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1 INTRODUCTION

Welcome to the world of NetSuite.

In this course, you will learn how process purchase order within the SAWS environment.
You will become familiar with the layouts and menu paths of NetSuite. The NetSuite
application run within a browser window i.e. Internet Explorer e.c.t. When you log into
NetSuite, you will see a set of tabbed pages. NetSuite calls these tabbed pages a
“center”. The role that will be assigned to you will determine which “center” you will be
able to see.

Upon completion of this module, you will be able to:
¢ Log-in and navigate NetSuite successfully
¢ How to add/change Requisition approvers
e How to add/change Travel Request approvers

¢ How to add/change Expense Report approvers
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2 NAVIGATION

» Tologin, please enter your email and password

ORACLE NETSUITE

Email address SIGN UP FOR THESE
Password I.IVE WEBINARS!

J Remember Me Maximize Your LCS Pass Webinars:

Join our expert-led bi-monthly LIVE WEBINARS which
guide you through the learning opportunities in your Pass.
Interact directly with the Instructor to get your questions

answered, and gain maximum value from your LCS Pass. E X PA N D

L S y o Oracle Terms
R ter N
of Use and Oracle Privacy Policy . s your knowledge with

Forgot your password? Exclusive Monthly Topical Webinars:
’ Unlock the Suite with our monthly topical webinars,
Qi exclusive to LCS Pass Holders and LCS Select customers. .
Go to the visitor home page Past and upcoming topics include: Preparing for Year-nd,
Using Sult ytics Workbook, Data e
Integration, and mare! LEARNING CLOUD SUPPORT

[Pt T e 97 e -.g,'.-,_ oy .

ORACLE NETSUITE

kgothatso.lehobye@eoh.com mN UP FOR THESE
e | “EIVE WEBINARS!

/' Remember Me Maximize Your LCS Pass Webinars:

Join our expert-led bi-monthly LIVE WEBINARS which
[_og In guide you through the learning opportunities in your Pass.
Interact directly with the Instructor to get your questions

answered, and gain maximum value from your LCS Pass.

n button, you

gree to Oracle Terms Register Now
| Oracle Privacy Policy

EXPAND

your knowledge with

Forgot your password? Exclusive Monthly Topical Webinars:
Unlock the Suite with our monthly topical webinars,
iGi exclusive to LCS Pass Holders and LCS Select customers.
Go to the visitor home page iR e e el
Using SuiteAnalytics Workbook, Data Migration and
mm..m".fm i LEARNING CLOUD SUPPORT

APy

Your LCS Pass login.

7 i

Rl gt 4
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3 HOW TO ADD/CHANGE REQUISTION APPROVERS

3.1 Requisition has five different approvers

e Budget approver — Finance personnel

e Requisition approver less/equal to 100K — Senior Manager
e Requistion approver less/equal to 500K — Exective

¢ Requisition approver greater than 500K — CEO

e Asset approver — Asset Manager

3.2 How the requisition approval workflow works

» The requisition gets submitted for appprover

A\

Requisiton goes to the budger approver — the approvers checks if there is budget

» Once approved by the budger approver, the requisition goes to the approver who
approves requisition less/equal to 100K (which is the senior manager of the cost
center)

» If the requisition amount is higher than 100K the requisition will then go to the
approver who approves less/equal to 500K (which is the exective of the cost
center)

» If the requisition amount is higher than 500Kk, theequisition then go to the next
approver who approves greater than 500K (which is the CEQO)

» If the requisition is for an asset purchase, then the rquisition will go to the assest
approver for approval (which is the asset manager)
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» On the Menu, click on Setup, Company and then Cost Centers

ORACLE NETSUITE 32 h Q 8- Qe B ren
IR

sactions Lists ics  Customization Docu

/O‘ Activities Paym

Ik Travel Request List

EW SAWS v Edit View New Travel Request

O FILTERS

5 Svstem E Ten .
~ aler System Ermall Templates
- E] t) 6 SHOW INACTIVES ED(T
2 Marketing SMTP Servers
W INTEANAL DOCUMENT NUMOIR & TRAYVEL CREATID B TRAVIL Tro{ DATL TRAVILLERS TRAVEL SR 3 : 3
2 CREATED NAME .
Support
Vaw 1 TREQOOOOOOO! Kgothatso Mya Kutioano Rauane Cance A »
Site Bullder] Now o3t Centers
Viaw 3 TREQOCOOOLO2 Kpothatso Mya Domestic rutcano Rauane e |mnort scat ’
Travel
L 0 Corvert Classy 0 ter
Varw ] TREQOOOOUOO3 Kgothatio Mya Domestic Yutioano Rsuane Canvce M
Travel Customizatic Convert Classes to Locat
Virw 8 Winifred jordaan Windred jordaan Pendit Integration »
Appra
ense Client v

