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3. THE PROCESS 
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Step 1: Login using your user name and password to 

the system 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

Issue Notes 

4. STEP 5: ADD ISSUE NOTES 

 



1. Under the option inventory 

2. Under the option issue note 

3. Click the Add option 

 

 

1. Issue Note ID : ID is auto filled 

2. Entered Date : Select the entered date 

3. Issue Note No : Number is auto filled 

4. Serial No. : Number is auto filled 

5. Transaction Date : Date is auto filled 

6. Work Order No : Enter the purchase order number 

7. Description : Enter description if there 

8. Store : Select the relevant store ( Mechanical engineering stores) 

9. Department code : Select the relevant department code 

10. Account code : Select the relevant account code 

11. Issued Location: Select the location ( Mechanical engineering 

department) 

12. Related asset : Enter the related asset 

13. Received By : Enter the received user 

 

 

 



 

 

 

 

 

1. Item details : Enter the relevant item details 

2. Click to add new item row 

3. Click to delete an item row 

4. Barcode/ItemCode : Enter the relevant  barcode or item code 

5. Quantity : Enter the item quantity 

6. Unit Price : Enter the unit price 

7. Click to print and save item details 

8. Click to save Issue Notes  

 

 

 

 

 

 

 

 

 



 

 

 

5. STEP 6: EDIT ISSUE NOTES 

 

1. Under the option inventory 

2. Under the option issue note 

3. Click the Edit option 



 

1. Search by : select a category to search issue notes 

2. Search For : Enter the details to the relevant selected category 

3. From : Select the date from which 

4. To : Select the date to which 

5. Click to search issue notes 

6. Click to add a new issue note 

 

 

 

 

 

 

 

 

 

 



6. STEP 7: AUTHORIZE ISSUE NOTE 

 

1. Under the option inventory 

2. Under the option Issue Note 

3. Click the Authorize option 

 

 

 



1. Search by : select a category to search issue notes 

2. Search For : Enter the details to the relevant selected category 

3. From : Select the date from which 

4. To : Select the date to which 

5. Put the tick on relevant option 

6. Click to search issue notes 

7. Click to select all issue notes or select required issue notes only. 

 

1. Click to save authorized issue notes 

 

7. STEP 8: CANCEL ISSUE NOTE 

 

1. Under the option inventory 

2. Under the option Issue Note 

3. Click the Authorize option 



 

1. Search by : select a category to search issue notes 

2. Search For : Enter the details to the relevant selected category 

3. From : Select the date from which 

4. To : Select the date to which 

5. Put the tick to select all  

6. Click to save 

7. Click to search issue notes 

 

 

 


