InTejljipo

Process
Documentation

Department:
Customer Support
Last Updated:
1/27/2026 1:22 PM



InTejiylipo HOW-TO GUIDE

NAME OF PROCESS

Requesting Items Through Item Submission

Use Case / Objectives

The purpose of this procedure is to define the process for submitting, reviewing, approving,
and creating new items in the Item Master. This process allows users in the field to request
new items while ensuring appropriate controls, approvals, and notifications are enforced
prior to the item being added to the system.

This document assumes you know how to perform basic Search functionality to find
information in the system (i.e., F4 search). The steps for this are not included within this
document.

Field definitions for applicable tasks are available in the Reference Glossary. To view
these definitions either click on the screen name in the task or scroll to the end of the
documentation to view the Glossary.

Menu options to access:

Security Setup (8-80-11) System File Maintenance > Security Authorizations > Item
Submission Security

Iltem Submission Processing (2-39) Purchasing Operations > Other > Item Submission

Requisitions (2-7) Purchasing Operations > Purchase Order Functions > Requisitions
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ltem Submission Security

Process Steps

The Item Submission functionality enables controlled creation of new items through an
approval workflow. Item requests must be reviewed and approved before they are added to
the Item Master. The process integrates with Requisitions and supports email notifications and
escalation.

1. Log into the Roleplay Environment using your credentials.
2. Click on the System File Maintenance menu option on the left side of the screen.
3. In the Security Authorization section, click on the Item Submission Security option.

a. The Item Submission Security Maintenance - Launch screen opens.

Item Submission Security

1/21/26 08:45:05 Item Submission Security Maintenance Sys: DEMO V12
cmp: RN Loc: DMO
Options: 2=Edit record 3=Copy 4=Activate/Deactivate 5=Display

[ E—
Ocmp S User I.D.
[JRM A AXNDMOGO1 AXTOM DEMO PROFILE 001
[JRM A SDETWILER SDETWILER
[IRM A TESTL TESTL
[JRM A WG066J6  JOHNG
[JRM A WS067JL  JEFF LOOMTS
[JRM A WG1435D  SCOTT DETWILER
[JRM A WG18LUD  JOHN
[JRM D WG1880B  Doug Berkeley
[JRM A WG397TT  TONY TYE - INTENPO

4. To create a new user, type 3 in the O field to copy an existing user and press Enter.
a. The Item Submission Security Maintenance - Details screen opens showing
the settings of the user selected and can be used as a template for the new

user.
1/27/26 09:55:68 Tten Submission Security Maintenance Sys: DEMD V12
cmp:
User/Group: [ | Status: A Mode: Add

Last Maintained ~8/15/22 by SDETWILER at 13:35:00

P/M/E Code:

Ttem Number:
stock Class:
Description:
Current Cost:
Regular Price:
Usual Vendor:
st UN:

Rental Cat/Class:
serialized (Y/N):
Inventoried (Y/N):
Email Address:

2nd UM/Qty: 3rd UM/Qty: ¥ [

B

Comments:

=

Can Approve:

=

Enter required information and press Enter to continve.
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5. Item Submission Security must be configured for all users who will request or
approve new items.

6. Type in the user’s ID in the User/Group field.

7. To successfully submit a new item request, users must have access to the following
minimum fields. Fields marked with (XX) are system-defaulted during item
creation and may not require edit access.

(XX) P/M/E Code
o P=Part
o M = Merchandise
o E =Equipment
e [tem Number
o Unique identifier for the item being purchased.
e Stock Class
o Classification code used for analysis and reporting.
e Description
o Brief description of the requested item.
e Vendor
o Vendor or manufacturer account number from the Vendor Master.

o (XX) Unit of Measure

o Base unit in which the item is stocked, sold, or purchased.
e (XX) Email Address

o Defaults from the User System Security File (SYSSECFL).

o Must be manually entered if blank.

llem Submission Security

Display Functions

®© 0 ©

Licensed to InTempo Software, Inc “ Elo s m nz 346 6 7 8 8 10

8. The following fields may be protected but are not required to submit an item:
Current Cost

Regular Price

Secondary and Tertiary Units of Measure

Category / Class

Serialized Indicator

Inventoried Indicator

Comments (recommended to assist approvers)
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Only users flagged with Can Approve authority may approve or reject submissions. If you
do not want your user to have this authority, type N in the Can Approve field. NOTE:
Approvers will see an enhanced display within the Item Submission screen (see section
below).

