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1. ACCESS MENU

1.1 Access Cost Centre Entry Level

The application is grouped under Role menu and labeled as Cost Centre Entry Level. The menu is located on the top-
right of your screen. See Figure 1.1.1 .

Figure 1.1.1 — Access Menu Cost Centre Entry Level

The system will be displayed option menu for Purchasing. See figure 1.1.2.

Figure 1.1.2 — Option Menu for Purchasing
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Click on Goods Receive Note menu and the system will be displayed a list of screen for Goods Receive Note. See
figure 1.1.3.

Goods Receive |

Figure 1.1.3 — Option Menu for Others Registration

2. GOODS RECEIVE NOTE (GRN)

2.1 Goods Receive Note (GRN)

The purpose of this screen is to search, view, insert, update, and delete Goods Receive Note. Also provides the
asset registration process.

f coscenter

RETT ROTEE TR

RN Lising
o SEN Ha. versine mene sonanns (LTSN [N Aatten

o b Reeim Frad

b of Keda:ds i1

Figure 2.1.1 — Goods Receive Note — Main Page
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2.2 Search Existing GRN

1. Click
2. Select cost center. GRN number is an option.
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Figure 2.2.1 — Search GRN
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Figure 2.2.2 -Search GRN Result
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3. Click to view GRN detail (read only).

4, Ciick =884 to edit/approve GRN

2.3 Add New GRN

1. Click on &

2. Fillin all compulsory fields and click

Nute (% vompulsosy folds
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Figure 2.3.1 — Add new GRN

Bt Gast e

Figure 2.3.2 — New GRN Detail
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24 Edit GRN Details

to delete the record by line.

retrive PO raw record.
to edit item receive quantity.

4. Click % to edit receive amount. Only for single order quantity.

oems Bertails : 1488 2 FABRIK{BLUE COLORY A KERUS! 8BS

Crder Quantity!
Balnnce

Receive Quantity

Reject Quantity

Figure 2.4.1 — Edit item receive quantity
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2.5 Asset/Inventory Registration

1. Click

to register new asset or update registered asset.

Confirm?

Al o sure t0 register srelinvoninry

fr this GRNT You cannot changs received

oriler quantity/amount afiar this process,

Figure 2.5.1 — Asset Register confirmation
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Figure 2.5.2 —Registered Asset Listing
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2. Seiect record, click to update asset location. Fill in all the

compulsory fields.

Rote 1 { * ) sempuisery fields

GRN 7 E0 N : GR191 200661 - POTS0B00086
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Brand Name

Figure 2.5.3 — Asset Location update
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ang e - 1o return previous page.

3. Click
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2.6

Late Delivery Charge

1.

procurement.
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Figure 2.6.1 - Late Delivery Charge

2. Clickon button to calculate. Calculated amount will be appear.
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Figure 2.6.2 — Late Delivery Charge Result
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- 2.7 GRN Approval

1. Click on
Bursary Department.

button approve GRN. Inventory/assets GRN can only be approved by the

R T

Confirm?
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Figure 2.7.1 — Approval Confirmation

2.8 GRN Information Update

1. User can anly edit the DO Number and receive date. Click

to save change.
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Figure 2.8.1 — Edit GRN Information

2. Click ...

ik GRM
BFIGRN o print GRN. Click

: € Back .
et return to main page.




