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SISTEM KEWANGAN PUTRA FINANCE :
PURCHASE ORDER

PEJABAT BURSAR
UNIVERSITI PUTRA MALAYSIA



PENYEDIAAN PURCHASE ORDER OLEH PEJABAT BURSAR

Ai) LOGIN SISTEM PUTRA FINANCE SEBAGAI PREPARER

1) PILIH BRANCH (PTJ) YANG INGIN DIPROSES. PERLU PASTIKAN PEMILIHAN BRANCH (PTJ) YANG
TEPAT BAGI MEMASTIKAN BAJET DITOLAK DARI BRANCH (PTJ) YANG BETUL.

KOD BRANCH MAKSUD PERUNTUKAN KOD BRANCH MAKSUD PERUNTUKAN
S01 MENGURUS S05 AMANAH (61XXX, 62XXX)
S02 KOLEJ KEDIAMAN S06 AMANAH (68XXX)
S03 PENYELIDIKAN (5XXXX,9XXXXX,63XXX,67XXX) S08 AMANAH (64XXX, 65XXX, 66XXX)
S04 PEMBANGUNAN (7XXXX) S10 AMANAH PELAJAR
501-13036 10:39 AM - |PMMOCK RUN
‘ Q NOTES ACTIVITIES FILES
$01-10078
MYR ©//10 $01-10080
| oy $01-10131
S01-10132
$01-10133
$01-10134
$01-10135
ORDERS SALES $0110136 ETAILS
JANES PURCHAS S01-10137

$01-10201

2) PILIH MODUL PURCHASING

Favorites Homepage

Data Views

Asset Admin

General Ledger

Dashboards

o phaeE sy

Cash Book

Currency Manage...

K
o

Taxes

Payables

Receivables

Purchasing

T 6 0 N

Payroll



3) DI DATA ENTRY > PILIH REQUISITION- KLIK KANAN DAN TEKAN OPEN IN NEW TAB UNTUK BUKA
DI TAB BAHARU

b — e

¥ Favorites Purchasing
D -
(G Data views [ New New 8 New

Py e kb Purchase v Purchase = Vendor

0 Receipt Request

Eﬂ Asset Admin

Data Ent Standard Reports Setup Document Formats
[E) General Ledger Purchase Order Summary Vendor Contract tem Request

“r Purchasg Oraers + NEW

@ NORAINI
- UPM MOCH
@ x|

C W Purchase Order Details by Vendor Vendors Purchase Order
@ Dashboards
Open in new tab Purchase Order Details by Inven. Factoring/Sub-Contractor Setup Purchase Receipt
n l Purchase Order Receipt and Billi Vendor Inventory ‘it
S Cash Book Open in new window P ¥ Requisitions
Diirchaca Daraint Nataile b \lan

4) PILIH REQUISITION BERSTATUS OPEN. BAGI REQUISITION YANG WUJUD DARIPADA TENDER

AWARD DAN MELEBIHI DARIPADA 1 SYARIKAT YANG DILANTIK (AWARD), PURCHASE ORDER PERLU
DIWUJUDKAN UNTUK SEMUA REQUISITION TERSEBUT.

Requisitions CUSTOMIZAT
o 0 + 2z
ALLRECORDS MY REQUISITIONS

Status: All = Priority: All = Date: All ~ Creator: All ¥

Y
B 0 D Ref Nor Status Priority Date Creator Customer Customer Name Descripticn
> @ D $1303623-00012 Normal 2411212023 A02674 SYARAHAN INAUGURAL PROF YYY.
@ D 5130362300011 Open Normal 24/12/2023  A02674

SYARAHAN INAUGURAN PROF YYY.

