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I. Introduction

Preface

The Purchase process across many organizationswesto be the traditional, paper based, labor
intensive practice of procurement, invoice proagggsirouting and approvals making it a highly
inefficient and cumbersome process.

The lack of an automated solution results in ic&fficies and delays in purchase requisition,
purchase order placement and delays in paymentgsorgy. Numerous hand offs and approval
processes reduce productivity across the orgaoizafh prolonged cycle time also implies higher
associated risks and costs. Request for Quotatidrbalding/negotiation process steps have not yet
been automated in many companies.

E-Varsity enhances efficiency and streamlines meee through hi-end automation. Configurable
workflow as per client needs once configured, thecess is frozen and employees have to rigidly
comply with the process.
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Il Purchase Master

1. Unit Of Measurement (UOM) Class

1.1. Intended Audience
System administrator.
1.2. Usage
This centralized master interface records unit easurement class common for all the
institutions.
1.3. Menu Access
Main Menu >>Purchase Masters >> UOM Class.
1.4. Dependency
none

Unit of Measurement Class

Step :

Enter Linit of Measurement Class ; |Ler'|gth

Refresh

Figure 1.1

1.5. To make mew entry follow these steps,
Stepl:enter unit of measurement class required to create.
Step2:click “save” button to complete unit of measuremelass creation.

1.6. Toview and modify existing UOM Class follow these steps
Stepl: Aick “View” button, page would load with all unitfeneasurement class as
shown in figure 1.2.
Step2: Select the UOM class to be modified. Weatda to modify only if it can able to
edit.
Step3: Modify the UOM class.
Step4: Click on the button “Update” to save the ified UOM class name.

Firstline Infotech Pvt. Ltd., (Confidential) Pagef 99
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Unit of Measurement Class

Enter Linit of Measurement Class : | |

Refresh
e
m Unit of Measurement Class Can Edit? =
1. i [u]

Length
2. Base Mo
3. Kilogram Mo B
4, Ko fes
a. Litre Mo
G. nos fes 3z
Figure 1.2

2. Unit Of Measurement (UOM)

2.1. Intended Audience
System administrator.
2.2. Usage
This centralized master interface records unit easurement common for all the
institutions.
2.3. Menu Access
Main Menu >>Purchase Masters >> UOM.

2.4. Dependency

UOM Class
Unit of Measuremeant Master
Init of Measurement Class | |E|

LInit of Measurement | |

Comversion Rate | |

Figure 2.1
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2.5. To make mew entry follow these steps,
Stepl:select unit of measurement class.
Step2:enter the unit of measurement name.
Step3:enter conversion rate.

Step4.click “save” button to complete unit of measurementry.

2.6. Toview existing unit of measurement these steps
Steplclick “view” button, page would load with all un@f measurements.
as shown in figure 2.2.

StepZclick “Back” button, initial page would load are skwn in figure 2.1.

Unit of Measurement Class Unit of Measurement D Ca?n
Rate Edit ?
1. 1 Mo

Roll 1.00000
2. ko Ban 2.00000 M0
3. Book Book 1.00000 Mo
4. Box Box 1.00000 Mo
a. Bundle Bundles 1.00000 Mo
Figure 2.2

2.7. Tomodify existing unit of measurement follow these steps
Stepl:click “view/Modify” button.
Step2: page would load with all unit of measurement afal# as shown in figure 2.2.
Step3:click a unit of measurement in list to select itrfwdification.
Step4:modify required fields to be modified.

Step5:click “modify” button to complete unit of measuremenodification.
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3. Tax Master

3.1. Intended Audience
System administrator.
3.2. Usage
This centralized master interface records tax comfioo all the institutions.
3.3. Menu Access
Main Menu >>Purchase Masters >> Tax Master.
3.4. Dependency
None

Tax Name | KStep ‘

Refresh
=New Tax

1. Cick"Mew” button then type Tax Mame' in text box
2. Click "Sawve" button to save new Tax.

=view or Modify Tax
1. Click view' to list all the available Taxes.
2. Click any Tax to Edit, then give nesw walue and then click 'Update’.

Figure 3.1

3.5. To make mew entry follow these steps,
Stepl:Click on the button “New” to be created tax newly.
Step2:enter tax name required to create.
Step2:click “save” button to complete tax entry.

3.6. Toview and modify theexisting tax follow these steps
Stepl:click “view” button, page would load with all tax
as shown in figure 3.2.
Step2Select the tax to be modified.
Step3: Modify the tax.
Step4: Click on the button “Update” to séive modified tax.

Firstline Infotech Pvt. Ltd., (Confidential) Pagef 99



Purchase Module — User Manual

Tax Marme |‘-J,E"\T |

1 WaT es
=New Tax

1. Cick"Mew" button then type Tax Mame'in text hox
2. Click"Save" button to save new Tax.

=Wiew or Modify Tax
1. Click wiew' to list all the available Taxes.
2. Click any Tax to Edit, then give new value and then click Update'.

Figure 3.2

4. Division Type Master

4.1. Intended Audience
System administrator.
4.2. Usage
This centralized master interface records tax comifioo all the institutions.
4.3. Menu Access
Main Menu >>Purchase Masters >> Division Type Mast
4.4. Dependency
None
4.5. To make aew entry follow these steps,
Stepl:enter division type name required to create.
Step2:click “save” button to complete division name.

Divisioh Type Master

Divigiaon Type Mame | |

Fefresh

Figure 4.1

4.6. Toview/modify existing division types follow these steps
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Stepl:click “view” button, page would load with all divien type name
as shown in figure 4.2.
Step2Select the division type to be modified.
Step3:Modify the division type name.
Step4Click on the button “Update” to save the modifiagision type name.

Division Type Master

Division Type Mame | |

oo | owmontpetame | o]

1. Academic Yes

2. Man Academic Yes

Figure 4.2

5. Division Master

5.1. Intended Audience
System administrator.

5.2. Usage
This centralized master interface records tax comifioo all the institutions.

5.3. Menu Access
Main Menu >>Purchase Masters >> Division Master.

5.4. Dependency

None
Select Division Type EI

Division Mame

Save View Refresh

Figure 5.1
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5.5. To make aew entry follow these steps,
Stepl:select division type
Step2:enter division name.

Step3:click “save” button to save the division name.

5.6. Toview/modify existing division follow these steps
Stepl:click “view” button, page would load with all divien name
as shown in figure 5.2.
Step2Select division name to be modified.
Step3Modify the division name.
Step4Click on the button “Update” to update the divisioame.

Select Division Type | |E|

Division Mame | |

S S S e T

1. Maon Academic ADMIMNISTRATION Yes

I_I
Figure 5.2

6. Product Type Master

6.1. Intended Audience
System administrator.
6.2. Usage
This centralized master interface records prodypetclassification common for all the
institutions.
6.3. Menu Access
Main Menu >>Purchase Masters >> Product Type Maste
6.4. Dependency
None

Firstline Infotech Pvt. Ltd., (Confidential) Pafy& of 99
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Product Types/Category
Product Type Mame | Q Step :

Product Type Code | ( Step . >_|
Parent Product Type | @ EI
| [+]

Unit Of Measurement

Category @ Product ) Service

Product Type Name Product Type Code Category

W Alc Spare Product

Animal Feed and Bedding Materials Product
Figure 6.1.
6.5. To make aew entry follow these steps,
Stepl:enter product type name required to create.
StepZnter the product type code (if any) available.
Step3: if required, select parent product type umdech new product type is to be created
Step4: if required, select unit of measurementterentered product type.
Step5:select appropriate account head under which prodyoe to be created.

Step6:click “save” button to complete product type entry.

6.6. Toview existing product types follow these steps
Steplclick “view” button, list would appear with all piuct type
as shown in figure 6.2.

Product Type Hame Product Type Code Category

W At Spare FProduct
Anitmal Feed and Bedding Materials Product
W Annual Maintanance Contract Froduct
@ Boards Product
Carpentry items FProduct
@ Chemicals Froduct
@ Computer Accessoties Product
Figure 6.2
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6.7. Tomodify existing product type follow these steps
Steplclick “view” button.
Step2:a list would appear will all product type availalkdes shown in figure 6.2.
Step3:click a product type in list to select it for madtion.
Step4:modify required fields to be modified.
Step5:click “modify” button to complete product type mbdation.

7. Product Master

7.1. Intended Audience
Purchase Requestor and System Administrator.
7.2. Usage
This interface enables users to create new prouhticte-Varsity.
7.3. Menu Access
Main Menu >>Purchase Masters >> Product Master.
7.4. Dependency
Product Type Master, Unit of Measurement

Product Master

PmductTw:Jex

Product Mame

Froduct Caode

Unit Of Measurement

Specifications

Product Type Hame Product Hame Product Code m Can Modify? Obsolete

COMPUTERS AMD ACCESSORIES  05A - TOMMER -MEW Mos Obsolete

COMPUTERS AND ACCESSORIES  05A Compatible Toner Mos Mo Obsolete

Figure 7.1

7.5. To make mew entry follow these steps,
Stepl:select product type from the drop-down list.
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Step2:enter product name to be created.
Step3: if any, enter product code
Step4:select unit of measure for the product.
Step5: if any, enter specifications for the product
Step6:click “save” button to complete product masterrmgnt
7.6. Toview existing products follow these steps
Stepl:select a product type from product type.
Step2:click “view” button, list would appear with produstavailable under selected
product type as shown in figure 7.1.
7.7. Tomodify existing product types follow these steps
Stepl:select a product type from product type list.
Step2:click “view” button.
Step3:a list would appear will all products available ugrdselected product type as shown
in figure 7.1.
Step4.click a product in list to select it for modificati.
Step5:modify required fields to be modified.
Step6:click “modify” button to complete product modifica.
7.8. Toobsoletethe selected product follow these steps,
Stepl: Click on the button “Obsolete” to obsolie selected product. After completed this

entry, it will not be shown in the interface pursbaequest.

8. Office-wise Products

8.1. Intended Audience
Purchase Requestor and System Administrator.
8.2. Usage
This interface enables users to create link betweeduct and office and product and
accounts to user who access to respective offi@ely. products linked with offices would be
listed in all purchase flow i.e. purchase requaitj stock list etc.
8.3. Menu Access
Main Menu >>Purchase Masters>>Product Masters >ffoe wise Products and

Product Accounts Linkage

Firstline Infotech Pvt. Ltd., (Confidential) Pafjé of 99
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8.4. Dependency

Product Master, office wise account sub heads asetgprefix.

Office wise Products

Office Mame LOYOLA COLLEGE (ALUTOMOMOUS)

Product Type |5T.-E'«TIONERY Step :

n
|:| BROWMN SHEET

Figure 8.1.
8.5. To make mew entry follow these steps,

Stepl:select product type in which products to be linigeavailable.
Step2:select product(s) to be linked with office.
Step3:click “save” button to complete link of product adfice.
8.6. Toview existing office wise products follow these steps
Steplcclick “view” button, list would appear with availd® products linked to the login

office as shown in figure 8.2.

m Product Hame Product Code

1 10x12x%1 - 60GSM COMPUTER SHEET
2 10x12x%1 —-70G5M COMPUTER SHEET
3 10x12x%1 —80G5M COMPUTER SHEET
4 10x12 %2 - 60GSM COMPUTER SHEET

5 1012 % 4172 BROWN COVER

Figure 8.2.
8.7. To link the products with accounts follow teesteps in the below as in the figure 8.3.

Step 1:Select the product type

Step 2:Select the products to be linked.

Step 3:Select the product category

Step4: If select the product category as asset, then tethe asset prefix.
Step5:Select the account head.

Step6:Select the account sub head to be linked the selgrbducts.
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Step7:Click on the “Save” button save the details.

Product Accounts Linkage

Office Marme Lo OLA COLLEGE (AUTOMNOMOLIS)

Product Type’ |E-OOK5 |E|

Product Hame Product Code

MEMTARING MOTE BOOIK

F'ru:u:iuu:tCategu:urg.r’= O asset @ Consumables Step <
( Step: )

Asset Prafiy |

Account Head |Pur|:ha£e Accounts Step £ |E|
Account Sub Head' |E-|:u:|k5 Purchase Step ¢

Figure 8.3.
8.8. Tomodify products Accounts Linkage follow these steps

Stepl: [k on “view” button, list would appear with avaible products linked to the

login office as shown in figure 8.4.
StepZlick “Modify” button to edit product account linige product details as in the
figure 8.5.
Step3: slect appropriate product category for the prodtecbe updated.
Step4:select appropriate account head for the produdie¢aipdated.
StepSselect appropriate account sub head the produbetapdated.
Step6select appropriate asset prefix name, if produtegary is asset.
Step7:click “save” button to complete office wise produetdifications.

Product Mame |bib|e |
m Product Hame Product Code | Product Category | Asset Prefix Hame Account Head Account Sub Head -
1 Bible Consumables Purchase Accounts Books Purchase

Figure 8.4.
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Product Mame |bib|e |
m Product Hame | Product Code | Product Category | Asset Prefix Hame Account Head Account Sub Head _
1 Bible |Consumableﬁ | |F'urchase Accounts |Elnuks FPurchase IE‘ San

Figure 8.5.
9. Supplier Master (Client Master)

9.1. Intended Audience
Purchase Manager and System Administrator.
9.2. Usage
This interface enables users to create new supphéraccount sub head into e-
Varsity.
9.3. Menu Access
Main Menu >>Purchase Masters >> Supplier Master.
9.4. Dependency

None.

SUPPLIER MASTER
Supplier Name” |rv1r. IEH & Step :
Address

Pin Code | | Contact Number | |
FaxNumber | @mail D | |
URL | | TAN Number | |
PANNumber | | TINNumber | |
——
Figure 9.1

9.5. To make mew entry follow these steps,
Stepl: Select the salutation ander the supplier first name.
Step2: Enter the address of the supplier.
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Step3: Enter pin code, contact number, fax numdrasil id, URL, TAN number, PAN
number and TIN number.
Step4:click “save” button to complete supplier mastetrgn

9.6. Toview/modify the existing suppliers follow these steps
Stepl:click “view/modify” button, new interface would aggr as shown in figure 9.2.
Step2 Select the supplier to modify the details ahmfigure 9.3. And then follow the step
9.5. Then click the button “Modify” to save the plipr details.
Step3:click “Back” button, initial page would load are skwn in figure 9.1.

Ed

1 Mis  Alagappa Tea Stall 137 West Mamachivavapuram, Choolaimedu, Chennai- 600094 600094 —

Mo, 225, 3rd Floor,
Hahibullah Road

2 M ALPHAINFOTECH 7 e 600017
Chennai

3 M Antariksh Enterprises (HCL)
Chateau DEE™ Ampa, 4th Floor,

4 Ms  Arya Ominitalk Radio Trunking Services Pt Ltd, Old o110, New No 37 Nelson Manickam Road, 600024

Arninjikarai,
Chennai ' GBO0029.

