Sage Evolution Sage

Knowledgebase Article

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

e Requisitions,
e Requisition to Purchase Order and
e 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:

e REQUEST,
e REQUEST CHECK
e APPROVAL

3. Create the following workflow: PROCUREMENT, as below:

I Edit Workflow "PROCUREMENT"

Workflow

Desaipt

Workflow Steps
Ttems marked in Grey vill be deleted when the OK button is pressed. Items marked in Blue are new and items in Navy Blue are items that have been edited. Use the UP and DOWN arrows to re-order the Workflow sequence.

Esmp Code Description Agent Type Agent Name Allow Reject Allows Close After Reject rride Auto Assignn Escalation Group
REQuesT RequesT & o g o o
REQUEST CHECK |REQUEST CHECK [} ROBERT M %] [m]
[apPROVAL |aPPROVAL 8 MARK [=] [=] O
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4. For the last step in the workflow, for agent MARK, select the option below

ﬂ Edit Workflow Step "APPROVAL" — O >
Workflow Step
Workflow Step Code |APPF‘.D'|.|'AL {APPROVAL) w |
Agent ® |MARK (MARK) {-) v|
Agent Group Cl
Allow Reject

Allow Close After Reject
Override Automatic Agent Assigment

Escalation Group |.S'a'i9cfa.-': Escalztion Group w
Purchase Order
I Approve Purchase Order I
Cancel Purchase Order on Reject and Reason || ~ |
[ ox | concel |

5. Create two new Incident Types as below:
a) Procurement related Incident Type: PROCUREMENT

Add New Incident Type X
Details
Description IPROCUREMENT | [ Active
Inddent Type Group [Se-'écr an Incident Type Group v |
Defauit Outline PROCUREMENT |
Options
Workfiow PROCUREMENT (PROCUREMENT) v|

Allow Escalation Group Override

[] Allow Incident Type Override on New Action of Incident
[FPurchase Order Inadent Type

[ o ]I con
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b) Requisition related Incident Type: PROC - NEW REQUISITIONS

=
Add New Incident Type et
Details
Description PROC - NEW REQUISTTIONS [] Active
Incident Type Group Select an Ingdent Type Group -
Default Outline PROC - NEW REQUISITIONS]
Options
Workflow Sefect a Workfiow -
Default Escalation Group Sefect an Escalation Group -
[ Allow Escalation Group Qverride
|| Requires a Contract
(V] Allow Incident Type Override on New Action of Incident
| Purchase Order Incident Type
ok ][ cone |

6. Edit the Agents as below
e Agent JOHN

B Edit Agent "JOHN"

General Contact Address Options Retail/PointofSale Defaults Batch Defaults] Purchase Order
Authorisation
i =

() Never requires authorisation (Always used by Administrator Group)

() Always requires authorisation
(®) Requires authorisation over limit R l.-DEI [~] Exdusive

Incident Type PROCUREMENT (-) (-) (PROCURE... ~

e Agent ROBERT

B Edit Agent "ROBERT"
General Contact Address Options Retai/PointofSale Defaults Batch Defaults| Purchase Order

Authorisation
[CJise

Cl Mever reguires authorisation (Always used by Administrator Group)

(") Always requires authorisation
®) Requires authorisation over limit R1,000.00| []Exdusive I

Incident Type PROCUREMENT (-) (-) (PROCLRE... |
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e Agent MARK

B Edit Agent "MARK"

Authorisation
[JUse Group Defauits]
(O) Never requires authorisation (Always used by Administrator Group)
() Always requires authorisation
5 Requires authorisation over bmit | RS,959,999,999,95%.00 @ Exdusive

L4

Inadent Type PROCUREMENT ( -) (-) (PROCURE...

General Contact Address Options RetaiPointof Sale Defaults Batch Defaults] Purchase Order

e Agent TOM — This agent is not part of the Purchase Order authorization workflow

but the following setup is still required.

@ Edit Agent "TOM"
General Contact Address Options Retall/PointofSale Defaults Batch Defaults Purchase Order
Authorisation
() Never requires authorisation (Always used by Administrator Group)
I@ Always requires authorisation I
() Requires authorisation over limit | | [~] Exdusive
Incident Type IPRGCUREMENT {-) (-) (PROCLRE...
PHASE 2: PROCESSING
Step1: Process a new Requisition
1. Log in with agent TOM:
2. Goto Procurement | Transactions | New Requisition:
& Niew Requisition -~ (REQOCOT')"
File View Line Documents Foreign Currency Utilities
B4 Close |~ |v % New Line '@ Insert Line '@ Delete Line
Requisition
Number QOO0 Requested By : Project Salect 3 Project v:
- it e o 1w |
Lne  Modde Item ’D‘:’“mﬁw Descriotion Supplier Quantity mzwmm L"'Pim Incident Type Agent Status
& STAMA ARA AR 2B 100 R150.00 2018/02/21 R150.00 PROC - NEW REQUISTTIONS | TOM i3 Request
& sTes 888 868 AB 100 R350.00 2018/02/21 R350.00 PROC - NEW REQUISITIONS TOM £ Request
& srccc ccc cee A8 100 R400.00 2018/02/21 R400.00 PROC - NEW REQUISITIONS | ToM 15] Request
& STooD DoD D00 AB 100 RS50.00 2018/02/21 R550.00 PROC - NEW REQUISTTIONS | TOM 5] Request
» @sioleEe Ve [Oes AB ~ 100  R800.00 2018/02/21 = RB00.00 PROC - NEW REQUISTTIONS || TOM e Request
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STEP 2: Approving the Requisition.