» This is the cost center screen, requisition approvals are linked to the cost centers

. . - othatso Miya
ORACLE NETSUITE ’."%,g_ search Q & @ rep B s (B - KB M en seice - Admisiator

Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Cost Centers | List Search Audit Trail

ETTRRN o con o |

VIEW Custom Default = | Edit

FILTERS
B @ =N SHOW INACTIVES 7—612w <> TOTALSI
EDIT | VIEW INTERNAL ID & NAME ASSET APPROVER BUDGET APPROVER REQUISITION APPROVER LESS/EQUAL THAN 100K REQUISITION APPROVER LESS/EQUAL THAN S00K REQUISITION APPROVER GREATER THAN !
Edit | View 7 200 GM Abi Magwai Nthabiseng Maoloi Gaborekwe Khambule Gaborekwe Khambule Mnikeli Ndabambi -
Operations
Edit | View 102 010 Chief Abi Magwai Nthabiseng Mcloi Mnikeli Ndabambi Mnikeli Ndabambi Mnikeli Ndabambi
Exective Officer
Edit | View 217 260 Climate Abi Magwai Nthabiseng Maloi Jonas Mphephya Jonas Mphephya Mnikeli Ndabambi
Information
Edit | View 221 580 Financial Abi Magwai Nthabiseng Maloi Lulama Gumenge Busisiwe Shongwe Mnikeli Ndabambi
Services
Edit | View 222 590 Supply Abi Magwai Nthabiseng Maloi Zodwa Matlaila Busisiwe Shongwe Mnikeli Ndabambi
Chain
Management
Edit | View 405 015 Risk Abi Magwai Nthabiseng Maoloi Thandi Zide Mnikeli Ndabambi Mnikeli Ndabambi
Management
Edit | View 408 020 The Board Abi Magwai Nthabiseng Mcloi Thandi Zide Mnikeli Ndabambi Mnikeli Ndabambi
Edit | View 407 025 Legal and Abi Magwai Nthabiseng Moloi Thandi Zide Mnikeli Ndabambi Mnikeli Ndabambi
Campliance -
1 3
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» To add/change an approver on a cost center, click on view next to the cost center
that needs to be added/changed.

. A Kgothatso Miya
ORACLE NETSUITE e, Search Q @ rer B recasaa 1 ¥ 5OUTH AFRICAN WEATHER SERVICE - Administrator
* 6“ Activities Payments Transactions sts Repnrts An y‘til:s Customizal n Documents Setup
. Cost Centers List Search Audit Trail
VIEW Custom Default = | Edit View ‘ | New Cost Center
FILTERS
B & | (=) ‘ SHOW INACTIVES 7—6129 <| > TOTALS
EDIT|VIEW  INTERNALID&  NAME ASSETAPFROVER ~ BUDGETAPPROVER  REQUISITION APPROVER LESS/EQUALTHAN 100K REQUISITION APPROVER LESS/EQUAL THAN 500K REQUISITION APPROVER GREATER THAN !
Edit | View - 7 200GM Abi Magwai Nthabiseng Moloi  Gabarekwe Khambule Gaborekwe Khambule Mnikeli Ndabambi -
Operations
Edit | View 102 010 Chief Abi Magwai Nthabiseng Moloi  Mnikeli Ndabambi Mnikeli Ndabambi Mnikeli Nedabambi
Exective Officer
Edit | View 217 260 Climste Abi Magwsi Nehsbiseng Molsi  Jonas Mphephya Jonss Mphephya Mnikeli Nelabarbi
Information
Edit | View 221 580Financial Abi Magwai Nthabiseng Moloi  Lulama Gumenge Busisiwe Shangwe Mnikeli Nedabambi
Services
Edit | View 222 500 Supply Abi Magwsi Nehsbiseng Moloi  Zodws Matlsila Busisiwe Shongwe Mnikeli Nelabarbi
Chain
Management
Edit | View 405 015Risk Abi Magwsi Nthsbiseng Molsi  Thandi Zide Mnikeli Nelsbarmbi Mnikeli Nelabarbi
Management
Edit | View 406 020 The Board Abi Magwai Nthabiseng Moloi  Thandi Zide Mnikeli Ndabambi Mnikeli Nedabambi
Edit | View 407 025Legaland Abi Magwai Nthabiseng Moloi  Thandi Zide Mnikeli Ndabambi Mnikeli Nedabambi

