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CHAPTER 1: PROCUREMENT AND SOURCING PARAMETER AND MASTERȮıŅĶŅĴŇŏĨŀĶƢŐĸŃ

ĕƟŀĴŌĸľĸńĔĶŃĭĭěńħĞŊŘŀ 

ĺńĨĩŋĮĶŃĽĚėƢĕŀĚŏŀĔĽŅĶȮ&DOCUMENT OBJECTIVE'  

ŏıŊŗŀŀīŇĭŅĵĶŅĵĸŃŏŀňĵħĕƟŀĴŌĸĪňŗŏĔňŗĵĺĕƟŀĚĔńĭĔŅĶĔņľĬħĕƟŀĴŌĸıŊŘĬģŅĬĨƞŅĚŕȮŐĸŃĕƟŀĴŌĸľĸńĔȮĪňŗŏĔňŗĵĺĕƟŀĚĔńĭĔĶŃĭĺĬĔŅĶěńħĞŊŘŀ 

ĔŅĶĨńŘĚėƞŅĔĸŅĚĕŀĚĶŃĭĭȮ&GLOBAL PARAMETER' 

ŀīŇĭŅĵĽƞĺĬĕŀĚĔŅĶĔņľĬħĕƟŀĴŌĸėĺĭėŋĦĻŌĬĵƢĔĸŅĚĕŀĚĶŃĭĭȮőħĵĮĶŃĔŀĭœĮħƟĺĵ 

ıŅĶŅĴŇŏĨŀĶƢĶŃĭĭěńħĞŊŘŀȮ&PARAMETER' 

[Path: Procurement and sourcing >> Setup >> Procurement and sourcing parameters] 

ĔŅĶŏĶŇŗĴĨƟĬŒĝƟĶŃĭĭěńħĞŊŘŀȮěŃĨƟŀĚĔņľĬħėƞŅĻŌĬĵƢĔĸŅĚĕŀĚĶŃĭĭĔƞŀĬŏĽĴŀȮőħĵěŃŏĮƦĬĔŅĶĔņľĬħŏıňĵĚėĶńŘĚŏħňĵĺȮ 

ŒĬĪňŗĬňŘěŃŀīŇĭŅĵŏĜıŅŃ Field ĪňŗĨƟŀĚĴňĔŅĶĔņľĬħėƞŅȮĽƞĺĬ Field ĪňŗœĴƞœħƟĔĸƞŅĺĩŉĚȮŒľƟŒĝƟėƞŅȮDefault 

ĔŅĶĔņľĬħĕƟŀĴŌĸĪńŗĺœĮȮ&General' 

 

Field Description 

Purchase type ĔņľĬħėƞŅŏĶŇŗĴĨƟĬĕŀĚĔŅĶĽĶƟŅĚȮPurchase Order 
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Field Description 

¶ Purchase Order (ŒĭĽńŗĚĞŊŘŀ' 

¶ Journal (ŒĭĽńŗĚĞŊŘŀŐĭĭĶƞŅĚȮDraft œĴƞĴňįĸĔńĭȮstock) 

¶ Return Order (ŒĭĽƞĚėŊĬĽŇĬėƟŅ' 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Purchase order 

Return action default ĔņľĬħėƞŅĨńŘĚĨƟĬĽņľĶńĭĔŅĶĪņĔŅĶėŊĬĽŇĬėƟŅ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: œĴƞĨƟŀĚĔņľĬħ 

Purchase pool ĔņľĬħėƞŅĨńŘĚĨƟĬĕŀĚȮPurchase Pool ŏıŊŗŀŏĴŊŗŀĽĶƟŅĚȮPO ŒľĴƞȮěŃĔņľĬħėƞŅȮPool ĨŅĴ
ĪňŗĨńŘĚœĺƟŏĽĴŀ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: œĴƞĨƟŀĚĔņľĬħ 

Prompt when specifying 
vendorȮand invoice 
account 

ŐĽħĚĕƟŀėĺŅĴŏĨŊŀĬȮŏĴŊŗŀĴňĔŅĶŏĸŊŀĔľĶŊŀŏĮĸňŗĵĬŐĮĸĚĶľńĽȮVendor  

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Yes 

Prompt quantity field 
value whenȮposting 
documents 

ŐĽħĚěņĬĺĬŒĬĔŅĶĽńŗĚĞŊŘŀ*ĶńĭĽŇĬėƟŅ*ĪņŒĭŐěƟĚľĬňŘŒľƟŀńĨőĬĴńĨŇȮěŅĔĕƟŀĴŌĸĔŅĶĪņĶŅĵĔŅĶĪňŗ
įƞŅĬĴŅȮőħĵěŃĴňĕƟŀėĺŅĴŐěƟĚŏĨŊŀĬȮ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Yes 

Purchase order 
prices/amounts 

ŐĽħĚĶŅėŅĨƞŀľĬƞĺĵȮŐĸŃĶŅėŅĶĺĴĕŀĚĶŅĵĔŅĶĽńŗĚĞŊŘŀȮĪňŗŏŀĔĽŅĶŒĭĽńŗĚĞŊŘŀ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮYes 

Activate change 
management 

ĔŅĶŏĮĸňŗĵĬŐĮĸĚĕƟŀĴŌĸȮPO ĺƞŅľŅĔĴňĔŅĶŐĔƟœĕĪňŗȮPO ĨƟŀĚįƞŅĬĔŅĶŀĬŋĴńĨŇĔƞŀĬŏĽĴŀ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Yes 

Allow override of settings 
perȮvendor 

ľŅĔĴňĔŅĶĔņľĬħȮChange Management ĽŅĴŅĶĩĔņľĬħĺƞŅŏĮƦĬĔŅĶĔņľĬħĨƞŀȮ
Vendor ľĶŊŀȮAll Vendor 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: No 

Give purchase orders 
created via purchase 
requisitions Draft approval 
status 

ŏĴŊŗŀȮConvert ěŅĔȮPR œĮŏĮƦĬȮPO ŒľƟȮApprove status ŏĮƦĬȮDraft  

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Yes 

Find purchase agreements ėƟĬľŅĕƟŀĨĔĸĚŒĭĽńŗĚĞŊŘŀĔńĭŒĭĽńŗĚĕŅĵĪňŗŏĮƦĬĭĶŇļńĪĶŃľĺƞŅĚĔńĬ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮNo 
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ĔŅĶĔņľĬħĕƟŀĴŌĸĔŅĶĶńĭĽŇĬėƟŅȮ&Delivery' 

 

Field Description 

Accept under delivery ĨńŘĚėƞŅŀĬŋĠŅĨŒľƟĶńĭĽŇĬėƟŅĨŗņĔĺƞŅěņĬĺĬĪňŗĽńŗĚĞŊŘŀľĶŊŀœĴƞ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: No 

Accept over delivery ĨńŘĚėƞŅŀĬŋĠŅĨŒľƟĶńĭĽŇĬėƟŅŏĔŇĬĔĺƞŅěņĬĺĬĪňŗĽńŗĚĞŊŘŀľĶŊŀœĴƞ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: No 

Safety level of invoiced 
orders 

ĔņľĬħĺƞŅĔĶĦňĪňŗĪņĔŅĶĨńŘĚľĬňŘĪńŘĚľĴħĕŀĚŒĭĽńŗĚĞŊŘŀŐĸƟĺȮŀĬŋĠŅĨŒľƟĽŅĴŅĶĩŐĔƟœĕŒĭĽńŗĚ
ĞŊŘŀœħƟľĶŊŀœĴƞȮ 

¶ None: ĽŅĴŅĶĩĪņœħƟȮ 

¶ Warning: ĽŅĴŅĶĩĪņœħƟȮőħĵĴňĔŅĶŐěƟĚŏĨŊŀĬ 

¶ Lock: œĴƞĽŅĴŅĶĩĪņœħƟȮ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮLocked 

