13.3

STOCK REQUISITION

Program: EASS501P

The purpose of this requisition is to order stock from a university warehouse. The facility is available
on campus, for example the stationary warehouse, 7311.

What happens in the background?

The cost centre of the department, who requested the items, gets reduced with the committed

amount.

Remember:

When items are requested from a warehouse on campus it is compulsory to fill in the

commodity code.

A printout of the code list can be made by means of program EASO015P.
Always take the quantity of the commodities in account to ensure that the correct quantity is

issued.

In case of a budgeted item the status of the requisition should be 1 when you enter the
requisition for the first time.
This request reduces your cost centre therefore only the expense accounts are applicable

(1000 - 4999).

PROGRAM: EAS501P

Action:

Requisition number:

Status:

Reference number:
Requested by:
Campus code:
Warehouse code:
Campus code
Perc. Deviat.:

CC/ Acc:

Project:

Budget year:

Code:

Maintenance Stock requisition

Fill in A to add (PF1 for help).

Gets created by system - tab passes it.
Remains 2 (PF1 to view all the statuses).
Optional (own set of numbers created by user.)
OU code of user is already filled in.

Campus code is already filled in.

PF1 to select.

Already filled in by system.

Irrelevant.

Relevant Cost centre and expense account (PF1 for help).
Add if relevant.

Current year.

PF1 for help, mark with an X commaodities for a specific warehouse
ENTER, All commodities available in store will appear alphabetically.



Tab to description line; fill in the commodity you looking for

(ex Pen) and ENTER. The list will appear. Move with cursor to item
and ENTER. The system will paste the commodity code in the relevant
space. (To print a code list use program EASO015P).

o . Qty: Add quantity.
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PURCHASING SYSTEM Us-T FB:7
Maintenance - 5tock requisition 1 More >

action: [ (a,c,0,M,N)  Requisition number: | status : : SITION AP

=M FIMAMCIAL AND MAMAGEMEMT SYSTE

house code: ) MERY STORE Perc. deviat.: R
Campus code : 3 MBOS CH
CCfAcc. : Project : ! Budg year : plEnkd
Total request: 127 .84

Code Qty. Description
4521 E1-Els FPAPIER: KARTOMN A4
2898 EMcls FAPIER: KOPIEER/LASER
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Enter-PFLl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Halp Menu Egqry Reprt Cnfrm Pg - Fg + Budg Left Right Term
Confirm with PFG6

PF 11 to page right

e This is the user-friendly page. Check details and correct by overtyping.
e Enter an internal message (optional)

e ENTER and confirm with PF6
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EAS161P PURCHASING SYSTEM Us-T FBS7
< 1 More Maintenance - 5tock requisition 14 : 4%

Dlv. name : [GESORUISCeIN : Bpproved

FINAWCIAL AND MANAGEMEMT S :
HADMIN BLOK C ' TCTORIASTRAAT
BRIy - T EL L EMNEBOSCH IR (521 )80P84381

THANK YOU. PFREFER TO COLLECT.

by : On : t

Profit
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Enter-PFLl---PF2---PF3---PF4---PF5---PF6---PF7---PF8---PF9---PF10--PF11--PF12---
Halp Menu Egry Reprt Cnfrm Pg - Pg + Budg Left Right Term
Confirm with PFG

e Requisition number is created by the system
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Maintenance - Stock requisition 1 More >

us JUISITION 4P

Action: ! (A,C,D0,M,N) Requisition number: PEEISENGE Stat
er.

lef

FINAMCIAL AND MANAGEMEMNT *
Perc. deviat.: -

- Budg wear : pENE]
Total request:
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Enter-PFl---PF2---PF3---PFA---PF5---PF6---PF7---PF8---PF9---PF16--PF11--PF12---
Help Menu  Egqry  Reprt Pg - Pg + Budg Left Right Term
Please enter information and use ENTER




e To retrieve detail you D (display) the record.
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Maintenance - Stock requisition 1 More >

Action: E (A,C,0,M,N) Requisition number: REEISENES tatus SITION AP

"TAL AND MAMAGEMENT
¢ STORE Perc. deviat.: | IEIN

SR FProject - Budg year : pishkd
Total request: 127.64

Oty. Description Total
S1-Els FAPTER: KARTOMN A4 286z GEEL
s PAPTER: KOPIEER/LASER S@@X34 WELLE
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Enter-PFL---PF2---PF3---PF4---PF5---PF&---PF7---PF8---PF9---PF16--PF11--PF12---
Halp Menu Egqry Reprt Pz - Pg + Budg Left Right Term
Record is being displayed

e PF5 to print the requisition.




