Material Reguest

Material Request (MR) is the starting point of purchasing. Users shall add material requests when
any materials are required by projects (in cuteOffice, materials refers to items-item is part of
master data in procurement as prerequisite).

Click Material Request submenu in Purchase tab, you can view all material requests,
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Add Material Request (MR)

To create a new material request (MR),

1. Click imageol ®28ld5a2648@png (Add button) from the menu or click
irag ol GD8LA25R598bypng Add button in the material requests list
window. The below material request window opens,
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2. In Project Name field, select a project for which for this material request is for.
3. In Purpose field, enter the purpose of the material request.

4. In Recommend Supplier field, Select the supplier from the list if known. Please note only
approved suppliers will be listed here. If the supplier is not known leave it empty and the purchase
officer will decide which supplier to purchase the item.

5. To add items in material request, you can use below either a or b option:

e a. Click imagecl G318 716496 Lmpng (Select Item button) to add items to the
request. The below dialog opens,ifagacl Gb8l&7/25390:png

Users need to fill up all mandatory fields, such as Item Category, Item Name, Quantity,
Required Date, unit of measurement (UOM). If any special conditions to be specified, select
and enter the details. If only one item is required in the material request, user can click

if3g ol GDILE81R6d2.pNg , the item will be added to the material request. If more items
to be added and to keep the above select window open, user shall select “Add more items” check

box before clicking imagaol 6h&l&8LR2I6L2png .More items can be added for the same
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request.
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e b. Or clickimage(Ghopping ©artiicon), the below card view item list window opens,
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user need to select Required Date, and user "Search" field to search for requested items,

and in the item card, user can enter quantity and select UOM.

6. After q%%ifggéﬁ%ggé\&g@.gﬁg to the material request, user can submit the request by

clicking Image not fouSiubbmide icandwin material request page.
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7. Once a new material request is submitted, the notification email will be trigger to selected users.
You need to confirm right users are selected in below notification window and click Confirm. The
material request submission is completed and page will redirect to the material request list page.
And an unique key will be assigned to the material request and the status will change to "New
Material Request". Note: The next step for a new material request is waiting for approval for
issuance from store or purchase from the authorized suppliers.
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Add additional items that are not registered in item master

If the requested item is not found in the item list in material request (means that the item is not
registered in item master database), user can use this add additional item option.
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e Click and enable the above option and the below additional items option appears:
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e Enter item name and specificatlir%%gg_dl8&%?4g%@§lagags_6%8uired.

e Add more items by clicking theimage not féAdthbtybeamknown

e If you want to create two different MR for approved items (items from list) and new items
(additional items added in material request) , please enable option to Yes in the "Do you
want to split MR?" option.

e When submitted, the below message is shown and user need to confirm splitting MR by
clicking Yes.
image-1658358967231.png
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e The below notification screen appears and click Confirm.

e Please note that there are two separate requests are created and one has a status of
“New
Material Request” and the other is “Pending MR”. Note: The next step for a Pending MR is
waiting for the purchase team to correct or map the additional items added using "Do you
want to add additional item" option, as the additional info entered by user may or may not
match the company item standard so review and approved is needed by purchase team.
image-1658359073640.png
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Pending MR-Actions to Take

As mentioned above, for material requests that include additional items not from item master, the
status will be Pending MR. For MR with Pending MR status, purchase team need to take below
action to correct or map the additional items:

image-1658530837663.png
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1. Click the material key of the Pending MR status. The material request detail page will open and
Additional Item Details table is shown in purple color.
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2. There are two options for each item: image not f¢AdidbagNewxitem) or image not found or ty(Selecbto

match from exiting item).
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Option 1 Add as New Item
If we know that additional item requested is not existing in the item master database and we will
need to use this add option to create a new item in the database.
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e Clicking Image notAddhdcorysystemowill launch the add item dialog as below:
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e Click Next. The add item details window opens, see below:
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e Check and enter the correct item details, then click Submit. A new item is created and
saved in item master database.
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Option 2 Select Item (Existing)
For items that can be mapped or categorized under existing item from item master, we can use
this select item option to map this item to existing item category.
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e Clickimage not f{Selectyltemkicon), the below window opens,
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e Select the correct Item category and item name from the list and select UOM.
e Click Add to map the item. With this both items are now mapped with appropriate items
master and it is now ready for approval.
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3. Click New Material Requestimage not fguadnotifieationwindow will open as below showing "Pending

MR to New Material Request".
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4. Click New Material Request button in above screen, the status of the pending MR will be changed
to New Material Request, and redirected to material request page that allows for next action-review
or approve (review is optional, depends on company policy).
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5. Click Review or Approve button, a notification window opens, user need to select Assignees to
review or approve the requested reviewed MR.

6. Once the new material request is approved. The next step will be Petty Cash/Recommended to
Purchase.
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Edit MR

For new material request, before it is reviewed/approved, user can edit the material request, e.qg.
adding more items.
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1. Click the material request key to open the material request detail page, see below.
image-1658858884891.png
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2. Click edit iconimage not, thedmatetialrequest edit window opens,image not found or type unknown
image-1658859378476.png

3. Edit the material request where needs, then click image not(savecicon) tocsave edits.

Review/ Approve MR
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Each MR needs to be approved and optionally reviewed. Only authorized personnel will have
access to review/approve the MR.

If the logged in user has the authority to approve, the Approve option is available in the MR detail
page, see below.
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To review/approve,
image-1658859972707.png

1. Click theimage not found Apprevekicon), the approve window opens,
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2. In the item detail table, the first column Acc/Rej default to -means item approved. If
user i%btet—(ié%j§§%5§ﬂ'5§w§ﬂ§'g to change to Reject. Once all items reviewed/approved.

Clickimage not fouta apprevesnown

3. The status of the MR changes to Request Approved and ready for next action.
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Cancel Request / Reject Request

The request can be cancelled by the same user who requested it. The request can be rejected by
the approval if the MR is not acceptable or required.

1. Click "Workflow", the Cancel, Reject option will show.
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2. To cancel MR, click Cancel from the option menu, below window opens, clickimage not toind or type

confirm cancellation of the MR.
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3. To reject MR, click Reject from the option menu, below window opens, click Image not foand or type

reject theMR.
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Next Steps for Approved MR

Once a MR is approved by authorized personnel, it should be further processed. There are three
options:
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e Recommend to issuance. If there are existing stock available, authorized person can
choose to recommend to issuance instead of new purchasing. See "Issuance" in Stock
Management user manual.
image-1659025426602.png
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o Petty Cash. If the requested item are small amount, user can use petty cash option to

register.
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e or Recommend to Purchase.
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Petty Cash

A petty cash fund is a small amount of company cash, often kept on hand (e.qg., in a locked drawer
or box), to pay for minor or incidental expenses, such as office supplies or employee
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reimbursements. Sometimes the material requested item can be recommend to use petty cash to
purchase instead of going thru purchase workflow.

1. Click the Petty Cash button in the material request detail page,
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2. A new notification window opens to confirm petty cash. Click Petty Cash button to confirm.
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3. Areceiving entry will appear once confirmed petty cash option. User can enter the petty

cash purchase details in the receiving entry section.
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4. Click Add button to enter Receiving entry- Material Request for petty cash payment
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5. Enter all required details in above receive entry page, and in Attachment, use Choose

Files to upload invoice receipt.
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