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STATUS FIELD IN REQUISTION/ PURCHASE ORDER

OVERVIEW

1. Go to Settings >> Purchasing >> Status
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2. Select values from the drop-down.

Home Assets Inventory Personnel Providers Purchasing Reports Service Requests Work Orders Company Rights Active Directory

Quick Links SettingsSetting

Purchase request waiting approval - (PR WAPPR), Purchase request on hold — (PR HOLD), ... (11) ~
/ Select All | = Select None

|search

Purchase reguest waiting approval - (PR WAPPR)

Purchase request on hold — (PR HOLD) y m
Purchase request cancelled — (PR CAN) v

Purchase request approved — (PR APPR)

Request for quotation sent to supplier — (RFQ SENT)

Purchase order approved - (PO APPR)




3. After selecting the values, enter email addresses into the Notification Recipient field
NOTE: The user can enter multiple email addresses by separating them with
semicolons.

Home  Assets | Inventory = Personnel | Providers Purchasing | Reports = ServiceRequests =~ WorkOrders | Company = Rights | Active Directory | KPI

SettingsSettings - Purchasing - Status

Status

Purchase request waiting approval - (PR WAPPR), Purchase request on hold — (PR HOLD) (11) ~

Notification Recipients

parveenf@inzerotech com

Notification Recipients m

Email should be seperated by
semicolon(;)

4. After entering the email addresses, click the Save button.
5. Go to Settings >> General >> Global Options. Select the Yes radio button to enable
the ‘Purchasing status notification.’

Service request faciliies filter
® Yes Mo

Escalation Purchasing

Purchasing status notification
® Yes Mo




6. Go to Purchasing >> Requisitions

mmx
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7. Click the New icon to create a requisition.

WHEN CREATING A NEW REQUISITON, THERE ARE THREE (3) VALUES IN THE
STATUS FIELD:

1. When the requisition is created, the value will be “Purchase request waiting approval —
(PR WAPPR)”
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Quick Links settingsPurchasing - Requisitions >> Requisition

BUNGINg ANG LOC3TON vispatcner name nme

Work Order Time of Day Completed UserField 14 UserField 15
Requisition Status Status Tax Rate (%)
v Purchase request waiting approval - (PR WAPPR) -
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NOTE: As the user clicks Save, an email will be triggered to the notification recipients.

Requisition Created - 20171003006  inbox = = =
MMX37 Test site <CMMS@proteusmmx net> 5:35 AM (7 minutes ago) - -
to me (=

&
proteus

This is to inform you that a new requisition has been created.

Reguisition Number 20171003006

[Vendor Parveen

Cost Center

Reguester

Status Purchase request waiting approval - (PR WAPPR)

Copyright @ Eagle Technelogy Inc. 2017




2. If the user changes the status to “Purchase request on hold — (PR HOLD)”, an email will

be triggered to the notification recipients.

Requisition status changed insex =
MMX3T Test site <CMMS@proteusmmx nets

5:48 AM (26 minutes ago) -
o me (=

&
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This is to inform you that the status been changed for requisition

Reqguisition Number (20171003006

[Wendor Parveen

Cost Center

Reguester

Status FPurchase request on held — (FR HOLD)

Copyright @ Eagle Technology Inc. 2017

3. If the user deletes the requisition, an email will be triggered to the notification
recipients.
Requisitions deleted | mbox x —
MMX3T Test site <CMMS@proteusmme nets 5:51 AM (27 minutes ago) P P

&
proteus

This is to inform you that the following requisition(s) have been deleted:
20171003003

Copyright & Eagle Technology Inc. 2017

The status will be changed to “Purchase Request Cancelled — (PR CAN)”

NOTE: When the No radio button is selected for the ‘Purchasing Status Notification’ in

Global Options, then the process will work as demonstrated above, with the exception
being that the email functionality will not be available.

Service request facilities filter
® Yes Mo

Escalation Purchasing

Purchasing status notification
Yes '® Mo
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