(=] Location Selection

IRVINE (RM/DMO) -

® D

Display Functions

- © © o

/20f2s 13163 EZE seu sys: oEm 112
o

o oy § 8 3ed ety B 6
¥

Liconsed 0 InTormpo Sellwars Inc Bec = zmm flascse73835m

10. Review the information and press Enter to save the record.
a. The Item Submission Security Maintenance - Details screen closes, the
Item Submission Security Maintenance - Launch screen displays and the
new user’s record displays in the list.

|
1/27/26 10:12:55 Item Submission Security Maintenance

Options: 2=Edit record 3=Copy 4=Activate/Deactivate 5=Display

oo

0 Cmp § User I.0.
ILE 001

[]RM A RMBEO1DA DANA ALEXANDER
[JRM A SDETWILER SDETWILER
[JRM & TEST1 TEST1
[JRM A WGB66JG JOHNG
[JRM A weBaTJL JEFF LOOMIS
[JRM A W614550 SCOTT DETWILER
[JRM A W6181JD JOHN
[JRM D WG1880B Doug Berkeley
[JRM A W6397TT TONY TYE - INTEMPO
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ltem Submission Processing

Process Steps

1. From the Purchasing Operations menu, in the Other section, click on Item
Submission.

Purchasing Cperations

Q 3earch These Tasks

Recehing and Transfers.

Recsipis Hy O W Inquiry

5 Equipment Tag Rangs Entry : Purcnase Orer Report Recaipts By Item Inquiry

5 Foung Equipment Enlry Requisiion Report Transfer Request

Minimum Siock Level Eniry Bar Code Mainienance Receipt Adjusiment
54 Physical Count Seets %% Print Bar Code Labels Sales tn Rental Transfer
% Bar Code Label Maintenance
Bar Cone Label Location Malntenance
Stock Status Report

a. The Sales Item Submission Maintenance - Launch screen opens.

1/27/26 10:18:44 Sales Item Submission Maintenance Sys: DEMO V12
SAISBM Cmp: RM Loc: DMD

Sts: Pending
Type Option, Press Enter to continue

2=Change  4=Delete 5=Display 6=Approve/Reject 7=Email History

O I ][ [ — 1 [y [ |
Op Sts Item Number Item Description Class Submitter Loc PME UOM Cat Clas
[ P 123-456-123 THIS IS A TEST PART ACDEL  AXMDMDOO1 DHO P EA
[] P BK HP2011 K&N 0IL FILTER DODGE 2011 RAM FILTE WGE6TJL DHMO P EA
[] P JGBUSHING BUSHING FOR EQUIPMENT BOSCH  WG066JG DHMO P EA
[] P PHABBM 0IL FILTER FRAM WEB67JL DHO P EA

2. User capabilities (actions available) depend on Item Submission Security:
e Users with menu access only may inquire on submissions.
e Users with submission security may add, change, or delete requests.
o Users with approval authority may approve or reject submissions.

(=] Location Salsction

[$ 1RvINE (RMDMO) ~

Display Functions

© 0 ©

Top emam oL FILTER P WG B0 P ER

ke
[ |
L
F2cwa

sorom 23 4567800

Licansed to InTempo Seftware, Inc. n -

3. Submission Status Review
o The default display shows items pending approval.

e Press F8 on your keyboard or click on FO8 Toggle in the Display Functions menu to
toggle between the following statuses:
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Pending
Approved
Rejected
All

O O O O

[=] Location Selection

o .

@ 0

r———

Display Functions

sotten

Licensed o InTempo Software, Inc. Beo = =m [fl23450702 00

4. To add a request press Fé6 on your keyboard or click on F6 Add in the Display Functions
menu.

flem Submission

1/23/26 20:52:48 Sales Item Submission Maintenance Sys: DN V12

SAISEM Chg: RN Loc: DMO Display FunCtions

sts: Pending

bedpprove/Reject  7-Enail Mistary o o o

0p TS Iten Mumper Iten Description Class  swnitter Lo PME UM Cat  Clas
O P 128458128 THIS 18 4 TEST PART ACDEL  AXMDWOBE1  DMO P EA
] P 8K HR2011 K&N DIL FILTER DODGE 2011 kAN FILTE  WGBS7JL oW P EA
[T OIL FILTER FRAH  WGOS7.L oW P EA

a. The Sales Item Submission Maintenance pop-up window opens where you will
populate the item information you are requesting.

