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PRODUCT BROCHURE

RequisitionPro:
Procurement, connected.

Requisitions, approvals, budgets, vendor quotes and purchase
orders in one workspace, built for African businesses.
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RP RequisitionPro

INTRODUCTION

INTRODUCTION

Purchasing shouldn’t run on chat threads and

paper.

In many growing businesses, buying anything follows the same pattern: a request in a

WhatsApp group, a photo of a quote, a verbal “go ahead”, and a scramble at month-end
to work out who approved what. It works until it doesn't.

Approvals on WhatsApp

Requests and sign-offs get buried in chats and
email chains. Nobody can say what is still waiting,
or for whom.

Budget overruns

Departments find out they have overspent after the
money has gone, because nothing tracks spend
against budget as it happens.

What RequisitionPro does

Scattered quotes

Vendor prices arrive by phone, email and paper.
Comparing them fairly takes time, so it often
doesn't happen.

No audit trail

When finance or an auditor asks who approved a
purchase and when, the answer is a search
through old messages.

RequisitionPro gives your whole company one place to request, approve, quote, order and report.
Every request follows the approval route you define, checks against the department's budget, and
leaves a complete record of who did what and when. Approved requests become purchase orders

without re-typing a thing.

Requisitions

Purchase orders Analytics & reports

requisitionpro.com

Approval workflows Budgets

Audit logs

Request for Quotation Vendors
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RP RequisitionPro GETTING STARTED

GETTING STARTED

How to getonboard

Setup takes about 10-15 minutes. You can start on the Free plan with no credit card, and
add your team as you go.

@ Sign up free at requisitionpro.com

Complete a short three-part form: company information, your admin account, then review and
confirm. Choose your company subdomain (for example yourcompany.requisitionpro.com)
carefully, as it is permanent once set. You are logged in as Company Administrator and a default
“"General” department is created for you.

@ Set up your company

In Company Settings, add your company profile and address, then set your currency, timezone,
date format and tax rates. Do this first: these settings apply company-wide and are harder to
change once requisitions are underway.

@ Invite your team

Add your departments, invite staff and give each person a role: Company Admin, Department Head
or User. Then create at least one active approval workflow so requests know where to go. Adding
your regular vendors now will save time later.

@ Startrequesting

Raise your first requisition from the Dashboard. It moves through your approval workflow and, once
approved, becomes a purchase order in one click.

BEFORE YOU BEGIN, HAVE TO HAND

v Your company name and preferred subdomain v An administrator email address

v Alist of your departments or cost centres v Your team’s names and work emails

requisitionpro.com 03



RP RequisitionPro

01 - DASHBOARD

DASHBOARD

Your procurement ataglance

After signing in you land on the Dashboard, your home base for what is happening across
the organisation. Summary cards show total requisitions, value, approvals and pending
items, and charts break spending down by department and by status.

R? RequisitionPro

(G Dashboard Dashboard

I ac Hi at' g With your requisitions.
@ Aequistions Welcome back, jee’s what's happening with your requisitions.

Guneral
B Vendors
HE Request for Quotation

Total Requisitions Total Value

(@ Purchase Ordars B 15 1 New E N1,767,000.00  New
dil Analytics e Ol paiod Vi DL Lt o
L) Motifications T
8 Video Tutorials Subscription & Credits | Current Plan: Starter actue

Plan ends in 25 days (7 Oct 2026 - 7 Nov 2026

ADMINISTRATION

El Company Settings Tutal Available (@ Monthly Credits &)

52 Departments & Staff n3 100
@ Approval Workflows S

& Budget Management

B9 Subscription & Credits

D) Asperts Spending by Department

) Audi Logs

B+ Logout

= Pending approvals, up front. See what is
waiting the moment you sign in.

= Plan and credits. Your current plan and credit

balance on the same screen.

requisitionpro.com

rapats monHy

yourcompany.requisitionpro.com

o
o
Manth v | £ Refresh
Total Appraved Pending Approvals
N862,000.00 1 New 7
s WCL00 st pariod
Manage
Mdd-on Credits + Bonus Credits £

0 13

Requisitien Status Distribution

Spending by department. Charted live,
alongside requisition status.

