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1. Overview 
 
Presence360 is an intelligent, modular, and scalable ERP platform designed to digitize and 
streamline every aspect of your enterprise operations—from finance and procurement to 
inventory, compliance, and asset management. Built for organizations aiming for efficiency, 
transparency, and real-time decision-making, Presence360 empowers your teams with 
automation, analytics, and secure digital workflows. 
 
We envisioned a platform that could digitally transform how work is executed, tracked, and 
billed—especially in organizations with complex operations. Presence360 was born out of 
five core beliefs that shaped its foundation. First, digitization should be practical and field-
ready, extending beyond head offices to include remote sites and on-ground teams. Second, 
time is capital; a delay in approvals or measurements today can lead to project setbacks and 
cost overruns tomorrow. Third, transparency builds trust, particularly when multiple 
stakeholders such as contractors, departments, and finance teams are involved. Fourth, data 
should drive decisions, which is why real-time dashboards, audit trails, and intelligent alerts 
are integral to the platform. Lastly, we believe in sustainability through simplification—by 
eliminating paper, reducing manual interventions, and enabling remote accessibility, we 
help organizations save time, cut costs, and operate more efficiently. 
 

2. Getting Started with Presence360 
 
You are all set to simplify, speed-up and smarten-up your work. 
Before you begin, make sure your administrator adds you as a user and grants all, and any, 
of the appropriate permissions as per your role and scope of work. 
Contact your administrator if you don't know your credentials. 
 

3. Presenc360 Login 
  

Go to Presence360 ERP Login Page 
• Open your web browser and visit the official ERP URL: 

https://auth.thepresence360.com/login 
 Enter Your Registered Email ID 
• In the Email/Username field, type your registered email address. 
• Make sure there are no typos or extra spaces. 
Enter Your Password 
• Type the password associated with your account. 
• Click the “eye” icon if you want to view the password while typing. 
Click on the ‘Login’ Button 
• Press the Login or Sign In button to access your dashboard. 
Two-Factor Authentication  
• If 2FA is active, you will receive an OTP via email or SMS. 
• Enter the OTP to complete verification. 

https://auth.thepresence360.com/login


 

 
Access Granted 
• Upon successful login, you will be directed to your personalized dashboard with 

access based on your assigned role (Admin, Finance, Procurement, etc.). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
Flow Chart of Procurement and Inventory Module 
 

 
 
 
 
 
 
 
 
 

4. Procurement Module 
 
 
Introduction to Procurement module: 
 
Purpose: To guide users through the procurement process in the ERP system. 

Scope: Covers purchase requisitions, approvals, purchase orders, goods receipt, and invoice 
processing. 

Audience: Procurement officers, purchasing agents, warehouse staff, and accounts payable. 

It includes : Job order>Rate Contract>Purchase Indent>Purchase Order>Expense Advice 
 
Navigation: 
 
Module Path: Main menu>Procurement 
 
Roles & Permissions: Ensure your user role has access to Procurement and related sub-
modules. 
 



 

4.1. Job Order 
 
 
The Job Order module helps companies manage work assigned to vendors, either for 
delivering finished products or supplying raw materials.  
 
There are two types of job orders:  
 
Job Work: Where finished goods are directly requested from the vendor. 
 
Sub Contracting: Where raw materials are requested based on the Bill of Materials (BOM) 
already defined in the system for each product. 
 
 This module allows users to create job orders, define quantities and delivery timelines, and 
track their progress. Each job order goes through a multi-level approval process if defined to 
ensure accuracy and proper authorization before it is finalized. 
 
Job Order WorkFlow: 
 
⚫ Create Job Order Request and submit 
 
⚫ Internal Review & Approval 
 
⚫ Job Order Issuance to Vendor 
 
⚫ Job Execution and Monitoring 
 
⚫ Service Completion & Receipt 
 
⚫ Invoice Verification & Payment 
 
Job Order Creation: 
 
Navigation: Procurement > Job Order > Create New Job Order 
 
(A) Job Order creation with Type JOB WORK: 
 
Enter mandatory fields like: series, jo no., jo date, location, type, vendor details, add 
product details 
 



 

 

 
 
It can be saved as a draft for further use or it can be submitted. 
 

 
 



 

Job order submitted successfully 
 
Now, the submitted Job Order will be visible on the listing page along with other JO created 

 
 
Now JO is submitted and sent for approval to the person whose name is defined under the 
approval name in series 
 
Login to the ID of the Approver: 
 
Navigate to: Procurement>Approvals>Job order 
 
 
Approver has an option to either approve the JO request submitted or can reject it as well 
 

 
 
 
Approver can add remarks and upload the document before approving 
 
 



 

 
 
Click on submit 

 
 
⚫ JO request approved 
⚫ Now status will get changed to Approved 
 
Issuing Job Order to Vendor: 
 
Once approved: 
 
⚫ The system generates an official Job Order document (PDF or digital form). 
 