Ci

Sales Item Submission Maintenance

P/M/E Code:

Item Number:
Stock Class:
Description:
current Cost:
Regular Price:
Usual Vendor:
1st UM: 2nd UM/Qty: [ ][] 3rd UM/Qty: [ ][ ]|

Rental Cat/Class: [ | [ |
C N
B
i

W

Serialized (Y/N)
Inventoried (Y/N)
Email Address

Comments:

Last Maintained By:
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5. Type in the details for your item and press Enter to save the entry.

a. The Item Submission Location Selection screen displays where you will need
to select the location for your item by typing 1 in the O field next to the desired
location and pressing Enter.

1/27/26 19:51:01 Item Submission Location Selection Sys: DEMO V12
Cmp: RM Loc: DMO

Ttem number: 987-654-321
Description: TESTING ITEM SUBMISSION
Options: 1-Select Location

0 Loc_ Name 0 Loc_ Name 0 Loc_ Name
[] 6849 SAN MARCOS [1 R63 IRVINE

[] BAT RENTALMAN CORP [] TES2 DEMO LOCATION

[] BRAZ BRAZIL LOCATION [] TEST DEMO LOCATION

LLER ELR RAM LOCATION

[ EURO EURD LOCATION

[] EXES LOCATION NAME

[J FTH RENTALMAN FOUNTAIN VALLEY
[J HHT DP NICOLI CORP

[] HOU HOUSTON

[] HTB HUNTINGTON BEACH

[] L6B LONG BEACH

[J LSV DP NICOLI

[] MAS DETROIT

[] RAMI SWEDEN

Cnttam

b. The Sales Item Submission Maintenance - Launch screen displays and the
new entry is in the table with a Status of P (pending).

1/27/26 10:54:37 Sales Item Submission Maintenance Sys: DEMO V12
SAISBM Cmp: RM Loc: DMO

Sts: Pending
Type Option, Press Enter to continue

2=Change 4=Delete S5=Display 6=Approve/Reject F=Email History

o I |1 ] O ) 3 0 O /| .3
Op Sts Item Number Item Description Class Submitter Loc PME UOM Cat Clas
[ ] =] 123 Tore be) THIS L A JEST DapT lll"!'EI ﬂ!u"u E‘ "u =] EL
I|:| P 987-654-321 TESTING ITEM SUBMISSION ACBAT RMOOER1DA DMO E EA Q lee I
T ©F  BR APZ0Il FEN OIL FILTER DODGE 2011 AN FILTE  WE0a7JL i) |
P JGBUSHING BUSHING FOR EQUIPMENT BOSCH WG066JG DMO P EA
P PHABEM 0IL FILTER FRAM WGoeTJL DMO P EA

6. To editing an entry, type 2 (change) in the Op field next to the desired item and press

Enter.
bm Submission
ltem Submission

1/23/26 20:57:00 Sales Item Submission Maintenance Sys: DEMD V12
SAISBM Cmp: RM Loc: DMO
Sts: Pending

Seloiion Press Enter to continue
2=Change =Delete  5=Display 6=Approve/Reject 7=Email History

] [ I | 1 00 &8 3
Item Description Class  Submitter Loc PME UOM Cat Clas
THIS IS A TEST PART ACDEL  AXMDMOGO1 DHo P EA
K&N OIL FILTER DODGE 2011 RAM FILTE  WBB67JL DHMO P EA
OIL FILTER FRAM WE067JL DHO P EA
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a. This will open the Sales Item Submission Maintenance pop-up window for the
item selected.