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

ﬁ T EEqulsmons bue i) View Incident | Mew

Action | Print Edit Customer

Edit Person - Refresh Grid | u Show Preview

@ My Authorisations (0)

& My Calendar 2018/02/21 ~ | Advanced Filter... ‘ Reset Filter

& My Contacts Drag a column header here to group by that column
& My Criteria Notifications (0)

242 My Dashboard Modified i Reference At Incident Qutiine Tncident Type Status Priority Agent
; My Incidents (0 2018/02/21 07:51:08  IROD0D001 Requisition: REQO0001 | PROC - NEW REQUIS Not Started  Mormal TOM
-1 My Requisitions (1/1)
& MNotifications (0)
2. Click on Requisition.
& Incident “IRD00001" - O x
File Incident Documents Knowledge Base Entity
i3 Close ", Bt
Incident Details
Date Created 2018/02/2107:51:09 Last Action Assigned
Last Modified 2018/02/21 07:51:08 Action by TOM
Priority Normal Escalates MNever
Status Not Started
Customer Escalation Group
Contract Agent TOM
Prospective Customer Inventory Item
Contact Person Supplier
Incident Type Group Worker
Incident Type PROC - NEW REQUISITIONS Fixed Asset
Workflow Project
Workflow Step Job Costing
Sales Opportunity
Qutlire Requisition: REQ00001 Linked Event
Category Your Reference REQOO001 Due By 2018/02/22 07:51
Action so far ) )
(21/02/2018 07:51:08) Assigned by TOM to TOM |
3. Approve all lines and then click on Post Requisition.
Requisition -- (REQI0001) (IR0000OT)™
Eile Miew Line Documents Foreign Currency
Incdent Type  PROC - NEW REQUISITIONS (.
Suppler Quantiy EPRCIE] ACREPIE £oected Date Lne Bected pncident Type ot o
AB 100 RISD.O0O  RI100.00 2018/02/21 - NEW REQUISITIONS Approve
8 100 R3S.00  R200.00 201802721 - NEW REQUISITIONS Approve
AB 100  R400.00  R350.00 2018f02/21 - NEW REQUISTTIONS Approve
a8 100 RSS0.00  R400,00 2013/02/21 - NEW REQUISITIONS Approve
8 &= 100 RS00.00  RS500.00 2015/02/21 w - NEW REQUISTTIONS [+] Approve |+
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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

& Units of Measure A
& xfiaci Mo Comris Procurement Transactions
&¥ Warehouses
=& Transactions
& Journal Batches Dialogs
& Price Update Batches —
& Warehouse Inventory Item Re-t |
¥ Warehouse Transfers
&4 Enquiries
&' Reports
& Visual Reports
# @ Order Entry
[ 44 Maintenance
|44 Transactions |
3.4 Enquiries

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

B Requisitions to Purchase Orders - [m] X
File | Options  Utilities
._é Close. Q V | é Cancel
From Requisiion | REQO0001 From Supplier From Date
To Requisiion | REQ00001 To Supplier | ToDate

i Drag a column header here to group by that column

Quantity  Price ExpectedDate Project Job
1.00| R100.00|2018/02/21 |
1.00| R200.00|2018/02/21 |
|

|

1.00| R350.00|2018/02/21

1.00| R400.00|2018/02f21
R500.00 2018/02/21

3. Click the Place Orders & Close button

ﬁ Place Qrders - a
File  Utilitiez
] cmal @ Place Orders & Close I
Suppler Account Suppher tiama Order Number . Order Date Descripton """;‘; Order Total Tax Projact DelMathod  Stabus Priority
Hea i [ izt phan: chgee il

[
NiA

1 LAKL00 R4SE.00
1.00| R500.00 RS70.00,

4. Click the Yes button below

Confirm x

o Place Orders

Are you sure you wish to Place these Order(s)?

F"Ves | No
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5. Click the OK button below

Information oo

o Place Orders

Orders placed successfully!

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

authorization.

BB Requisitions to Purchase Orders - m} X
File | Options Utilities

| m Close I Process ... | View | e Cancel

From Requisiion  REQ00001 | From Supplier ~ FromDate 2018/02/19 -

To Requisition REQO0001 w To Supplier | ToDate 2018/02/13 w

RequisitionMo Agent Module Item Code  Description Supplier Quantity Price Expected Date  Project Job  Select

There are no records to show in this view.

