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1. How can we login to the System? 
 

 
After clicking start icon virtual machine will be loaded, you need to enter your user name and password 
like below; 

 
 
 

 
 

ERP System Connectivity Requirements 
 Head Office users can access through the local area network cable. 

 
 Remote sites users or users not accessing H/O local area network required to 

configure VPN client software on their Devices. (Desktop/Laptop & IPad) 
 



2. How to access ERP system? 
 
Step 1:  After login to the system you need to double click on "Microsoft Dynamics 
NAV 2013 R2” shortcut icon placed on desktop. 
 

 
 
 
Possible Errors 
 
If your got below error message and does not open ERP system, it means your login password was 
expired then you need to reset your computer login password. 

 
 
 
 
 
 
 



Step 2: After opening ERP system you can navigate to perform your required functions,   
 
For example for PO approvals you need to click on the Home tab, choose Approval. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
3. How to Approve Purchase Orders? 

 
When a document, such as a purchase order has been submitted for approval, Microsoft Dynamics NAV 
sends it to the first approver in the sequence of approvers. As soon as this person has approved the 
document, it is automatically sent to the next approver, and so on, until all approvers have approved the 
document. 
If you have been set up as an approver of specific documents, you can see a list of the documents sent 
to you for approval in the Approval Entries window. 
 
In order to view approval pending entries approving user required to click on “Approval” link on 
right side menu -> the need to click on “Approval Entries”   
 

 
 
After clicking the above link will see below screen, from above page users can perform below actions 

a) View Approval Request Entries 
b) View Approval Entries  

 
a) View “Approval Request Entries” 

 
Shows details of entries created for the documents you have sent for approval. For example, you can 
see who requested the document to be approved, when it was sent, when it is due to be approved, and 
so on. 
You can see a copy of the document if you click Show and then select Document. 



You can also delegate the Open approval entries to the current approver’s substitute by selecting the 
document(s) and then clicking Delegate. 
b) View “Approval Entries” 
From this page users can perform below action, 

a) View approve pending document 
b) Approve  
c) Rejection  

 
 
 

 If you determine that the document must be Changed or Rejected, you can also change the 
status from this window. 

 When the source document has been approved, Microsoft Dynamics NAV updates the status for 
the approval entry from Open to Approved. There are two paths for document approval 
notation: Document Status and Approval Entry Status. They compare as shown in the following 
table. 

 When the source document has been rejected, Microsoft Dynamics NAV updates the status for 
the approval entry from Created to Rejected. 

 If the document has been set up to require more than one approver, then, if just one approver 
rejects the document, the document's status is updated from Pending Approval to Open.  

 The document creator can modify the document and then request approval again. 
 
 
 
 



 
4. How to View Purchase Orders? 

 
Step 1: You can also see a copy of the Purchase Order document if you click Show and 
then select Document. 

 

 
 

 
Step 2: Identifying main areas of “Purchase Order” 
 

Purchase orders have six tabs those are listed in below screen shot,  
General and Lines are the main components,  
 

 
 
 
 
 
 
 



 
General Tab containing many information of “Purchase Orders” 
Reports available in Purchase order page; 

 Purchase order allocation report – containing PO items distributions by requested site wise 
 Quote Comparison Report – If purchasing officer created PO using quote comparison process 

those comparisons can view. 
 

 
 
In above page General tab show main information’s of PO such as Supplier, Project, Document created 
date, Status, purchasing office, Tax type & PO created location (Item delivery location) 



Statistics – You can see the resulting totals in the Purchase Order Statistics window. 
 

 
 
 
Lines Tab Containing ordered items details including item unit price, Quantity & tax related details 

 
 
 
 
 
 
 
 



After viewing purchase order, you can exit from that window by clicking on “Close” button. 

 
 
 
 
 
 


