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Purchase Request
● List of purchase request can be group by with procurement’s
● How to create RFQ? Select the PR##### that you wanted to submit, make sure the PR already approved. 
● State “Approved” mean that the PR##### are ready to create RFQ.



Create RFQ (Request For Quotation)
● After select the PR##### you wanted to submit, press “CREATE RFQ” at the top.



● “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.



Combine this PR to existing PO)
● Choose the supplier
● Choose the existing Purchase order to put this product on it
● Select the delivery policy(still can change in the PO)
● Can choose which product to create the RFQ. If don’t want just remove by click the trash icon on the product lines



Existing PO



Create RFQ (New PO)
● Choose the supplier
● Select the delivery policy(still can change in the PO)
● Can choose which product to create the RFQ. If don’t want just remove by click the trash icon on the product lines



• After confirming the RFQ,  system will directly generate a purchase order (PO####).

• In the PR will show the state of the purchase 
order



• Cancel RFQ will set the purchase order to nothing

• In the PR will show the state of the purchase 
order



Purchase > Request For Quotation
Procurement team to create new RFQ. click “CREATE”.

View all RFQ status, click “To Send”, “Waiting” or “Late” to filter



Fill in :
• Supplier Quotation 
• Number Expected Arrival date



• Analytic value of this RFQ/ PO

• User able to add product by new line or using catlog, section, note



• More detail about this PO

Other Information



• Attach document that related to this PO

Attachment



Click "Create Alternative" to do 
create alternative

Alternative



Alternative
• Alternative function is use to compare price with multiple vendor.
• After compare the price, choose one of the vendor you wanted to deal with the product.
• Select  a vendor that you wanted to compare.
• Click "CREATE ALTERNATIVE" after you select a vendor.



Alternative
• Alternative function is use to compare price with multiple vendor.

• User able to select which PO to be proceed



Alternative PO
• User has option to keep or cancel the alternative PO. If cancel, the other RFQ/PO will be auto cancelled  



In Purchase order section procurement  are able to view all purchase order. 
To create a new PO without PR, click “New”

Purchase > Orders > Purchase Orders



Select the Vendor, product and key in all the details before confirm the purchase order

Purchase > Orders > Purchase Orders



Purchase > Orders > Vendor 
● In “Vendors” section it show the vendor detail, select a vendor to edit their information.
● Click “New” to create a new vendor information.
● Only contact that set as Vendor on the partner type will appear in the list of vendor



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 
in IR/PR module



PO Report User able to change the filter/group by based on 
what their requirement



Configuration > Vendor Pricelist
All the vendor price will be save in the system



Configuration > Vendor Pricelist (from product details 
view

All the vendor price will be save in the system