⚫ Automatically shared with the vendor (email/downloadable). 
 
⚫ The vendor is expected to acknowledge receipt and confirm schedule. 

 

Job Order Main Listing Page: 



 

 
 
Now,  
 
⚫ Email can be sent to the person’s email id provided 
⚫ Approval history can be shown 
⚫ The Print option is there 
 
Amendment: 
 
Approved document can also be amended by the person whose name is defined under 
amendment in JO series  
 
A pop up will be shown before amendment like are you sure you want to amend this 
 

 
After confirming you will be able to edit the JO and then resubmit it again. 
 
Common parameters: 
 
JO can also be created through PWO (Production Work Order) 
 
 
While creating new JO if you click on PWO you can pull the outstanding PO and submit the 
JO accordingly 



 

 
⚫ Linked Work Order Number 
 
⚫ Subcontractor/Vendor 
 
⚫ Service Description 
 
⚫ Quantity 
 
⚫ Service Rate 
 
⚫ Delivery Schedule 
 
⚫ Materials Issued  
 

 
 
Now, Generate material issue for approved JO : 
 

 
Then add item details with all the mandatory fields 



 

 
 
Now, It can be saved as draft or can be submitted 
 
System generates Material Issue Note 
 
Track job status via: 
 
⚫ Linked Work Order Status 
 
⚫ Job Order Status 
 
 
(B) Job Order creation with Type SUBCONTRACTING: 
 
Enter mandatory fields like series, jo no., jo date, location, type, vendor details, add product 
details 
 

 
 
  



 

 

 
 
It can be saved as a draft for further use or it can be submitted. 
 
 

 
 
Job order submitted successfully 
 
Now, the submitted Job Order will be visible on the listing page along with other JO created 



 

 
 
Now JO is submitted and sent for approval to the person whose name is defined under the 
approval name in series 
 
Login to the ID of the Approver: 
 
Navigate to: Procurement>Approvals>Job order 
 
 
Approver has an option to either approve the JO request submitted or can reject it as well 
 

 
 
Approver can add remarks and upload the document before rejecting 
 
Rejected JO will be sent back in rejected state 



 

 
 
In view/edit: 
 

 
 
JO Status is shown as rejected a request is rejected 
 
⚫ It can be saved as draft to edit later 
⚫ An email can be sent for this information 
⚫ Or can be submitted again including required details 
 
 
After resubmitting it will again go to the approver 



 

 
 
Approver page: 

 
 
Approver can approve the document with remarks and documents added. 

 
 
Document approved 
 



 

Once approved It’s status will be shown as approved 

 
 
 
Issuing Job Order to Vendor: 
 
Once approved: 
 
⚫ The system generates an official Job Order document (PDF or digital form). 
 
⚫ Automatically shared with the vendor (email/downloadable). 
 
⚫ The vendor is expected to acknowledge receipt and confirm schedule. 

 

Job Order Main Listing Page: 

 
 
Now,  
 
⚫ Email can be sent to the person’s email id provided 



 

⚫ Approval history can be shown 
⚫ The Print option is there 
 
Amendment: 
 
Approved document can also be amended by the person whose name is defined under 
amendment in JO series  
 
A pop up will be shown before the amendment like are you sure you want to amend this 
 

 
 
After confirming you will be able to edit the JO and then resubmit it again. 
 
Common parameters: 
 
JO can also be created through PWO (Production Work Order) 
 
 
While creating new JO if you click on PWO you can pull the outstanding PO and submit the 
JO accordingly 
 
⚫ Linked Work Order Number 
 
⚫ Subcontractor/Vendor 
 
⚫ Service Description 
 
⚫ Quantity 
 
⚫ Service Rate 
 
⚫ Delivery Schedule 
 
⚫ Materials Issued  
 



 

 
 
JO Can be export to: 
 
Print, CSV, Excel, PDF, copy 
 

 
 
Now, Generate material issue for approved JO : 
 

 



 

 
Then add item details with all the mandatory fields 
 

 
 
Now, it can be saved as draft or can be submitted 
 
System generates Material Issue Note 
 
Track job status via: 
 
⚫ Linked Work Order Status 
 
⚫ Job Order Status 
 
 
 

4.2. Rate Contract 
 
The Rate Contract module allows the company to define and manage agreed pricing for 
products or items.  
It supports setting rates based on different units of measurement, quantity ranges, and 
specific validity periods, making it easy to apply the right price under different purchasing 
conditions.  
 
Users can create rate contracts that clearly outline these details, helping maintain 
consistency and transparency in procurement. 
 
 Rate contracts also follow a multi-level approval workflow if defined to ensure all pricing 
terms are reviewed and approved before being applied in the system. 
 