Compliance

Click on Edit Button

Cost Center € 9 Lst Search
Back | | Search | Actions ¥
COST CENTER IS INACTIVE 'WORK ORDERS APPROVER REQUISITION APPROVER LESS/EQUAL THAN 100K
NAME Gaborekwe Khambule
200 GM Operations COST CENTRE MANAGER REQUISITION APPROVER LESS/EQUAL THAN 500K
SUBCOST CENTER OF Gaborekwe Khambule
ASSET APPROVER REQUISITION APPROVER GREATER THAN 500K
ELEET APPROVER Abi Magwai Mnikeli Ndabambi
BUDGET APPROVER INTERMAL ID
| SHOW IN FIIX Nthabiseng Moloi 7
Workflow  System N =]
Active Workflows  Workflow History
VIEW
Default -
Customise View | m
WORKFLOW CURRENT STATE DATE ENTERED WORKFLOW DATE ENTERED STATE OPTIONS STATUS CANCEL

Mo records to show.

m | Back ‘ ‘ Search Actions v
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» Go to the Approver field that needs to be added/changed, click on the
Dropdown Arrow and then click on List

Cost Center €& < List Search Customise More
‘ Cancel ‘ ‘ Reset ‘ ‘ Search Actions »
COST CENTER IS INACTIVE ¥ SHOW IN FIIX BUDGET APPROVER
NAME * WORK ORDERS APPROVER | Nthabiseng Moloi A _
200 GM Operations ¥ REQUISITION APPROVER LESS/EQUY Bl List
SUBCOST CENTER OF COST CENTRE MANAGER Gaborekwe Khambule Q search
hd v REQUISITION APPROVER LESS/EQUAL THAN 500K
ELEET APPROVER ASSET APPROVER Gaborekwe Khambule ¥
¥ Abi Magwai v REQUISITION APPROVER GREATER THAN 500K
Mnikeli Ndabambi ¥
Workflow  System Notes =]
Active Workflows  Workflow History
VIEW
Default v
Customise View | m
WORKFLOW CURRENT STATE DATE ENTERED WORKFLOW DATE ENTERED STATE OPTIONS STATUS CANCEL

No records to show.

. e e

» Type in the Name of the New Approver and click on Search

. ) b thatso Mi
ORACLE NETSUITE _%2__ Search Q 8 @ rep B reesoan & - S S earveen semvice - aministotor

\9 * /0"‘ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Cost Center € = Lst Search Customise More
m ‘ Cancel ‘ | Reset | ‘ Search Actions +
COST CENTER 1S INACTIVE ¥ SHOW IN FIIX BUDGET APPROVER
NAME * WORK ORDERS APPROVER |Nthab‘59ﬂg Moloi ¥
. v
200 GM Operations v |Fhelad\ Il search
SUBCOST CENTER OF COST CENTRE MANAGER
- ¥ Pheladi Kopedi
FLEET APPROVER ASSET APPROVER
¥ Abi Magwai ¥

Workflow  System Notes m

Active Workflows  Workflow History
VIEW

Default -

Custumise\.’iew‘ m

WORKFLOW CURRENT STATE DATE ENTERED WORKFLOW DATE ENTERED STATE CANCEL

No records to show.
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Click on Save Button , when you are done adding/changing the approver/s

Kgothatso Miya
@ rep B e 2 SR e ssvce - admimsirator

ORACLE NETSUITE &2 search Q

\9 * /3\ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Cost Center € = List Search Customise More
‘ Cancel | | Reset ‘ | | Search ‘ | Actions v
COST CENTER IS INACTIVE v SHOW IN FIX BUDGET APPROVER
NAME * WORK ORDERS APPROVER Pheladi Kopedi A
200 GM Operations ¥ REQUISITION APPROVER LESS/EQUAL THAN 100K
SUBCOST CENTER OF COST CENTRE MANAGER Gaborekwe Khambule v
v ¥ REQUISITION APPROVER LESS/EQUAL THAN 500K
ELEET APPROVER ASSET APPROVER Gaborekwe Khambule ¥
¥ Abl Magwai ¥ REQUISITION APPROVER GREATER THAN 500K
Mnikeli Ndabambi ¥
=
Workflow  System Notes =
. AW s Kgothatso Miya
ORACLE NETSUITE it Search Q fi- @ e B recasoa X - SRR S eamer service - adminisrator

