Request Document System — Help Document

|. Administration Setup
This section will describe how an admin account can setup the Request Doument System. Below

shows how an initial setup of the extension is done. Together with other setup that are needed for

additional configuration needed by process.

A. Setup Request Document Setup
Request document setup is the configuration page of the extension, this will control the

licensing, no. series and budget for comparison used in the request process.

1. Search for Request Document Setup.

Request document Setup

Go to Pages and Tasks

2. On the license tab, click Register. This will be for the license key registration.
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Request Document S&stem Setup

= Register

G/L Account Item
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Number Series
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3. Slect the Import License Key to manaually paste the purchased key in the dialog box that

will appear.
Edit - PASI Installed App - Request Document System 7 X
Manage 7 Import License ey Manually ®) Get license key from cloud (7] Rzgister Online
General
App ID [2529351d-b830-4163-8fd2-f7e02 Applicable Users
App Nams Request Document Systam Freminun
Publisher Name SAS Essential
Activation Dats 5/31/2021 Team Member
- - - Licenze ey RDhDPIRZLVZSMCAzKRRFFFZ 4
Expiration Date 6/10/2021 nse %&)

e e SMCBFOSZWIGXQDIDOYVVK
Exp. Date Warning Ca o WIQTAZKRRFFFZSMCAZKRRFE
ThmmEmEE > FZSMCBHKRRFFFZSMCAZKAR
e User Coine “ FFFZSMCAZKUZQReKLAZNUM ¥
Urls

Ur https//dmist.alletec.com/pricing/v Get License Key Ur https://dmistalletec.com/api/flicen:

4. Details of the license should appear in the window after confirming the key. Elements like
the image above should be available.

5. Once license is confirmed and saved, go back to the Request Document Setup page.

6. Click Create Setup Data to import the initial configuration of the extension.



Request Document Si/stem Setup

ucense

e

3§ Create Setup Data

G/L Account Item

Number Series

Close

7. Initial configuration wil include the ollowing:

a. Request Codes — used as an indentifier for the requests’ target document

b. No. Series — an initial series for the request list and processed request. These can be
modified based on the users preference.

¢. Workflow Template — a template modeled from the standard Business Central
workflow. This will help so that user will not have to mofidy or create workflow events.

8. After create setup data, admin may now Assign No. Series. Below is an image of the
created no. series already assign in the number series for request documents.

Click the arrow down for selecting a different no. series.
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Request Document System Setup

Jcenze Setup
Budget
G/L Account Item
2udget Name 2023 Budgst Name DEFAULT
Budget Type Cost Amount
Number Series
REQ
est Nos. vREQ—

’ Close |

9. Budget tab is for selecting the current budget that is followed on requests. This is to
optimized process of communicating with other people to check allowed amount to
purchase.
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Request Document System Setup

Lcenze Setup
Budget
G/L Account Item
2udget Name 2023 Budgst Name DEFAL
...... Typ= Cost Amount v

Number Series

Request Nos RZQ

REQ=

a. Then Close page to begin using the extension.

B. Create Request Code

Close

This is used for request document as an identifier of the target document where the

request will be processed.

1. Search for the Request Code in the search box and seect the right link.

l request :cdel

Go to Pages and Tasks

» ReguestC

Didn't find what you were looking for? Try exploring

2. A window of configured request code ist will appear.



Search T New Manage  &HOpen in Excs

Purchase Invoice Surchass

Negative Adjustment tem Journal

ORDER Surchaze

POSAD tem Journa

QUOTE Purchase Quote Surchase
Requisition Worksheet Rzq. Worksheet
Transfer Order Transfer Order

a. Code - will be tagged in the request document
b. Description —a longer name that describes the code
c. Type —refers to what type of document it will create.

d. Active - an indicator if a request code can be used.

3. To create a new request code not included in the available list, click New.

< Rzquest Codes
D Search  + New  Manage  8HOpen in Exce
4 v
INVOICE : Purchase Invoice Surchaze
NEGAD) Negative Adjustment tem Journal

Purchaze Order Surchaze

5]

urchas

"

Requisition Worksheet Rzqg. Worksheet

RANSFER Transfer Order Transfer Order



4. Populate the General tab for a code and description that will be used. In this case, we
created a DISPOSAL code which will be used for adjustments that should be tagged with
disposal.

