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Web Users
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❖ Logging in

❖ Purchase requisition entry

❖ Requisition and Invoice approvals

❖ Inquiries
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Submit Request

Approve/Decline 
Request

Purchase Order to 
vendor
Confirmation message 
to requester

Message to approver

Web Interaction

Purchase Requests

Declined message to 
requester
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Approve/Decline 
Invoice

Purchase invoice saved 
to vendor account

Message to approver

Web Interaction
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Declined message to 
requester



Logging in to PW Web

In your browser use the internet address:

https://pwweb.na.pacifictechsol.com/PTSL/Login.aspx

to access the log on page
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❖ Enter your user ID and password

❖ Choose a company

❖ Log In



From the menu choose

Transactions -> New Requisition
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Development Related Request



Select

Workflow
Cost Centre 
Development Related
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Then (optionally) enter

Date Required (Required delivery date)
Ship to Location 
Description (Description for the request/PO)
Reference (Further short text ref for the request/PO) 
Comment (Longer text for the request/PO)
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Enter a line item by choosing at least:

Development
Cost Group
Cost Code
Item Number and Description
Quantity Required
Unit Cost
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Click                            to complete the item.

Items already entered will show in rows
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Click                    to add another item.
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Click                            again to add the item.
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Adding an Attachment

To add one or more documents select Add
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Go to the Documents tab
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Select a Document, optionally set the Description, and 
then choose Attach File(s)



If finished and ready to send for approval, click
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You receive a message with the assigned Requisition Number
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Non-development requests are entered in the same way except you do not 
choose ‘Development Related’
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Request not related to a development



There are no development/cost group/cost code selections

Choose an appropriate Item Number for the cost
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Approvals
When logging in the default screen is the Purchase Requests (PW) Approval 
Console

To navigate to the console or change approval type, choose Approval 
Console from the menu.  Then choose

• PW Approval Console for Purchase Requests
• PA Approval Console for Purchase Invoices
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Requests or Invoices waiting for approval are listed as PENDING
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Change from PENDING to APPROVE or DECLINE

You can approve or decline in bulk too by using the APPROVE/DECLINE 
buttons at the top

Enter a review comment if needed



Clicking on            gives you funds availability visibility against estimate
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You can look at a document in more detail wherever you see a link to the 
document number. 
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Then you can see the item details

26



Workflow events (to show what’s happened to the document so far)
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And documents attached

28

Steve  Bagnall



When finished click 
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to confirm all actions (approved/declined)

to clear all marked actions

NOTE:  There could a period of system processing if one or more approvals 
result in creating and sending a Purchase Order



Inquiries

Go to the Inquiries option on the top menu.
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Depending on your security profile you may be able to see one or more of 
the following



Management Inquiry
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List requests processed by the system

Limit the list using criteria

Press the button to refresh the list
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Sort the list by column heading

Drill in to details using Document Number
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JENRUS

JENRUS

JENRUS

STEVEB



My Reqs
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List just your own requests 

Limit the list using criteria

Sort the list by column heading

Drill in to details using Document Number



PO Inquiry
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List Purchase Orders generated from requests

Limit the list using criteria

Press the button to refresh the list

Sort the list by column heading

Drill in to details using Document Number

Print a copy of the PO
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