\9 * /0"‘ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Cost Center € = List Search
m ‘ Back | | ‘ Search | | Actions =
COST CENTER 15 INACTIVE WORK ORDERS APPROVER REQUISITION APPROVER LESS/EQUAL THAN 100K
NAME Gaborekwe Khambule
200 GM Operations COST CENTRE MANAGER REQUISITION APPROVER LESS/EQUAL THAN 500K
SUBCOST CENTER OF Gaborekwe Khambule
ASSET APPROVER REQUISITION APPROVER GREATER THAN 500K
ELEET APPROVER Abi Magwal Mnikeli Ndabambi
BUDGET APPROVER INTERNAL ID
v SHOW IN FIIX Pheladi Kopedi 7
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4 HOW TO ADD/CHANGE TRAVEL REQUEST APPROVER

4.1 Travel Request Have Two Different Approvers

e Budget Approver — Finance personnel

e Travel Request Approver — Travellers line Manager

4.2 How the Travel Request Approval Workflow Works

» The Travel Request gets submitted for appproval

» Travel Request goes to the budger approver — the approvers checks if there is
budget

» Once approved by the budger approver, the Travel Request goes to the travel
request approver which is the travellers line manager.

» On the Menu, Click on Lists, Employees and then employees

ORACLE NETSUITE &)  seach QB+ @ v [ reeax (@ KgothatsoM
O K A Activities Payments Transactions {158 Reports Analytics Customization Documents Setup ea®
Home LTS UVEIVIEW Viewing: Portlet date settings v Personalize
Reminders New Release ¢, .. ¢

0 Approved Travel Request

s 0 Inventory Adjustment - Void St Key Perform: S

0 SAWS Approved and Assigned

Top 5 Items By Qty Sold

this fiscal quarter - Shortcuts

Mailing
—~ m - No content
N
No data available for this portiet
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» This is the employees screen, travel request approver is linked to the employee.

ORACLE NETSUITE

O K @

Activities

A Search

Payments Transactions

Lists

Reports Analytics

Customization Documents

@ rer B reedvack 2-

Setup Fixed Assets SuiteSocial

Kgothatso Miya

'
SOUTH AFRICAN WEATHER SERVICE - Administrator

Support

2 Employees

VIEW Basic -

FILTERS
B = =N
EDIT | VIEW INTERNAL ID
Edit | View 5218
Edit | View 6
Edit | View 65702
Edit | View 71
Edit | View 5275
Edit | View 6741
Edit | View 5263
Edit | View 7085
Edit | View 4273
Edit | View 5120
Edit | View 5436

sant

SHOW INACTIVES

IMAGE

NAME &

KUSELWA
NGONYAMA

Kutloano Rauane
KUTULU LEKWADU
Lati Selepe
LAUREN SMITH

LEBOGANG
MAKGATI

Lebohang Melato
Lee-ann Simpson
Lefa Morabe

Lehlohenolo
Thobela

Lec De Veer

| EDIT

JOBTITLE

METTEC

TRAIDM

FORECA
SENFOR

SCIENT

Chief
Technician

naCTTER

Edit View | New Employee ‘ New Template

SUPERVISOR

COST CENTER

LOCATION

QUICK SORT v
CONTACT INFO

Kuselws.Mgonyamas@weathersa.co.za

kutloano.rauane@ech.com
Kutulu.l ekwadu@weathersa.co.za
Lati.5elepe@westhersa.co.za
Lauren.Smith@weathersa.co.za

Lebogang.Mekgatifiweathersa.co.za

Lebohang.Melato@weathersa.co.za

Lee-ann.Simpson@weathersa.co.za

lefa.morabe@veathersa.co.za

Lehlohenolo. Thobel hersa.co.za

leo.deveer@weathersa.co.za

0723743529 (cell)

List

John — Lithakazi w» €
TRAVEL REQUEST APPROVER

Rudzani Malala

Kgothatso Miya

Rudzani Malala
Rudzani Malala

Rudzani Malala

Tracey Laban
Winifred Jordaan

Reagan Rakau

Kamaseelan Chetty

» To add/change a travel request approver for an employee, click on view next to
the employee that needs the approver to be added/changed.

ORACLE NETSUITE

A Search

Reports Analytics

Customization Documents

@ rop B recoac (@ -

Kgothatso Miya

'
SOUTH AFRICAN WEATHER SERVICE - Adminis

Setup Fixed Assets SuiteSoc

Search  Audit Trail

> TOTAL: 613
EXPENSE APPROVER

Rudzani Malala

Rudzani Malala
Rudzani Malala

Rudzani Malala

Tracey Laban
Winifred Jordsan

Reagan Rakau

Kamaseelan
Chetty

Ducdmni ATl -

rator

2 Employees

VIEW Basic -

FILTERS

B @& =N
EDIT | VIEW INTERNAL ID
Edit | View 6818
zare | view (R ©
Edit | View 6702
Edit | View 7
Edit | View 6875
Edit | View 6741
Edit | View 5263
Edit | View 7095
Edit | View 4873
Edit | View 6180
Edit | View 5426
i
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SHOW INACTIVES