 
⚫ Create Rate Contract with Vendor 
 
⚫ Get Internal Approvals 
 
⚫ Use Rate Contract while creating PRs/POs 



 

 
⚫ Monitor consumption against contract 
 
⚫ Close or renew contract at end of term 
 
Rate Contract Creation: 
 
Navigation: Procurement > Rate contract > Create New Rate contract 
 
 

 
 
 
Enter mandatory fields like: Series, Document no., Document date, Party details, Add item 
details 
 
Submit the rate contract or keep it in draft mode 
 

 
 
 



 

Now Rate Contract is submitted and sent for approval to the person whose name is defined 
under the approval name in series 
 
⚫ If the approver name is not defined it will directly get approved 
 
 
Login to the Approver’s ID: 
 
Navigate to: Procurement>Approvals>Rate Contract 
 
Approver has an option to either approve the Rate Contract request submitted or can reject 
it as well 
 

 
 
Now, if Approver wants to approve the Rate Contract transaction: 
 
⚫ Add remarks 
⚫ Add required document 
 

 
 



 

Once the approver approved, the status will be changed as approved 

 
 
 
 
 
 
⚫ All the created transactions are visible on rate contacts listing page 
 

 
 
 
 
 
 
Amendment: 
 
⚫ Approved document can also be amended by the person whose name is defined under 

amendment in Rate Contract series  
 
⚫ A pop up will be shown before amendment like are you sure you want to amend this 
 
⚫ After confirming you will be able to edit the Rate Contract and then resubmit again 



 

 

 
 
 
⚫ Rate contract can export to: 
 

CSV,Print,Excel,PDF,copy 
 
 
 

 
 

4.3. Purchase Indent 
 
The Purchase Indent module helps internal departments raise a request for materials or 
services they need.  
It's essentially an internal document that initiates the purchase process. Employees or 
departments fill out an indent form specifying the required items, quantities, and reasons 
for the request.  
 
This request goes through an approval process before it is forwarded to the purchasing team.  



 

The goal is to formalize internal demand, plan purchases, and prevent unnecessary 
procurement. 
 
Navigation : Procurement>Purchase Indent>Create 
 
Workflow: 
 
⚫ Create Purchase Indent (from SO or Manually) 
⚫ Submit for Approval 
⚫ Approval Workflow 
⚫ Convert Indent to Purchase Order (PO) 
⚫ Track Indent Status 
 
 

 
 
Save/Submit: 
 
⚫ Save as Draft for further edits. 
⚫ Submit to trigger approval workflow. 
 
 
In draft mode: 
 



 

 
 
 
In submitted status: 
 

 
PI Document submitted 
 



 

 
Navigate to : Procurement > Approvals > Purchase Indents 
 
Approvers can: 
 
⚫ Review item and department details 
 
⚫ View attached files (e.g., budget notes) 
 
⚫ Approve / Reject / Send back for clarification 
 
⚫ If Approver is defined it will go for approval if not then it will directly get approved 
 
⚫ Approver can either approve or reject the submitted PO request 
 

 
 
If approver wants to approve the transaction they can add remarks and attach the required 
document 

 
 



 

 
  



 

Transaction approved successfully 
 
 
PI can be created through pulling outstanding Sales order also 
 

 
 
We can submit or approve PI created through SO 
 
 
Track status on listing page: 
 
 
⚫ Pending/Submitted Indents 
 
⚫ Approved Indents 
 
⚫ Rejected or Returned 
 
 

 
 
 



 

 
 
Amendment: 
 
Approved document can also be amended by the person whose name is defined under 
amendment in PI series  
 
A pop up will be shown before amendment like are you sure you want to amend this 
 
After confirming you will be able to edit the PI and then resubmit again 
 

 

 
 
⚫ PI can export to: 
 

CSV,Print,Excel,PDF,copy 
 
 
 
 



 

 
 

4.4. Purchase Order 
 
The Purchase Order module is used to generate formal orders to vendors based on 
approved indents or direct procurement needs. 
 
A PO contains detailed information such as vendor name, item specifications, quantities, 
agreed prices, delivery timelines, and payment terms.  
 
Once approved and sent, the PO becomes a legally binding document that the vendor fulfills.  
The PO module ensures traceability, price control, and procurement compliance within the 
organization. 
 
