
RequisitionPro

PRODUCT  BROCHURE

RequisitionPro:
Procurement,
connected.

Requisitions, approvals, budgets,

vendor quotes and purchase orders in

one workspace, built for African

businesses.

requisitionpro.com

A product of FinTraTech Ltd
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THE  PROBLEM

Purchasing shouldn’t run
on chat threads.

For many businesses, buying still means a

WhatsApp request, a photo of a quote and

a verbal “go ahead”.

Approvals and quotes scattered
across WhatsApp, email and paper.

Budget overruns discovered after
the money has gone.

No audit trail when someone asks
who approved what, and when.
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THE  SOLUT ION

One place to request,
approve, quote, order
and report.

Every request follows your approval route,

checks against budget, and leaves a

complete record.

Approvals that follow your rules,
not a chat group.

Budgets checked before money is
spent.

Approved requests become
purchase orders without re-typing.

requisitionpro.com
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GETT ING  STARTED

How to get on board

1 Sign up free at

requisitionpro.com

Enter your company details, choose

your subdomain (it’s permanent) and

create your admin account. Free

plan, no credit card.

2 Set up your company

Add your profile, currency, timezone

and tax rates in Company Settings.

requisitionpro.com



RequisitionPro 05

GETT ING  STARTED

Then you’re live

3 Invite your team

Add departments, invite staff as

Company Admin, Department Head

or User, and activate an approval

workflow.

4 Start requesting

Raise your first requisition. Once

approved, it becomes a purchase

order in one click.

requisitionpro.com
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DASHBOARD

Your procurement at a
glance

Summary cards and charts show

requisitions, value, approvals and

spending by department.

Pending approvals up front.

Spending by department, charted live.

Plan and credits on one screen.

requisitionpro.com
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COMPANY  SETUP

Set up your company
once

Profile, currency, timezone and tax rates

apply across requisitions, reports and POs.

Regional settings applied company-
wide.

VAT and tax rates flow into POs.

Your own address:
yourcompany.requisitionpro.com

requisitionpro.com
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DEPARTMENTS  &  STAFF

Mirror how you’re
organised

Add departments or cost centres, then

invite your team with clear roles.

Departments with their own members.

Three roles: Company Admin,
Department Head, User.

Invite one by one or in bulk.

requisitionpro.com
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BUDGET  MANAGEMENT

Control spend before it
happens

See allocated, committed and available

budget per department in real time.

Alerts at 75% and 90% of a budget.

Hard limits to stop overruns.

Filter by year, department and status.

requisitionpro.com
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APPROVAL  WORKFLOWS

Approvals that follow
your rules

Each department has its own workflow,

with steps assigned to a named person or

a role.

Per-department workflows: each step
is assigned to a named person or a role.

Multi-step chains, as many steps as
you need.

Active as soon as you switch it on.
requisitionpro.com
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CREAT ING  A  REQU IS IT ION

Raise a request in
minutes

A four-step form: details, items,

attachments, review. Totals calculate

automatically.

Auto-save as you go.

Attach quotes and specs, up to 10MB
each.

Save as draft or submit for approval.

requisitionpro.com
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TRACK ING  &  APPROVALS

Know where every
request stands

Approvers can approve, reject or request

changes, and every step is recorded.

Full trail: who approved, at which step,
when.

Send Reminder to a slow approver.

Export any requisition to PDF.

requisitionpro.com
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REQUEST  FOR  QUOTAT ION PAID  PLANS

Get competing quotes
before you buy

1 Describe

Items, closing date, department,

delivery.

2 Invite

Up to 25 vendors by private email

link, no login.

3 Quote

Vendors price each line and can

revise until the deadline.

4 Compare

Side by side, lowest highlighted,

currencies converted.

5 Award

The winner becomes a draft

requisition.

requisitionpro.com
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REQUEST  FOR  QUOTAT ION PAID  PLANS

Describe it once, invite
vendors

List what you need and invite vendors.

Each gets a private link; no account

needed.

Up to 25 vendors per RFQ.

Items lock once sent, so all quote the
same.

Track responses and resend links.

requisitionpro.com
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REQUEST  FOR  QUOTAT ION PAID  PLANS

Compare quotes side by
side

Every quote lined up, with the best offer

flagged automatically.

Lowest price per line and in total.

Fastest lead time highlighted.

Currencies converted for a fair
comparison.

requisitionpro.com
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REQUEST  FOR  QUOTAT ION PAID  PLANS

Award, then approve

Pick one vendor. The award creates a pre-

filled draft requisition for your normal

approvals.

Reason required if not the lowest
bidder.

Other vendors can be notified politely.

A permanent record of the decision.

requisitionpro.com
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VENDORS

One register for every
supplier

Categories, contacts and payment terms in

one list, linked to requests and orders.

Active and Verified status.

Categories and payment terms for
every supplier.

Select vendors on requisitions, RFQs
and POs.

requisitionpro.com
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PURCHASE  ORDERS

Approval to PO in one
step

Line items, quantities and vendor details

carry over from the approved requisition.

Automatic sequential numbering.

Track status from Draft to Completed.

Download as PDF or send to the vendor.
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ANALYT ICS

See where the money
goes

Spending trends, approval rates and

department breakdowns for any period.

Filter by period, department and user.

Compare with the previous period.

Export in one click.

requisitionpro.com
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REPORTS  &  EXPORTS

Reports, on schedule

Ready-made reports in PDF or Excel,

emailed to stakeholders automatically.

Seven report types, from summaries to
finance.

Scheduled daily, weekly, monthly or
quarterly.

Audit trail report for reviews.

requisitionpro.com
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AUDIT  LOGS

A record of everything

Every material action is logged with who

did it and when.

A record of who did what and when.

Filter by entity, action and date.

Export for auditors.

requisitionpro.com
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NOT IF ICAT IONS

Nobody left waiting

Requesters and approvers are told the

moment something needs them.

Approvals and rejections.

New submissions awaiting you.

Status changes as they happen.

requisitionpro.com



RequisitionPro 23

SUPPORT

Help when you need it

Short video tutorials in the app cover every

part of RequisitionPro.

Video tutorials inside the app.

Onboarding guide at
requisitionpro.com/onboarding

Email support@requisitionpro.com

requisitionpro.com
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WHY  REQU IS IT IONPRO

Control without the
paperwork

Built for African businesses: Naira
pricing and multi-currency support.

Approvals you can prove, with a full
trail behind every decision.

Better prices from competing
quotes, and secure two-factor sign-
in.

requisitionpro.com
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GET  STARTED

Start free at
requisitionpro.com

Free plan · No credit card

Set up in minutes

requisitionpro.com

Questions? support@requisitionpro.com

RequisitionPro is a product of FinTraTech Ltd.
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