IMAGE

NAME &

KUSELWA
NGONYAMA

Kutloano Rauane
KUTULU LEKWADU
Lati Selepe
LAUREN SMITH

LEBOGANG
MAKGATI

Lebohang Melato
Lee-ann Simpson
Lefa Morabe

Lehlohenolo
Thobela

Lec De Veer

Ve et

| EDIT

JOBTITLE

METTEC

TRAIDM

FORECA
SENFOR

SCIENT

Chief
Technician

naCTTER

Edit View | New Employee ‘ New Template

SUPERVISOR

Duvcdraei

COST CENTER

LOCATION

QUICK SORT v
CONTACT INFO

Kuselws.Mgonyamas@weathersa.co.za

kutloano.rauane@ech.com
Kutulu.Lekwadu@weathersa.co.za
Lati.5elepe@westhersa.co.za
Lauren.Smith@weathersa.co.za

Lebogang.Mekgatifiweathersa.co.za

Lebohang.Melato@weathersa.co.za

Lee-ann.Simpson@weathersa.co.za

lefa.morabe@veathersa.co.za

Lehlohenolo. Thobel 58.€0.28

leo.deveer@weathersa.co.za

0723743529 (cell)

vt M st b e

List

John — Lithakazi w» €
TRAVEL REQUEST APPROVER

Rudzani Malala

Kgothatso Miya

Rudzani Malala
Rudzani Malala

Rudzani Malala

Tracey Laban
Winifred Jordaan

Reagan Rakau

Kamaseelan Chetty

Duvcdmmi Rilalol

Page 12/21

Search  Audit Trail

> TOTAL: 613
EXPENSE APPROVER

Rudzani Malala

Rudzani Malala
Rudzani Malala

Rudzani Malala

Tracey Laban
Winifred Jordsan

Reagan Rakau

Kamaseelan
Chetty

Ducdmni ATl -



J
~_N—

South African
Weather Service

> Click on Edit

ORACLE NETSUITE &2 search Q

0 Help E Feedback ,_. Kgothatso Miya

S0OUTH AFRICAN WEATHER SERVICE - Administrator

\9 * /d‘ Activities Payments Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

A Employee Q €& < Lst Search
Kutloano Rauane  Active

m ‘ B“k‘ | ‘§| £+ Actions~

Primary Information

EMPLOYEE ID INITIALS NOTES
Kutloano Rauane KR

MR./MS... JOBTITLE IMAGE
NAME SUPERVISOR

Kutloano Rauane

Email | Phone | Address

EMAIL MOEILE PHONE ADDRESS
kutloano.rauane@eoh.com

PHONE HOME PHONE

QFFICE PHONE FAX

Classification

COST CENTER LOCATION BILLING CLASS

EM&I ANNRESS FOR DAVRFNT MOTIEICATION

> Click on the Human Resource Tab

ORACLE NETSUITE &2 searcn Q

5~ e Help E Feedback 1. Kgothatso Miya

S0UTH AFRICAN WEATHER SERVICE - Administrator

Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Email | Phone | Address

EMAIL * MOBILE PHONE ADDRESS
kutloano.rauane@eoh.com

PHONE HOME PHONE
OFFICE PHONE FAX # Map
Classification
COST CENTER LOCATION BILLING CLASS
- - -

EMAIL ADDRESS FOR PAYMENT NOTIFICATION

‘Communication Address Time Tracking Related Records Access System Information

SOCIAL SECURITY BIRTH DATE

Job Information

TYPE TERMINATION/RELEASE DATE

EMPLOYEE STATUS
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Scroll down to Expense and Purchasing

» Inthe Travel Request Approver Field, Click on the Dropdown Arrow

» Then type in the Name of the travel request approver and click on Search
Button

> Click on the Name

@ * /3\ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Expense and Purchasing

EXPENSE APPROVER EXPENSE APPROVAL LIMIT
Kgothatso Miya ¥
TRAVEL REQUEST APPROVER PURCHASE LIMIT
<Type then tab> ¥ ‘
PURCHASE ORDER PP [|czothatso Search PURCHASE APPROVER
¥
Kgothatso Miya -
PURCHASE ORDER APPH PURCHASE APPROVAL LIMIT
PURCHASE ORDER APPH ACCOUNT
EXPENSE LIMIT DEFAULT ACCOUNT FOR CORPORATE CARD EXPENSES
-
. AW L . othatso Miya
ORACLE NETSUITE 35 Search Q A 7 JUCON = I R ki R A —

J—) * /ﬁ‘ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Expense and Purchasing

