C.S. PACKAGES

REQUISITIONS

OVERVIEW



> Overview
The requisitions module allows remote terminal server user to create
purchase requisitions that can be printed at a site and validated prior to being
created as a purchase order in Vision.

An automatic requisition number will be allocated based on the site based on

the Authorisation limit table. Automatic authorisation of the requisition value is
limited to a maximum value for the site. Each requisition is printed once after

it is authorised.

Requisitions can be a Quote or an Estimate.

Requisitions will be held on file until they have been authorised at head office.
The authorisation can be done on a batch of requisitions. If a requisition is
edited, the general ledger code can be changed however other changes
require a cancellation and a re-add.

Once requisitions have been authorised, they are transferred into Vision as a
Purchase Order and printed at the site if previously unauthorised.
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» Requisitions
A Requisition can be a Quote or an Estimate. A Standing
requisition is an open order that does not need to be renewed.

A requisition can be linked to a specific job.

e Requisitions

Supplier Code: O Tax and delivery details Feq Type
| GST Coder  [GST applies ~ i
Feq #: AUTO Site: e Supplier Ref: C Estimate
(' Standing
Diglivery To: |
Contact Mame; |J0hn Phore: | Internal Regq [
Job Code: Cm Comments: B[aining.-" -
| irect Req

Requisition Dietail Urit Price iz G5T Inclusive
| Tupe | Code ‘ Divizion | Business Unit ] E!uantltyl Description | Unit Pnce| GST | Amounl|
E \ | | i i | i |

Wiew/Print/E dit Passwaord

An Internal Req will not create a purchase order once it has been fully authorised.
This type of Requisition is for use with internal stores.

A Training/Direct Req is used to create a direct supplier invoice without going
via the Purchase Order stage. This can be used where a standing order is in

place with a supplier. If this type of requisition is used, a Recipient Created Tax
Invoice (RCTI) can be printed for your records.

Type
The type field can be P (Part) or G (General Ledger). Default is G.

View/Print/Edit allows the requisition to be selected.

C.S. Packages — P.O. Box 248, Redbank, Qld 4301 Phone: (07) 3381 0888 — Fax: (07) 3105 7465



> Jobs

If a job is selected the grid changes to use job details.

r

¥ Requisitions

Supplier Code: ]182501 O Tax and delivery details | Req Type:
[ieze GST Code:  [GST applies -] Sl
Feq # [auTo Sie: [28 = S C Estimate
_ @) Standing
Delivery To: ]
Cortact Name: |&dmin Phone: |07 3202 2522 Internal Req
JobCods: [EMODE (i Camments: Training Req [
122722 Oppartunity Knacks
Requisition Detal Unit Price iz GST Incluzive
] Tppe ] Cost Centre 1Jub Code ] Quanl\ly] Description I Unit F’ricei GST ‘ Amuunl‘

2 | | | | \ \

View/Print/E dit Password

» View Requisition
You can select from All, Unauthorised or Authorised Requisitions.

If you edit a requisition that has been partially authorised, all authorisations will be

0 i
= View Reguisition |Z||E||3_<|
Limit list to: @ Unauthorizad Feq #: vl
O Authorised
(@F.]
Click on the Beguisition row in the grid, then click Preview or Print. Double-click Reguisition to Preview:
Supplier Code # =
Feq# Supplier Code # Feq Total Created D ate Created By Authorized Date | Authorized By | Cancelled Date | Cancelled By
=1
[#B100023 [1 [ 500[24/01/2005  [mike [ [ [ [ |
=l 4KQBSCCR
[cozo0017 [4kaBsCCP | 180.40[11/03/2003  [mike [ [ [ [ =
4KQBSCCP BE.00]11./03/2003 13/03/2003

|a1PRDRSCOT | E15.00(09/06/2004 |

|cozoome ATPRDRSCO1 2750[11/03/2003  |mike 01/07/2003 | mike
=] AAERSEDT
CO200010 AAEXSEDT 1650[11/03/2003  [mike 13/03/2003  [mike y
Co200022 AAEXSEDT 151.80[12/03/2003  |mike
C0Z00011 AAEXSEDT 27.50[11/03/2003  [mike 13/03/2003  |mike
] ABCEBLFQUOT
|cpz00024 [sBCEBLFAUOT | 378.24[13/03/2003  [mike | | | | |
=1 ABCHOT
|#B100043 [#BEHD [ 50.00[11/08/2008  |admin [ [ [ [ |
|#B100042 |#BCHD | 2000(11/08/2008 | admin | | | | |im
e e ; e e ; ; ey — 168l
Preview Pririt Edit Ernail
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» Invalid Order Report

Unauthorised Requisitions show a an Invalid Order to ensure they cannot
be ordered.

