
 

Shop Request 
  

Users can submit shop requests to order inventory from the company warehouse. 
Authorized users can determine approved quantity according to request warehouse quantity, replenishment warehouse quantity 
and previous request quantity. 
When the shop request is approved, delivery to the shop will be arranged automatically or manually. 
When the inventory is delivered to the shop, users will prepare ‘Transfer In’ to complete the transfer process. 

 
New Shop Request 

At Inventory > Shop Request > New 

 

  
 
 
 
 
 
 
 

 
 

 

 

 

 

Display replenishment warehouse quantity, 

current request warehouse quantity, other request 

awaiting for approval quantity and in transit 

quantity for request product according to setup. 

Users can take the above as reference to 

determinate request quantity. 

Click <Print & OK> or <OK> to complete the application and wait for approval. 

Click <Approve & OK> to approve the shop 

request and generate transfer order immediately. 

Enter the 

request quantity. 

Both application date and warehouse can be changed. 

Display last 1 month request quantity 

and last 3 month monthly average 

request quantity according to setup. 

If  request quantity exceed past request 

quantity by designated percentage, will 

display color background. 



 

Edit / Approve request 

At Inventory > Shop Request > Search 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

System will display the quantity of  

<Request quantity>, <Approved quantity> 

and <Status>. Users can then monitor the 

status of  the shop request. 

Click the application to view details. 

Click <Edit> to edit the request quantity. 

Click <Approve> to only approve a partial number of  products or a partial quantity of  products. 

Click <Approve All> to approve all products in the request and generate transfer order.  

Click <Void> to void the request. 

After approval, system will generate 

transfer order. Product delivery will 

generate transfer out and transfer in. 

System will display corresponding 

document number for reference. 

Product transferred out but not yet received 

by shop will display color background. 



 

 

Approve request 

 

 

 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

Enter the approved quantity.  

Approved quantity can be both greater 

or less than the request quantity. 

Click <Print & OK> or <OK> to approve the request and  

generate transfer order. 

 

Replenishment 

warehouse – awaiting 

for approval quantity 

= remaining quantity 

available for approval. 

If  quantity is less than 

zero, will display color 

background. 

Request shop warehouse 

quantity + In transit quantity 

= Expected quantity for 

product at request shop 

warehouse. 

If  quantity is less than zero, 

will display color background. 

Last 1 month request quantity and last 3 month 

monthly average request quantity. 

If  request quantity exceed past request quantity by 

designated percentage, will display color background. 

 



 

 

Shop Request Setup 
Setup at Inventory > Setup > Shop Request Setup 

 

 

 

 

 

 

 

Setup shop request display item remarks column. 

Setup shop request display column. 



  

 

 

 

 

 

Setup shop request display last 1 month request quantity and last 3 month monthly average request quantity. 

Setup display other shop awaiting for approval at approve request. 



 

 

 

 

 

 

 

 

 

 

 

 

Setup display in transit quantity and current warehouse quantity + in transit quantity at approve request. 

Setup display last 1 month request quantity and last 3 month monthly average request quantity at approve request. 

If  request quantity exceeds last 1 month 

request quantity and last 3 month monthly 

average request quantity by designated 

percentage, means request quantity is more 

than past request by designated percentage, 

system will display color background. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Setup disable means not display <Approve & OK>, users can only request 

but cannot approve when new shop request. 

When enable function, system will generate transfer order and transfer out at the same time. Users no need to 

arrange delivery at transfer order. System will create transfer out automatically when approve request. 

Transfer order number will not display on view application details. 

 

Control request quantity not allow to be larger than replenishment warehouse quantity – same warehouse other shop 

request quantity awaiting for approval. 

After enable control, users not allow to submit application if  request quantity is exceeded. 

Request and approve at the same time when new shop request. 

Generate transfer order and transfer out at the same time when approve. 