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

B3 Purchase Order Maintenance = m}
3 Close ‘ e Delete | E_J Motes ‘ H Saye Grid... - w Reprint~ Email * Print Groups ~
- ¥ Load as Template Load as Linked Merge | & Batch Process... Batch Receive Stock | Batch Sinv...
Account | Select 2 Suppier v| status | unprocessed | v| [purchase oro_+|
Reference Order Number
Reference 2 External Order
Descriptior Transaction Date [ ] 20170221
Order Date [ |2018/02/21 © ReprintSortOrder DocumentReference v |

Description Typ

2018f02/21 |poooot |F‘urchaae Order Purchase Order| Unprocessed|
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3. Select the Request Approval button.

i Editing Purchaze Order (PO0CO1) (GRVDDOT') {Require Authorisation) = O
File Edit View Line Order Foreign Currency Prnt
3 Close | ; Mew | B Open...| I Request Approval
Order Document
ol () Q Order Number 70000 Suppier Invoice  |SINVO01
Addres gy EtemalOvder [2TPO345 | GRVNmber
OrderDate | W018/02/21 «|  GRvDate |2018/02721
Dus Date - Praject |5
Order Status | tmportation Spit
Priority ~ Settiement Terms | 5
Delivery Address Postal Address .Canllﬂl Document |. Delivery | Procurement | Foreign Currency
Lne Modde fem  ltemDesrioton  Descrton  Worchow Avaiabe Quanity UM xessed Qty] Ganfim Qty Jrice () TaxTyp TaxRate Sevaldot Job Dic% JrderTax  LneTax er Total ) Lie Total
W ST (AR A Mk | Lof I o LORR | | R0 Rie0 mit400 il
& STl 88 ees HA 100 0.00] 100 |R228.00 1 RI2.00 R200.  R228.00 ‘R22|
& STocc cec ocC )!IM E l.UUl | Nﬂ‘.lp 1.00 JR399.00 1 Eﬁ:ﬂl m E‘”
& sTooo  looo |ooo NiA L.00 0.0} 1.00 | R456.00]1 RS.00. RAS600 R4S
» S E=E v v EE NiA 100} . 0.0f 1.00 |RS70.00|1 ~ R70.00 R70.00  RS70.00 R57|

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.

B Edit Agent "TOM"
General Contact Address Options Retai/PointofSale Defaults Batch Defaults Purchase Order

Authorisation
[ JUse Group Defaults:
(_)Mever requires authorisation (Always used by Administrator Group)
| @ Always requires authorisation |
() Requires authorisation over limit | | Exdusive

Incident Type IPRGCUREHM (-) (-) (PROCURE...

5. Select the option to print the Purchase Order if needed.

Page
Purchase Order o
COMPTRIB2016 Tax Registration
Telephone
Fax
To:
AB
AB
Account Date Order No
( AB Il 2018/02/21 [ PO0001 ]
Item Code ltem Description Ordered Prev Quantity Unit Price (In) Disc % Tax  Total (inch
AAA AAA 1.00 0.00 0.00 114.00 14.00 114.00
BBB BBB 1.00 0.00 0.00 228.00 28.00 228.00
ccC CCC 1.00 0.00 0.00 399.00 49.00 39900
DDD DoD 1.00 0.00 0.00 456.00 56.00 456.00
EEE EEE 1.00 0.00 0.00 570.00 70.00 570.00
Total (Excl) 1,550.00
) Tax 217.00
Recebsdby .. e Total (Incl) 1,767.00
Date R Discount 0.00
Signed s s S e Total (Incl) 1,767.00
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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.

' @ Sage Evolution

¥ BT Issues Due (0)
&R IBT Notifications (0)

=!I My Authorisations (1/1)
# My Calendar

”  Active Authorisations Current Ad}
View Incident | New Action | w Print Edit Customer 4, Edit Person | Refresh Grid || (7] Shi

[018/02/21 || Advanced Fitter... | Reset Filter

Drag a column header here to group by that column

Modified L Reference Att  Incddent Outiine Incident Type
018/02/21 08:05:04 IR000002 PROCUREMENT: PO0O001 I PROCUREMENT

2. Click the New Action button below.

i@ Incident "IRD0D0O02" - [} b
File Incident Documents Knowledge Base Entity
L4 Close lNgwActionl - Print
Indident Details
Date Created 2018/02/21 08:05:04 Last Action Assigned
Last Modified 2018/02/21 08:05:04 Action by TOM
Priority Escalates Mewver
Status Mot Started
Customer Escalation Group
Contract Agent JOHN
Prospective Customer Inventory Item
Contact Person Supplier AB (AB)
Inddent Type Group Worker
Inddent Type PROCUREMENT Fixed Asset
Workflow PROCUREMENT Project
Workflow Step REQUEST Job Costing
Sales Opportunity
Outline PROCUREMENT: PO0001 Linked Event
Category ‘four Reference Due By 2018/02/22 08:05
Action so far
(21/03/2018 D8:05:04) Assigned by TOM to JOHN
Purchase Order POO0001 with exclusiwve walue of R1,550.00 reguires authorisation.
00:00:00 Reference: IRDODO0Z
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3. Notice the landing page below.