Sales Item Submission Maintenance

P/M/E Code: [J
Item Number: [123-456-123 |
Stock Class:
Description: [THIS IS A TEST PART |
current Cost:
Regular Price:
Usval Vendor: LINCOLN ELECTRIC COMPANY
1st UM: 2nd UM/Qty: 3rd UM/Qty:
Rental Cat/Class: [ | [ |
Serialized (Y/N): [N
Inventoried (Y/N): [
Email Address: [jeffloomis562@gmail.com

Comments: |please setup this part

Last Maintained By: AXMDMOBB1 12/18/25

7. Users may enter or update only the fields to which they have access. NOTE: This is
determined during Item Submission Security (see section above).
8. Enter or update the desired information and press Enter to save changes.
a. The Sales Item Submission Maintenance pop-up window closes and the entry
displays in the table as updated on the Sales Item Submission Maintenance -
Launch screen.

1/27/26 11:87:01 Sales Item Submission Maintenance Sys: DEMO V12
SAISBM Cmp: RM Loc: DMO

sts: Pending
Type Option, Press Enter to continue

2=Change  4=Delete  S=Display  6=Approve/Reject  7=Email History

O I ] I e— 1 1 0o O 33 3
P TN SRS PR e o e . REon Cor oo
o » 123-456-123 THIS IS A TEST PART - EDITED ACDEL  AXMDMOGO1 DMO P EA l
™ P 087 054 32T TESTING ITEM SUBHISSION — ACBAT  RNOCOIDA B | T
[1 P BK HP2011 K&N 0IL FILTER DODGE 2811 RAM FILTE  WGO6TJL DMO P EA
[1 P JGBUSHING BUSHING FOR EQUIPMENT BOSCH ~ WGO66J6 DMO P EA
[1 P PHAsSM OIL FILTER FRAM WGO57JL DMO P EA

b. Upon submission, notification emails can be sent to designated approvers
indicating an item is pending approval.
9. Once the item is submitted for approval, the approver can select and either approve
or reject the entry by typing 6 (Approve/Reject) in the Op column next to the entry

and pressing Enter.

i
Item Submission
1/23/26 21:02:18 Sales Item Submission Maintenance Sys: DEMO V12
SATSBN Cmp: RM Loc: OMD

Sts: Penaing
Type Option, Press Enter to contipue

2=Change  4=Delete  5=Display =Email History
0 I 1 | [ i | ] O 0 O O =@

. en Number Item Description Class  Submitter Lec PME UOM Cat Clas
3—&56—123 THIS IS A TEST PART ACDEL  AXMDHDBO1  DMO P EA
T 6K HPZB11 K&N OIL FILTER DODGE 2011 RAM FILTE  WEE&TJL oro P EA

[[1 P PHaBBM OIL FILTER FRAM  WEB&TJL oMo POER
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a. The Sales Item Submission Maintenance - Approval pop-up window opens with the
Approve/Reject field (in Red) and allow any changes for the approver to make

before the item is created (In Green).

| 1 et

Refiefect)
- - ipproved - -

i

6 5o UMfQty: €5 10f

jeffLoants3Eatgratl.con

5: plesse setup this part comne:

>
173-455-125

TR G ) S—

165808
273,088

[0 Lmucouw CLEoTRIC oWy
BB 2rd UR/Qty: BX S 3rd UMQty: £8 (108

"

feFFLaomi S0 2R L. con

Lest Madnratnea By: ANDYCADL 12/10/25 Approven:

10. Make any desired changes and press Enter to save.
a. The Sales Item Submission Maintenance - Approval pop-up window closes, the
Sales Inventory Maintenance - Item Detail screen displays in Add Mode.
11. If desired, add any additional information for the item and press Enter twice to save.
a. The Item Location Set-up screen displays where you can select the locations for
your item by typing 1 in the O field next to the desired location and pressing Enter.
b. Any selected location(s) will be slightly grayed-out, and the O field will not be
available. You can select additional locations or press Enter to continue.

1/27/26 11:39:81 Iten Location Set-up Sys: DEMO V12
Cmp: RM Loc: DMO

Item number: 123-456-123 ACDEL Mode m
Description: THIS IS A TEST PART - EDITED

Options: 1-Create item location record

0 Loc  Name 0 Loc  Name
[1 BAT RENTALMAN CORP [] LGB LONG BEACH
[] BRAZ BRAZIL LOCATION [J LSV DP NICOLI

[] BRM BIRMINGHAM LOCATION [0 mAs
DMO  TRVINE [J RAMI SWEDEN
[TEURD EURD COCATION [ k63 IRVINE

[] EXE8 LOCATION NAME [0 TEsT
[] FTN RENTALMAN FOUNTAIN VALLEY [0 Tes2

DETROIT

DEMO LOCATION
DEMO LOCATION

[J HHT DP NICOLI CORP [ 8849 SAN MARCOS

[J HOU  HOUSTON
[J HTB  HUNTINGTON BEACH

12. The Item Location Set-up screen closes, the Sales Item Submission Maintenance
screen displays in Mode Pending and the item no longer displays as pending. NOTE: To
see your item in the master list, press F8 on your keyboard or click on FO8 Toggle in
the Display Functions menu until the status you selected above displays and your item
will be in the table. NOTE 2: For my example, | entered A (approved).