£

Figure 9.2
SUPPLIER MASTER
Supplier Mame™  |W/S EHP«Team Computers |

122, 5 K S Buildings, Prunduai Road, Erade- 638011

Address
Pin Code | | Contact Numbe: {MOB:9842985566 LAN
FaxNumber  [0424- 4270969 | Email ID |sami@ateames.in |
URL | | TAN Number | |
PAN Number | | TIN Number | |
e
Figure 9.3
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10. Office-wise Suppliers

10.1. Intended Audience
Purchase Manager and System Administrator.
10.2. Usage
This interface enables users to create link betveegaplier and office. Only suppliers
linked with offices would be listed in all purchdbk®w i.e. quotation received, purchase order
etc.
10.3. Menu Access
Main Menu >>Purchase Masters >> Office wise Suppii
10.4. Dependency

Supplier Master and office wise account sub heads.

OFFICE WISE SUPPLIERS LINKAGE

LY

ALPHA INFOTECH Mo, 224, 3rd Floor, Habibullah Road T. Magar Chennai
ARNA OMMITALK WWIRELES SOLUTIONS “CHATEAL D" AMPA 4TH FLR, OLD MO 110 MEW MO 3T NELSOMN

PYT LTD MANICEAM ROAD . AMIMNJIKARI CHEMMAI -G00 029
Caonnectwall Tachnologles Evt Ltd gﬁfnzr;:?eenakshi Yila Dr. Subburayan Magar 8th Street, Kodambakkam
EFEM TECHMNOLOGIES Bew Mo, 145, (0ld Ko 9, Dhanasekaran Street, Kodamhbakkam, Chennai
F K.P. TRADERS Mo, Drd, Morth Gitiappa Road T. Magar Chennai

£

Refresh

Figure 10.1
10.5. To make aew entry follow these steps,

Stepl:select supplier(s) to be linked with login office.
Step2:click “save” button to complete link of supplier office.
10.6. Toview existing office wise suppliers follow these steps
Stepl:click “view” button, list would appear with availdéd suppliers linked to login office
as shown in figure 10.2.
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Supplier Name

o
1 Alagappa Tea Stall =

2 Antariksh Enterprises (HCL)

3 Anya Omnitalk Radio Trunking Semices Pyt Ltd. =
4 B.GANDHI Interior Wiaork

5 CALLIDAI MOTOR WORKS

B ELECRTICALS M ELECTRICALS

7 FUTURE BUSINESSTECH INDIA PYT LTD

a Houtham Spray Painting

|

Figure 10.2
11. Supplier Accounts Linkage

11.1 Intended Audience
Purchase Manager and System Administrator.
11.2 Usage
This interface enables users to create link betveegaplier and sub heads.
Only suppliers linked with offices would be listeall purchase flow i.e. quotation

received, purchase order etc.

11.3 Menu Access
Main Menu >>Purchase Masters >> Suppliers accaulmkage

11.4 Dependency
Supplier Master and office wise account sub heads.

11.5. To configure the supplier with accountlw these steps as in the figure 11.1.
Step 1: Select the suppliers to be linked witroaots.
Step 2: Select the account head
Step 3: Select the account sub head.

Step4: Click on the save button to save the seppiith account details.
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Supplier Accounts Linkage

Office Mame COLLEGE (AUTOMNOMOLIS)

Supplier Hame

Mis Alagappa Tea Stall

hi= Antariksh Enterprizes (HCL)

Mis Arva Omnitalk Radio Trunking Services Pyt. Ltd.

Account Head' |Bundrg.r Creditors

[«] [4]

Account Sub Head |Surmliers

Figure 11.1
11.6. Toview existing suppliers follow these steps

Stepl: Qick on the button “view” to view the supplier witttcount ledger details as in the

figure 11.2.
I | = e ==

Mis Alagappa Tea Stall Sundry Creditors Suppliers
mis Antariksh Enterprises . .

2 (HEL) Sundry Creditars Suppliers
Mis Arva Omnitalk Radio . .

3 Trunking Setvices Py, Ltd. Sundry Creditars Suppliers

4 hrs B.GARMDHI Interior Wark Sundry Creditars Suppliers

a Ll CHELID] MDEI Sundry Creditars Suppliers

WORKS

Mis ELECRTICALS M . .
fi ELECTRICALS Sundry Creditars Suppliers

Figure 11.2
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12. Supplier Contacts

12.1. Intended Audience

Purchase Manager and System Administrator.
12.2. Usage

This interface enables users to create a client'spnal details.
12.3. Menu Access

Main Menu >>Purchase Masters >>Supplier Contacts
12.4. Dependency

None.

Client's Contact Persons Details - Data Entry
Client Mame |Alagappa Tea Stall @ |E|

Contact Person's Mame |Alagappan |*
Designation |Chariman |
( Step: )
Telephone Mo. - Office (0442661248 |
Fax Mo, | |
Ermail | |
Mabile 9867123214 |

Wiew/Modify Refresh

Figure 12.1

12.5. To Add the supplier contacts for the selestgaplier follow these steps as in the figure 12.1.
Stepl: Select the supplier.
Step2: Enter the contact person details for thextsd supplier.
Step3: Click on the “Save” button save the contletails of the selected supplier.
12.6. Tomodify existing client’s details follow these steps
Step1:Click on the button “View/Modify, new interface idappear as shown in
figure 12.2.
Step2:Select the supplier’s contact to be modified, theneen would appear as in the
figure 12.3.
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Step3 Modify the contact details of the selected sigipli
Step4:Click on the button “Modify” to save the contactstlee supplier.

[Alagappa Tea Stall] Client's Contact Persons View
IR Ty T T T N

Alagappan Chariman 0442661248 967123214

Figure 12.2

Client's Contact Persons Details - Data Entry
Client Marme | IEI

Contact Person's Name  |Alagappan |*
Designiation |Charirman |
Telephone No.- Office (0442661248 |
| |
Email | |
Mabile 9867123214 |

Maodify Cancel

. Figure 12.3

13. Supplier wise Products

13.1. Intended Audience
Purchase Manager and System Administrator.
13.2. Usage
This interface used to create a link between sepplnd their products.
13.3. Menu Access
Main Menu >>Purchase Masters >> Supplier wise Buats.
13.4. Dependency
Product Master, Supplier Master
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Supplier Wise Products
Supplier Name [INrA ENTERPRISES Step : [+]

054 - TOMMER -MNEW

054 Compatible Taner

[] 06A1P Isoleter

[ 1.05g mm YWire - OrhitPalycab

[ 1.8 sgrmm wire - OrhitPaolycakb

Figure 13.1

Product Hame Product Code

05A - TOMMER -MEWY
0584 Compatible Taner
ACID

CLEARMING POWDER
FLOOR CLEAMER
HARPIC S00ML
ROOM SPRAY

SOAP OIL

WASH PASSION BALL

Figure 13.2
13.5. ToAdd/view the products to the selected supplier follow treteps as shown in figure 13.1
Stepl:Select the supplier from the drop-down list.
Step2:Select the products to be linked to the supplier.
Step3:Click on the button “Save” to save the selecteddoiais to the selected supplier.
Step4: Click on the button “View” to view the products fitre selected supplier wise as in
the figure 13.2.
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14.Product Installation

14.1. Intended Audience
System administrator.
14.2. Usage
This is used to add opening stock entry in eacladegnt/division wise.
14.3. Menu Access
Main Menu >>Purchase Masters >> Product Installadi.
14.4. Dependency
Product Master and Division Master

Product Installation

Division” [i55c) commerce g Step :

Product Tupe™ |E'00K5 Step i E‘

Froduct Installation Date” 01-04-2013 30
Product Description Amount/Unit Total ﬂmuur@
0.oo

Bible 0o 0.oo Add
MEMNTARING MOTE BOOIK [IR1] 0.0o 0.oo Add
Figure 14.1

14.5. To make @pening stock entryfollow these steps,
Stepl:Select the division from the drop-down list.
Step2:Select the product type from drop-down list.
Step3:Select the product installation date.
Step4:Click on the button “Add” to add the stock for tbelected product. And the enter

guantity and price per unit. Then click on the baottSave” to save the stock.
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15. Asset Location

15.1. Intended Audience
System administrator.
15.2. Usage
This is used to create the asset location in theefAl®cation master
15.3. Menu Access
Main Menu >>Purchase Masters >> Asset Location tas
15.4. Dependency
None

ASSET LOCATION MASTER

Asset Location *

Refresh

Figure 15.1
15.5. To make maew entry follow these steps,
Stepl: lter asset location name required to create.

Step2:click “save” button to complete location entry.

15.6. Toview existing location follow these steps
Stepl:click “view” button, page would load with all lociain

as shown in figure 15.2.
StepZ2click “Back” button, initial page would load are skwn in figure 15.1.

ASSET LOCATIONS

| " X

Figure 15.2
Step3: Click on the edit icon to edit theesédd asset location. Modify the asset location,

and then press tab key to save the modified assation.
Step4: Click on the remove icon to removestlected asset location.
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16. Asset Installation (Asset Creation)

16.1. Intended Audience
Purchase Requestor and System Administrator.
16.2. Usage
This interface is used to create asset for thecseteoffice, division, and asset location.
16.3. Menu Access
Purchase Transaction>>Asset Register
16.4. Dependency

Asset Location, Product Master, Division Master

ASSET CREATION

Office™ |  INSTITUTE OF SCIENCE TECHNOLOGY AN[w|
Division® sccOUNTS [+]
Location® Administartion IEI
I R el e T
12" G.I. ELBOW | [12-012013 [_] | 42/ | 52| [12-01-2013 [E5]] [testt
| [12-012013 [E5] | o | 0] [12-012013 & o]
]

Create Multiple Copies for same product

Add To List

Purchase Total 42.00 Current Total 52.00

Figure 16.1
16.4. Tocreate assefollow these steps,
Stepl:Select the office name.
Step2:Select the division.
Step3:Select the asset location
Step4:Select the product to be created asset. And thiam tre asset code, received date,
current value, warranty and remarks. Then clicktlo& button “Add to List” to add the asset to
the list. If need to create asset for the selestede product, check on the checkbox “Create
Multiple Copies for same product”.
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Step5:After added the products, Click on the “Save” buatto register assets from the list to
the selected office, division and asset location.
Step6:Click on the button “View” then screen would appearin the figure 16.2.

Step7:Click on the button “Asset Abstract View” then semevould appear as in figure 16.3.

ASSET REGISTER

Asset Register of ADVANCED ZO0OLOGY fADVANCED Z00OLOGY DEFNT STOCK

Product Hame Asset Code Received Date Asszet Description Purchase Value Current Walue

A0 patti LC-TL- 04-Mar-2013 TUBE LIGHT

40w pati LC-TL- 04-mar-2013 TUBE LIGHT 1.00 1.00

40wy patti LC-TL- 04-Mar-2013 TUBE LIGHT 1.00 1.00

A0 patti LC-TL- 04-Mar-2013 TUBE LIGHT 1.00 1.00

40 pati LC-TL- 04-mar-2013 TUBE LIGHT 1.00 1.00
Figure 16.2

ASSET REGISTER - ABSTRACT

Department : ADVANCED Z00LOGY / ADVANCED Z00LOGY DEPNT STOCK

SL.Ho. Product Hame Total Quantity Purchase Value Current Value

1 40w patti

2 ALIDIO SYSTEM 2 2.00 2.00
3 Camera 1 1.00 1.00
4 COMPUTER 2 2.00 2.00
& Computer Tahle 3 3.00 3.00
B Fan 900 MM 8 8.00 8.00
7 File Cupboard 1 11.00 11.00
8 FRIDGE 2 2.00 2.00

Figure 16.3
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Il Purchase Transactions

17.Workflow Engine

17.1. Intended Audience
System Administrator
17.2. Usage
This interface controls the flow of purchase requesl purchase order. This ensures
the workflow automation suggested by the management
17.3. Menu Access
Main Menu >>Administration >> Workflow Engine.

17.4. Dependency

None.
Work Flow Engine
Select Menu .
IFterface |F'urc:hase Reguest |E|
Select User |Elrun|:| Fernandn E*

Select Autharization

Level & Entry O Interim Chack O Approval

Purchaze Reqguest

O Administratar ShEUET Bl ERE Al Approval
Purchaze Reguest
Albert William 5. SeeEEy SEEELEY LilLE Approval

Furchaze Reguest

Head ofthe Department  ADWARNCED Z00L0OGY Aparoval

O Albin Fleming. T

Furchase Reqguest

Yice Principal SOCIOLOGY Approval

O Albones Raj .8

Furchase Request

CO-ORDINATOR COMMERCE Appraval

O Alston Rozario

Refresh

Figure 17.1
17.5. To make a new entry follow these steps,

Stepl: slect interface from menu interface to which waokvfis to be simulated.

Step2:select user to whom workflow control is to be eadbl
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Step3: slect employee’s authorization level whether tadwesidered entry, interim check or
approval.
Step4:select employee(s) to whom workflow can be forwdrde
Step5:click “Save” button to register the workflow contro

17.6. To make a modify follow these steps,
Stepl:Select menu interface and user to whom workflowrabis to be modified.
Step2:Popup message would appear for confirmation on froadiion.
Step4:0n confirmation, it would display the existing witokv with forwarding employees.
Step5:Modify the existing workflow.
Step7:Click on “Modify” button to complete workflow comirmodification.

Menu Interface Authorization -
Forwarding Users
Hame Level

1 (S8 FREMCH Purchase Durgadevi. P.S Entry Rebecca Gearge
Reguest Asst Professar Associate Professor
(58 FREMCH FOREIGH LAMGLAGE
2 (SSCIMLT Purchase Ambrose T Interim Check Albert William 5.J
Reguest CO-ORDIMATOR Secretary
(SSCIMLT Secretary Office
K] (EEC VIS COMM. Purchase Chinnappan. L Entry Henry Matria Victor
Request Asst Professar Asst Professar
(ESC VIS COMM. VISUAL
COMMURNICATION
4 ADARCED ZO0LOGEY Purchase John william Entry AlbertWilliam 5.J
Reguest Associate Professor Secretary
ADVANCED Z00LOGY Secretary Office
Figure 17.2

17.6. Toview existing course follow these steps,
Stepl Click on the “View” button, to list would appeavith all available work flows as in the
figure 17.2.
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18. Purchase Indent Period

18.1. Intended Audience
System Administrator
18.2. Usage
This interface is used to create purchase indenbgdeThis purchase indent period is
implemented in purchase request.
18.3. Menu Access
Main Menu >>Transaction >> Purchase Indent Period.
18.4. Dependency
Product Type Master.

