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I. Introduction 

 

Preface 
 
 

The Purchase process across many organizations continues to be the traditional, paper based, labor 
intensive practice of procurement, invoice processing, routing and approvals making it a highly 
inefficient and cumbersome process. 
 

The lack of an automated solution results in inefficiencies and delays in purchase requisition, 
purchase order placement and delays in payment processing. Numerous hand offs and approval 
processes reduce productivity across the organization. A prolonged cycle time also implies higher 
associated risks and costs. Request for Quotation and bidding/negotiation process steps have not yet 
been automated in many companies. 
 

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

 

1. Unit Of Measurement (UOM) Class 

 
     1.1. Intended Audience 

System administrator. 

     1.2. Usage 

This centralized master interface records unit of measurement class common for all the 

institutions. 

     1.3. Menu Access  

Main Menu  >>Purchase Masters >> UOM Class. 

     1.4. Dependency 

none 
 

 
Figure 1.1 

 

     1.5. To make a new entry follow these steps, 

Step1: enter unit of measurement class required to create. 

Step2: click “save” button to complete unit of measurement class creation. 
 

     1.6. To view and modify existing UOM Class follow these steps 

Step1: Click “View” button, page would load with all unit of measurement class as  

shown in figure 1.2. 

Step2: Select the UOM class to be modified. We can able to modify only if it can able to  

edit. 

Step3: Modify the UOM class. 

Step4: Click on the button “Update” to save the modified UOM class name. 

 

Step 1 

Step 2 
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Figure 1.2 

 

2. Unit Of Measurement (UOM) 

 
     2.1. Intended Audience 

System administrator. 

     2.2. Usage 

This centralized master interface records unit of measurement common for all the 

institutions. 

     2.3. Menu Access  

Main Menu >>Purchase Masters  >> UOM. 

     2.4. Dependency 

UOM Class 
 

 
 

Figure 2.1 
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     2.5. To make a new entry follow these steps, 

Step1: select unit of measurement class. 

Step2: enter the unit of measurement name. 

Step3: enter conversion rate. 

Step4: click “save” button to complete unit of measurement entry. 
 

     2.6. To view existing unit of measurement these steps 

Step1: click “view” button, page would load with all unit of measurements. 

     as shown in figure 2.2. 

            Step2: click “Back” button, initial page would load are shown in figure 2.1. 
 

 
 

Figure 2.2 
 

     2.7. To modify existing unit of measurement follow these steps. 

Step1: click “view/Modify” button.  

Step2:  page would load with all unit of measurement available as shown in figure 2.2. 

Step3: click a unit of measurement in list to select it for modification. 

Step4: modify required fields to be modified. 

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

 
     3.1. Intended Audience 

System administrator. 

     3.2. Usage 

This centralized master interface records tax common for all the institutions. 

     3.3. Menu Access  

Main Menu  >>Purchase Masters >> Tax Master. 

     3.4. Dependency 

None 
 

 
 

Figure 3.1 
 

     3.5. To make a new entry follow these steps, 

Step1: 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. To view and modify the existing tax follow these steps 

Step1: click “view” button, page would load with all tax 

     as shown in figure 3.2. 

                  Step2:  Select the tax to be modified. 

       Step3: Modify the tax. 

       Step4: Click on the button “Update” to save the modified tax. 

  

Step 1 

Step 2 
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Figure 3.2 
 

4. Division Type Master 

                  
     4.1. Intended Audience 

System administrator. 

     4.2. Usage 

This centralized master interface records tax common for all the institutions. 

     4.3. Menu Access  

Main Menu  >>Purchase Masters >> Division Type Master. 

     4.4. Dependency 

None 

4.5. To make a new entry follow these steps, 

Step1: enter division type name required to create. 

Step2: click “save” button to complete division name. 

 

                                     Figure 4.1 
 
     4.6. To view/modify existing division types follow these steps 
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Step1: click “view” button, page would load with all division type name 

     as shown in figure 4.2. 

                  Step2:  Select the division type to be modified. 

       Step3: Modify the division type name. 

       Step4: Click on the button “Update” to save the modified division type name. 

 
 
 
 
 
 
 
 
 
 
 
 

           Figure 4.2 
 

5. Division Master 
 
     5.1. Intended Audience 

System administrator. 

     5.2. Usage 

This centralized master interface records tax common for all the institutions. 

     5.3. Menu Access  

Main Menu  >>Purchase Masters >> Division  Master. 

     5.4. Dependency 

None 

 
 
 
 
 
 

                            
 
 

Figure 5.1 
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5.5. To make a new entry follow these steps, 

Step1: select division type  

Step2: enter division name. 

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

5.6. To view/modify existing division follow these steps 

Step1: click “view” button, page would load with all division name 

     as shown in figure 5.2. 

                  Step2:  Select division name to be modified. 

       Step3: Modify the division name. 

       Step4: Click on the button “Update” to update the division name. 

 

             
Figure 5.2 

 

6. Product Type Master 

 
    6.1. Intended Audience 

System administrator. 

     6.2. Usage 

This centralized master interface records product type classification common for all the 

institutions. 

     6.3. Menu Access  

Main Menu  >>Purchase Masters >> Product Type Master. 

     6.4. Dependency 

None 
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     Figure 6.1. 
 

     6.5. To make a new entry follow these steps, 

Step1: enter product type name required to create. 

                  Step2: enter the product type code (if any) available. 

Step3: if required, select parent product type under which new product type is to be created. 

Step4: if required, select unit of measurement for the entered product type. 

Step5: select appropriate account head under which product type to be created. 

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

     6.6. To view existing product types follow these steps 

Step1: click “view” button, list would appear with all product type  

     as shown in figure 6.2. 

 
 

Figure 6.2 

Step 1 

Step 2 

Step 3 

Step 4 
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     6.7. To modify existing product type follow these steps. 

Step1: click “view” button.  

Step2: a list would appear will all product type available as shown in figure 6.2. 

Step3: click a product type in list to select it for modification. 

Step4: modify required fields to be modified. 

Step5: click “modify” button to complete product type modification. 

 

7. Product Master 
 
     7.1. Intended Audience 

Purchase Requestor and System Administrator. 

     7.2. Usage 

This interface enables users to create new product into e-Varsity. 

     7.3. Menu Access  

Main Menu >>Purchase Masters >> Product Master. 

     7.4. Dependency 

Product Type Master, Unit of Measurement 
 

 
 

Figure 7.1 
 
     7.5. To make a new entry follow these steps, 

Step1: select product type from the drop-down list. 