5) PAPARAN BERIKUT AKAN DIKELUARKAN. TEKAN TAB PURCHASE ORDER

Requisitions
S$1303623-00012 - SYARAHAN INAUGURAL PROF YYY-MAKAN
“ 0+ il 0~ K < > >l
Branch: S501-13036 - SC Priority Normal Currency MYR 1.00 *  VIEWBASE
Ref. Nbr 51303623-0e] Creator: A02674 - NORAINI BINTIABDUI Est. Ext. Cost 5.00
Status: Open Customer Z
Date: 24/12/2023 Location
Approved
Description SYARAHAN INAUGURAL PROF YYY-IMAKAN
DETAILS SHIPPING BIDDING VENDOR INFO APPROVALS OTHER PURCHASE ORDERS SALES ORDERS TENDER WIZARD INFORMATION
4} Vi REQUEST DETAILS b= n
B @ DO [ inventory D Line Line Type Warehouse Description *UoM Order Qty. Est.
Source i
> e D SERVICES Draft Non-Stock S01-13036A MAKAN MAKAN EACH 1.00 50



6) PADA TAB PURCHASE ORDER, TEKAN TAB CREATE ORDERS

Requisitions
S1303623-00012 - SYARAHAN INAUGURAL PROF YYY-MAKAN
“ O+ om0 K< >l
Branch: S01-13036 - SC Priority: Normal Currency MYR 1.00 * | VIEEWB
Ref. Nbr.: 51303623-0 O Creator: AQ2674 - NORAINI BINTI ABDUI Est Ext. Cost 5.00
Status: Open Customer: Z
Date: 241212023 Location:
Approved
Description SYARAHAN INAUGURAL PROF YYY-MAKAN

DETAILS SHIPPING BIDDING VENDCR INFO APPROVALS OTHE PURCHASE ORDERS ALES ORDERS TEND

&) CREATE ORDERS =]

B & D 1ype Order Nbr. Status = Date =Vendor *Location Vendor Ref.

7) MAKLUMAT PURCHASE ORDER AKAN DIPAPARKAN BERSTATUS ON HOLD DAN REQUISITION AKAN
BERTUKAR KEPADA STATUS RELEASED

Requisitions [YNOTES ~ ACTMITIES  FIL
81303623-00012 - SYARAHAN INAUGURAL PROF YYY-MAKAN
& D+ W o~ K < > >l
Branch 501-13036 - SC Priority Normal Currency: MYR 1.00 - | VIEWBASE
@ Ref. Nor. Creator A02674 - NORAINI BINTI ABDUI Est. Ext. Cost 500
Status Released Customer 7
Date: 24M12/2023 Location:
Approved
Description SYARAHAN INAUGURAL PROF YYY-MAKAN
DETALS  SHIPPING  BIDDING ~ VENDORINFO  APPRO\ OTHER ~ PURCHASE ORDERS  SALES ORDERS  TENDER WIZARD INFORMATION ~ BUDGET DETAILS
& VIEW ORDER I
B O D type Order Nbr. Status *Date *Vendor *Location Vendor Ref. *Currency Line Total Tax Total |
> ® D Normal $1303623-P00004  On Hold 24/12/2023  BDB000004 MAIN MYR 5.00 0.00

8) KLIK PADA ORDER NBR UNTUK MEMBUAT PROSES SEMAKAN DAN KEMASKINI PURCHASE ORDER

Requisitions

S$1303623-00012 - SYARAHAN INAUGURAL PROF YYY-MAKAN

“ o+ W O+ Ko< > Dl

Branch: S501-13036 - SC Priority: MNormal Currency: MYR 1.00
@ Ref Nbr- Creator: A02674 - NORAINI BINTI ABDUI Est Ext. Cost: 5.00

Status: Released Customer: Z

Date: 24/12/2023 Location:

Approved
Description: SYARAHAN INAUGURAL PROF YYY-MAKAN

DETAILS SHIPPING BIDDING VENDOR INFO APPROVALS OTHER PURCHASE ORDERS SALES ORD

O VIEW ORDER =
B O D 1ype Order Nbr. Status * Date *Vendor * Location

> @ DO Normal S51303623-P00004 On Hold 24/12/2023 BDBO00004 MAIN




9) PAPARAN PURCHASE ORDER AKAN DIKELUARKAN

Purchase Orders [ NOTES ACTIVITIES FILES TOOL!

