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1 GENERAL INFORMATION – INTRODUCTION 
 
There are two kind of goods defined in the VOYAGER system: spare parts and consumables. 
 

1.1 Spare parts 
 
Spare parts are goods which are inventoried – present stock quantity can be checked. 
Spare parts are elements of the components which are subject of supervising, ordering, etc. 
Available operations: 

▪ Receiving 
▪ Using 
▪ Returned to stock (Inventory) 
▪ Out of stock (Inventory) 

Main properties of the Parts: 
- Number, Name default (entered during configuration process), Name English 
- Description, 
- Manufacturer (component manufacturer) 
- Spare component. 
- Quantity in stock, ordered, minimum in stock, maximum in stock quantity 
The “Components manager” is a window designed to overview and manage components and parts. 
The “Components manager” has 7 main parts: the components tree, jobs list table for selected component, list 
of parts for selected component, list of requisition orders for selected component and subcomponents, list of 
work orders for selected component and subcomponents, component/part details panel, drawings panel. 
 
Each spare part has its own number eg. 601.1.1-100 It consists of two parts: 

▪ Prefix which is its owner component number eg. 601.1.1 
▪ Number in component eg. 100 for that example 

 

 Number 0 is reserved for spare component. Eg. 601.1.1-0 is spare cylinder cover for ME1 

 

1.2 Consumables 
 
Consumables are goods which are not inventoried. Consumables can be ordered and received, but in isolation 
from spare parts consumables when received in requisition order then automatically out of stock operation is 
applied. 
 
There are two kind of consumables in system: 
 
Predefined consumables 
This kind of good was defined by system administrator as typical consumable with standardized number, 
name, unit etc. 
Each predefined consumable is grouped with one of consumables groups. 
Ordering this kind of consumables doesn't require to give any additional reason. 
Predefined consumable can be defined and edited in "Consumables manager". VOYAGER menu select 
“General” select “Maintenance, inventory managers” select “Consumables” 
Administrator access level required. 
Each predefined consumable has it own 5 digits number. First 3 digits belongs on which consumable 
group consumable belongs to. 
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User defined consumables 
If there is no predefined consumable in database it is possible to define new consumable. 
New consumable can be defined when making requisition order. 
Edit and Delete operations can be done in "Consumables manager". 
 

 
When ordering not predefined consumable it is necessary to give ordering reason (in general - default 
predefined consumable should be ordered). 

 

 
 

 
Parts data location in “Components manager” window 
  

List of the parts 
for selected 
component 

Detailed 
information for 
selected part 

Detailed stock 
information for 
selected part 

Selected 
component 

List of the 
requisition 
orders for 
selected 
component 
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2 REQUISITION ORDERS 
 
There are two kind of Requisition orders in VOYAGER system: 
1. Requisition order for spare parts (inventoried positions) 
2. Requisition order for consumables (not inventoried positions) 
 

 Inventoried and not inventoried positions can not be placed in the same Requisition order. 

 
Each Requisition order has its own number eg. 87-21-0005-E. The first two digits are the vessels owner 
number, the next two digits are the year last digits, the last four digits are part of sequence number in the 
year, the letter at the end of number is the prefix letter of general department. 
 
When a Requisition order is created its status is: project. This order is visible on the ship but not in the office. It 
can be printed but the printout will contain a water mark: "NOT SENT". This water mark protects order against 
printing not sent orders (orders not sent are not visible for technical superintendents in the office). 
 

 

 

 

  

„NOT SENT” watermark printed on 
requisition order 



  
EUROAFRICA Services Limited   

Arkadiusz Ślaski  
+48 603 081 910  

voyager@euroafrica.com.pl  

 Requisition orders - manual  
Ver. 1.2 (2022-11-05)  

 

    
    
    
 2.01-ENG Requisition orders – manual (v.01.2) Page 6 of 23  
    
    

 

2.1 Requisition order for spare parts 
 
To create a Requisition order for spare parts: 

▪ Select spare part in "Component manager" window 
▪ In the "Component manager" select "Add to requisition order" or use context menu to open the 

