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CHAPTER 1
STORE INVENTORY SOP FLOW CHART




1. Store Inventory SOP Flow Chart
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CHAPTER 2
WAPDA ERP INSTALLATION
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2. WAPDA ERP Installation

To access Store Inventory System, User must have installed WAPDA ERP application on the
computer (one-time Job).
To Install WAPDA ERP, users are advised to visit: https://gmfp.wapda.gov.pk/ERPSystem

& gmfp.wapda.gov.pk/ERPSystem

ERP System SOPs IT Support Cell Our Team

ERP
SYSTEM

Crysf port Runtime 13.0.8
» Download Crystal Report

» Download Access DB Engine (For Fund Directorate Users Only)

"
ﬁ DOWNLOAD |
Version 1.0.28
Dated: 04-09-2020

Mg

%:‘4“\ How to use new user roles of Store Inventory Module... Click here to learn
S

ALL RIGHTS RESERVED - © 2020 WAPDA powered by IT Section GMFP WAPDA

Picture 01 (Image of Webpage to Download WAPDA ERP setup)

The webpage also contains instructions for installation i.e., Hardware and Software
Requirements and for WAPDA ERP System setup users click over the download, as shown in the
picture 01, and then install it.

Once WAPDA ERP setup is successfully installed then @ the desktop of computer the WAPDA
ERP icon appears as shown in Picture 02.
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Picture 02 (WAPDA ERP icon)


https://gmfp.wapda.gov.pk/ERPSystem
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Store Inventory System generates various reports. Users are also advised to also install Crystal
Reports. The webpage, as show in the Picture 03, contains the link to download crystal report
necessary for Store Inventory System.

& gmfpwapda.gov.pk/ERPSystem

[LAHEUE SOPs | IT Support Cell | Our Team

ERP
SYSTEM

em Includes: General Ledger, Store Inventon)

d Payroll Modules of ERP System.

em’s minimum Hardware and Softy uirements:
Hardware Requirements Software Requirements
1Gi iz) or faster 64-bit (x64)

Minimum 2 GB RAM Crystal Report Runtime 13.0.8

Minimum 512 GB Hard Disk Download Crystal Report

Craphics card: IREFmEE Connection in ca5& of (WANj sar » Download Access DB Engine (For Fund Directorate Users Only)

Version 1.0.28
Dated: 04-09-2020

vt

ﬁa“‘ How to use new user roles of Store Inventory Module... Click here to learn
N

AL RIGHTS RESERVED - © 2020 WAPDA powered by IT Section GMFP WAPDA

Picture 03 (Download Crystal Report)

When a user opens WAPDA ERP application by using icon placed at windows desktop, as shown
in Picture 02, three modules of WAPDA ERP namely will be shown at left side of the application
i.e., General Ledger (GL), Store Inventory and Payroll as shown in Picture 04.

Welcome to WAPDA ERP (WAN Application) (O)

@ 3 & Kl
General Ledger (GL)

Store Inventory @ O
Payroll '

Notifications (4)

Contact Us |
I
|

Developed By: GMFP IT Section

Picture 04 (WAPDA ERP Modules)
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Concerned user will select the related module from the panel. Store Inventory user will click on
Store Inventory to access this Module from WAPDA ERP.

First time user will be asked to generate the code after selecting relevant Store Inventory Office.
Code Generation is necessary to complete the first-time installation of WAPDA ERP in system or
on any computer where new Windows was just installed.

When user clicks on the Generate code, as shown in the Picture 05 timer will start for 03 hours.
User must contact system administrator to get the code in the meantime and put the valid code
complete installation.

™ Add Mew Store *

Store Project:

Tarbela 4th Ext.

Contact Administrator for Authorization Code:

02:59:53

* Code is valid for 3 Hours.. n m

Picture 05 (Code Generation and Time Duration)

Above Picture 05, shows the start of timer set to 03 hours. User will have to contact System
Administrator to get the code and click OK within due time otherwise code will be expired.

