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Slide notes: A new Purchase Request for a Direct Item can be performed from the

Requisition menu.
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Slide notes: As we enter the Purchase Request screen for Direct Items, the system
immediately offers a list of existing Direct Codes, if there are any. In this case, we
have only 1, but as we order more Direct Items, the list will grow.
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Slide 7
Slide notes: Even though the Item is not for Stock, we still select a Store for Delivery
purposes.
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Slide 9

Slide notes: In the case of Direct Items, we need to provide an Allocation, i.e. a GL
Cost Account where the cost will be charged. Depending on Company procedures, the
User will already select the correct allocation, or else a general suspense type
allocation Account will be provided for Users to use initially, because the allocation can
still be changed later. It is of course much better if the User can already indicate the
correct Charge Allocation.
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Slide notes: In this case, we will charge the cost to the Office Expense Account.
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Slide 12
Slide notes: The Order Description usually does not require any change, but change is
allowed.
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Slide notes: Next, we select the quantity that is being requested.
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Slide 14

Slide notes: And the expected Price. If the User has not even a vague idea, which is

improbable, then at least some Amount must still be indicated.

Page 14 of 74



Sunday, January 09, 2011

pul013
B s ot w02 s T=Jo%d
Help et O Rties - Coswand
- — | — a —— .
i M
[ | Pl 7 |
i g T i e i (L
SR — T T T Blosy PO Qg Cogg
[y Taes, DL Haine Broge vy Dira el Co g
s LOLO1IL0F o gt T
dod ARCCIRO Ludak
Skt Do e e, 500 - Swiwel Tube
- j Laam
ot y
g A
Y1 ]
B’ r, A I
.
] AT b
[ ] ]
B Srd
i -
E
Slide 15

Slide notes: For Direct Items, we have to state a reason why this Item is being

requested, and it is called the motivation for purchase.
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Slide 16

Slide notes: When the current User does not have sufficient authorization privilege for
the cost of the Item, then an Authorizer for the Request is selected.
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Slide notes:
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Slide 18

Slide notes: When an Authorizer is selected, then no initial authorization is indicated,
as the Purchase Request will first move into the authorization queue of the selected

Authorizer.
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Slide 19
Slide notes: By default, the system expects that we may claim input tax when ordering
the Item, but if not, the box should be unchecked.
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Slide notes: When we choose 'update’, the Item moves to the Authorizer.
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Slide notes: Optionally, a message may be sent to the Authorizer to alert him or her of
the new Purchase Request which is not yet authorized.
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Slide 26
Slide notes: Next, we look at another example, and this time we will choose to charge
the costs to a Job.
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Slide 31
Slide notes: We select the Job Code, and depending on the Job set up, we may still
have to select the Cost Type and or Charge Account, which in this example is all

automatic.
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Slide 33
Slide notes: When we have already selected the Direct Item Code, then we can query
the Order History for this Item.
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Slide notes: For any line where an Order Number is already indicated, we can drill into
an enquiry of that Purchase Order.
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Slide notes: Or we can drill into the Purchase Request itself.

Page 40 of 74



pu1013

Sunday, January 09, 2011

Slide 41

B s Ot w0, 2% Uy S

SE]

Hin Sbeet R Raiiong  Coewands

[ —— Slker | it
2 Dot | Hoatoay

Purchase Request Query: Direct [tem

= o [— . -

Furcheas Maguexd §

P [t e
Bl
v Dessoriphion

Resastl Shaa
Buer

Fuhege deer £
Ghpniity Fspestiel
(1

Expi Frice P Lindt
Final duih Frine
ol Frice:

Dt &0

fean
I Rt S
Malh Stoie
[pueeex, 500, Brivel Tobe et Bems Dalheery
[oate Codvered
Coasneni £
ik gl

i Fpapin ion

Slide notes:

Page 41 of 74



pulOl3 Sunday, January 09, 2011

0t o028 My S =1, =]

Hin Sbeet R Raiiong  Coewands

- — & A i = o [— . -

[ —— Slker | it
2 Dot | Hoatoay

Purchase Request Query: Direct [tem

Furchaas faguer ¢ e Freap s oy €
Daten £ LEADILE Qs P
P Dt e V0 S . Qi DRk o
Hom Mk Stoie
O [esoription, PWeecexr, 500, Bwivel Tohe [Hercd Bems Dnlheery Lot Dl Dptal|

[t Dol
Coasneni £

Reqesst Shahg, “0 ULt Ceisl
&'\f‘ in

Fuhege deer £

Shumiy Rapesatel e
I WH

Exp Frice Par Uik .-
Final duih Frine
TRl Friog i .