"Select requisition order" dialog window 
▪ In the "Select requisition order" dialog window select if create new order or add to existing (saved and 

opened) order, select language for order positions 
▪ If the new requisition order is selected then fill in the "Requisition order" dialog window header tab 

Required fields are: 
o Title 
o General department 
o Technical manager 

 

 

 

▪ Enclose additional data. If the Requisition order is urgent then select "priority": URGENT 
▪ Select technical description for main component for which order is created 
▪ When all necessary data are enclosed to Requisition order then select "update" and remain open 
▪ Add spare parts to requisition order 

 

 

 

Once sent order cannot be edited. If it is necessary to make some changes, the order can be sent back. Use 
button “Send back order”. This operation is possible until firs synchronization. After synchronization only splits 
can be done. 
 
Example 

Create requisition order for spare part: 601.1.1-0 - Cylinder cover, compl. 
 
1. In “Components manager” window find component 601.1.1 in components tree 
Hint: component or spare part can be found manual in components tree or using search box: 

 
 

2. Select spare part (click) 

 
To send order to office select "Send order" button. Requisition order will get status: sent and will be 
visible for office users 

 
To add spare parts to Requisition order this order must be saved and requisition order window must 
be opened. 

 
Created requisition order and not reeded by technical superintendent is displayed with bold 
characters. If characters are normal, it means that order was reeded. 

Header tab 

Items tab 
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3. Select spare part 601.1.1-0 - Cylinder cover, compl. In spare parts list table – it will be automatic selected 
4. Click button “Add to requisition order” or use context menu to create new requisition order 

 
5. Change language if necessary and click “Update” 
6. Fill in the "Requisition order" dialog header tab (title, technical manager, date order, date delivery if 
necessary, priority if different than: Not urgent) 
Hint: general department is retrieved from the data of the user creating the requisition order 
7. Select in the " Requisition order" dialog header tab technical description component. Selected 
component’s technical description will be taken to requisition order component data 
8. Select in the " Requisition order" dialog header tab manufacturer - if known 
9. Input remarks - if necessary 

 

 

 
 
 

 

10. Click button “Update” and remain this window open – now order is ready to fill in with part/parts 
11. Select again spare part 601.1.1-0 - Cylinder cover, compl. In spare parts list table 
12. Click button “Add to requisition order” or use context menu to add spare part to opened requisition 
order 
13. In “Select requisition order” dialog choose “Add to existing (opened) requisition order” 

Component’s tree 
order belongs to 

Component which 
technical description 
will be taken for 
order component 

Date issue or date 
sent 

Expected delivery 
date 

Order priority 

Technical 
superintendent 

Header tab Items tab Send order 
button 

Send back 
order button 
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14. Click button “Update” – “Add part position to requisition order” dialog will open 
15. Fill in – “Add part position to requisition order” dialog (quantity, spare part technical description, 
remarks) 

 

 

16. Click button “Update” – Item will be added to requisition order 
17. Repeat points 11 to 16 to add additional spare parts 
18. Click button “Update” in “Requisition order” dialog to save order 
Hint: it is recommended to save order after each position added 
19. Click button “Send order” if the requisition order creation has been completed 
20. Click button “Print order” to get hardcopy to sign and stamp 

 
 

 
Quantities in “Add part position to requisition order” dialog can be only integer value; no comma is 
supported. 

 
Items added to requisition order can be edited/modified if order is not sent (project). If order is sent 
then only delivery, split activities are available. 

 
  

Quantity (integer values 
only) 

Unit name (default order 
language) 

Enclose spare part technical 
description (if selected then 
technical description will be 
placed in remarks box) 

Remarks/technical 
description data 

“Add to existing (opened) 
requisition order” selection 
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2.2 Requisition order for consumable 
 
To create a Requisition order with consumables: 
 

▪ In the "Components manager" menu select "Orders" select "Requisition orders". 
▪ In the "Requisition orders manager" window select "New requisition order" button. 
▪ If the new requisition order is selected, then fill in the "Requisition order" dialog window header tab. 