Purchase Indent Period Master

Furchase Indent Period* |F'ur|:haae 2013-2014 |

From Date* |01-04-2013 =
To Date* 131-03-2014 =
O
[1 12we
[1 2*36 Boxtype fitting
[] 40w patti
AMC
BOOKS
[ BROWN SHEET
COMPUTERS AND ACCESSORIES

Figure 18.1
18.5. To create a purchase indent period followsétsteps,

Stepl:Enter the purchase indent period name.
Step2:Select the date range.
Step3:Select the product types to be purchased on thesteel date range.
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Step4:Click on the “Save” button to create a purchaseantiperiod newly.

18.5. To View/modify the purchase indent periodfofe these steps,
Stepl:Click on the button “View’ to view the purchaseand periods. Then screen would
appear as in the figure 18.2.
Step2:Select the purchase indent period to be modifieénTscreen would appear as in the
figure 18.1.
Step3:You can edit the purchase indent period name, idatge and select/deselect the
product types.
Step4:Click on the button “Modify” to modify the purchaselent period details.

Purchase Indent Period View

General Purchase 2011-12 14-03-2012 3-03-2012

2 Purchase 2012-2013 01-04-2012 31-03-2013

3 FPurchase 2013-2014 01-04-2013 31-03-2014
Figure 18.2

19. Purchase Request

19.1. Intended Audience
Purchase Requestor and System Administrator
19.2. Usage
This interface is used to raise a purchase regoisiin e-Varsity ERP.
19.3. Menu Access
Main Menu >>Transaction >> Purchase Request.
19.4. Dependency
Purchase indent Period Master.
19.5. To create a purchase request follows theps st
Stepl:Enter the valid purchase requisition date, by défawould display current date.
Step2:Select the purchase indent period.
Step3:Click on the button “Add Product Details” to addelproducts to the list. Then screen

would appear as in the figure 19.2.
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Purchase Regquisition

Purchase Reguisition Code’ | |

Furchase Requisition Date” |DE-D4-2EI1 3 =

Purchase Reguisition Periad’ | E‘

Purchasze Requisition Details

m Product ! Service mm Expected Receiving Date Specifications .

054 - TOMMER -HEW 1.00 0.00 Mos 1 day(s) 3-4-2013
2 0aA Campatible Taner 1.00 000 Mos 1 dayis) F4-2013 =

add Praduct Details

Requesting Division” ERP Adrmin E|

ERF Section

Deli\tewﬁu:h:iress’=

far HP printed

Remarks

Farmarding Emplnyee* |

Figure 19.1
Product/Service |1 03 TOMER REFILL E [] Listall Products
Quantity {Unit) ’ |1 |NDS Wiew Product Availability
PricefUnit” o |
Lead Time ™ |1 |(in days)
Expected Raceiving Date ™ |3-4-201 3 =

Specifications

Add To List

Figure 19.2
and then follow these steps to add the products,

1. Select the product from the drop-down list
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2. Enter quantity as per the unit of measuremenedjuired, click the link “view
product availability”, would appear available prodts for all office.

Enter the price per unit.

Enter lead-time and expected receiving date.

Select the expected received date.

Enter the product specification

Click on the button “Add to List” to add the list

And repeat these steps to add more products.

N o o bk~ oW

Step4:Select the requesting division. Default user’ssion loaded.

Step5:Enter the delivery address

Step6:Enter the remarks.

Step7:If one or more the forwarding users found, we chle o select the forwarding users.
Otherwise we won't able to select the forwardingras

Step8:Click on the button “Save” to save the purchaseuesj entry. This purchase request is

automatically forwarded to the forwarded user.

20. Purchase Request Modification

20.1. Intended Audience
Purchase Requestor.
20.2. Usage
This interface is used to modify the purchase tjan made by purchase requestor before
approval of his purchase request.
20.3. Menu Access
Main Menu >>Transaction >> Purchase Request Matdfion.
20.4. Dependency
Purchase Request.

Purchase Request Modification

Purchase Requisition List

fequestode “ m feauesty m

General Purchase 2011-12 LOY-PRiMari011-12/00034 30-03-2012 COLLEGE (AUTOMNCOMOLIS) ERP Admin Administrator
General Purchase 2011-12 LOY-PRiMarf011-12/00035 30-03-2012 COLLEGE (AUTOMNOMOLIS) ERF Admin Administratar
Figure 20.1
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20.5. To modify the purchase request follows trsteps,
Stepl:Select the purchase request in the figure 20.1nBoeeen would appear as in the
figure 20.2.
Step2:User can able to add/remove the products of thecsedl purchase request. If need to
add more products , click on the button “Add ProdDetails”. If the user wants to change the
requested quantity, remove the product in thedistl then add that product with details.

Step3:Click on the button “Save’ to modify the purchasgquest.

Purchase Request Modification

Purchase Requisition Code’ | |

Purchase Requisition Date’ | |

FPurchase Reqguisition Feriod |

Purchase Requisition Details

m Product / Service mm Expected Receiving Date Specifications .

Ad JIK COPIER PAFER 10.00 0.00 Mos 1 day(s) 31-03-2012
2 A4 B2B COPIER PAPER 15.00 0.00 Mos 1 day(s) 31-03-2012 B

Add Product Details

Reguesting Division’

ADMINISTRATION

Delivergtpﬁxddress’=

Remarks

Refresh

Figure 20.2
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21.Purchase Request Approval

21.1. Intended Audience
Secretary, Principal, Dean, Director and Purchasepartment.

21.2. Usage
This interface is used to approve purchase reqarsitaised by the departments.

21.3. Menu Access
Main Menu >>Purchase Transactions >>Purchase Reijs Approval.

21.4. Dependency

Purchase Requisition.

Purchase Requisition Approval

Purchase Requisition List

n S ““m S M

General Purchase 2011-12 LOY-PRiMar011-12/00034 30-03-2012 COLLEGE (AUTONOMOLIS) ERP Admin . Administrator

IF] General Purchase 2011-12 LOY-FRiMari011-12/000345 30-03-2012 COLLEGE (AUTOMNOMOLIS) ERP Admin hdr. Administrator

Approve Selected

Figure 21.1.

21.5. To make purchase request approvafollow these steps,
Step1l: List shows the purchase requisition awafngpproval.
Step2: Select the purchase request by individegdprove or reject or modify the quantity.
Then screen would appear as 21.2. And then foll@asteps in the below,
1. Enter the approval comments or rejected comments.
2. If needs to forward this purchase request for a®y,select the check box “Send
back”. And then select the user to forward thischase request.
3. Click on the button “Approve” to approve this puaske request if required.
4. Click on the button “Reject” to reject the purchaseguest if required.
5. Click on the button “Back” would let user to viewrnghase requisition list awaiting
for approval.
Step3 If need to approve the multiple purchase requestkect the purchase requests to be
approved. And then click on the button “ApprovesSigld” to approve those purchase

requests.
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Purchase Reguisition Approval
Furchase Requisition Code  LOY-PRMar011-12M0034

Reguested Division ERF Admin
Remarks

T T e e T A
Reguest History 30-Mar-2012 04:34  Mr Administrator  System Admin  ERP Admin  Data entry Mr. Administrator

09-Feb-201311:04 Mr. Administrator  System Admin ERP Admin  Data entry - Modified  Mr Administrator

Approval Comments

(Maximurm of 1000 characters)

[] Send Back

Approve Leject m

Purchase Requisition Details

Expected Oty Remarks of

Lead Time _ - - = L
Product Description Quantity {in days Receiving Specification| in Sanctioning
vs) Date Hand Authority

A4 B2ZB COPIER PAPER 15.00 0.00 Mos 31-03-2012 a0 adghidsa Modify |Remaove

2 Ad Jk COPIER PAPER 10.00 0.00 MNos 1 31-03-2012 0 Modify |Remaove

Figure 21.2.

22. Stock Transfer from Request

22.1. Intended Audience
Purchase Department.
22.2. Usage
This interface is used to transfer the availabticks to the departments based on their
purchase requests.
22.3. Menu Access
Main Menu >>Purchase Transactions >>Stock TrandR&quest.
22.4. Dependency
Purchase Requisition Approval.
22.5. To make stock transfer follow these steps #se figure 22.1.
Stepl:Select date range.
Step2:Select the purchase request from the drop-down list

Step3:Select the check box to be transferred the selateed(If stock is available only shown
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check box, otherwise won’t). And then enter thegseed quantity. Repeat this step for all
products, if necessary.
Step4:Click on the button “Stock Transfer Request” tonséer the stock to the selected

division.
From Date® |n2-03-2013 = To Date* |ns-04-2013 =
Request Period” [COLLEGE (uTONOMOUS-ADWANCED Z00L0GT w | JEEIEED

Product List

Product Current Requested

16421
Socket

Jf 07 Socket and top 44 Sheet 12.0000

i 7, If 3, staff room 2
[F] 2 40 Tuhe  Approval Remarks: Louis (electrician) should 1.0000 15.00 | ‘
check and do the needful immediatehy

[] 3 BATwaYy

Switch 25.0000 400 | |
[] 4 gﬁik?at 1274 hox-1ho 12.0000 4.00 | ‘
cushion Sy UED . i i .
g - Approval Remarks: Dr. Albin Fleming may like 0.0000 4.00

to meet me on this.

Stock Transfer Request

Figure 22.1

23. Purchase Initiation for Request

23.1. Intended Audience
Purchase Department.
23.2. Usage
This interface is used to initiate the purchaseuesis made by various departments.
23.3. Menu Access
Main Menu >>Purchase Transactions >>Purchase Iniitten from Request.
23.4. Dependency

Purchase Requisition Approval.
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Purchase Initiation from Request

From Date” [03-04-2013 =] ToDate®  |08-04-2013 E

Request Period* |Pun:hase2013-2014[01-04-2013-31-03-2014] | refrech

Approved Requests

n “ S RECIUBS‘

i LISSTAR LOY-PR/ARET 3-14/00009 03-04-2013
] OFFICE - SHIFT 1 LOY-PRADI 3-14/00004 03-04-2013
il OVERTIME CHARGES LOY-PRIADKT 3-14/00003 03-04-2013
i PRIMNCIPAL OFFICE LOY-PR/ApIT 3-14/00002 03-04-2013
il RCDA LOY-PRSADE 3-14/00008 03-04-2013
] School of Entomology LOY-PRADI 3-14/00006 03-04-2013
] SIFE LOY-PRADKT 3-14/00007 03-04-2013
i Yice Principal Shift | LOY-PR/ADIT 3-14/0001 2 04-04-2013

List Products

Figure 23.1
23.5. To initiate the purchase requests followsetsteps,
Stepl:Select the date range.
Step2:Select the purchase indent period from the droprdist.
Step3:Select the purchase requests from the list.
Step4:Click on the button “List Products” to list the pdacts. Then screen would appear as in
the figure 23.2.
Step5:Select the products from the list to be initiateddurchase.

Step6:Click on the button “Initiate Purchase” to initiatdhose selected products for purchase.
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Purchase Initiation from Reguest

From Date® 103-04-2013 = To Date* 103-04-2013 =

Request Period” ‘F‘urchase 2013-2014 [01-04-2013 - 31-03-2014] |E| Refresh

Product List

n H FrediEEane Quantity 1O FEESE

] 1 12 ATORER REFILL 1.00 1
Diivision FPurReq.Code FurReq.Date Remarks| Dead line
PRIMCGIPAL LOY-PRADM 3-14
OFFICE 0002 03-Apr-2013 04-Apr-2013 1.00 n.oo 1.0
"] 2 A4 BROWR COVER 2500 1
F] 3 UMIBALL PEM ALL COLOUR 12.00 1

Initiate Purchase

Figure 23.2

24. Send Quotation to Suppliers

24.1. Intended Audience
Purchase Department.
24.2. Usage
This interface is used to initiate the purchaseuesis made by various departments.
24.3. Menu Access
Main Menu >>Purchase Transactions >>Purchase Iniitten from Request.
24.4. Dependency
Purchase Initiation for Request.
24.5. To send Quotation to suppliers follow thesps
Stepl:Select the quotation from the list. And then scwgeunld appear as in the figure 24.2.
Step2:Add the suppliers from the drop-down list.
Step3:Enter the message to those selected supplier.
Step4:Select the products to be sent to the suppliers.
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Step5:Click on the button “Send Mail” to send the mailttee selected suppliers.

Send Quotation To Suppliers

Guotation Ref ho Guotation Date Cpening Authority Type Divisions Rematks
LON-TRIApKO12-13/00003 26-Apr-2012 Administratar Furchase 2012-2013 PL-LC TWIMMNING Multiple Reguests
LOV-TRIApKO1 2-13/00002 20-Apr-2012 Rajasekar A Furchase 2012-2013 ADVANCED Z00LOGY Multiple Reguests
LON-TRIApKO1 2-13/00001 18-Apr-2012 Rajasekar A Furchase 2012-2013 ERP Admin Multiple Reguests

Figure 24.1

Send Quotation To Suppliers
Quotation Details Select Supplier

Quotation Ref No LOY-TR/ApND12-13/00002 .MIS Ve TEEERE

Quatation Date 20-Apr-2012 Wis Connectwell Technologies Pyt Lid

opening ey Ralaselar A Subject |Qumatinn Ref. Mo LOY-TRApHD1 2-1300002 |
Purchase Red. Period  Purchase 2012-2013 o

Division{s) Requested ADMANCED ZOOLOGY Message |p,|1u|1ip|e Reguests |

Send Mail Refresh m

Already sentto supplier Maone

Product List

[¥] Lah Specimen - Cockroaches 1.00 Mos Frogs and cockroaches g

2 Lak Specimen - Frogs 1.00 Mos Frogs and Chironomus Wigw

3 Lab Specimens - Shark 1.00 Mos Wigwy
Figure 24.2

25. Supplier Rate Contract

25.1. Intended Audience
Purchase Department.
25.2. Usage
This interface is used configure the rate, tax drstount for the products in supplier wise.
25.3. Menu Access
Main Menu >>Purchase Transactions >>Supplier Raten@ract.
25.4. Dependency
Supplier Wise Products.
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25.5. To configure the supplier wise rate contfalidws these steps,
Stepl:Select the supplier from the drop-down list.
Step2:Select the product to be configured the rate, distand tax.
Step3:Click on the button “Save” to save the details floe selected products.
25.6. To view the supplier wise rate contract fwllivese steps,
Stepl:Select the supplier from the drop-down list.