Once this is done, relevant Store Office will be installed and user can then proceed to open and
use the Store Inventory System.
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CHAPTER 3
OBIJECTIVE
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Objective

This SOP is aimed at to provide basic guidelines in a simplest way to users for performing
operations of Store Inventory System effectively.
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CHAPTER 4
DEFINITION OF USER LEVELS
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Definition of User Levels
There are three user levels defined for each office:

4.1. Data Entry Level

a. Data Entry will be done by following:
= Store Keepers OR Value Ledger Keepers OR Account Assistants (In case no

Store Keeper posted in relevant formation) OR any other official deputed /
nominated by formation head.

b. Users of this group are restricted to make data entry only.

c. They can INSERT, UPDATE, DELETE their data.

d. They can create item codes of 10 digits from 6-digit level code.

Drata Eniry Level User
Operations

' Import COA from ; .
[tem Master File GL to Store Transaction Types

SME Local | | SME Foreign MRS SEN MTHN-IN || MTN-OUT SR3 ‘ RAMN ‘ AN

(Flow Chart of Data Entry Level User Operations)



4.1.1. Data Entry Level User Operations
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Data Entry users will create Item Codes (If already not created) in Item Master File as shown

in (Picture 06).

1
=3

— -
= | |

S

vy

S

Save Cancel Exit

New ¥

= 1-ITEM CATALOGE ltem Code

;_

UoM

Description

[#- 05 - Consumeable Store

‘ |Star Detta Starter U/S | ‘Number

~

10 - Spare Parts
- 20 - Store &t Site
25 - Loose Tools
- 30 - T&P items A/C Code

[=)- 35 - Scrap/Unserviceable Materials Specification

Expense Account
Repairs and Maint. G/P Assets- Tools & Plants - 6320

Status

- 3505 - Blectrical |
=- 350503 - Electrical Misc Scrap

| |Ac‘tive

)01 - Star Delta Starter U/S

Old Code

Sub Store

ltem Type

- Module (D.G Set) Old

[sm 234

w | |Purchase ttems v |

i~ 3505030003 - H.T Compound
- 3505030004 - FREQ/Amp MW/ Mete
- 3505030005 - PTCL V. Wire Less old
-~ 3505030006 - Computer Set Old
3505030007 - Generator Booster U/S
- 3505030008 - Window AC Un/Servic
i 3505030009 - Oven (Blectric) Un/Ser

- 3510 - Switchgears

£)- 3515 - Mechanical

- 3520-P &1

- 3522-C &1

- 3525 - Civil

- 3530 - Cil & Lubricants

IEIE_T 9O

w
>

Main  Inventory Levels

Warehouse Inventory Level Locations  Search

Picture 06 (Item Master File)

Item Coding Structure:

The item code in Store Inventory comprises of ten numeric digits and four segments.

The segments are

1. Group level — 2 digits

2. Control level / Sub Group Level —
3. Sub Control level — 6 digits

4. Subsidiary item level- 10 digits

Item Master File:

XX
4 digits XXXX
XXXXXX

XXXXXXXXXX

Iltem Master File is used to enter following information of an Item:

10-digit Item Code

Item Description

Unit of measurement

Iltem Specification

Item Status (Active/In-Active)

Old Code

Item Type (Purchase Item / Left Over)
Inventory Level and Location of Item

S 0 Q0 oo
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Import GL Chart of Account in Store:

As Store Inventory System is part of ERP System; therefore, it will be closely coordinated with GL
Module. Chart of account from GL Module which contains supplier, IOT & chargeable expense codes
will be imported into Store Inventory System, time to time.

The steps to import Chart of account from GL Module to Store Inventory System: (Picture 07)

e  First step is to Import COA for Store from GL Module. Go to “System Activities” -> “Data
Synchronization” ->“Import COA for Store” and click “Ok”.

e When success message is appeared, go to “System Activities” -> “Data Synchronization” ->
“Supplier Codes” and click “Ok”. This process will synchronize the suppliers from GL Module &
Store Module.

PAKISTAN WAPDA - Power Wing
File Profile  Transactions Stock Reports Purchase Reports Consumption Reports Analytical Reports

-

| Voucher Generation >

| Data Synchronization bﬁ)n COA for Store |
~ wlier Codes

Data Entry
List

>
>
Reports >
| System Activities  »

Store - Import COA for Store H

Import COA for Store

OK))(

Store - Supplier Codes Ex

Supplier Codes

Picture 07 (Import COA for Store)

e Once above process completed, it will be synchronized chart of account codes of GL Module
with Store Inventory System.
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Store Transaction Types:

After opening Item codes, synchronizing GL Chart of Account codes, data entry user will
create a Store Transaction Document by clicking any one transaction as shown below in

Picture 08.

