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Topic: Admin Login 

Prerequisite:  

1. Admin should be registered into JUNO Campus. 

2. User should have Purchase admin role. 

 

Roles: Purchase admin 

Path: http://erp.himtu.ac.in  Enter Username and Password then click on Login Button. 

 

login screen:

 
 
 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Topic: Add Vendor 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Vendor » Add Vendor 

Functionality:  

1. Able to view list of registered vendors. 

2. Able to add new vendor details either from user interface or from excel sheet. 

3. Able to edit details of registered vendors. 

4. Able to view feedback & history of each vendor. 

5. Option to mark black listed vendor. Black listed vendors showing in red color. 

6. Able to upload pan card copy for each registered vendor. 

7. Able to create login of registered vendor. 

Add New Vendor: 

 

 

 

 

 

 

 

 

 

 

 

Click to add 

new vendor 
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Topic: Add Base Product  

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Vendor » Add Base Product 

Functionality:  

1. Able to view list of base product types / services. 

2. Able to add new base product types / services. 

Add base product/service: 

 

 

 

 

 

 

 

 

 

Click to add 

new product 

/service 

Enter product 

type name 

Click to save 
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Topic: Product Search/Edit 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Vendor » Product Search/Edit 

Functionality:  

1. Able to view list of product names/services. 

2. Able to add new product names/services. 

3. Able to edit registered product names/services. 

4. Able to search product names/services from the list. 

Product search/edit: 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter product 

name to search 

Click to add 

new product 

item 
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Topic: Purchase Requisitions 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Requisitions » Purchase Requisitions 

Functionality:  

1. Able to add new purchase request. 

2. Able to view list of raised purchase request. 

3. Able to edit saved purchase request. 

4. After saved the purchase request we need to post it for authority approval. 

5. We can add multiple items in a single request for same product type. 

6. We cannot raise single request for different product types. 

 
 
Purchase requisition: 

 
 
 
 
 
 
 
 
 
 
 

Click to add 

new request Click to view 

details 
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Add new purchase request: 

 

 

 
 
 
 

Enter brief 

details 

Select 

requisition 

for 

Select product 

type/service 
Enter 

product 

name Select 

dropdown 
Enter 

qty. Select 

UOM 

Search 

location 

Enter 

specification 

Click to save request 
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Topic: Generate Requisition 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Requisitions » Generate Requisition 

Functionality:  

1. Able to view list of approved purchase request. 

2. Able to view purchase requisition history. 

3. Able to view rate list requisition. 

4. Need to configure product/service for every raised request from the list of product 

names. 

5. Able to select multiple requisitions for same base product type to prepare RFQ. 

6. While preparing RFQ system by default provides list of product wise vendors. 

7. System allows adding of new terms and conditions while preparing RFQ. 

 
Purchase requisition: 

 

 
 

 

Click on 

action 

to 

select 

prepar

e RFQ 
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Prepare RFQ: 

 

 
 

 

Enter title for 

RFQ 

Click to 

upload file 

Click to 

select 

Click to 

save RFQ 

Click to add terms & 

conditions 

By default product 

wise vendor list 

shows 
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Topic: Request for Quotations 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Requisitions » Request for Quotations 

Functionality:  

1. Able to view list of pending requests RFQ. 

2. Able to view history of RFQ. 

3. Able to take print out of RFQ. 

4. For each vendor we can edit the salutation and context text. 

5. For each vendor we can add/remove terms and conditions for RFQ. 

6. For each RFQ system saved the posted date. 

 

Pending request for quotes: 

 

Click to vendor 

name to see 

RFQ 

Select then post to 

vendor 

Click mark 

as 

completed 
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Post to vendor: 

 

Mark as completed: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select posted date 

Enter remark & click 

to save 
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Topic: Add Quotation 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Quotation » Add Quotation 

Functionality:  

1. Quotations are submitted by the vendors either in hardcopy or from their own login 

2. While submitting the quotations, they can propose same product from different brands. 

They are required to submit the details on rates, discounts, warrantee, guarantee etc.  

3. Vendors can also submit rate lists with validity for a defined period, and such rate lists 

can be used for product purchases during that period of time. 