Navigation : Procurement>Purchase Order>Create 
 
Workflow: 
 
⚫ Create PO (from  Indent or manually) 
 
⚫ Submit PO for approval 
 
⚫ Approve and release PO 
 
⚫ Share PO with vendor 
 
⚫ Receive goods/services 
 
⚫ Process vendor invoice 
 
⚫ Close PO 
 
 
Create new PO: either direct or through outstanding PI or direct by adding all the required 
fields 
 



 

 
 

 
 
PO submitted  successfully 
 
Approver workflow: 
 
Navigation : Procurement>Approvals>Purchase Order 
 
⚫ If Approver is defined it will go for approval if not then it will directly get approved 
 
Approver can either approve or reject the submitted PO request 
 
 



 

 
 
If approver wants to approve the transaction then they can approve by adding remarks and 
documents 
 

 

 
 



 

 
 
Document got approved successfully 
 
 
 
Status can be seen on listing page: 
 
⚫ Draft 
 
⚫ Submitted 
 
⚫ Approved 
 
⚫ Rejected 
 

 
 
Amendment: 
 
Approved document can also be amended by the person whose name is defined under 
amendment in PO series  
 
A pop up will be shown before amendment like are you sure you want to amend this 



 

 
After confirming you will be able to edit the PO and then resubmit again 
 
 

 
 
 
⚫ PO can export to: 
 

CSV,Print,Excel,PDF,copy 
 

 
 

 

4.5. Expense Advice 
 
 
The Expense Advice module is used to initiate and manage payments that are not directly 
tied to inventory purchases — such as service charges, utility bills, travel reimbursements, or 
consultancy fees. 
It serves as a formal recommendation or request to the finance/accounts department to 
process specific payments.  



 

 
This module ensures that every payment is tracked, approved, and documented properly, 
helping maintain transparency in financial operations. 
 
 
Examples:  
 
⚫ Employee travel reimbursements 
 
⚫ Contractor payments without PO 
 
⚫ Utility bill settlements 
 
⚫ Petty cash expenses 
 
⚫ Advance payments to vendors 
 
Navigate to : Procurement > Expense Advice > Create New 
 
Workflow: 
 
⚫ Create Expense Advice (Manually or through PO) 
 
⚫ Attach supporting documents 
 
⚫ Submit for approval 
 
⚫ Review and approval by finance 
 
⚫ Expense booked in system and payment processed 
 
 
Submit the expense advice fill all the mandatory fields like series, expense no., location etc. 
 
 
 

 



 

 

 
 
Expense advice submitted successfully 
 
Now, this will go for approval to the mentioned approver 
 
Approver can either approve or reject the expense advice transaction 
 

 
 



 

 
 
Approver will  approve the application with remarks and uploading the desired document 
 

 
 
Document approved successfully 
 

 



 

 
⚫ Approved document can be posted now 
⚫ Approved document can be printed 
⚫ Approved document can be amendment 
 
 
Expense advice after posting: 
 
⚫ It can be printed 
⚫ Vocher is visible 
 

 
 
 
Amendment: 
 
Approved document can also be amended by the person whose name is defined under 
amendment in Expense Advice series  
 
A pop up will be shown before amendment like are you sure you want to amend this 
 
After confirming you will be able to edit the Expense Advice  and then resubmit again 
 



 

 
 
 
 
 Status can be seen on listing page: 
 
⚫ Draft 
⚫ Submitted 
⚫ Approved 
 

 
 
⚫ Expense advice can be Export to: 
 

Print, CSV, Excel, PDF, Copy 



 

 
 
 

5. Inventory Module 
 
Inventory Module is for managing materials, tracking stock levels, and performing inventory 
operations efficiently. 
 
Inventory- GE>MRN>Purchase bill>purchase return>Material issue>material 
return>Warehouse>Replenishment>put away>Inspection>physical stock 
verification>Reports 
 
 

5.1. Gate Entry  
 
The Gate Entry module is used to log the arrival of items or products at a location before 
they are added to stock. Gate entries can be created based on documents like Purchase 
Orders (PO), Job Orders (JO), or Advanced Shipment Notifications (ASN) by entering the 
respective document numbers.  
This ensures traceability of incoming goods.  
 
The module is optional and can be enabled or disabled per module through system 
configuration. 
 
Navigate to : Inventory>Gate entry>create 
 
⚫ Create a new gate entry when GE is “yes” in PO or JO 
 



 

 
 
⚫ Gate entry can be created by pulling outstanding PO or JO  
 
⚫ Gate entry with outstanding JO 
 
 

 
 
⚫ Select a document and process 
⚫ Gate entry with outstanding JO 
⚫ Details will be auto populated as per the document along with reference number 
 



 

 
 
 

 
 
⚫ Submit/draft the document 

 
 



 

 
GE submitted and approved successfully 
 
 
⚫ GE created will be sent for approval to the person whose name is defined under 

approval series other wise it will get auto approved 
 
⚫ Approval: Navigate to : Inventory>approvals>GE 
 

 
 
⚫ Gate entry with outstanding PO 
 

 
 
⚫ Select a document and process 
⚫ Gate entry with outstanding PO 
⚫ Details will be auto populated as per the document along with reference number 
⚫ Submit/draft the document 
 



 

 
 
GE submitted and approved successfully 
 
 
⚫ GE created will be sent for approval to the person whose name is defined under 

approval series other wise it will get auto approved 
 
⚫ Approval: Navigate to : Inventory>approvals>GE 
 

 
 
 
ASN 
 
ASN (Advanced Shipment Notification) 
 
The ASN module is used to notify the receiving location in advance about items or products 
being dispatched. It is typically created by the supplier or sending party and includes details 
like items, quantities, shipment date, and source location. 
 