Data Entry 4 Initial Setup 3

List 4 Master File 3

S e s
System Activities  » Store Measuring Book (Fereign)

em

y
Manager

Material Requisition Slip
Store Return Note

Material Transfer Note - OUT
Material Transfer Note - IN
Store Return Slip

Receipt Adjustment Mote

Issue Adjustment Note

Picture 08 (Transaction Documents)

After clicking any of above document shown in Picture 08, will open Transaction Documents
screen, e.g., as shown below in Pictures 8.1 to 8.9.

a. Store Measuring Book (Local)
= This document is used to record store local purchases / receipts of items
which are purchased from local suppliers.

Store- StoreMessuringBook (Lol @\

Period

Save Cancel |Preview Print | Post Find Refresh Exit

P4 ot | b M| New X
W 58

Pearl

=

——

Store Mea

O

Supplier

4

arehoL Document No.  Document Date

January 2021 | |MainStore AKB ~ @1/01/2021 w |451JSZDDDD1 - Shaheen Construction Company w | O
PO No. PO Date IGP Mo IGP Date GST Amount Freight/Cther Total Value
[ Jovonsw « [ ez v 0.0 | 0.00] | 000 &
Remarks GST Account
| | 2630400010 - Receivable GST-on Purchases w
X ftem Code Description LIOM ggl, Quantity Rate Value Freight /Other  Total Value
U |[x | (EEEEE | Capacitor Number |~ 0 .9 ("] .9 0.00 0.00

Show By Saius |UnPosted Total em Value:
To

Picture 8.1 (SMB Local Document)
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b. Store Measuring Book (Foreign)

C.

This document is used to record store foreign purchases / receipts of items
which are purchased from foreign suppliers.

Store Measuring

Save Cancel | Preview Prnt | Post Find Refresh Exit

P4 <\of1|> M| b New X ‘O

P e arl
= =
=

s,

Period Warehouse Document No.  Document Date  Supplier

January 2021 | | MainStore AKB “ [ 0l ®sm/2021 - | 2235450001 - Prepayments Foreign Material CRRK ~]O0

PO No. PO Date IGP No IGP Date Curency Conversion Rate  GST Amount Freight

[ Jomnse @- [ ] 19012021~ [USDOLLAR ] 0.0000] & 0.00] [ 0.00

Total Amount FC Total Amourt PKR Total Duties Remarks GST Account

[ 0.00[ & 0.00[ & 0.00] | | | 2630400010 - Receivable GST-on Purchases ~

Bal Rate
X tem Code Description uom Gty Quantity PKR Value Rate FC Freight Duties/Others  Tc

]'.. ‘Capadior INmba |V| ﬂ| D°| 00| Uu| DU| 0.00

< >
0.00

Show By Status  UnPosted Total tem Value
Total Freight 0.00
Total Duties/Others 0.00
Total Value 0.00

Picture 8.2 (SMB Foreign Document)

Material Requisition Slip
This document is used to record issuance of items to different
departments/offices of relevant formation.

: Save Cancel | Preview Print | Post Find Refresh Exit

P4 et b M [ New X U o o
D No. D Dat De

Period Warehouse 5 e
January 2021 | | MainStore AKB o Novor221 @ [01- Accourts “|O0
Request Pupose Remeﬂ Date blue L'_He 7
[ | ovors0 v 1m0t @
Desciption uom o (M | Rete Value Work Area _
Capacitor Number v 0 [X) 0.9 93150.00 0.8 [Unt 201 .

< >4
Show By Status  UnPosted Total Required Gty 0.00%
Tota lssue Gy 000

Picture 8.3 (MRS Document)



d. Store Return Note
= This document is used to record return of new items to store, which were

previously issued on MRS.

Save Cancel | Preview Print | Post Find Refresh Exit
bt
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i 10 4 [T of1 [ b bl | New X 0 0
Peiod  Warshouse Document No.  Document Date D
\anuary 2021 || MainStore AKB S o201 @ [01- Accounts v]
Retum Reason M.R.S No
X tem Code Description UoM By ggwmd Rate Value

<!