Check for product receipt 
number used 

ĔņľĬħŏĸĕĪňŗŒĭĶńĭĕŀĚȮĺƞŅĽŅĴŅĶĩĞŘņœħƟľĶŊŀœĴƞ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Reject DuplicateȮėŊŀȮľƟŅĴĴňŏĸĕĪňŗĞŘņĔńĬ 

Number of documents in 
batch task 

ĔņľĬħěņĬĺĬĚŅĬĪňŗĽŅĴŅĶĩĮĶŃĴĺĸįĸœħƟıĶƟŀĴĔńĬŒĬȮ1 Batch 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: 5 
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ĔŅĶĔņľĬħĕƟŀĴŌĸĶŅėŅŐĸŃĽƞĺĬĸħ &Price' 

 

Field Description 

Discount ĔņľĬħĺŇīňĔŅĶėņĬĺĦĽƞĺĬĸħ 

¶ Line: ėņĬĺĦŏĜıŅŃȮLine discount 

¶ Multiline: ėņĬĺĦŏĜıŅŃȮMultiline discount 

¶ Max(Line, Multiline): ŒĝƟĽƞĺĬĸħĪňŗĴŅĔĪňŗĽŋħĶŃľĺƞŅĚȮLine ľĶŊŀȮMultiline 

¶ Min(Line, Multiline): ŒĝƟĽƞĺĬĸħĪňŗĬƟŀĵĪňŗĽŋħĶŃľĺƞŅĚȮLine ľĶŊŀȮMultiline 

¶ Line+Multiline: ėņĬĺĦőħĵĬņȮLine ŐĸŃȮMultiline ĶĺĴĔńĬ 

¶ Line*Multiline: ėņĬĺĦőħĵŒĝƟȮLine ĔƞŀĬȮŐĸƟĺĨŅĴħƟĺĵȮMultiline 
ĔņľĬħėƞŅœĺƟŏĮƦĬ: Line 

Find main charges ĔņľĬħĔŅĶĮƤĬėƞŅȮCharges ŀńĨőĬĴńĨŇȮŏĴŊŗŀĭńĬĪŉĔŒĭȮCharges ĪňŗȮPO 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: œĴƞĨƟŀĚĔņľĬħ 

Find charges for line ĔņľĬħĔŅĶĮƤĬėƞŅȮCharges ĪňŗȮPO Line ŀńĨőĬĴńĨŇȮŏĴŊŗŀĭńĬĪŉĔŒĭȮCharges ĪňŗȮPO Line 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: œĴƞĨƟŀĚĔņľĬħ 

Date type ĔņľĬħĺńĬĪňŗĪňŗěŃŒĝƟŒĬĔŅĶėņĬĺĦľŅĶŅėŅěŅĔȮTrade agreement 

¶ Today: ĨŅĴĺńĬĪňŗĮƤěěŋĭńĬ 

¶ Delivery Date: ĨŅĴĺńĬĪňŗĶńĭĽŇĬėƟŅ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Today 

Enable price details ĔņľĬħŒľƟĽŅĴŅĶĩŏľŖĬĶŅĵĸŃŏŀňĵħĕŀĚĶŅėŅĪňŗĶŅĵĔŅĶĽńŗĚĞŊŘŀŐĨƞĸŃĶŅĵĔŅĶ 
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Field Description 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: ȮYes 

Calculate total discount 
onȮposting 

 
 

 

ľŅĔȮRȮěŃĴňĔŅĶėņĬĺĦĽƞĺĬĸħĪńŘĚľĴħŒľƟĪńĬĪňŏĴŊŗŀĴňĔŅĶȮPost PO ŐĸŃěŃœĴƞĽŅĴŅĶĩ
ŐĔƟœĕŒĬĝƞŀĚȮĵŀħĶĺĴĕŀĚȮPO ŒĭħńĚĔĸƞŅĺœħƟ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: No 

ĔŅĶĔņľĬħĕƟŀĴŌĸĕŀŒĭŏĽĬŀĶŅėŅȮ&Request for quotation' 

 

Field Description 

Purchase type ĶŃĭŋėƞŅȮDefault ĕŀĚ Purchase typeȮŏĴŊŗŀĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Purchase order 

Solicitation type ĶŃĭŋėƞŅȮDefault ĕŀĚ Solicitation typeȮŏĴŊŗŀĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮėƞŅĺƞŅĚ 

Days offset ĶŃĭŋěņĬĺĬĺńĬȮExpiration őħĵŏĶŇŗĴėņĬĺĦěŅĔĺńĬĪňŗĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: 0 

Working days ĔņľĬħŏĚŊŗŀĬœĕĔŅĶėņĬĺĦȮExpiration date ĨŅĴĺńĬĪňŗĪņĚŅĬŒĬȮCalendar ĕŀĚĭĶŇļńĪȮ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: No 
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Field Description 

Mode of delivery ĶŃĭŋėƞŅȮDefault ĕŀĚȮMode of delivery ŏĴŊŗŀĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮėƞŅĺƞŅĚ 

Delivery terms ĶŃĭŋėƞŅȮDefault ĕŀĚȮDelivery termsȮŏĴŊŗŀĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮėƞŅĺƞŅĚ 

Terms of payment ĶŃĭŋėƞŅȮDefault ĕŀĚȮTerms of paymentȮŏĴŊŗŀĽĶƟŅĚȮRequest for quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮėƞŅĺƞŅĚ 

Default trade agreement 
journal 

ĶŃĭŋėƞŅȮDefault ĕŀĚȮDefault trade agreement journalȮŏĴŊŗŀĽĶƟŅĚȮRequest for 
quotation 

ĔņľĬħėƞŅœĺƟŏĮƦĬ:ȮėƞŅĺƞŅĚ 

Purchaser can edit vendors 
bid 

ĽŅĴŅĶĩŐĔƟœĕȮŒĭĕŀŏĽŀĬĶŅėŅěŅĔȮVendor œħƟ 

ĔņľĬħėƞŅœĺƟŏĮƦĬ: Yes 
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ĔŅĶĔņľĬħĸņħńĭľĴŅĵŏĸĕĕŀĚĶŃĭĭȮ&Number sequence' 

ŏĸĕĪňŗŏŀĔĽŅĶĪňŗŏĔňŗĵĺĕƟŀĚĔńĭĶŃĭĭěńħĞŊŘŀ 

 

Reference Number sequence code ŏĸĕĪňŗŏŀĔĽŅĶ 

ŏĸĕĪňŗŒĭĕŀĞŊŘŀȮ(PR) KMUTT_PR YY+###### 

ŏĸĕĪňŗŒĭĽńŗĚĞŊŘŀȮ(Purchase 
Order) 

KMUTT_PO ŐĭĭĪňŗȮ/ 

YY+###### 

ŐĭĭĪňŗȮ0 

P+YY+###### 

ŐĭĭĪňŗȮ1 

C+YY+###### 

ŏĸĕĪňŗŒĭĶńĭĕŀĚ &Product 
receipt' 

KMUTT_RC TI+YY+###### 
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ĔŅĶĔņľĬħĕƟŀĴŌĸľĸńĔȮ(MASTER DATA) 

ĔĸŋƞĴŏěƟŅľĬňŘȮ(Vendor group) 

ĔŅĶĔņľĬħĔĸŋƞĴŏěƟŅľĬňŘŏıŊŗŀŐĭƞĚĮĶŃŏĳĪĕŀĚŏěƟŅľĬňŘŒĬĪŅĚĭńĠĝňȮŐĸŃŏĔňŗĵĺĕƟŀĚĔńĭĔŅĶĨńŘĚėƞŅĔŅĶĭńĬĪŉĔĭńĠĝňįƞŅĬĶľńĽŏěƟŅľĬňŘȮ 

[Path8ȮAccounts payable >> Vendor >> Vendor groups] 

 
 
ĽĶƟŅĚĶŅĵĔŅĶŒľĴƞ őħĵėĸŇĔȮŴLcuŵȮŐĸŃĔĶŀĔĕƟŀĴŌĸħńĚĬňŘ 
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Field Description 