Normal $1303623-P00004 - DAPO BONDA CAFE & CATERING

O+ W D K < > b REMOVE HOLD [EEE

Type = Vendor BDBO00D04 - DAPO BONDACAFE& © /  Line Total 5.00
Order Nbr. 51303623-F © = Location MAIN - Primary Location §o) Discount Tota 0.00
Status On Hold Owner: AD2674 - NORAINI BINTI ABDULLAH © Tax Total 0.00
= Date: 24/12/2023 ~ Currency MYR 1.00 ~ | VIEW BASE Order Total 5.00
Promised On 24/12/2023 ~ Vendor Ref First Printed O
Direct Purchase Order Limit First Printed By
Description SYARAHAN INAUGURAL PROF YYY-MAKAN
DOCUMENT DETAILS TAXES SHIPPING VENDOR INFO PO HISTORY PREPAYMENTS OTHER BUDGET DETAILS DIGITAL SIGNING
G + 2z X  ADDITEMS |~ 1
B @ D =Branch Inventory ID Line Type Warehouse Line Description uom Order Qty.
> & DO s01-13036 SERVICES Non-Stock S01-13036A MAKAN MAKAN EACH 1.00

10) PASTIKAN PERKARA BERIKUT ADALAH TEPAT

BIL PERKARA
1 BRANCH DI PURCHASE REQUISITION HENDAKLAH SAMA DENGAN BRANCH DI PURCHASE
ORDER. BRANCH DI PURCHASE ORDER AKAN MENGIKUT BRANCH YANG DIPILIH SEBELUM
PROSES DIBUAT. SEKIRANYA BRANCH DI PURCHASE REQUISITION BERBEZA DENGAN
BRANCH DI PURCHASE ORDER, BAJET AKAN DITOLAK DI BRANCH YANG BERBEZA
2 INVENTORI ID, LINE TYPE, WAREHOUSE (JIKA STOK) ADALAH TEPAT
INVENTORY ID LINE TYPE
CONSUMABLE (BEKALAN) NON STOCK
EXPENSES (CLAIM)-TIDAK BERKAITAN EXPENSES
NON STOCK (ASET/INVENTORI) NON STOCK
SERVICES (PERKHIDMATAN) - KENA PILIH WAREHOUSE* NON STOCK
NO ID STOCK- KENA PILIH WAREHOUSE* UNTUK BELI STOK GOOD FOR IN
3 KETERANGAN LINE DESCRIPTION
4 ORDER QTY ADALAH BERDASARKAN SEBUTHARGA YANG DILAMPIRKAN
5 UNIT COST ADALAH BERDASARKAN SEBUTHARGA YANG DILAMPIRKAN
6 ACCOUNT ADALAH TEPAT
7 SUB ACCOUNT ADALAH MENGIKUT BRANCH YANG SEBENAR
BRANCH SUB BRANCH SuUB
(CONTOH) (CONTOH)
S01-13201 S01-13201-DA @ S01-13201-DO @ S01-13201-DB S06-13201 S06-13201-XX
$02-11002 $02-11005-DA @ 508-13201 5S08-13201-XX
$02-11005-XX
503-13201 503-13201-XX $10-13201 $10-13201-XX
504-70000 504-70000-XX
S05-13201 S05-13201-XX
8 ACCRUAL ACCOUNT HENDAKLAH SAMA DENGAN ACCOUNT . DOUBLE CLICK UNTUK
MEMILIH ACCRUAL ACCOUNT
9 ACCRUAL SUB HENDAKLAH SAMA DENGAN SUB ACCOUNT. DOUBLE CLICK UNTUK MEMILIH
ACCRUAL ACCOUNT
10 PROJECT DAN PROJECT TASK ADALAH TEPAT , JIKA MELIBATKAN KW01 DAN KW02, PROJECT
ADALAH ‘X’. SELAIN ITU, JIKA MELIBATKAN PROJEK, PROJECT TASK MESTI DALAM BENTUK
BERIKUT IAITU PROJEK-PTJ-AKAUN SEPERTI CONTOH ‘9741600-13301-P27799’ BERMAKSUD
KOD AKAUN HENDAKLAH SAMA DENGAN ACCOUNT DAN ACCRUAL ACCOUNT