Step2:Click on the button “View” to view the supplier wisate contract details as in the

figure 25.2.
Supplier N
Mo [vinoth

Product En
. Product Mame Code Ratefunit Discount  unit Details

1127 PVC Pipe 50
e | 10.00| | 5
142" BALL Add Tax
F] VALVE *( | o| | o] 0y
LEADER)
[sove [ view [ rereen |
Record Inserted Sucessfully...
Figure 25.1
Supplier Rate Contract Details
Client Name : vinoth
Address : chennai
6000002
Contact No. : 8980007657
Tax Details(*
Discount ax Details(%) Het
el - Per Amount
Name : - - i . '.,. SERVICE .
Unit(%) Vat14 Per Unit
1/2" pvC
Pipe 15 kg 10.00 0.50 1.20 0 0 10.07

Close

Figure 25.2
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26. Quotation Received Details

26.1. Intended Audience
Purchase department.
26.2. Usage
This interface is used to register the price dstél the quotation received from the supplier.
26.3. Menu Access
Main Menu >>Purchase Transactions >> Quotation Rieeel Details.
26.4. Dependency
Purchase Initiation for Request.

Quotation Received Details

Quotation List

Quotation Ref Mo Quotation Date Opening Authority Tyne Divisions Remarks
LOY-TRMARrO1 2-1 300003 26-Apr-2012 Administrator Purchase 2012-2013 PU-LC TR MM G hultiple Requests
LOY-TRIApHDT 2-13/00002 20-Apr-2012 Rajasekar A Purchase 2012-2013 ADVANCED ZO0LOGY Multiple Requests
LOW-TRMApEDT 2-13/00001 18-Apr-2012 Rajasekar A Purchase 2012-2013 ERP Admin Multiple Requests

Figure 26.1
g:toetation Received 05-04-2013 = Quotation Details
Quotation Ref Mo LOY-TRAADKO1 2-13/00003
Supplier Mame |ru1rs INIYA ENTERPRISES =] Quotation Date 25-Apr-2012
Supplier Ref Mo |1 243124 | Furchase Req. Period Purchase 2012-2013

3000 should ba in good condition Division(s) Requested PU-LC TWIMMIMG

Remarks Multiple Reguests

Terms & Conditions Suppliers Quoted

Entered 33 of 1000 characters.

Product List

Product Hame Quantity Rate/unit Add Tax i EETE Total Amount
Charges

A4 COPYPOWER COPIERPAPER | ] 300 mos | 3o00.00] | 200 200 Brall 832.00
Total No. of Products: 3 Gross Total: 882.00
Overall Additional Charges Description
Round Off: -2.00
Grand Total: 880.00

Refresh

Figure 26.2
26.5. To make aew entry follow these steps,
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Stepl:click on the quotation list from the figure 26.1dathen screen would be listed
(Refer Figure 26.2)
Steplaselect supplier.
Steplbenter supplier reference number.
Steplc: if any, enter terms and conditions.
Stepidheck on the product from the product list.
Step le=nter rate per unit, discount per unit and tax dstéor the selected product
(The pricealt for the selected supplier would appear, ifguetation entry
completed. Refer 25.5.)
Step 1f: if required, endescription, amount and round off.
Step 1gtick “save” button to save the quotation receiwdetails for the selected

supplier.

27. Quotation Received Modification

27.1. Intended Audience
Purchase department.
27.2. Usage
This interface is used to modify the quotation nesxt details for the selected quotation and
supplier.
27.3. Menu Access
Main Menu >>Purchase Transactions >> Quotation Rieeel Modification.
27.4. Dependency

Purchase Initiation for Request.

Quotation Received Modification
Quotation Received List

Quotation Ref Mo Quotation Date Opening Authority Type Divigions Remarks

LON-TRSARKO1 2-1 300001 18-Apr-2012 Rajasekar A Furchase 2012-2013 ERF Admin Multiple Requests
Figure 27.1
27.5. To make aew entry follow these steps,
Stepl:click on the quotation list from the figure 27.1dathen screen would be listed
(Refer Figure 27.2)

Steplaselect supplier.
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Steplb modify supplier reference number if required.
Steplcmodify if any, enter terms and conditions.

Stepildheck on the product from the product list.

Step lenodify rate per unit, discount per unit and taxadlstfor the selected product
(The price details for the selected supplier waygear, if pre-quotation entry
completed. Refer 25.5.)

Step 1f: if required, end@scription, amount and round off.

Step 1gtick “Modify” button to modify the quotation recaid details for the selected

supplier.

Quotation Received Modification

S:tuetatinn Received |DE-D4-201 5 Quotation Details
Quotation Ref Mo LOY-TRAREO1 2-1300001

Supplier Name [Wis INIvA ENTERPRISES [=] Quotation Date 18-Apra012

Supplier Ref Mo |1 24 | Purchase Req. Period Purchase 2012-2013

100 % payment Division(s) Reguested ERF Admin

Remarks Multiple Requests
Terms & Conditions

Suppliers Quoted

1. Mis INIvA ENTERPRISES

2. Mis NEW BURMA PAPER AND STATIONERY STORES

Product List

Product Hame Quantity Rateiunit Add Tax G A Total Amount
Charges
Exdra (0

¥  534- TONNER -NEW 100 Nos | a00.00] | 0.00] Tax ) 453.00

Total No. of Products: 1 Gross Total: 458.00

Overall Additional Charges Description
R —

Grand Total: 458.00

Refresh m

Figure 27.2
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28. Quotation Attachment

28.1. Intended Audience
Purchase Department.
28.2. Usage
This interface is used to attach the scanned capy the supplier quotation documents .
28.3. Menu Access
Main Menu >>Purchase Transactions >>Quotation Attaeent.
28.4. Dependency
Quotation Received Details.

Quotation Received Details

From Date® [08-04-2013 =] To Date® (08-04-2013 =

Generate Refresh

m Quotation Date Quotation Ref Ho Supplier Hame Files Attached Attach Hew File

1 08-04-2013 LOY-TRAApO12-13/00002 Antariksh Enterprises (HTL) 0

Attach.ment:| |[ Browse.. ” Close ]

Figure 28.1
28.5. To attach a file follow these steps,
Stepl:Select the date range
Step2:Click on the button “Generate” to generate the catain received details from the
selected date range.
Step3:Click on the icon, to attach file for the selectpabtation. And click on the button

“Browse” to browse the file. If need to add more$i repeat this step.

29. Quotation Finalization

29.1. Intended Audience
Purchase Department.

29.2. Usage
This interface is used to finalize the quotatidnsfinalizing a bidder, forward them to
purchase department to approve the quotations.

29.3. Menu Access
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Main Menu >>Purchase Transactions >>Quotation Firgtion.
29.4. Dependency
Quotation Received Details.

Queotation Finalization

Quotation / Tender List

Quotation Ref Mo Quatation Date Type Yienue Opening Autharity Remarks
LOY-TRA&pr01 2-13/00004 26-Apr-2012 Furchase 2012-2013 Administratar Multiple Reguasts
LOY-TRfApHQ1 2-13/00002 20-Apr-2012 Furchase 2012-2013 Rajasekar & Multiple Requests
LOY-TRfApE01 2-13/00001 18-Apr-2012 Purchase 2012-2013 Rajasekar A Multiple Requests

Figure 29.1

29.5. Tomake quotation finalization, follow these steps,

Step 1: List of Quotations waiting for approval Maé listed(as shown in Figure 29.1)

Step 2 To select a quotation click on respective ronhwéference to quotation reference
number, quotation date etc. On selection, quotatexeived details with comparative
figures on various suppliers as well as productside listed as show in figure 29.2.

Step3:If any, enter approval remarks and click “approveitton.

Step4.if need to forward this quotation, chet&end Back” andelect forwarding

employee. And then click on “Forward” button thevi@arded user.

Quotation Bid Approval Details

Supplier Quotation List Quotation Details

GQuotation :
I Rece“'eu Qumat"]n REf ND
Date LOY-TRAARKD1 2-13/00001

100 % 1 )
) 18-ApF2012 Mis INIYA ENTERPRISES 0.0 458.00 PG Quatation Date
— t 18-Apr-2012
M/s NEW BURMA PAPER AND paymen
O &AL opiONERY STORES 400 ALz ‘ ‘ Opening Authority
Approval - Rajasekar A
Remarks
Remarks
- . Multiple Requests
Send Back Appraove Refresh Exit
O | || | [ood 2 % [ s
M/s INI¥A ENTERPRISES ()
1.00
1 53A- TONNER -NEVY == MNos U s MEW BURMA PAPER AND | | | | | m o |:|

STATIOMERY STORES ()

Total Entered Qty | (0]
Figure 29.2
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30. Quotation Approval

30.1. Intended Audience
Dean, Purchase Department.
30.2. Usage
This interface is used to approve the quotations
30.3. Menu Access
Main Menu >>Purchase Transactions >>Quotation Appab.
30.4. Dependency
Quotation Finalization.

Quotation Finalization

Quotation | Tender List

CQuotation Ref Mo Quotation Date Type Venue Opening Authority Remarks
MMNovi012-13/00176  21-Nov-2012 Mov 2012 - Copier ltems Stores Multiple Requests
MMNowl012-13/00175  21-Mov-2012 Mov 2012 - Printer Toner Stores Multiple Requests
UMow012-1300171  21-Mov-2012 Metworking items Stores Multiple Requests
UMowi012-13/00169  21-Nov-2012 Moy 2012 - Electrical Stores Multiple Requests
UMow012-13/001658  21-Nov-2012 MNov 2012 - AC Spare Stores Multiple Requests
UMovi012-13/00164  21-Nov-2012 Mov 2012 - Computer items Stores Multiple Requests
UMow012-1300157  21-MNov-2012 Oct 2012- Copier Access Maria Diana.L Multiple Requests

oo RMNOW012-13/00145  14-Mow-2012 Electrical - LBS URG Stores Multiple Requests
Figure 30.1.

30.5. Taapprove quotationfollow these steps,

Step 1: List of Quotations waiting for approval Maé listed(as shown in Figure 30.1)

Step2: To select a quotation click on respective rowhweference to quotation reference
number, quotation date etc. On selection, quotatexeived details with comparative
figures on various suppliers as well as productsiidoe listed as shown in figure 30.2.

Step3:If any, enter approval remarks.

Step4:Check on send back and select send back emplayeédk on “Send Back” button

to complete interim approval.
Steplick “Approve” button to complete quotation appedv

Step6:click “View Purchase Flow Details” to view the floare shown in figure 30.3.
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Quotation Interim Check Approval Details

E revious H g x!
Quotation Ref Ho Open Date Time Forwarded By Forwarded To Sending Employee Remarks

SRMEC(K-TRMar  04-03-2009
108-09/00118 04:0%:28 Finl Purchase FIPL ACADEMY

Product List

1. Dotmatrix 1.00 Mos  AB Samuel 1.00 22.00 2.00 0.0a

0.00 Interim Approval

Figure 30.2
31. Purchase Order Generation

Two provisions for generating purchase order,
31.1. Quotation purchase order generation and

31.2. Direct Purchase Order generation.

31.1. Quotation purchase order generation
31.1.1. Intended Audience

Purchase Officer.
31.1.2. Usage

This interface enables users to generate purcheser dor the approved quotation.
31.1.3. Menu Access

Main Menu >>Purchase Transactions >> Purchase érd
31.1.4. Dependency

Quotation Approval

Quotation Purchase Order Generation

Quotation Bidder Approval List

Auotation Bef Mo Guotation Received

Date Supplier Mame Guotation Description
}‘D%E'ETEM””D”'H 08-Apr-2013 Mis Antariksh Enterprises (HCLY Test
Figure 31.1.1

31.1.5. To generajgurchase order for the quotation follow these steps,
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Stepl Quotations waiting for purchase order generatare listed as shown in Fig 31.1.1.
Step2:Click the required quotation; it will open anotheage which was shown in Fig: 31.1.2.
Also the selected supplier of the quotaisodisplayed. Selected quotation details are

displayed in the upper right and the prodgueith amount quoted list are displayed in the drott
Step3Enter delivery address.

Step4Enter payment terms.

Step5Enter Purchase terms.

Step6Enter Purchase Order note and Copy to

Step7Enter deadline date for each product listed.

Step8Click “Generate Order” button, to generate the pbase order for the quotation selected.

Step9Click “Back” button, to load the initial page as eWwn in figure 31.1.1.

Purchase Order Ref Mo | | Tender Details
Tender Ref Mo LOY-TR#AR012-13/00002
Purchase Order Data |us-u4-2013
TenderiGuotation
Type Received Date ezl
Supplier Narne Wiz Antariksh Enterprises (HCL) Terms & Conditions Test
Mungambakkam Tender Venue

Chennai - 600034 Remarks Multiple Requests

Delivery Address

Payment Terms

Purchase Order Mote

Furchase Terms ‘ ‘
Copy Ta | |

Product List

Ordered Discount Extra Total
Product 'lame H. Deadllne Date

Lah Specimen -
Cockroaches

1.0 Mos 100.0 : 100.00 |DS 04-2013 Frogs and cockroaches

Frogs and Chironomus

'Effggpemmen' 10 Mos 1000 00 00 00 10000 [03-04-2013
Lab Specimens - =
s 10 MNes  100.0 00 00 00 10000 [08-04-2013

Total Amount  300.00

Generate Order

Figure 31.1.2
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PURCHASE CRDER

30.2. Direct Purchase Order generation

31.2.1. Intended Audience
Purchase Officer.
31.2.2. Usage

Supplier Details : PO, Mo, © LOY-PUR/ Apr/13-14/00001
M antariksh Enterprises (HCL) Date o 08-Apr-2013
Supplier Reference Mo, @ 1321 Irnwvoice To ¢ COLLEGE (AUTONOMOLIS)
Quotation Received on ; 08-Apr-2013 Delivery At : Nungarmbakkam
Contact Person Chennai - 600034
=l Descrintion Qty Unit Price Digcount Tax Exfra Total Price
Ho P Anit [Rs.] Anit[s]  Anit [%] Charges [Rs.]
1 |Lab Specimen - Frogs (Frogs and Chironarmus) 1.00Mos 100.00 0.00 0 0 100,00
2 |Lab Specimen - Cockroaches (Frogs and cockroaches) | 1,00Mos 100,00 0.00 0 0 100.00
3 |Lab Specimens - Shark 1,00 Mos 100,00 0.00 0 0 100.00
Gross Total 300.00
Total Purchase Amount 300.00
Acknowledged By COLLEGE (AUTONOMOUS})
Supplier Seal Signature & Date Authorised Signature & Date
COPY TO:
Figure 31.1.3

This interface enables users to generate purchesder dor the approved purchase

requisition.
31.2.3. Menu Access
Main Menu >>Purchase Transactions >
31.2.4. Dependency
Purchase Requisition Approval

> Direct Puade Order
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Direct Purchase

Purchase Requisition Approval List

Purchase Reguisition Code Purchase Reguisition Date Reguesting Division
LOY-PR/Mar/011-12/00007 17-Mar-2012 COLLEGE OFFICE
LOY-PR/Mar011-1200010 19-Mar-2012 LIBRARY
LOv-PRIMari011-1 200011 2 -Mar-2012 STATISTICS
LOY-PR/Mar011-1200012 27-Mar-2012 ECOMOMICS
LOY-PR/Mar011-1200019 27-Mar-2012 SOCIALWORK

Figure 31.2.1

Direct Purchase

Furchase Reguisition Details

Furchase Requisition Date: 11-Feb-2008 Furchase Reguisition Code: PRIFehi07-08/00027
Furchase Order Ref Mo ?JfFet:ufD?-Dﬂx
Purchase Order Date [12 " |[February [=][zooz |
Supplier Mame | IE"
weocounts

Delivery Address

Fayment Terms Furchase Terms
Furchase Order Mote Copy To
Product List

Product Name ! Fricefunit TSt Tayx Details _._::_ . Deadline Date

I wires 933 10000 7500 [ 2400 Mos | /] | AddTax@® [ [Febrary =l [EOOE ]

| Generate Order || Refresh || Back |

Figure 31.2.2
31.2.5. To generatdirect purchase order, follow these steps,
Stepl:Purchase Requisition approval list are listed aswh in Fig: 31.2.1.
Step2:When click on a row, it will display the page aswh in Fig: 31.2.2.