New Requisition, anywhere. One button starts
a request from any page.
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RP RequisitionPro COMPANY SETUP

02 - COMPANY SETUP

Set up your company once

Start in Company Settings. Add your company profile and address, then the regional
settings (timezone, currency and date format) used across requisitions, KPIs and reports.
Set VAT and tax rates once and they carry through to purchase orders.

yourcompany.requisitionpro.com

R? RequisitionPro Company Jay
{2t Dashboard Company Settings
@ Requisitions Manage your company information and configuration

B Vendors

HE Request for Quotation

Company Logo
) Purchass Crders
all Analytics |-.:|T1I-,-..af.rcoui-:.un_.- :g:
L) Motifications 34
Change Lage
[N Video Tutarials
El Company Settings
2% Departments & Staff
@ Approval Warkflows Company Information
&) Budget Management Compary Name * Legal Name
£ Subscription & Credits Enter lagal nama
[ Reports Emaill Phang
@ Audit Logs +234 B12 3456 789
Industry Campany Size
Tax ID
Address
[ Logout Street Address
= One company profile. Legal name, contact = Regional settings. Currency, timezone and date
details, industry and tax ID. format applied company-wide.
= Tax configuration. VAT and tax rates flow into — Your own web address. A dedicated
requisitions and POs. yourcompany.requisitionpro.com workspace.

Tip: set your currency and tax rates first. They apply company-wide and are harder to change once requisitions are
underway.

requisitionpro.com 05



RP RequisitionPro DEPARTMENTS & STAFF

03 - DEPARTMENTS & STAFF

Mirror how your company is organised

Your workspace starts with a General department. Add the teams or cost centres that
submit and approve requests, then invite staff and give each person one of three roles.
Approvers are simply the people you name on a workflow step.

yourcompany.requisitionpro.com

R? RequisitionPro Marage-£1alt o

{2 Dashboard Manage Departments & Staff & Ivite Statf 2 Bulk Invite

@ Requisitions

& Vendors DEPARTMENTS STAFF INVITATIONS
HE Request for Quotation
) Purchass Crders

ol Analytics

. HAME MEMBERS ACTIONS
L) Motifications 34
N Videa Tutorials GEN General
ADMIMISTRATION

FINFIN Finance o wom oW
[ Company Settings

52 Departments & Staf OPEORS Operations 1 v e
@ Approval Workflows PROPROCUREMENT Procurement ) Lo
& Budget Mansgement

B9 Subscription & Credits

B Beports

) Audi Logs

[ Logout

— Departments and cost centres. Each with its yourcompany.requisitionpro.com
own code, members, budget and workflow.

Manage Departments & Staff == v

= Three clear roles. Company Admin, Department
Head and User.

= Invite individually or in bulk. Bring your whole
team in at once.

— Everyone's access in one place. Role, status,
department and activity per person.

Staff list with roles and departments

requisitionpro.com 06



RP RequisitionPro BUDGET MANAGEMENT

04 - BUDGET MANAGEMENT

Control spend before it happens

Give each department a budget for the fiscal year and see what has been allocated,
committed and is still available, in real time. Alerts warn you as spending approaches the
limit, so overruns are caught before the money is gone.

yourcompany.requisitionpro.com

(2] =
R? RequisitionPro Budgets Q
{2t Dashboard Budget Management £ Refresh
B Aequisitions Manage Tiscal budgets, allocations, and spending controls

B Vendors

HE Request for Quotation

) Purchass Crders

ol Analytics

L) Motifications T

RN Video Tutorials Total Budgets Taotal Alocated Caommithed Ayailable Utilzation
3 N1,400,000.00 M730,000.00 ME&70,000.00 52.1%

El Company Settings

2% Departments & Staff

B Approval Warkflows
Fiscal Year Department Status Search

) Budget Mansgement 2026 All Departments All Statuses Search budgets. Reset Filters

£ Subscription & Credits

[ Reports

) AudiLogs
General Near-Limit Demo Budget General 7026 nwal N150,000.00 ~NSB0,000.00 — 57 e @0 S0
Finance 2026 Demo Budget Firance 2026 Aol WZ50,000.00 N250,000.00 o hcwe @O LMD
Operaors 2026 Demo Budget Opersticns 028 howsl 1,000,000.00 W1,000,000.00 o e @0 L0

B Logout
Recent Transactions

— Budget versus actual. Allocated, committed = Automatic alerts. Warnings at 75% and 90% of
and available amounts per budget. a budget.
= Hard spending limits. Stop requests that would = Clear filters. View by fiscal year, department
exceed the allocation. and status.

requisitionpro.com 07



RP RequisitionPro

05 - APPROVAL WORKFLOWS

APPROVAL WORKFLOWS

Approvals that follow your rules

Decide who signs off. Each department has its own workflow: build one or more approval

steps and assign each step to a named person or a role. A workflow applies as soon as it
is marked Active.