¢ ( 2) €1 .

Request Code Card |

General

Purchase

Type v

5. Inthe Code, type in DISPOSAL and a longer name in the description. Take note of the Type
field as it will be used to identify the target document.

Request Code Card |

General

6. The tab below will depend on the type selected. This is for the details of the documents that
will be created, such as entry type, document type, and no. series.



= + 0} / Saved =g
Request Code Card

General
Code |Dsiposa | Type | izem Journal v
Description ’Cisapcsal Request } Active @

Item Journal

Entry Type ’ Negative Adjmt. v ‘ Location Code RED

Gen. Prod. Posting Gr.. ’D SPOSAL v ‘

7. Don't forget to toggle the Active button as this will indicate if the request code is used.

< + & Vsaved 5/
Request Code Card

General

Code \DS POsSAL I Type Item Journal v
Description Dizapozal Request ‘ Active [ o

Item Journal

Entry Type [ Negative Adjmt. v ] Location Code RED

Gen. Prod. Posting Gr.. ’D SPOsAL I

8. Go back to the Request list and it will be added. This can be now selected in the Request
Document.



D Search —+ New  Manage & Open in Exce
NVOICE : Purchase Invoice Purchass
NEGAD!) Negative Adjustment tem Journa
ORDER Purchase Order Surchasze
POSAD tem Journal

REQWHST Requisition Worksheet Rzqg. Worksheet
TRANSFER Transfer Order Transfer Order
DSIPOSAL Dizaposzal Request tem Journal

C. Enable Workflow

This section is about how to enable the workflow template included in the initital configuration.
A workflow will help automate approval process and follows the same concept as the standard
Business Central.

1. Type in Workflows in the search box and select the highlighted item.

I Workflow s|

Go to Pages and Tasks Show

w

Go to Reports and Analysis

Archived Workflow Step Instances Archive
Didn't find what you were looking for? Try exploring

2. Look for the Request Document Approval Workflow and double click to open and view the
steps and events in it.



Szarch  New Process Manags Power Automate & Open in Excel Morz options

Request Document

Request Document Approval Workflow ! Business Central

3. Once responses are configured to the desired approver type. Enable the workflow.

€ Workflow @ + 0] Saved
MS-RDAPW-01 - Request Document Approval Workflow

D3importfrom File [} Exporttofile M) Workflow Step Instances D Archived

Workflow Responses

Code

Workflow Steps Manage

An approv

4. Clicke the toggle Enabled to turn on the workflow template.



= Workflow

MS-RDAPW-01 - Request Document Approval Workflow

[3 Import from File [ Export to File

Category

Enabled

Workflow Steps |  Manage

When Event

—*  Approval of a request documant is requested.

T] Workflow Step Instances

MM Archived Workflow Step Instances ‘ More options

| Ms-RDAPW-01

[ Request Document Approval Workflow

\Rscz:oc

An zpproval requast iz approved.

An zpproval requast is rejectad. <Always> (+) Reject the approval request for the record z

n

An zpproval requast for 2 request documant i

An zpproval requast iz delegated.

II. Create Request Document - Approval Process

This chapter will show how to create a request document. In these sample, it will show how to
create a document that will be processed to a Purchase Order.

1. Inthe search box, type in Request list and then select the right item as highlighted below.

»

Tell me what you want to do 7 X

| fzquest Lis'.i |

Go to Pages and Tasks

Go to Reports and Analysis

£l Proceszed Request List Archive



2. A window with request list will appear, this is wehere all requests are monitored and
created. Click New to create a blank document for a fresh request.

3. Expand the general tab by cicking ShowMore to view all fields available in the header.

Request

estapproval  Print Actions  Fawer options Show More / Show Less

|

General

L o

4. Fill-up fields in the general tab. Boxed values beow are user controlled.



General

a. Purchaser Code — will be for tagging the purchaser id necessary

b. Request Code — identifier for the target document. In this case, ORDER for a
Purchase Order

c. Location - is the location that will receive the request
d. Department and Project — these are the dimensions for later analysis in the entries.