EXPENSE APPROVER EXPENSE APPROVAL LIMIT
Kgothatso Miya ¥
[[RAVEL REQUEST APPROVER PURCHASE LIMIT
Kgothatso Miya ¥
PURCHASE ORDER APPROVER LESS THAN 50K PURCHASE APPROVER
| v ¥
PURCHASE ORDER APPROVER LESS THAN 1MIL PURCHASE APPROVAL LIMIT
¥
PURCHASE ORDER APPROVER GREATER 1MIL ACCOUNT
¥
EXPENSE LIMIT DEFAULT ACCOUNT FOR CORPORATE CARD EXPENSES

s e S I R T
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» Click on Save Button, to save the changes
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2 Employee a
Kutloano Rauane  AcTive

I‘ Cancel ‘ ‘ Reset | | Search |

Primary Information

CUSTOM FORM *

SAWS Employes Form -
EMPLOYEEID *

¥ AUTO
MRL/MS...

NAME *
Kutloano Rauane
Email | Phone | Address

EMAIL *
kutloane.rauane@eoh.com

PHONE

OFFICE PHONE

+'3 ¥ Actions ¥

INITIALS
KR

JOBTITLE

SUPERVISOR

«

MOBILE PHONE

HOME PHONE

» Confirmation Employee Succesfully Saved

ORACLE NETSUITE &2 searcn

\9 * /A‘ Activities Payments Transactions

Lists Reports Analytics Customization Documents

Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

€ = List Search Customise More

&«

4 Map

Kgothatso Miya
SOUTH AFRICAN WEATHER SERVICE - Administrator

+ Confirmation

Employee successfully Saved

Setup Fixed Assets SuiteSocial Support

Employee Q
Kutloano Rauane  Acmive
m ‘E| |E| 3~ Actions~
Primary Information

EMPLOYEEID
Kutloano Rauane

MR/MS...

NAME
Kutloano  Rauane
Email | Phone | Address

EMAIL
kutloano.rauane@ech.com

PHONE

OFFICE PHONE

Administrator Training Manual V1.0

INITIALS
KR
JOBTITLE

SUPERVISOR

MOBILE PHONE

HOME PHONE

FAX

€ = Lst Search
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5 HOW TO ADD/CHANGE EXPENSE REPORT APPROVER

5.1 Expense Report have Three Different Approvers

e Expense Approver — Employee’s line Manager

e Accounts Payable Officer Approver — The approval is linked to the SAWS
AP Officer Role. Any person with this role can approver.

e Accounts Payable superivor Approver — The approval is linked to the
SAWS AP Manager Role. Any person with this role can approver. Once the
AP Supervisor approves, the expense report status will change to approved
and the transaction witll have GL impact.

5.2 How the Expense Report Approval Workflow Works

» The Expense Report gets submitted for appproval

» Expense Report goes to the expense approver — which is the employee’s line
manager

» Once approved by the expense approver , the Expense Report goes to the
Accounts Payable officer for approval

» Once Approved, it wil then go to the accounts payable superivor for approval

Administrator Training Manual V1.0 Page 16/21
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» On the Menu, Click on Lists, Employees and then Employees

ORACLE NETSUITE &  seach Q L IO

—— e
P

O K A Activities Payments Transactions Reports

Lists Overview . o 3 v
Home Viewing: Portiet date settings v Personalize
Accounting
Reminders New Release <, chan
A d Travel R
0 AePIonedTrenet Baawet Employees Employees New
0 Inventory Adjustment - Void St
n Key Perform: Relationships Work Calendars > Search

0 SAWS Approved and Assigned ..

Marketing Generic R

0 the menu icon

Suppont

Top S Items By Qty Sold .
Web Site
this fiscal quarter - Shortcuts
—_ m Maifing
X ° No content

No data available for this portiet

» This is the employees screen, expense approver is linked to the employee.

. AW 3 othatso Miya
ORACLE NETSUITE et Search Q B @ rep B recnn A - R M e service _agminstaor

\D * ’a‘ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Employees
v swe v et ] | |

List Search Audit Trail

FILTERS
0 @ ‘ (=] | SHOW INACTIVES | EDIT (_ QUICK SORT - John — Lithakazi w» € | | 3 TOTAL: 613

EDIT | VIEW INTERNAL ID IMAGE NAME & JOB TITLE SUPERVISOR COST CENTER LOCATION CONTACT INFO TRAVEL REQUEST APPROVER EXPENSE APPROVER

Edit | View 6818 KUSELWA METTEC Kuselwa.Ngonyama@weathersa.co.za Rudzani Malala Rudzani Malala
NGONYAMA