& New Action for Incident “IR0D0002" — ] X

: File Incident Documents Knowledge Base Entity E-mail Qptions

: £4 Close | Post Action | View Purchase Order | Approve | Reject | Link Knowledge Base Articles... | W | e

Incident  Incident Detais
Customer [Se@cf 2 Customer ~
Contract I:‘e‘en‘a Contract vJ Escalation Group Lsesfecr an Escalaton Group w
Prospective Customer [Salect a Frospect v| Assigned Agent  JOHN (J0HN) ( -)
Contact Person |5eﬂ9cfa Person ~ | Inventory Item iSe'ecr an Inventory ftem ~ I
Incident Type Group | Select an Inodent Type Group v | suppiier [48 (a8) v
Incident Type [PROCUREMENT (-) { -) (PROCUREMENT) v | Worker [setct s worker v
Workflow PROCUREMENT (PROCUREMENT) Fixed Asset [select a Fived Asset v]
Workflow Step REQUEST (REQUEST) Project !Sefec.r 3 Frofect v
Sales Opportunity | Select 3 Opportunity v | Job Costing [setect s Job v

‘Approve’ will change to workflow step 'REQUEST CHECK and assign to agent ROBERT

Outine [PROCUREMENT: PO00D1 | Linked Event [
Category IS&&ECE&W Ingdent Category v| ‘Your Reference I -| Due By [2018,&2}'22 v—| iﬂS:DS .l:|
l

00:00:42 Reference: IR000002

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

5. Therefore, click the View Purchase Order button first.

@ New Action for Incident "IR000002" - [m] X

File Incident Documents Knowledge Base Entity E-mail Options

BCIose Post Action | Miew Purchase Order | Approve

Incident ' Incident Details

feject | Link Knowledge Base Articles... | (#¥~ | & e

Customer ISe!’ecra Customer w ‘
Contract | setect 2 contract v| EscalationGroup | Select an Escalation Group |
Prospective Customer [Select 2 Frospect +| Assigned Agent JOHN (JOHN) (-)

Contact Person IS&E’:‘a Person “ | Inventory Item ]Sep@cr an Inventory Item ~ ‘
Incident Type Group ISefecra,':IrJodemee Group vl Supplier ‘AB (AB) v‘
Incident Type [ProcuREMENT (-) (-) PROCUREMENT) v | Worker [Seect a worker v
Workflow PROCUREMENT (PROCUREMENT) Fixed Asset [setect 2 Fived Asset v
Workflow Step REQUEST (REQUEST) Project JSe{ect 2 Project v 1
Seles Opportunity  [Select an Opportumty +| 30b Costing Select 2 Job v

‘Approve’ will change to workflow step REQUEST CHECK' and assign to agent ‘ROBERT

Outiine [ProcurEMENT: PODOOL | Linked Event [
Category IS&"&'{aanodenf(afegwy v| vwkeferm[ | Due By [zmsfazm v|ins:os :4|
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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.

p‘ Editing Purchase Order (POD00T) (GRV00D1™) (Waiting for Approval)
File Edit View Line Order Foreign Currency Print
| Closel ¢y New | ¥ Open... Save Receive Stock Process Invoice
Order Document
S AB (AE ~
uppir (&8) Q Order Number  POO0001 Supplier Invoic]
External Order (EXT-PO-345 GRV MNumber
Order Date 2018/02/21 - GRV Date
Due Date 2018/02/21 w~ Project
Order Status Select an Order Status w Importation Sy
Priarity Normal - Settlement Te
Delivery Address Postal Address Contact DammentL Delivery L Procurement ]\Fcreign Currency J
Line Module Item Item Description Description  Wareh vailable uantity UOM  ssed Qty rm Qty = (ind) Tax T Rate Seriallot Job  Disc % i
4 o ABA ARA AAA MfA1,000.C 100 0.00 1.00 R114.01 1 14.00 N/A R
&4 ST |BBB BEEB EBBB MNfA 11,0000 L.00 0.00 1.00 R228.01 1 14.00 NfA R]
& ST |CCC ccc ccc MfA 1,000.C  1.00 0.00 1.00 R3%9.0i 1 14.00 N/A R
‘ ST |DOD DoD DDD Mfa 1,000.C  1.00 0.00  1.00 R456.00 1 14.00 NjA R
& ST|EEE IEEE EEE MNfA 11,0000 L0O 0.00 1.00 R570.00 1 14.00 NfA R]

7. Back on the Incident screen, click on the Approve button which should now be
available.

@' New Action for Incident "IR000002" — O ¥

File Incident Documents Knowledge Base Entity E-mail Options

Action | View Purchase Order

ect [ Link Knowledge Base Articles... | L1 | &

it} Incident Details

Customer |5e:‘ecr a Customer v ‘

Contract [setect a Contract v| Escalation Growp  [Setect an Escalaton Group v

Prospective Customer |Select  Frospect ~ | Assigned Agent JOHN (JOHN) (-)

Contact Person [Seh-r & Person ~ | Inventory Item ISa‘er:r an Inventory Item "J

Indident Type Group | Select an Incident Type Group ~| supplier [45 (28) v

Incident Type [PROCLREMENT (-) (-) (PROCLREMENT) ~ | worker [setect & worker v]