1/27/26 11:48:25 Sales Item Submission Maintenance

SALSBM

Type Option, Press Enter to continuve
2=Change  4=Delete 5=Display &=Approve/Reject  7=Email History

Sys: DEMO V12
mo. BN loc. DMO

Sts: Approved

O I ] ] 1 C— 3 /3 00 &8 =
Op Sts Item Number Item Description Class  Submitter Loc PME UOM Cat Clas
L A 123_123pD EILTER NAPA WG14350 00 p__Ea
[|:| A 123-456-123 THIS IS A TEST PART - EDITED ACDEL  AXMDMDEO1 DMO P EA I
™1 & 12341 FILTER, AIR TAPR MG12550 o0 7 ER
1 A 1234-12 ENGINE ACDEL  WG145SD DMO P EA

13. Upon completion, the requesting user receives an email notification indicating
approval or rejection and notification history for the item is available for review.
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Requisitions Integrations

Process Steps

1. On the Purchasing Operations screen, in the Purchase Order Functions section, click
on the Requisitions option.

Q4 earch These Tasks.

Physical Inventory Purchasing Reparts Rocening and Transfo

Ciear Found Equpmen Fie
Lot Open Conirac! Equipment

Recesr Repon By Viaenause 4 Reosiprs
Recatr Repor By Vendo Reseipts Oy 20 # Inguiry

Purchase Orer Report Recalpes B e Incury
Requson Repor Trarster Request

Sar Code Manerance Roocpt Adusmert

1ot Bar Gooke Lancts a =

caunl SpE—

Count compare oW

Open Contract Report Auto Create PO e soareh
‘Open Contact by Joo Lacatkn create P2 4 memmasr P
Open Gantas i liem ¢ Pa Mancrance e Lacation e
Count Sheet £t by Documen # 0 Iy venaar asier
ol Shest £ by flem 1 oy Agustmans 4 venar Commens Wsiniernce
T Fel by Tag = x ] et Comments FoslowLp
Tag Eqn by Caviass Equpmen: Cenmguralien Fik
Teg Edi by Renial # = Change Vendor By PO

Fioot Oztions Descronon 1aint

a. The Requisition Maintenance screen opens displaying a list of existing
requisitions in the system.

1/27/26 11:53:23 Requisition Maintenance Sys: DEMO V12
Chp: RM Loc: DHO

Options: 2=Change 3=Filled (not from PO) 4=Delete 5=Display 6=Print 7=Authorize 8=Display PO ... AU Locations

status: [ (0=0pen C=Close P=Purchase Order A=Authority eject - Leave Blank for all)

Ttem types: [J(][J (10 (P/M/E) Fron/to date: 99/99/99)