R? RequisitionPro

{=t Dashboard

@ Requisitions

B Vendors

HE Request for Quotation
) Purchass Crders

ol Analytics

L) Motifications 34

[N Video Tutarials

ADMINISTRATION
El Company Settings
2% Departments & Staff
@ Approval Workflows
&) Budget Management
B Subscription & Credits
[ Reports

) Audi Logs

[ Logout

yourcompany.requisitionpro.com

Agprovals
Approval Workflows
Canfigure multi-level approval Rierarehies for requisitions

WORKFLOW TEMPLATES

e Twa-Step De...

General — Head then

Operations — Depart...

Active

Operaticns

Ogerations Departme..,

Active

Operatiens
Procuremaent — Admi,.
Active

Procurament
General Ademin Demo ..

Insctive 1 st

Germral

Workflow Name

Finance Two-Step Deme Approval

Deseription

Dema two-step approval workflow for Finance.

Departmant *

Finance

Active [enable this werkflow)

Approval Steps

1 D
ALL

2
ALL

= Multi-level chains. One template per
department, as many steps as you need.

= Clear ownership. Approvers can Approve,
Reject or Request Amendment at their step.

requisitionpro.com

Finance Department Head

Compary Admin Review

+ New Workflow

Drag ta recrder

(E Add hpproval Step

= Prede m

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

Easy to maintain. Drag to reorder steps and
preview before saving.
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RP RequisitionPro

06 - CREATING A REQUISITION

Raise arequestin minutes

New Requisition opens a four-step form: Basic Info, Iltems, Attachments, and Review &
Submit. Progress saves automatically, line totals calculate as you go, and supporting
quotes or specifications travel with the request.

R? RequisitionPro Create

{=t Dashboard

@ Requisitions

B Vendors

HE Request for Quotation
) Purchass Crders

ol Analytics

L) Motifications T

[N Video Tutarials

ADMINISTRATION

El Company Settings
B2 Departments & Staff
@ Approval Workflows
&) Budget Management

B Subscription & Credits

yourcompany.requisitionpr

Create New Requisition

Fill oust the form below to create a new requisiton request

o Basic Info Z | Items

Basic Information

Requisition Title

Ertter requisition tiie
Department *

General
Select which department this requisition is fos

Required Date

[ Reports
o Audit Logs .
Provide a detalied description of what you're reguesti
Justification *
Provide business [ustification for this request.
Vendor
Select vendor (aptional]
Select the vendor for this reguisition. Create separat
[ Logout
= The essentials. Title, category, department, -

priority and required date.

= Attachments. PDF, Word, Excel and PowerPoint -

files up to 10MB each.

requisitionpro.com

0.com

& Back

Categary *

Office Supplies

Priority *

Medium

ng

e requisitions for differnt vendors

CREATING A REQUISITION

Line items with automatic totals. Quantity and

unit price per item.

Draft or submit. Finish later, or send straight
into the approval workflow.
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RP RequisitionPro

07 - TRACKING & APPROVAL TRAIL

Know where every request stands

Once submitted, a requisition moves through each step of its department’s workflow.

TRACKING & APPROVAL TRAIL

Approvers can Approve, Reject or Request Amendment with a comment, and anyone
involved can see exactly where a request is and who acted on it.

R? RequisitionPro

{=t Dashboard

@ Requisitions

B Vendors

HE Request for Quotation
) Purchass Crders

ol Analytics

L) Motifications 34

[N Video Tutarials

ADMINISTRATION
El Company Settings
2% Departments & Staff
@ Approval Workflows
&) Budget Management
B Subscription & Credits
[ Reports

) Audi Logs

[ Logout

yourcompany.requisitionpro.com

9tk O0qhny DZokryut5

Requisition Details

REQ-2026-017

Basic Information

Title
Procurement dema — prirer paper

Friarity

MEDILIM

Requested By

Justification

Prirter paper needed for office operations.

