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Purchase Requisition

.n- SH Warehouse Desktop - Avantis Asset Management

Cabinetz and Templates Dgcumentsl Hepmts|

A Cabinet Search
A1 Cabinet Search
1 Cabinet Search
1l Search Cabinet

[~ Large icons

A0 Cabinet Search -
A4 Cabinet Search -
A0 Cabinet Search -
A8 Cabinet Search -
0 " ahinet Search -
AW Cabinet Search -
A0 Cabinet Search -
A4 Cabinet Search -
A0 Cabinet Search -
A8 Cabinet Search -
A3 Cabinet Search -
0 Cabinet Search -
A0 Cabinet Search -
-Wendor

-Wendor Resournce
ok, Order T azk,
-wiork, Request

Cycle Count Sheets

E ntity

Entity Spare Parts
|Fverbory

Inventory Tranzactions
Pick List

Pick Lizt Lines - Open
Purchaze Catalog [bem
Purchaze Order
Purchasze Order Lines
Purchazing Transachion
Requisition Line Details
Fequisition

E Template to Create a work Reguest

E Template to Create an Adjustment

E Template to Create a Count

E] Template to Create a Cycle Count Sheet

:Template to Create a Fequisition

E Template ta Create a Single |zzue
E Template to Create a Single Receipt

\

E Template to Launch the [ssue Transaction 'Worksheet
E Template to Launch the Receipt Tranzaction 'worksheet

1 Temmlate to Feauest a Mew lnventaon lkem

Create Mew Requisition

Create in 1PFCI-GFPP

X

Mew number:
Template to uze: I[nu:une]

St

| (] ;I Cancel |

Open I Dezktopz... |

Cloze

From the Requester
desktop:

« Select “Create
"~ Requisition”.

 Accept suggested
~ number.

* Click OK.
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Purchase Requisition — Header Info

Requisition 14 - General Information

File Edit Wiew Window Help

=101 x|

Enter:

[lelrnm Eapmas @8

' '_ 14 Purchase for Line 16

*Title (could be WO#)

| EGeneral Information
[F2.0LE Canwas
[EfLine Ttems
[EEPurchases
0|Stakus

General | Keywordsl Descriptionl

Title:

Requisition type:

| »

IF'urchase for Line 16

IStandard j

* Type (usually *General)

* Requisitioned by

 E-mail address

* Priority

— Requester Information
Requisitioned by: [MCADMIN =l
Narme: [MCADMIN
T elephone: | Ext: |
E-Mail f
Department: II;T
Pricrity:
Buyer:

Estimnated walue:

/

|Norma| j i . .
/ *Then Click on Add Line...

i

#

You have not entered an e-mail address,

Zhanges will be saved before a line is added to
Requisition 14,
Do ol wank bo conkinue? (25239)
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Purchase Requisition — Create Lines

B Requisition Line 14-1 - General Information 10 x|

File Edit Wiew Window Help L] Enter a Valid Catalog

IR R T ES) ) _
) 14-1 item from the cabinet

General IDeIiver TDI Vendorsl Charging Keywordsl Descriptionl - 1
z'gGeneraI Information — Item to request T ° F O r n O n Sto C k Ite m S !
[ OLE Camvas Catalog ikem number: || [ 4— ’ g 0 to th e Cab I n et .
B

[=dPrice

[=Purchases
+a|status

Description:

Cuantity: I | amp j

 Estimated cost
Urit cost: I per |amp =]

Total cost: I

r~ Fulfillment date:
Required or: | EI at I =l

Mot required after:

[~ Quote requested

k) »
For Help, press F1 1PFCIgPe | UM 4
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Purchase Requisition — Cabinet Search

Prompted Filter Details

Include Purchase Catalog ltems with the following characteristics: E n te r I n any CO m b I n atl O n Of S e arC h

— Catalog item name

o — criteria and click OK.

— Catalog item number

| For non-stock purchases, choose :

— Item type

Eelale fiary] =l * “Non-stores Material” followed by the
vE— correct unit of measure or

Equal to: |[an_l.J] Ll
— Manufacturer part number ¢ “Non'StoreS SerVice” fO”OW@d by the
portan: l correct unit of measure

—'endor number
Equal to: I J

—%endor name

Contair: I

— Commadity

Equal to: I El

Contair: I

[ Limit number of rows to: I

0K | Clearst | Concel |
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Purchase Requisition — General tab

% Requisition Line 14-1 - General Information

File Edit Wew wWindow Help

=0l x|

[[efrnm Eeapuwes A

ol 14-1 ABRASIVE, ROLL, 24" X 5 YD 120 GRIT

General | Dreliver TDI \-"endors' Chargingl Keywoldsl Description'

:=|General Information

— Item to request
[ OLE Canvas Catalog item number: I% 50038417 J / Pg
ELPri -
[=Gprice Desciiption: ABRASIVE, ROLL, 24" % 5D 120 GRIT =]
[EPurchases
IgStatus
Guantity: l |ea j

— Estimated cost

A, Iea j
I—

Uriit cost; I

Total cost:

r Fulfillment dates

Elat]
Nt required after: I EI

Lk

Required on: I

[T Quote requested

B

L

You must enter the quantity wou reguire.

IPFCI-QRE [ [MUM v

« Enter description
from paper
requisition

"+ Enter the quantity

and date required

* Enter estimated
costs if the PCIl # is
generic and you do
not know the
vendor.