Step 1 

Step 2 
Step 3 

Step 4 
Step 5 

Step 6 
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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 master entry.      

7.6. To view existing products follow these steps 

Step1: select a product type from product type. 

Step2: click “view” button, list would appear with products available under selected  

product type as shown in figure 7.1. 

7.7. To modify existing product types follow these steps 

Step1: select a product type from product type list. 

Step2: click “view” button.  

Step3: a list would appear will all products available under selected product type as shown  

in figure 7.1. 

Step4: click a product in list to select it for modification. 

Step5: modify required fields to be modified. 

Step6: click “modify” button to complete product modification. 

7.8. To obsolete the selected product follow these steps, 

 Step1: Click on the button “Obsolete” to obsolete the selected product. After completed this  

entry, it will not be shown in the interface purchase request. 

8. Office-wise Products 
 
     8.1. Intended Audience 

Purchase Requestor and System Administrator. 

     8.2. Usage 

This interface enables users to create link between product and office and product and 

accounts  to user who access to respective offices. Only products linked with offices would be 

listed in all purchase flow i.e. purchase requisition, stock list etc.  

     8.3. Menu Access  

Main Menu  >>Purchase Masters>>Product Masters >> Office wise Products and 

Product Accounts Linkage 
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     8.4. Dependency 

Product Master, office wise account sub heads and asset prefix. 

 
 

Figure 8.1. 
     8.5. To make a new entry follow these steps,  

Step1: select product type in which products to be linked is available. 

Step2: select product(s) to be linked with office. 

Step3: click “save” button to complete link of product to office. 

     8.6. To view existing office wise products follow these steps 

Step1: click “view” button, list would appear with available products linked to the login  

office as shown in figure 8.2. 

 

 Figure 8.2. 
8.7. To link the products with accounts follow these steps 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 selects the asset prefix. 

Step5: Select the account head. 

Step6: Select the account sub head to be linked the selected products. 

Step 1 

Step 2 
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Step7: Click on the “Save” button save the details. 

 
Figure 8.3. 

8.8. To modify products Accounts Linkage follow these steps 

            Step1: Click on “view” button, list would appear with available products linked to the  

       login office as shown in figure 8.4. 

             Step2: click “Modify” button to edit product account linkage product details as in the  

        figure 8.5. 

             Step3: select appropriate product category for the product to be updated. 

             Step4: select appropriate account head for the product to be updated. 

             Step5: select appropriate account sub head the product to be updated. 

             Step6: select appropriate asset prefix name, if product category is asset. 

     Step7: click “save” button to complete office wise product modifications.  
 

 
 

Figure 8.4. 
 
 

Step 2 

Step 3 
Step 4 

Step 5 

Step 6 
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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 supplier and account sub head into e-

Varsity. 

     9.3. Menu Access  

Main Menu  >>Purchase Masters >> Supplier Master. 

     9.4. Dependency 

None. 

 
 

Figure 9.1 
 

     9.5. To make a new entry follow these steps, 

Step1: Select the salutation and enter the supplier first name. 

Step2: Enter the address of the supplier. 

Step 1 

Step 2 

Step 3 
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Step3: Enter pin code, contact number, fax number, email id, URL, TAN number, PAN  

number and TIN number. 

Step4: click “save” button to complete supplier master entry. 

9.6. To view/modify the existing suppliers follow these steps 

Step1: click “view/modify” button, new interface would appear as shown in figure 9.2. 

Step2: Select the supplier to modify the details as in the figure 9.3. And then follow the step  

9.5. Then click the button “Modify” to save the supplier details. 

Step3: click “Back” button, initial page would load are shown in figure 9.1. 

 
 Figure 9.2  

 

Figure 9.3 

 



Purchase Module – User Manual      

 
   Firstline Infotech Pvt. Ltd., (Confidential)  Page 19 of 99  

10. Office-wise Suppliers 
 
     10.1. Intended Audience 

Purchase Manager and System Administrator. 

     10.2. Usage 

This interface enables users to create link between supplier and office. Only suppliers 

linked with offices would be listed in all purchase flow i.e. quotation received, purchase order 

etc.  

     10.3. Menu Access  

Main Menu  >>Purchase Masters >> Office wise Suppliers.  

     10.4. Dependency 

Supplier Master and office wise account sub heads. 

 

 
 

Figure 10.1 
 

     10.5. To make a new entry follow these steps, 

Step1: select supplier(s) to be linked with login office.  

Step2: click “save” button to complete link of supplier to office.  

     10.6. To view existing office wise suppliers follow these steps 

Step1: click “view” button, list would appear with available suppliers linked to login office  

as shown in figure 10.2. 
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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 between supplier and sub heads. 

 Only suppliers linked with offices would be listed in all purchase flow i.e. quotation 

received, purchase order etc. 

  

     11.3 Menu Access 

Main Menu  >>Purchase Masters >>  Suppliers accounts linkage 

     11.4 Dependency 
Supplier Master and office wise account sub heads. 

     11.5. To configure the supplier with accounts follow these steps as in the figure 11.1. 

 Step 1: Select the suppliers to be linked with accounts. 

 Step 2: Select the account head 

 Step 3: Select the account sub head. 

 Step4: Click on the save button to save the supplier with account details. 
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Figure 11.1 
11.6. To view existing suppliers follow these steps. 

Step1: Click on the button “view” to view the supplier with account ledger details as in the  

figure 11.2.  

 

  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’s personal details.  

     12.3. Menu Access  

Main Menu >>Purchase Masters >>Supplier Contacts 

     12.4. Dependency 

None. 

 

Figure 12.1 

 
12.5. To Add the supplier contacts for the selected supplier follow these steps as in the figure 12.1. 

 Step1: Select the supplier. 

 Step2: Enter the contact person details for the selected supplier. 

 Step3: Click on the “Save” button save the contact details of the selected supplier. 

12.6. To modify existing client’s details follow these steps 

Step1: Click on the button “View/Modify, new interface would appear as shown in 

 figure 12.2.  

Step2: Select the supplier’s contact to be modified, then screen would appear as in the  

figure 12.3. 

Step 1 

Step 2 

Step 3 
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Step3: Modify the contact details of the selected supplier. 

Step4: Click on the button “Modify” to save the contacts of the supplier. 

 
 

Figure 12.2 

 
     . 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 supplier and their products. 

     13.3. Menu Access  

Main Menu  >>Purchase Masters >> Supplier  wise Products. 