Vendor group ĶŃĭŋĶľńĽĔĸŋƞĴŏěƟŅľĬňŘ 

Description ĶŃĭŋĝŊŗŀĔĸŋƞĴŏěƟŅľĬňŘ 

Terms of payment ĶŃĭŋėƞŅȮDefault ĕŀĚŏĚŊŗŀĬœĕĔŅĶĝņĶŃŏĚŇĬ 

Time between invoice due 
dare and payment due 

ĶŃĭŋŏĚŊŗŀĬœĕĔŅĶĝņĶŃŏĚŇĬȮőħĵĺńħěŅĔĺńĬĪňŗĨńŘĚľĬňŘĩŉĚĺńĬĪňŗěƞŅĵ 

Default tax group ĶŃĭŋėƞŅȮDefault ĕŀĚĔĸŋƞĴĳŅļň 

Exclude from search result ĶŃĭŋŏĚŊŗŀĬœĕĔŅĶėƟĬľŅȮŒľƟėƟĬľŅĶĺĴĔĸŋƞĴŏěƟŅľĬňŘĪňŗĔņľĬħľĶŊŀœĴƞ 

Vendor account number 
sequence 

ĶŃĭŋĝŋħŏĸĕĪňŗȮRunning ĶľńĽŏěƟŅľĬňŘŒĬĶŃĭĭ 
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ĔŅĶĔņľĬħĶľńĽŏěƟŅľĬňŘȮ(Vendor account) 

ĶľńĽŏěƟŅľĬňŘȮŒĝƟĽņľĶńĭĔŅĶĭńĬĪŉĔĶŅĵĔŅĶĞŊŘŀŐĸŃĝņĶŃŏĚŇĬŐĨƞĸŃŏěƟŅľĬňŘĶŅĵĨńĺȮőħĵĽŅĴŅĶĩŏĔŖĭĕƟŀĴŌĸĝŊŗŀȮĪňŗŀĵŌƞȮŏĸĕĮĶŃěņĨńĺįŌƟ

ŏĽňĵĳŅļňȮŏĚŊŗŀĬœĕĔŅĶĝņĶŃŏĚŇĬȮĺŇīňĔŅĶĝņĶŃŏĚŇĬȮŐĸŃĕƟŀĴŌĸŀŊŗĬȮŕȮĪňŗŏĔňŗĵĺĕƟŀĚĔńĭŏěƟŅľĬňŘĶŅĵĬńŘĬȮŐĸŃŏıŊŗŀĬņĕƟŀĴŌĸŏľĸƞŅĬňŘœĮŐĽħĚ

ŒĬŏŀĔĽŅĶŐĸŃĶŅĵĚŅĬȮĽŅĴŅĶĩĽĶƟŅĚĶľńĽŏěƟŅľĬňŘœħƟĪňŗȮ 

YPath8ȮProcurement and sourcing >> Vendors >> All vendors[ 

 
ĔħȮNew ŏıŊŗŀĽĶƟŅĚĶľńĽŏěƟŅľĬňŘ 

 

 

Field Description 
Fast tab: General 
Group ŏĸŊŀĔĔĸŋƞĴŏěƟŅľĬňŘ ĨƟŀĚĶŃĭŋ 
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Field Description 
Vendor account ĶľńĽŏěƟŅľĬňŘȮĶŃĭĭĔņľĬħŒľƟŀńĨőĬĴńĨŇ 

Type ŏĸŊŀĔĮĶŃŏĳĪįŌƟĮĶŃĔŀĭĔŅĶ 

+ȮOrganization ľĴŅĵĩŉĚȮĭĶŇļńĪ 

+ȮPerson ľĴŅĵĩŉĚȮĭŋėėĸīĶĶĴħŅ 

Name ĶŃĭŋĝŊŗŀŏěƟŅľĬňŘ 

Search name ĶŃĭŋĝŊŗŀŏěƟŅľĬňŘŒĝƟŒĬĔŅĶėƟĬľŅ 

Known as ĶŃĭŋĶľńĽŏěƟŅľĬňŘȮŀƟŅĚŀŇĚĶľńĽŏěƟŅľĬňŘŏĔƞŅ 

Language ĶŃĭŋĳŅļŅ ŏıŊŗŀŐĽħĚŒĬŏŀĔĽŅĶ 

 

 

Field Description 
Fast tab: Addresses 
Name or description ĶŃĭŋĝŊŗŀĪňŗŀĵŌƞ 
Purpose ŏĸŊŀĔĮĶŃŏĳĪĺńĨĩŋĮĶŃĽĚėƢŒĬŐĨƞĸŃĪňŗŀĵŌƞĪňŗĔņľĬħ 
Country-region ŏĸŊŀĔĮĶŃŏĪĻ 
Street ĶŃĭŋĪňŗŀĵŌƞ 
Primary ŏĮƦĬĪňŗŀĵŌƞľĸńĔľĶŊŀœĴƞ 
Primary for country ŏĮƦĬĪňŗŀĵŌƞľĸńĔĽņľĶńĭĮĶŃŏĪĻľĶŊŀœĴƞ 
ĔħĮŋƙĴȮOK ŏıŊŗŀĭńĬĪŉĔĶŅĵĔŅĶ 

 



   

  ėŌƞĴŊŀĮĢŇĭńĨŇĚŅĬĽņľĶńĭįŌƟŒĝƟĚŅĬȮ&USER MANUAL) 

Revision date: 8/25/2022  Page | 12 
.0_KMUTT_UM_Procurement and Sourcing_R./ 
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Field Description 
ACTION PANE: VENDOR >> REGISTRATION >> Registration IDs 
Tax registration ĔħĮŋƙĴȮAdd ŏıŊŗŀĶŃĭŋĕƟŀĴŌĸĪŅĚĳŅļň 
Registration type ĮĶŃŏĳĪĔŅĶěħĪŃŏĭňĵĬĳŅļň 
Country-region ĮĶŃŏĪĻľĶŊŀĳŌĴŇĳŅė 
Registration number  ŏĸĕĪňŗĮĶŃěņĨńĺįŌƟŏĽňĵĳŅļň 
Description ĝŊŗŀįŌƟĮĶŃĔŀĭĔŅĶ 
Effective ĺńĬĪňŗĴňįĸĭńĚėńĭŒĝƟ 
Tax information  
Tax address type ĽņĬńĔĚŅĬŒľĠƞ: ŏĸŊŀĔȮHead office 

ĽŅĕŅ: ŏĸŊŀĔȮBranch 
Branch number ĽņĬńĔĚŅĬŒľĠƞ: 00000 

ĽŅĕŅ: (ĶľńĽĽŅĕŅ) 
ĔħĮŋƙĴȮOK ŏıŊŗŀĭńĬĪŉĔĶŅĵĔŅĶ 

 

Field Description 
Fast tab: Contact information 
Description ėņŀīŇĭŅĵįŌƟĨŇħĨƞŀ 
Type ĮĶŃŏĳĪĔŅĶĨŇħĨƞŀȮŏĝƞĬȮFax, Phone, E+mail address 
Contact number-address ŏĭŀĶƢőĪĶĻńıĪƢľĶŊŀĪňŗŀĵŌƞįŌƟĨŇħĨƞŀ 
Extension ĶŃĭŋŏĭŀĶƢĨƞŀȮ&ĩƟŅĴň' 
Primary ŏĮƦĬĕƟŀĴŌĸĔŅĶĨŇħĨƞŀľĸńĔľĶŊŀœĴƞ 
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Field Description 
Fast tab: Purchasing demographics 
Currency ŏĸŊŀĔĽĔŋĸŏĚŇĬ 
Primary contact ŏĸŊŀĔĶŅĵĝŊŗŀįŌƟĨŇħĨƞŀ 
Line of business ŏĸŊŀĔĮĶŃŏĳĪīŋĶĔŇěĕŀĚŏěƟŅľĬňŘ 
Employee responsible ŏĸŊŀĔĶľńĽıĬńĔĚŅĬĪňŗĶńĭįŇħĝŀĭ 
Segment ŏĸŊŀĔĕƟŀĴŌĸŏıŇŗĴŏĨŇĴ 