& Report Viewer - Reporis\ReqOrder.rpt

| & & # =[x = H i 4 1 oft b P H Q“ Crystalege

Presiew I

INVALID ORDER

4EQESCED ook RE QUISITION
SJ:;EQQQQ : NOT
el AUTHORISED

Facsmuk: 436 6071
BN T3 E0T 11T N9

Thim 11032003

OrderNo.  CD200009

Hupp lier Bel:

Plowsozupp by thefullownz tans
Paikimto saul nvwioste PO Box 209 Cabundr 4351 andlo rquoteardernumberan i ioy may muk o TOTPAVRENAT.

Quanter Decrption Tk Prioe

500 1200

Order nvald if ABLT et becupp lis

Delivar To:

Contax [Rane
Contac Phone 0733482770
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» View Requisition

View Requisition

Limit list to: - ) Unautharized Req #: Iﬁ
@ guthorised
Ol
Click on the Requisition row in the grid, then click Preview or Print. Double-click Fequisition to Preview:

Dirag a column header here to group b that column, =l
Feq# Supplier Code Fieq Total Created Date Created By | Authorised Date |Authorized By | Cancelled Date | Cancelled By
AB100003 1 1000.0010/06/2003 mike 10/06/2003 mike
AB100004 1 25.00|02/07/2003 mike 02/07/2003 mike 13/09/2006 mike
AB100005 1 25.00|04/07/2003 mike 04/07/2003 mike
AB100006 1 30.00|08/07/2003 mike 08/07/2003 mike
AB100007 1 E.17|14/07/2003 mike 14/07/2003 mike =
AB100010 4KLBSCCP 55.00) 31/07/2003 admin 314072003 mike
AB100011 483 1210.00{ 01 /0742003 mike 31/07/2003 admin
AB100012 1 £15.00|31/07/2003 admin 31/07/2003 admin
AB100013 1 10.00|18/08/2003 admin 18/08/2003 admin
AB100015 AKQBSCCP 25.00|18/08/2003 admin 18/08/2003 admin
AB100017 ASTTROT 50.00| 2041042003 mike 20/10/2003 mike
AB100018 ABCCRSO01 12.00|13/05/2004 mike 25/05/2004 mike
AB100020 4KQBSCCP 50.00| 09/06/2004 mike 10/06/2004 admin
AB100022 AFQBSCCP £0.00| 09/06/2004 mike 10/06/2004 admin
AB100025 AFLBSCCP 15.00| 24/06/2004 mike 24/06/2004 mike
AB100026 AKLBSCCP 50.00| 28/09/2004 mike 28/09/2004 mike 3

Preview Frint Edit Email

You must have the correct administration login/level to modify the
requisition.

Authorised requisitions cannot be edited if they have been ordered or
you do not have security to edit them.
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» Valid Order Report

Authorised Requisitions print as a valid Order.

' Report Viewer - Reports\ReqOrderAuth. rpt

BX

C.S. Packages - P.O. Box 248, Redbank, Qld 4301

|x @& # 7=z < |J Mo 1 of1 |J §| " eFystal oge
Prewiew |
TO:
Trovede To: |
A-Ems Charters 6l CreoTge St
V25 MORETON PARADE PO Box 209
CALOUNDEA QLD 4551 Calomidra (4551
General Bripriries : 5436 6000
Accoumds: 5436 6032 CADET
Faceimile: 5436 6051 -
AEH TS 807 517 200 z £
Devisinny Dabe:  16/06/2003 OrderNo.  AB100014
Supplier Mo:  ABCHOL fupp lisr Paf: fa B0 Ty v
Hease supphy the folloving Dhenms .
Faihmweto send inwiceto PO Box 209 Calounidra 4551, andfer quote oxider romnber on inveice, vill resubtin 0N FAYMENT.
Qheamaily Thesrigtiom Vi Frdce Arnnmt
500 test 400 2m
Orderirvalidif ABN carmotbe apphiel. Total 20.00
Ordervalid for 70 Days from oxider date.
Deiver To:
Admir i
Latthorised by
o ue A
Comtact Phome: Croods Tecedmed bey:
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» Email Requisition

Authorised Requisitions can be emailed.

%% Email Requisition @
Reg Mo IABWDDDZ&

From: Iiudi@cspackages.cum au
To: |
Subject: |Hequ|s|t\on Mo 487100024

Message: |Please open the attachment to vievs the requisition details

> Authorisation

This form allows a section administrator to see the current status of
requisitions. Columns with a green heading are editable fields. This is
also a useful tool for reprints. You can Cancel or Authorise (Process) a
requisition by highlighting the requisition and click in the ‘Canc’ or ‘Proc’
columns. If you have a user to report to and this requisition has a value
over your limit then the process will send the requisition to the next
level/user.

If you have a requisition that needs to be authorised to go to the next
level it will be highlighted in red. If there is no next user to move this
requisition to, then you cannot authorise the requisition as it is above
your limit.