4. Various taxes and discounts can be specified against individual product, or for the entire 

quotation. 

5. Quotations can also be invited and submitted without any RFQ’s.  

6. Delivery Policy, credit Policy, other Policies can be stated while entering the quotation. 

7. Vendors can revise the quotations and can submit revised rates for products.  

8. Able to view list of RFQ for adding quotations. 

9. Able to view history of added quotations. 

10. For each vendor we can add negotiated quotation. 

11. For each vendor we can assign the policies. 

 

Add quotation: 

 

Click to add more 

vendors 
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Click to add 

quotation 

Enter 

quotation no. Enter 

quotation 

date 

Enter 

quotation 

validity 

Click to add 

details 

Select Product 

name 

Enter amount 

Select 

company 

name 

Select UOM 

Click to include 

taxes 

Click to add 

discount 
Click to add 

VAT 

Click to save quotation 
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Topic: Quotation Analysis 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Quotation » Quotation Analysis 

Functionality:  

1. After finalizing of the quotations, comparative quotation analysis can be extracted from 

the system. 

2. Comparative quotation analysis presents a comparative picture for product wise 

different rates for different brands obtained by various vendors. 

3. Management can finalize one or more vendors to whom the purchase order will be 

given. 

4. Able to view product wise list of provided quotations by vendor. 

5. Able to view vendor wise list of provided quotations. 

6. We can able to view comparative statement in excel sheet as well as PDF format. 

7. Purchase admin need to forward the comparative statement for authority approval by 

selecting the authority name. 

8. After forwarding the comparative statement status showing pending with authority 

name. 
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9. Purchase admin has the right to generate purchase order for any vendor without 

forwarding for authority approval. 

10. Able to view quotation analysis history. 

 

Quotation analysis: 

 

Generate purchase order: 

 

Click product name to see quotation details 

Click to 

generate 

excel 

Click to 

generate 

PDF 

Click to send for 

authority approval 

Click to select 

vendor 

Click to generate 

purchase order 
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18 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

Topic: List of Purchase Orders 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: P.O. » List of Purchase Orders 

Functionality:  

1. A purchase order can be generated following the complete purchase cycle, after 

comparative quotation analysis.  

2. Purchase order can be generated directly without an RFQ or quotation also. 

3. Purchase order has to be accepted by authorities who are configured according to the 

budget limits. 

4. After their approval PO can be printed, and sent to the signing authorities. The 

signatures can also be attached digitally. 

5. Purchase order should be accepted by the vendor.  

6. After completion of process if purchase get cancelled then reason of cancellation should 

be recorded 

7. In case of refusal or cancellation, quotation analysis can be performed again and a new 

revised PO for a different vendor can be generated. For e.g. 

8. In case of cancellation of PO from vendor side, PO should be generated via comparative 

statement of previous quotations (By sanctioning authority or Committee). If there are 

two vendors A and B have given quotation, one goes with A’s quotation and generates 

PO which is rejected by vendor A, then PO for vender B can be generated. 

9. Purchase order has to be accepted by authorities who are configured according to the 

budget limits. 

10. After their approval PO can be printed, and sent to the signing authorities. The 

signatures can also be attached digitally. 

11. Purchase order can then be sent to the vendors. 

12. List of purchase orders. 

13. Able to upload PNC minutes of meeting. 

14. Able to view and upload signed purchase order. 

15. Able to save the soft copy of purchase order in PDF format. 

16. Able to make entry of P.O. advances. 

17. For each purchase order we can edit subject, salutation and context text. 

18. Purchase admin able to edit the details in purchase order like quantity, rate, amount, 

discount, VAT and Net Amount. 

19. Need to put purchase order for authority approval. 

20. Vendor need to accept/reject purchase order. 

21. Purchase admin able to amend the purchase order. 
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List of purchase orders: 

Purchase order details: 

 

 

 

 

 

Click to title 

Default current 

financial year 

selected Click to see 

purchase 

order details Purchase order no 

system generated 

Click to view 

& upload 

PNC minutes 

Click to view 

& upload PO 
Click to save PDF 

copy of PO 



 

20 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

Topic: Purchase Order Clauses 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: P.O. » Purchase Order Clauses 

Functionality:  

1. Taxes and other charges 

2. VAT can be specified product wise or on totals. Service tax, LBT, discounts, courier 

charges, transportation charges and any other taxes or charges can be specified for the 

purchase order. 

