
 

 

Sage Evolution 
Knowledgebase Article 
 
 

Document Version:  2018.03.V01                                       Author:  Bennie Pienaar Page 1 of 19 

Description of Enquiry 

This article explains how to setup and process the following in the Procurement module: 

• Requisitions,  

• Requisition to Purchase Order and  

• Purchase Order authorizations making use of a workflow  

 
Solution / Details 

We’ll be making use of the following scenario to explain the above: 

PHASE 1: SETUP AND CONFIGURATION 

1. Create the following Agents: TOM, JOHN, ROBERT AND MARK 

2. Create the following workflow steps: 

• REQUEST,  

• REQUEST CHECK  

• APPROVAL 

 

3. Create the following workflow: PROCUREMENT, as below:  
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4. For the last step in the workflow, for agent MARK, select the option below 
 

 
 

5. Create two new Incident Types as below: 

a) Procurement related Incident Type: PROCUREMENT 
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b) Requisition related Incident Type: PROC - NEW REQUISITIONS 

 
 

6. Edit the Agents as below  

• Agent JOHN  

 

 
 

• Agent ROBERT 
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• Agent MARK 

 

 
 

• Agent TOM – This agent is not part of the Purchase Order authorization workflow 

but the following setup is still required.  

 

 
 
 

PHASE 2: PROCESSING  

Step1:  Process a new Requisition 

1. Log in with agent TOM: 

 

2. Go to Procurement | Transactions | New Requisition: 
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STEP 2: Approving the Requisition. 

1. While still logged in with agent Tom, find the new requisition under My Requisitions 

 
 

2. Click on Requisition. 

 
 

3. Approve all lines and then click on Post Requisition. 
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Step 3: Requisition to Purchase Order 

1. While still logged in as agent Tom (or the relevant responsible agent), go to 
Procurement | Transactions | Requisitions to Purchase Orders 

 
 

2. Find the requisition. Click all the lines’ Select options below, and Process 

 
 

3. Click the Place Orders & Close button  

 
 

4. Click the Yes button below  
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5. Click the OK button below  

 
 

6. Click the Close button below which should now be cleared of the processed 
authorization. 

 
 
 

STEP 4: Initializing the Purchase Order Authorizations’ Workflow 

1. Agent TOM (or the relevant responsible agent), even if not part of workflow, needs 
to initialize the workflow process.  

 

2. Go to Procurement | Transactions | Purchase Order | Open 
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3. Select the Request Approval button. 

 
 

4. Note above the Receive Stock and Process Invoice buttons are both inactive, and 
only Request Approval button is active for TOM, as per his agent profile.  

 
 

5. Select the option to print the Purchase Order if needed.  
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STEP 5: Approve the PO:  My Authorizations for first agent in workflow  

1. Agent John, first in the authorizations’ workflow, logs onto the company, find and 
open the authorization incident as below.  

 
 

2. Click the New Action button below. 
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3. Notice the landing page below. 

 

4. Initially the Approve button is inactive (greyed out) above  

 

5. Therefore, click the View Purchase Order button first.  
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6. Agent John can now reprint the PO and change line quantity values below as 
relevant. Click the Close button when done  

 

Also note that the Receive GRV and Process Invoice buttons are inactive.  

 
 

7. Back on the Incident screen, click on the Approve button which should now be 
available. 
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8. Notice the My Authorisations | Active Authorisations screen for agent JOHN is 
now blank / record removed 

 
 
 

STEP 6: Approve the PO:  My Authorisations for second agent in workflow: ROBERT 

1. When agent John selected the Approve button above, it moved the incident to agent 
Robert, because John has a limit of only approving PO’s up to R1.00 

 

2. Log in as agent Robert and go to My Desktop | My Authorisations  

 

3. Find the authorization incident waiting below and open it. 

 
 

4. Click the New Action button. 
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5. Notice the Approve and Reject buttons are inactive. Click on the View Purchase 
Orders button   

 
 

6. For additional insight, set the last line’s quantity to zero, and notice the difference 
between Ordered and Confirmed values at the bottom right of the PO  
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7. If needed, print the PO and when done, close the preview and transaction screen.  

 

8. Back on the incident screen below, enter relevant comments and click the Approve 
button. 
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9. Notice the My Authorisations | Active Authorizations screen for agent JOHN is 
now blank / record removed. If still there, click F5 on the keyboard and this record 
should be removed. 

 
 
 

STEP 7: Approve the PO:  My Authorisations for third agent in workflow: MIKE 

1. Log in with agent MARK 

 

2. Go to My Desktop | My Authorisations, find the record and open it. 

 
 

3. Click the New Action button  
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4. Click on the View Purchase Order button to open it.  

 

5. In here you can still amend the confirmed quantities and Print the PO.  

 

6. Close when done. 
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7. Enter the final relevant comments below and Approve. Remember that agent MARK 
can approve any amount (this PO amount = R1 197) and he is also the final agent 
in the workflow.  

 
 

STEP 8: Processing of approved PO 

1. Login with agent TOM (or relevant responsible agent). 

 

2. Go to Order Entry | Transactions | Purchase Order 

 

3. Notice the Request Approval button is active at this stage. 

Ignore it for now and click on Open below.  
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4. Change the Status = Unprocessed and on the second dropdown = Purchase ORD  

 
 

5. The Purchase Order’s GRV and SINV can now be processed (and reprinted) as 
normal  

 
 
 

ALSO NOTE THE FOLLOWING: 

The above PO’s transaction lines can’t be changed by agent TOM 
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Reason: 

The Agent Administration’s Access permission for this agent is set as follow: 

The option below is selected. Unselect it below,  

 
 

to allow this against to change lines’ prices on the above PO, if needed 

 
 
 
 
 
 
 
  

 

 

 

 

 

 

 

 

Disclaimer:  These articles refer to possible solutions and a platform to share information. Each article describes a method 
that solved a query (knowledge gathered from previous sites) and how Sage Evolution should operate. These articles make 
reference to a specific Sage Evolution version, however the thought process can be generalised. Please note the information 
contained in these articles should be treated as guidelines and adapted to accommodate differences in business processes 
and IT environments. Articles may not be applicable to all environments. If this article did not resolve your query please contact 
the Sage Evolution Support Department directly on: +86 (0) 112 6837. 