Note : do not enter a
cost on this tab if

catalog item found
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Purchase Requisition — Deliver To tab

E¥ Requisition Line 14-1 - General Information

File Edit Wiew ‘Window Help

=101 x]

[efrom mapmea s @8

| :=|General Information
[/ OLE Carwvas
[EdPrice

[EfPurchases

40| Status

General Deliver To |Vendors| Chalgingl Ke_l,lwordsl Descriptinnl

— Delivery detail
Stareroom: [rone]
Deliver to: I[nnne] |ﬂ
when defivered, notify: IMI:.-’.\DMIN |
Deliver by: [to/2e/2008 [ & fooon =

Reference number: I

[T &ddto inventarny
[™ | Beguisition this item under, consignment

Inventory details

Inwentaory [D: I[none] Schions = |

H

¥

Faor Help, press F1

1PFCI-QPP [ [ Y
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 Enter “SSB-PPD” in
the deliver to field

« Change the person to
notify If different from
the requester.




Purchase Requisition — Charging tab

E#l Requisition Line 14-1 - General Information

Fil=  Edit WYiew ‘Window Help

[Prodnepues 4m |

Z8| 14-1 ABRASIVE, ROLL, 24" X 5 YD 120 GRIT

_— Generall DeliverTUI Yendors  Charging | Keywurdsl Dascriptiunl

|—§E Price

[EfiPurchases

Ljstatus

Diistribution of charges

‘Wark I Entity I Cost Graup I Percenlagal Fized Amount |GJLA ccccc tIEHpense Elementl Flant ICost Centarlwmrl

L[>

[l

Charge-to Details

— Charge costs associated with this requisition to

ok title: I

Entity: I IEI

Entity name: I

Cost group: |M50231_F|epair M aterials j

GAL accour t: |50231

MNamed Segmert Grougp Segmert

p |Expense Element 50231 REPAIR MATERIA,
Flant

Cost Center
Project Mumber

i~ Calculate amount to charge as follo

' Percentage 100.00

—

ok I
Wwhork ordertask: I | l /
Cancel |

" Fised amaunt IC$U.DD

B

For Help, press F1
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1PECI-GRR | oM [

* Click “Add” on the
| Charging tab

 Enter a Work Order

Task (or select one of
the WQO’s from the

[ cabinet).
* Check that

appropriate Cost
Group has defaulted
from the item




Purchase Requisition — Charging Detalls

Charge-to Details

— Charge costs azzociated with this requisition to

Woork orderftask: IE& S3E00HFE |'| J

Wik title: |HF'E MAMUFACTLURING

Entity: [« C3B00HPE R

Entity name: IHF'E MAHLIFACTURIMG

Cost group: |M5I3231_Fi epair b aterials j

G/L account: |50231-501-3600

Mamed Segment Group Segment
p |Expenze Element 231 REPAIR MATERIAL =

Plant Guaker Peterbarough Plant
Cost Center 3600 RTE COMTROL

Praoject Mumber

— Calculate amount to charge as follows

* Percentage |1 00.00

" Figed amourt  [C$0.00

Cancel |
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The fields will now be
populated and the G/L
account number will
appear.

Click OK to return to
the Requisition Line.




Purchase Requisition — Price View

. B Requisition Line 14-1 - Price I [ 54
To add price and vendor e Gk _tow_sinion_t
information: [eroamébuat s

3] 14-1 ABRASIVE, ROLL, 24 X 5 YD 120 GRIT

« Add or change vendor by lqeneraliormaton | (CABEISEESET] Pice | Sie Seings|
. [F2\OLE Canvas Description of item requisitioned:
unCheCk|ng the Select Vendor [Eir=. || | [ABRASIVE.ROLL 24"X6YD 120GRIT =l
[EfiPurchases
b OX. \ 43|Status
) |
 Add or change the price by Quany G
. . E stimated cost |
selecting the Price tab. o —
[2BRASIVE. ROLL, 24" % 5D 120 GRIT
¥ Select from vendor resources linked to catalog item
Yendor: 8510001 =]
f5. B SIMPSON GROUP INC.
Yendor resource: [1200F 4BRASIVE. ROL = |
[4BRASIVE. ROLL, 24" % 5D 120 GRIT
Alteinate vendor iesouice: |
I™ | Requisitian this item under consignment [ Quote requested
o B
Far Help, press F1 [tPrcrgre | wum [ 4
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Purchase Requisition — Edit Price

Bl Requisition Line 14-1 - Price
File Edit

Wigw window Help

.

Enter in a unit price and

el mgpma s @8

indicate the price is “Firm”.

/{4—1 ABRASIVE, ROLL, 24" X &YD 1 RIT

Note you can adjust the

, '
7=|General Information

E?%OLE Canvas

Catalag Selection  Price |SiteS f gsl

Frice: information

currency by clicking the
“C9%” sign.

| [=3Price

0| Skatus

[EfPurchases

frack ;

I~ Price hom gorfact
i If price iz firm or estimated

Price

 Estimated

£ No charge Total |c$4.nn

To create another line
select the New icon or
click the X to exit.

Firm {Prce [Cs1.000000  Tper Jea =]

[ Freeze price

¥ Auto invoice upon receipt

Confirmation information

[ Frice confimed

Confirmed by I[nnne]

Confirmed by wendor contact: I[nnne]

Confirned ari: |

Confirmed price guaranteed until; |

Promised by: 10728/ 2005

Guantity confirmed; I e3

§

B

For Help, press Fi

Sk v“"(-m
e |l A i R
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Purchase Requisition

Requisition 14 - Line Items ;lglil

“'I_lég §|d gp- — * YOou can also create

@ | = f .

another line from the

23] 14 Purchase for Line 16 e e .
Requisition Line ltems

+— view by selecting the

New button.

< Line items

Catalog Itenm Description
_} 50038417 ABRASIVE, ROLL, 24" ¥ 5N 12057

fﬂGeneral Information

@OLE Canvas

| [EfLine Items <

[=lPurchases

e /+ Continue until
/| requisition is complete

o o

|| Selected "l Order By vl

“ >
For Help, press Fl IPECgPe [ UM 4
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