Items (1)

Printer paper (2
a: Jnit Price: W12, 000,00

Subtotal:

Grand Tatal:

= Complete approval trail. Who approved, at

which step, and when.

= Clear statuses. Draft, Pending, Approved or

Rejected, then Completed.

— Gentle nudges. Send Reminder to an approver

who hasn't acted yet.

— Exportto PDF. A clean record of any requisition

for your files.

requisitionpro.com

Department

Procurement

Total Amount

N12,000.00

Created Date
3 0ct 2026

Q

@ « Back | [ Export POF |

APPROVED Procurement — Admin
then Head

Compieied

N1Z,000.00

W12,000.00

N12,000.00

yourcompany.requisitionpro.com

Requisitions

uuuuuuuuu

All requisitions, filterable by status, department and date
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RP RequisitionPro

08 - REQUEST FOR QUOTATION

REQUEST FOR QUOTATION

Get competing quotes before you buy

Not sure who to buy from? Ask several vendors to quote before you raise a requisition.

Describe what you need once, invite your vendors, and let them respond through a

private link.

STEP 1 STEP 2 STEP 3 STEP 4

Describe Invite Quote Compare

Items, closing date, Up to 25 vendors by Vendors price each line;  Side by side, lowest

department, delivery. private email link. revise until the highlighted, currency
deadline. converted.

yourcompany.requisitionpro.com

R? RequisitionPro Create

(@ Dashboard New RFQ

@ Requisit Describe what you need, then choose the vendars ta imvite.

L isitions

B Vendors

HE Reguest for Quatation Title

B Purchase Orders Office Lagtops & Accessories - 04

oll Analytics Description

O Notitications - Q4 IT equipment procurement for the Operations team. Please quote for the ilems listed below, including warranty and defivery

o our head office.
1 Video Tutorials

Cloging date Currency
ADMINISTRATION
10/21/ 2026, 05:00 PM o NGN
[l cempany Settings
2% Departments & Staff
Delivery locatian Delivery required by
@ Approval Workflows .
Head office, Lagos /042026 (=]
@ Budget Management
Payment terms
&1 Subscription & Credits MNet 30 days after delivery
[ Reparts
Terms and conditions
@ AuditLogs Brices should include VAT, Delivery within 14 days of award. Items carry st least a 12-month warranty.
Internal notes |vendors never see this)
Test RFQ created for brochure screenshots.,
= Describe your needs. Title, closing date,
. . Vendors
department, delivery location and date, then
e ) -

each item with quantity, unit and specification.

= Invite up to 25 vendors. Pick from your vendor
list or add a new one on the spot.

= Private links, no vendor login. Each vendor gets
their own email link; no account needed.

— Everyone quotes the same thing. Items lock
once the RFQ is sent.

requisitionpro.com

Search vendars

ByteSupply Dema Loeritn
FaciliyCare Demo o
Officebart Demo Lid urmsrnes

Wendor not in the list? Add one

STEP 5
Award

Winning quote becomes
a draft requisition.

Unvertied  x

| carcel | | save diat

Inviting vendors to quote

Send to vendars

11



RP RequisitionPro REQUEST FOR QUOTATION

08 - REQUEST FOR QUOTATION
Compare side by side, then award

Vendors submit unit prices, currency, validity, lead time, payment terms and a PDF
quotation, and can revise until the deadline. Compare & award lines every quote up so
the best offer is obvious.