Show By Status  UnPosted

To P
Tooe Gy

Picture 8.4 (SRN Document)

e. Material Transfer Note — OUT

=  This document is used to record transfer of items to another warehouse.

Save Cancel | Preview Print | Post Find Refresh Exit

GG 4 Jott | » M| e New X

Peiod|  Warhouse,
| January 2021 + | | MainStore AKB
Gate Pass No Gate Pass Date Indentee

Document No.  Document Date

To Office

“[ 0 ovowz02t | [0105100010- Lands

Indentor

010171900 B~ [

Bal. Gty

Show By Status | UnPosted

T

Tty

Picture 8.5 (MTN-OUT Document)
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f. Material Transfer Note — IN

This document is used to record received items from another warehouse.

Save Cancel | Preview Print | Post Find Refresh Exit

P et | » b | New X G
i Wi 5E

Period arehou: D No. D Date  From Office
January 2021 s | MainStore AKB ~ 0 ESVDVZOZ‘I ~ |D1D51[l]]10-Land5 v| |
Gate Pass No Gate Pass Date Indk Indentor
I I
¥ ltem Code Description LoM Bal Gty e{;—:ueﬁed QRTY ived Rate Walue
u Capacitor Number w 1] 0.9 09 0.9 09

=

O Toa 0T et
Tog 0T Aot

Picture 8.6 (MTN-IN Document)

g. Store Return Slip

This document is used to record return of scrape material to store.

Save Cancel | Preview Print | Post Find Refresh Exit

M 4 \on[» Pl | 4= New X 0 O

Period Warehouse D No.  Document Date D

January 2021 ~ | | MainStore AKB @/01/2021 @~ | [01- Accounts w“

Retum Reason MR.S No.

[ ] |

X kemCode 4 Description UOM BalGy 9 s q&;:eated Rate Value |
||l P | [~] 0 0.9 0.8 93150.89 o.q

< § >

o By S Pomcs | T —
T ——
Net Total L 0.0y

Picture 8.7 (SRS Document)



h. Receipt Adjustment Note
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This document is used to make adjustment/correction in item receipts entry.

earl

R P

—

Save Cancel | Preview Print | Post Find Refresh Exit

AR \l:]oﬂ\b M |k New X

<

Document No.  Document Date

Period Warehouse L :
|January 2021 ~ | | MainStore AKB A e @
Remarks
Bl x| temCode | Description oM gf'y Bal. Value Quantty Rate Value ch
O r—

7l

Show By Status | UnPosted

Value

i. Issue Adjustment Note

Picture 8.8 (Receipt Adjustment Note Document)

This document is used to make adjustment/correction in item issuance entry.

: Save Cancel | Preview Print | Post Find Refresh Exit

P et b |4 New X

nougm DouomemDm

Period - Warehouse
January 2021 || MainStore AKB 01/01/2021 v
Remarks
X ttem Code Description UOM (B}td; Bal. Value Quantity Rate Value
= X 1 Capacitor Number v 0 0.00 0.00 93150.00 0.00 |63

<

v |

Show By Status | UnPosted

Picture 8.9 (Issue Adjustment Note Document)



Page |20

Data Entry user will prepare transaction document and take printouts of the store document and
will hand over to Data Posting Level user (i.e., Store Officer/In-charge/Manager) for review and

check the correctness of the document.

They can also edit/delete the document if directed by Store Officer/In-charge/Manager.
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4.2. Data Posting Level

a. Data Posting will be done by following:
= Store Managers OR Store Supervisor OR Store Officers OR any other
officer designated in-charge of Store nominated by competent authority.
b. Users of this group are restricted to make data posting only (This will not include
verification of document).
c. They can View Reports.

Data Posfing Level User
Operations

Check Documents Post Documents View Reports

Check dates, Item

Qty, Rates and
Values

(Flow Chart of Data Posting Level User Operations)
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4.2.1. Data Posting Level User Operations

Data Posting Level user will review and check the correctness of document on following

accounts:

i. Proper items added against Purchase order.

ii. Quantity, Rate & Value are correct and matched according to purchase order.

iii. Proper date has been applied.

If Data Posting Level user finds out any mistake which need any change in document, he will
direct the concerned entry level user of store to INSERT/UPDATE/DELETE the document

accordingly.

