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Requﬁr AD169 QF HALIMATUN SAADIAH BINTI MD TAPSIR Requisition Date: | 9/4/2021 n * 1555 ®
Requester Depandfent || D_IT QF PHNITDEPT Requested Date: | 30/4/2021 = | 0a:00 [O) C
Reference A_| | ORDERING MAY 2021 Requisition. '146&} (Q:)
Reference B Status.  Created
Urgent Text
Buying
Amount 0.00

RC.]I isition Lines Requisition Approval Progress
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First Free Numbers v
OK CANCEL SEARCH.. OPEN NEW PRINT

Number Group: 110 Purchase Requisition-PHN

Series Length: 3

Blocked
for

Input

4 450 PHN Kelemak 6202 0
4 460 Information Technology 6088 0
4 480 SCM B. Beruntung 6215 0
4 490 PHN B. Beruntung 6356 0
4 500 BD 6009 0
4 501 R3D 6005 0
4 510 PHN Pegoh 6331 0
| 4 520 Project Proton 6213 0
4 530 Project Honda 6075 0
4 540 PHN Pekan 6005 0
| 4 550 Project Perodua 6299 0
4 560 Project (Others) 6058 0

1.0 Maintain Purchase Requisition:
Procurement\ Requisitions\Requisitions

A. Click this icon -——__ to create new
Purchase Requisition.

B. The requester and requester department
will be auto generate. Insert reference in
Reference A field.

C. Insert details as below”

e requisition date in the “Requisition
Date” field

e requested date for the item to be
receive in the “Requested Date”
field

e requisition series number in the
“Requisition” field.

This series number requires user to insert
the first three numbers.

In order to check the requisition series
number, click the zoom in icon and search for
the required series number.
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Reference A' | ORDERING MAY 2021 Requistion: | 460006087 &
Reference B Status:  Created
Urgent Text
Buying
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Requisition Origin:  Manual

General Conversion Project

Requisition Details

Requester: *‘ A0169 QE| HALIMATUN SAADIAH BINTI MD TAPSIR

PHN IT DEPT

Requester Department: ‘ D_IT [oE

Reference A: ‘ ORDERING MAY 2021

Reference B: ‘ |
Status: Created
Last Transaction Date:  9/4/2021 16:19
Dates
Requisition Date: *| 9/4/2021 =" 16:07 0]
Requested Date: | 30/4/2021  [™| | 08:00 ©|
Approval
P———
Approver Departmeng; ‘ D_IT QF| PHNIT DEPT
Approver” || MO168 QF| [NASAH BTE DAWAM
Spend Approved
Reason for Rejection

Miscellaneous

__] Urgent
Allow Partial Rejection

Text

Requisition Crigin:  Manual

General Conversion Project

Conversion

Conversion Type: Mone

Buying

Buyer| | AD188 OF| NORPAZILAH DAUD

N [ — F

Currency:fq MYR OF Ringgit Malaysia

Amount: 0.00 MYR

Receipt

Warehousa: | | PHM11 Eﬁ PHMSA 1 RECEIVING G

Receipt Address: | FHMO0OOO1 oF| PHM Indusiry Sdn. Bhd.

D. Click “Save” and the requisition number
will be generated. Next, go to “References”
and select “Purchase Requisition Details”.

E. In General Tab, insert the approvers’
department in the “Approver Department”
field and approvers’ staff ID in the
“Approver” field.

You may also zoom at the field for details.

F. In Conversion Tab, insert details as
below:
e  Dbuyer Staff ID in the “Buyer” field
(if any)
e Currency in the “Currency” field

G. Insert the delivery warehouse in the

“Warehouse” field. The receipt address will
be auto generate based on the warehouse.