Step3:Purchase requisition details such as requisitiotedand requisition code are displayed
in the top of the page.
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Step4:Reference no for purchase order is automaticallyegated.
Step5:Select the supplier to whom the products are tpurehased

Step6Enter delivery address.

Step7Enter payment terms.

Step8Enter Purchase terms

Step9%Enter Purchase Order note and Copy to

SteplCEnter deadline date for each product listed.

StepliClick Generate Order button, to generate the puseharder for the purchase
requisition selected.

Step12Click Back button, to load the initial page as shaw figure 31.2.1.

32.PO Attachment

32.1. Intended Audience
Purchase Department.
32.2. Usage
This interface is used to attach the scanned cagpy the supplier purchase order documents.
32.3. Menu Access
Main Menu >>Purchase Transactions >>PO Attachment.
32.4. Dependency
Purchase Order Generation.

Purchase Order Details

From Date” |01-03-2013 [=] To Date” [11-04-2013 =

Generate Refresh

m PO Date PO Ref Ho Supplier Hame Files Attached Attach Hew File

1 08-Apr-2013 LoY-PURSApK 3-14/00001 Mis Antariksh Enterprises (HCL) i

Attach.ment:| |[ Browse.. ” Close ]

Figure 32.1

32.5. To attach a file follow these steps,

Stepl:Select the date range
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Step2:Click on the button “Generate” to generate the catain received details from the

selected date range.
Step3:Click on the icon, to attach file for the selectpabtation. And click on the button

“Browse” to browse the file. If need to add mored, repeat this step.

33. Gate Pass Generation

33.1. Intended Audience
Purchase Department.

33.2. Usage
This interface is used to generate gate pass ®ptirchase order.

33.3. Menu Access
Main Menu >>Purchase Transactions >> Gate Pass Gatien.

33.4. Dependency
Quotation/Direct Purchase Order.

Scan/Enter Purchase Order Barcode Mumber | |

Figure 32.1

33.5. To make aew entry follow these steps
Stepl:enter purchase order number.
Step2:click on “Submit” button to list purchase order d#s are shown in figure 32.2.
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Purchage Order Details

Supplier Gemini Communication Ltd |
Purchase Order Ref.io PLRMCHOY-08/00001
Purchase Order Date 2B-0ct2007

Yethicle Number | |

[rvoice Murnber | |

Received By | |

Remarks

Generate Gate Pass

Figure 33.2.
Step3: if any enter vehicle number, enter invoiember, enter received by and remarks.

Step4.click on “Generate Gate Pass” to complete gate pgexseration.

34.Goods Receipt Note (GRN)

Following are the two different ways to generateNGR
34.1. GRN without Gate pass.
34.2. GRN from Gate Pass.

34.1. Goods Receipt Note (GRN without Gate pass)

34.1.1. Intended Audience
Purchase Department, Stores In-charge and HeableoDepartment.
34.1.2. Usage
This interface is used to record details when gaedsived from the supplier.
34.1.3. Menu Access
Main Menu >>Purchase Transactions >> Goods Recéipte.
34.1.4. Dependency
Purchase Order.
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Goods Received Note

Purchase Order List

From Date® [19-12-2012 = To Date® |10-01-2013 =
Product Name |192;]gs Long Size Ruled MNote E Supplier Name |AII Supplier E
Supplier Purchase Order Code Purchase Order Date Contact Person LB
Purchase
[+] E | [+l
Wis Vee Two Infa Solutions n/012-13/00176  03-Jan-2013 Sampath.S-Purchase Tender Purchase

Manager(PURCHASE)
Figure 34.1.1

34.1.5. To select the purchase order, follogsé steps,
Stepl:enter from date and to date in which purchase oxdas issued
Step2:optional filter, select products/goods received
Step3: optional filter, select supplier name frofmom goods received.
Step4.click “Go” button to view various purchase ordesiifalling in the selected criteria.

Step5: select purchase order from list to whichdgowere delivered.
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Goods Recened Hote

* Mandatory
Grn Code . [eRMEC{-GRMMarDa-08/000]"
Grn Date D05 |[March x||z008 | Furchase Order Code SRMEC(K)-PURMar08-09/001 66
Invaice Mo s | Purchase Order Date 04-har-2009
Invoice Date : (05 |[march =l[2008 | Supplier Mame Arunagiri Systems Last name
Delivery OrderNo ;| ¥ Purchase Terms
Gtz Pass ey - I Fayment Terms
Receiving Division  : |Administration IE‘;

GRM Remarks

Product List

[ | PRINTER-10g | 11000 100.00 |[_10.00] Nos |[ fooooms] [ oog =@ L

O |PRINTER-111 | 22000 20000 [ 2000 | Nos | [ %0060 | [ ooy O YT

Total gquantity: - Total Amount: :
Overall Additional Charges

Diescription Amount

| I — Roun o

Grand Total:

awe EE Ies EECE

Figure 34.1.2

34.1.6. To make entry of goods received follow ¢heteps,
Stepl: Enter invoice number, invoice date and defiwrder number of goods
received.
Step2: Select receiving division from the list.
Step3: Select the products received and user hati@ndo change receiving quantity,
price as received in bill and discount %.
Step4: enter the warranty in months.

Stepb: click “save” button to complete the goods receiypedcess.
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34.2. GRN from Gate Pass

34.2.1. Intended Audience

Purchase Department, Stores In-charge and HeableoDepartment.
34.2.2. Usage

This interface is used to record details when gaedsived from the supplier.
34.2.3. Menu Access

Main Menu >>Purchase Transactions >> Goods ReceiMeade.
34.2.4. Dependency

Gate Pass.

Goods Received Note

Gate Pass Details

® hlandatony

From Date  : [0s March *||zopg  [OOMEMRATEEOT To Date ¢ |05 March ~||2009  |tEMeREATEAGE
genera!e EE res
T B e e
0&8-Mar-2009 14:46 GPIMar08-0/00008  Gemini Communication Lid | PLR/CctO7-08/00001
05-Mar-2009 145:17 GPRiMar8-09/00009  Gemini Communication Lid , PLIR/Cct07-08/00001
05-Mar-2009 145:18 FPIMari08-09/00010  Gemini Communication Lid | PLR/Cct07-08/00001
0A-har-2009 15:53 FPIMan08-08/00011  Arunaair Systerms Last name PLURManOB-09900166 1865
Figure 34.2.1

34.2.7. To select gate pass follow these steps,
Stepl:enter from date and to date in which gate passgeserated
Step2:cclick “Generate” button to view gate pass listliag in the selected criteria.
Step3:select gate pass from list.

Step4: It would display page as shown in Figur@.34

34.2.8. To make entry of goods received follow ¢heteps,
Stepl: Enter invoice number, invoice date and dejiwrder number of goods
received.

Step2: Select receiving division from the list.
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Step3: Select the products received and user hati@ndo change receiving quantity,
price as received in bill and discount %.
Step4: enter the warranty in months.

Stepb: click “save” button to complete the goods receiypedcess.

35.GRN Attachment

35.1. Intended Audience
Purchase Department.
35.2. Usage
This interface is used to attach the scanned cagy the supplier invoice and other
documents.
35.3. Menu Access
Main Menu >>Purchase Transactions >>GRN Attachment.
35.4. Dependency

Goods Received Note.

GRN Details

From Dats™ [11-04-2013 [=] To Date” [11-04-2013 E

Generate Refresh

m GRH Date PO Ref Ho GRH Ref Ho Supplier Hame Files Attached Attach Hew File

1 11-Apr-2013 LOy-PLIRMApr 3-14¢00002 LOY-GRMA A 3-14/00001 is Alagappa Tea Stall 0
Attachment: | " Browse.. ] [ Close ]
Figure 35.1

35.5. To attach a file follow these steps,
Stepl:Select the date range
Step2:Click on the button “Generate” to generate the catain received details from the
selected date range.
Step3:Click on the icon, to attach file for the selectpabtation. And click on the button
“Browse” to browse the file. If need to add more$i repeat this step.
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36.Stock Conversion

36.1. Intended Audience

Purchase Department.
36.2. Usage

This interface is used to convert the stock inseparate stock.
36.3. Menu Access

Main Menu >>Purchase Transactions >>Stock Convensio
36.4. Dependency

Goods Received Note.

Stock Conversion

Conversion Date* |‘I‘I—EI1—2EI13 I@I

Product Mame*

Ad
+]

Product Batch*

Cluantity to be Convert®

Quantity Received*

Cost Price / Unit*

Selling Price / Unit*

|
|
|
Convert Product* | [+]
|
|
|
|

Tax Percentage / Lnit*

Figure 36.1
36.5. To convert the stock follows these steps,

Stepl:Select the conversion date

Step2:Select the product from the drop-down list.
Step3:Select the stock from the drop-down list.
Step4:Enter the quantity to be converted.

Step5:Select the product converted to from the drop-disin
Step6:Enter the cost price per unit.

Step7:Enter the selling price per unit.

Step8:Enter the tax percentage per unit.

Step9: Click on the “Save” button to save thelstoc
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37.Goods Issue

37.1. Intended Audience

Purchase Department
37.2. Usage

This interface is used to issue the goods intoestpd division.
37.3. Menu Access

Main Menu >>Purchase Transactions >> Goods Issue.
37.4. Dependency

Goods Receipt Note.

Goods lssue RefNo | |

Goods ssue Date™ |15-04-2013 =]

Requesting Office” |cOLLEGE auToNOMOUS) ]
Requesting Division |ENGL|BH IE‘
Remarks

- Product Hame Total Oty Available “ Total Oty to lssue

[w] CHALK BOX WHITE 10,0000 Mos
o Reguired Cuantity .
Reguisition Code Guantity lssuad cluantity to lssue
LOv-PRIMan012-13101317 10.00 1] 10.0

Figure 38.1
38.5. To make mew entry follow these steps,

StepXnter goods issue date.
Step2:select requesting office
Step3:select requesting division, product list would agpe

Step4: if any, enter remarks.
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Step4:select product
Step5: User can enter numbemahgty to issue. Quantity should not be less thand
quantity cannot be greater trequired quantity

Step6:click “save” button to complete the goods issueqess.

39.Posting to Accounts

39.1. Intended Audience
Accounts Officer.
39.2. Usage
This interface enables users to post Purchase Qidernal for the amount entered to
the accounts module.
39.3. Menu Access
Main Menu >>Purchase Transactions >> Posting tocAunts
39.4. Dependency

Goods Received Note.

Purchase Journal Posting

Supplier Kame |Alagappa Tea Stall |E|

Stationary Purchase

Marration

GRN Details

11-Apr-2013 12321 1000.00 12321 11-Apr-2013 LOY-GRMADKT 3-1400001

Calculate TDS il

Refresh

Figure 39.1.

39.5. To Post the Purchased amount to accdotitsy these steps,

Stepl:Select supplier name, it lists goods received notes
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Step2:enter narration.

Step3select goods received note.

Stepéclick on link to view the Goods Received Note tetai
Step7.click “ok” button, it loads the page as shown irgFB9.2.

PURCHASE JOURNAL VOUCHER
Date: (ODMs
Particulars Debit (in Rupees) Credit (in Rupees)

Alanappa Tea Stall 1000.00

Stationaries 1000.00

Total: 1000.00

Stationary Purchase

MHarration:

Figure 39.2
Step8. Clicksave’ button, to complete the journal postingailet

Step9click ‘Back’ button, initial page would load are®hn in figure 39.1.

40.Consumable Spent

40.1. Intended Audience
Purchase department, department coordinators.
40.2. Usage
This interface enables users to enter the conswradolducts in quantity. After
completed this entry, and then automatically redusteck for entered products of the selected
division.
40.3. Menu Access
Main Menu >>Purchase Transactions >> Consumabler@pe
40.4. Dependency

Goods Issue.
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Consumable Spent

Office Marne® |[cOLLEGE (aUTONOMOUS) |
Divigion Name* |ENGLISH [+]
Spent Date® [17-03-2013 =

Remarks

Current

Add To List

“
103 TOMER REFILL Mios

m Refresh
Figure 40.1
40.5. To make consumables spent entry follows thtees,

SteplSelect division name

Step2Select the spent date.

Step3Enter the remarks.

Step4Select the product from the drop-down list.

Step5Enter the quantity.

Step6Click on the button “Add To List” to add the seledtproduct into the list. If add more than
one products, repeat the steps 4 to 6.

Step7Click on the button “Save” to save the product armable details.

41.Stock Transfer Request

41.1. Intended Audience
Purchase department, department coordinators.
41.2. Usage
This interface enables users to make stock trametgrest for their department to the

other departments.
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41.3. Menu Access
Main Menu >>Purchase Transactions >> Stock TrandRaquest
41.4. Dependency

Goods Issue.

