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Scenario

The procurement wants to edit the PO that has been raised. In this syllabus, we will guide on
how to edit the request in CMMS Web Core.

1. Edit Purchase Order

What it’s for

To edit a PO that has been raised after the procurement team review and purchase a new
item.

Edit the Purchase Order Information

1.1 On the left of the system, click on Procurement > Purchase Order.
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Figure 1.1
1.2  Choose the PO that wants to be edit.

1.3 Click on Edit button to edit the PO information.

| [Z] LAST QUERY v | & Define B View [ Edit 1.3 Click X Save || PxCancel v
PO No Supplier Status PO Type PO Priority Currency XCode TaxRate DiscountDate PO Delivery Date

Code % Issued
PO100019 1000000000000 | 0000  .0024j06/2024 [24j06/2024
PUIUUY SIUUUUUUDUUISSSY YUO/ U 29 q/Uo/ 029
PO100023 SUPPLIER OPE PO RM 1.0000000000000 1.2 Choose 07/2024  02/07/2024

Figure 1.2
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1.4

1.5

1.6

Click on the PO Line subtab.

Fill in the PO line Information:

Field Value

Have Master File?

Order Qty : 10

NO

Retail Price : 100

NO

(Note: Master file are control by System Admin).

Click on Save button to save the edited information.

¥ Define || ElView | G New = (GEdit | X Delete

PO No: Amendment Counter:
Suppiier: SUPPLIER  Print Count:

Status: oPE (Q Closed Date:

PO Type: PO (Q Purchase Request No:
Currency Code RM Q 1.0000000000000

Tax Code: Q .0000|  SubTotal:

PO Priority: Q Tax:

Discount %: .00 Total:

Date PO Issued: 2210/2024 ., Freight Net Total:
Delivery Date: 22/10/2024 Freight Tax Total:
Date Received PO: 22/10/2024 Total Freight:

PO Expire Date: 22/10/2024 . Total Cost:

() Print PO Form
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2Print || ©Close PO
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PO  ItemCategory StockNo Description Order UOM Item Cost Suggest  Order Qty RTSQty Matched Qty  Retail Price  Discount Discount Net Price Ext
Line % Amount
Add
&1 Stock ~ ANYO1 ANY INVENTORY 1 EACH 0.0000 0000 10.0000 0.0000 0.0000 100.0000 I .00 .0000 .0000 «
Delete
m —
Quotation
Select PR

Figure 1.3
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