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Scenario

After reviewing the PR, the procurement wants to reject the PR due to any reason. In this
syllabus, we will guide on how to reject PR request in CMMS Web Core.

1. Reject Request

What it’s for

Reject the PRs that were raised after reviewing the PR information, and ask the storekeeper
to make the necessary amendments and resubmit them for another approval.

Rejecting the PR

1.1 On the left of the system, click on Procurement > PR Approval.

-  Procurement

&' purchase Request

™ purchase Order
PR Approval

F= PO Contract

Figure 1.1

1.2  Click on the dropdown button and click on “1. Awaiting My Approval (My Level)” to
see the PR for my level.

_IE] 3. Awaltlng Mv Appmval (Anv Level)
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Figure 1 2
1.3  Click on the PR that want to be reject.

1.4  Click on Reject button to reject the PR.

‘ [=] 1. Awatting My Approval (My Level) ‘ ElView | & Print $ Limit © Disapprove D
Status Request Date Reguired Date Requested By Char ge Cost Approval Status Order Release For Appm val Pro Total Cost
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Paint Approval Process

Figure 1.3
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1.5 A prompt message will popup indicate if you want to reject the PR. Click Yes to
continue rejecting the PR.

'PR Approval

o Do you want to reject the Purchase Request ( PR100009 ) 7

1.5 Click

Figure 1.5

1.6 Fill in the information:

Field Value Have Master File?

UDF Note 1 : <Any remark> NO

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

1.7 Click on Save button to continue with rejecting the PR.

’Reject Purchase Request

x
1.7 Click
PR No: Approval Status: Awaiting (W)
Status: OPE Approval Process 0/1
Request Date: 29/07/2024 Next Approver ADMIN
Required Date: 29/07/2024 Project ID:
Requested By: ADMIN
Entered By: ADMIN Notes:

Charge Cost Center: ESSB
Charge Cost Account:  ACCOUNT Total Cost: 1,000,000.00

UDF Note1 Please revise the PR accordingly -

*The system will uncheck the release for approval flag for the rejected PR and the approval process will be restart.

Figure 1.6

1.8  The PR has successfully reject. Click Yes to continue.

'Reject Purchase Request X ‘

o The Purchase Request Had Successfully Rejected.

:]
Figure 1.7 1.8 Click
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1.9 To release back for approval, click on Procurement > Purchase Request.

% Procurement

E' purchase Request m

W purchase Order

PR Approval

Figure 1.8

1.10 Based on the PR, it can be seen that the “Release for Approval” has been unticked
due to the reject PR. Click on Edit button to edit the PR information.

2] LAST QUERY v‘ ¥ Define [ View | (% Edit 1.10 Click X save | PiCancel L
PR No Status Request Date Required Date RequestedBy  Reguestor Name Order  Release For Email Approval Status Sub Total
Center Account Paint Approval  Requested By

Figure 1.9

1.11  Amend the necessary changes to the PR as requested.
1.12  Tick the Release for Approval to release back for PR Approval.

1.13  Click on Save button to save the changes.

(B LasT QUERY f0efine | EView | GNew | GEdt | XDelete @ Print M Duplicate ‘ & Save ] > x
PR No: PR 100009 Order Point: ]

Status: oPE Q | Release For Approval: @] Em

Request Date: 28/07/2024 v Approval Status: Awaiting (W)

Required Date: 29/07/2024 Next Approver ADMIN

v

Requested By: ADMIN Q Buyer: Q
ADMIN Project ID: (%)
Entered By: ADMIN Q  Priority:
ADMIN Notes:
Charge CostCenter:  ESSB Q
Charge Cost Account:  ACCOUNT Q 5ub Total: 7 1,000,000.0000
Credit Cost Center: Q T 0.0000
Credit Account: |Q  Total Cost: 1,000,000.0000 .
UDF1 UDF2 UDF3 $=PRLine 3ZpRApprovallist Status Audi  Reference . ol
PR Line [tem Category Stock No Supplier Supplier Name Rec Supplier Last Item Cost Description Order UOM Order Qty Retail Price Item Cost C
e Add
fo B 8 Stock « ANYO1 0000 ANY INVENTORY 1 EACH 1,000.0000 1,000.0000 1,000.0000
Delete
Description

Figure 1.10
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