Stock Transfer Request

Reguesting Office ‘ |

Reguesting Division ‘ |

Transfer Request Ref ko ‘ ‘

Transfer Regquest Date ,

Feqguest Receive Office ‘COLLEGE (ALITONOMOLIZ) E
Feguest Receive Division ‘ENGLISH E
Remarks

Forwarding Emplu:njreex ‘Administramr[System Adrmin] E‘

COLLEGE [(AUTONOMOUS) Office - Stock List
) S S ) T
103 TONER REFILL 1.0000

y Boak Self- Steel Nos £.0000
3 Bubhle Top Nos 1.0000

Refresh

Figure 41.1
41.5. To make stock transfer request follows tistsps,
Stepl:Select the transfer request date.
Step2:Select the requested office from the drop-down list
Step3:Select the requested division from the drop-dosin li
Step4:Enter the remarks.
Step5:Select forwarding employee.
Step6:Enter the quantity to be transferred in correspogdproducts.

Step7:Click on the button “Save” to save the stock transequest.
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42.Stock Transfer Request Approval

42.1. Intended Audience
Department coordinators.
42.2. Usage
This interface enables users to approve the staaister request by received department.
42.3. Menu Access
Main Menu >>Purchase Transactions >> Stock TrandRaquest Approval
42.4. Dependency
Stock Transfer Request.
42.5. To make stock transfer request approvalvidlthese steps,
Stepl: List of transfer requests waiting for approval vibk listed (as shown in Figure 42.1)
Step2:Click on the button “View” to view the transfer negest details for the selected stock
transfer request (as shown in figure 42.2).
Step3:Click on the button “Approve” to approve the stdcknsfer request.
Step4:Click on the button “Reject” to reject the stoclamsfer request.

Transfer Request Approval

Tranzsfer Requisition List

Transfer Req. Code Request Date Requesting Division Requested User Forwarded to m—

LOY-STRfAp 3-14/00001 16-04-2013 ERF Admin EMGLISH Administrator Administrator - Approve| Reject

Figure 42.1

Transfer Request Details
T = R

103 TOMER REFILL

2 Book Self- Steel 200 MNos

3 Bubhle Top 1.00 Mos

4 Computer Table 1.00 Mos
Figure 42.2
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43.Stock Transfer

43.1. Intended Audience
Department coordinators.
43.2. Usage
This interface enables users to transfer the stodke requested department.
43.3. Menu Access
Main Menu >>Purchase Transactions >> Stock Transfer
43.4. Dependency
Stock Transfer Request Approval.
43.5. To make stock transfer follows these steps,
Stepl: List of transfer requests waiting for approval vibk listed (as shown in Figure 43.1)
Step2:Selected stock transfer request (as shown in figGr2).
Step3:Select the transfer date.
Step4:Enter the remarks.
Step5:Select the transferred products from the list.

Step6:Click on the button “Save” to transfer the stock.

Stock Transfer

Transfer Requisition Approval List

Transfer Req. Code Request Date Requesting Division Requested User Approved By m

LOW-STRMADN 3-1400001 16-04-2013 ERP Admin EMGLISH Administrator Administrator

Figure 43.1

Firstline Infotech Pvt. Ltd., (Confidential) Pa§eé of 99



Purchase Module — User Manual

Stock Transfer

Transterring Office ‘ ‘

Transferting Division | |

Transfer Ref Mo ‘ |

Transfer Date iz |

Transfer To Office | |

Transfer To Division | |

Remarks ‘ ‘

Transfer Regquest Details

m Product Hame Requested Guantity m Available Guantity -

103 TOMER REFILL 1.00 Mos 1.0000  [#]
2 Book Self - Steel 200 Mos 6.0000
3 Bubhble Tap 1.00 Mos 1.0000
4 Computer Tahle 1.00 Mos 2.0000

Figure 43.2

44. Stock Transfer Acknowledge

44.1. Intended Audience
Department coordinators.
44.2. Usage
This interface enables users to acknowledge thek dtansfer by the requested department.
44.3. Menu Access
Main Menu >>Purchase Transactions >> Stock Transé&knowledge
44.4. Dependency
Stock Transfer.

44.5. To acknowledge the stock transfer followséhsteps,
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Stepl: List of transfer requests waiting for approval vibk listed (as shown in Figure 44.1)
Step2:Click on the button “View” to view the transfer dés of the selected transfer request.
(as shown in figure 44.2).

Step3:Click on the button “Approve” to approve that stacénsfer.

Step4:Click on the button “Reject” to reject the stockisfer request.

Stock Transfer Acknowledge

Transfer List

Transfer Ref. Ho Transfer Date m Transfer Req. Ref. Code Request Approved By _

LO%-STiApr13-14/00002  17-04-2013 EMNGLISH ERF Admin LOY-STRfApK1 3-1400001  Administrator Approve | Reject|view

Figure 44.1

Transfer Details

103 TOMER REFILL 1.00 Mos 787.5000 T87.50
2 Caomputer Tahle 1.00 Mos 1889.2500 1889.25
3 Book Self- Steel 2.00 Mos G930.0000 13860.00
4 Bubhble Top 1.00 Mos 231.0000 231.00
Total (Rs.) 5.0 16767.75

Figure 44.2

45. Purchase Return

45.1. Intended Audience
Purchase Department.
45.2. Usage
This interface is used to return the goods to tiypser.
45.3. Menu Access
Main Menu >>Purchase Transactions >>Purchase Return
45.4. Dependency
Goods Issue.
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FPurchase Return

Furchase Return Refernce Mo ; |5RMEC-F‘URTIFEhIDT-DBIEIDDm |
Furchase Return Date e February ] 2008 (DDA anth AT

Purchase Return Remarks

Supplier Mame : Pl.arthﬁ,r Book House IE'

W aluminium ROD  GRMJani07-08/00012 30-01-2008 | 40.0 | oq | 0g | 30

| SaEve || Refresh |

Figure 45.1.

45.5. To make aew entry follow these steps,
Steplif any, enter purchase return remarks
Step2:select supplier name
Step3:select product, enter quantity to be returned
Step4click “save” button to save the purchase returnrgnt

46.Purchase Return Approval

46.1. Intended Audience

Purchase Department.
46.2. Usage

This interface is used to approve the purchasermento e-Varsity.
46.3. Menu Access

Main Menu >>Purchase Transactions >>Purchase RetApproval.
46.4. Dependency

Purchase Return.
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Purchase Return Approval

Purchase Return List

Purchase Return Ref Ho Return Date | Return Remarks _

SRMEC-PURT/Feh/07-08/00001  13-02-2008 |approve || Reject || view |

Figure 46.1
46.5. To Approve the Purchase Return follove¢hsteps,

Steplcclick “approve” button to approve the purchase netu
Step2:click “reject” button to reject purchase return

Step3:click “view” button to view the purchase return dés refer figure 46.2

Purchase Return Details

Furchase Return Ref ko : |5HMEC-F'URTIFEbIDT-EIEIEIEIEIEH |
Product Hame Returned Quantity
Aluminium ROD 30,00
Figure 46.2
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47.Purchase Request Cancellation

47.1. Intended Audience
Purchase Officer.

47.2. Usage
This interface has the provision to cancel the gateel purchase request.

47.3. Menu Access
Main Menu >>Purchase Transactions >> CancellationPurchase Request
Cancellation.

47.4. Dependency
Purchase Request.

Manual Close of Approved Purchase Reguisition

01-04-2013 To Date® [17-04-2013

From Date®

Generate Refresh

Request Purchase Requisition Code Request Division

Manual Close

04-Apr-2013  LOY-PRAP 3-14/00012 Yice Principal Shiftl

Wiranaly entered|

03-Apr-2013  LOY-PRAP 3-14/00009 LISSTAR Manual Close

Entered 15 of 1000 characters.

Figure 47.1
47.5 To cancel the purchase requisition, followséhsteps,

Stepl Enter From date and To date, default currentedat
Step2: Click ‘Generate” button, it would list purchase nggition generated for the specified

period.
Step3:optional filters, select purchase request code.
Step4:Click on purchase requisition to view purchase tisijion product details are shown

in figure 47.2.
Step5: if any, enter reason for close.
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Step6:Click ‘Manual Close’ button, to cancel the purchasquisition.

Purchase Requisition

Purchase Requisition Code : |LOY—PRIAprI1 3-14/00009 |
Furchase Requisition Date oo |03-Apr-2013
Requesting Division - |ussTar |

Purchase Requisition Details

Product / Service Lead Time in Days | Expected Receiving Date Specification

To fix Socket with
wire to connect
Computer and
Herox Machine.

1 16A Multi Pin Socket 1.00 MNos 1.00 1 04-Apr-2013

LISSTAR

Delivery Address

Remarks . ‘ ‘

Other Details

Furchase Requested By Mdaria Jaseph Mahalingam 24

Purchase Request Appraved By Albert William S.J

Figure 47.2

48. Quotation Cancellation

48.1. Intended Audience
Purchase Officer.
48.2. Usage
This interface has the provision to cancel the @tiohs.
48.3. Menu Access
Main Menu >>Purchase Transactions >> Quotationr€allation.
48.4. Dependency
Quotation Initiation/Quotation Received/Quotatiom&lization /Quotation Approval.
48.5. To cancel the quotation, follow these steps,
Stepl Enter From date and To date, default currentedat
Step2: Click ‘Generate” button, it would list quotationggerated for the specified period.

Step3:optional filters, select quotation reference numlaerthority.
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Step4:Click on quotation to view quotation details aregim in figure: 48.2.
Stepb5: if any, enter reason.
Step6:Click ‘Manual Close’ button, to cancel the quotatio

Manual Close of Quotation

From Date® |01-04-2013 To Date* [17-04-2013

Generate Refresh

Quotation Quotation Reference Ho Authority

wwrongly generated

17-4pr3013  LOV-TRAPM 31400001 Adrninistrator ﬁﬁf;ﬁgﬁ” Manual Clase
Entered 17 of 1000 characters.
Figure 48.1
Quotation Details
Quaotation Ref Ho LOY-TRIAR 3-14/00001 Quotation Opening Date and Time 17-Apr-2013 1 01:14 P
Quaotation Date 17-Apr-2013 Quotation Closing Date and Time 17-Apr-2013 1 01:14 P
Opening Authority Administrator Quotation Yenue
Quotation Status Quotation Initiation Quotation Remarks Multiple Requests
Quotation Details
51 No Product Hame Quantity Unit
1 Ad JK COPIER PAPER 400 Mos
2 BCX FILE STEEL CLIP 12.00 Mos
3 CAT-5 NETWORKING CABLE BOX 1.00 Mos
4 SIGMATURE PEM ALL COLOUR 8.00 Mos
5] VOUCHER BOX FILE 2400 Mos
Figure 48.2

49. Purchase Order Cancellation

49.1. Intended Audience

Purchase Officer.
49.2. Usage

This interface has the provision to cancel the gateel purchase order.
49.3. Menu Access

Main Menu >>Purchase Transactions >> Purchase é&r€ancellation.
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49.4. Dependency
Purchase Order.

Purchase Order Cancellation

Purchase Order Purchase Order : . . Purchase Payment Purchase
fete PR e Hode

LOY-PLUIRMar Direct
17-Mar-2012 J011-12/00072 Mz INIYA ENTERPRISES COMPUTER SCIENCE MOM TEACHING Purchase
LOY-PURMUN Mis ELECRTICALS M Direct
=201 2 101 2-1 300023 ELECTRICALS EIEBEERy Ofin5e Furchase
LOY-PURJUnN ' Direct
25-Jun-2012 J012-13/00038 hifs B.GANDHI Interior Work Server Room EEhaee
LO-FURIUN Mis MEW BURMA PAPER AND Direct
20 2 1012-13/00040 STATIOMERY STORES ERIEILIE Purchase
LOW-PURMUIDT 2-13 : Direct
03-Juk-2012 e Mis SETHIA INFOTECH English e
Figure 49.1
Purchase Order Cancellation
Purchase Order Ref. Mo, LOY-PLURSMar011-12/00072
Purchase arder Date 17-Mar-2012
Supplier Mame mis [MIYA EMNTERFPRISES
Delivery Address COMPUTER SCIEMCE MOM TEACHIMNG
Payment Terms

Putchase Terms
Purchase Order Mote

Copy To

Product Hame Ordered Received Already Canceled Cancel Tax
Quantity Quantity Quantity Quantity (Yopnit

Lah Specimen -

Cockroaches ‘ COURRR L
[J Lab Specimen- Frogs 1.00 0 i 1.00 10000 0 0.00
= e 1.00 0 0 .00 100.00 0 0.00

Shark I

Cancel Purchase QOrder

Figure 49.2
49.5. To cancel the generated purchase orderwdhese steps,

Stepl Purchase order generated for the quotationsleted as shown in figure 49.1.

Step2: Click ‘View’ button to view the product detailstbe selected purchase order. The
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purchase order product details are shown in fig: 24
Step3: Select the products to be canceled.
Step4Click ‘Cancel Purchase Order’ button, to cancel fheachase order selected.

50. GRN Cancellation

50.1. Intended Audience

Purchase Officer.
50.2. Usage

This interface has the provision to cancel the goeteived note.
50.3. Menu Access

Main Menu >>Purchase Transactions >> GRN Cancelbati
50.4. Dependency

Goods Receipt Note.

Goods Receipt Note (GRN) Cancellation
Frorm Date™ (01-04-2013 To Date” |1?-04-2013
Generate
GRH Code Supplier
SR v v
11-Apr-2013 LY GRMIAD 3-1 4000001 Mrs Alagappa Tea Stall Data Entry Zancel
Wis Anya Ornitalk Radio ——
18-Apr-2013 LOY-GRMA@D 3-14500002 Trunking Services Pyt Lid, Data Entry Cancel

Figure 50.1
50.2. To cancel the GRN, follow these steps,

Stepl Enter From date and To date, default currentedat

Step2: Click ‘Generate” button, it would list goods receipotes generated for the specified
period.

Step3:optional filters, select GRN code, suppliers, statu

Step4:Click on GRN to view GRN details are shown in fggs0.2

Step5:Click ‘Cancel’ button, to cancel the GRN.

