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Purpose

This manual purpose is toillustrate how user should go about capturing invoice on the
Requisition and Invoice tracking system.

The system has the functionality that will alert the supplier via SMS once the Invoice has been
received and captured on the tracking system for processing

1. Login screen

User use you credentials to logininto the system

TRACKING SYSTEM

Purchase Requisition/Control Form

Password

Figure 1- Login Screen

2. You will then be redirected to the View CFO1or CF02 screen. click on the Capture under
Capture Invoice.
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Figure 2 - Invoice Capturing Screen
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it Tracking System

3. Once you click on the Capture menu, the system will take you to the Capture Invoice screen.
You will be required to Capture the Invoice details and Supplier Cell phone number
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Figure 3 - Invoice Details Capture

4. Once all the information has been captured, you click SAVE button and that's it.
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Figure 4 - Save and Send SMS

5. The system will automatically send an SMS to the Suppliers’ cell number you entered to confirm receipt of goods
and/or services and that the invoice is accepted as correct and will be sent for payment.
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Figure 5- Details of Captured Invoice Figure 6 - Screen shot of the SMS sent to the

supplier
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