Workfiow PROCUREMENT (PROCUREMENT) Fixed Asset |setect & Fived Asset v

Workflow Step REQUEST (REQUEST) Project |setect a Project v|

Sales Opportunity |53.vi«_=cr an Coporturity v | Job Costing ism—r 2 Job v }
‘Approve’ will change to workflow step 'REQUEST CHECK' and assign to agent 'ROBERT

Outine [PrOCUREMENT: PO0001 | Linked Event [J

Category |5e.l’ecram’,ﬁdem Category w | Your Reference | I Due By |20 18/02f22 ~ [ |03:05 :1

quent John is approving this under condition that the Z-X component also gets delivered l

00:05:57 Reference: IRD00002
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8. Notice the My Authorisations | Active Authorisations screen for agent JOHN is
now blank / record removed

D o e * Adtive Authorisations e
5 ‘lgnesktop { View Incident | New Action | s Print Edit Customer &, Edit Person | Refresh Grid || 7] Show Preview
IBT Issues Due (0] =
57 s 0 [ e
et 5o
q ue . -
'© My Authorisations (0) | Modified /. Reference Att__ Incident Outiine Incident Type Status
ndar
& My Contacts
& My Criteria Notifications (0)
& My Dashboard

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

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

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

Find the authorization incident waiting below and open it.

Yetem Tree T = X © Actve

+() Sage Evolution “  Active
¥, My Desktop View Incident | New Action | < Print Edit Custorner
o IBT Issues Due (0) r — =

0 = : z
& IBT Notifications (0) [201802721 ]| Advanced Fitter... | Reset Fitter

&% IBT Receipts Due (0) Brag 3 cokumn header here to group by that colmn
F BT Reguisitions Due (0

ictive Fiter; Assigned to: ROBERT; Status:

review

‘ My Authorisations (1/1) Modified 0:19-151 Reference Att :;rndmt::.rnti:T - :nc‘dm:mm ]s:,ms iori | ,“
& My Calendar ! ROCU : POOOO ROCU Progress Norma 'ROBE!
& My Contacts

4. Click the New Action button.

@ Incident "IRD00002" = o X
Eile |ncident Documents Knowledge Base Entity
B Closel New Actionl T Print
Incident Details
Date Created 2018/02/21 08:05:04 Last Action Approved
Last Modified 2018/02/2108:19:15 Action by JOHN
Priority Normal Escalates MNever
Status In Progress
Customer Escalation Group
Contract Agent ROBERT
Prospective Customer Inventory Ttem
Contact Person Supplier AB (AB)
Inddent Type Group Worker
Incdent Type PROCUREMENT Fixed Asset
Worlkflow PROCUREMENT Project
Workflow Step REQUEST CHECK Job Costing
Sales Opportunity
Outiine PROCUREMENT: POO001 Linked Event
Category Your Reference Dus By 2018/02/22 08:05
Action so far
(21/02/2018 08:05:04) Assigned by TOM tc JOHN
|Purchase Order PO0001 with exclusive walue of R1,550.00 requires authorisation.
(21/02/2018 0B:19:15) Approved by JOHN for ROBERT
;Agent John is approving this under condition that the Z-X component also gets delivered
00:07:08 Reference: IRO00002
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5. Notice the Approve and Reject buttons are inactive. Click on the View Purchase
Orders button

'@ MNew Action for Incident "IRO0D002" — O
Eile Incident Documents Knowledge Base Entity E-mail Options
B Close | Post Action | View Purchase Orderl Approve | Reject | Link Knowledge Base Articles... | 'ﬂ'gv | ;;.5 ‘(fg

Incident  Incident Details
Customer |5ﬁ"ecf & Customer — |
Contract |5e£9c{a Coniract B | Escalation Group |5&§?Cfa-':l Ezcalation Group “ |
Prospective Customer |5€e"ec(a Frospect w | Assigned Agent ROBERT {(ROBERT) (-) e
Contact Person |5e£9c(a Ferson ~ | Inventory Item |5ai9cfan Inventory Item w |
Incident Type Group |5€e‘ecfan Indident Type Group w | Supplier |AB {AB) [ |
Incident Type [PROCUREMENT (-) (-) (PROCUREMENT) | worker |setect s worker v
Workflow PROCUREMENT (PROCUIREMENT) | Fixed Asset |.S'erbcfa Fixed Asset v |
Workflow Step REQUEST CHECK, (REQUEST CHECK) | Project |5a¢ecfa Project - |
Sales Opportunity |5a‘ecfan Opporfunity v | Job Costing |5e;bcfa Job v |

‘Approve’ will change to workflow step 'APPROVAL' and assign to agent MARK'

Outline |PROCURE'°'IENT: POOO01 | Linked Event []
Category |5€£?Cfaﬂ Ingident Category ~ | Your Reference | Due By |2018,|f02£22 w | |08:05 %|
00:07:12 Reference: IRDDOD0Z

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

| o Editing Purchase Order (PO0001) (GRVD001*) (Waiting for Approval) = ] X
| File Edit View Line Order Foreign Cumrency Print
o N=w|.0mn.” 1 Save | & Receive Stock P