You may also zoom at the field for details.
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DELL LATITUDE 3301
~ DELL OPTICAL MOUSE, MSS116 (13")
- 16G /512GB SSD

WARRANTY : 5 YEARS ON SITE NEXT BUSINESS DAY
(PARTS AND LABOUR)

TERM PAYMENT : 30 DAYS

Requisition: 460006087 Status: Created

Position: |1 |
Buying  Project/Finance
J Business Partner
Buy-from BP: | HD0000079 5|

BP Description: | HL MULTISYS (M) SDN BHD |

Item
Item Cross Reference: |ICS v | | Q5| QF|
Item: | oF| | Fatoso oF
Item Description | COMPUTERS
Serial Number:
Manufacturer: | CE‘
Project | oF|
‘Subcontracted
Requisition- 460006087 Status:  Created
Position: |1 |
Item Project/Finance
Buying
Requested Date:"| 30/4/2021 =4[ 0g:00 o
Order Quaniity: | 3.0000 *| Uni c|
Price: | 0.0000 MYR 14 Uni [eEl
Amount: | 0.00| MYR

Warehouse: *| PHN12 QF PHNSAPRODUCTION

Receipt AEIGFESSZ“I FHNOOO0O1 Q5| PHN Industry Sdn. Bhd.

Buyer: | A0249 OF SUHANABT SABRI

Rejection

Rejected

Reason for Rejection: oF

H. Then, click this icon ﬂ to create new
requisition lines.

1. Insert item code in the “Item” field and
order quantity in the “Order Quantity” field.

Select the requisition line and click this icon

B if need to insert any text/details about
the requisition line else.

Insert text/details and click “Save and
Close”

J. Next click at the order line. In Item tab,
inserts the business partner code in the “Buy-
from BP” field if user know the business
partner/supplier. Else, keep it empty.

K. This is the information displays in the
Buying tab.

M|
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L. At Project/Finance tab, fill in the Ledger
Account, Plant and Section field if any.

M. Next, click Save and Close.

N. Before submit, go to Actions and click
“Requisition-Lines-Synchronization”.

This is to ensure the requisition lines will
follow warehouse as in the requisition
details in step G.

O. The status of the ePR is now Created. Go
to Actions and click Submit to submit the
purchase requisition to the approver.

Now the ePR is submitted and pending for
approval.
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Item Description
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BEFORE:
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Change Order quantity
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quantity and Save
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2.0 Purchase Requisition
Resubmission/Modification:

Procurement\ Requisitions\Requisitions

This step is done when the ePR has been
rejected by Approver and user can
resubmit again by modify the details.

If there are more than one requisition line,

only modify the required line in order to
resubmit again.

i) EXAMPLE TO MODIFY QUANTITY:

Make sure the PR is in “Rejected” status in
order to modify the quantity.

Modify the quantity to the correct order
quantity in the “Order Quantity” and click
“Save”.

Now the ePR status is Modified.
Next proceed to Step S.

iINEXAMPLE TO EDIT TEXT LINE:

Make sure the PR is in “Rejected” status in
order to edit the text line in the required PR
line.

P. Highlight the required line and click this

&)

icon
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= Approver Department Status Approver
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1 0T PHN IT DEPT Rejected M0168 NASAH BTE DAWAM
2 DIt PHN IT DEPT Rejected M0168 NASAH BTE DAWAM
3 DT PHN IT DEPT Pending Approval M0168 NASAH BTE DAWAM
4 PHNPUR PHN Purchase Office Pending Approval AD249 SUHANA BT SABRI
| 5 PHNPUR PHN Purchase Office Pending Approval M0181 NURULHIDYAH BINTI RAHMAT

Q. Edit the text and click “Save and Close”.

Next proceed to Step S.

iiEXAMPLE TO INSERT NEW ORDER
LINE:

Make sure the PR is in “Rejected” status in
order to edit the text line in the required PR
line.

R. Click this icon ——_ to insert the new
order line and fill in the details as step | to
M.

S. Click “Save” once complete.

T. The modified PR status is now
“Modified”. Go to Actions and click Submit
in order to resubmit the purchase requisition
to the approver.

Now the ePR has been submitted again to the
pending approver and the status is “Pending
Approval”.

This information show the Requisition
Approval Progress.