     13.4. Dependency 

Product Master, Supplier Master 
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Figure 13.1 

 

                                              Figure 13.2 

13.5. To Add/view the products to the selected supplier follow these steps as shown in figure 13.1. 

Step1: 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 selected products to the selected supplier. 

Step4:  Click on the button “View” to view the products for the selected supplier wise as in  

the figure 13.2. 

 

 

 

 

Step 1 

Step 2 

Step 4 

Step 4 
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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 each department/division wise. 

     14.3. Menu Access  

Main Menu  >>Purchase Masters >> Product Installation. 

     14.4. Dependency 

Product Master and Division Master 

 

Figure 14.1 
 

     14.5. To make a Opening stock entry follow these steps, 

Step1: 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 the selected product. And the enter  

quantity and price per unit. Then click on the button “Save” to save the stock. 

 
 

 

 

Step 1 

Step 2 

Step 3 

Step4 
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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 the Asset location master 

     15.3. Menu Access  

Main Menu  >>Purchase Masters >> Asset Location Master. 

     15.4. Dependency 

None 

 

Figure 15.1 

     15.5. To make a new entry follow these steps, 

Step1: Enter asset location name required to create. 

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

     15.6. To view existing location follow these steps 

Step1: click “view” button, page would load with all location 

     as shown in figure 15.2. 

                  Step2:  click “Back” button, initial page would load are shown in figure 15.1. 

 

Figure 15.2 

      Step3: Click on the edit icon to edit the selected asset location. Modify the asset location,  

and then press tab key to save the modified asset location. 

      Step4: Click on the remove icon to remove the selected 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 the selected office, division, and asset location. 

16.3. Menu Access 

 Purchase Transaction>>Asset Register 

16.4. Dependency 

 Asset Location, Product Master, Division Master 

Figure 16.1 

16.4. To create asset follow these steps, 

 Step1: Select the office name. 

 Step2: Select the division. 

 Step3: Select the asset location 

 Step4: Select the product to be created asset. And then enter the asset code, received date,  

current value, warranty and remarks. Then click on the button “Add to List” to add the asset to  

the list. If need to create asset for the selected same product, check on the checkbox “Create  

Multiple Copies for same product”.  
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Step5: After added the products, Click on the “Save” button to register assets from the list to  

the selected office, division and asset location. 

Step6: Click on the button “View” then screen would appear as in the figure 16.2. 

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

 

Figure 16.2 

 

 

Figure 16.3 
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III   Purchase Transactions 
 

17. Workflow Engine 
 
     17.1. Intended Audience 

System Administrator 

     17.2. Usage 

This interface controls the flow of purchase request and purchase order. This ensures 

the workflow automation suggested by the management. 

     17.3. Menu Access  

Main Menu  >>Administration >> Workflow Engine. 

     17.4. Dependency 

None. 

 
Figure 17.1 

17.5. To make a new entry follow these steps, 

Step1: select interface from menu interface to which work flow is to be simulated. 

Step2: select user to whom workflow control is to be enabled. 
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Step3: select employee’s authorization level whether to be considered entry, interim check or 

approval. 

Step4: select employee(s) to whom workflow can be forwarded. 

Step5: click “Save” button to register the workflow control. 

17.6. To make a modify follow these steps, 

Step1: Select menu interface and user to whom workflow control is to be modified. 

Step2: Popup message would appear for confirmation on modification. 

Step4: On confirmation, it would display the existing workflow with forwarding employees. 

Step5: Modify the existing workflow. 

Step7: Click on “Modify” button to complete workflow control modification. 

 
Figure 17.2 

 
17.6. To view existing course follow these steps, 

Step1: Click on the “View” button, to list would appear with 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 indent period. This purchase indent period is 

implemented in purchase request. 

18.3. Menu Access  

Main Menu  >>Transaction >> Purchase Indent Period. 

18.4. Dependency 

Product Type Master. 

 
 

Figure 18.1 
 

18.5. To create a purchase indent period follows these steps, 

 Step1: Enter the purchase indent period name. 

 Step2: Select the date range. 

 Step3: Select the product types to be purchased on this selected date range. 
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 Step4: Click on the “Save” button to create a purchase indent period newly. 

18.5. To View/modify the purchase indent periods follow these steps, 

 Step1: Click on the button “View’ to view the purchase indent periods. Then screen would  

appear as in the figure 18.2. 

 Step2: Select the purchase indent period to be modified. Then screen would appear as in the  

figure 18.1. 

Step3: You can edit the purchase indent period name, date range and select/deselect the  

product types. 

Step4: Click on the button “Modify” to modify the purchase indent period details. 
 

 
 

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 requisition in 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 these steps, 

 Step1: Enter the valid purchase requisition date, by default it would display current date. 

 Step2: Select the purchase indent period. 

 Step3: Click on the button “Add Product Details” to add the products to the list. Then screen  

would appear as in the figure 19.2. 
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Figure 19.1 

 

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 measurement. If required, click the link “view 

product availability”, would appear available products for all office. 

3. Enter the price per unit. 

4. Enter lead-time and expected receiving date. 

5. Select the expected received date. 

6. Enter the product specification. 

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

And repeat these steps to add more products. 

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

Step5: Enter the delivery address 

Step6: Enter the remarks. 

Step7: If one or more the forwarding users found, we can able to select the forwarding users. 

Otherwise we won’t able to select the forwarding users. 

Step8: Click on the button “Save” to save the purchase request 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 requisition made by purchase requestor before 

approval of his purchase request. 

20.3. Menu Access  

Main Menu  >>Transaction >> Purchase Request Modification. 

20.4. Dependency 

Purchase Request. 

 
Figure 20.1 
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20.5. To modify the purchase request follows these steps, 

 Step1: Select the purchase request in the figure 20.1. Then screen would appear as in the  

figure 20.2. 

 Step2: User can able to add/remove the products of the selected purchase request. If need to  

add more products , click on the button “Add Product Details”. If the user wants to change the 

requested quantity, remove the product in the list, and then add that product with details. 

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

 

     
Figure 20.2 
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21. Purchase Request Approval 
 
     21.1. Intended Audience 

Secretary, Principal, Dean, Director and Purchase Department. 

     21.2. Usage 

This interface is used to approve purchase requisition raised by the departments. 

     21.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Requisition Approval. 

     21.4. Dependency 

Purchase Requisition.  

 
Figure 21.1. 

  
     21.5. To make a purchase request approval follow these steps, 

Step1: List shows the purchase requisition awaiting for approval.  

