
Product Request



View of Purchase Request



Item Request (IR)
● Item Request section is for employee to create a new Item request and to track the IR/##### state.
● Employee can create a new Item requests by clicking “New” button at the top.



Create Item Request
● In the create item request section, employee are allowed to create a new item request.
● After fill up all the detail below, click the icon to save and it will create the IR/#####



Create new Purchase Request
● Click the button “Create new PR” to create PR



Create new Purchase Request
● Able to select multiple IR to create the PR

Reminder!!!
User allow to combine the IR that have same of:

• Business Group
• Business Unit
• Product Brand



Create new Purchase Request
● Once the IR has create the PR, user able to access the PR through the IR



Purchase Request
● Users are required to assign their Purchase Requisition (PR) to the designated Person in Charge (PIC) from the Procurement team.

● Then click “Request approval” to submit your request to your manager/co-manager to approve the PR

● If user have manager & co-manager,it will appear under the list of approver



Waiting for Approve Status 
● After the employee have submitted the purchase requisition, the purchase requisition overview will show the 

status  “Waiting to Approve by Manager”.
● Only Manager or CO-Manager can accept or reject the purchase requisition.



Request to approve
● This page will show the list of PR that the user need to approve or PR that they waiting for approval



Approval State 
● For manager/co-manager, able to approve or reject the PR. 
● Approved – The PR will be appear under request to process for the PIC from the Procurement team
● Rejected – The IR of the product of the PR will be in draft state and the reason of rejected will be shown on the 

IR



Requests to process (Procurement)
● List of request to process is for the procurement’s PIC to process the PR that have assigned to them 



PR Approved
● Procurement’s PIC able to click the “Create RFQ” to create the PO
● “Revise PR” will recreate all the IR based on the PR. User able to choose which product need to revise.
● Once revise PR, the PR is considered cancelled. 

Reminder!!!
Sales Order (SO), Purchase 

Request(PR) and Purchase Order 
(PO) is independent. 

SO  PR  PO
If you revise PO, then PR and SO also 

need to revise.



PR Approved
● For HR, they can click on the “Create Expense” if the item on this PR is considered the company expense.



Expense product
● The product can be declared as expense product by tick on can be expensed 



PR Rejected
● Manager/Co-manager need to give the reason for rejection



PR Rejected
● Rejected PR will set the IR to draft with the reason of PR rejection & can set to new PR.



Purchase Request
● Purchase Request section is for employee to create a new purchase request and to track the PR#### state.
● Employee can create a new purchase request by clicking “New” button at the top.



Purchase Request
● User able to create the PR.
● Select the product that want to PR
● User able to link to existing Sales order. Once select the SO, the detail will be auto filled.

Once request approval, please refer page 8