Required fields are: 
o Title 
o General department 
o Technical manager 

 

▪ Enclose additional data. If the Requisition order is urgent, then select "Priority": URGENT. 
▪ Select technical description for main component for which order is created. 
▪ When all necessary data are enclosed to Requisition order then click button "Update" and remain 

open. 
▪ In the "Requisition order" dialog window select button "Add item" or use context menu. 
▪ Fill the "Add consumable position to requisition order" dialog window. 
▪ Select "Predefined consumable (recommended)" or "Define new consumable (not predefined)" 
▪ If predefined consumable was selected: use number or select form consumables groups list or search 

by name (loupe button). 
▪ Input: quantity, remarks if required, input ordering reason when position is not predefined 

consumable (required). 
▪ Select "Update". 

 
 

 

 
Once sent order cannot be edited. If it is necessary to make some changes, the order can be sent back. Use 
button “Send back order”. This operation is possible until first synchronization. After synchronization only 
splits can be done. 
 
  

 

 

 
To send order to office select "send order" button. Requisition order will get status: Sent and will be 
visible for office users. 

 
Created requisition order and not reeded by technical superintendent is displayed with bold 
characters. If characters are normal, it means that order was reeded. 

Header tab 

Items tab 
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Example 

Create requisition order for consumables PPE cloths 
 
1. In “Components manager” window in menu select "Orders", select "Requisition orders" 
2. In the "Requisition orders manager" window select "New requisition order" button or use context menu. 
3. Fill in the " Requisition order" dialog window header tab (title, technical manager, date order, date 
delivery if necessary, priority if different than Not urgent) 
Hint: general department is taken from issued user data 
4. Select in the " Requisition order" dialog header tab manufacturer - if known 
5. Input remarks - if necessary 

 

 

 
 
 

 

6. Click button “Update” and remain open – now order is ready to fill in with consumables 
7. Select “Items” tab and click button “Add item” or use context menu 
8. Select consumable type (Predefined consumable, Define new consumable) 

Date issue or date 
sent 

Expected delivery 
date 

Order priority 

Technical 
superintendent 

Header tab Items tab Send order 
button 

Send back 
order button 
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PREDEFINED CONSUMABLE SELECTION 

 

 

NOT PREDEFINED CONSUMABLE SELECTION 

Consumable type 
(Predefined consumable, 
Define new consumable) 

Predefined consumable 
number 

Predefined consumable in 
consumables groups tree 

Quantity (integer values 
only) 

Remarks/additional data 

Consumable type 
(Predefined consumable, 
Define new consumable) 

Predefined consumable 
name 

Quantity (integer values 
only) 

Remarks/additional data 

Default unit 

Define NEW consumable 
button 

Search consumable button 

Ordering reason (required if 
consumable is out of 
predefined database) 
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9. Fill in “Add consumable position to requisition order” dialog window (quantity, remarks) 
Hint: Consumable name can be found using “Search consumable” button 
10. Click button “Update” – Item will be added to requisition order 
11. Repeat points 7 to 10 to add additional consumable 
12. Click button “Update” in “Requisition order” dialog to save order 
Hint: it is recommended to save order after each position added 
13. Click button “Send order” if order is completed 
14. Click button “Print order” to get hardcopy to sign and stamp 
 

 
 

 
Quantities in “Add consumable position to requisition order” dialog window accept only integer 
value; no comma is supported. 

 
Items added to requisition order can be edited/modified if order is not sent (project). If order is sent 
then only delivery, split activities are available. 

 

2.3 New consumable for requisition order 
 
If required consumable cannot be found in predefined and not predefined consumables database, then user 
can create new not predefined consumable. 
A) Predefined consumable can be created in “Consumables manager” window. 
B) Not predefined consumable can be created directly in “Add consumable to requisition order” dialog window 
 
To create not predefined consumable directly in “Add consumable to requisition order” dialog window: 

▪ In “Add consumable to requisition order” dialog window click button “Define new consumable” on 
consumable name box 

 

 

▪ Fill in “Consumable” dialog window (title, unit, remarks, currency) 

 

 

▪ Click button “Update” – consumable will be created and selected in “Add consumable to requisition 
order” dialog window 