Step2: Select the purchase request by individually approve or reject or modify the quantity.  

Then screen would appear as 21.2. And then follow the steps in the below, 

1. Enter the approval comments or rejected comments. 

2. If needs to forward this purchase request for any user, select the check box “Send 

back”. And then select the user to forward this purchase request. 

3. Click on the button “Approve” to approve this purchase request if required. 

4. Click on the button “Reject” to reject the purchase request if required. 

5. Click on the button “Back” would let user to view purchase requisition list awaiting 

for approval. 

Step3: If need to approve the multiple purchase requests, select the purchase requests to be  

approved. And then click on the button “Approve Selected” to approve those purchase 

requests. 
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Figure 21.2. 
 

 

22. Stock Transfer from Request 
 
 

22.1. Intended Audience 

Purchase Department. 

22.2. Usage 

This interface is used to transfer the available stocks to the departments based on their 

purchase requests. 

22.3. Menu Access  

Main Menu >>Purchase Transactions >>Stock Transfer Request. 

22.4. Dependency 

Purchase Requisition Approval. 

22.5. To make stock transfer follow these steps as in the figure 22.1. 

 Step1: Select date range. 

 Step2: Select the purchase request from the drop-down list. 

 Step3: Select the check box to be transferred the selected item (If stock is available only shown  
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check box, otherwise won’t). And then enter the processed quantity. Repeat this step for all  

products, if necessary. 

Step4: Click on the button “Stock Transfer Request” to transfer the stock to the selected  

division. 

 
 
 

                                                                           Figure 22.1 

 

23. Purchase Initiation for Request 
 
23.1. Intended Audience 

Purchase Department. 

23.2. Usage 

This interface is used to initiate the purchase requests made by various departments. 

23.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Initiation from Request. 

23.4. Dependency 

Purchase Requisition Approval. 
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                                                                           Figure 23.1 

23.5. To initiate the purchase requests follows these steps, 

 Step1: Select the date range. 

 Step2: Select the purchase indent period from the drop-down list. 

 Step3: Select the purchase requests from the list. 

 Step4: Click on the button “List Products” to list the products. Then screen would appear as in  

the figure 23.2. 

 Step5: Select the products from the list to be initiated for purchase. 

 Step6: Click on the button “Initiate Purchase” to initiate those selected products for purchase. 
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                                                                                Figure 23.2 

24. Send Quotation to Suppliers  
 
 

24.1. Intended Audience 

Purchase Department. 

24.2. Usage 

This interface is used to initiate the purchase requests made by various departments. 

24.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Initiation from Request. 

24.4. Dependency 

Purchase Initiation for Request. 

24.5. To send Quotation to suppliers follow these steps, 

 Step1: Select the quotation from the list. And then screen would 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 mail to the selected suppliers. 
 

 
 

Figure 24.1 

 

 
 
 

                                                                   Figure 24.2 
 

25. Supplier Rate Contract 
 
25.1. Intended Audience 

Purchase Department. 

25.2. Usage 

This interface is used configure the rate, tax and discount for the products in supplier wise. 

25.3. Menu Access  

Main Menu >>Purchase Transactions >>Supplier Rate Contract. 

25.4. Dependency 

Supplier Wise Products. 
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25.5. To configure the supplier wise rate contract follows these steps, 

 Step1: Select the supplier from the drop-down list. 

 Step2: Select the product to be configured the rate, discount and tax. 

 Step3: Click on the button “Save” to save the details for the selected products. 

25.6. To view the supplier wise rate contract follow these steps, 

 Step1: Select the supplier from the drop-down list. 

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

figure 25.2. 
 

                                                                   
 

                                                                    Figure 25.1 
 
 
                                   
 
 

 
 
 
 
 
 
 
 
 
 

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 details for the quotation received from the supplier. 

     26.3. Menu Access  

Main Menu >>Purchase Transactions >> Quotation Received Details.  

     26.4. Dependency 

 Purchase Initiation for Request. 

 

                                                                   Figure 26.1 

 

                                                                           Figure 26.2 

26.5. To make a new entry follow these steps, 
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Step1: click on the quotation list from the figure 26.1 and then screen would be listed.  

  (Refer Figure 26.2) 

 Step1a: select supplier. 

 Step1b: enter supplier reference number. 

 Step1c: if any, enter terms and conditions. 

                       Step1d: check on the product from the product list. 

                       Step 1e:  enter rate per unit, discount per unit and tax details for the selected product.  

                                     (The price details for the selected supplier would appear, if pre-quotation entry  

completed. Refer 25.5. )  

                       Step 1f: if required, enter description, amount and round off.  

                       Step 1g: click “save” button to save the quotation received details 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 received details for the selected quotation and 

supplier. 

27.3. Menu Access  

Main Menu >>Purchase Transactions >> Quotation Received Modification.  

27.4. Dependency 

 Purchase Initiation for Request. 
 

 
 

Figure 27.1 

27.5. To make a new entry follow these steps, 

Step1: click on the quotation list from the figure 27.1 and then screen would be listed.  

  (Refer Figure 27.2) 

 Step1a: select supplier. 
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 Step1b: modify supplier reference number if required. 

 Step1c: modify if any, enter terms and conditions. 

                       Step1d: check on the product from the product list. 

                       Step 1e:  modify rate per unit, discount per unit and tax details for the selected product.  

                                     (The price details for the selected supplier would appear, if pre-quotation entry  

completed. Refer 25.5. )  

                       Step 1f: if required, enter description, amount and round off.  

                       Step 1g: click “Modify” button to modify the quotation received details for the selected  

supplier. 
 

 

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 copy from the supplier quotation documents . 

28.3. Menu Access  

Main Menu >>Purchase Transactions >>Quotation Attachment.  

28.4. Dependency 

Quotation Received Details. 

 

Figure 28.1 

28.5. To attach a file follow these steps, 

 Step1: Select the date range 

 Step2: Click on the button “Generate” to generate the quotation received details from the  

selected date range. 

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

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

  29. Quotation Finalization 
  

 29.1. Intended Audience 

Purchase Department. 

29.2. Usage 

This interface is used to finalize the quotations, by finalizing a bidder, forward them to 

purchase department to approve the quotations. 

29.3. Menu Access  
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Main Menu >>Purchase Transactions >>Quotation Finalization.  

29.4. Dependency 

Quotation Received Details. 

 
Figure 29.1 

  29.5. To make quotation finalization, follow these steps, 

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

Step 2: To select a quotation click on respective row with reference to quotation reference 

number, quotation date etc.  On selection, quotation received details with comparative 

figures on various suppliers as well as products would be listed as show in figure 29.2.  