418



Description: SYARAHAN INAUGURAL PROF YYY-MAKAN

DOCUMENT DETAILS TAXES SHIPPING VENDOR INFO APPROVALS PO HISTORY PREPAYMENTS OTHER BUDGET DETAILS DIGITAL SIGNING
o 7 I e
B O D eranch Inventory ID Line Type Warehouse Line Description Uom Order Qty. Qty. on Unit Cost Ext. Cost
Receipts
> @ D s01-1303 SERVICES Non-Stock $01-13036A MAKAN MAKAN EACH 1.00 100 5.0000 5.00
DOCUMENT DETAILS TAXES SHIPPING VENDOR INFO APPROVALS PO HISTORY PREPAYMENTS OTHER BUDGET DETAILS DIGITAL SIGNING
9] 7 =l A
Category Account Description Description Sub. Description A | Accrual Sub.
=MPT Perkhidmatan Sedia Makanan Non-Project Code. 01-13036-DA 01-13036-DA
Project Project Task Requested Promised
X 251212023 2411272023

11) SEKIRANYA SEMUA PERKARA ADALAH TEPAT, TEKAN REMOVE HOLD. STATUS BERTUKAR KEPADA

PENDING APPROVAL. KLIK BUTTON SAVE UNTUK MENGHANTAR KEPADA PENYEMAK DAN
PELULUS

Purchase Orders

Normal S$1303623-P00004 - DAPO BONDA CAFE & CATERING

D+ i 0D~ K < > >l PRINT PURCHASE ORDER [EsleRiIoagsly)

[} NOTES ACTIVITIES FILES TOOLS ~

Type: Vendor BDB000004 - DAPO BONDACAFE &CA 7 Line Total: 500 ~
Order Nbr. 51303623-F © Location MAIN - Primary Location Discount Total 0.00
Status: Pending Print.. Owner A02674 - NORAINI BINTI ABDULLAH Tax Total 0.00
Date: 24/12/2023 Currency: MYR 1.00 ~ VIEW BASE Order Total 500
Promised On- 24/12/2023 Vendor Ref First Printed O
Direct Purchase Order Limit First Printed By
Description SYARAHAN INAUGURAL PROF YYY-MAKAN
DOCUMENT DETAILS TAXES SHIPPING VENDOR INFO PO HISTORY PREPAYMENTS OTHER BUDGET DETAILS DIGITAL SIGNING
(€] Z = A
O =Branch inventory ID Line Type Warehouse Line Description uoM Order Qty. aty. |
Recei|
0O s01-13036 SERVICES Non-Stock S01-13036A MAKAN MAKAN EACH 1.00 0.(



TRIVENSTTT PU TR MALATSIA SERDANG

Pjabat Bursar, Bangunan Cansclari Putra
Aras 2. Universati Patra Malaysia, Serdang, 43400

SELANGOR,

w2 =

Tel: 019-203903% Fax: (3-2093033

12) TEKAN PRINT PURCHASE ORDER UNTUK MEMBUAT SEMAKAN

PESANAN FEMBELILAN

Pesanan ini hendaklah dikembalikan dengan invois uan dan pesansn ini akan dbatalkan
jika bamng-harang /kerja-kerja tidak diterima/dilaksana sebehum tarikh yang ditetapkan.