Project: [ ] PO #: [ | Equipnent: [ | Due Date: (][ | MaintBy:[ |

—/ — | — 10 1L 1 0O

0 Requstn# _Quantity Loc  Rgs date _ Vendor _ Employee _Contract Tp Ltem Wumber S A Cur Due Date Maint by

O 18 1.00 DMO  10/23/98 1 BARRY PA 0 10/24/98 JEFF

[} 34 1.60 MO 6/30/04 42 MWIKE 101271 SO BCOO4 oc 7/61/64 WGBO9KH

[} 37 100.00 DMO  7/12/04 16 ROSEMARIE 101278 SO GLOVES 0 7/13/84 WGGO7JL

[} 50 1.60 MO 2/22/05 46 KAJ S0 A123456789B123456789C1234 0 C 2/23/65 JILL

[} 57 10.00 DMO  2/07/06 16 ARADEMO S0 GLOVES oc 2/68/066 WGB67JL

[} 69 1.60 MO 3/66/06 3 BRUSER 50 80LTS 0 3/67/66 WGBO9KH

[} 85 5.00 MO 8/10/06 46 JEFF S0 SAF1000-C 0c 8/11/66 WGG67JL

0 96 1.00 M0 9/25/06 MIKE 102342 SO *STUFF oc 9/26/06

0 98 1.00 0MO  12/06/06 42 MIKE 102449 SO BB1206 oc  12/07/06

[} 99 3.00 DMO  12/06/06 4 MIKE 102450 SO QTHL oc 12/07/06

[} 166 5.60 MO 1/27/07 47 DCLARK 102624 SO COAXIAL oc 1/28/07 DCLARK

[} 115 1.60 0049 2/61/07 28 SEASTER PA P185X75 oc 2/62/67

O 17 1.60 MO 2/68/07 JILL 102869 SO *JILLISCOOL oc 2/69/07

[} 125 192.00 OMO  5/15/07 3 MIKE 103180 SO AIR FILTER oc 5/16/67 WG0O9KH

[} 129 60.00 DMO 6/12/07 2 K 53122 S0 ALIAS 0c 6/13/67 WGG67JL

0 140 1.60 KB 3/11/08 3 OHERTU EQ AIR FILTER oc 3/12/08 W6069KH

Hore...
Select option or change filters and press Enter.

2. To enter a new requisition, press F6 on your keyboard or click on FO6 Add New
Requisition in the Display Functions menu.

20/28 138345 eneisition Reintensnce o Display Functions
Options: 2-trenge 3FILLED (0T From P0) 4-Delets SDlsoley bePRLAT T-thoeize B-Disples PO AL Locattars

Status: [ (6=0pen Celase PeParchase drer A=sutha ten dpproust yefeject - Lo Blark far a11) o o o
Iten types. nn wme Fren; [—

@
Project: (] euazl_ | bwiemenci ) Gegate: 0L memenl |
=1 = [ e I e

i 18723/ 1 auRy PaToL o e e

[} 0 DR 5/30/04 42 WIKE 10427 30 BLOBS oc /01104 WIOSOHH

= o iz 1o s 7 0 soves . P p——

mn e 2/2zjes @ KA 50 AL234567E9B123456709C1234 0 C 2/28/88 JILL

= w2 1 s vams v asowms s

= w3 3 ssER S0 BoLTs o 310765 wosH

o w s/ s oo ve o wges mesn P8 TopgoDelmicBar
! RO 9/23/86 MIKE 162342 50 *STUFF oc 9/26/86

[} DR 12/06/06 42 WIKE 102448 30 831206 oc 12/07/0s _
[= o 1afss/ne o e w2138 50 g v g

o e 1/anjeT 47 DCLARK. 162524 50 CORXIAL oc 1/28/87 DCLARK.

C o i m e % i i o F2peies
rn DR 2/88/8T JILL 182809 50 +JILLTSCOOL oc 2/o9/87

o o oy s o R p— (FI7 TopBotom
I @ 0 6/12/87 2 KA 53122 50 ALI4S o 0/I3/87 WRGTIL

= W 3w T by fom e v aasies ot (FeBoem

Atrency ot top ot areo

a. The Requisition Entry screen opens in Mode ADD.
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12726 12:05:05 Requisition Entry Sys: DEMA V12

Requisition #:
Status:

Location: DHO| TRVINE
Requisition type:

Project #:

contract #:

Required date: (1728728 Explre Date: [Z/26/26
]

Stock class: [ ] MFGH

dons ]
o UM Cost: Ext.Cost:

Order UDH gty Total qty reguested:

Hin ord qty PHE Code:

Connents: [ E——
|

ENTer requisition 0eta and press Enter

3. Type in the Requisition type field, pressing F4 to search if necessary.
4. Type in a unique /Item Number and Stock Class combination.

1/25/26 12:56:28 Requisition Entry Sys: DENO V12
Cp: RH Locs D0
Pode
Requisition #: Currency;

contract #:
Requisition date: [17I5/2§ Required date: [1/35/28 Expire Date
For equtpnent #: ]

Item 3¢ GBUSHING Stock class: PART] L
Item gescription: BUSIHING FOR EQUIFMENT 1
Qty requested:  TEM:  Cost: S-BE ] Ext.Cost

Min ora gry: PHE Cade:
comments: ]

| —
]

An item mumber is required. Rekey or press Fé to searcn

5. Type in any additional information desired and press Enter to continue.
a. The system will prompt the user to submit a new item request.