 

 

Field Description 
Fast tab: Invoice and delivery 
Invoice  
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Field Description 
Fast tab: Purchase order defaults 
Site ŏĸŊŀĔėƞŅŏĶŇŗĴĨƟĬȮSite ŏĴŊŗŀŏĮƕħŒĭĽńŗĚĞŊŘŀ 
Warehouse ŏĸŊŀĔėƞŅŏĶŇŗĴĨƟĬȮWarehouse ŏĴŊŗŀŏĮƕħŒĭĽńŗĚĞŊŘŀ 
Purchase order 
prices-amount 

ĨƟŀĚĔŅĶıŇĴıƢĶŅėŅĭĬŒĭĽńŗĚĞŊŘŀľĶŊŀœĴƞ 

Field Description 
Invoice account ŏĸŊŀĔĶľńĽŏěƟŅľĬňŘȮĪňŗŀŀĔŒĭŐěƟĚľĬňŘŒľƟ 
Sales tax  
Sales tax group ŏĸŊŀĔĔĸŋƞĴĳŅļňĴŌĸėƞŅŏıŇŗĴ 
Prices include sales tax ĶŅėŅĶĺĴĳŅļňĴŌĸėƞŅŏıŇŗĴľĶŊŀœĴƞ 
Tax exempt number ŏĸŊŀĔŏĸĕĪňŗĮĶŃěņĨńĺįŌƟŏĽňĵĳŅļň 

ĔņľĬħœħƟőħĵȮėĸŇĔĕĺŅȮ>> ŏĸŊŀĔȮView details >> ĔħĮŋƙĴȮNew ŏıŊŗŀĽĶƟŅĚŏĸĕĪňŗ
ĮĶŃěņĨńĺįŌƟŏĽňĵĳŅļňȮıĶƟŀĴĔņľĬħĶŅĵĸŃŏŀňĵħĪňŗŏĔňŗĵĺĕƟŀĚ 

Withholding tax  
Calculate withholding tax ĨƟŀĚĔŅĶėņĬĺĦĳŅļňŏĚŇĬœħƟľńĔȮĦȮĪňŗěƞŅĵľĶŊŀœĴƞ 
Withholding tax group ŏĸŊŀĔĔĸŋƞĴĳŅļňŏĚŇĬœħƟľńĔȮĦȮĪňŗěƞŅĵ 
Vendor type ŏĸŊŀĔĮĶŃŏĳĪĕŀĚŏěƟŅľĬňŘ 

Blank ;ȮœĴƞĶŃĭŋ 
Foreign ;ȮĬŇĨŇĭŋėėĸĨƞŅĚĮĶŃŏĪĻ 
Domestic ;ȮĬŇĨŇĭŋėėĸŒĬĮĶŃŏĪĻ 
Individual ;ȮĭŋėėĸīĶĶĴħŅ 
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Field Description 
Fast tab: Payment 
Term of payment ŏĚŊŗŀĬœĕĔŅĶĝņĶŃŏĚŇĬ 
Method of payment ĺŇīňĔŅĶĝņĶŃŏĚŇĬ 

 

 

Field Description 
Fast tab:Ȯ Financial dimensions ĶŃĭŋĴŇĨŇĔŅĶĺŇŏėĶŅŃľƢĕƟŀĴŌĸĪŅĚĭńĠĝň 
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ĔŅĶĔņľĬħĕƟŀĴŌĸĽŅĵĔŅĶŀĬŋĴńĨŇ &Procurement and sourcing workflows' 

[Path8 Procurement and sourcing >> Setup >> Procurement and sourcing workflows] 

 

ĔŅĶĔņľĬħĽŅĵĔŅĶŀĬŋĴńĨŇŒĬĶŃĭĭěńħĞŊŘŀœħƟŐĔƞȮĔŅĶŀĬŋĴńĨŇŒĭĕŀĞŊŘŀȮ(Purchase requisition)  
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ĔŅĶŀĬŋĴńĨŇĕŀĞŊŘŀ &Purchase requisition review' 

ĔŅĶĨńŘĚėƞŅĔŅĶŀĬŋĴńĨŇĕŀĞŊŘŀȮőħĵĔņľĬħĽŅĵĔŅĶŀĬŋĴńĨŇĨŅĴŏĚŊŗŀĬœĕħńĚĬňŘ 

 

No Field Description 

1 New ĔħĮŋƙĴȮNewȮŏıŊŗŀĽĶƟŅĚȮWorkflow 

2 Workflow type ŏĸŊŀĔĮĶŃŏĳĪȮWorkflowȮĽņľĶńĭĔŅĶŒĝƟĚŅĬ 
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ĶŃĭŋĕƟŀĴŌĸŐĸŃŏĚŊŗŀĬœĕĔŅĶŀĬŋĴńĨŇ 

 

No Field Description 

1 Start ěŋħŏĶŇŗĴĨƟĬȮWorkflow 

2 Review purchase requisitions ŏıŇŗĴĔĸƞŀĚȮReview purchase requisition ĽņľĶńĭĔŅĶŐĔƟœĕ
ěņĬĺĬŏĚŇĬĕŀĚĔŅĶĕŀĞŊŘŀĕŀěƟŅĚėĶńŘĚĬńŘĬ 

3 Approve purchase requisitions ŏıŇŗĴĔĸƞŀĚȮApprove purchase requisitionȮĽņľĶńĭĔŅĶĽĶƟŅĚ
ŏĚŊŗŀĬœĕĕŀĚĔĶŃĭĺĬĔŅĶĽĶƟŅĚȮPR ŏıŊŗŀŒľƟŏĕƟŅŏĚŊŗŀĬœĕȮWorkflow   

4 End ěŋħĽŇŘĬĽŋħȮWorkflow 
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Activation  

ĔņľĬħŏĚŊŗŀĬœĕĔŅĶŒĝƟĚŅĬȮWorkflow őħĵŒĭĕŀĞŊŘŀĪňŗŏĕƟŅŏĚŊŗŀĬœĕȮěŃŏĕƟŅĽŌƞĽŅĵĔŅĶŀĬŋĴńĨŇĬňŘ 

 

ĨńĺŀĵƞŅĚŒĬĔŅĶĽĶƟŅĚŏĚŊŗŀĬȮWorkflow  

1.ŏĴŊŗŀȮBudget check results ĴňėƞŅħńĚĬňŘ 

1.1 Budget Passed = ŏĝŖėĚĭĮĶŃĴŅĦįƞŅĬ 

1.2 Budget check passed but with warningȮ= ŏĝŖėĚĭĮĶŃĴŅĦįƞŅĬŐĨƞŏĔŇħĔŅĶŐěƟĚŏĨŊŀĬ 

1.3 Budget check not performedȮ= œĴƞŏĝŖėĚĭĮĶŃĴŅĦ 
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Assignment  

ĔņľĬħŏĚŊŗŀĬœĕĔŅĶĽƞĚŀĬŋĴńĨŇŒĭĕŀĞŊŘŀȮőħĵĶŃĭĭěŃĽƞĚŀĬŋĴńĨŇĨŅĴŏĚŊŗŀĬœĕħńĚĬňŘ 
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ĔŅĶĔņľĬħĬőĵĭŅĵĔŅĶĞŊŘŀȮ(Purchasing policies) 

[Path: Procurement and sourcing >> Setup >> Policies >> Purchasing policies] 

