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STS: The Requisition Module:

Requisition
Materials

. Select Supplier or

( ) Suppliers (up to 4)
eSelect
Requisitoner *SAVE
ID/Date eSelect PRINT

eSelect Parts

eEnter Quantities

eSet Request by
Date

eEnter Accout #
and Work Order

* Select YES for
Quote

eCheck "Quote
Requested"

*SAVE

Request
Quote(s)
4 ™)

#, if applicable
*SAVE

\.

*Provide Reg# to
Purchasing

. J

1|PageGigaTrak Confidential

\.

eSelect Supplier or
Suppliers for materials

o|f multiple Supliers, note
each in the "Selected
Supplier" box

eCheck "Requisition
Ready for Approval"

eSAVE
eSelect PRINT
#Select NO for Requisition

*Send Requisition form to
appropriate personnel

4 )
Select
Supplier(s)

Y

eSelect "Approved
By" & Date

oIf multiple levels
of approval
required, each
level must

approve
*SAVE
eSelect CREATE PO

@ " 2 )
Requisition
Approval

J
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Select the Requisition Function:

» Select ‘Requisitioned By” and the “Date”

File Support Labels Inventory Counts— Help

| Heceipts  Chechout | Parta || Requistion || PO lwl

-
€
Tranater

-

o= =)

o ) ][] @] (X

Hiddnr{x) Fou Bt Address o o PO lumber Requisiton Mumber |103014

ar I [prma ][ [ it Pettens

Ll [y 'mll—l|wyiaw.um 7] owte ez (6] |
_ =
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or | @ [ ot e

e [sececTen | = recuesTED |, . BT |
el Ll |M. |mnnm| |r1..mrrm [oaa [.‘n..r.mn |v.h e |||mrm.r|uu ITEM TOTAL | TAXABLE

Cimnerat Hemmarks

= Select Parts, Enter Quantities, then Account and Work Order #'s, if
applicable

File Support Labeh  Inventory Countt  Help

Ressipts | Tranafer | Chechowt | Parts || Meauiniton | PO

|| Ao, |00 (] [oem] (o]

Letacim e e
Baderts) Farba Addrens  POMumber "'_"‘"’"""‘"““‘ e
AT ot || (b s
I LY o] ™ Reautstuon Resay For Approval
o B[ soioct Partor search Deacrnon for [Gwmen] @ [V <] pae [EraE (]
er T —iA— s TR AR ]
ooz TUSNG RUBEER. 17§ DA
—— [ay PRESSURE BATCH
22T I PV VALVE, 121,
o5 FITTMG. COPPER. 1-1 W .
ﬁu_ivm':ﬁ'lm‘ oS RELAY, 120 WAC, 20 AMF
s s | 1ea7 TUtL PN
1 e THERMGCOURE ¥
15ow FUL PULS® GASKET
0 e
1010 HOZZLE, b PR S50
FLTHR AR
1384 Faa i
14 FUTER AR
0 FLTER AR
e FLTER AR
AR AR
|-E.m Uuncal Paso. Baty Grand, Srege. 41 ek ol ey s
[ g Ay S i i Salns Tax$ e
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| Cakculate Total | Total$ | [T]
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= Click on right mouse button to Add Rows (or Remove) as needed

Regquisition L

% | B = H ]
Parts Dowmicasd

STS - Stores Tracking System

[ e | | Bam =

Selected Seioct Suppliers Requisiion Primer© Adobe POF |
Bidiber(s) For Bad Address Humber [00001

r % [—]M [ ] [ Cuole Requesied
" @) [ Requisition Ready For Apgraval
o @) £zl e— . S
cr| "/ prin | [ ] Approveany [ =] vete [ s
o | N Print | | ]

SlI.Lf T il“ll!!l.ll
mv iprm WOM.  |DESCRIPTION f’\"-‘ WML

1 FLTEA, AR 0841013 003000 51417 Each o

Goneral Remarks Subtutal § 0.00

SalesTax$ [ do0
Speclal Chargea$ [ 000
. reste PO | ColculsteTotal | Towis [ ow

Close Requisiton [

= SAVE and Provide Requisition # to Purchasing

= Purchasing Agent Selects Suppliers to provide Bids (up to 4 can be

| Requisition [l
e e | (B e | [ oo ‘
Selected  Select Suppliers Requisition Printer : Adobe PDF | T |
g ] Jooots
Bidder(s) For Bid Address PO Number Requisition Number
A W [Baker Automotive | o Address formation found 000023 [v Quote Requested
. = uisition Ready For Approval
Ph: Fx: ' Requisiti For A |

Ph: 555.1212 Fx:

¢ I [cruck's supeey co @ EVERGREEN LANE [Print ][ | ppi By |Admin, User ]| pate [os52012 @

ANYWHERE, WI 88888
Ph: (333) 333-3333  Fx (333) 3334444 '