yourcompany.requisitionpro.com

o
RP RequisitionPro CIWTRWSYYO00BNKOZewudkvud Compare Fa
&t Dashocard - Back to RFQ Open
[ Requistions Compare quotes
RFQ-2026-000001 - Cfice Laptops & Accessaries - 04
B Vendors
HF Request for Quotation This RFQ s still opan — vendars can still submit. Close it to award, Close RFO
) Purchass Crders
Trem ByteSupply Dema EacilityCars Dema OfficeMart Demao Lid
ol Analytics
N1,089,000.00
£ Motifications 3 Laptop, 1d-inch, 1668 RAM, 512GB S50 W1150,000.00 B o N1120,000.00
oy § pes = W5, TS 0,000.06 e = NG B0G,000.
00 Videa Tutorials
N35,000.00
Wireless mouse and keyboard set W3B,000.00 W42,00000 = NTT5.06L00
ADMIMISTRATION oty 5 pes = WIB0,000.00 = NZ10.000.00
Lomest
E cCompany Settings
W1G8,000.00
B2 Departments & Statf 24-inch monitor NZ10,000.00 NZ25,000.00 — NEGAS0000
oty 2 pes = WAT0,000. = H450,000.00 f—
@ Approval Warkflows
& Budget Mansgement Total N6,360,000.00 ':i'::?m 6,171,000.00
B9 Subscription & Credits
Lead time: 7 days 10 days Sdays Fasest
O Reports
a Valid ntil 13 Now 2026 13 Nav 2026 13 Naw 2026
Audit Logs
Payment terms et 30 et 30 Net 30
Nates
Attachments
[+ Logout

= Best offer highlighted. Lowest price per line,
lowest total and fastest lead time are flagged.

— . . . . . . Award to FacilityCare Demo?  Ummined
Like with like. Quotes in different currencies are om0t NBATD.000.00. This crestes s st el

Converted for Comparlson for approval — no purchase crder is created yet.

e Tris vendor has rot been verifisd yel

Reason {optianal)

= Honest awards. A reason is required when you
don't pick the lowest bidder.

Notify the other vendors who quaobed

= Straight into approvals. The award creates a T 06 it B D 10 YOU" Msage. i does

veal any prices.

pre-filled draft requisition that follows your
normal workflow.

Award and create requisition

Awarding a vendor creates a draft requisition

requisitionpro.com 12



RP RequisitionPro

09 - VENDORS

Oneregister for every supplier

Keep your suppliers in one place instead of in phone contacts and old invoices. Record
each vendor's category, contact details and payment terms, mark them Active and
Verified as you confirm details, and pick them directly on requests, quotes and orders.

R? RequisitionPro

(G Dashbcard Vendors
Manage your vendor database
@ Requisitions )

B Vendors

HE Request for Quotation Total Vendars

) Purchass Crders
ol Analytics
L) Motifications 34

[N Video Tutarials

ADMIMISTRATION
El Company Settings VENDOR
B2 Departments & Staff ByteSupply Dema
@ Approval Warkflows JEnb

&) Budget Management FacilyCare Dema
9 Subscription & Credas B
B Beports

) Audi Logs

[ Logout

OMiceMart Demo Lid
VENDOOT

yourcompany.requisitionpro.com

— Central vendor database. Categories, contacts

and payment terms in one list.

= Add on the spot. Create a new vendor while

raising an RFQ.

requisitionpro.com

VENDORS
2]
Q
Varified Awerage Rating
[+] 0.0
ACTIVE Unwertiied Edit
ACTIVE Unwertiied Edit
ACTIVE Unwertiied Edit

Active and Verified status. Know which
suppliers have been checked.

Linked throughout. Select vendors on
requisitions, RFQs and purchase orders.

13



RP RequisitionPro PURCHASE ORDERS

10 - PURCHASE ORDERS

From approval to purchase orderin one step

Once a requisition is approved, create its purchase order directly from it. Line items,
quantities and vendor details carry over automatically, so nothing is re-typed and nothing
is missed.

yourcompany.requisitionpro.com
R? RequisitionPro Q

(G Dashbcard Purchase Orders

Manage purchase orders created from approved requisitions.

Refresh

@ Requisitions
B Vendors

IF Request for Quotation Total POs Draft Approved Sent Total Value
) Purchase Ordars 3 ° 3 o H270,000.00
ol Analytics

0 Motifications 34

[N Video Tutarials

All Statuses v
ADMINISTRATION
[ Company Settings

VENDOR TOTAL ITEMS DATE ACTION:

s
&2 Departments & Staff FacilityCara Damo AREROVED W, 000,00 1
@ Approval Workflows

OfficeMart Dema Lid APPROVED N50,000.00 1

&) Budget Management

B9 Subscription & Credits OfficeMart Dema Lid

ARDROVED W120,000,00 1
B Beports

) Audi Logs

[ Logout

= Automatic numbering. Sequential PO numbers yourcompany.requisitionpro.com

by company and year. S [ —

= Status tracking. Draft, Approved, Sent,
Acknowledged, Completed.