 

 The ASN helps in planning and streamlining Gate Entry and MRN processes by pre-alerting 
the receiving team about incoming shipments.  
Once the shipment arrives, the ASN can be used to quickly generate Gate Entry records, 
ensuring faster and more accurate receiving operations. 
 
Create ASN : 
 
⚫ With PO 
 

 
 
 

 
 
⚫ Select the PO document  



 

 
 
⚫ Process the ASN 
 

 
 
 

 
 
⚫ Submit the ASN 



 

 
 
⚫ ASN submitted successfully 
 
⚫ GE Status can be seen on listing page: 
 

Approved, rejected, draft, submitted 

 
 
 
 
⚫ When Gate entry is “No” in PO then direct MRN will be created 
 
 
 
 

5.2. MRN 
 
The MRN (or GRN) module is where received items/products are officially recorded in the 
stock ledger. MRNs can be created via Gate Entry, or directly through PO, JO, or Sales Order 
(SO) (especially for inter-company transfers), if Gate Entry is disabled.  
 



 

Upon MRN creation, stock is updated in the main store of the receiving location, and lot 
numbers are auto-generated for the received items. 
 
Navigate to: Inventory>Material receipt>create 
 
 
Preconditions: 
 
⚫ Purchase Indent (PI) and Purchase Order (PO) should be available 
 
⚫ Material Identification (SKU, part number) 
 
⚫ Approved Supplier 
 
⚫ Access to Inventory Management System (ERP, WMS) 
 
 
Create a new Material receipt: 
 
Direct MRN creation: 
 
⚫ Enter all the mandatory fields like series, document no., doc. Date, location, store, 

vendor details, item details etc. And submit the document 
⚫ Document can also be attached 

 
 



 

 
 
⚫ Items can also be imported and for that you can download a sample as well 
 

 
⚫ After submitting the document it will go for approval to the person whose name is 

defined in series and if not then it will get auto approved 
 
Login to the Approver’s id 
 
Navigate to:  
Inventory>Approvals>MRN 
 
⚫ Approver will have an option to either approve the requested transaction or to reject it 
 



 

 
 
⚫ If approver wants to approve the transaction click on approve and attach the required 

document 
With remarks and click on submit 
 

 
 
⚫ Document will get approved successfully 



 

 
 
⚫ Now user will be able to post the transaction 
⚫ User will be able to print the transaction 
⚫ User will be able to print labels of the transaction 
 
Print lables: 
 
When you will click on print labels you will be redirected to this page including all the details 
along with QR code to scan 

 
 
⚫ Can be export to: print, csv, excel, pdf, copy 



 

 
 
 
MRN  created  with Outstanding PO : 
 
⚫ Enter all the mandatory fields like series, document no., doc. Date, location, store other 

details will be automatically pulled from PO 
⚫ Select required PO and click on process 
⚫ Other details along with document no. Will get fetched automatically from PO 

 



 

 

 
 
⚫ Now, submit or draft the MRN as per the requirement 
⚫ User can import the items as well  

 
 



 

 
 
⚫ Record submitted and approved successfully 
⚫ Transaction will go for approval to the required person when approver name is defined 

in series other wise it will get auto approved and invoice will be generated 
 
Approver’s login: 
 
Navigate to: inventory>approvals>MRN (if approval is required) 
 
⚫ Now user will be able to post the transaction 
⚫ User will be able to print the transaction 
⚫ User will be able to print labels of the transaction 

 
 
 
 
Create ASN : 
 
⚫ With PO 
 



 

 
 
 

 
 
⚫ Select the PO document  
 

 
 
⚫ Process the ASN 



 

 

 
 
 

 
 
⚫ Submit the ASN 
 

 
 
⚫ ASN submitted successfully 



 

 
 
⚫ MRN Status can be seen on listing page: 
 

Approved, rejected, draft, submitted 

 
 
 

5.3. Purchase Bill 
 
The process of recording and managing purchase bills (supplier invoices) in the inventory 
module after receiving goods, ensuring accurate inventory valuation and financial 
accounting. 
 
This procedure applies to warehouse staff, inventory managers, and accounts payable users 
who handle supplier invoices related to stock purchases. 
 