ŏıŊŗŀĔņľĬħĬőĵĭŅĵĔŅĶěńħĞŊŘŀĽŇĬėƟŅ ŏĝƞĬȮŏĚŊŗŀĬœĕĔŅĶĽĶƟŅĚŒĭĽńŗĚĞŊŘŀěŅĔŒĭĕŀĞŊŘŀȮŏĚŊŗŀĬœĕĔŅĶŐĔƟœĕŒĭĽńŗĚĞŊŘŀȮŏĮƦĬĨƟĬȮĔŅĶĨńŘĚėƞŅ

ĬőĵĭŅĵĔŅĶĞŊŘŀĽŅĴŅĶĩĪņœħƟħńĚĬňŘ 
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ĔŅĶĔņľĬħĭĶŇļńĪĪňŗŒĝƟĬőĵĭŅĵȮ(Policy organizations) 

ŒĝƟĨńŘĚėƞŅĭĶŇļńĪĪňŗĬőĵĭŅĵĔŅĶěńħĞŊŘŀĴňįĸŒĝƟ 

 

Field Description 

Available ŐĽħĚĝŊŗŀĴľŅĺŇĪĵŅĸńĵłĪňŗŀĬŋĠŅĨŒľƟŒĝƟĬőĵĭŅĵ 

SelectedȮorganizations ŏĸŊŀĔĴľŅĺŇĪĵŅĸńĵłěŅĔȮAvailable ĪňŗĨƟŀĚĔŅĶŒĝƟĬőĵĭŅĵĔŅĶĞŊŘŀ 

ĔŅĶĔņľĬħĬőĵĭŅĵȮ(Policy rules) 

ŒĝƟĨńŘĚėƞŅĬőĵĭŅĵĔŅĶěńħĞŊŘŀŒĬľńĺĕƟŀĨƞŅĚŕȮĨŅĴľńĺĕƟŀŒĬȮŴNmjgawȮpsjcȮrwncŵȮŐĸŃėĸŇĔȮŴApc_rcȮnmjgawȮpsjcŵȮħńĚĬňŘ 
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Reapproval rule for purchase orders 

ŒĝƟĔņľĬħŏĚŊŗŀĬœĕĔŅĶŐĔƟœĕŒĭĽńŗĚĞŊŘŀȮľŅĔĴňĔŅĶŐĔƟœĕĕƟŀĴŌĸŒĬȮField ĪňŗĔņľĬħȮěŃĩŊŀĺƞŅŒĭĽńŗĚĞŊŘŀĴňĔŅĶŐĔƟœĕȮ 

ŐĸŃěŃĨƟŀĚŀĬŋĴńĨŇŒľĴƞȮ&ĺŇīňĔŅĶŀĬŋĴńĨŇȮŀīŇĭŅĵŒĬľńĺĕƟŀȮŴĔŅĶĔņľĬħĽŅĵĔŅĶŀĬŋĴńĨŇŵ' 

 

Field Description 

Available ŐĽħĚ Field ĪňŗĽŅĴŅĶĩŒĝƟŏĮƦĬŏĚŊŗŀĬœĕ 

SelectedȮ ŏĸŊŀĔȮField ĪňŗĨƟŀĚĔŅĶŒĝƟŏĮƦĬŏĚŊŗŀĬœĕ 
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CHAPTER 2: PROCUREMENT AND SOURCING PROCESS ŐįĬįńĚĔĶŃĭĺĬĔŅĶĪņĚŅĬŒĬĶŃĭĭěńħĞŊŘŀ 

ĺńĨĩŋĮĶŃĽĚėƢĕŀĚŏŀĔĽŅĶȮ&DOCUMENT OBJECTIVE'  

ŏıŊŗŀŀīŇĭŅĵĶŅĵĸŃŏŀňĵħĕŀĚĔĶŃĭĺĬĔŅĶĪņĚŅĬĶĺĴĪńŘĚĕńŘĬĨŀĬĔŅĶĪņĚŅĬ 

ėņŀīŇĭŅĵĽńĠĸńĔļĦƢ &BUSINESS PROCESSȮSYMBOL' 

ĽńĠĸńĔļĦƢĕŀĚĔĶŃĭĺĬĔŅĶĪņĚŅĬ 

Symbol Description 

 

 

ěŋħŏĶŇŗĴĨƟĬĔĶŃĭĺĬĔŅĶ 

 

 

ĚŅĬĪňŗȮuser ĪņŒĬĶŃĭĭȮMicrosoft Dynamics 143ȮFor Finance and 

Operations 

 

 

ĔĶŃĭĺĬĔŅĶĪňŗĴňĚŅĬȮCustomize ŏĔňŗĵĺĕƟŀĚȮœĴƞĺƞŅěŃŏĮƦĬĔŅĶŏıŇŗĴĲƕĸħƢȮĮŋƙĴȮľĶŊŀȮ

ĲƤĚĔƢĝńŗĬ 

 

 

ĚŅĬĪňŗȮuser ĪņĬŀĔĶŃĭĭ 

 

 

ĚŅĬĪňŗěńħĪņőħĵĶŃĭĭŀńĨőĬĴńĨŇ 

 

 

ĔĶŃĭĺĬĔŅĶĩńħœĮľĶŊŀĔĶŃĭĺĬĔŅĶĪňŗŏĔňŗĵĺĕƟŀĚ 

 

 

Legacy System/Interface Process 
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Symbol Description 

 

 

ěŋħĨńħĽŇĬŒě 

 

 

ŏŀĔĽŅĶĬŀĔĶŃĭĭ 

 

 

ŏŀĔĽŅĶŀŀĔěŅĔĶŃĭĭȮMicrosoft Dynamics 143ȮFor Finance and 

OperationsȮĪňŗŏĮƦĬȮStandardȮD365 F&O ľĶŊŀȮStandard ĕŀĚȮInnoviz 

 

 

ŏŀĔĽŅĶŀŀĔěŅĔĶŃĭĭȮMicrosoft Dynamics 143ȮFor Finance and 

OperationsȮĪňŗĨƟŀĚįƞŅĬĔŅĶ CustomizeȮĪňŗĶĺĴŀĵŌƞŒĬȮProposal ŏĶňĵĭĶƟŀĵ 

 

 

ŏŀĔĽŅĶŀŀĔěŅĔĶŃĭĭȮMicrosoft Dynamics 143ȮFor Finance and 

OperationsȮĪňŗĨƟŀĚįƞŅĬĔŅĶ CustomizeȮĪňŗĨƟŀĚŏĽĬŀĶŅėŅŏıŇŗĴ 

 

 

ěŋħŏĝŊŗŀĴĨƞŀŒĬľĬƟŅĩńħœĮŒĬĔĶŃĭĺĬĔŅĶŏħňĵĺĔńĬ 

 

 

ěŋħĽŇŘĬĽŋħĔĶŃĭĺĬĔŅĶ 

 

 

ěŋħŏĝŊŗŀĴĕŀĚĚŅĬŒĬĔĶŃĭĺĬĔŅĶĳŅĵŒĨƟĶŃĭĭŏħňĵĺĔńĬ 

 

 

ěŋħŏĝŊŗŀĴĕŀĚĚŅĬĔńĭĶŃĭĭŀŊŗĬ ŕ 
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Symbol Description 

 

 
 

 

ĝŊŗŀĔĶŃĭĺĬĔŅĶ 

 

 
 

 

 

ĔŅĶŏĝŊŗŀĴĨƞŀĚŅĬĶŃľĺƞŅĚľĬƞĺĵĚŅĬ 
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1. ĔĶŃĭĺĬĔŅĶĕŀĞŊŘŀȮ(PURCHASE REQUISITION) 

ĶŅĵĸŃŏŀňĵħĕńŘĬĨŀĬĔŅĶĕŀĞŊŘŀĴňħńĚĬňŘ 

  

ĨŅĶŅĚŀīŇĭŅĵĕńŘĬĨŀĬĔŅĶĪņĚŅĬ 
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No. Description Responsible Output 