After doing the desired changes he will take a fresh updated print-outs and produce again to
Data Posting Level user for confirmation who will sign these printouts after checking.

Once Correctness of data entry is confirmed, the Data Posting level user will post the
document by clicking “Post” button, and then click “OK” button. (Picture 09)

’\‘ Store Measuring Bm_

ind Refresh Exit

Save Cancel | Preview Print

1 of 1 ew X

Period Store - Post Document n

MNovember 2020 wration Pvt: Ltd: Lahore ~

PO No. Post Document

Admn/E-67/2342 q

Remarks ]

Nl 0K 4 ration Pvt: Ltd: Lahore -
X hkem Code Freight/Other  Total Value

] 0565010006 0.00 89760.00

X | 0565010003 Lribmmlize ELANL 0.00 20000.00
% | 0565010004 Process Date [E0/11/2020 0.00 32500.00
X || 0565010005 0.00 22400.00
Show By Status Total tem Value

Total Freight/Cther __C 00
Total Value __1 64,660.00

Picture 09 (Store Document Posting)
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4.3. Data Verification Level

a. Data Verification will be done by following:
= Accounts Officer OR Assistant Manager A&F OR Dy. Manager A&F.
b. Users of this group are restricted to data verification.
Data Verification includes following tasks:
= Update following Account Codes after posting of a document:
o Supplier Account Code
o GST Account Code
o Expense / Chargeable Account Code
o 10T Account Code
= Upon verification of documents i.e. (SMB Local/Foreign, SRN, SRS, MTN-IN,
MTN-OUT, Issue/Receipt Adjustment) Store Vouchers for General Ledger
Module will be generated automatically.
= Consumption Voucher against MRS documents will be generated at month end in
GL Module.

Data Verification Level
User Operations

Consumption FPeriod/Month

Check Documents Verify Documents e Closing

—

-
Check Chart of

Account Codes, GL Vouchers
update codes if Generated after
correction Verification
required

(Flow Chart of Data Verification Level User Operations)
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4.3.1. Data Verification Level User Operations

Once a document is posted by Store Manager/In-charge, that document will be available for
Verification by User of Accounts Section.

User of Accounts Section, will login to Store Inventory System, and will go to Store Document
Screen and will do verification of documents on following points:

i. Supplier code is valid, if not they can update it.
ii. GST code is valid, if not they can update it.
iii. Chargeable expense code is valid, if not they can update it.

iv. 10T code for Material Transfer Note (IN/OUT) documents are valid, if not they can
update it.

Once verification of document is confirmed, user can click on “Verify” button, to verify the
document. (Picture 10)

As soon as successful verification message appears, it will generate relevant voucher in
General Ledger Module of ERP System.

Store Mea

Warehouse Document No.  Document Date  Supplier
Main Store Chashma v 10173] [17/11/2020 | [2210802683 - Muhammad Abid Tumer. ™
. PO Date IGP No IGP Date GST Amount  Freight/Other  Total Value
[N |[17/11/2020 ] [nid | [17/11/2020 ] 000] | 0.00] [ 20,000.00)
Remarks GST Account
[ni || 2630100010 - Receivable GST-GOVT. v
ltem Code Description uoMm gf:, Quantity Rate Value Freight/Other  Total Value

Araldite

Show By Status Total kem Value 20.000.00]
T
Total Value 20,000.00)

Picture 10 (Store Document Verification)
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Following vouchers for General Ledger Module can generated from Store Inventory System:

Store Inventory Document

Name of Voucher in GL Module

Generation Method

Store Measuring Book — Local

Store Purchase Voucher

Document Verification

Store Measuring Book — Foreign

Store Foreign Purchase Voucher

Document Verification

Material Requisition Slip

Store Consumption Voucher

Exported at Month End

Store Return Slip

Store Return Slip Voucher

Document Verification

Material Transfer Note — IN

Store Transfer In Voucher

Document Verification

Material Transfer Note — OUT

Store Transfer Out Voucher

Document Verification

Store Return Note

Store Return Voucher

Document Verification

Receipt Adjustment Note

Store Receipt Adjustment Voucher

Document Verification

Issue Adjustment Note

Store Issue Adjustment Voucher

Document Verification

For Material Requisition Slip (MRS) documents, one Consumption voucher is generated, and
it will be generated at every month end, by clicking “Voucher Generation” -> “Store
Consumption Voucher for GL” -> Select “Month” and Click “OK”". (Picture 11)

