
PAYMENT REQUISITION PROCESS 

Step 1 : Path to Purchase Invoice. 

 

 

Step 2 : Create new Purchase Invoice. 

 

 

Step 3 : Filling Purchase Invoice Header Required Details. 

 



Step 4 : For GRN based payment you need to select Lines ->  Get Receipt Lines -> select relevant GRN’s. 

 

 

Need to select relevant GRN and press OK button. 

 

After that you will see purchase invoice lines as below: 

 

 

 



Step 5 : For non GRN based pamentsneed to fill Lines as G/L accounts. 

 

Step 5 : Finnalyzing Purchase Invoice. 

 

 

 

 

After filling all required fields, you need to click on the “Release” Button. 

If you need to edit after “Released” button press you need to click on “Reopen” Button. 

 

 

 

 



 

Payment Requisition 

Step 1 : Path to Payment Requisition. 

 

 

Step 2 : Create new Payment Requisition. 

 

 

Step 3 : Filling Header of Payment Requisition. 



 

Step 4 : Filling Lines of Payment Requisition. 

 

Lines Tab – Payment Type: Direct Invoice; Ref No: (Invoice No)] Press F5 twice to load invoice value 

 

To View Purchase Invoice: On Payment Requisition lines Navigate  Show Documents 

Step 5 : Filling Lines of Payment Requisition by applying Relevant Invoice. 



 

 

 

 

 

 

 

Step 6 : Apply Relevant Invoice amount to the Payment Requisition line. 

 

 

Step 7 : Payment Requisition Approval process. 



 