= No duplicates. One PO per requisition unless the
earlier one was cancelled.

— Ready for your vendor. Download as PDF or
send to the vendor.

Purchase order detail with source requisition

requisitionpro.com 14



RP RequisitionPro

11 - ANALYTICS

See where the money goes

Analytics & Insights shows spending trends, approval rates and department breakdowns
for any period. Filter by department or user and compare with the previous period to spot
bottlenecks and patterns early.

R? RequisitionPro

{=t Dashboard

@ Requisitions

B Vendors

HE Request for Quotation
) Purchass Crders

ol Analytics

L) Motifications T

[N Video Tutarials

ADMINISTRATION
El Company Settings
2% Departments & Staff
@ Approval Worktlows
&) Budget Management
B Subscription & Credits
[ Reports

) Audi Logs

[ Logout

yourcompany.requisitionpro.com

Analytics & Insights

Comprehensive analytics and insights scross your organization

Time Pericd Dept (4) User (5}
Last 30 Days ~ Al Depariments - All Users
Total Requisitions Total Value
ol s
15 N1,767,000.00
Requisition Trends

Campare With

v Previous Period -
Total Approved = Panding Approvals
NB862,000.00 7

™ New

Top Requesters

= Headline numbers. Requisitions, total value,
approved value and completion rate.

— Focused views.
department and

requisitionpro.com

Filter by time period,
user.

Spending by Department

.

Completion Rate
46.7%
T New

Department Performance

ANALYTICS

Trends over time. Requisition volumes and

spending by department.

Period comparison. Measure this period

against the last, then export.
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RP RequisitionPro

12 - REPORTS & EXPORTS

REPORTS & EXPORTS

Board-ready reports, on schedule

Generate ready-made reports on requisitions, spending, departments, users, approvals
and audit activity, in PDF or Excel. Schedule them to run daily, weekly, monthly or
quarterly and arrive in stakeholders’ inboxes automatically.

yourcompany.requisitionpro.com

R? RequisitionPro Reports

{=t Dashboard

Reports & Documents

B Aequisitions Generate camprehensive reports with advanced fitering and scheduling

B Vendors

IE Request for Quotation @ Requisition Summary Report —

& Purchass Orders Comg: & averview of all requistions with

ol Analytics POF  ENCEL

L) Motifications 34

[ Videa Tuterials

ADMINISTRATION Department Performance Report a
ol . Jishions, spending, -}

El Company Settings

2% Departments & Staff
@ Approval Workflows
&) Budget Management

B Subscription & Credits
m Audit Trail Report

audit log of all actions and changes in the

[ Reperts

) Audi Logs
POF EXCEL

[ Logout

= Seven report types. From requisition
summaries to financial analysis.

= Scheduled delivery. Daily, weekly, monthly or
quarterly, by email.

requisitionpro.com

Requisition Detail Report ® Financial Analysis Report

Detailed tabudar listing of requisitions with items, Detailed spending analysis with budget comparisans
aita s, and justification and forecasts

PDF  EXCEL POF  EXCEL

User Activit;

Approval Workflow Report
appro

Inclividissl user

POF  EXCEL

= PDF and Excel. Share a clean document or
work with the data.

= Audit trail report. A complete log of actions and
changes for review.

16



RP RequisitionPro

13 - AUDIT LOGS & NOTIFICATIONS

Arecord of everything, and nobody left

waiting

AUDIT LOGS & NOTIFICATIONS

Every material action is logged with who did it and when, so the question “who approved

this?" always has an answer. Notifications tell requesters and approvers the moment

something needs their attention.

yourcompany.requisitionpro.com

R? RequisitionPro Aadit

(G Dashbcard Audit Logs

D Aquisitions Cormplete audit Irail of system activities

B Vendors

W Request for Quatation Entiy Type Action Start Date

) Purchase Grdars All Entity Types All Actions

ol Analytics

L) Motifications 34

00 Videa Tutorials
Total Logs Teday

ADMINISTRATION 57 0

E Company Settings

5% Departments & Staff

@ Approval Workflows.