3. Able to create master list for purchase order clauses. 

4. Able to add clause in master list. 

5. Able to define priority to each clause. 

6. Able to edit/delete purchase order clause in master list. 

Master list of purchase order clauses: 

 

 

 

 

 

 

 

List of clauses in 

master  

Click to add 

clause 

Click to edit 

clause 

Click to delete 

clause 
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Topic: Add Delivery Challan 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Invoice » Add Delivery Challan 

Functionality:  

1. Able to add delivery challan details like quantity delivered, quantity received and 

quantity remaining against each purchase order. 

2. Able to print material receipt note (MRN). 

3. Able to upload and view signed MRN. 

4. Able to upload and view hard copy of delivery challan. 

 

Add delivery challan: 

 

 

 

Click to add 

delivery challan 

details 
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Click to upload 

hard copy of 

delivery challan 

Click to save  

Click to 

print MRN, 

configure 

invoice 
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Topic: Add Invoice 

Prerequisite: Purchase Admin Role to user 

Roles: Purchase Admin 

Path: Invoice » Add Invoice 

Functionality:  

1. Able to invoice details for each purchase order. 

2. Able to upload and view hard copy of invoice challan. 

3. Able to view deliveries against each invoice. 

4. Able to edit entered invoice details. 

5. Able to view purchase order copy against invoice. 

Add invoice: 

 

 

 

 

 

 

Click to 

view 

deliveries 

against PO 

Click to 

proceed to 

enter 

invoice 

details 
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Click to 

include 

taxes 

Click to 

enter 

charges 

Check to include 

taxes/charges 

Click to 

save 

invoice 

Click to 

upload hard 

copy invoice 

Click to reset 

taxes/ 

charges 



 

25 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

Report 

1. Purchase order report: 

 

2. Delivery Challan Report: 

 

 

 

 

 

 

Select date 

filter 

Click to print 

report 
Click to view 

delivery 

Select filter 

Click to print 

report 



 

26 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

3. Purchase payment report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select date 

filter 

Click to 

print 
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Topic: Faculty/staff Login 

Prerequisite:  

1. User should be registered into JUNO Campus. 

2. User should have faculty/staff role. 

 

Roles: Faculty/staff 

Path: http://erp.himtu.ac.in  Enter Username and Password then click on Login Button. 

 

login screen:

 
 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/


 

28 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

Topic: Purchase Requisition 

Prerequisite: Staff/Faculty Role to user 

Roles: Staff/Faculty 

Path: Requisitions » Resource Related » Purchase » Purchase Requisition 

Functionality:  

1. Employees able to raise new purchase request for products & services. 

2. Able to view/edit raised purchase request. 

3. Able to post raised purchase request for authority approval. Once request approved by 

authority, not able to delete purchase request. 

4. After authority approval, request will forward to purchase admin. 

 

Purchase requisition: 

 

 

 

 

 

 

 

 

 

Click to specify 

product details 



 

29 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

 

 

 

 

 

 

 

 

 

 

Click to save 

purchase request 

Click to post it 

for authority 

approval 
Click to view 

details 
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Topic: Stock Admin Login 

Prerequisite:  

1. Admin should be registered into JUNO Campus. 

2. User should have Stock admin role. 

 

Roles: Stock admin 

Path: http://erp.himtu.ac.in  Enter Username and Password then click on Login Button. 

 

login screen:

 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Topic: Dead Stock Configuration 

Prerequisite: Stock Admin Role to user 

Roles: Stock Admin 

Path: Stock register » Dead Stock Configuration 

Functionality:  

1. Able to add new base product type. Base products example Computers, Electronics, 

Furniture, etc. 

2. Corresponding to each base product, ledgers or groups can be created. 

3. Base Products details can be viewed. Reports for stock of each product, for e.g. 

Computer count and how much amount of investment on computers has been made, 

and what is the total current value after depreciation. 