Next is to populate the lines. Indicate the items, services, of fixed assets being requested.
Below, we have just inputted an item. Take note that details that are in the header is also
copied in the lines such as, location, reques codes and dimensions.

Indicate the Quantity and other sucsh as the correct UOM and Cost if it is know already.
However, cost may subject to change base on the purchaser and supplier.



Request

Lines Manage =
tem 100 i LUE 10 °C ROD TOY
tem SPK-100 150 PCS Tov
G 2410 u 1 ROD TOY

7. If no approval workfow is required, user then may release the document. Select Release in
the release tab. This is to have the lines available for processing.

Request

Request Request Approval Print More options
[2 Release Reope
o REQO033 Purchas er
Requestor ID USER1 Request C
Requestor Name Test User 1 Request D

8. This will update the Status of the document from Open to Released.

9. Since we have enables the workflow, the user will send this for approval. In the Request
Approval tab, click Send for Approval

)
m
o

nN29Q
003
uuoso

Notifications: 2 The Request Document System license expires on 06/30/21. | Reminder: your work date is 1/26/2023

Release Request Request Approva Print Actions

sque el Ap eq
mooze o] urches er Code 5 e 26/2023 o

10. This will change the status to Pending for Approval.



REQO038

Notifications: 2 The Request Document System license expires on 06/30/21. | Reminder: your work date is 1/26/2023

Releass Request Request Approval Print Actions Fewer options
General
RB 12 )
D USER1 ORDER 1/26/2023 )
equ r Nam TestUser 1 n Surchase Order 1/26/2023 )
n Code LU PROD
TOYOTA
Status Pending Approval

11. On the Approvers side, after login, search for Request To Approve and a list of pending for
approval will appear.

Didn't find what you were looking for? Try exploring

12. Select the right document in the list.

fequests to Approve
X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder v
O Sezarch  « Approve X Reject ¥ Delegate [l Open Record & Comments - =
Request REQ0D025 Req. Header: REQD025 6/1
Request REQD038 ! Req.Header: REQD038 USER1 6/22/2021

13. Then choose the right command oabove for an action. In this scenario, we will use Approve.

X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder v

O Sesarch « Approve X Rgject ¥ Delegate [0l OpenRecord & Comments

Request REQD025 Req. Header: REQD025 USER2 6/1
Request REQD038 i Req. Header: REQDO33 USER1 6/22/2021

14. This will update the status of the request to Released as this is the only approver of the
document.



Request (&)
\—_/

REQQO38

Notifications: 2  The Request Document System license expires on 06/30/21. | Reminder: your work date is 1/26/2023

Release Request Request Approval Print Actions Fawer options

Bl

1/26/2023

B

1/26/2023

15. After the document is released, this will be the end of request process and initiate the
purchase process.

[ll. Get Request from Purchase Order
Since the reuest document is already released, we will have to create a Purchase Order using

the request lines.

1. Purchaser will log in and open the PO List.

Notifications: 2 There are 4 available request document. | Reminder: your work date is 1/26/2023

O Search + New fanage  Print/Send  Order  Release  Posting  Navigate &5 Open in Excel Actions  Relatad  Fewsr options
104001 30000 CoolWood Technologies 1/23/2023  Open 000
40000 GREEN
50000
40000 Lewis Home Furniture GREEN
50000 Electronics Ltd
30000 olWood Technologies
40000 Lewis Home Furniture
60000 Grassbiue Ltd. 545,00
4 61000
4 62000 JHITI
4 50000 Ltd.
104012 62000 WalkerHolland HIT

2. On the Actions tab, click the fucntions then select the Get request lines.



s2 Orders

Pur

Notifications: 2 There are 4 available request document. | Reminder: your work date is 1/26/2023