Step3: If any, enter approval remarks and click “approve” button. 

Step4: if need to forward this quotation, check “Send Back” and select forwarding  

employee. And then click on “Forward” button the forwarded user.               

 

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 Approval.  

     30.4. Dependency 

Quotation Finalization. 

Figure 30.1. 

     30.5. To approve quotation follow these steps, 

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

Step 2: To select a quotation click on respective row with reference to quotation reference 

number, quotation date etc.  On selection, quotation received details with comparative 

figures on various suppliers as well as products would be listed as shown in figure 30.2.  

Step3: If any, enter approval remarks. 

Step4: Check on send back and select send back employee the click on “Send Back” button 

to complete interim approval. 

                  Step5: click “Approve” button to complete quotation approval. 

                  Step6: click “View Purchase Flow Details” to view the flow are shown in figure 30.3. 
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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 purchase order for the approved quotation.  

     31.1.3. Menu Access  

Main Menu  >>Purchase Transactions  >> Purchase Order 

     31.1.4. Dependency 

Quotation Approval 

 

 
Figure 31.1.1 

 
 

 
31.1.5. To generate purchase order for the quotation, follow these steps, 
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      Step1:  Quotations waiting for purchase order generation are listed as shown in Fig 31.1.1. 

      Step2:  Click the required quotation; it will open another page which was shown in Fig: 31.1.2.  

       Also the selected supplier of the quotation is displayed. Selected quotation details are  

       displayed in the upper right and the products with amount quoted list are displayed in the bottom. 

       Step3: Enter delivery address. 

       Step4: Enter payment terms. 

       Step5: Enter Purchase terms. 

       Step6: Enter Purchase Order note and Copy to. 

       Step7: Enter deadline date for each product listed. 

       Step8: Click “Generate Order” button, to generate the purchase order for the quotation selected. 

       Step9: Click “Back” button, to load the initial page as shown in figure 31.1.1. 
 

 
Figure 31.1.2 
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Figure 31.1.3 

 

30.2. Direct Purchase Order generation 

 
     31.2.1. Intended Audience 

Purchase Officer. 

     31.2.2. Usage 

This interface enables users to generate purchase order for the approved purchase 

requisition.  

     31.2.3. Menu Access  

Main Menu  >>Purchase Transactions  >> Direct Purchase Order 

     31.2.4. Dependency 

Purchase Requisition Approval 
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Figure 31.2.1 

 
 

 
 

Figure 31.2.2 

 
31.2.5. To generate direct purchase order, follow these steps, 
 

Step1: Purchase Requisition approval list are listed as shown in Fig: 31.2.1. 
 
Step2: When click on a row, it will display the page as shown in Fig: 31.2.2. 
 
Step3: Purchase requisition details such as requisition date and requisition code are displayed 
in the top of the page. 
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Step4: Reference no for purchase order is automatically generated. 
 
Step5: Select the supplier to whom the products are to be purchased.  

 
            Step6: Enter delivery address. 

            Step7: Enter payment terms. 

            Step8: Enter Purchase terms. 

            Step9: Enter Purchase Order note and Copy to. 

            Step10: Enter deadline date for each product listed. 

            Step11: Click Generate Order button, to generate the purchase order for the purchase  

                         requisition selected. 

            Step12: Click Back button, to load the initial page as shown in figure 31.2.1.  
 
 

32.PO Attachment 
 
32.1. Intended Audience 

Purchase Department. 

32.2. Usage 

This interface is used to attach the scanned copy from the supplier purchase order documents. 

32.3. Menu Access  

Main Menu >>Purchase Transactions >>PO Attachment.  

32.4. Dependency 

Purchase Order Generation. 

 

 
Figure 32.1 

 

32.5. To attach a file follow these steps, 

 Step1: Select the date range 
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 Step2: Click on the button “Generate” to generate the quotation received details from the  

selected date range. 

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

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

33. Gate Pass Generation 
 
 

     33.1. Intended Audience 

Purchase Department. 

     33.2. Usage 

This interface is used to generate gate pass for the purchase order. 

     33.3. Menu Access  

Main Menu >>Purchase Transactions >> Gate Pass Generation.  

     33.4. Dependency 

Quotation/Direct Purchase Order. 
 

           
 
       Figure 32.1 
 

33.5. To make a new entry follow these steps 

Step1: enter purchase order number. 

Step2: click on “Submit” button to list purchase order details are shown in figure 32.2. 
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Figure 33.2. 

Step3: if any enter vehicle number, enter invoice number, enter received by and remarks. 

Step4: click on “Generate Gate Pass” to complete gate pass generation.  

 
 

34.Goods Receipt Note (GRN) 
 
Following are the two different ways to generate GRN,  

            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 Head of the Department. 

     34.1.2. Usage 

This interface is used to record details when goods received from the supplier. 

     34.1.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Receipt Note.  

     34.1.4. Dependency 

Purchase Order. 
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Figure 34.1.1 
 

     34.1.5. To select the purchase order, follow these steps, 

Step1: enter from date and to date in which purchase order was issued. 

Step2: optional filter, select products/goods received. 

Step3: optional filter, select supplier name from whom goods received. 

Step4: click “Go” button to view various purchase order list falling in the selected criteria. 

Step5: select purchase order from list to which goods were delivered. 
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Figure 34.1.2 
 
34.1.6. To make entry of goods received follow these steps, 

Step1: Enter invoice number, invoice date and delivery order number of goods 

received. 

Step2: Select receiving division from the list. 

Step3: Select the products received and user have option to change receiving quantity, 

price as received in bill and discount %. 

Step4: enter the warranty in months. 

Step5:  click “save” button to complete the goods received process.   
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34.2. GRN from Gate Pass 

 
           34.2.1. Intended Audience 

Purchase Department, Stores In-charge and Head of the Department. 

           34.2.2. Usage 

This interface is used to record details when goods received from the supplier. 

           34.2.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Received Note.  

           34.2.4. Dependency 

                        Gate Pass. 
 

 
 

Figure 34.2.1 
 
34.2.7. To select gate pass follow these steps, 

Step1: enter from date and to date in which gate pass was generated. 

Step2: click “Generate”  button to view gate pass list falling in the selected criteria. 

Step3: select gate pass from list.  

                  Step4: It would display page as shown in Figure 34.2.1. 

 

34.2.8. To make entry of goods received follow these steps, 

Step1: Enter invoice number, invoice date and delivery order number of goods 

received. 