Edic | View 3 Kutloana Rauane kutloano.rausne@esch.com Kgothatsa Miya

Edit | View 6702 KUTULU LEKWADU TRAIDM Rutulu Lekwadu@weathersa.co.za

Edit | View 7M1 Lati Selepe Lati.Selepe@weathersa.co.za Rudzani Malala Rudzani Malala

Edit | View 6875 LAUREN SMITH FORECA Lsuren.Smith@weathersa.co.za Rudzani Malala Rudzani Malala

Edit | View 8741 LEBOGANG SENFOR Lebogang.Makgati@weatherss.co.za Rudzani Malala Rudzani Malala
MAKGATI

Edit | View 5263 Lebohang Melato SCIENT Lebohang.Mel 1ersa.C0.23 Tracey Laban Tracey Laban

Edit | View 7095 Lee-ann Simpson Lee-ann.Simpsen@weathersa.co.za Winifred Jordaan Winifred Jordaan

Edit | View 4873 Lefa Morabe lefa.morabe@weathersa.co.za Reagan Rakau Reagan Rakau

Edit | View 6180 Lehlohonolo Lehlohenolo. Thobela@weathersa.co.za
Thobela

Edit | View 5436 Lec De Veer Chief leo.deveer@westhersa.co.za Kamaseelan Chetty Kamaseelan

Technician 0723743529 (cell) Cherty
Cetie | Vs sana 1 nvaen Rlaila nCTTEr L Rr— Araen Maila@umarhares fn =n DA KAllaln Duirdmmmt hMadala -
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South African
Weather Service

» To change a expense approver for an employee, click on View next to the

employee that needs the approver to be added/changed.

ORACLE NETSUITE

yment

Search Q

-

Transactions Customization D

@ ren

ments

Kgothatso Miya
SOUTH AFRICAN WEATHER SERVICE - Administrator

B reedvack 2-

2 Employees

VIEW Basic -

Edit View | New Employee ‘ New Template

Setup Fixed Assets

List Search Audit Trail

FILTERS
B @& ‘ [=) | SHOW INACTIVES | EDIT QUICK SORT - John —Lithakazi w € > TOTAL: 613

EDIT | VIEW INTERNAL ID IMAGE NAME & JOBTITLE SUPERVISOR COST CENTER LOCATION CONTACT INFO TRAVEL REQUEST APPROVER EXPENSE APPROVER

Edit | View 6218 KUSELWA METTEC Kuselwa.Nggnyama@weathersa.coza Rudzani Malala Rudzani Malala
NGONYAMA

Edit | V\ew— & Kutloano Rauane kutloane.rauane@ech.com Kgothatsa Miya

Edit | View 6702 KUTULU LEKWADU  TRAIDM Kutulu ekwisdu@westhersa.co.za

Edit | View 7111 Lati Selepe Lati.Selepe@ueathersa.co.za Rudzani Malsla Rudzani Malala

Edit | View 6275 LAUREN SMITH FORECA LaurenSmith@weathersa.coza Rudzani Malala Rudzani Malala

Edit | View 6741 LEBOGANG SENFOR Lebogang Makgati@weathersa.coza Rudzani Malala Rudzani Malala
MAKGATI

Edit | View 5263 Lebohang Melato SCIENT LebohangMel ersa.co.za Tracey Laban Tracey Laban

Edit | View 7085 Lee-ann Simpeon Lee-snn Simpeon@weathersa.co.za Winifred Jordaan Winifred Jordaan

Edit | View 4273 Lefa Morabe lefa.morabe(@weathersa.co.za Reagan Rakau Reagan Rakau

Edit | View 6120 Lehlohonolo Lehlohonolo Thobel. sacoza
Thobela

Edit | View 5436 Leo De Veer Chief leo.deveer@weathersa.co.za Kamaseelan Chetty Kamaseslan

Technician 0723743529 {cell) Chetty
Cotee 1 Vireer cana [P jyr— [— e M1 n i asbor e o on D vt Mhntaln Devrimmmet KAntote J
» Click on Edit
ORACLE NETSUITE _2.%2.. Search Q © rer B reeen (@ - AR MO e cenvice  Admismaor

yments Transactions

sts

Reports Analytics Customization Documents

Setup Fixed Assets SuiteS

2 Employee a

Kutloano Rauane Acmve

e | &

Back +3~ Actions~

Primary Information

EMPLOYEE ID
Kutloano Rauane

MR./MS...