Navigate to>Inventory>purchase bill 
 
⚫ Click Create for new purchase bill creation 
⚫ Select series, purchase bill No.,  purchase bill date, location, reference from 

(Outstanding MRN) 
⚫ Select any outstanding MRN document and proceed 
 



 

 
 
⚫ All  the details will be auto populated 

 
 
⚫ Submit/draft the PB 

 



 

 
⚫ PB submitted and approved successfully 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>PB(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
⚫ User will be able to Post the transaction 
 

 
 

 
 
PB status will be shown on listing page: 
 
Approved, draft, submitted, rejected 
 
 



 

 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 

 
 
 

5.4. Purchase Return 
 
 
A Purchase Return is created when: Goods received are damaged or defective, Excess 
quantity was delivered, Wrong items were delivered, Goods need to be returned for other 
valid reasons 
 
⚫ Goods must have already been received in the system (GRN posted) 
⚫ Supplier delivery reference (e.g., PO number or invoice) 
⚫ Return approval (optional, based on policy) 
 
Navigate to : Inventory>Purchase return 
 
⚫ Click Create for new purchase return creation 
⚫ Select series, purchase return No.,  purchase return date, return type, location, store, 

reference from (Outstanding MRN), or direct return 



 

 
⚫ Select any outstanding MRN document and proceed 
 

 
 
⚫ All the details will be auto populated 
 

 
 
⚫ Submit/draft the PR 
⚫  



 

 
 
⚫ PR submitted and approved successfully 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>PR(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
⚫ User will be able to generate invoice 
⚫ User will be able to Post the transaction 
 

 
 
 
 
PR status will be shown on listing page: 
 Approved, draft, submitted, rejected 
 



 

 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 

 
 
 

5.5. Material Issue 
 

Material Issue is applicable to warehouse staff, inventory clerks, production planners, and 
store keepers for managing material issuance for manufacturing or internal use. 

 
⚫ Materials must be available in stock. 
⚫ Authorized issue requests or production orders. 
⚫ ERP system access with appropriate permissions. 
 
 
⚫ Navigate to : Inventory>Material Issue 
 
⚫ Click Create for new Material Issue creation 



 

⚫ Select series, document No.,  document date, Issue type, location, from store, vendor, 
vendor store, reference from MFG order, job order, Purchase Indent 

 
⚫ Select all the required fields and and item details and proceed 
 

 
⚫ Submit/draft the MI 

 
 
 
⚫ MI submitted and approved successfully 
 



 

 
Delivery challan generated 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>MI(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 

 
 



 

 
 
 
 
⚫ MI status will be shown on listing page: 
 Approved, draft, submitted, rejected 
 
 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 



 

 
 
 
 
 

5.6. Material Return 
 
 
⚫ A Material Return is created when : user needs to provide step-by-step instructions for 

processing material returns, whether returning unused materials to inventory or 
sending items back to a supplier. 

 
⚫ This procedure applies to: Warehouse/Store staff, Inventory controllers, Production 

teams returning unused materials, Procurement team (for supplier returns), ERP login 
with inventory access, Original issue or receipt document (GRN or Material Issue Slip), 
Items must have been previously issued or received, Reason for return must be 
documented 

 
 
Navigate to : Inventory>Material return 
 
⚫ Click Create for new material return creation 
⚫ Select series, document No.,  document date,  location, store, station, reference from 

(Outstanding Material Issue), or direct return 
 
⚫ Select any outstanding MI document and proceed 
 



 

 
 
⚫ All the details will be auto populated 
 

 
 
 
⚫ Submit/draft the MR 



 

 
 
 
⚫ MR submitted and approved successfully 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>MR(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
 
 

 
 
 
 
MR status will be shown on listing page: 
 Approved, draft, submitted, rejected 



 

 
 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 

 
 
 

5.7. Warehouse 
 
A warehouse structure defines how a warehouse is physically and logically organized within 
an inventory management or ERP system. A well-defined structure helps improve inventory 
accuracy, traceability, picking efficiency, and overall warehouse management. 
 

5.7.1. Warehouse Structure 
 
 
It shows how materials are logically segmented and stored in an ERP. This helps the system 
know where exactly a product is, how much is available, and how to manage movement 
efficiently. 



 

 
Navigate to: Inventory>warehouse>structures 
 
⚫ Create a new warehouse structure and submit 
 

 
 
⚫ View all the created structures on Listing page 

 
 

5.7.2. Warehouse Mappings 
 
⚫ Warehouse mapping is the blueprint of how your warehouse is laid out. 

 It combines: 
⚫ Physical layout (actual warehouse space) 
⚫ Logical structure (how it's represented in the ERP) 
⚫ Location coding (standardized naming for zones, aisles, bins, etc.) 
 
 
Navigate to: Inventory>warehouse>warehouse mappings 
 
 
 



 

⚫ Generate warehouse hierarchy with structure details and submit 
⚫ User will be able to view print labels 

 
⚫ If warehouse structure has an storage point box check items then it will be stored there 

only always 
 
⚫ User will be able to view mapped structure on listing page 
 
 

 
 
 

5.7.3. Structure Item Mapping 
 

Warehouse structure item mapping refers to linking each inventory item (SKU) to a specific 
physical or logical location in the warehouse structure—so the ERP or WMS knows exactly 
where to store, find, and pick every product. 