& Budget Manss o “

2 Subscription & Credits 10 Oct 2028, 1210 Craed

B Aeports

@ nudiLogs & Dt 2026, 16:22 Updates
6 Ot 2026, 1621 Updated
3 Dt 2026, 18:20 Credh Usage
3 Oct 2026, 1812 Credit Usage
3 0et 2026, 181 Submited
3 Dt 2026, 1611 Craned

[ Logout

= Arecord of who did what and when. Every
material action, logged with the user and time.

= Search and filter. By entity type, action and date
range; export the log.

= Timely notifications. Submissions, approvals
and status changes.

= Ready for audit. Compliance evidence without
digging through messages.

requisitionpro.com

End Date

This Week

ENTITY

Requisition

User

Company

Credit

Credit

Requisition

Requisition

yourcompany.requisitionpro.com

Notifications

This Manth

50

Reset Filters

Notifications for approvals and submissions

17



RP RequisitionPro SUPPORT

SUPPORT

Help whenyou need it

Short video tutorials inside the app walk you and your team through each part of
RequisitionPro, from company setup and approval workflows to RFQs and purchase

orders.

yourcompany.requisitionpro.com

RP RequisitionPro oL
@ Dashboard Video Tutorials

@ Requistions Shert guides 1o help you get the mast out of RequishionPra.

B Vendors

IE Request for Guotatian
[ Purchase Grders

il Analytics @
L0 Motifications 3

1 Video Tutorials
RequisitionPro Onboarding

ADMINISTRATION

Bl Company Settings
#2 Departments & Staff
@ Approval Workflows
& Budget Mansgement
B9 Subscription & Credits

0 e ®

) AudiLogs

© 3:08

A quick taur of RequisitionPra's cannected
procurement workspace — requisitions,

‘Company Setup, Departments & User
Rotes | RequisitionPro Admin Guide
Build the arganizational foundation behind &
controlled procurement pracess with...

o 247 i ras

®

Approval Workflows in RequisitionPro |
Build Multi-Level Approval Routes

Leam haw RequisitionPro helps administratons.
create approval workflows that match the way...

Haw to Create a Requisition in
RequisitionPro | Step-by-Step Guide
See how to create a complete purchase
requisition in RequisitionPro — from the initial...
& rag

® ©

Budgat

Contrel Spend and Track Utilization
See how RequisilienPro gives procurement and
finance teams a claar view of avallable, allocate...

@ zm

o o ®

| Vendor | Request for

Organize and Varify Supplier Records
Learn how ReguisitionPro cenlralizes supplier
Infarmation in a structured verdor workspace.
@ 205

Best Offer

[CE: )

®

Video tutorials

Step-by-step guides in the app,
under Video Tutorials.

requisitionpro.com

Onboarding guide

A guided ten-step walkthrough
at

requisitionpro.com/onboarding.

‘Compare Vendor Quotes and Award the

sk several vendors 1o quote, compar thir
prices and delivery side by side, and award the...

i | Purchase Orders in RequisitionPro | From

Approved Requast to Vendor Order

See how RequisitionPro convens an aparoved
requisition into a clear, controlled purchase order,
Szn

Talk tous

Questions while setting up?
Write to
support@requisitionpro.com
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RP RequisitionPro WHY REQUISITIONPRO

WHY REQUISITIONPRO

Control without the paperwork

RequisitionPro brings every step of buying, from the first request to the final report, into
one connected workspace your whole company can use.

Built for African businesses Approvals you can prove

Naira pricing, multi-currency support and regional Requests leave WhatsApp and follow your rules,
settings that fit how you work. with a full trail behind every decision.

Budgets that hold Better prices

Spend is checked against budget before money Competing quotes, compared side by side,
goes out, not after. awarded on the record.

Request to PO, nore-typing Secure by design

Approved requisitions become purchase orders in Two-factor authentication and audit logs of who
one step. did what and when.

Start free at requisitionpro.com
Free plan - No credit card - Set up in minutes

requisitionpro.com support@requisitionpro.com

RP RequisitionPro is a product of FinTraTech Ltd.
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