PAKISTAN WAPDA - Power Wing

File  Profile Transactions Stock Reports

Purchase Reports ~ Consumption Reports

Analytical Reports

Data Entry >
List >
Reports >

b\'ATER AND P

System Activities > |

Voucher Generation » |

Store Consumption Voucher for GL ”

Data Synchronization  »

Store Consumption Voucher for GL

O

Periods

November 2020 ~

Picture 11 (Store Consumption Voucher Generation)
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Period / Month Closing:

Data Verification level users are authorized to close the month or period of the Store
Inventory System, they cannot open the period or month after closing it, so it is important to
check the following steps before closing the desired period or month.

i. Verify all the data of the Month and ensure that no more documents are left to verify
in the concerned month. The steps to close the month/period are shown below in
Picture 13:

e Go to system manager then click on “Financial Year Setup” then click on
“Financial Period”, after clicking on “Financial Period” a new window will open
showing “Year Code” and Months of the Year with status. Select the desired Year
code and then select the month.

PAKISTAN WAPDA - Power Wing
File

WATER ANI

<
|E User Setup 3
. E Financial Year Setup 3 |§ Financial Year
E System Setup » ﬁ Financial Period
E Change Password
E Company Configuration

Pearl
l_‘,E = Financial P

Save Cancel || Exit

Year Code [2016-2017] -

X PeiodCode  Penod Desciption Diate From Date To Jhore
o1 JULY 2016 01/07/2016 3072006 [Open |
x| 02 AUGUST 2016 01/08/2016 302006 |Open |
x| 03 SEPTEMBER 2016 01/09/2016 W26 |Open |
x| 0 OCTOBER 2016 0171072016 2006 |Open v
x| 05 NOVEMEER 2016 0171172016 W6 |Open |
x| 06 DECEMBER 2016 01/12/2016 3127206 |Open |
x |07 JANUARY 2017 01012017 VT |Open |
x| 08 FEBRUARY 2017 01/02/2017 WAV |Open v
x| 0 MARCH 2017 01/03/2017 3032017 |open |~
x| 10 APRIL 2017 01/04/2017 W17 |Open |
x| 1 MAY 2017 01/05/2017 IS217 |Open |
x |12 JUNE 2017 01/06/2017 W27 |Open |

Picture 12 (Financial Period Month Closing)

ii. In “Store Status” select the “close” option of the required month and then click on
“save” button and “Exit” the window. This process will close the month and no
changes can be made in the closed month. The status of opening and closing of
month will be shown on store documents print out.
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CHAPTERS
STORE REPORTING
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5. Store Reporting

Store Reporting will be available to following user levels:

1. Data Posting Level Users
2. Data Verification Level Users
3. Reporting Users OR Managers

Following types of reports available in Store Inventory System:
1. Stock Reports (Picture 12)
2. Purchase Reports (Picture 13)
3. Consumption Reports (Picture 14)
4. Analytical Reports (Picture 15)

5. Document Printout (Picture 16)

PAKISTAN WAPDA - Power Wing
File  Profile  Transactions  Stock Reports  Purchase Reports  Consumption Reports  Analytical Reports

Data Entry b

List »

Reports F ”W”W‘

System Activities  » Purchase Reports » Stock Activity Summary — Oty (Main Group)
Consumption Reports » Stock Activity Summary — Oty (Control)
Analytical Report r Stock Activity Summary — Gty (Sub Control)
Document Printout 4 Stock Activity Summary — Oty (ltem)

Stock Activity Surmmary — Value (Main Group)
Stock Activity Summary — Value (Control)
Stock Activity Summary — Value (Sub Control)
Stock Activity Surmmary — Value (tem)
Available Inventory

Stock Valuation Report

Stock Taking Sheet

Stock Verification Report

Picture 13 (Stock Reports)
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7 PAKISTAN WAPDA - Power Wing
File  Setup Profile Transactions  Stock Reports  Purchase Reports  Ceonsumption Reports  Analytical Reports