Suppher Invoice  [SINV00

EXT-PO-345 GRY Number RV0D01

2018/02/21 |  cRVDats 018/02/21 7
2018/02/21 £ Project. Select 8 Frogect ~
Select an Order Status ~ Importation Spht [ Spit Afocation. .
Normal ~ Settiement Terms | Select 2 Settiement Term Code ~

Delivery Address -~ Postal Address .~ Contact Document | Delvery | Procurement | Foreign Currency |
Lne vodue Ttem  Item Descriptior Desaripbion  Warehe vadable hantity UOM  ssed Qty ¥m Qly ce (ind) TaxT) sxRate Seriallot Job  Disc % derTax  Line Tax Total (nc) e Total (ind)
N s saas Asa s NA (10000 100 000 ocoRuisefi | 1400 WA RI400  Ri%00 R114.00 R114.00
4 B BB 888 MA 10000 100 001 1400 NA .00 R22800 R228.00
H «cc MA 10000 100 1400 NA
Do WA 10000 100 1900 A
5 B EEE NA 1,000 100 1400 NA
Deseription |Purchase Order Discount % | | incusive ]
Messages Home Totals
REQOO001
Ordered Confirmed
Exclusive Total R 1,550.00 R 1,050.00
Tax Amount R217.00 R 147.00
Inchusive Total R1,767.00 R 1,197.00
|
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7. If needed, print the PO and when done, close the preview and transaction screen.

Purchase Order
COMPTRIB2016 Tax Registration
Telephone
Fax
To:
AB
AB
Account Date Order No
[ AB Il 2018/02/21 I PO0001 ]
AAA AAA 1.00 0.00 0.00 114.00 14.00 114.00
BBB BBB 1.00 0.00 0.00 228.00 28.00 228.00
CCC ccc 1.00 0.00 0.00 399.00 49.00 399.00
DDD DDD 1.00 0.00 0.00 456.00 56.00 456.00
EEE EEE 1.00 0.00 0.00 570.00 70.00 570.00
Total (Excl) 1,550.00
_ Tax 217.00
REGEWI DY wvcnrnunensrmmnansaysy Total (Incl) 1,767.00
Date e Discount 0.00
Signed e S B S Total (Incl) 1,767.00

8. Back on the incident screen below, enter relevant comments and click the Approve
button.

-@" Mew Action for Incident "IRODD002" B - X

File Incident Documents Knowledge Base Eptity E-mail Options

b Close | Post Action | View Purchase Order IApproveI Beject | Link Knowledge Base Articles... | '-_"f' | il

Incident Details

Customer |5e;"ec€a Customer ~ |
Contract |5e;"ec€a Contract ~ | Escalation Group |5€a‘i?ctaa£sca»"aam Group - |
Prospective Customer |5e;"ec€a Frospect ~ | Assigned Agent ROBERT (ROBERT) (-)

Contact Person |5e;"ec€a Person B | Inventory Item |Se;'iec£aw Inventory Ttem b |
Incident Type Group |Se.a'éc€an Ingident Type Groug ~ | Supplier |AB {AB) ~ |
Incident Type [PROCUREMENT (-) (-) (FROCLREMENT) ~| worker [setect 2 worker v
Warkflow PROCUREMENT (PROCUREMENT) Fixed Asset |5€a‘iec£a Fixed Asset ~ |
Workflow Step REQUEST CHECK, (REQUEST CHECK) Project |Se;'iec£a Praject ~ |
Sales Opportunity |5€a"€ffaﬂ Cpporiunity ~ | Job Costing |Se;iec:a Job \/ |

‘Approve’ will change to workflow step "APPROVAL' and assign to agent ™MARK

Qutline |PROCUREMEI\IT: POO001 | Linked Event []

Category | Setect an Incident Category | Your Reference | | buesy [01/0222 | [o8u0s 3

IZ*X component is deliwvered as confirmed by Mr Gardnerl

00:12:00 View Purchase Order Reference: IRDDD002
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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.

@ sage Evolution " Active Authorisations Current Actve Fiter; Assined
=% g Desktop View Incidi MNew Action ‘ Print Edit Cu er Edit Percon - Refresh Grid J || Show Preview
IBT Issues Due (0)

S BT Notifications (0) 2018/02/21 || Advanced Filter... | Reset Filter

¥ BT Receipts Due (0) Drag a column header here to group by that column

¥ IBT Requisitions Due (0)

lngy “Authorisations (0) I E Modified /. Reference Att _Incident Qutline Incident Type Status

& My Contacts
& My Criteria Notifications (0)
& My Dashboard

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.