Slide 42
Slide notes:

Page 42 of 74



pulOl3 Sunday, January 09, 2011

0t o028 My S =1, =]

Hin Sbeet 5 Raeiing

- — & A i = o [— . -

Cincd barn Cada Chde [escy AwseTed, B0 dwivel Tulbe
Hans BNBECATEL

353 Fagueat Ocigin Imia Emquirition Trica F1 Nmmbac Sumppliac L
1L 1@ Tim 27/12,201D 20.00
2[1as | Tm 2701242000 20, E-LOLZZT-ZLZ cOMI0L Asnsd & Wit

Slide 43
Slide notes:

Page 43 of 74



pulOl3 Sunday, January 09, 2011

B s ot w0 1Y Uy S =1 =
W St R Furions

e | — A i = o [— . -

. Awcered, B0, dwivel T
s BUEELETEE

353 Fagueat Ocigin Imia Emquirition Trica F1 Nmmbac Sumppliac L
1 13 Tim 2T/12,2010 20.
2| 143 Tim 2T/IZ/I0LD 20. E-LOLEIZT-ZLZ cOIDL Amnsd & Nitd

i

I_l_x.he

Slide 44

Slide notes: Provided we have access, we can even drill into the Supplier Account for
that Purchase Order.
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Slide notes: And if there is a Requisition indicated, we can drill into that as well.
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Slide 50
Slide notes: Next, we look at what to do if the Item that we want to request is not yet
on the list of Direct Items.
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Slide notes: In this case, we can create a new Direct Item Code.
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Slide 52

Slide notes: The Item Codes can be designed by ourselves, or if we prefer, we can
request a new code from the system.
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Slide notes: Then we just state a Name for the Item, and this will also become the
Order Description,

unless we provide a different Order Description below.
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Slide notes: The new Item will now be on the lookup.

Page 57 of 74



pu1013

Sunday, January 09, 2011

B w02 Uy RS

el ek A Funine - Cowsn

- — | —

[y
il "'
T Wi
Ll
i
R
ra
vl
i i Felon
Bt r, o

ApALECaion

R g T

Slide 58
Slide notes:

Page 58 of 74



pu1013

Sunday, January 09, 2011

B w02 Uy RS

el ek A Funine - Cowsn

- — | —

Lodap?

st Vaksm

ApALECaion

R g T

Slide 59
Slide notes:

Page 59 of 74



pu1013

Sunday, January 09, 2011

B w02 Uy RS

el ek A Funine - Cowsn

- — | —

[y

Fre
T W
Ll
l— i
iy by
rar
(571
P i Peicn
B o
e |
(R
# ham

Lodap?

st Vaksm

R g T

Slide 60
Slide notes:

Page 60 of 74



pu1013

Sunday, January 09, 2011

s o vn 2y My

ey Tk

LegedT

= . )
[ S E—

[ W L T Y ]
Fei | uve Lo o
e | Blesy PO gl Coge
[T Wi Supre Divarl Coda
W B o el T 7
Lkt
KEY “HANE
sl 1T DL SwartEnes
[egdopn
| || Buodbiling)  owed |
B, B
el B
(EETLT
s i Fe
B Srtin
L LR

Slide 61
Slide notes:

Page 61 of 74



pu1013

Sunday, January 09, 2011

B w02 Uy RS

el ek A Funine - Cowsn

- — | —

B
T L

Ll
l— i

iy by

rar

(571

P i Peicn
B o

ApALECaion

R g T

Slide 62
Slide notes:

Page 62 of 74



pulOl3 Sunday, January 09, 2011

0t o028 My S =1, =]

Help Tnflah Logeit

= et A B T | TR S - FEN - N G- .

Furcheas Macuexd §

Dwagn T IES s Rescpiaition 3
o Firl £ 191
o SINGLE SELECT DATA SELECTION Bl B0 Dipael Cop
HEY *DESERTPTIOH : Lol Ly
T
|
T ol Muin Staca Ll
ool 12 02 Besrern Hille
4 m Tith
M Dt
13 +1] Sauth Eata
L] T o
| B 2 Hals Muls
@ Bl Touck EL
Epeokl |y 22 Truck 2
1L & HToCe S
fl 12 Ixx Faracwnd
Elwra Fill Lins el [ ]
TR O
st Bt Bw
Finl i By
Fespuai: Sjabig

[ TN

Slide 63
Slide notes:

Page 63 of 74



pu1013

Sunday, January 09, 2011

B cwnt o0y

el ek A Funine - Cowsn

i | —

s D03 PO PP
L b'l'

L]

e FhOTD Paper

Laom

Slide 64

Slide notes: And from here we may continue to specify the Purchase Request Item. If

the current User has sufficient privilege, then the initial author
Final Expected Price authorization takes place immediately.

ization and even the
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