PO01 ĽĶƟŅĚĶŅĵĔŅĶĕŀĞŊŘŀ/ĕŀěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO02 ĶŃĭŋĺŇīňĔŅĶĕŀĞŊŘŀ/ĕƟŀěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO03 ĶŃĭŋĶŅĵĸŃŏŀňĵħŒĬĔŅĶĕŀĞŊŘŀ/ĕŀěƟŅĚȮŏĝƞĬȮĔŇěĔĶĶĴȮ/ȮıńĽħŋĪňŗěŃĕŀ

ĞŊŘŀ, ĶľńĽőėĶĚĔŅĶ,ȮĶľńĽĚĭĮĶŃĴŅĦ,ȮĺńĬĪňŗėŅħĺƞŅěŃĕŀĞŊŘŀ, ěņĬĺĬ

ŏĚŇĬĪňŗěŃĕŀĞŊŘŀ,ȮĶŅėŅĔĸŅĚ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO04 ĔĶĦňĪňŗĺĚŏĚŇĬĕŀĞŊŘŀœĴƞŏĔŇĬȮ500,000 ĭŅĪȮ 

ĨĶĺěĽŀĭĶŅĵĔŅĶĕŀĞŊŘŀŐĸŃĬņŏĽĬŀįŌƟĴňŀņĬŅěŀĬŋĴńĨŇ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO05 ĔĶĦňĪňŗĺĚŏĚŇĬĕŀĞŊŘŀœĴƞŏĔŇĬȮ500,000 ĭŅĪȮ 

ĨĶĺěĽŀĭĶŅĵĔŅĶĕŀĞŊŘŀŐĸŃĬņŏĽĬŀįŌƟĴňŀņĬŅěŀĬŋĴńĨŇ 

ėĦŃĔĶĶĴĔŅĶ  

PO06 ĶŅĵĔŅĶĪňŗįƞŅĬĔŅĶĨĶĺěĽŀĭŏĶňĵĭĶƟŀĵŐĸƟĺ 

ŐĸŃȮĴňĴŌĸėƞŅŏĔŇĬȮ1,000,000ȮĭŅĪ 

ĪņĔŅĶŏĸŊŀĔįŌƟĕŅĵĪňŗĨƟŀĚĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚ 

ĽņĬńĔĚŅĬěńħľŅł  

PO07 ĶŅĵĔŅĶĪňŗįƞŅĬĔŅĶĨĶĺěĽŀĭŏĶňĵĭĶƟŀĵŐĸƟĺ 

ŐĸŃȮĴňĴŌĸėƞŅœĴƞŏĔŇĬȮ1,000,000ȮĭŅĪ 

ĪņĔŅĶŏĸŊŀĔįŌƟĕŅĵĪňŗĨƟŀĚĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚ 

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬȮ  

 
1.ĔĶŃĭĺĬĔŅĶĽĶƟŅĚĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮ(PR) 
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No Field Description 

1 New ĔħĮŋƙĴȮNewȮŏıŊŗŀĽĶƟŅĚĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚ 

2 Name ĶŃĭŋĝŊŗŀŏĶŊŗŀĚŒĬĔŅĶĕŀĞŊŘŀĕŀěƟŅĚ 

3 Requested date ĶŃĭŋĺńĬĪňŗĪņĔŅĶĕŀĞŊŘŀĕŀěƟŅĚ 

4 Accounting date ĶŃĭŋĺńĬĪňŗĪņĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮĴňįĸĨƞŀĔŅĶŏĝŖėĚĭĮĶŃĴŅĦ 

5 OK ĵŊĬĵńĬĔŅĶĪņĶŅĵĔŅĶ 

 
2.ĶŃĭŋĶŅĵĸŃŏŀňĵħĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮ(PR) - ŒĬĽƞĺĬȮPurchase requisition line 

 
No Field Description 

1 Add line ĔħĮŋƙĴȮAdd line ŏıŊŗŀĽĶƟŅĚĭĶĶĪńħĔŅĶĕŀĞŊŘŀĕŀěƟŅĚ 

2 Item number ĶŃĭŋȮItem number 

3 Quantity ĶŃĭŋĮĶŇĴŅĦ 

4 Unit ĶŃĭŋľĬƞĺĵĬńĭ 

5 Unit price ĶŃĭŋĶŅėŅĨƞŀľĬƞĺĵȮĞŉŗĚěŃĩŌĔĔņľĬħĴŅĨŅĴȮItem number 

ĔĶĦňĨƟŀĚĔŅĶŐĔƟœĕěņĬĺĬŏĚŇĬȮěŃĨƟŀĚĪņĔŅĶĔħĮŋƙĴȮSubmit 
ŏıŊŗŀŒľƟŏĕƟŅŏĚŊŗŀĬœĕĨŅĴȮWorkflowȮŐĸŃĪņĔŅĶŐĔƟœĕěņĬĺĬŏĚŇĬ 

6 Vendor account ĶŃĭŋȮVendorȮĽņľĶńĭĪņĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮĔĶĦňĪňŗįŌƟĪņĶŅĵĔŅĶ
ĕŀĞŊŘŀĕŀěƟŅĚĪĶŅĭȮVendor ĪňŗĨƟŀĚĔŅĶĞŊŘŀȮ 
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No Field Description 

ĔĶĦňœĴƞĪĶŅĭȮVendor įŌƟŒĝƟĚŅĬĽŅĴŅĶĩŏĸŊŀĔȮVendor ěńĚľĺŃȮ
Convert PR to PO œħƟŀňĔėĶńŘĚ 

3.ĶŃĭŋĶŅĵĸŃŏŀňĵħĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮ(PR) - ŒĬĽƞĺĬȮLine detail 
Fast tab : Item 

 
No Field Description 

1 Item description ĶŃĭŋėņŀīŇĭŅĵŒĬĔŅĶĕŀĞŊŘŀĕŀěƟŅĚĕŀĚȮItem numberȮĬńŘĬŕ 

 
ĶŃĭŋĴŇĨŇĪŅĚĭńĠĝňȮFinancial dimension ŏıŊŗŀŒľƟĶŃĭĭėĺĭėŋĴĚĭĮĶŃĴŅĦ 
Fast tab : Financial dimensions 
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No Field Description 

1 Financial dimension ĶŃĭŋĴŇĨŇĪŅĚĭńĠĝňȮFD07 ů ĶľńĽĚĭĮĶŃĴŅĦȮ 

ĶŃĭŋĴŇĨŇĪŅĚĭńĠĝňȮFD04 ů ľĴĺħĶŅĵĶńĭ-ĶŅĵěƞŅĵȮ 

 

ĪňŗĪņĔŅĶěŀĚįƞŅĬĶŃĭĭȮe-budgeting ĶŃĭĭȮD365ȮěŃĪņĔŅĶȮ
Pop-up ĕƟŀĴŌĸȮFD01 ů FD06ȮŒľƟŀńĨőĬĴńĨŇ 

 
ľĸńĚěŅĔĬńŘĬĔħĮŋƙĴȮWorkflow ŏıŊŗŀĪņĔŅĶȮSubmit ĶŅĵĔŅĶŒľƟŏĕƟŅĽŌƞĔĶŃĭĺĬĔŅĶŀĬŋĴńĨŇĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚ 

 
 
4.ȮŏĴŊŗŀ UserȮĪņĔŅĶȮSubmit ĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚŐĸƟĺȮįŌƟĴňŀņĬŅěŀĬŋĴńĨŇĶŅĵĔŅĶŏĕƟŅĴŅŀĬŋĴńĨŇĶŅĵĔŅĶȮőħĵĔħĮŋƙĴȮWorkflow 

ŐĸŃĔħȮApprove  

ľŅĔĶŅĵĔŅĶĪňŗȮsubmit ĴŅĕƟŀĴŌĸįŇħŒľƟĪņĔŅĶȮReject  
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5.ĔĶŃĭĺĬĔŅĶȮConvert PR to PO őħĵĶŅĵĸŃŏŀňĵħĴňħńĚĬňŘ 

