Purchase Order / Receive Merchandise Tutorial

Creating a Purchase Order:

To create a purchase order, click on the Vendors Tab, then click on the Purchase Orders
Tab, and click on the [Add] button as seen below:
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Once you click on [Add], then Add Purchase Order Screen will appear:

Vendor

UPC Field




Select a vendor from the drop down menu, and scan merchandise on the UPC Text Field.
You can also click on the [View] button, and this will provide a screen which can filter
your merchandise for easy finding, as seen below:

X Select Product g@

Product Code D ezcription i
) TESTFROD X $0.00

TEST TEST 1] -24 $0.00
TESTPROMO TEST PROMO 1] 1] $0.00
JW4.000 TEST Storel item 1] 1] $0.00

<« | Y

Filter: |TEST]

Select Caricel

When you see the product you need, click on the product and then click [Select] to add
the product to the Purchase Order.

One a product has been selected, enter a desired quantity by filling in the Qty Field, and
click [Insert F4] to add it to the purchase order.
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Case Cost Case iy Cases Inner Pk Min. Pie. Gty:
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[TEsT [ 000 [3 $0.00 Load Quick Order
Q144 & By Pieces (F3) © Bylnner Pack (F10) By Cases (FI1)
Insert (F4) Edit (F5) Delete (F§)
Product Code__| Description [Quantty [SelesPrics [ Total Vendor Cods_|
I~ TaxPurchase Order Freight |$0.00
Tox [000
OK.(F7) Cancel (F8) Totel: [g000




[& Addpurchase Order e}
Number 5 Print/Preview (F1) ‘ Print Packing List ‘ Staws [Open Pete: [10/27/2008
Wendor Name [ = Shipping Address: [ =
Billing Address Drop Ship Address:
Ship Date FOB. Terms Ship Vi Cust. No
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To edit or remove a product from the Purchase Order, click on the Product Code from the
list, and then click on [Edit F5] or [Delete F6] respectively. Once you are finished with
the purchase order, click [OK F7] to save it to the database.

Receive Merchandise:

To receive merchandise from a Purchase Order, click on the VVendors Tab, and then click
on Receive Shipments. The following screen will appear:

Receive Shipments

Purchase Order:
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Select the Purchase Order from the drop down menu, and the contents of that purchase

order will be filled.




Receive Shipments

Purchase Order: I5 j I~ Update Inventany ltem Cost

o " Receive By ltem

PO # | Product Code Description

5| TESTPROD $0.00

Select
PO tern # [ayinPo | atyRec [ aty B0 Cost

Gty Rec. Update

Cost Update
PO value $0.00
< »|| Prev. Paid Amt. $0.00
Remove Amount Due: $0.00
Peceive Cancel Balanca Left $0.00

You may choose to [receive by item], or [receive all] from the purchase order. If you opt
to [receive all], simply click on the [Receive] button and this will update you inventory to
reflect the shipment and close out the purchase order. Otherwise, you will click on the
desired product and then click on the [Select] button. This will add it to the receive list.

Receive Shipments

Purchase Order. 5 j I~ Update Inventany ltem Cost

(2 & Receive By Item
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5| TESTFROD
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Once this is done, the quantity received can be updated in the case that a backorder exists
and not all quantities where sent with the received shipment. To update, click on the item
from the received list, and then modify the Qty Rec Field with the desired value.
Afterwards, click on [Update] to reflect the change as seen below:



Receive Shipments

Purchase Order: 5 j I~ Update Inventany ltem Cost
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5 TESTPROD 144 1 100 0 sl A _
Cast 4000 Undata
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Receive ‘ Cancel

Balance Left: $0.00

When ready, click on [Receive] to receive the purchase order. Note that because this
Purchase Order still has merchandise on backorder, it will be listed as Partial.
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