4. Able to edit registered base product type. 

5. Able to set account group or account head for each base product type. 

6. Able to set depreciation percentage for each base product type. 

7. Able to view purchase details of each product within base-product. 

8. When depreciation is applied, the depreciated amount on each base product can be 

viewed. 

 

Dead stock configuration: 

 

 

 

Click to add new 

base product type Click to search 

Click to edit 

Click to view 

Product details 

Click for dead stock numbering 

configuration 
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Topic: Dead Stock Register 

Prerequisite: Stock Admin Role to user 

Roles: Stock Admin 

Path: Stock register » Dead Stock Register 

Functionality:  

1. Dead Stock Register stores all details like Product name and details, Purchase details, 

Installation Date, Present Condition, Purchase Year, Supplier Name, Qty-purchased, 

Date, Bill No., Allocation details – location wise. The unallocated stock will be shown as 

stock in the store.  

2. BOM – Bill of material for the product. 

3. Allocation statistics – like how much of each type of product is allocated. Details on each 

product instance and facility to transact (issue the stock in employee/infrastructure 

name, transfer of stock from one employee/infrastructure to another, Write off of stock.  

4. Insurance details, Warranty details, guarantee details, AMC Details of the product. 

5. Transaction record for the Product, to whom all it was issued etc.  

6. Current status of the product whether is issued, on-shelf, under maintenance etc. 

7. If Dead stock has to be sent out of the building say to another department, or institute 

or to the vendor for repair, then appropriate permissions have to be taken by the 

authority. Stock admin or infrastructure in-charge initiates the transfer, and authority 

that are configured for approval need to approve it. 

8. Able to see location wise list of product names under base product name. 

9. Able to configure store. 

10. Able to add new product item from user interface and from excel template. 

11. Able to transfer item from one infrastructure to another. 

12. Able to issue/return product item from one infrastructure to another. 

13. Able to see location wise damage/unused product items. 

14. Able to see allocation statistics – like how much of each type of product is allocated. 

Details on each product instance and facility to transact (issue the stock in 

employee/infrastructure name, transfer of stock from one employee/infrastructure to 

another, write off of stock. 

15. Able to see transaction statistics for the product, to which all it was issued etc. 
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Dead stock register: 

 

Issue/return product item: Stock admin or infrastucture incharge able to issue/return prodcut item. 

 

 

 

 

 

Select infrastructure or 

store 

Click to 

configure store 

Click to see 

product details 
Click to add new 

product item 

Select transfer type Select building 

Select infrastructure 

Enter reason 

Enter condition 

Select floor 

Click to save 

Enter return date 
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Topic: Good Receipt Note (GRN) 

Prerequisite: Stock Admin role to user 

Roles: Stock Admin 

Path: Requisition » Good Receipt Note (GRN) 

Functionality: 

1. List of pending GRN. 

2. List of verified GRN. 

3. List of rejected GRN. 

4. Make entry of purchase items in stock. 

5. Employee request for new Products purchases. These request if sanctioned by the 

reporting and alternate reporting manager can be forwarded to purchase admin and 

may be included for RFQ generation  

6. Stock module is linked to Purchase module, where the PO can be generated 

automatically on pre-approved rate list or can go thru the entire cycle of approvals, RFQ 

generation, Quotation analysis on already stored rate list and new quotations, to 

generate the Purchase Order.  

7. After order is placed and received, on generation of DC (Delivery Challan) a GRN (Goods 

Requisitions / Rejection Note) is passed to stock admin for verification. If verifies 

quantities are updated automatically. 

 

Good receipt note: 

 

 

Click to view 

invoice details 

Click to view 

details 
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Click to GRN verified 

and confirm 

Select building 
Select floor 

Select infrastructure 

Select numbering format 

Click to update 
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 Report 

a.  location wise product list of AMC details. 

 

b. Asset Location Wise Report 

 

 

 

 

Click to generate report 

Click to generate report Select purchase date 

range 
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c. Stock summary report: 

 

d. Stock overall summary report: 

 

 

 

 

 

 

Click to generate report 

Click to generate report 
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Topic: Admin Login 

Prerequisite:  

1. Admin should be registered into JUNO Campus. 

2. User should have Inventory admin role. 

 

Roles: Inventory admin 

Path: http://erp.himtu.ac.in  Enter Username and Password then click on Login Button. 

