
Serenic Navigator Purchase Requisitions
Fully Integrated, Automatic Requisition Solution 

When it comes to the purchase requisition process, it’s important to be able to see 
the whole picture at a glance. No guessing, no surprises, no unnecessary hoops. 
You need an easy, transparent way to follow up on your purchase requisitions and 
to review the entire audit trail. 

The Serenic Navigator Purchase Requisitions solution empowers your organization to 
manage the procurement process with confi dence. Requisitions can go through an 
integrated approval process prior to automatically being sent to the purchasing staff. 
Purchase Requisitions is integrated with Navigator’s general ledger and its purchase 
orders, accounts payable, fi xed assets, inventory, project accounting and grant 
management functions.

The Complete Picture.

Serenic Navigator Purchase Requisitions gives you the complete picture, 
allowing you to:

 • Review the entire purchasing history of the requisition — Instantly see what  
  was originally ordered and how that may have changed as the transaction  
  moved through your process. 
  
 • Post approved requisitions to the general ledger as commitment entries —  
  Shows a clear picture of committed funds, ensuring you stay within budget.
 
 • Generate a single requisition with unlimited number of items and vendors —  
  Allows for one document to be completed, regardless of services, items, 
  vendors, or date the vendors are selected.
 
 • Create requisitions when the actual vendor is unknown — Lets staff members  
  choose the vendor, or allows you to suggest a vendor, if necessary.
 
 • Select inventory items from the inventory system — Makes sure that you  
  order the right items that are already in the system.
 
 • Use commodity codes — Simplifi es data entry and ensures appropriate 
  account entry.
 
 • Automatically generate purchase orders once requisitions are approved —  
  Avoids rekeying of data and associated errors.
 
 • Route requisitions to an appropriate purchasing agent — Maximizes the 
  purchasing agent’s insight into your organization’s procurement needs and  
  preferred vendors, capitalizes on your aggregate buying power, and avoids  
  the purchase of items already on order or in inventory. 
 
 • Review and address documents on the Internet via Outlook emails and/or  
  the Approval Processing Portal — Speeds up the process.

Our Complete 
Financial Suite 
Includes: 

Flagship Financial 
Management Product:

Navigator – designed for 
nonprofi ts, international NGO’s 
and the public sector.

Navigator Extended 
Product Suite:

AwardVision Plus
CommunityCare
Deposits and Loans 
DonorVision
Human Resources/Payroll 
MinistryView
Portals

Navigator Functional Areas:

Advanced Allocations
Budgeting/Forecasting
Fixed Assets
Core Financials
Inventory
Procurement
Sales Orders

Navigator Suite 
Key Product Features:

Multi-Currency
Multi-Language
Integrated Excel Report Writer
Financial Reporting
 Excel Consolidated 
 Export Tool
Workfl ow Management with 
 Approvals
Microsoft Offi ce Integration
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• Initiate and monitor the requisition’s status via the Internet, using the Purchase Requisition Portal — 
 Provides visibility to others in your organization.

How Does Serenic Navigator Purchase Requisitions Do All This?  
See For Yourself.

Q: Does Serenic Purchase Requisitions allow me to create and post approved requisitions?
A: Yes, and more. You can create and post approved requisitions as committed transactions in Navigator’s general   
 ledger. Commitments are a separate transaction type maintained in the general ledger that ensures real time   
 visibility in to the remaining available funds for reporting and budget checking.

Q: What options do I have in creating a single requisition?
A: Serenic Navigator Purchase Requisitions enables you to create a single requisition with an unlimited number of   
 items and an unlimited number of vendors, rather than requiring a separate requisition for each vendor. This   
 simplifies the procurement process because you only have to be concerned about entering the items needed,   
 without the ineffi ciency of multiple requisitions.

Q: Do I have to know the actual vendor to create a requisition?
A: No. Purchase Requisitions lets you create requisitions when the actual vendor is unknown, or you can request that  
 new vendors be added during processing. You aren’t required to enter the vendor. The purchasing department can  
 select an appropriate vendor or change the vendor during the approval process. In addition, if a new vendor needs  
 to be created, you can request a new vendor right on the requisition, and your purchasing department can make   
 the necessary additions to the system automatically.

Q: Does Serenic Purchase Requisitions accommodate fi xed asset purchases?
A: You can purchase fixed assets and automatically add new fixed assets to the fixed asset ledger. By entering the   
 fixed asset during the requisition process, the asset is set-up automatically for depreciation and inventory control. 
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Q: How does the commodity code process work with Purchase Requisitions?
A: Commodity codes eliminate the user’s need to know which account number, inventory item number, default order   
 quantities and/or purchase costs should be entered. Selecting a familiar commodity code will automatically enter   
 the default information related to the standard item to maintain uniform purchasing standards throughout the   
 organization – simplifying the purchasing process.

Q: How much fl exibility do I have in creating requisitions?
A: One purchase requisition, once approved, can generate an unlimited number of quotes, blanket purchase orders 
 or purchase orders. This gives you complete flexibility in handling your procurement process, regardless of your   
 needs.

Q: How is the audit trail impacted when I create requisitions for others?
A: You continue to maintain a complete and accurate audit trail if, for example, the offi ce clerk enters requisitions for   
 managers. Purchase requisitions automatically include the recipient’s name on the purchase order for delivery   
 instructions.

Q: How do I follow up on a purchase requisition?
A: With Serenic Purchase Requisitions, it’s easy to review the entire procurement history, including the requisition,   
 purchase order, receiving documents, invoices and check history. And, you can review the entire audit trail.
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Q: What options do I have in allocating expense distributions?
A: Plenty. You can allocate expense distributions across accounts and account dimensions by assigning one of 
 the fi ve different types of user-defi ned line allocations. This allows you to allocate standard purchases to 
 any permutation of GL accounts or funds, such as department, program, location, etc. Purchases can be a 
 predetermined percentage or an automatic calculation of percentage based on the fi nancial and statistical 
 data within Navigator. This eliminates the need to do math calculations in Microsoft Excel or other solutions 
 that would typically have to be manually entered as multiple lines of distributions. 

Q: What options does my purchasing department have after the requisition is approved?
A: After the requisition is approved, Purchase Requisitions lets your purchasing department determine how each 
 line of the requisition is to be processed:
  • Determine if the requested items will be purchased or filled from inventory 
  • Accept the vendor from the requisition or select another vendor
  • Create an individual purchase order for each vendor
  • Assign requests to existing purchase orders
  • Request quotes for specific items from multiple vendors
  • Assign lines to existing blanket orders or set up blanket purchase orders

Start benefi ting from the fully integrated, automatic Serenic Navigator Purchase Requisitions solution 
today. Call 877-737-3642 or visit www.serenic.com
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