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1.1 MRN Process 

1.2 Create MRN  

1. Navigate to Departments -> Projects -> Material Management -> MRN.  

  

2. Click “New” 
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 Select the Following Fields (Mandatory Fields in the MRN) 

1. Request Location Code  

2. Supply Location: (Requesting Site when locally purchase) 

3. Delivery Location 

4. Item No 

5. Quantity 

6. Unit of Measure 

7. Remarks 
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1.3 Sending MRN for Approval  

1. After inserting the item description line, the document should be sent for approval. 

Click “Authorization” in Actions ribbon bar. 

 

2. Click “Yes” in the confirmation message. 

 

3. A Confirmation message will be displayed after creating the approval entries. 
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4. Status of the document will be changed to “Pending Approval”. 

 

1.4 Approving MRN  

1. Navigate to Departments -> Projects -> Approval Management -> User tasks to view 

the approval request entry. Only the entries open for the logged in user will be 

displayed.  
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2. Authorized users can “Approve” or “Reject” the orders. 

 

3. Click “Yes” for confirmation message. 

 

 

4. Confirmation of the approval will be displayed. Click “Ok”. 
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5. The status of the MRN will be changed to “Released”. 

 

1.5 Verifying the MRN 

Click “Verified” in the Actions Tab of the ribbon bar. 
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6. The Document will be verified. 

 

 

 

7. Verification status will be changed to “Released” from “Open”. 
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1.6 Creating Purchase Requisition Note (PRN) 

1. Type the Qty Needed to Create a “PRN” 

2. Select the lines that should be transferred to “PRN”. 

 

 

3. Click “Create PRN” in the Ribbon Bar. 

 

4. Confirmation message will be displayed. 
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5. Verification message after creating the PRN will be displayed. 

 

 

 

1.7 Suppliers Availability Check 

 

1. Navigate to Departments -> Projects -> Material Management-> Vendors  

 

 

 

From the vendors list check whether you required vendor was available, you can create 

PO’s for vendor No. begin with “V” Ex: V01254 
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1.8 Create Purchase Order from PRN 

 

1. Navigate to Departments -> Projects -> Material Management -> PRN List 

After opening PRN list, you can find relevant PRN number by typing PRN number on 

search as below “1” then press enter key then you will see search PRN, you need to 

select it as “2” and click Edit link on menu bar as “3”. 

 

 

2. After opening PRN you will see it as below;  

You need to enter below highlighted fields. 
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3. After selecting required fields PRN page will looks like below; 

After filling page fields need to click on “Create PO” link on menu bar as step “1” 

 

 

 

4. Verification message will be created with a new Purchase Order number assigned. 
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1.9 Opening Created Purchase Order 

Navigate Departments -> Warehouse -> Orders & Contacts -> Purchase Order 

After selecting relevant purchasing order click on edit button. 

 

 

 

In the purchase order page, you need to check fallowing fields are filled. 

 Location Code:  

 Tax Area Code / Tax Liable if tax applicable: 

 Direct unit cost: 

 SBU Code / Project Code: 

 

 

After filling above fields, you need to send it for further approvals; 
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1.10 Sending Purchase Order for Approval 

1. After the Purchase Order is created, the document should be sent for approval. Click 

“Send Approval Request” in the Home Tab of the Ribbon 

 

 

2. Click “Yes” for confirmation message. 

 

 

3. After sending approval PO status change to “Pending Approval” as below. 

 

 

 

 

 