You can Cancel or Authorise (Process) a requisition by highlighting the
requisitions and click in the ‘Canc’ or ‘Proc’ columns. If you have a user
to report to then the Process will allow you to send the requisition to the
next level/user.
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» Grid Updates

Grid updates must be updated prior to exiting of editing a requisition to
ensure other checks are done. This is done by clicking the update button.

b WARMIMNG: IF wou have made any changes)selections in the Authorisation grid,
" and wou have not wet clicked [Update], these changes will be lost when wou
edit a reqguisition, If vou need to update vour current changes/selections
please do so before editing requisitions.

Are you sure vou wish ko edit the selected requisition now 7

» Administration
If you have administration rights you will have access to the extra options on
the main grid. Admin takes you to authorisation and 2 extra tabs will be
available for Usernames and Sites.
Expired Orders allows you to see the overdue orders.

Password allows you to change your current login password.
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» Usernames
This form allows you to maintain the users that have access to the
Requisitions application. Users must be assigned a password and access to
specific options can be set.

Password
To update or set a password click on the password cell and click again to open the
password update/change form.

Access Level

Valid access levels are:

S = System Admin (Full access to all functions including username and site setups)
Only Admin users can create Orders in Vision.

A = Authorisations and Requisitions (Access to authorise requisitions on or below the
limit. Add Requisitions as well).

R = Requisitions (Create and Edit requisitions ONLY).

Validation Limit
The dollar limit for any single requisition.

Reports To

Enter the Username of the person or position that this user reports to. This is used to
route the Requisition to the next user when the requisition is over this user’s limit or the
Bypass until is set.

Bypass Until

If this user is on leave or unavailable then the Bypass Date is the date that this user’'s
requisition authorisations will be automatically forwarded to their ‘Reports to’ user. If this
is set and this user logs back into the system then the date is automatically cleared. The
date entered is a guide. If this field has a date the requisitions will remain redirected until
it is cleared.

Site
The default site code for this user. If a site is set, this user can only authorise
requisitions for that site.

Auth Sites
The authorised site codes accessible by this uer.
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Business Unit
The 1% tier of account codes that are accessible for this user. If this is left blank, the user

can enter Account codes for a general ledger account.

Division
The 2™ tier of account codes that are accessible for this user. If this is left blank, the
user can enter Account codes for a general ledger account.

Account X
A list of valid accounts for this user. This is used to tie a user to specific account codes

where Business unit and/or Division is not secure enough.
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> Sites

This is a list of sites that can be linked to users. Each site can have a
separate address that is used on requisitions.

=& Administration
i Authonisation Usemames

Site Code Drescription Address1 Address2 Suburb Postcode

Site AB 11 Lawrence 5t address2 Morth |pswich 4305 07 3202 2522
Site CO 434 Ripley Rd Ripley 4305 07 5285 5563
Site D&y
Site DB
Site DE Unit 4/32 Black Snake 5t ‘Wagga ‘Wagga 02 5555 5555

» Expired Orders
The Expired orders option is available to Supervisors and show all orders
that are in the system and not yet delivered/invoiced. If you select an order
to be deleted it will be removed as a current order. This is to reduce the
number of incomplete orders in the system.

prec o LEX

Date Reference Esxternal Ref Supplier Name Total| Delete ? | |
B | 25/07/2003 001205 E1073 Dwpers Electrical Supplies 21.82 [ i
3040742003 0071 281 A100E7 Squiggles Sunshine Coast £48.09 | |
06/08/2003 001351 410085 Sguiggles Sunshine Coast 55911 [
14,/08/2003 WEH WEHZE30 Key Media 536,00 u
30,/09/2003 002295 E10524 CADOT Smart Stitch Embraidery 159.97 =]
084102003 002477 E10563 Millwell Foad Community Centre 596,20 u
02/02/2004 05123 G10051 Outrigger Hervey Bay 522 57 [
12/03/2004 005263 A10331 Leading Edoe Telecoms B2255 ||
01/06/2004 007675 T035 7282105 Telstra #2263123200 45129.43 [=]
02/07/2004 008154 DE10324 Squiggles Sunshine Coast 320,74 u
14,/07/2004 008608 E11814 SatetyQuip Sunzhine Coast 460,18 [
034082004 003142 E115885 Bunnings ' arehouse Morayfield 12358 | |
10708/ 2004 003293 DD10785 Owerells Mewsagent & Stationer B02.40 =
304082004 ooss20 E12009 Bunnings W arshouze Morapfisld 180,58 n
02/09/ 2004 003324 E12021 Repoo Auto Parts - Morapfield E14.28 & -
53 =T :
Print Preview Delete Exit
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» Change Password
This form allows you to change your password via the password button.

=

m. Change Password

Enter Current Password:
Enter Mew Pazsword:
Retype Mew Pazzword:

(5] | Cancel |
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