O Search —+ New Manage Print/Send Order Rzlease Posting Navigate E Open in Excel ‘
& Print # Functions Request Approval = Warshouze & Posting
W G=t Request Lines i
104001 Wood Technologies
B3 Send IC Purchase Order
104002 s Home Furniture GREEN
X Delete Invoiced Orders
104003 uvwy s=rvice Electronics Ltd.
104004 40000 Lewis Home Furniture GREEN
104005 50000 Service Electronics Ltd.
104006 30000 CoolWood Technologies
104007 40000 Lewis Home Furniture GREEN
104008 60000 Grassblue Ltd. WHITE
61000 Electronics Ltd. WHITE
62000 WalkerHolland WHITE

Actions

3. This will open a page with all lines from released request documents.

Edit - Get Request Lines

X Reminder: your work date is 1/26/2023

) Search BB Edit List %) Process Requast

REQQ010 tem 70064

REQOO11 tem 70064

REQ0030 tem 70061

REQQO38 tem 1000

REQO038 tem SPK-100
- REQ0038 I G/LAccount (3410

Use today | Change to... | Turn off reminder

&5 Open in Excel

500 ML Nature Spring
500 ML Nature Spring
Android TV Box
Bicycle

Spike for LS-100
Advertising

Related

1/23/2023
1/26/2023
1/28/2023
1/29/2023
1/3/2023

1/23/2023
1/26/2023
1/26/2023
1/26/2023
1/26/2023

Fewer options

COpen
Cpen
Cpen
Releasad
Released
Releass
Releasad
Cpen
Releazs

Releass

4. To process these lines, assign a Vendor No. and check the Select. Processor may select
multiple lines and it does not have to belong to a single request document.



Edit - Get Request Lines 7 X

X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder v
D Search BB Editlist - Process Request  @HOpen in Excel = @

tem 70064 500 ML Nature Spring

tem 70064 500 ML Nature Spring

tem 70061 Android TV Box 10

tem 1000 Bicycle 10000 7

tem SPK-100 Spiks for LS-100 10000 150
- G/L Account 8410 Advertizing 10000 1

a. Vendor - refers to the supplier

b. Qty to process — how many quantity will be purchased. This can be edited for partial
process if supplier cannot fully met requested quantity.

c. Select-if line will be included in the process.

5. Once all details are correct, click the Process Request.

Edit - Get Request Lines 7 X

X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder v
D Szarch BB EditList = ) Process Request @ Open in Excel = @

tem 70064 500 ML Naturs Spring 1

tem 70064 500 ML Nature Spring 1

REQ0030 tem 70061 Android TV Box 10
REQ0033 tem 1000 Bicycle 10000 7
REQ0033 tem SPE-100 Spiks for LS-100 10000 150
— |[REQ0033 : G/LAccount 8410 Advertising 10000 1

6. Confirm the message box as this confrims that a new Purchase Order is created. Then close
the request process page.



® There are 2 total of 3 request lines processed.

7. On the PO List, anew PO is created.

Purchase Order @ + @
106037 - London Postmaster

X Reminder: your work date is 1/26/2023  Use today | Change to...| Turn off reminder

vsawved O

Process  Release  Posting  Order  RequestApproval  PringSend  Navigate Actions  Related  Fewer options a
General R ODetails Attachments (0)
Vendor Name Document Date Vendor Shipment No. \:’ Request Details
Corac T I ™ Open o reamss
Requestor ID USER?
Requestor Name Test User 1
Lines | Manage Line Functions Order  Feweroptions & RequestDate 1/26/2023
e Type Item
e o P [Por——— Qunty R Quanty  MemreCode B AT [heaCode  Cod N 1000
— Item m ~ |Bicycle BLUE 7 _ PCs 12,000.00 Requested Quantity 1000
ftem SPK-100 Spike for L5-100 BLUE 150 _ s 1500 Remaining Quantity 300
G/L Account 2410 Advertising BLUE 1 - 10,000.00 Unit of Measure Code ocs
8. The Get Request Lines function is also avaiabel in the PO Subform as shown below. This will
be useful if the PO will be appended.
Purchase Order @
106037 - London Postmaster
X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder
Process Release  Posting Order  Reguest Approval Print/Send Navigate Actions Relatzd Fewer options
General
Vendor Name I London Postmaster I Document Date |1126f2023 B8 I Ve
Contact ers. Carol Philips | Vendor Invoice No. X | | St
Lines | Manage Line  Functions = Order  Faweroptions

B Get Requast Uines & Explode BOM (=l Insert Ext. Texes [®] Reserve... T Order Tracking



9. That concludes process on how to get request in the PO.

IV. Other Features

A. Recurring Request Lines
This is to keep a template of all frequently used items or services for request.

1. Prepare a Recurring Purchase Lines. Search for it to view the existing lines.

recurring purchase |i"E|

On current page (Request)

-

urring Request L

nsert request document lines from the standard purchase code.