 
Navigate to: Inventory>warehouse>structures item mapping 
 
 



 

⚫ User will be able to map items by entering basic information like location, warehouse 
and add structured item mapping detail 

 
⚫ User will be able to delete the category also  
 
⚫ Submit the item mapping structure with all the information and the submit 
 
⚫ Item structure will be mapped 

 
 
 

5.8. Put Away 
 
 
The Put Away Module is used to manage the organized placement of received and approved 
stock into designated storage locations within the warehouse or store. 
 
 Once items are accepted through the Inspection process (or directly via MRN if inspection is 
not required), the Put Away process helps ensure that each item is stored in its appropriate 
bin, rack, or shelf based on predefined storage rules, item characteristics, or warehouse 
zones. 
This improves inventory accuracy, space utilization, and retrieval efficiency.  
 
The module may support manual or system-suggested locations, bar code scanning for 
validation, and audit trails for stock movements. 
Put Away can be tracked and approved through workflows to ensure accountability and 
proper inventory control. 
 
It’s purpose is to: 
 
⚫  To organize inventory properly in the warehouse 
⚫ To update inventory records with the exact storage location 
⚫ To optimize warehouse space and improve picking efficiency 
⚫ To maintain inventory accuracy and prevent loss 
 
 
Navigation to: Inventory>put away 



 

 
⚫ User will be able to view all put away transactions on listing page 

 
 
⚫ User will be able to view or edit any document 

 
 
⚫ User can submit the document after editing/updating 
⚫ User can print labels 
 



 

 
 
Document submitted and approved successfully 
 
 
⚫ User will be able to create put away directly or through outstanding MRN 
 

 
 
⚫ Select any one document and proceed 
⚫ All the details will be auto populated  



 

 
 
⚫ Document submitted and approved successfully 
⚫ User can print labels 
 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>Put Away(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
⚫ User will be able to post the transaction 
 
 

 
 
 
 



 

 
Put Away status will be shown on listing page: 
 Approved, draft, submitted, rejected, posted 
 
 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 

 
 
 
 
 

5.9. Inspection 
 
 



 

The Inspection Module enables companies to implement a structured quality check process 
for items or products received in the main store through the MRN (Material Receipt Note). 

 For each received item, users can define the accepted and rejected quantities, ensuring 
that only approved stock is available for further operations.  

The inspection helps maintain quality control by recording inspection details such as remarks, 
test parameters, or supporting documents if required.  

Rejected items can be moved to a separate rejection store, returned to the vendor, or 
marked for rework based on the company’s internal policy.  

The inspection process can be made mandatory or optional through configuration and may 
also be linked with multi-level approvals if needed, supporting traceability and control over 
inventory quality. 

 
Navigation to: Inventory>Inspection 
 
⚫ User can create new inspection by adding all the required fields like series, doc. No, doc. 

Date, location, store, reference from Outstanding MRN or direct 
 
⚫ If user is pulling inspection from outstanding MRN then all the details will get auto 

populate 
 
 
Inspection through outstanding MRN: 
 
⚫ Select any one document from the list and proceed 
 

 
 
All details will get auto populated 
 



 

 
 
 
 
⚫ Submit/draft the transaction 
 

 
 
 



 

 
 
Transaction submitted and approved successfully 
 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>Inspection(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
 
 

 
 



 

 
 
 
Inspection status will be shown on listing page: 
 Approved, draft, submitted, rejected 
 
 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 



 

 
 
 

5.10. Replenishment 
 
Replenishment is the process of restocking inventory to maintain optimal stock levels—
either by transferring items from bulk storage to picking locations or by triggering new 
purchases or production orders. 
 
It’s purpose is to: 
 
⚫ Prevent stock outs of high-demand items 
⚫ Maintain minimum stock levels 
⚫ Improve order fulfillment rates 
⚫ Optimize warehouse picking efficiency 
 

 
Replenishment Process: Replenishment rule master>replenishment process>configuration 
 
 

5.10.1. Replenishment Rule 
 
 
Navigation: Inventory>Replenishment>Replenishment rule 
 
⚫ Category: 
 
➢ User can add new category, sub category, cons. Method, cons. days, avg. Cons., safety 

stock, max. Stock, daily cut off. Avg, location (locations can be multiple) and save 
 
➢ User will be able to view existing categories 
 
➢ User will be able to delete existing categories 
 
➢ Consumption days are mandatory 
 



 

➢ Avg. Consumption days are mandatory for manual cons. Method 
 
 

 
 
 
⚫ Item: 
 
➢ User can add new item by adding item code, Item name, attribute, cons. method,cons. 

