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.

requisitionpro.com
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THE SOLUTION

One place torequest,
approve, quote, order
andreport.

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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GETTING STARTED

How to getonboard

Signup free at
requisitionpro.com

Enter your company details, choose
your subdomain (it's permanent) and
create your admin account. Free
plan, no credit card.

a Set up your company
Add your profile, currency, timezone

and tax rates in Company Settings.

requisitionpro.com
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GETTING STARTED

Thenyou’relive

a Invite your team

Add departments, invite staff as
Company Admin, Department Head
or User, and activate an approval
workflow.

° Startrequesting
Raise your first requisition. Once

approved, it becomes a purchase
order in one click.

requisitionpro.com
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DASHBOARD

Your procurement ata
glance

Summary cards and charts show
requisitions, value, approvals and
spending by department.

tal Requisitions Tatal Value
u 15 + Mow B N1,767,000.00 * New
¥ I~

Subscription & Credits | Current Plan: Starter acmve
Flan ends in 25 days (7 Oct 7 b i

Total Available (5 Monthly Credits =)

13 100

= 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.

Company Infermation m

Company Name * Legal Name

= 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.

nnnnnnn

— Departments with their own members.

= Three roles: Company Admin,
Department Head, User.

— Invite one by one or in bulk.

requisitionpro.com



R?P RequisitionPro

BUDGET MANAGEMENT

Control spend before it
happens

See allocated, committed and available
budget per department in real time.

3 N1,400,000.00 N730,000.00

= 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
arole.

Workflow Name

Finance Two-5tep Demao Approval

Description

Dems two-step approval workflow for Finance.

Departmant *

Finance

Active [enable this werkflow]

Approval Steps

Finance Department Head
9 I
ALL

Company Admin Reviaw
B bye

= 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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CREATING A REQUISITION

Raise arequestin
minutes

A four-step form: details, items,
attachments, review. Totals calculate
automatically.

Create New Requisition

Fill out the form below to creste & new requisition request

o Basic Info Ttams 3 | Abtschements

« Back

Basic Information

Requisition Title * Category *
Office Supplies
Department * Priority *
General Medium
Select which department this requisition is for

Required Date

v 4o you need this requisition tulftiled?

Description

= Auto-save as you go.

= Attach quotes and specs, up to TOMB
each.

— Save as draft or submit for approval.

requisitionpro.com
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TRACKING & APPROVALS

Know where every
request stands

Approvers can approve, reject or request
changes, and every step is recorded.

Basic informaton ~ seesou VED Procurement — Admin
then Head

Complene
Tatal Amaunt
W12,000.00

300t 2026

Pritilar papei nesded Tor office sparations.

= 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 QUOTATION

Get competing quotes
before you buy

a Describe

Items, closing date, department,
delivery.

a Invite

Up to 25 vendors by private email
link, no login.

Quote

Vendors price each line and can
revise until the deadline.

a Compare

Side by side, lowest highlighted,
currencies converted.

Award

The winner becomes a draft
requisition.

requisitionpro.com
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REQUEST FOR QUOTATION

Describe it once, invite
vendors

List what you need and invite vendors.
Each gets a private link; no account
needed.

Title
Office Laptops & Accessories - Q4
Descrigtion

Q4 IT equipment procurement for the Operations team. Please quole for the ilems listed below, including warranty and delivery
o our haad office

Closing date

10/21/2026, 05:00 PM o NGN
Delivery location Defivery requined by
Head office, Lages 1/04/2026 a]

= 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 QUOTATION

Compare quotes side by
side

Every quote lined up, with the best offer
flagged automatically.

FacilityCare Demao OfficeMart Dema Ltd
W1,080,000.00
[ N1120,000.00
W
Lawwet
W35 00000
W4 2,00000 M
e
Lowsst
W1 0
WZ25,000.00 ..W.'.WG i
¥
Lomesi
WE,TH0, 000,00 eI,
Lot fovial
10 days Sdays  Fassest

= 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 QUOTATION
Award, then approve

Pick one vendor. The award creates a pre-
filled draft requisition for your normal
approvals.

Award to FacilityCare Demo?  umerined

Quecied total: WE,110,000.00. This creates a draft reguissien
for approval — no purchase order is created yet

& TRiE vendor has rel beer varfiad ya,

Reason {cptianal]

B Hotify the other vendors who guobed

reey pecabve 8 courlecus “we'l get back 10 you® me

neer of reenal any prices.

= 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

Oneregister for every
supplier

Categories, contacts and payment terms in
one list, linked to requests and orders.

ByteSupply Dema
FaciltyCare Dema

OfficeMart Demo Lid

= 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

Approvalto PO inone
step

Line items, quantities and vendor details
carry over from the approved requisition.

PO-2026-000003 FacilityCare Dama REQ-2026-013  ABPROV vED W, 000,00

OfficeMart Demo Ltd

APPROVED MS50,000.00

OfficeMart Dema Ltd

ARPROVED N120,000.00

= Automatic sequential numbering.
= Track status from Draft to Completed.

— Download as PDF or send to the vendor.

requisitionpro.com
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ANALYTICS

See where the money
goes

Spending trends, approval rates and
department breakdowns for any period.

Total Requisitions Total Valug Tatal Approve

15 N1,767,000.00 N862,0¢

Requisition Trends

= 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.

B Requisition Summary Report gg Peaisition Detail Raport
averview ot all re Det requis

rview of all requisitions with equisitions. with items,

0 Department Performance Report e User Activity Report
Deps nreakelown of requisticns, spanding ©5  nvidual user requisition activity and apgroval matrics

POF  EXCEL

= 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

21

Arecord of everything

Every material action is logged with who

did it and when.

10 Oct 2028, 1270 Cratid

& Oct 2026, 16:22 Updatect
sostzoze et Updees
3001 2026, 18:20 Credh Usage
3 Oct 2026, 1812 Credh Usige
3 Oct 2026, 18T Submitted

3 Det 2026, 1611 Crated

Requisition

User

Requisitian

Requisition

— A record of who did what and when.

— Filter by entity, action and date.

= Export for auditors.

requisitionpro.com
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NOTIFICATIONS

Nobody left waiting

Requesters and approvers are told the
moment something needs them.

Requisition approved Hew

Yaur requisition has bean approved by

= Requisition awaiting approval e

mbmitied a requisition for your approval

— Approvals and rejections.
— New submissions awaiting you.

= Status changes as they happen.

requisitionpro.com
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SUPPORT

Help whenyou need it

Short video tutorials in the app cover every
part of RequisitionPro.

Company Setup, Departmants & User
Reles | RequisitionPro Admin Guide

quisitionPro’'s connecied
Bulkd the arganizational foundation bahind &
comtrolled procurement pracess with

workdpace — requisilions,

- Video tutorials inside the app.

— Onboarding guide at
requisitionpro.com/onboarding

= Email support@requisitionpro.com

requisitionpro.com
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WHY REQUISITIONPRO

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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R

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.

requisitionpro.com



