
 

Sop manual purchase 

demands 



 

 

SOP Manual Purchase Demands 

02 Sep. 16 

1 

SOP MANUAL PURCHASE 

DEMANDS 

TABLE OF CONTENTS 

Aim ............................................................................................................................................................ 2 

Setups ....................................................................................................................................................... 2 

Procedure ................................................................................................................................................ 2 

Results ................................................................................................................................................ 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

SOP Manual Purchase Demands 

02 Sep. 16 

2 

AIM 

 
 To create purchase demands (PRs) for purposes of replenishing inventory or as an 

internal demand from the warehouse, production management or other parties in 

the company.  

Note: Standard Operating Procedures should be used as guidelines for customers (and their 

consultants) to develop their own operating procedures. As you will note, the following 

procedures are very specific, and customers are strongly advised not to use them without. 

SETUPS 

 

 Define statuses and the BPM workflow for purchase demand documents.  
 

 Define purchase parameters for the requisitioned parts in the Purchase/MRP 

Parameters for Part form.  

 

PROCEDURE 

 
1. Enter the Purchase Demands form.  
2. Record a Date. The demand document is assigned a number and receives the 

"Draft" status, and the Demand Initiator is filled in automatically. 

3. If the demand is directed to a specific vendor, indicate the Vendor Number.  

4. Click the References & Cost tab, and fill in the Department and the For User columns. 

If all parts in the demand are meant for the same warehouse, indicate the 

Warehouse as well.  

5. Choose the type of demand and reason for the demand in the Demand Type and 

Reason columns, respectively.  

6. Enter the Itemized Purchase Requisitions sub-level form.  
7. Specify the parts which are being requisitioned, indicating the Part Number, Quantity 

to Order and Demand Date. Note: If no part number is currently defined in the system 

for the required purchase item, record the demand for a general part number, and 

send out a request to open a new part number. In the Part Number column, select 

the part number “000” and change its name in the Part Description column. When 

the purchase order is opened, it will be necessary to change the part number to the 

new one defined in the system. 

8.  If no vendor was defined in the upper-level form, you can define a vendor for each 

line item in the Vendor for PR column.  

9. If the demand is for a particular work order, record its number in the To Work Order 

column.  

10. If desired, select the Manufacture Code of the part’s manufacturer, and ensure that 

a Manufacture. Part No. appears.  

11. If there is a purchase budget, ensure that a Budget Item (from the department for 

which the part is required) appears on the line.  

12. For each line in the demand, you can check the Part Price Options, RFQs for this 

Vendor and Part and Annual Budgeted vs. Actual in the appropriate sub-level forms.  
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13. The Estimated Unit Price for the part appears automatically; it is taken from the 

purchase price of the required part (as it appears in the Part Catalogue). Revise as 

needed.  

14. If you do not want the requisitioned item to be included in any purchase orders 

opened (either manually or automatically) on the basis of this PR's purchase demand 

document, flag the Do Not Open Order column.  

15. To add remarks to any line, use the Purchase Requisition – Remarks sub-level form. 

These remarks will appear on the printed document next to the relevant part number. 

16. Move to the Remarks sub-level form and add remarks which will appear at the 

bottom of each document.  

17. To attach documents to the purchase demand, such as drawings and images of the 

part numbers being ordered, use the Attachments sub-level form.  

18. Return to the upper-level form, and, in the Authorization & Follow-up tab, update the 

document Status.  

 

Tip: Once individual PR’s have been authorised, if you want to make changes to specific 

lines, you may find it helpful to split the demand by running Split Purchase Requisitions from 

the list of Direct Activations in the Itemized Purchase Requisitions sub-level form. 

RESULTS 

 
 Changing the document status to “Approved” causes an e-mail to be sent to the 

Purchasing Department regarding the existence of a purchase demand awaiting 

their attention.  

 The purchase demand document can now serve as the basis for a request for price 

quote (RFQ) from a vendor or for a purchase order.  

 

 