\

System Tree =X "y Accounts Payable Post Dated Cheques” @ Active {QSBQEEWMW|

[+ @ saqe Evolution " Active Authorisations :
/] My Desktop Incident | New Action | w Print £dit Custorner 4, Edit Person  Refresh Grid | [] Show Preview
& IBT Issues Due (0) = —-

&¥ IBT Notifications (0)
¥ BT Receipts Due (0)

¥ IBT Requisitions Due (0
# My Calendar

# My Contacts

3. Click the New Action button

i@ Incident "IR00D0002" - O X

File Incident Documents Knowledge Base Entity

X} Gosel NgwAdionlj - Print

Incident Details
Date Created 2018/02/21 08:05:04 Last Action Approved
Last Modified 2018/02/2108:31:08 Action by ROBERT
Priority Normal Escalates Never
Status In Progress
Customer Escalation Group
Contract Agent MARK
Prospective Customer Inventory Item
Contact Person Supplier AB (AB)
Incident Type Group Worker
Inadent Type PROCUREMENT Fixed Asset
Workfiow PROCUREMENT Project
Workfiow Step APPROVAL Job Costing

Sales Opportunity

Qutline PROCUREMENT: PO0001 Linked Event
Category Your Reference Due By 2018/02/22 08:05

Action so far

(21/02/2018 08:05:04) Assigned by TOM to JOHN

Purchase Order PO0001 with exclusive value of R1,550.00 requires authorisation.
(21/02/2018 08:19:15) Approved by JOEN for ROBERT

Agent John i= approving this under condition that the Z-X component also gets delivered
(21/02/2018 08:28:31) Assigned by ROBERT to MARK

Purchase Order PO000L with exclusive value of R1,550.00 requires authorisation.
{21/02/2018 08:31:08) Approved by ROBERT for MARK

2-X component is delivered as confirmed by Mr Gardner

00:13:18 Reference: IRD00002
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4. Click on the View Purchase Order button to open it.

& New Action for Incident "IR000002" - O X
File Incident Documents Knowledge Base Entity E-mail Qptions
£ Close | Pogt Actior Approve ‘ R Link Knowledge Base Articles... ‘ - |2

Incident  Incident Details
Customer l5@¥eﬂa Customer ~ |
Contract lsa’erra Contract ~ | Escalation Group |5e=&-_'t{ an Escalation Group ~ |
Prospective Customer | Seiect 3 Froscect « | Assigned Agent MARK (MARK) ( -)
Contact Person |5efe¢:r a Person v | Inventory Item IS&’r.'rr an Inventory Item v |
Incident Type Group l:‘ele\'r an Incident Type Group vJ Supplier |AB (a8) v |
Indident Type [PROCUREMENT (-) (-) (PROCUREMENT) v | worker [Seect 2 worker v]
Workflow PROCUREMENT (PROCUREMENT) Fixed Asset [Select 2 Fived dsset v]
Workflow Step APPROVAL (APPROVAL) Project [Setect 2 Aroject ~]
Sales Opportunity |5e:i3r:r an Goportunity v | Job Costing ISesim‘.s Job v |

“Approve’ will assign to original agent.
Outline |PROCUREMENT: PO0001 | Linked Event []
Category lSE:Errdn Incident Categary | Your Reference ‘ I Due By lZﬂ 180222 v J |I]B:05 :]
00:13:39 Reference: [RO00002
5. In here you can still amend the confirmed quantities and Print the PO.
6. Close when done.
p’ Editing Purchase Order (PO000T) (GRVODOT™) (Waiting for Approval) - [m] x

File Edit View Line Order Foreign Currency| Print

Open...

Order Document
Supplier  AB (AB]
el (a8) Q Order Number PO Supplier Invoice  |SINVDO1
= - External Order [EXT-PO-345 GRV Number i -
ress =
Order Date 2018/02/21 - GRV Date 2018/02/21 -
nevwe s v o
Order Status | Salect an Order Status v Importation Split ] Spiit Allocation. ..
Priority Mormal ~ Settlement Terms | Sefect a Setttement Term Code ~
Delivery Address < Postal Address < Contact Document |, Delivery | PrumrementI\FurEign CurrEnq‘I
Line vodule Item  Item Descriptior Description  Warehc vailable juantity UOM  ssed Qty Confirm Qty w (ind) Tax T xRate Seriallot Job  Disc % ler Tax Line Tax "ol (ind) : Total {ind)
» | ARA AAA AAA N/A 1,000.0 1.00¢ 0.00 1.00R114.0 1 14.00 NfA R14.00 R14.00 R114.00 R114.00
& 51888 BEB BBEB N/A1,000.0 1.00¢ 0.00 1.00 R228.0 1 14.00 Nfa R28.00 RZ8.00 R22B.00 R228.00
&4 s1jecc (CCC |CCC MNfA - 1,000.0 1.00° 0.00 1.00|R399.0 1 14.00 NfA R43.00 R42.00 R399.00 R399.00
% S1/DDD. DOD DDD NfA - 1,000.0 1.00° 0.00 1.00 |R456.0/ 1 14.00 NfA R56.00 RS56.00 R456.00 R456.00
& S1EEE EEE EEE MN/A - 1,000.0 1.00° 0.00 I 0.00JR570.0/ 1 14.00 NfA R70.00 R0.00 R570.00 RO.00
Description  |Purchase Order Discount % | | Inclusive |
Messages Home Totals
REQO00001
Ordered Confirmed
Exdusive Total R 1,550.00 R 1,050.00
Tax Amount R 217.00 R 147.00
Indlusive Total R 1,767.00 R 1,197.00
Tax Indusive(ling) Pending Editing
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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.

