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1) PR 
Path-Explorer->Day to day->Purchase->Indent 
 

a)Line item list 

 

 

 

 

 

Click c-hook to enter  information 
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b) PR modification 
Step 1- 
User must select search (Src Button) and then enter “dot+enter” then select document that you want to  view or modify (Modification 
option is accessable to users who have modification rights) 

 

 

 

Step 2- 

After selecting  of required document, the corresponding view will become accessible. Subsequent modification can be implemented as 

necessary 
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c)Item stock information  
 

While creating PR, right click menu option allows you to view the stock levels for all location after selecting an item code. 
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2) Purchase enquiry 
 

Path-Explorer->Day to day->Purchase->enquiry(RFQ) 
 
Enquiry 1 

 

 

 

Enquiry 2

 

 

 

 

 

 

 

 

 

 



SOP for Purchase 

3) Purchase quotation  

(Path-Explorer->Day to day->Purchase->quotation) 

 

Quoatation 1 

 

 
 
 
Quotation 2 
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Purchase quotation comparison 
Path-Reports->inventory->purchase->vendor quote comparison 
 
 

Quotation Selection criteria- 
 

 

 

 

Quotation Report 
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4)PO (Purchase Order) 
Path-Explorer->Day to day->Purchase->Order 
 

a) Select correct city at business location 

 
 

b) (Click c-hook to enter asset information) 

 

 
c)Select item code on line level (to select PR at line level, system will show pending PR details) 
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d)Tax component value inputs 

 

After reaching the discount field, press “function +F9” or F9 to open Tax Percentage window.  
Notes: - 
-Transaction Type: Select the correct transaction type from the available options.  
-Lum Sum Amount: If selecting Lum- sum Amount option its compulsory to tick/check the ‘lump sum amount edible at GIN’ 
and ensure max Lumpsum Amt shall be entered. 
- please ensure that other than Discount component do not use Percentage Type, use only Rate per unit or Lumpsum 
Amount 
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e) System will calculate GST automatically 

 

 

f) Po Amendment 

Path-Explorer->Day to day->Purchase->order->amendment->normal 
 

To Amend information , you must first select ‘ADD’ button. You can proceed to make the desired changes. If you select 
‘Search’ button first , you will only able to view information and will not have the option to amned 
 
Notes- 
 1 Rate and quantity can be amended, however if PO is raised against PR then qty amendment is restricted to PR qty  
 2 User can also select close item option if he wants to close any item from PO 
 3 Provision to add line item in PO is also available through amendment Path-Explorer->Day to day->Purchase->order-
>amendment->normal(add item) 
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5)GRN 
Path-Explorer->Day to day->store+Q/c->receipt->party DC->GRN/MRN 
 

1)First select add button 
2)Select  ‘c ‘ in party to enter code and desired party will be  available(or you can select other option like select ‘p’ direct 
party option) 
3)There are 3 GRN type :- 
a)normal for regular GRN 
b)sample(no GST payable) for FOC material 
c)not to be used 
 
 

 

 

 

b)Select correct city at business location 
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c)After selecting /supplier on Ord field system will pop-up  pending order for selected supplier, user has to select proper 

order

 

 

d)After selecting PO user can put itemwise receipt qty. 

 

 
D-hook to enter asset information 
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6) GRN inspection  
 
Path-Explorer->Day to day->store+Q/c->receipt->party DC->inspection 
 
While filling line details take care of following things: - 
1)Received qty (user should input actual received qty) 
2)Inspection date (if inspection date is updated then only stock levels are updated) 
  

 

 
 
b) Under bin detail tab enter proper machine code 
 

 

 
 
 
c)Modification-  
 
Follow steps as per PR modification 
Note: - 
1.Once bill is passed against the selected GRN then system will not allow to modify the document 
2. If stock level is going in negative then also system will not allow to modify the document. 
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7)Cash Purchases (DCR) 
 
Select correct series to proceed  

 
 
 
-Select a party by entering dot +enter in the blank coloum in front of the party. The party names should be selected from 
the ‘Pick Party ‘ table 
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Select Petty Cash option (CB coloum) 

 
 
 
Give refrence no(Ref no coloum) its mandatory and click ok and ignore import button and go to next step  
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Select proper Location (Loc coloum) 

 
 
 

 
 
Fill correct data (site code and asset code) atfter slecting C-hook and fill all required data in line coloum 
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8)Cash Purchase 
Follow standard steps of cash purchase (DCR) and proceed with following additionally steps 
-Add Ref date 
-Select proper code after advancing to other option 
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9)Issue 
Path-Explorer->Day to day->store + Q/c->issue->production->warehouse->requisition & consumption 
 
 

a) Select series properly 

 

 

 

b) Site code selection 

Select proper site location 
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c)Machine code selection  
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10)Service Order 

Path->
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Line item 
-Select Indent in Po Type                                  -Select correct location  
-Select correct Party code                                -Fill C-hook details properly 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SOP for Purchase 

11)Purchase bill passing 
Path-Explorer->Day to day->purchase->receipt bill->process 

 

 

 

 

 

b) Purchase bill account posting 
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12)Bank payment to vendor 
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