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PURCHASING → PURCHASE REQUESTS 

1.​ Go to Menu Purchasing - Purchase Request - Purchase Request 

 

2. Select if the PR is either CSY or NSY 

●​ 8j0 y 
●​ 3. Click Newt Di tycho 

 



4. Fill in DEPT, SUPPLIER and DIVISION. Purchase Type is TRADE-NORMAL for 
majority of requesters.

 

5. Select PRODUCT choices from the dropdown lists:  

GSE001 = service,  

PRO001 = tangible product 

​ ​

 

6. Type in the text for the Product Description. Key in Purchase quantity and Net Price. 

 

7. Select the codes for G/L Account, Division, Department and Project codes from the 
dropdown list. 

8. Key in any extra remarks for the line item in the Remarks column. 

 

 

 

 



 

 

9. Click CREATE.  A PR number will be created 

 

10. If you have extra line items to key in, click SAVE once done. 

 

 

11. Click SUBMIT FOR APPROVAL once you had completely keyed in the PR. 



 

 

 

 

12. To print the PR from the system, click on the Printer and select Record 

 

13. Click Print  



 

 

 

 

 

 

 

 

 

14. Click download and system will download the report. 
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