |

Order date 2023103124 B¢ Add stocked line i Add non-stocked line @ Add freight line

Ship date 2023/03/24 " " .
£3 Add miscellaneous line & Service charge

10

W Lines

L P LOED

Order type

. P ree Format Comments Elstandard Comments FIStock 510 Text BStock DiGoods Text (e} B 3 Fiter
o Stock code Description Warehouse Order qty Uom Ship qty Blo gty Unit price  Price uom Price code E
# 1000010 Light Blue Citrate Tub_.. 2101 1.000 EACH 1.000 0.000 EACH
7 TESTING SCT
W Delivery
Ship to name Jeffery's Bay Depot

13. Once back on the main screen, see that the back-order quantity is now zero and the shipping
quantity is 1.
14. Click on the cart (complete order)

End Order

W Continue Order ! End Order B ¢ |

o

Invoice
O Delivery note
@ (O Order acknowledgement

@ SCT transfer

Document to print

Format description Invoice
Posting period 08/2023
Dirint Ancimant if favina m L]

15. Select SCT transfer.
16. Click Print
a. This will then generate a GIT number that will be used to receive the stock at the
receiving (target) warehouse.




Finalizing an SCT for Transfer to the Site

Open Transfers In from the hamburger menu or from the tile

[E CiSYSPRO  Home > HomeMenu Transfers in - =]

Itransfers in|

2 Transfers In Selection
== <
o— ‘ ]

@A

ORa

Osin
Q
Q

& S

®

ORa

Osin
Q
Q

1. Enter the Site warehouse that will receive the stock.
a. Can narrow down the exact goods in transfer number and items by using the
additional filters:
i. GIT References
ii. Source Warehouses
iii. Stock Codes
iv. Creation Dates
v. Due Dates
vi. Product Classes
2. Click Start Review

= [iSYSPRO >
éfﬂ

(@ Transaction information
@ *

Stock Code Descriplion Type 8¢ Qty trans Transfers in posted Transfars in valus

1000010 Light Blue Citrate Tub... 5 2101

@ Stock information

= List of journals
=+

Joumal Joumal date Warehouse Operator

There are no ilems 1o sh

3. If the full quantity should be received, tick the Selected checkbox, and click Post.




4. If a partial quantity should be received, click on the pencil, and choose Change Quantity.

%

Warehouse
Source warehouse
Stock code

Quantity outstanding

(@ Quantity change details

@ Transaction information

B Change Quantity for Line
- e

2103

2101

1000010

1

il date

[‘Ouant":r i ]
Bin location 2103
Notation
[Transler complete ]
7| » Action back to source
®
@]
20-1000-642 Q

5. Change the receipted quantity.

a. Itallows an over receipt but warns that it exceeds the outstanding quantity.

b. An over receipt will create a variance in your warehouses.

6. Indicate if the transfer is complete.

a. Remove the tick if the outstanding amount will still be delivered.

i. If removed, this will keep the GIT number open so that the next receipt can

happen against it.

b. If the outstanding amount was damaged, or will not be sent, mark it as complete.

7. If the full amount did not arrive and is not expected to arrive, the Action back to source must

be indicated as Adjustment:

a. Adjustment — this will adjust the outstanding quantity back into the source

warehouse.

b. Expense Issue — this will expense the outstanding quantity from the warehouse.

8. Click Accept once happy with the changes.
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Reports

Report Name

Report Description

Report Location

Requisition List

Generate a list of requisitions

Purchase Orders folder >>
Requisition System >> Reports

Requisition Print

Produce requisition documents in
batch mode

Purchase Orders folder >>
Requisition System >> Reports

Order and Booking

Print various reports that list sales
orders

Sales Order folder >> Reports

RegWorkOrders Asset Transactions — Work Orders | SSRS link
Queries
Query Name Query Description Query Location

Inventory Query

View static details of stock items,
as well as any transactions that
have been processed against them

Inventory folder

Supplier Query

View data relating to suppliers

Accounts Payable folder

Purchase Order Query

View details of purchase orders
(including cancelled and
completed orders) that have not
yet been purged

Purchase Order folder

Requisition Query

View detailed purchase order
requisition information

Purchase Orders folder >>
Requisition System

Sales Order Query

View sales order information held
in the sales order module

Sales Orders folder