5.1ȮĔĶĦň 1 PR ĽĶƟŅĚĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚŐėƞȮ1ȮĭĶĶĪńħȮĪňŗľĬƟŅěŀȮRelease approved purchase requisition ěŃ
ŐĽħĚŐėƞȮ1ȮĭĶĶĪńħȮŒľƟȮMarking 1 ĭĶĶĪńħŏıŊŗŀȮConvert to PO 
5.2 ĔĶĦň 1 PR ĽĶƟŅĚĶŅĵĔŅĶĕŀĞŊŘŀĕŀěƟŅĚȮ2ȮĭĶĶĪńħȮĪňŗľĬƟŅěŀȮRelease approved purchase requisition ěŃ
ŐĽħĚ 2ȮĭĶĶĪńħȮŒľƟȮMarking 2 ĭĶĶĪńħŏıŊŗŀȮConvert to PO 

ĨńĺŀĵƞŅĚȮ 
 1 PR : 1 record 
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1 PR : 2 record 
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2. ĔĶŃĭĺĬĔŅĶĽńŗĚĞŊŘŀěńħěƟŅĚȮ&PURCHASE ORDER' 
ĔĶŃĭĺĬĔŅĶĽńŗĚĞŊŘŀěńħěƟŅĚȮĮĶŃĔŀĭħƟĺĵ 2ȮĔĶŃĭĺĬĔŅĶȮħńĚĬňŘ 

1.1 ĔĶŃĭĺĬĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚĪňŗœħƟĶńĭĕƟŀĴŌĸěŅĔĶŃĭĭȮK0 

1.2 ĔĶŃĭĺĬĽĶƟŅĚŒĭĽńŗĚĞŊŘŀĽńŗĚěƟŅĚŐĭĭȮManual ŒĬĶŃĭĭȮD143ȮF&O 

2.1 ĔĶŃĭĺĬĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚĪňŗœħƟĶńĭĕƟŀĴŌĸěŅĔĶŃĭĭȮK2  
ĶŅĵĸŃŏŀňĵħĕńŘĬĨŀĬȮĴňħńĚĬňŘ 

 

ĨŅĶŅĚŀīŇĭŅĵĕńŘĬĨŀĬĔŅĶĪņĚŅĬ 
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No. Description Responsible Output 

PO01 End user ĽĶƟŅĚĶŅĵĔŅĶĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO02 ŒľƟĶŃĭĭȮħŉĚĕƟŀĴŌĸĺŇīňĔŅĶěńħĞŊŘŀ/ěńħěƟŅĚȮĴŅŐĽħĚĭĬŏŀĔĽŅĶŒĭĽńŗĚ

ĞŊŘŀĽńŗĚěƟŅĚ &PO' ŏıŊŗŀŏĔŖĭŏĮƦĬȮinformation 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO03 ĶŃĭŋĕƟŀĴŌĸĔŅĶĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO04.1 ĔŅĶĽńŗĚĞŊŘŀŏĮƦĬŐĭĭĪňŗȮ1  

PO ĪňŗœĴƞĨƟŀĚĸĚĬŅĴŀĬŋĴńĨŇȮ&œĴƞĨƟŀĚŀŀĔĨŅĴĶŃŏĭňĵĭ' 

ȮȮȮȮȮ1.1 ĔĶĦňĭĶŇļńĪĶƟŀĚĕŀŒľƟĴňĔŅĶĸĚĬŅĴŀĬŋĴńĨŇȮĽŅĴŅĶĩĽƞĚŒľƟįŌƟĴň

ŀņĬŅěĸĚĬŅĴŀĬŋĴńĨŇȮŀĬŋĴńĨŇœħƟȮ&ĸĚĬŅĴľĶŊŀœĴƞĸĚĬŅĴĔŖœħƟĕŀĚĪŋĔŕȮ

PO' ĕŉŘĬŀĵŌƞĔńĭĔĶĦňĪňŗěņŏĮƦĬĨƟŀĚŒĝƟĔŅĶĸĚĬŅĴľĶŊŀœĴƞ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

ŒĭĽńŗĚĞŊŘŀ 

PO04.2 ĔŅĶĽńŗĚĞŊŘŀŏĮƦĬŐĭĭĪňŗȮ2  

ŒĭĽńŗĚĞŊŘŀĪňŗĨƟŀĚĸĚĬŅĴŀĬŋĴńĨŇ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

ŒĭĽńŗĚĞŊŘŀ 

PO04.3 ĔŅĶĽńŗĚĞŊŘŀŏĮƦĬŐĭĭĪňŗȮ3  

ŒĭĽńŗĚĞŊŘŀĪňŗĴňĽńĠĠŅŐĸŃĨƟŀĚĸĚĬŅĴŀĬŋĴńĨŇ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

ŒĭĽńŗĚĞŊŘŀ 

PO05 ĔĶĦňĪňŗŒĭĽńŗĚĞŊŘŀĬńŘĬĨƟŀĚŒľƟįŌƟĕŅĵĸĚĬŅĴȮ&Vendor' 

įŌƟĕŅĵĸĚĬŅĴŒĬŒĭĽńŗĚĞŊŘŀ 

Vendor  

PO06 įŌƟĴňŀņĬŅěħņŏĬŇĬĔŅĶıŇěŅĶĦŅŀĬŋĴńĨŇŐĸŃĸĚĬŅĴĭĬŏŀĔĽŅĶŏıŊŗŀ

ĽńŗĚĞŊŘŀ 

įŌƟĴňŀņĬŅěŀĬŋĴńĨŇ  

PO07 ĶŃĭĭ K2 ĽƞĚĶŅĵĔŅĶĽńŗĚĞŊŘŀĪňŗįƞŅĬĔŅĶŀĬŋĴńĨŇŐĸƟĺœĮĪňŗĶŃĭĭȮD365 

F&O 

K2  

PO08 ĶŃĭĭȮD365 F&OȮĽĶƟŅĚĶŅĵĔŅĶŒĭĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚŀńĨőĬĴńĨŇ D365 F&O  

PO09 ĶŃĭĭȮD365 F&OȮConfirmed PO ŒľƟŀńĨőĬĴńĨŇ D365 F&O  
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1.ĶŃĭĭĶńĭĕƟŀĴŌĸŏĕƟŅĴŅĪňŗȮStaging Inbound ů Purchase requisition  

 

2.ŏĴŊŗŀĶŃĭĭħŌėƞŅĨŅĴŏĚŊŗŀĬœĕŐĸƟĺĪņĔŅĶȮAutomatic generate PO  
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3.ĶŃĭĭĬņėņŀīŇĭŅĵĴŅȮstamp ŒľƟŀńĨőĬĴńĨŇ 

 

3.ĶŃĭĭĬņėƞŅȮSite, Warehouse, LocationȮĴŅ stamp ŒľƟŀńĨőĬĴńĨŇ 
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4.ĶŃĭĭĬņėƞŅĴŇĨŇĪŅĚĭńĠĝňȮFinancial dimension ŏıŊŗŀŒľƟĶŃĭĭėĺĭėŋĴĚĭĮĶŃĴŅĦȮĴŅ stampȮŒľƟŀńĨőĬĴńĨŇ 

 

ĶŃĭŋȮFinancial dimension (FD07,FD04) ŏıŊŗŀŒľƟĶŃĭĭȮPop-up dimension FD01-FD06ȮŀńĨőĬĴńĨŇ 

5.ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬĪňŗŀĵŌƞŒĬĔŅĶěńħĽƞĚĽŇĬėƟŅ 

 

No Field Description 

1 Delivery address ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬĪňŗŀĵŌƞŒĬĔŅĶěńħĽƞĚĽŇĬėƟŅĕŀĚȮĴěī. 

2 Invoice address ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬŀĵŌƞĕŀĚȮVendor ŒĬĔŅĶŀŀĔŏŀĔĽŅĶŒĭĽńŗĚĞŊŘŀȮ 
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6.ĶŃĭĭĬņėƞŅĴŇĨŇĪŅĚĭńĠĝňȮFinancial dimension ĪňŗȮPO ů HeaderȮĴŅ stampȮŒľƟŀńĨőĬĴńĨŇ 
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2.2 ĔĶŃĭĺĬĽĶƟŅĚŒĭĽńŗĚĞŊŘŀĽńŗĚěƟŅĚŐĭĭȮManualȮŒĬĶŃĭĭȮD365 F&O 

