
Link website saga  : saga.unisza.edu.my

Log Masuk menggunakan Id & Password 
yang diberikan

ID : e-crim
Password : ecrim _ _ _ _  
(digit dibelakang akan berubah setiap 3 bulan)

*Password terkini boleh dapatkan melalui staff  Creim*
CREIM
Cik Afiqah Rabeah : 096687774 / 011-10015965

Bendahari
En. Mohd Khairul Azmi : 09-6687610 / 014-3702730



Click Icon ‘PEOPLE’
untuk memilih kampus / company

SILA PILIH MENGIKUT KEPADA KATEGORI PEMBELIAN 

(01) KOTA – Segala Pembelian Yang Melibat Aset ( Tagging )

(02) KUSZA – Selain Daripada Pembelian Yang Melibatkan Aset
( Contoh : Bahan Penyelidikan )



1. Financial Modules
2. Purchasing
3. Process
4. Double click ‘ Purchase Requisition’

5. ADD NEW pada Icon ‘Folder’

6. Click icon ‘Search’ 

7. Search Applicant Name with * before 
and after name at Desc

Example :  *ZARINA*

8. Click OK , then Press ‘ Tab’ button on 
your Keyboard to go at ‘ Detail ’



9.Click ‘Search’ Icon to choose Purchaser ( Faculty / PTJ)

10. Click ‘ Search ’

11. Type your faculty / PTJ with * before and after 
Example : *CREIM*

12. Choose latest KPTJ and Click OK



13. Press ‘ TAB ’ on your keyboard to get detail of  
purchaser

14. Click OK to go to ‘ Supplier Detail ’

15. Click ‘ Search ’  

16. Search supplier name with * before and after
Example :  *PERMULA*

17. Click OK
18. Choose supplier name with Suppid start with  ‘ M ’   

Example : MP000031

19. Click OK and TAB for detail info of  supplier

Please contact BENDAHARI / CREIM if  
supplier name not found in system 
SAGA



20. Click OK to go to ‘ Line Items ’

21. Fill in your detail purchase as stated on quotation 
Only fill in Quantity , Description and Unit Price

22. Press Tab to go to next line
23. Click Ok after done fill in the purchase items

24. Enter your project code and * , then press tab

Example :  R0290* 

25. Choose the right VOT and click Ok

Please contact BENDAHARI / CREIM if  
VOT Code not found in system SAGA



26. Press Tab and fill the purchase amount
27. Click Ok

28. It will appear as shown in image then click 
Ok again

29. Click READY

30. Click Other Options button to print out the PR 
document

*Make sure PR Status is ‘Ready’



31. Click ‘ Req Print’

32. Click ‘ Yes’

33. Example Purchase Requisition Document 

34. Sign & Stamp only at “ Disediakan oleh ”

35. Submit the document with Borang
Pembelian barang (PB) and all the related 
document to CREIM 
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