Define NEW consumable 
button 

Consumable title 

Default unit 

Consumable currency 

Remarks/additional data 
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3 SPLIT REQUISITION ORDER ITEMS 
 
Requisition order items can be splitted (transferred) to another Requisition order. 
A Split of the item is possible to: 

▪ A new Requisition order (order will have the same component number, general department) 
▪ An existing Requisition order (order must be active - project, not sent) 

 

3.1 Split item to New requisition order 
 

▪ In the "Components manager" menu select "orders" then open "Requisition orders" window 
▪ In the "Requisition orders" window select requisition order that you wish to split and click "Edit 

requisition order" button 
▪ When the "Requisition order" dialog window is open select the "Items" tab 

▪ In the "Items" tab select the position that you wish to split and select "Split item" button or context 
menu 

▪ In the "Select requisition order to split item" dialog window select position "Create new requisition 
order for split item" 

 

 

 
▪ Click “Update” and new requisition order will be created 
▪ Fill in the "Requisition order" dialog window (title, technical manager, date order, date delivery, if 

necessary, priority if different than not urgent) 
▪ Click “Update” to save the order 

  
Splitted item in original requisition order is marked as completed and new item is created in new requisition 
order. 
 

 
  

 

 

 

Item when splitted then only remain (not received quantity is splitted to another requisition order. 
E.g., If originally ordered were 5 pcs and in the meantime 2 were received, only the 3 remaining pcs 
will be splitted. 

Header tab 

Items tab 

Split to new requisition order 
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3.2 Split item to Existing requisition order 
 

▪ In the "Components manager" menu select "Orders" then open "Requisition orders" window 
▪ In the "Requisition orders" window select requisition order that you wish to split and click "Edit 

requisition order" button 
▪ When the "Requisition order" dialog window is open select the "Items" tab 

▪ In the "Items" tab select the position that you wish to split and select "Split item" button or context 
menu 

▪ In the "Select requisition order to split item" dialog window select position "Add to existing (active) 
requisition order" 

▪ Select existing order to split to 

 

 

 
▪ Click “Update” and chosen requisition order will be updated with item data 

 
Splitted item in original requisition order is marked as completed. 
If there is no item with the same name in existing requisition order, then new item is created. 

 

 

Item when splitted then only remain (not received quantity is splitted to another requisition order. 
E.g., If originally ordered were 5 pcs and in the meantime 2 were received, only the 3 remaining pcs 
will be splitted. 

  

 

 

 
If there is already an item with the same name in the order to which the item is splitted, the splitted 
quantity will be added to the existing order item. 

Header tab 

Items tab 

Split to existing active requisition 
order 

Chosen existing active  requisition 
order 
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Example 

Split requisition order item to new requisition order 
 
1. In “Components manager” window in menu select "Orders", select "Requisition orders" 
2. Open requisition order no 87-18-0060-D, select item no 3 to split 

 

 

3. Click “Split item” button or use context menu 
4. In the "Select requisition order to split item" dialog window select position "Create new requisition order 
for split item" 

 

 

  

5. Click “Update” and new requisition order (87-21-0020-D) will be created 
Hint: New requisition order header contains data from original order (general department, technical 
manager, etc.) 
 

 
 

Split button 

Split to new requisition order 

New requisition order 87-21-0020-D 
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6. Fill in the "Requisition order" dialog window (title, date order, date delivery, if necessary, priority if 
different than Not urgent) 

 

 

7. Click “Update” to save the order 
Hint: Information about split from and to can be found in “Split history” window. Use “Split history” button 
 

 
  

Default title 

Default data taken 
from original 
requisition order 

Splitted item 

Edit item – if required 

Split icon 

Split history button 
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Example 

Split requisition order item to existing requisition order 
 
1. In “Components manager” window in menu select "Orders", select "Requisition orders" 
2. Open requisition order no 87-18-0060-D, select item no 3 to split 

 

 

3. Click “Split item” button or use context menu 
4. In the "Select requisition order to split item" dialog window select position "Add to existing (active) 
requisition order" 

 

 

  

5. Click “Update” and item will be splitted to requisition order 87-21-0019-D 
6. Fill in the "Requisition order" dialog window (title, date order, date delivery, if necessary, priority if 
different than not urgent) 

 
 

Split button 

Split to existing active 
requisition order 

Existing requisition order 87-21-0019-D 

Selected active requisition 
order for split 
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7. Click “Update” to save the order 

 
Hint: Information about split from and to can be found in “Split history” window. Use “Split history” button 
 

 
If there is already an item with the same name in the order to which the item is splitted, the splitted 
quantity will be added to the existing order item. 