 

login screen:

 

 

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Topic: Inventory Configuration  

Prerequisite: Inventory Admin Role to user  

Roles: Inventory Admin 

Path: Configuration » Inventory Configuration 

Functionality:  

1. Add/Search base product type. 

2. Edit base product type. 

3. View products under base product type. 

4. Base products example Stationary, Electricals, Plumbing, etc. 

5. Corresponding to each base product, ledgers or groups can be created. 

6. Purchase details of each product within base-product can be viewed. 

Add/search base product type: 

 

 

 

 

 

 

 

 

 

Click to add 

new base 

product 

Click to save 
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Topic: Inventory Transactions 

Prerequisite: Inventory Admin role to user 

Roles: Inventory Admin 

Path: Inventory Transactions 

Functionality: 

1. When an organization adopts the software, existing data must be added to the system. 

This legacy data can be added in two ways 

• One by one using screen or through excel sheet. 

2. Able to view list of products base product category wise. 

3. Able to view list of current available stock. 

4. Able to view category wise list of products. 

5. Able to view list of products near expiry. 

6. Able to view list of overall stock items. 

7. Add new product item details either from user interface or from excel sheet. 

8. Allocation of inventory item without raising inventory requisition. 

9. View transaction details employee wise with issue date and reason. 

10. Date filter provided to view transaction details. 

11. Can print issue receipt. 

12. List of pending inventory requisitions. 

13. List of accepted inventory requisitions. 

14. List of allocated inventory requisitions. 

15. List of rejected inventory requisitions. 

16. Allocate inventory items against raised requisition. 

17. Able to view employee wise transaction report. 

18. When Inventory is not available, then issue request will be accepted but each product 

requirement will be saved as a draft for future purchases. When forwarding indent these 

drafts can be used. 

19. Employee request for new items (not a part of inventory) can be dealt with in three 

ways 

• Inventory admin can add new product in the product database 

• Replace with substitute product, let’s say HP-pen drive (requested) can be 

substituted by SAN-DISK pen drive  

• Request for that product can be rejected. 

20. Inventory admin than creates an indent of all the material to be purchased, which are 

• Below re-order level 

• New inventory items  

• Issues pending against employee request (which were saved as draft) 

21. This indent then goes for approval to Alternate reporting manager and Reporting 

manager. 
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22. On acceptance from either the same is forwarded to the purchase requisition. 

23. Inventory module is linked to purchase module, where the PO can be generated 

automatically on pre-approved rate list or can go thru the entire cycle of approvals, RFQ 

generation, Quotation analysis on already stored rate list and new quotations, to 

generate the purchase order. 

24. After order is placed and received, on generation of DC (Delivery Challan) a GRN (Goods 

Requisitions / Rejection Note) is passed to inventory admin for verification. If verifies 

quantities are updated automatically. 

25. Issues can then be made to the employees. 

26. After issuing of inventory available quantity is deducted from existing stock. 

27. On issue of inventory by inventory admin, employee has to acknowledge the receipt.  

28. Employee can return (reject) the inventory, in which case inventory admin accepts the 

reject and available quantity increases accordingly. 

29. All reports on In-Out Transactions showing consumed Inventory, issue return 

transactions, which are pending or accepted, and rejected transactions can be listed. 

  Base product category wise list: 

 

 

 

Click to see 

current stock 

details 

Click on 

filter to see 

available 

stock 
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Topic: Issue Inventory  

Prerequisite: Inventory Admin role to user 

Roles: Inventory Admin 

Path: Inventory Transactions 

Functionality: 

1. Able to allocate inventory to employee. 

Adhoc issue of inventory: 

 

Issue inventory against request: 

 

 

 

 

 

 

 

Click to see 

Consumable 

item request 

Click to see 

Non-

Consumable 

item request 
By default, 

able to view 

pending 

request 
Click to view 

details 

Enter Employee name 

to view transactions 

Click to allocate 

inventory to employee 
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When an employee request for issue of inventory, the request comes to inventory admin, he can do 

either of the following (In case if Inventory is available)  

1. Accept Request and Issue Inventory 

2. Accept but keeps issue pending. Later reject or make issue after purchases * 

3. Reject the Request 

 

 

Allocate inventory 

 

 

 

 

Enter sanctioned 

qty. 