8 @ [Freyitngavaiabe wi R ([Print | 00022 | isitioned By +| Date [osrrararz

o | ) L 1
ITEM |SELECTED REQUESTED
woM. |suppLicr |GTY |PARTNUM.  |DESCRIPTION s ACCT. NUM. W.0.NUM. | UNIT PRICE|PER ITEM TOTAL| TAXABLE
3 1001 FILTER, AR 0513172012 W02525 Each
2 E_ 5 1002 TUBING, RUBBER, 1/2 IN. DIA. 05/312012 002000 WO2525 Feet
[CETe A T Subtotal § 0.00
B Close Requisition [~
Sales Tax (5.0%) § 0.00
Special Charges § l—uuu
i Create PO_| [ calcutate Totar |  Totals 0.00
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= SAVE

= Select PRINT .....|YES]|to generate Quote Form request to Suppliers

| Requisition

=]

[ G previous

vt | e

XN R

Selected Select Suppliers

Bidder(s) For Bid Address — PO Number

Requisition Printer : Adobe POF
& Requisition Humber II}GDI}‘M

A I [Baker Automotive @ No Address information found. | I
Ph: Fx:

[~ Quote Requested
R isition Ready For Approval

leguisition B

B [ [cHuCK's SUPRLY CO
Ph: (333)333-3333  Fx: (333) 3334444

8899 EVERGREEN LANE
ANYWHERE, WI 88383

e |05114!2EI12

Ph: 555.1212 Fx:

[ EverythingAvaiable 123 Any Street
L & AnyCity, AN 00000

@ Do you want to print a Request For Quote form? hte I |§‘

B

oI | ()

2 34 1010

ES for Request For Quote form

MO for Requisition form

FILTER, AR
NOZZLE, HIGH PRESSURE

General Remarks

Subtotal § 0.00

Close uisition
i AL C Sales Tax (5.0%) § 0.00

Special Charges $ l—GDD
- [ createro | [ Calculate Total | Total§ | 0.00

= Check “Quote Requested” and SAVE

Ph: (222) 222-2222 Fx: (222) 222-3333

n
l% Previous || Hext @l l“ Find I* Iiew] IQ Save | [x Delete
Selected Select Suppliers Requisition Printer : Adobe PDF co
: = 000016
Bidder(s) For Bid Address PO Number Requisition Humber !
A [ [BAKERSUPRLY, NG | BET7 MAPLE ST. ¥ Quote Requested
ANYWHERE, Wl 55555 [~ Requisition Ready For Approval

Ph: 555.1212 Fx:

8 [ [EveryinoAvaiabie iy | 123 Any Streat [ Print | | | isitioned By [Admin, User _+| Date [or1az012 @

AnyCity, AN 00000

& [ml [ﬂ]

Approved By I j Date I ‘g‘

o | M]

REQUESTED
DESCRIPTION DATE AC B 0. UNIT PRICE | PER

(Pant][

‘General Remarks

PVC VALVE, 1/2 N 052172012 002000 W0S55 Each
FUEL PUMP GASKET [EEESE 002000 Each

Subtotal $ 0.00

a Clos eauiztion L] Sales Tax (5.0%) § 0.00

Special Charges § I—DI}D

- [ CreatePo | | Calculate Total |  Totals | 0.00
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Once Quotes/Bids are received, Select Suppliers. (If multiple

]
suppliers for Requisition, Identify in the appropriate Row Item.)
Check “Requisition Ready for Approval” and SAVE
17" Requisition =
‘ mm Previous [hext ﬁ Find [* New l [Q Save l [x Delete
;‘:’I:Z:T:, Selec;osrn;i:ﬁers e Requisition Printer : Adobe PDF . Heoi st Numbeer
i Mo Address information found. 000023 LA
;.: 'ixlﬂakammmmwe w | ¥ Requisition Ready For Approval |
» ¢ e W ) ety ] e e
¢ I [crucks suprLy co | 5599 EVERGREEN LANE [CPrint ] [ ] PP By | Admin, User | Date Josriszorz [
Ph (333|) 3333333 Foc (333) 3334048 “VYWHERE, W1 83338 I l:]
o | Y
EVHE':I |:EI;,E({:EERD | ! PART HUM. DESCRIPTION ACCT. NUM. W.0. NUM. UNIT PRICE | PER
1 A 1001 FITER, AR 0573172012 Wozs25 Each
2 s ] 1002 TUBING, RUBBER, 172 . DIA. 05/31/2012 002000 W02525 Faet
General Remarks Subtotal § .00
= Close Requisition [ e =
Special Charges § |—uun
v Create PO | [ calculate Total | Totals | 0.00
= Select PRINT.....|NO |to generate Requisition approval form

=]

A [T |Baker Automotive @
Ph: Fx:

Mo Address information found.

B [ ICHUCK’S SUPPLY CO.
Ph: (333)333-3333  Fx: (333) 333-4444

5885 EVERGREEN LANE .Se\ect Type Of

ANYWHERE, WI 88888

c [ [EventiingAvaiable B

Ph: 5551212 Fx:

123 Any Street
AnyCity, AN 00000

B

&

oI |

ITEM
HUM.