 

4 RECEIVE REQUISITION ORDER ITEM 
 
Receiving item in requisition order is available if order has status: Sent. 
 

▪ In the "Components manager" window menu select "Orders" then open "Requisition orders" window 
▪ In the "Requisition orders" window select the Requisition order that you wish to edit and click "Edit 

requisition order" button or use context menu 
▪ When the "Requisition order" dialog window is open select the tab "Items" 

▪ In the tab "Items" select the item to receive and select "Receive item" button or use context menu 
▪ Fill the "Receive requisition order item" dialog window. 

o Required fields are: quantity, date, invoice number 
o Optional fields are: remarks, deliverer, delivery place 

▪ Select "Update" button 
Received quantity can be equal ordered or greater or less than required 

 

 

Splitted item 

Edit item – if required 

Split icon 

Split history button 

Header tab 

Items tab 
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If quantity is less than required order and user does not expect next deliveries item can be completed using 
“Complete item” button or use context menu. 
Is spare part is received then field “required” in “Components manager” window will be updated 
automatically. 

 

 

 

 
Example 

Receive requisition order item no 1 from order 87-21-0014-L 
 
1. In “Components manager” window in menu select "Orders", select "Requisition orders". 
2. Open requisition order no 87-21-0014-L 

 

 

3. Click “Receive item” button or use context menu 
4. Fill the "Receive requisition order item" dialog window (required fields are: quantity, date, invoice 
number, optional are: remarks, deliverer, delivery place) 

 
Quantities in “Receive requisition order item” dialog window accept only integer value; no comma is 
supported. 

Quantity ordered and not 
received yet from all active 
requisition orders 

Receive item button 

Item to receive 

Complete item button 
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5. Select "Update" button 
6. In this example delivered quantity (20) is less than ordered (30). User can: 
7A. Wait for remain (10) 
7B. If delivery of remain quantity is not expected – select “Complete item” button or context menu to 
complete order item delivery with quantity (20) 
7C. If it is necessary to collect not received items to another requisition order, use “Split item” button or 
context menu to split item 
8. In case 7B, 7C order item will be marked as completed 

 

 

 

 
 

 
Quantities in “receive requisition order item” dialog window accept only integer value, no comma is 
supported. 

 
When all requisition order items will be received, completed, splitted or canceled then order will be 
closed (status: Filed). 

 
  

Delivery date 

Delivered quantity (integer 
values only) 
 

Delivery invoice – if known 

Remarks - optional 

Deliverer - optional 

Delivery place - optional 

Item completed 
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5 MONITS 
 
Monit is a functionality that automatically reminds the recipient of a requisition order about an unreceived 
order. 
The monit is generated automatically as an e-mail with information reminding about the fulfillment of the 
requisition order. 
E-mail is sent automatically during data synchronization in the office. 
Sending a monit for a requisition order is available if the requisition has the status sent. 
 

 
 
 

 
Example 

Monit for position no 01 from requisition order 32-16-0308-D 
 
1. In “Components manager” window in menu select "Orders", select "Requisition orders". 
2. Open requisition order no 32-16-0308-D 
3. Select “Send monit” check button 
 
The requisition order will be marked as monited with a specific date and monitor 

 
The monit always applies only to those requisition order lines that have not yet been delivered or have 
not been marked as "Completed" 

Information about monit Requisition order printout Monited order lines 
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Monitored requisitions are marked in the „Requisition orders” window in a column „Is monit sent” 

 

  

Send monit check button 

Monit date and monitor 
signature 

Monit column 

Monitored requisition 
orders 
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6 NOTES 
 
 