Wiska Surat 171

Tabun Kenangan

No. Pesaman

Tarikh Pesaman

2023

1 30362 3- PO

241 2/2023

Kepada Fembekal / Kontrakior : BDBO 0004
DAPO BONDA CAFE & CATERING

DAPO BONDA CAFE & CATERING

LOT 3430 BINTULU TOWN DMSTRICT
SO0 BINTULL

SO1-130%6
MALAYSIA

Silla hekalkan barang-barang  laksanakan kerja yang tersebut di bawah kepada

SARAWAK
MALAYSIA
Tel: 013-8424419  Email: dapobondabiu | $imgmail .com Pads stau sebelum: 24/122023
Keternngan Kuantia Harga Semnit Amaun
(RM) (R
SYARAHAN INAUGURAL PROF YYY-MAKAN
I | MAKAN AN 100 500 500
Junalab 5.00
Amaun Ringgit Malaysia: Lina Sahaja
Pemobion MNORAINI BINTI ABDULLAH
Mo Nots Minta/Rujukas
Drisediakan NORAINI BINTI ABDULLAH
Javaran FEGAWAL KEWANGAN I Tarikh I 42023 119 FM

Pesaran ini dijana cleh kompaier dan tandstangan tidak diperbukan




Aii)

LOGIN SISTEM PUTRA FINANCE SEBAGAI REVIEWER DAN APPROVER

1) PILIH BRANCH (PTJ) YANG INGIN DIPROSES. PERLU PASTIKAN PEMILIHAN BRANCH (PTJ) YANG
TEPAT BAGI MEMASTIKAN BAJET DITOLAK DARI BRANCH (PTJ) YANG BETUL.

KOD BRANCH | MAKSUD PERUNTUKAN KOD BRANCH MAKSUD PERUNTUKAN

S01 MENGURUS S05 AMANAH (61XXX, 62XXX)

S02 KOLEJ KEDIAMAN S06 AMANAH (68XXX)

S03 PENYELIDIKAN (5XXXX,9XXXXX,63XXX,67XXX) S08 AMANAH (64XXX, 65XXX, 66XXX)
S04 PEMBANGUNAN (7XXXX) S10 AMANAH PELAJAR

$01-13036
\

$01-10078

MYR £ 1.0
st 0.00

$01-10080

S01-10131

$01-10132

$01-10133

301-10134

501-10135

DRDERS SALES
S01-10136
INES PURCHAS!

$01-10137

- 801-10138 !

501-10201

2)

UNIVERSITIPUTRAMAL...

24/12/2023 @ NORAINI BINTI ABD!
10:39 AM @ & UPM MOCK RUN

Q NOTES ACTIVITIES FILES

TAILS

Est. Ext. Account
Cost

PILIH MODUL DASHBOARD > PADA MENU TASK , TEKAN APPROVALS

s —

‘ﬁ? Favorites

Data Views

G

Asset Admin

General Ledger

Dashboards

>

Cash Book

Currency Manage...

Dashboards
Inquiries Tasks
Project Tasks Approv

Project By Year/Employee
Workgroup Workflow info
SPSStockitem

als

PILIH NOMBOR TRANSAKSI YANG AKAN DISEMAK/DISAH/DILULUSKAN

Dashboard Operasi
RINGKASAN EKSEKUTIF
BAJET

PELABURAN

PEMIUTANG

PENGHUTANG

HARTA TETAP

PENDAHULUAN DAN TUNTUTAI
PERJAWATAN

PINJAMAN KAKITANGAN

3)

Approvals

O ¥ 7  APPROVE
ALLRECORDS ~ MYAPPROVALS

B O D O Type T Reference Nbr.

> © D O Puchase 0

APPROVE ALL

51223324-P00001

REJECT REJECTALL & ~

UP'S APPROVALS

Document Account Name
Date

18/01/2024  CUCKOO INTERNATIONAL (MAL) S

XN v

Requested
Time

DN. B. 18/01/2024 1C MYR

Currency

Total Amount Workgroup

423852 S-12233-PUORD Dilulusk..



SELEPAS MEMBUAT SEMAKAN, TEKAN BUTANG APPROVE. STATUS AKAN BERTUKAR KEPADA PENDING
PRINT

Purchase Orders

Normal $1223324-P00001 - CUCKOO INTERNATIONAL (MAL) SDN. BHD.