The Item Number does not exist
Would you 1like to make an item request [| (Y/N)

6. To submit the item request, type Y in the field and press Enter.
a. The Sales Item Submission Maintenance pop-up window displays.

sales Item Submission Maintenance

P/M/E code: B
Ttem Number: NEEIEONDE |
Stock Class:
Description: BUSHING FOR EQUIPHENT
Current Cost: [ 5.000 |
Reqular Price: [ |
Usual Vendor: 143
1st UM: EN 2nd UM/Qty: [][ ] 3rd UM/Qty: (][]
Rental cat/Class: [ [
Serdalized (Y/N):
Inventoried (Y/N): |
Email Agdress: U0

Comments: |Nged part added for service due

Last Haintained By:
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7. Enter any additional information and press Enter.
a. The Sales Item Submission Maintenance pop-up window closes and the Item
Submission Location Selection screen displays where you can select the
locations for your item by typing 1 in the O field next to the desired location

and pressing Enter.

1/27/26 12:92:20 Ttem Submission location Selection Sys: DEMO V12
Ccmp: RM Loc: DHO

Ttem number: 01272026
Description: TESTING ONLY DZA
options: 1-Select Location

0 Loc  Name 0 Loc  Name 0 Loc  Name
[] 0649 SAN NARCOS [ R63 IRVINE

[] BAT RENTALMAN CORP [] TES2 DEMO LOCATION

Ll BRAZ BRAZIL LOCATION LJ TEST DEMO LOCATION

Rk BIRMINGHAY LOCATION

[ 'EURO EURD LOCATION

[] EXES LOCATION NAME

[] FTH RENTALMAN FOUNTAIN VALLEY
[] HHT DP NICOLT CORP

[ Hou  HouSTON

[] HTR  HUNTTNGTON RFACH

[ LGB LONG BEACH

MLsv P NICOLT

[ MAS DETROIT

[ RAMI SWEDEN

b. The Item Submission Location Selection screen closes and the Requisition
Entry screen displays.
8. Complete required fields and press Enter to submit the request.
9. The requisition will be added, and you can either enter another item or press F12 to
exit.
a. The Requisition Maintenance screen displays and the requisition displays in
the table with a Status of | (Item Submission Pending).

1/25/26 13:01:28 Requisition Maintenance Sys: DEND V12
Cnp: BN Loc: DMD

Options: 2=Change 3=Fillea (not from PO) 4=Delete 5S=Display o&=Print 7=Authorize B8=Display PO ALl Locations
Status: [ (0=0pen C=Close P=Purchase Order AsAuthority I=Item Approval X=Reject - Leave Blank for all)
Tten types: [ [1[1[J[] t(P/m/E) Fron/to date: 99/99/99
Project: [ | PO & [ ] Equipment: Due Date: [J[ | maint By: [ ]

J— — — [ ] -
0 Requstn# _ Quantity Loc  Rgs date Vendor _ Enplo Contract Tp Item Number $ Afur Due Date Maint by
(m] 588 10.00 DMO 1/25/26 145 WG00OJG PR JGBUSHING Icuso 1/26/26

10. Once the item is approved:
a. The requisition status updates to:
i. A- Authorized
ii. O - Open
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Reference Glossary

Field Definitions for Tasks

Requisition Maintenance

Filters

e Status - Enter the status code for the type of requisitions you want to review. Leave
the field blank to review all requisitions. Valid codes are:

o 0=0pen. Requisition is waiting to be authorized or put on a purchase order.

o C=Closed. Requisition is closed. A requisition can be closed manually using
Option 3 on this screen. It closes automatically when the item on the
requisition is received.

o P=Purchase Order. The requisition item has been added to a purchase order.

o A=Authority. The requisition must be authorized by someone with the
appropriate authorization level before it can be added to a purchase order.

e [tem Types - Enter one or more type codes for the item requisitions you want to
review. Leave the fields blank to review requisitions regardless of item type. Valid
codes are:

o P -Parts

o M - Merchandise

o E - Equipment

o * - Non-stock items

e From/To Date - Enter a range of dates in which you want to review requisitions.

e Project - If applicable, enter the number of the project for which you want to review
requisitions.

e Purchase Order Number - If applicable, enter the number of the purchase order for
which you want to review requisitions.

e Equipment - If applicable, enter the number of the equipment for which you want to
review requisitions.