Firstline Infotech Pvt. Ltd., (Confidential) Pageé of 99



Purchase Module — User Manual

Goods Receipt Note {GRN) Details
GRN Code LOY-GRMADE 3-14/00001 Imvoice No 12321
GRN Date 11-Apr-2013 Invoice Date 11-Apr-2013
Supplier Hame M= Alagappa Tea Stall Purchase Order Code LOY-PURARN 3-14/00002
GRH Status Data Entry Purchase Order Date 11-Apr-2013
GRN Remarks = Gate Pass Ref 14312

Goods Receipt Hote (GRH) - Product List

Deduction Addition

| Product Quantity Discount Discount Gross Tax Tax Extra Total Oty
Ho Hame Received Doty e tlni palue {("opUnit  Amount Glo=s hl:g::e h?;';re Taxable (“)Unit Amount Charges Amount Issued
HF 124
1 TOMER 1.00 Mos  1,000.00 1,000.00 0.00 0.00 1,000.00 0.00 0.00 1,000.00 1} 0.00 0.00 1,000.00 i)
CARTRIDGES
Total 1,000.00 0.00 1,000.00 0.00 0.00 1,000.00 0.00 0.00 1,000.00
Grand Total 1,000.00
Figure 50.2

51. Goods Issue Cancellation

51.1. Intended Audience
Purchase Officer.
51.2. Usage
This interface has the provision to cancel the goisdue.
51.3. Menu Access
Main Menu >>Purchase Transactions >> Stock IssuenGallation.

51.4. Dependency

Goods Issue.
Goods Issue Cancellation
From Date® To Date®

Generate | Refresh

From Divisions To Divisions
Goods Issue Code

28-Dec-2012 Dec/012-13/00099 STORES COMPUTER SCIENCE (UG & PG)

Figure 51.1
51.5. To cancel the Goods Issue, follow these steps

Stepl Enter From date and To date, default currentedat

Step2: Click ‘Generate” button, it would list goods issugsnerated for the specified period.

Firstline Infotech Pvt. Ltd., (Confidential) Pageé of 99



Purchase Module — User Manual

Step3:optional filters, select from divisions, to divis®
StepAClick on one row to view goods issue details a@shin figure: 51.2.

Step5:Click ‘Cancel’ button, to cancel the goods issue.

Goods Issue Details View E

Goods Issue Code I/Dec/012-13/00099 Goods Issue Date 28-Dec-2012

lesuing Division STORES Receiing Division E{CB}::U'IF'UTER SCIENCE (UG &
Remarks
SL. No Product Name Quantity Issued Unit Het Amount

1 CD RW (MOSER BEAR) 3.00 MNos 14550
2 Card Reader { Multi Pin ) 2.00 MNos 174.60
3 HF Laserjet 1022 - 124 Black - Refill 1.00 MNos 540499
Grand total: 870.09

GRHN Code RM/Mow012-13/00048 RMMow012-13/00064

Figure 51.2

52.Consumable Spent Cancellation

52.1. Intended Audience
Purchase Officer.
52.2. Usage
This interface has the provision to cancel the gosdue.
52.3. Menu Access
Main Menu >>Purchase Transactions >>Consumable Sesncellation.
52.4. Dependency
Consumable Spent.
52.5. To cancel the Consumable Spent, follow tiséses,
Stepl Enter From date and To date, default currentedat
Step2: Click ‘Generate” button, it would list consumablpent details generated for the
specified period.
Step3:Click on the button “View” to view the consumabpeest details.

Step4:Click on the button ‘Cancel’ button, to cancel temsumable spent.
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Consumable Spent Cancellation

From Date* 01012013 El To Date* 110012013 E

Generate

T T T N
1 03-Jan-2013 ADMIMISTRATION m

. o Total

Cotton Roll 20.00 20.00 400.00

Cotton Roll 10.00 20.00 600.00

Figure 52.1
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IV. Purchase Reports

53. Purchase Requisition Report

53.1. Intended Audience
All Users
53.2. Usage
This interface is used to list purchase requisitishand purchase requisition details
for a specified period for login user.
53.3. Menu Access
Main Menu >>Purchase Reports >>Purchase RequisitiReport.
53.4. Dependency
Purchase Requisition.

Purchase Request Report

02-04-2013 |@| To Date* [02-04-2013 |@|

From Date™

Generate

Request Date Purchase Requisition Code Request Division Product Type “

02-Apr-2013  LOY-PRIARA 3-14/00001 LISSTAR STATIOMERY Final Approval

02-Apr-2013  LOY-PRMApr 3-14/00001 LISSTAR Service - Venue Final Approval

02-Apr-2013  LOY-PRIARAT 3-14500001 LISETAR REFAIRS Final Approval

02-Apr-2013  LOY-PRIARA 3-14500001 LISSTAR PRIMTIMG Final Approval
Figure 53.1

53.5. To view the Purchase Requisitions follow ¢heteps,
Stepl: Enter “From Date” and “To Date”, by defautrent date.
Step2: Click “Generate” button, this would lisk@lirchase requisitions generated in the
period.
Step3: To view further details of purchase reduisias shown in figure 53.2 click on row

Respective to purchase requisition code and reiqgeditvision etc.
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[ Purchase Request ]

Purchase Requisition Code FR/Fekh/07-08/00125
Purchase Requisition Date 12-Feb-2008
Requested Division IT

Quantity  Leading  _ .

S8.No. Product/ Servi
© rocue ervice Requested Days

Specification

1 CELLO TAPE 3.00 Mos 5 12-Feb-2008
2 Record Sheets &0000.00 Nos 5 12-Feb-2008
3 CHALK PIECE 10.00 Box 5 12-Feb-2008

Delivery Address IT
VEC

Remarks

Requested By

Final Approval

Figure 53.2
54.Purchase Request Report All

54.1. Intended Audience

All Users
54.2. Usage

This interface is used to list purchase requisitishand purchase requisition details for a

specified period for all users.
54.3. Menu Access

Main Menu >>Purchase Reports >>Phase Requisition Report — Over All.
54.4. Dependency
Purchase Requisition.

54.5. To view the Purchase Requisitions follow ¢hseteps,

Stepl: Enter “From Date” and “To Date”, by defautrent date.
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Step2: Click “Generate” button, this would lisk@lirchase requisitions generated in the
period.
Step3: To view further details of purchase reguisias shown in figure 54.2 click on row

Respective to purchase requisition code and reiqgeditvision etc.

Purchase Request Report

02-04-2013 |§| To Date® [02-04-2013 |§|

From Date™

Request Date Purchase Requisition Code Request Division Product Type

0Z2-Apr-2013  LOY-PRAPH 3-14/00001 LISSTAR STATIOMERY Final Approval
02-Apr-2013  LOY-PRMApe 3-1400001 LISSTAR Sernice - Venue Final Approwal
0Z2-Apr-2013  LOY-PRMARr 3-14/00001 LISSTAR REPAIRS Final Approval
0Z2-Apr-2013  LOY-PRMApr 3-14/00001 LISSTAR PRIMTIMG Final Approval
Figure 54.1

Purchase Requisition Code |LOY—PRIAprI1 3-14100001 |

Purchase Requisition Date

Criginating User |ru1r. Wictor Ashak Kumar, G |

Requesting Division LssTeR |

Purchase Requisition Details

- Expected
Product Hame/ Service - Receiving Specification
Date

1 E%E.erENORKlNG 1.00 1.00 MNos 1.00 0 000 1 03-Apr-2013

|LISSTAR |
Delivery Address

Remarks ‘ ‘

Other Details

T e S

02-Apr-2013 Research To fix 15 Amps Switch for our new Xerox

hdr. Victar Ashok Kumar, G LISSTAR Data entry

058:52 Assistant machine. {Urgent)
g;?gr—?m 3 Rev. Fr. AlhertWilliam 5.J Agst Profassor SOCIOLOGY  Final Appraval  Approved
Quaotation Reference Mo LOY-TRAAR 3-14500001

Figure 54.2
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55. Purchase Request Consolidation Report

55.1. Intended Audience
All Users
55.2. Usage

This interface is used to consolidate purchase estgiin product wise and optionally division

wise .
55.3. Menu Access
Main Menu >>Purchase Reports >>Phase Request Consolidation Report.
55.4. Dependency
Purchase Requisition.
55.5. To view the Purchase Requisitions follow ¢heteps,

Stepl: Select the approval employee, if requicedigplay division wise request quantity,

check “Display Division wise Request Quantity”. Atieen display the purchase requests to be

approved by the selected employee.
Step2: Select the purchase requests to be coataid

Step3: Click on the button “Consolidate Print'view the consolidate details for the selected

purchase requests as in the figure 55.2.

Purchase Request Consolidate Report

[ Display Division wise Request Quantity

Purchase Requisition List

. S ““m S M

[ General Purchase 2011-12  LOY-PR/Mar/011-12/00034 30-03-2012  COLLEGE (AUTOMNOMOLUIS) ERP Admin  Administrator

General Purchase 2011-12  LOY-PR/Mar/011-12/00035 30-03-2012  COLLEGE (AUTOMNOMOLUS) ERP Admin  Administrator

Consolidated Print

Select Appraval Employee |Administramr [+] Refresh

Figure 55.1
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COLLEGE (AUTONOMOUS)

Purchase Requisition Consolidated Report
Code : for the Month of : May 2013
S.No. Product Hame Stock in Hand Quantity Unit
STATIONERY
1 A4 BZH COPIER PAFER il 15.00 Mos
2 Ad Jk COPIER PAPER il 22.00 Mos
Figure 55.2

56. Quotation Report

56.1. Intended Audience
All Users
56.2. Usage
This interface is used to view Quotation list anbtgtion details report.
56.3. Menu Access
Main Menu >>Purchase Reports >>Quotation Report.
56.4. Dependency
Quotation Received Details.

Quotation Report

From Date® |17-04-2013 |@| To Date” |1?-04-2D13 |@|
Generate Refresh
17-Apr-2013  LOY-TRIApK 3-14/00001 Administrator Quatation Initiation

Figure 56.1
56.5. To view Quotation Report follow theseoste
Steplenter quotation from date and to date, by defaulttent date.
Stepzlick on “Generate” button, it would lists quotatie generated in the specified period.

Step3optional filters, select quotation reference numlaerthority, status.
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Step4click on quotation to view quotation details. Itwid display as shown in figure 56.2

=

Guotation Details ol

Quotation Ref No LOY-TRiApH 3-14/00001 Quotation Opening Date and Time 17-Apr-2013 1 01:14 PM
Quotation Date 17-Apr-2013 Quotation Closing Date and Time 17-Apr-2013 1 01:14 PM
Opening Authority Administrator Quotation Yenue
Quotation Status Quatation Initiation Quotation Remarks Multiple Requests
SLHo Product Hame Quantity Unit

1 Ad JK COPIER PAPER 4.00 Mos

2 BOX FILE STEEL CLIP 12.00 Mos

3 CAT-5 NETWORKING CABLE BOX 1.00 MNos

4 SIGNATURE PEN ALL COLOUR B.00 Mos

& YOUCHER BOX FILE 24.00 Mos

Figure 56.2

57.Comparative Statement

57.1. Intended Audience

All Users
57.2. Usage

This interface is used to generate comparativeegtant from quotations received.
57.3. Menu Access

Main Menu >>Purchase Reports >>Comparative Statetnen
57.4. Dependency

Quotation Received Details.

57.5. To view the Comparative Statement, followsthsteps,

Stepl: List of quotations received would be listisdshown in figure 57.1.

Step2: Comparative statement woulddied as shown in figure 57.2. On clicking a row

respective to quotation reference number and degattetc.
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Comparative Statement

Quotation List

Departiment Guotation Ref Mo Quotation Date Wanue Opening Authaority Remarks of Autharity
Administration | CEo TARH0S-03 30-Apr-2008 College wenkatararmana G =
fooooz
Administration | S TRAPRIE03 g a0 a008 Office Ramakrishna Raju
fonoog
Administration | S TRPERUT08 L e on0g Thiru. Ravi
foooo
Administration S UL IS 19-Mar-2008 QOFFICE Ramakrishna Raju

mooz4

Figure 57.1
Faculty of Engineering and Technology, Delhi

Department Of Administration

Comparative Statement

Quotation Eef o : EEC-TE/ Apn/08-09/00002

Detail
Sl Mo | Product Name Quantity‘ Unit | Supplier Name| Rate/Unit | Discount{%o)/Unit | Tax(%)/Unit | Extra Charges | Total Amount
1 i‘;:;”‘nts TEEEPE  5h 00| Mos | ABC Graphics 38,50 0.00 0 0 1825.00
Overall Summary
|Supp]ier Name |Des1:riptiun |Dvera]l Additional Amount |Rnu.nduff Amount |Amuunt Quoted
|ABC Graphics R | 0.0| 00| 1925 00

for Faculty of Engineering and Technology, Delhi

Authorised Signatory

Print | Back I

Figure 57.2

58. Purchase Order Report

58.1. Intended Audience
All Users
58.2. Usage
This interface is used to view purchase orderdied purchase order details.

58.3. Menu Access
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Main Menu >>Purchase ReportsPurchase Order Report.
58.4. Dependency
Purchase Order.

Purchase Order Report

From Date* [22-02-2012 To Date® [10-01-2013
-““E
Amount View
|AII Request E
02-Jan-2013 1012-13/00172 CP}EEEEASE M/5-Bharathi Mart Private Limited Issued 600.00 HTML PDF
Figure 58.1

58.5. To view purchase order report, followd steps
Steplenter from date and to date, by default currenedat
Step2click on “Generate” button, to list purchase ordegsnerated in the specified period.

Step3lick on one row to view purchase order details stnewn in figurés8.2
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Contact Name Ashok Kumar - Purchase Order Date  02-Jan-2013

Purchase Order Details

0.00 0

1 House KeepingAcid 02-Jan-2013 20.00 11.50

230.00
2 House Keeping:Ala Bleach 200ml 02-lan-2013 10.00 22.00 0.00 0 220.00
3 House Keeping:Camy Urinal Cubus 02-Jan-2013 20.00 5.00 0.00 0 100.00
4 House Keeping:Coconut Oil Pkt 02-Jan-2013 10.00 5.00 0.00 0 50.00

Gross Total 600.00
Grand Total 600.00

Purchase Terms
Payment Terms Immediate Payment after delivery
Delivery Address Pallavaram

Chennai

View History Close

Other Details

Purchase Order Generated By : Administrator

Purchase Requistion Code 12-12/00250 GRN Reference No

Quaotation Reference No : 112-13/00214 Goods Issue No

Purchase Order Reference No 1012-13/00172 Voucher No
Figure 58.2

59. Gate Pass Report

59.1. Intended Audience
All Users
59.2. Usage
This interface is used to view Gate Pass list aate@ass details list.
59.3. Menu Access
Main Menu >>Purchase Reports >>Gate Pass Report.
59.4. Dependency
Gate Pass Generation.
59.5. To view Gate Pass Note follows thespsst
Steplenter from date and to date, by default currenedat
Step2:click on “Generate” Button to list gate pass gent@in the specified period.

