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STREAMLINE THE APPROVAL PROCESS

e Allows multi-user entry of purchase requisitions from primary
location or remote sites.

e Theuserwill bealerted if the requisition entry will cause the budget
to be exceeded. Security levels can be set to dictate if and how the
order will be processed.

e Vendors can be placed “On Hold” thus preventing a requisition
from being entered.

e On-line electronic approval of purchase requisitions is supported.
When a requisition is approved,a PO number is assigned and it can
then be printed.

e ledger accounts are automatically encumbered when the
requisition is entered.

e Unlimited notes and memos can be entered with each line item on
the purchase order.

e Laser printing technology allows high-quality, low-cost purchase
orders to be printed on plain paper.

e If the Inventory module is installed, the inventory master record
will be updated to show that items are on order.

e Supports on-line verification of account numbers and budget
balances.

e Through third party software, purchase orders can be automatically
faxed or e-mailed.

e Approve/review process is enhanced with e-mail
notification.
e Requestor or approver can check status of requisition or
purchase order online.
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REPORTING
e Purchase Order Encumbrance Report
e  Purchase Order Status Report
e |tems on Order Report
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2- Data Entry

Purchase Req PO Total § 15,370.00

Purchase Requisition ltens Detail Account Distribution Detail

Date 053072007 EnteredBy |DS
Vendor 145030 +|[COMPUTER SOFTWARE INNOVATIONS ING |
Vendor Order Trade Discount [ 0.00 Preferred Freight  [UPs
salesTax% [sc ~|[ 00 Expected Ship Date | 1 /
Ship To 066 - BillTo |BILLTO

[OPERATIONS CENTER [BILLT0 (aLL LocaTions)
Default Account [ - - - =

Requested By | Rob Morrow
Bid Info. 1) |aBC

2) |123

3) |5E4

PurcHASE RequisiTiONs - ENTER/EDIT
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2-DataEntry B

i Purchase Req 281233 PONumber [ 0 PO Total $ 1537000

Purthase Reguisition liems Detail

count Distribution Detail

Date 05/30/2007

EnteredBy [DS  Review Level 1 Review Level 2
Vendor 149930 - |[COMPUTER SOFTWARE INNOVATIONS INC ~ |
Vendor Order Trade Discount | 000 Preferred Freight  [UPS
SalesTax%  [5C_-|[ 600 Expected Ship Date |
Ship To 066 - BilTo [BILLTO
[oFERATIONS CENTER [BILLTo L LocaTioNs)

Default Account | - j This requisition is over budget!
Requested By  [Roh Morrow
Bidinfo. 1) [aBC

2) [123

3) [sE4

Review/AprPRoOVE PURCHASE REQUISITIONS
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