Days, avg. Cons., safety stock, max. Stock, daily cut off. Avg, fixed quantity, location 
(locations can be multiple) and save 

 
➢ User will be able to view existing Items 
 
➢ User will be able to delete existing Items 
 
➢ Consumption days are mandatory 
 
➢ Avg. Consumption days are mandatory for manual cons. Method 
 
➢ User will be able to download the template 
 
➢ User will be able to import the document 
 
 
 



 

 
 
⚫ Upgrade and  discontinue: 
 
➢ User can upgrade or discontinue by adding location, type, item code, Item name, 

attributes, ref. Item code, ref item name, ref. Attributes and save 
 
➢ User will be able to view existing upgrade or discontinue 
 
➢ User will be able to delete existing upgrade or discontinue 
 
 
 

 
 
 
⚫ Exclude order: 
 
➢ User can exclude order by adding location,item code, Item name, attributes, order qty. 

and save 
 
➢ User will be able to view existing upgrade or discontinue 
 
➢ User will be able to delete existing upgrade or discontinue 



 

 
 

 
 
 

5.10.2. Replenishment Process 
 
 
Navigation: Inventory>Replenishment>Replenishment process 
 
To process the replenishment 
 
⚫ Heading: location code, item type, item code, item name, UOM, attribute, target stock, 

WIP, in transit, current stock, PSO, replenishment qty., Action all these fields are 
mandatory to process replenishment 

 
⚫ User will be able to process the replenishment 
 
⚫ As per the color user will be able to differentiate the available stock level 
 
⚫ User will be able to download the report 
 
⚫ User will be able to filter the replenishment process by (location, item type, stock level 

(color)) 
 
⚫ User will be able to reset the filters as well 
 
 



 

 
 
⚫ Replenishment process will run like this after clicking on process replenishment 
 

 
⚫ In Action: user will be able to view more info. 
 

 
 



 

 
⚫ User will be able to create indent from replenishment 

 
 
 

5.10.3. Replenishment Configuration 
 
 

Replenishment Configuration is the setup process that defines how and when inventory 
items are restocked automatically or manually. Proper configuration helps maintain optimal 
stock levels, avoid stockouts, and streamline procurement or internal transfers. 

 
Navigation: Inventory>Replenishment>Replenishment config. 
 
⚫ Replenishment config. Will run automatically/manually based on the process and rules 
 

 
 
 



 

5.11.  Physical stock Verification 
 
The Physical Stock Verification module enables users to verify the physical availability of 
items against the system-recorded (book) stock. During verification, users can count the 
actual stock present in the store or warehouse and record it in the system.  
 
The module automatically calculates the variance between book and physical stock, 
highlighting any discrepancies. 
 Based on this variance, stock adjustments can be made to ensure inventory accuracy.  
This process helps maintain data integrity, detect shrinkage or misplacement, and supports 
regular audits and compliance. 
 
Navigation: Inventory>Physical Stock Verification 
 
 
⚫ Create new Physical Stock Verification entering all the mandatory fields including series, 

doc. No., doc. Date, location, store 
⚫ Add item details 
⚫ Save or submit the transaction 

 
 
 
 

 



 

 
Submit the transaction 
 

 
⚫ Transaction submitted and approved successfully 
 
Approval: 
 
Approver’s login: 
 
Navigate to: inventory>approvals>Physical stock verification(if approval is required) 
 
⚫ Now user will be able to approve the transaction if approver name is defined in series 

else it will be auto approved 
⚫ User will be able to print the transaction 
⚫ User will be able to post the transaction 
 
 
 
 
 
 

 



 

Physical stock verification status will be shown on listing page: 
 Approved, draft, submitted, rejected 
 
 

 
 
 
 
⚫ Can be export to: 
Print, csv, excel, pdf, copy 
 

 
 
 

5.12. Reports 
 

5.12.1. Inventory Reports 
 
Inventory reports provide vital insights into stock levels, movements, valuations, and 
discrepancies, helping managers make informed decisions on purchasing, sales, and 
warehouse operations. 
 



 

Navigate to>Inventory>inventory reports 
 
⚫ Inventory report can be viewed by selecting advance filters like columns, more filters, 

scheduler etc. These filters can be applied as per the requirement. 
 

 
 
 
⚫ Inventory reports can be export to excel and email 

 
 
⚫ Inventory reports can be searched by items 
 



 

 
 
 
 

5.12.2. Stock Ledger Reports 
 

The Stock Ledger Report is a detailed, item-wise record of all inventory transactions (inward 
and outward) across a given time period.  

⚫ Track historical inventory transactions per item 
⚫ Reconcile inventory balances with accounting records 
⚫ Support internal audits and stock investigations 
⚫ Provide transparency in warehouse operations 
⚫ Identify stock discrepancies and theft/loss patterns 
⚫ An email can also be sent to send these reports 

 

 



 

⚫ This report can be viewed by applying filters like period, items, location, store, stock 
type, doc. Type, status 

 

 
 
 
 
 
 
 
 
 

****************************END OF 
DOCUMENT*********************************** 
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