34 1010

*ES for Request For Quote form

MO for Requisition form

FILTER, AR

= Requisition
l @ Previous || Next @ l l ﬁ Find | * New ] Save ] l % Delete
Selected Select Suppliers Requisition Printer : Adobe PDF s,
i i 000014
Bidder(s) For Bid Address [~ PO Number Requisition Nnmberl

[~ Quote Requested

ady For Approval

e II}SHAI!ZEHZ

@ Do you want to print a Request For Quote form?

NOZZLE, HIGH PRESSURE

General Remarks

Close Requisition [

Subtotal § I 0.00

Sales Tax (5.0%) § 0.00

Special Charges § l—uuu

[ Createro

| Calculate Total Total § |

0.00
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= Send Requisition Approval form to requestor for Final approval
= Authorized person selects the “Approved By” & Date fields (If
multiple approvals required, both will need to approve.)
SAVE
| Requisition ==
l @ Previous Next @ | l “ Find l % New l l @ Save l l % Delete
:ei"l::‘tre::} Selec:osru;)igliers e Reguisition Printer : Adebe PDF ek - Numberlm
Ii v Quote uested
;‘: (';)xﬁgw;_:g;] 2'22-33 m"ﬁéﬂ 55555 l—l I~ Reqnisl:l":n Ready For Approval
an . ES !Zezmr;:gmaname - [ print | [ ] By [Admin, User =] pate Josiamorz (2]
|| l&] [Pant ][ ] Approved By [Admin, User >| pate | @
o | (8 (o ][ ] [« | May 2012 [ |
Sun Mon Tue Wed Thu Fri Sat ___
o [SebeetE? laTy |PART UM, [DESCRIPTION REQUESTED | accT. Num. 29 30 1 2 3 4 5
1 A 5 1004 PVC VALVE, 112 IN. 053172012 o00z000 wo 1'; é 185 1!; :I".: :; :::
2 B 3 1009 FUEL PUMP GASKET 05/31/2012 002000 20 21 99 23 M % 2%
r 2 ¥ 30 ¥ 1 2
3 4 3 6 P 8 9
T OToday: 5M14/2012
General Remarks o Subtotal § 0.00
i ClossRequaition) [ | Sales Tax (5.0%) $ 0.00
Special Charges § I—I}DD
. Create PO Toms [ oo
= Select CREATE PO button (Creating the PO will Close the Requisition

and Generate Purchase Order Number)

T Requisiion l%""“’l @ e | [%mm

‘ l @ Previous
Requisition Number |000018

s

vt 2 || @y oo

Requisition Printer : Adobe PDF

Selected Select Suppliers

Bidder(s) For Bid Address PO Humber

AW liamm SUPPLY, INC. m 6677 MAPLE ST. ¥ Quote Requested

Ph: (202) 220.223 Fx: (222) 2223333~ 1 VIHERE, W 55555 [¥ Requisition Ready For Approval

B ¥ [EveryhingAvaiable iy | 122 Any Street [ Print || | By [Admin, User ~~| Date [os1arz012 @
AnyCity, AN 00000

Ph 5551212 Fx

c i (4] [pane ][ ] Approved By [Admin, User | pate [osi7i2012 @

o | @) L 1

ITEM SELECTED
NUM. |SuPPLIER QTY |PART NUM. DESCRIPTION

VILO. NUM. UNIT PRICE | PER ITEM TOTAL| TAXABLE

REQUESTED
DATE ACCT. HUM.

WO555 Each

1 A 5 1004 PVC VALVE, 12 N 05312012 002000
2 ] 3 1009 FUEL PUMP GASKET 053172012 002000 Each

General Remarks SR 000

i Close Requisition [~ S S lim

Special Charges § I—ouu

- [ crestero | [ cacuiate Totar | Totals | 0.00
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= Creating the PO “closes” the Requisition and Generates the PO#

I mm Previous

=]

8 ~

‘ x Delete

Selected Select Suppliers

Requisition Printer : Adobe PDF

i i isiti 000016
Bidder(s) For Bid Address PO Number Requisition Number
ote Requested
A [ [BAKER SUPPLY, INC. W ErenE S poooze [ ouote Requeste:
Ph: (222) 222-2222 Fx: (222) 222-3333 B [¥ Requisition Ready For Approval
B [ [Everythingavaiable M ;zamyize?m [Print | | ] By [[2amin, User =] Date [osrazorz [
Ph: 5551212 Fx nyCily.
= | [, ] [Pant ][ ] Approved By [Admin, User "] Date Josi7z012 |l
ol [ B [Pame][ ]
ITEM |SELECTED :
NUM. |SUPPLIER UNIT PRICE | PER
1 A 5 1004 PVC VALVE, 1/2 IN, 05/31/2012 002000 WOS555 Each
2 3 1008 FUEL PUMP GASKET 0531212 002000 Each

General Remarks

L

ol

Close Requisition [

Subtotal §

Sales Tax (5.0%) § 0.00

Special Charges §

0.00

0.00

Create PO |

| Calculate Total

Total § |

0.00
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