“ Do+ T O K< > >  APPROVE REJECT
Type Vendor SCI000075 - CUCKOO INTERNATIONAL &2 Lins Total 423852
Qrder Nbr. §51223324-P 0 Location: MAIN - Primary Location Discount Total: 0.00
Status Pending Appr Owner NA4162 - NOORHEZLINDA BINTI MUHA Tax Total 0.00
Approved Currency: MYR 1.00 ~ VIEW BASE Order Total: 4,238.52
Date: 18/01/2024 Vendor Ref.: First Printed O..
Promised On.  18/01/2024 Direct Purchase Order Limit First Printed By
Description PERKHIDMATAN SEWAAN MESIN AIR BGI, TNC(AA), TNC(HEPA), UPM
DOCUMENT DETAILS TAXES SHIPPING VENDOR INFO APPROVALS PO HISTORY PREPAYMENTS OTHER BUDGET DI
O 7 (C I
B @ [ Branch Inventory ID Line Type Warehouse Line Description uom
> @ D S01-12233 SERVICES Service S01-12233A (RM120+RM120+RM113.21) Disember 2023 EACH
® 0O S01-12233 SERVICES Service S01-12233A (RM120+RM120+RM113.21) Januari 2024 EACH
@ O S01-12233 SERVICES Service S01-12233A (RM120+RM120+RM113.21) Februari 2024 EACH
© O S01-12233 SERVICES Service S01-12233A (RM120+RM120+RM113.21) Mac 2024 EACH
& 0O S01-12233 SERVICES Service S01-12233A (RM120+RM120+RM113.21) April 2024 EACH
[a] ™ on4 Aannnn ormanro o

nnnnnn ©on4 4nanna IPRAANNA L MBIANN . MRA440 741 Rdai NN [ YaIT



Aiil)

1)

2) TEKAN EMAIL PURCHASE ORDER KEPADA VENDOR

Purchase Orders

LOGIN SISTEM PUTRA FINANCE SEBAGAI PREPARER

PILIH PURCHASE ORDER BERSTATUS PENDING PRINT. TEKAN TITIK ... DAN PILIH PRINT PURCHASE
ORDER

[ NOTES ACTIVITIES FILES TOOLS ~
Normal $1303623-P00004 - DAPO BONDA CAFE & CATERING
e
) + i O - K < > 1' EMAIL PURCHASE ORDER ’O NOT EMAI©
Type: Normal - Vendor: BDB000004 - DAPO BONDA CAFE & CA ./ Line Total 500 “
Order Nbr. 5$1303623-F © Location MAIN - Primary Location Discount Total 0.00
Status: Pending Email Owner: A02674 - NORAINI BINTI ABDULLAH Tax Total: 000
Date 24/12/2023 Currency: MYR 1.00 ~ VIEWBASE Order Total 500
Promised On 24/12/2023 Vendor Ref : First Printed O...  24/12/2023
Direct Purchase Order Limit First Printed By: NORAINI BINTI ABDULLAH
Description: SYARAHAN INAUGURAL PROF YYY-MAKAN
DOCUMENT DETAILS TAXES SHIPPING VENDCR INFO PO HISTOR PREPAYMENTS OTHER BUDGET DETAILS DIGITAL SIGNING
] Z = i
H @& D Branch Inventory ID Line Type Wareheuse Line Description uom Order Qty.
> @ D s01-13036 SERVICES Non-Stock S01-13036A MAKAN MAKAN EACH 1.00
Purchase Orders [ NOTE
Normal B0000023-P00013 - NTS COMPUTERS SDN BHD
< g 20 4+ @m 0~ K < > >l  APPROVE  REJECT
Type: Normal - Vendor MYV04983 - NTS COMPUTERS SDNBF o/  Lir Processing
Order Nbr B0000023-F © Location: MAIN - Primary Location Di¢ Print Purchase Order
Status: Pending Appr... Owner: NA4177 - ROSNA BINTI SUHAI Ta Hold
[ Approved Currency: MYR 1.00 ~  VIEW BASE On
Nata- NN VMendnr Ref - Fir

RECEIPT OLEH PTJ




