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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” 

• requisition date in the “Requisition 

Date” field 

• requested date for the item to be 

receive in the “Requested Date” 

field 

• 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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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: 

• buyer Staff ID in the “Buyer” field 

(if any) 

• 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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H. Then, click this icon   to create new 

requisition lines. 

 

 

I. Insert item code in the “Item” field and 

order quantity in the “Order Quantity” field. 

 

 

 

 

Select the requisition line and click this icon 

   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. 
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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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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ii)EXAMPLE 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  . 

 

 

 

 

 

 

 

 

 

 

BEFORE:  
Order quantity is 3 

AFTER:  
Change Order quantity 
to the correct order  
quantity and Save 
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Q. Edit the text and click “Save and Close”. 

 

Next proceed to Step S. 

 

 

 

 

 

 

 

iii)EXAMPLE 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 I 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. 
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