StepXlick on one row to view gate pass details are showfigure 59.2
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Gate Pass Report

F Mandatony

From Date : |05 March ~|[z00g  |[EEMERIATTEOT To Date (06 March v ||2009  |EEEMERIRAGAAGT

EEEHEI’EEEE EE res

Gate Pass Ref.Ho Supplier Hame Purchase Order Ref.Hao m

0a-Mar-2009 14:46 iPIMar08-09/00008  Gerini Cornmunication Ltd,  PURMc07-02/00001
0&-Mar-2009 1517 iPIMar/08-08/00009  Gemini Communication Ltd,  PURMCE07-08/00001
05-Mar-2008 15:18 3P/Mard8-09/00010  Gemini Communication Lid,  PUROet07-08/00001
0&-hlar-2009 15:43 3P/Mar08-09/00011  Arunagini Systerms Lastname  SREMEC{H-PURMan0S-0900166 1865
Figure 59.1
Faculty of Engineering and Technology, Delhi ( liversity)
GATE PASS
Ref.No : K)-GP/Mar/08-09/00011
In Date/Time - 06/03/2009 10.40 Out Date/Time :
Purchase Order No : (K)-PUR/Mar/08-09/00166
Supplier Name . Arunagin Systems Last name
Vehicle Number o 1865
Invoice Number o 1865
Received By o 1865
Remarks o 1865

Store In Charge / Supervisor Name & Sign

Figure 59.2

60.Goods Recevied Note (GRN) Report

Two Provisions to view GRN Report
60.1. Goods Received Note(GRN) Report
60.2 GRN — Product wise

60.1 Goods Received Note(GRN) Report
60.1.1. Intended Audience
All Users
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60.1.2. Usage

This interface is used to view Goods receivedlist goods received details list.
60.1.3. Menu Access

Main Menu >>Purchase Reports >>GRN Report.

60.1.4. Dependency
Goods Received Note.

Goods Receipt Note (GRN) Report

From Date* |08-02-2012 = ToDate® [10-01-2013 =

Generate | Refresh

I S I N
‘AII GRN E |AII Supplier E Al Status

06-Aug-2012 {/AUg/012-13/00001 M/ Globe Electricals Company 0 Data Entry
Figure 60.1.1

60.1.5. To view Goods Receipt Note, followsh steps
Steplenter from date and to date, by default currenedat
Step2:click on “Generate” Button to list goods receivedtes generated in the specified
period.
Step3:optional filters, select grn code, supplier, status
Step4click on one row to view goods received detailssdrewn in figures0.2.
60.2 GRN - Product Wise

60.2.1. Intended Audience

All Users
60.2.2. Usage

This interface is used to view goods received teliat.
60.2.3. Menu Access

Main Menu >>Purchase Reports >>GRN — Product wise.

60.2.4. Dependency
Goods Received Note.
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Goods Receipt Note (GRN) Details E
GRN Code JAUGID12-13/00001 Invoice No 706
GRN Date 0E-Aug-2012 Invoice Date 04-Aug-2012
Supplier Name MIS Globe Electricals Company Purchase Order Code UAug012-12/00009
GRN 5Status Data Entry Purchase Order Date 06-Aug-2012
GRN Remarks Gate Pass Ref oo
sl P  Quantity : I Discount Tax Extra Total Qty.
o Product Name Received UMt PricefUnit ol {%)unit  Charges  Amount lssued
;] E Type 25W Bulb - Whirlpool 200 Mos 2500 0.00 14 50 0 Sl o
Fridge Relay LMS - 043 230 V/50HZ
2 Whirlpoom 1.00 Mos 175.00 0.00 14.50 0 20038 o
3  PinType Bulb 25 Wats - Godrejf 200 MNos 25.00 000 14 50 0 I o
4 | DEEBEUS L < SNEHEE Do HEE= 100 MNos  225.00 0.00 14.50 0 257.63 0
Goodrej
Gross Total 572.51
Grand Total 572.51
Figure 60.1.2

60.2.5. Toview GRN — Product Wise details follow these steps

Steplenter from date and to date, by default currenedat
Step2: if required, select product name, suppkene.
Step3:click on “Generate” Button to list goods receivedtas generated in the specified
period for the selected product, supplier.
Step&click on one row to view goods received detailssirewn in figures0.1.2.

GRN Report - Product Wise

* Mandatory
From Date:[05  |[March ~|[200g  [EEMenthAtID To Date:[0s March ~|[200g  [EEMenthAnG®
pmdu.;tName-lPRlNTER-1 Og E Supplier Name-lAccess Computer Data Corp. ACDC E‘
enera =] B res

St Product Hame | Uantity Discount | Tax Extra | Total Amount
s Received (%)Unitt | (%punit | Charges {InR=.}

Access Computer Data

05-Mar-2009  PRINTER-10g 20.00 Mos 1000000 . 2,00,000.00 Corp, AGDE Crata Entry
m-----——
Figure 60.2.3
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61.Goods Issue Report

Two Provisions to view Goods Issue Report
61.1 Goods Issue Report

61.2. Goods Issue — Product wise

61.1. Goods Issue Report

61.1.1. Intended Audience
All Users.
61.1.2. Usage

This interface is used to view goods issue and gssiie details list.
61.1.3. Menu Access

Main Menu >>Purchase Reports >>Goods Issue Report.

61.1.4. Dependency

Goods Issue

Goods Issue Report

From Date* == To Date* ==
Report Type® [ Abstract [« Product Name _[4ll Products [+]
From Division ‘AIIDiuisions [+] To Division |A||Diuisions [+]

I B T T

ADMINISTRATION ADMINISTRATION 750.00 35.00
Figure 61.1.1

61.1.5. To view Goods Issue Details follow theteps
Stepl:enter from date and to date, by default currenedat
Step2:click on “Generate” button, it would list goods igss.
Step3: select from divisions and to divisions ttefigoods issues.

Step4:click on one row to view goods issue details, iild@ppear as shown in figure.
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Goods Issue Report

03-Jan-2012  Babdage Roll 08 150.00 ADMINISTRATION ADMINISTRATION
03-Jan-2013  Cotton Roll 3000 MNos 600.00 ADMINISTRATION ADMINISTRATION
I )
Figure 61.1.2

61.2. Goods Issue — Product wise

61.2.1. Intended Audience

All Users.
61.2.2. Usage

This interface is used to view goods issue deliatls
61.2.3. Menu Access

Main Menu >>Purchase Reports >>Goods Issue- Produige.

61.2.4. Dependency
Goods Issue

61.2.5. To view Goods Issue Details follow theteps
Stepl:enter from date and to date, by default currenedat
Step2: if required, select product name, from divisto division.

Step2:click on “Generate” button, it would list goods igs details.
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Goods Issue Report - Product Wise

* Wandatory

FromDate: (05 |[March  =|[z009  [EMenthirmnns ToDate:[05  |[March  =|[20pg  |tOEMenthiTR T

Product Mame : |[FRINTER-10g E Fram Division : |Cﬂmputer8cience E‘
Tao Division : |E|i0tech E‘

P
iGenerate: Print Re?resn

1 05-Mar2008  PRINTER-0g 11000 Mos  14,00,000.00 g;';”npcueter Biatech
I T T
Figure 61.2.1

62. Stock Report

62.1. Intended Audience

Stores In-charge, Purchase Officer and HeadeoDipartment.
62.2. Usage

This interface is used to view stock list and stiefails list.
62.3. Menu Access

Main Menu >>Purchase Reports >>Stock Report.

62.4. Dependency

Goods Received Note, Goods Issue

Stock Report

Frarn Date” 17-04-2013 =] To Date® [17-04-2013 =

Division Mame ‘AII Divisions |E|

Generate

Figure 62.1
62.5. To view stock details follow these steps,

Stepl:enter from date and to date, by default currenedat
Step2:click on“Generate” button to view stock detalils.
Step3: select division to filter division wise statetails, then would appear as in the figure

62.3. If select all divisions, then screen woul@ear as in the figure 62.2.
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Step4:click on one row, it would list product wise statekails.
Step5:We can able to view the stock in and stock deifask®ck in or stock out found

respectively as in the figure 62.4 and 62.5.

STOCK ABSTRACT - DIVISIONS

From 1?-ﬁpr-2013 To 17-Apr-2013

Available Oty
Opening Closi
m Stock OUt -

(SSCYMLT 2.0000 2.0000 1,985.00 0.00 0.00 1,985.00

Betrarm Hall 16.0000 1] 0 16.0000 3,080.05 0.00 0.00 3,080.05

BURSAR OFFICE 138.0000 i 0 138.0000 27.591.43 0.00 0.00 27.591.43

CHEMISTRY 246.0000 1] 0 246.0000 14,650.70 0.00 0.00 14,650.70
Figure 62.2

STOCK REGISTER
From 17-Apr-2013 To 17-Apr-2013
CHEMISTRY

Pruduct Hame Available Guantity

Opening Openlng Closing
_ S m CRSaes S Salance

COMPUTERS AND ACCESSORIES

DD 14.0000 0.o000 0.0000 15.0000 94,5000 0.o000 0.o0on 94.5000
Total 15.0000 0.0000 0.0000 15.0000 94.5000 0.0000 0.0000 94.5000
ELECTRICAL ITEMS

404V Tube 3.0000 0.0000 0.0000 3.0000 137.4000 0.o000 0.ooon 137.4000
GVOLT MIC BATTARY 14.0000 0.o0oo 0.0000 15.0000 300.3000 n.oooo n.oooa 3J00.3000
AIC METAL BiOX 1.0000 0.o0oo 0.0000 1.0000 T38.5300 n.oooo n.oooa ¥38.5300
j\l;SETION BORWITH & MTR 2.0000 0.oooo 0.0000 2.0000 1,345.3800 n.oooo n.oooo 1,345.3800
Total 21.0000 0.0000 0.0000 21.0000 2,521.6100 0.0000 0.0000 2,521.6100

FURNITURE ITEMS
Rolling Chair 1.0000 0.o0oo 0.0000 1.0000 3,664.0000 n.oooo n.oooa 3,664.0000

Figure 62.3

Stock Out Details

PRODUCT NAME : Book Self - Steel

17-Apr-2013 LCY-STrApK13-14/00002 Stock Transfer (ERP Admin ) = 6,930.0000 2.0000 13,860.00

2.0000 13,860.0000

Figure 62.4
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Stock In Details

PRODUCT NAME : Book Self - Steel

Transaction Date Transaction Ref. Ho. Tran=saction Type m m

DIVISION NAME: ERP Admin

1 17-Apr-2013 LO-STiAp1 3-14/00002 Stock Transfer ° 6,930.0000 2.0000 13,860.00

2.0000 13,860.0000

Figure 62.5

63. Stock Movement Report

63.1. Intended Audience
Stores In-charge, Purchase Officer and Head ob#partment.
63.2. Usage
This interface is used to view stock movementiddiaiween various departments.
63.3. Menu Access
Main Menu >>Purchase Reports >>Stock Movement Repor
63.4. Dependency
Stock Transfer Acknowledge

Stock Movement Report

From Date” |01-04-2013 ToDate™ [17-04-2013

From Division | E To Divigion | E

Generate Refresh

Stock Movement Report

1 EMGLISH ERF Admin 16,767.75

2 MAINTENANCE PRIMCIFAL OFFICE 693,00

Total 17.460.75

Figure 63.1
63.5. To View the stock movement report followssehsteps,

Stepl:Select the date range.

Step2:Select from division, if required to filter fromvesion wise.

Step3:Select to division, if required to filter to divisi wise.

Step4:Click on the button “Generate” to view the stockvement details between various

departments.
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64. Stock Transfer Report

64.1. Intended Audience

Stores In-charge, Purchase Officer and Head ob#partment.
64.2. Usage

This interface is used to view stock transfer detaeétween various departments.
64.3. Menu Access

Main Menu >>Purchase Reports >>Stock Transfer Repor

64.4. Dependency
Stock Transfer

Stock Transfer Report

Fram Date” 01-04-2013 ] To Date™ 18-04-2013 ]

Receiving Office |AII Office IEI Receiving Division |AII Divigion E

Generate Refresh

Stock Transfer
Total
Amount (Rs.} HEpoIt

LOY-STiApr13-14 COLLEGE PRIMCIPAL i
1 AT-Apr2013 oo (AUTONOMOUS) MAINTEMANCE " = BA3.00  InTransit Print
LOY-STiApr13-14 COLLEGE i )
2 ATApR2M3 oo (AUTONOMOUS) ENGLISH ERF Admin - 16767.75  Acknowledged SRS
Total Amount {(Rs.) | 17,460.7500 --
Figure 64.1

64.5. To view the stock transfer report followssheteps,
Stepl:Select the date range
Step2:Select the office name if required.
Step3:Select the receiving division if required.
Step4:Click on the button “Generate” to view the stoclrsfer details.
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65. Purchase Journal Report

65.1. Intended Audience

All Users
65.2. Usage

This interface is used to view purchase journdldisd purchase journal details list.
65.3. Menu Access

Main Menu >>Purchase Reports >>Purchase Journal.

65.4. Dependency

Purchase Journal.

Purchase Journal Report

From Date™ [01-04-2013 E To Date™ |16-04-2013 =]

Generate

Purchase Journal Datails

1 11-Apr-2013 Stationary Purchase 1,000.00
2 15-Apr2013 1 Stationary Purchase 195.00
Total Amount : 1,196.00
Figure 65.1

65.5. To view Goods Receipt Note, follow #eteps
Steplenter from date and to date, by default currenedat
Step2:click on “Generate” Button to list purchase journdétails generated in the specified
period.
Step3:click on one row to view voucher details as showiigure 65.2.

Step4click “view” button to view purchase journal detailre shown in figuré5.3.
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I:In the hook of: COLLEGE {(AUTONOMOUS)

Voucher Type: Purchase ‘oucher Mo. 1 =% Date: 11-04-2013 Thursday|
1 To Alagappa Tea Stall 1,000.00

Bill adjustment details
Mew Ref 12221/2012-04-11 1000'%?[

2 By Stationaries 1,000.00

Marration; Stationary Purchase

Transaction Id : 213789 Author : Administrator [ System Admin ] Modify Journal Print
Figure 65.2
Journal Detail View
Journal Posting Date o 11-Apr-2013
Supplier Name o Alagappa Tea Stall
Amount : 1,000.00
Narration o Stationary Purchase
GRN Details
GRN Code | GRN Date ‘ Invoice Mo ‘ Invoice Date ‘ Amount
LOY-GEMN/ Aprf13-14/00001 |11-Apr-2013 ‘12321 ‘ 11-Apr-2013 ‘ 1,000.00
Total Amount 1,000.00
Figure 65.3
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