Step2: Select receiving division from the list. 
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Step3: Select the products received and user have option to change receiving quantity, 

price as received in bill and discount %. 

Step4: enter the warranty in months. 

Step5:  click “save” button to complete the goods received process.   
 
 

35.GRN Attachment 
 
35.1. Intended Audience 

Purchase Department. 

35.2. Usage 

This interface is used to attach the scanned copy from the supplier invoice and other 

documents. 

35.3. Menu Access  

Main Menu >>Purchase Transactions >>GRN Attachment.  

35.4. Dependency 

Goods Received Note. 
 
 

 
 

                                                                Figure 35.1 
 
 
 

35.5. To attach a file follow these steps, 

 Step1: Select the date range 

 Step2: Click on the button “Generate” to generate the quotation received details from the  

selected date range. 

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

“Browse” to browse the file. If need to add more files, 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 into a separate stock. 

36.3. Menu Access  

Main Menu >>Purchase Transactions >>Stock Conversion.  

36.4. Dependency 

Goods Received Note. 
 

 
                                   

                                                    Figure 36.1 

36.5. To convert the stock follows these steps, 

 Step1: 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-down list. 

 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 the stock. 
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37.Goods Issue 
 
 

     37.1. Intended Audience 

Purchase Department 

     37.2. Usage 

This interface is used to issue the goods into requested division. 

     37.3. Menu Access  

Main Menu >>Purchase Transactions >> Goods Issue.  

     37.4. Dependency 

Goods Receipt Note. 
 

 
 

Figure 38.1 
    38.5. To make a new entry follow these steps, 

                  Step1: enter goods issue date. 

Step2: select requesting office. 

Step3: select requesting division, product list would appear. 

Step4: if any, enter remarks. 
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Step4: select product. 

                  Step5: User can enter number of quantity to issue. Quantity should not be less than 1 and   

                  quantity cannot be greater than required quantity 

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

39.Posting to Accounts 
      

39.1. Intended Audience 

Accounts Officer. 

      39.2. Usage 

This interface enables users to post Purchase Order Journal for the amount entered to 

the accounts module. 

       39.3. Menu Access  

Main Menu  >>Purchase Transactions  >> Posting to Accounts 

       39.4. Dependency 

Goods Received Note. 

 

 
Figure 39.1. 

 
    39.5. To Post the Purchased amount to accounts, follow these steps, 

 Step1: Select supplier name, it lists goods received notes.           
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 Step2: enter narration. 

            Step3: select goods received note. 

            Step6: click on link to view the Goods Received Note details. 

 Step7: click “ok” button, it loads the page as shown in Fig: 39.2.  

 
Figure 39.2 

       Step8. Click’ save’ button, to complete the journal posting details. 

       Step9: click ‘Back’ button, initial page would load are shown 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 consumable products in quantity. After 

completed this entry, and then automatically reduced stock for entered products of the selected 

division. 

       40.3. Menu Access  

Main Menu >>Purchase Transactions >> Consumable Spent 

       40.4. Dependency 

Goods Issue. 
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Figure 40.1 

40.5. To make consumables spent entry follows these steps, 

       Step1: Select division name 

       Step2: Select the spent date. 

       Step3: Enter the remarks. 

       Step4: Select the product from the drop-down list. 

       Step5: Enter the quantity. 

       Step6: Click on the button “Add To List” to add the selected product into the list. If add more than  

                   one products, repeat the steps from 4 to 6. 

       Step7: Click on the button “Save” to save the product consumable details. 

41.Stock Transfer Request 
 

41.1. Intended Audience 

Purchase department, department coordinators. 

      41.2. Usage 

This interface enables users to make stock transfer request for their department to the 

other departments. 
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       41.3. Menu Access  

Main Menu >>Purchase Transactions >> Stock Transfer Request 

       41.4. Dependency 

Goods  Issue. 

 

Figure 41.1 

41.5. To make stock transfer request follows these steps, 

 Step1: Select the transfer request date. 

 Step2: Select the requested office from the drop-down list. 

 Step3: Select the requested division from the drop-down list. 

 Step4: Enter the remarks. 

 Step5: Select forwarding employee. 

 Step6: Enter the quantity to be transferred in corresponding products. 

 Step7: Click on the button “Save” to save the stock transfer request. 
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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 stock transfer request by received department. 

42.3. Menu Access  

Main Menu >>Purchase Transactions >> Stock Transfer Request Approval 

42.4. Dependency 

Stock Transfer Request. 

42.5. To make stock transfer request approval follows these steps, 

 Step1:  List of transfer requests waiting for approval will be listed (as shown in Figure 42.1) 

 Step2: Click on the button “View” to view the transfer request details for the selected stock  

transfer request (as shown in figure 42.2). 

 Step3: Click on the button “Approve” to approve the stock transfer request. 

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

  

                                                                    
Figure 42.1 

 

 
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 stock to the 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, 

 Step1:  List of transfer requests waiting for approval will be listed (as shown in Figure 43.1) 

 Step2: Selected stock transfer request (as shown in figure 43.2). 

 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. 

  

                                                          
Figure 43.1 
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Figure 43.2 

 
 

44. Stock Transfer Acknowledge 
 
44.1. Intended Audience 

Department coordinators. 

44.2. Usage 

This interface enables users to acknowledge the stock transfer by the requested department. 

44.3. Menu Access  

Main Menu >>Purchase Transactions >> Stock Transfer Acknowledge 

44.4. Dependency 

Stock Transfer. 

44.5. To acknowledge the stock transfer follows these steps, 
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 Step1:  List of transfer requests waiting for approval will be listed (as shown in Figure 44.1) 

 Step2: Click on the button “View” to view the transfer details of the selected transfer request.  

(as shown in figure 44.2). 

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

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

  

 
Figure 44.1 

 

 
Figure 44.2 

 

45. Purchase Return 
 
 

     45.1. Intended Audience 

Purchase Department. 

     45.2. Usage 

This interface is used to return the goods to the supplier. 

     45.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Return.  

     45.4. Dependency 

 Goods Issue. 
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      Figure 45.1. 
 
     45.5. To make a new entry follow these steps, 

Step1: if any, enter purchase return remarks. 

Step2: select supplier name. 

Step3: select product, enter quantity to be returned. 

Step4: click “save” button to save the purchase return entry. 
 
 

46. Purchase Return Approval 
 
     46.1. Intended Audience 

Purchase Department. 