Data Entry 3
ER— AND POWE
Reports 4 | Stock Reports [
System Activities  » | Purchase Reports » | Purchase Journal GRM wise Foreign | f G =
Consumption Reports » Purchase Journal GRM wise Local
Analytical Report r Supplier wise — ltem wise Purchase Report
Document Printout 4 Supplier wise — Iltem wise Purchase Summary

[tern wise - Supplier wise Purchase Report

Itern wise - Supplier wise Purchase Summary

Picture 14 (Purchase Reports)

S PAKISTAN WAPDA - Power Wing
File  Setup  Profile  Transactions  Stock Reports  Purchase Reports  Consumption Reports Analytical Reports

Data Entry 4
EE— AND POW
Reports 4 | Stock Reports 14
System Actraties Purchase Reports 3 Office OF
| Consumption Reports  » | Consumption Summary — Expense Head wise
Analytical Report » Consumption Report - Expense Head wise
Document Printout » Consumption Summary - Department Wise

Consumption Report - Department Wise
Consumption Summary — Work Area wise

Consumption Report - Work Area wise

Picture 15 (Consumption Reports)
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T PAKISTAN WAPDA - Power Wing
File  Setup  Profile  Transactions  Stock Reports  Purchase Reports  Consumption Reports Analytical Reports

Data Entry 2
CE— AND POW,
Reports r | Stock Reports 3
System Activities  » Purchase Reports » Office OF C
Consumption Reports »
| Analytical Report 2 Reorder List |
Document Printout 2 Aging Report Issue

Aging Report Receipt

ABC Analysis - Stock Value Sequence

ABC Analysis - Consumption Value Sequence
User Log Time IN/OUT Report

Picture 16 (Analytical Reports)

5 PAKISTAM WAPDA - Power Wing
File  Setup  Profile Transactions  Stock Reports  Purchase Reports  Consumption Reports  Analytical Reports

) Data Entry 3
- . AND P«
‘ Reports r Stock Reports >
System Activities  » Purchase Reports (3 Offl ce
Consumption Reports »
Analytical Report >
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CHAPTER 6
IMPORTANT NOTES
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6. Important Notes

6.1.

6.2.

6.3.

6.4.

6.5.

6.6.

6.7.

6.8.

6.9.

END NOTE:

Capital assets like plant & machinery, equipment, vehicles, computers and furniture &
fixture etc. received are recorded in the fixed asset register and not routed through the
store.

POL of transport vehicles is monitored through vehicle log book and receipt and
consumption of the same is not routed through the store.

Office supplies including stationery etc. shall not be routed through stores and no entry
in this regard to be made in Store Inventory System.

All other material (petty or bulk) purchased for power house including POL for
operational vehicles i.e., tractor, truck, dumper, fork lifter etc is to be routed through the
store.

Every store transaction should be made in appropriate month only (i.e., SMB of
November 2020 is to be entered in Month of November 2020) and month is to be closed
before starting entry of next month.

A Store Inventory Document will be in Draft Mode at Data Entry and Data Posting Level,
while WAPDA Logo and authentication of Document will be only after Verification by
Accounts Section.

Accounts Section should ensure to close their respective months before 10*" of every
month and submit record to supervisory offices accordingly.

The office of GM Hydel operation Lahore will be responsible to develop and maintain the
unique “group level” and main “control level” stock codes to keep uniformity in stock
coding throughout WAPDA Hydroelectric formations.

The designated store officer of the respective hydroelectric formation will be responsible
to develop a unique item code for “Sub Control level” & “Subsidiary item level” codes
within the logical sequence of group and main control level stock codes developed by
office of GM Hydel operation.

This document should be considered as a SOP, for operations of Store Inventory System.

Contact for any query:

e Dy. Director (P/SA)
In-charge IT Section
o/o G.M.Finance (Power), 324 -Wapda House, Lahore.
Email: itpower@wapda.gov.pk

Ph. # 04-99203342 OR 042-99202211 Ext. # 2324

e  Assistant Director (P/SA)-II
System Administrator
o/o G.M.Finance (Power), B-57 Wapda House, Lahore.
Email: adpsawapda@gmail.com

Ph. # 04-99203365 OR 042-99202211 Ext. # 3157


itpower@wapda.gov.pk
mailto:adpsawapda@gmail.com