NAME

Kutloanao Rauane

Email | Phone | Address

EMAIL
kutloano.rauane@eoh.com
PHONE

OFFICE PHONE
Classification

COST CENTER

ERAAI ANNRECE ENR DAVRAENT MOTIENC ATION

INITIALS
KR
JOBTITLE

SUPERVISCR

MOBILE PHONE

HOME PHONE

FAX

LOCATION

Administrator Training Manual V1.0
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IMAGE

ADDRESS
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South African
Weather Service

> Click on the Human Resource Tab

ORACLE NETSUITE _‘%2'_ Search Q N - T = - AN WeaTHER sERVCE - Adminiscrtor

@ * /d‘ Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Email | Phone | Address

EMAIL * MOBILE PHONE ADDRESS
kutloano.rauane@eoh.com

PHONE HOME PHONE

OFFICE PHONE FAX # Map

Classification

COST CENTER LOCATION BILLING CLASS

EMAIL ADDRESS FOR PAYMENT NOTIFICATION

‘Communication Address  Human Resources Time Tracking Related Records Access System Information Custom
——

SOCIAL SECURITY BIRTH DATE

Job Information

TYPE TERMINATION/RELEASE DATE

EMPLOYEE STATUS

Scroll down to Expense and Purchasing

» In the Expense Approver Field, Click on the Dropdown Arrow
» Then type in the Name of the expense approver and click on Search Button
» Click on the Name

ORACLE NETSUITE .‘:'%"2. search Q A7 JUTER = IR R ity S —

& Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Expense and Purchasing

EXPENSE APPROVER EXPENSE APPROWAL LIMIT
v | C—

TRAVEL REQUEST APPR! kguthatso Search h PURCHASE LIMIT

Kgothatse Miya

Kgothatse Miya
PURCHASE ORDER APPH PURCHASE APPROVER

¥
PURCHASE ORDER APPH PURCHASE APPROVAL LIMIT
PURCHASE ORDER APPH ACCOUNT
EXPENSE LIMIT DEFAULT ACCOUNT FOR CORPORATE CARD EXPENSES

Cuhardinatacs  © tc  Eduratinn Darcanals  Datac  Evnanca Dannrt Curranciac s
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» The approver has been added

ORACLE NETSUITE &2 search

Payments Transactions
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South African
Weather Service

Q H- @ vep B reeonn (v KgothatoMie

S0UTH AFRICAN WEATHER SERVICE - Administrator

Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

Expense and Purchasing

EXPENSE APPROVER
Kgothatso Miya

£

TRAVEL REQUEST APPROVER
Kgothatso Miya

PURCHASE ORDER APPRCVER LESS THAN 50K

&«

PURCHASE ORDER APPROVER LESS THAN 1MIL
PURCHASE ORDER APPRCVER GREATER 1MIL

EXPENSE LIMIT

» Scroll up

&«

&«

EXPENSE APPROVAL LIMIT

PURCHASE LIMIT

PURCHASE APPROVER

«

PURCHASE APPROVAL LIMIT

ACCOUNT

DEFAULT ACCOUNT FOR CORPORATE CARD EXPENSES
-

» Click on Save Button, to save the changes

C_I-) * /d‘ Activities Payments Transactions Lists Reports Anal

ics Customization Documents Setup Fixed Assets SuiteSocial Support

2 Employee @
Kutloano Rauane  Active

Cancel ‘ ‘ Reset | | Search |

Primary Information

CUSTOM FORM *
SAWS Employee Form -
EMPLOYEEID *

0ano Rauane ¥ AUTO
MR./MS...

NAME *
Kutloano Rauane

Email | Phone | Address

EMAIL *
kutloano.rauane@ech.com

PHONE

OFFICE PHONE
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+'3 ¥ Actions =

INITIALS
KR
JOBTITLE

SUPERVISOR

MOBILE PHONE

HOME PHONE

& = List Search Customise More

NOTES
4
IMAGE
%
¥ v
ADDRESS
4 Map
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» Confirmation Employee Succesfully Saved

ORACLE NETSUITE ..'.‘%2. Search Q K- @ nn B reeanac - Kgothatso Miya
D *x A

S0UTH AFRICAN WEATHER SERVICE - Administrator

Activities Payments Transactions Lists Reports Analytics Customization Documents Setup Fixed Assets SuiteSocial Support

+" Confirmation

Employee successfully Saved

Employee Q

€ = List Search
Kutloano Rauane  Acmive

m Back B - Adionse

Primary Information

EMPLOYEE ID

INITIALS NOTES
Kutloano Rauane KR
MR./MS... JOBTITLE IMAGE
NAME SUPERVISOR
Kutloano Rauane
Email | Phone | Address
EMAIL MOEBILE PHONE ADDRESS
kutloano.rauane@eoh.com
PHONE HOME PHONE
OFFICE PHONE FAX
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