     46.2. Usage 

This interface is used to approve the purchase return into e-Varsity. 

     46.3. Menu Access  

Main Menu >>Purchase Transactions >>Purchase Return Approval.  

     46.4. Dependency 

 Purchase Return. 
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Figure 46.1 
 

    46.5. To Approve the Purchase Return follow these steps, 
         

Step1: click “approve” button to approve the purchase return. 

Step2: click “reject” button to reject purchase return. 

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

 

 
 

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 generated purchase request.  

     47.3. Menu Access  

Main Menu >>Purchase Transactions >> Cancellation>> Purchase Request 

Cancellation. 

     47.4. Dependency 

Purchase Request. 

 
 

Figure 47.1 
47.5 To cancel the purchase requisition, follow these steps, 
 
       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list purchase requisition generated for the specified 

period.  

Step3: optional filters, select purchase request code. 

Step4: Click on purchase requisition to view purchase requisition 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 purchase requisition. 

 
 

Figure 47.2 
 

48. Quotation Cancellation 
 
48.1. Intended Audience 

Purchase Officer. 

48.2. Usage 

This interface has the provision to cancel the Quotations.  

48.3. Menu Access  

Main Menu  >>Purchase Transactions  >> Quotation Cancellation. 

48.4. Dependency 

Quotation Initiation/Quotation Received/Quotation Finalization /Quotation Approval. 

48.5. To cancel the quotation, follow these steps, 

       Step1:  Enter From date and To date, default current date 

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

Step3: optional filters, select quotation reference number, authority. 
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Step4: Click on quotation to view quotation details are shown in figure: 48.2. 

 Step5: if any, enter reason. 

 Step6: Click ‘Manual Close’ button, to cancel the quotation. 

 
 

Figure 48.1 
 

 
 

Figure 48.2 
 

49. Purchase Order Cancellation 
 
     49.1. Intended Audience 

Purchase Officer. 

     49.2. Usage 

This interface has the provision to cancel the generated purchase order.  

     49.3. Menu Access  

Main Menu  >>Purchase Transactions  >> Purchase Order Cancellation. 
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     49.4. Dependency 

Purchase Order. 

 
 

Figure 49.1 

 

 
Figure 49.2 

 
49.5. To cancel the generated purchase order, follow these steps, 
 
       Step1:  Purchase order generated for the quotations are listed as shown in figure 49.1. 

Step2:  Click ‘View’ button to view the product details of the selected purchase order. The  
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 purchase order product details are shown in fig: 49.2 

Step3: Select the products to be canceled. 

 Step4: Click ‘Cancel Purchase Order’ button, to cancel the purchase order selected. 

 

50. GRN Cancellation 
 
50.1. Intended Audience 

Purchase Officer. 

50.2. Usage 

This interface has the provision to cancel the goods received note.  

50.3. Menu Access  

Main Menu >>Purchase Transactions >> GRN Cancellation. 

50.4. Dependency 

Goods Receipt Note. 

 
 

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

       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list goods receipt notes generated for the specified 

period.  

Step3: optional filters, select GRN code, suppliers, status. 

Step4: Click on GRN to view GRN details are shown in figure: 50.2 

 Step5: Click ‘Cancel’ button, to cancel the GRN. 
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Figure 50.2 

 

51.  Goods Issue Cancellation 
 
51.1. Intended Audience 

Purchase Officer. 

51.2. Usage 

This interface has the provision to cancel the goods issue.  

51.3. Menu Access  

Main Menu >>Purchase Transactions >> Stock Issue Cancellation. 

51.4. Dependency 

Goods Issue. 

 

Figure 51.1 

51.5. To cancel the Goods Issue, follow these steps, 
 
       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list goods issues generated for the specified period.  
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Step3: optional filters, select from divisions, to divisions. 

               Step4: Click on one row to view goods issue details are shown in figure: 51.2. 

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

 

Figure 51.2 

52. Consumable Spent Cancellation 
 
52.1. Intended Audience 

Purchase Officer. 

52.2. Usage 

This interface has the provision to cancel the goods issue.  

52.3. Menu Access  

Main Menu >>Purchase Transactions >>Consumable Spent Cancellation. 

52.4. Dependency 

Consumable Spent. 

52.5. To cancel the Consumable Spent, follow these steps, 

       Step1:  Enter From date and To date, default current date 

Step2:  Click ‘Generate” button, it would list consumable spent details generated for the 

specified period.  

 Step3: Click on the button “View” to view the consumable spent details. 

 Step4: Click on the button ‘Cancel’ button, to cancel the consumable spent. 
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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 requisition list and purchase requisition details 

for a specified period for login user. 

     53.3. Menu Access  

Main Menu >>Purchase Reports >>Purchase Requisition Report. 

     53.4. Dependency 

 Purchase Requisition. 
 
 

 
 

Figure 53.1 
 

53.5. To view the Purchase Requisitions follow these steps, 

 Step1: Enter “From Date” and “To Date”, by default current date. 

 Step2: Click “Generate” button, this would list all purchase requisitions generated in the  

period. 

 Step3: To view further details of purchase requisition as shown in figure 53.2 click on row  

Respective to purchase requisition code and requesting division etc.  
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Figure 53.2 

 
 

54. Purchase Request Report All 
 
54.1. Intended Audience 

 All Users 

54.2. Usage 

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

specified period for all users. 

54.3. Menu Access  

                Main Menu >>Purchase Reports >>Purchase Requisition Report – Over All. 

54.4. Dependency 

 Purchase Requisition. 

54.5. To view the Purchase Requisitions follow these steps, 

 Step1: Enter “From Date” and “To Date”, by default current date. 
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 Step2: Click “Generate” button, this would list all purchase requisitions generated in the  

period. 

 Step3: To view further details of purchase requisition as shown in figure 54.2 click on row  

Respective to purchase requisition code and requesting division etc.  

 
Figure 54.1 

 
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 requests in product wise and optionally division 

wise . 

55.3. Menu Access  

                Main Menu >>Purchase Reports >>Purchase Request Consolidation Report. 

55.4. Dependency 

 Purchase Requisition. 

55.5. To view the Purchase Requisitions follow these steps, 

 Step1: Select the approval employee, if required to display division wise request quantity,  

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

approved by the selected employee. 

 Step2: Select the purchase requests to be consolidated. 

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

purchase requests as in the figure 55.2.  

 

 
 

Figure 55.1 
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Figure 55.2 
 

56. Quotation Report 
 
     56.1. Intended Audience 

  All Users 

     56.2. Usage 

This interface is used to view Quotation list and quotation details report. 