Requisitions List

e Requisition Number - Displays the number assigned to the requisition.

e Quantity - Displays the quantity that was requisitioned for the item.

e Location - Displays the location where the requisition was entered.

e Requisition Date - Displays the date the requisition was entered.

e Vendor - Displays the number of the vendor entered on the requisition.

e Employee - Displays the name of the user who entered the requisition.

e Contract - If applicable, this field displays the contract associated with the
requisition.

e Type - Displays the code that represents the type of requisition. These are user-
defined codes set up using miscellaneous reason code type RT.
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Item Number - Displays the number of the item that was requisitioned.
Status - Displays the current status of the requisition. Valid statuses are:
o A - Authorized
o C-Closed
o D - Deleted
o O - Open
Approval Level - Displays the code that represents the approval level needed for the
requisition. Valid codes are:
o C - Corporate

o D - District
o L - Location
o R - Region

Due Date - Displays the date that the items on the requisition are needed.
Maintained By - Displays the name of the user who last maintained the requisition.

Requisition Entry

Requisition Number - Displays the number of the requisition when the program is in
CHANGE mode, and you are updating an existing requisition. When you are adding a
new requisition, and your system is not set to automatically assign requisition
numbers, enter a unique number for the requisition.

Status - Displays the status of the requisition when the program is in CHANGE mode,
and you are updating an existing requisition.

Location - Enter the location that is making the requisition.

Requisition Type - Enter the code that represents the type of requisition you are
entering. These are user-defined codes set up using miscellaneous reason code type
RT.

Project Number - If applicable, enter the number of the project for which the
requisition is being made.

Contract Number - If applicable, enter the sales or rental contract for which this
requisition is being made. When a sales order is entered for an item, and there is
insufficient quantity on hand to fill the order, the system automatically calls this
Requisition Entry screen and populates this field with the sales contract number.
Requisition Date - Enter or accept the date that the requisition was made.

Required Date - Enter or accept the date that the item on the requisition is required
to be delivered. Settings in control record POREQ1 determine whether a date
defaults in this field and how many days to add to the requisition date to determine
this date.

Expire Date - Enter or accept the date that the requisition expires. Settings in control
record POREQ1 determine whether a date defaults in this field and how many days to
add to the requisition date to determine this date.

For Equipment Number - If applicable, enter the number of the equipment for which
you are requisitioning items. If you do not know the number, press F4 to search for it.
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e Vendor Requested - Enter the number of the vendor from which the requisitioned
items should be ordered. You can leave this blank, and if the master record or
location record for the entered item contains a primary vendor, this field is populated
with that vendor number.

e [tem Number - Enter the number of the item you are requisitioning. If you do not
know the item number, press F4 to search for it. If you want to enter more than one
item on the requisition, press Enter when all other information is entered, and this
Item Number field clears for additional entries.

e Stock Class - Enter or accept the stock class for the entered item.

e [tem Description - Displays the description for the entered item.

e Stock Class Description - Displays the description for the entered stock class.

e Quantity Requested - Entered the quantity of the item needed on this requisition.

e Unit of Measure - Enter or accept the purchasing unit of measure for the item.

e Cost - Displays the cost of the item based on the entered unit of measure.

e Order Unit of Measure Quantity - Displays the unit of measure conversion quantity.
For example, if the item is stocked in eaches, but you order it in boxes of 100, and you
changed the Unit of Measure field to BX for boxes, this field would display 100. This
information comes from the item’'s master or location record.

e Total Quantity Requested - Displays the total calculated quantity for the requisition
based on the quantity requested, the unit of measure, and the unit of measure
conversion quantity. This quantity is displayed in the item's stocking unit of measure.

e Minimum Order Quantity - Displays the lowest quantity to order from the vendor. This
is the manufacturer's pack quantity from the item's master record.

e PME Code - Displays the item's Parts, Merchandise, Equipment code. This field might
also display an asterisk (*), which indicates a non-stock item.

e Comments - Enter comments applicable to the requisition.
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