ĶŅĵĸŃŏŀňĵħĕńŘĬĨŀĬȮĴňħńĚĬňŘ 

  

ĨŅĶŅĚŀīŇĭŅĵĕńŘĬĨŀĬĔŅĶĪņĚŅĬ 

No. Description Responsible Output 

PO01 ĽĶƟŅĚĶŅĵĔŅĶĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO02 ĶŃĭŋĕƟŀĴŌĸĔŅĶĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO03 ĶŃĭŋĺŇīňĔŅĶěńħĞŊŘŀ/ěńħěƟŅĚ ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

 

PO04 ıŇěŅĶĦŅŐĸŃŀĬŋĴńĨŇĶŅĵĔŅĶŒĭĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ įŌƟĴňŀņĬŅěŀĬŋĴńĨŇ  

PO05 ŏĴŊŗŀŏŀĔĽŅĶŀĬŋĴńĨŇŏĶňĵĭĶƟŀĵŐĸƟĺȮĪņĔŅĶȮconfirm ŒĭĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ

ŏıŊŗŀıŇĴıƢŏŀĔĽŅĶŒľƟįŌƟĕŅĵ 

ĽņĬńĔĚŅĬěńħľŅł,

ŏěƟŅľĬƟŅĪňŗľĬƞĺĵĚŅĬ 

ŒĭĽńŗĚĞŊŘŀ/ĽńŗĚěƟŅĚ 
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1.ŏĴŊŗŀȮConvert PR to PO ĶŃĭĭĪņĔŅĶĽĶƟŅĚĕƟŀĴŌĸȮPO ŒľƟŀńĨőĬĴńĨŇ 

 

2.ĨĶĺěĽŀĭĶŅĵĸŃŏŀňĵħĔƞŀĬĵŊĬĵńĬĔŅĶĪņĶŅĵĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚ 
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3.ĶŃĭŋȮSite, Warehouse, Location 

 

4.ĶŃĭŋĴŇĨŇĪŅĚĭńĠĝňȮFinancial dimension ŏıŊŗŀŒľƟĶŃĭĭėĺĭėŋĴĚĭĮĶŃĴŅĦ 

 

ĶŃĭŋȮFinancial dimension (FD07,FD04) ŏıŊŗŀŒľƟĶŃĭĭȮPop-up dimension FD01-FD06ȮŀńĨőĬĴńĨŇ 
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5.ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬĪňŗŀĵŌƞŒĬĔŅĶěńħĽƞĚĽŇĬėƟŅ 

 

No Field Description 

1 Delivery address ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬĪňŗŀĵŌƞŒĬĔŅĶěńħĽƞĚĽŇĬėƟŅĕŀĚȮĴěī. 

2 Invoice address ĔĶĦňĨƟŀĚĔŅĶŏĮĸňŗĵĬŀĵŌƞĕŀĚȮVendor ŒĬĔŅĶŀŀĔŏŀĔĽŅĶŒĭĽńŗĚĞŊŘŀȮ 

 

6.ĶŃĭŋȮFinancial dimension ĪňŗȮPO - Header 
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ĽńŗĚĞŊŘŀĽńŗĚěƟŅĚėĶŋĳńĦĤƢ 

1.ĶŃĭĭĽĶƟŅĚĶŅĵĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚėĶŋĳńĦĤƢěŅĔĔŅĶȮConvert PR to PO 

 

No Field Description 

1 Procurement category ĔĶĦňĽńŗĚĞŊŘŀĽńŗĚěƟŅĚėĶŋĳńĦĤƢȮěŃĨƟŀĚŏĸŊŀĔȮProcurement category 
ĕŀĚėĶŋĳńĦĤƢĮĶŃŏĳĪĬńŘĬŕȮ 

2 Quantity ĶŃĭŋĮĶŇĴŅĦĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚȮ 

3 Unit ĶŃĭŋľĬƞĺĵĬńĭ 

4 Unit price ĶŃĭŋĶŅėŅĨƞŀľĬƞĺĵ 

 

2.ĶŃĭŋėņŀīŇĭŅĵĶŅĵĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚėĶŋĳńĦĤƢ 
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3.ĶŃĭŋȮSite, Warehouse  

 

4.ĶŃĭŋĶŅĵĸŃŏŀňĵħėĶŋĳńĦĤƢĪňŗĨƟŀĚĔŅĶŒľƟĶŃĭĭĽĶƟŅĚĶľńĽėĶŋĳńĦĤƢ 

 

No Field Description 

1 New fixed asset MarkingȮNew fixed assetȮŏıŊŗŀŒľƟĶŃĭĭĽĶƟŅĚĶľńĽėĶŋĳńĦĤƢȮ 

2 Fixed asset group ĶŃĭŋĔĸŋƞĴėĶŋĳńĦĤƢ 
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5.ĶŃĭŋȮFinancial dimension ŏıŊŗŀŒľƟĶŃĭĭėĺĭėŋĴĚĭĮĶŃĴŅĦ 

 

ĶŃĭŋȮFinancial dimension (FD07,FD04) ŏıŊŗŀŒľƟĶŃĭĭȮPop-up dimension FD01-FD06ȮŀńĨőĬĴńĨŇ 
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6.ĔħĮŋƙĴȮSubmit ĶŅĵĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚ 

 

7.įŌƟĴňŀņĬŅěŒĬĔŅĶŀĬŋĴńĨŇŏĕƟŅĴŅŀĬŋĴńĨŇĶŅĵĔŅĶĽńŗĚĞŊŘŀĽńŗĚěƟŅĚ 
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3. ĔĶŃĭĺĬĔŅĶĶńĭĽŇĬėƟŅȮ&GOODS RECEIVE PROCESS' 
ĔĶŃĭĺĬĔŅĶĶńĭıńĽħŋȮŏĮƦĬĕńŘĬĨŀĬĨƞŀŏĬŊŗŀĚěŅĔĔŅĶŏĮƕħŏŀĔĽŅĶŒĭĕŀĞŊŘŀȮĴŅŏĮƕħŏĮƦĬȮPO őħĵĶŃĭĭĶŀĚĶńĭĔŅĶĨńŘĚľĬňŘĪňŗ

įƞŅĬĔŅĶĶńĭıńĽħŋȮľĶŊŀœĴƞĨƟŀĚįƞŅĬĔŅĶĶńĭıńĽħŋĔŖœħƟȮħńĚĬňŘ 
3.1 ĔĶŃĭĺĬĔŅĶĨĶĺěĶńĭıńĽħŋįƞŅĬĶŃĭĭȮK2 ŐĸŃȮInterface ĕƟŀĴŌĸĴŅĪňŗĶŃĭĭȮD365 F&O 
3.2 ĔĶŃĭĺĬĔŅĶĨĶĺěĶńĭıńĽħŋŐĭĭȮManual őħĵĪņĔŅĶĨĶĺěĶńĭĭĬĶŃĭĭȮD365 F&O 
3.3 ĔĶŃĭĺĬĔŅĶĶńĭĽŇĬĪĶńıĵƢĩŅĺĶȮ&Fixed asset Receive) 

3.1 ĔĶŃĭĺĬĔŅĶĨĶĺěĶńĭıńĽħŋįƞŅĬĶŃĭĭȮK2ȮŐĸŃȮInterface ĕƟŀĴŌĸĴŅĪňŗĶŃĭĭȮD365 F&O 
ĶŅĵĸŃŏŀňĵħĕńŘĬĨŀĬȮĴňħńĚĬňŘ 

 




































































































































































































