


FEATURES 

Simple  

Transparent  

Online – on the GO 

Alternative to SAP Order 

Processing 



THE PROCESS 

Requestor 

•Raises a request online 

•Email confirmation from SKELTA of 
request Acceptance  

Approvers 

•Receives the request on Email 

•Takes Action ( Approve, Reject, Hold) 

Commercial 
& SCM  

•Commercial Team processes the Order 
(automatically generated in SAP) 

•SCM invoices this Order from WMS 



THE FLOW 

• Open the PR process URL (LAN or WAN) 

 
Requestor 



THE FLOW 

• Confirm the credentials 

 
Requestor 



THE FLOW 

• On the “Requestor/Admin” Tab click “Create Purchase Request” 
Link Requestor 



THE FLOW 

• Fill The Fields (code preferred) & select from Dropdown options and click to add. Now there are two buttons „Submit‟ & 
„Save‟. By clicking submit it will directly go for approval with pre defined approval matrix. But once you save the request, it 
will save to your own dashboard and in future you can submit this request with any updation.  

 Requestor 



THE FLOW 

• The request saved but not go for approval untill it will not be 
submitted. Requestor 



THE FLOW 

• Once you saved the request, you can see it by clicking „click to show search‟ 
display below the „News‟ tab. Now by clicking „select‟ for particular request,  

Requestor 



THE FLOW 

• you will get detail of the request with „Submit ‟ & „Save‟ button.  

• Now you can submit it for the approval.  Requestor 



THE FLOW 

• Online Tacking is available via “Track Purchase Request” in 
“Reports” Tab  Requestor 



THE FLOW 

• The user can check the current status and history of the Purchase 
request. Requestor 



THE FLOW 

• In some case if you are also approver for some of the request. 
You can take action from here as well as from mail. Have a look.  Requestor 



REQUESTER’S PART IN PR PROCESS 

Order Creation in SKELTA 

Maintaining the correct records for requests 

raised  

Check with the approver in case of delay in 

response 



THANKS 

FOR YOUR PRECIOUS T IME  