     56.3. Menu Access  

Main Menu >>Purchase Reports >>Quotation Report. 

     56.4. Dependency 

 Quotation Received Details. 
 

 
 

Figure 56.1 

    56.5. To view Quotation Report follow these steps 

             Step1: enter quotation from date and to date, by default current date. 

             Step2: click on “Generate” button, it would lists quotations generated in the specified period. 

             Step3: optional filters, select quotation reference number, authority, status. 
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             Step4: click on quotation to view quotation details. It would display as shown in figure 56.2 
 

 

 
Figure 56.2 

 
 

57. Comparative Statement 
 
57.1. Intended Audience 

 All Users 

57.2. Usage 

This interface is used to generate comparative statement from quotations received. 

57.3. Menu Access  

Main Menu >>Purchase Reports >>Comparative Statement. 

57.4. Dependency 

 Quotation Received Details. 

57.5. To view the Comparative Statement, follow these steps, 

 Step1: List of quotations received would be listed as shown in figure 57.1. 

            Step2: Comparative statement would be listed as shown in figure 57.2. On clicking a row  

respective to quotation reference number and department etc. 
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Figure 57.1 

 
Figure 57.2 

 
 

58.  Purchase Order Report 
    

     58.1. Intended Audience 

  All Users 

     58.2. Usage 

This interface is used to view purchase order list and purchase order details.  

     58.3. Menu Access  
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                      Main Menu >>Purchase Reports >>Purchase Order Report. 

     58.4. Dependency 

                  Purchase Order. 
 

 
Figure 58.1 

     58.5. To view purchase order report, follow these steps 

              Step1: enter from date and to date, by default current date. 

              Step2: click on “Generate” button, to list purchase orders generated in the specified period. 

              Step3: click on one row to view purchase order details are shown in figure 58.2 
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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 and Gate Pass 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 these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: click on “Generate” Button to list gate pass generated in the specified period. 

               Step3: click on one row to view gate pass details are shown in figure 59.2 
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Figure 59.1 
 

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 received list and goods received details list. 

     60.1.3. Menu Access  

Main Menu >>Purchase Reports >>GRN Report. 
 

     60.1.4. Dependency 

 Goods Received Note. 
  

 
Figure 60.1.1 

 
      60.1.5. To view Goods Receipt Note, follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: click on “Generate” Button to list goods received notes generated in the specified  

period. 

              Step3: optional filters, select grn code, supplier, status. 

              Step4: click on one row to view goods received details are shown in figure 60.2. 

60.2  GRN  - Product Wise 

     60.2.1. Intended Audience 

  All Users 

     60.2.2. Usage 

This interface is used to view goods received details list. 

     60.2.3. Menu Access  

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

     60.2.4. Dependency 

 Goods Received Note. 
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Figure 60.1.2 

      60.2.5. To view GRN – Product Wise details, follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: if required, select product name, supplier name. 

               Step3: click on “Generate” Button to list goods received notes generated in the specified 

period for the selected product, supplier. 

              Step5: click on one row to view goods received details are shown in figure 60.1.2. 

  

 

 
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 goods issue details list. 

     61.1.3. Menu Access  

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

     61.1.4. Dependency 

                        Goods Issue 
 

 

Figure 61.1.1 
61.1.5.  To view Goods Issue Details follow these steps 

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button, it would list goods issues. 

Step3: select from divisions and to divisions to filter goods issues. 

               Step4: click on one row to view goods issue details, it would appear as shown in figure. 
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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 details list. 

     61.2.3. Menu Access  

Main Menu >>Purchase Reports >>Goods Issue- Product wise. 
 

     61.2.4. Dependency 

                        Goods Issue 
 

61.2.5.  To view Goods Issue Details follow these steps 

Step1: enter from date and to date, by default current date. 

Step2: if required, select product name, from division, to division. 

Step2: click on “Generate” button, it would list goods issue details. 
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Figure 61.2.1 
 

62. Stock Report 
 
     62.1. Intended Audience 

  Stores In-charge, Purchase Officer and Head of the Department. 

     62.2. Usage 

This interface is used to view stock list and stock details list. 

     62.3. Menu Access  

Main Menu >>Purchase Reports >>Stock Report. 
 

     62.4. Dependency 

 Goods Received Note, Goods Issue 
                     

 

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

Step1: enter from date and to date, by default current date. 

Step2: click on “Generate” button to view stock details. 

Step3: select division to filter division wise stock details, then would appear as in the figure 

62.3. If select all divisions, then screen would appear as in the figure 62.2. 
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Step4: click on one row, it would list product wise stock details. 

Step5: We can able to view the stock in and stock details if stock in or stock out found 

respectively as in the figure 62.4 and 62.5. 

 

Figure 62.2 
 

 

Figure 62.3 

 
Figure 62.4 
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Figure 62.5 

 

63. Stock Movement Report 
 
63.1. Intended Audience 

 Stores In-charge, Purchase Officer and Head of the Department. 

63.2. Usage 

This interface is used to view stock movement details between various departments. 

63.3. Menu Access  

Main Menu >>Purchase Reports >>Stock Movement Report. 
 

 63.4. Dependency 

Stock Transfer Acknowledge 
 

 
Figure 63.1 

63.5. To View the stock movement report follows these steps, 

 Step1: Select the date range. 

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

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

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

departments. 
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64. Stock Transfer Report 
 
64.1. Intended Audience 

 Stores In-charge, Purchase Officer and Head of the Department. 

64.2. Usage 

This interface is used to view stock transfer details between various departments. 

64.3. Menu Access  

Main Menu >>Purchase Reports >>Stock Transfer Report. 
 

 64.4. Dependency 

Stock Transfer 
 

 
Figure 64.1 

64.5. To view the stock transfer report follows these steps, 

 Step1: 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 stock transfer 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 journal list and purchase journal details list. 

65.3. Menu Access  

Main Menu >>Purchase Reports >>Purchase Journal. 
 

65.4. Dependency 

Purchase Journal. 
  

  
 

Figure 65.1 
 

      65.5. To view Goods Receipt Note, follow these steps 

               Step1: enter from date and to date, by default current date. 

               Step2: click on “Generate” Button to list purchase journal details generated in the specified  

period. 

              Step3: click on one row to view voucher details as shown in figure 65.2. 

              Step4: click “view” button to view purchase journal details are shown in figure 65.3. 
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Figure 65.2 
 

 
 

Figure 65.3 