Go to Pages and Tasks

Recurring Purchase Lines Administration

2. Create by clicking New. In this sample, we only viewed an existing template

v
[
"
Q

X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder

D Szarch —+— New  Manage  8HOpenin Exce
CLEANING Monthly clzaning expenses for buildings
PAINT Standard paint order
PARE Printing paper
DOSTAGE Postage sxpenses
S REQUEST] Request

3. Manage then view the selected tempate.



REQUEST - Request

X Reminder: your work date is 1/26/2023  Use today | Change to... | Tum off reminder v

General

REQUEST Description Request Currancy Code

Lines Manage

I

4. Onthe request page, after popuating the General Tab. Use the Actions tab then functions to
select the Get Recurring Request lines

(7) + O]
N
Request
X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder
Release  Request Request Approval Print Actions Fewer options
# Function:
'@ Get Recurring Request Lines —
9 28 1/26/2023 e
USER1 [
Test Userl 1/26/2023 2]
...... n Code BLU Department Code ALE

5. This will open the list of Recurring Lines. Select the tempate to be used then click OK



Recurring Purchase Lines |

- New

X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder v
C T Description
CLEANING Monthly cleaning expensas for buildings
PAIN Standard paint order
SAPER Printing paper
POSTAGE Postage expensas
- REQUEST Request
o [N
6. Request lines will be automatically popuated with the template.
@ + s
REQO039
X Reminder: your work date is 1/26/2023  Use today | Change to... | Turn off reminder
Releaze Request Request Approval Print Actions Fewer options
General
No. REQO039 1/26/2023 o)
USER1 v 1/26/2023 2]
Test Usert 1/26/2023 i)
BLUE v Department Code SALES v
Project Code TOYOTA v
Status Open
Lines Manage &
- [tem 1 70061 Android TV Box BLUE 20 PCS 600.00 12,000.00 CORDER SALES TOYC
Item 70062 Reading Glass 2.50 BLUE 15 PCS 205.00 3,075.00 ORDER SALES TOYC
ftem 70063 Glide Dental Floss BLUE 18 PCS 300.00 5.400.00 ORDER SALES TOYC

B. Budget Checking

A feature that will serve as a warning to over budget requests. And will aso enable visibility to
the amount requested, processed and available for requests.



1. Onthe Admin setup, we assgined a budget template on the setup which will automatically
enable the budget checking feature.

i + s 0
Request Document System Setup

Jicenze Setup

Budget

G/L Account Item
Budget Name 2023 v Budget Name DEFAULT N ‘
Budget Typs ’ Cost Amount v ‘

Number Series

rzQ <]

REQ- |

I Close |

2. On the request page, an item or services with a budget wi ook like this.

Request @ + @ saed o ¢

REQ0037

Release  Request  RequestApproval  Print |  More options @

General Show less O Details  § Attachments (0)

1/26/2023 Request Line Details

[E]

T

NVOICE 1/26/2023 ) item
No. 70061
Availabilty 0
LUz u v 20
]
Releassd 4300000
1390000
18,100.00
2175000
Lines Manage  More options =] 575000

= Item i 70061 Bndroia 1v zo S U3 20 pcs 600.00 12.00000 1/26/2023 | INVOICE SALES Tox

zm 70062 Reading Glass 250 BLUE 15 |PCs 20000 300000 (1/26/2023  INVOICE SALES

tem 70063 Glide Dental Fioss BLUE 18 |PCS 30000 540000 (1/26/2023  |INVOICE SALES
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