Click on 

accept and 

allocate 

Enter product 

condition 

Click to issue 
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Request allocated by inventory admin: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Showing raised request in 

allocated status 
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Topic: Inventory requisition and purchase 

Prerequisite: Inventory Admin role to user 

Roles: Inventory Admin 

Path: Purchase Requisitions » Inventory Requisition and Purchase 

Functionality: 

1. Create indent for purchase of inventory product items. 

 

Indent Creation: 

 

 

 

 

 

 

 

 

 

Select base 

product 

Click on create 

on indent 

Enter Product 

name 
Enter delivery 

date 

Click to save 

indent 



 

48 

HIMACHAL PRADESH TECHNICAL UNIVERSITY 

 
 

 

Topic: Good Receipt Note (GRN) 

Prerequisite: Inventory Admin role to user 

Roles: Inventory Admin 

Path: Purchase Requisitions » Good Receipt Note (GRN) 

Functionality: 

1. List of pending GRN. 

2. List of verified GRN. 

3. List of rejected GRN. 

4. Make entry of purchase items in inventory stock. 

 

Pending goods receipt notes: 

 

 

 

 

 

 

 

Select base 

product 
Click to select 

Click to view 

invoice 

Click to view 

details 

Click to verify and 

confirm received 

GRN 

Click to print 

GRN 

Click to reject 

GRN 
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Report 

1. Overall allocated inventory: 

2. Consumption analysis 

 

 

 

 

 

 

 

Click to expand 

Click action to 

return, used or 

scraped the 

allocated product 

Able to view 

available qty, used 

qty & scraped qty 

Select 

product type 

Select product 

name 

Click to 

generate excel 

Click to 

generate PDF 

Select date 

range 

Select overall 

filter 
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3. Employee wise filter: 

 

4. Current available stock 

 

 

 

 

 

 

Select employee 

wise filter 

Enter 

Employee 

name 

Click to generate 

report 

Select date 

range 

Select product 

name Select product 

sub category 
Click to 

generate report 
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5. Inventory purchase report 

 

6. Inventory static report 

 

 

 

 

 

Select product 

name 

Click to generate 

report 

Click to generate 

report 
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Topic: Employee Login 

Prerequisite:  

3. User should be registered into JUNO Campus. 

4. User should have Employee role. 

 

Roles: Faculty/staff role 

Path: http://erp.himtu.ac.in  Enter Username and Password then click on Login Button. 

 

login screen:

 

Enter Username 

Enter Password 

Click to login 

http://erp.himtu.ac.in/
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Topic: Inventory Requisition 

Prerequisite: Staff/Faculty role to user 

Roles: Staff/Faculty 

Path: Requisitions » Resource Related » Inventory » Inventory Requisition 

Functionality: 

1. Able to view pending transaction requests. 

2. Able to view transaction history. 

3. Able to view overall allocated inventory items. 

4. Able to make new requisition request for inventory. 

5. Able to view inventory requisition request as 

• Pending 

• Accepted 

• Allocated 

• Rejected 

6. Able to delete pending inventory request. 

 

Inventory transaction: To raise inventory request select my inventory requisition & click to make 

requisition 

 

 

 

Select my inventory 

requisition 

Click to make 

requisition 
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Showing raised request in 

pending status with 

sanctioning authority name 

Search product 

name & select 

Enter product name & 

click to add new 
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• Inventory issue request can be made by employees. Approving authorities are alerted for 

approval. 

• Approvals authority can change reject the request, change the quantity, or simply accept the 

request.  

• After approval, the requisition is forwarded to the inventory admin, who decides if it is to be 

accepted, rejected or allocated. 

 

 

 

 

 

 

 

 

 

 

 

Enter required 

quantity 

Click to delete 

product 

Click to proceed 

to request 
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Report 

Transaction history: 

• Employee able to view transaction history for consumed inventory & issued inventory. 

• Employee able to return issued inventory products. 

 

 

 

 

 

 

 

 

 

 

 

 

Click to return 

issued product 

Enter reason & 

click to save 