@ New Action for Incident "IR000002" = 8 W

Eile |ncident Documents Knowledge Base Entity E-mail Options

£4 Close | Post Action | View Purchase 0rder Reject | Link Knowledge Base Articles... | i~ | & o
Incident  Incident Details

Customer [Sa‘ecfa Customer vi
Contract [se;’ec: 2 Contract v | Escalation Group [Seﬁscran Escalation Group vi
Prospective Customer |Select a Prospect v | Assigned Agent MARK (MARK) (-)

Contact Person [Se:'eﬂ a Person ~ | Inventory Item [Se;ix{an Inventory Item ~ i
Incident Type Group | Select an Inogent Type Group v | supplier [48 (a5) v|
Incident Type [PROCUREMENT (-) (-) (PROCUREMENT) v | Worker [setect 2 worker |
Workfiow PROCUREMENT (PROCUREMENT) - Fixed Asset [setect 2 Fived Asset v]
Workflow Step APPROVAL (APPROVAL) - Project | Sedect 3 Project ) 1
Sales Opporturity | Sefect an Goportunity v | 3ob Costing |setect 2 Job v|

"Approve’ will assign to original agent.

Outine [PROCUREMENT: POO0O1 | Linked Event (]
Category ISﬂ’eﬂ‘m Incident Category ~ | Your Reference [:' Due By [20131'02.‘22 V‘ IOB:DS L:‘

Approve this PO and arranged for a new contract with supplier AB ]

00:17:37 Reference: IRD00002

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.

Ipf". New Purchase Order (PO0002*) (GRV0001*) (Require Authorisation)

File Edit View Line Order Foreign Currency Print
: Close ‘ ¢y New | % Open.. H Request Approval Receive Stock Process Invoice
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4. Change the Status = Unprocessed and on the second dropdown = Purchase ORD

BB Purchase Order Maintenance - O X
| E3 Close | @ Delete | 7 ) Notes | ] Save Grid... = Reprint= Email » Print Groups *
B Load as Template ' Load as Linked [J Merge t & Batch Process... | & Batch Receive Stock... | ; Batch Stnv...
S5 i inad v| [sets Unprocessed | v | [Pardase oro_+]
Reference Order Number c
Reference 2 External Order
Description Transaction Date [ ] 20150221 v| Find
Order Date [] 2015/02/21 nepmtsmo—dulr fe v| Find Exact

Drag & column header here to group by that column

7 Invoice Number GRV Number Order Number  External Order

PODOD1 |EXTPO-345

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

ﬂ Editing Purchase Qrder (POD0OT) (GRVDDO1") (Approved)

File Edit View Line Order Foreign Currency Print
| B4 Close | g3 New | I8 Open... || Place Order | € Receive Stock| & Process Invoice

Order Document
Swpler |18 (8) - Q Order Number 200001 Supplier Invoice
gy ™ Crcer [ EXT20-34 s

Order Date 2018/02/21 ~ GRV Date

Due Date |2018/02/21 ~|  Project

Order Status - |Select an Groer Status ~ Importation Spit

Priocity INarmal ~ Settiement Terms

Delivery Address . Postal Address < Contact Document | Debvery | Procurement | Foreign Currency |

Line  Module [tem Item Description Description Warehou: Available Quantity LUOM wessed Qty  Confim Qty rice (ind) Tax Typ TaxRate Serialflot Job Disc % Jrder Tax [

ALSO NOTE THE FOLLOWING:

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

._Document | Delivery |. Procurement | Foreign Cuf
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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,

g
[DKC |
O |
CkC |

=11 PO Authorisation Permissions
|88 allow Print when Request Approval
i’%ﬂhwlbbverikpolrﬂdmﬁrpe
QR Ly Maintain Approved PO Details

= ®EE

o

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

e Editing Purchase Order (PO000T) (GRVD001*) (Approved)
File Edit View Line Order Foreign Currency Print

E3 Close | i3 New | B Open... [ Place Order | @ Receive Stock & Process Invoice
Account

Order Document

e o Q Order Number 00001 Suppher Invoice  |SINVOD1
External Order |[EXT-PO-345 GRV Mumber GRYO00 1
Order Date 2018/02/21 ~ GRV Date 2018/02/21
Due Date 2018f02f21 ~ Project Select & Project
Order Status | Select an Order Status v|  Importation Spit [] Spit Allod
Priority Normal w|  SetBementTerms [Soect s Settement

Delivery Address < Postal Address - Contact " Document | Defvery | Procurement |, Foreign Currency |

Warehou Avalable Quantity LOM price (incl)| Tax Ty axRate Seriallot Job  Disc% derTax  LineTax Total (n)
Il AMA AR aaa NA 100000 10D [ 0.00 00| ruaoolt  [ido0l WAL | [Ris00l
: - - e 0 T ey
: ol IR T
i R4s5.00]1 400 NA |
b rs.0oft (o] 1400l mA || [v] 0.
]

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.
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