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LOGIN / REGISTRATION

User can access the link https://kcorp.procuresens.com/ to Create PR.

User have to register into E-Procurement by clicking “New User Registration”

https://kcorp.procuresens.com/
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NEW USER REGISTRATION

1. Enter basic details like Username, full name, Email, Mobile Number.

2. Add Entity, Branch and PR / PO Category.

3. Click on “Submit” button to register in E-Procurement system.

4. Request to Safal support for support.safal@k-corp.in to activate your account.
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mailto:support.safal@k-corp.in
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LOGIN PAGE

User will receive Username and Password on their registered Email ID from E-Procurement system.

1. User can login to E-Procurement with User Name and Password.
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Operational User can create a PR by clicking “Add PR”
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OPERATIONAL USER - PR
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OPERATIONAL USER – PR – Add PR

PR Header Level
Note : Don’t user Special characters like Single quote (‘), Double quote (“), Back slash (/), Front slash (\) etc
in Safal system
Fill all the necessary details like PR/PO category, Entity, Branch, Outlet/Cost Center, Header Text…etc
Category Description : User can see the description of PR/PO category.
PR NO. : PR no is auto-generated by E-Procurement system.
Approval By : Approval by is auto select according to branch, but user can change approver.
Upload Document : User can upload document on header level.
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OPERATIONAL USER – PR – Add PR

PR Line Level
Fill all the necessary details like Purchase Group, Category, Sub-Category. write a item name in “Shot Text” and add
description of the item in “Long Description”
“Qty and Unit of Measures (UOM)” are Mandatory.
Upload Document : User can upload document on Line level by clicking on “+ ADD”.
Add Line : At last user should have to click on “Add Line” and it will create a line item and show in below table
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OPERATIONAL USER – PR – Add PR

PR Line Level
User can add multiple line item by uploading the template.
For that User have to download the template by clicking on “Download Template”
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OPERATIONAL USER – PR – Add PR

PR Line Level
All the red highlighted column is mandatory otherwise it will give the error at the time of Uploading.
Make sure all the details field properly
Upload the template by clicking on “Upload Template”
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OPERATIONAL USER – PR – Add PR

If a user add some wrong data in Excel and upload in the system then system will automatically download
excel template with error remarks column
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OPERATIONAL USER – PR – Add PR

In the example below, a category is incorrect, so the user must enter the same term in the Excel file.



OPERATIONAL USER – PR – Add PR
If a user has select Capex NSO in PR/PO Category and the sub category is SOE, HR & Uniforms /Equipments in this Case user cannot find BOQ

option on line item.
User should have to add on Line item level
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OPERATIONAL USER – PR – Add PR
1. User can Delete , Edit and Copy line item.
2. User can add “Technical Parameter(T) & BOQ(+)”
3. Technical Parameter : Buyer can “Add(+)” technical parameter on line item. Buyer can change Required as “Mandatory or Non-

Mandatory” and “Submit” Technical Parameter.
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OPERATIONAL USER – PR – Add PR – BOQ
1. BOQ(+)/Sub Line Item : Add sub line item by clicking “Add(+)” And fill all the details. User can also add item using upload template for

that user have to download template by clicking on “Download Template”

Note : BOQ(+)/Sub Line Item is only for Capex NSO.
If the Sub category is Equipments or SOE HR in this case you cannot find BOQ option even if PR/PO category is Capex NSO
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OPERATIONAL USER – PR – Add PR – BOQ
Once you download BOQ template You would find below columns
Item Name is the only column which is mandatory if user keep it empty then error remarks excel will download .
Fill the data and click on “Upload Template” and “Submit” the BOQ
In case of any error a system will download excel file with error remarks.
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OPERATIONAL USER – PR – Add PR

Save And Submit For Approval : PR will go to the approval cycle.
Submit : By clicking this button PR will save as draft in PR list.
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Delete / Edit : User can delete and Edit the PR before submitting for Approval
Submit For Approval : If user save PR in draft then user have option for submitting for approval.
Lines : To see how many line item in that particular PR.
PR.NO : To view PR

OPERATIONAL USER – PR
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OPERATIONAL USER – PR

After Submitting PR for Approval user find below options.
Recall : User can recall the PR after submitting for approval if PR approves from all level then user cannot “Recall” PR.
Review : User can Review the PR Status by clicking “Review” button
Once first level Approver approves PR then it will show in second level approver account.



THANK YOU


