Introduction to Purchase Orders

We are currently updating our site; thank you for your patience.

PROCUREMENT

INTRODUCTION TO PURCHASE ORDERS

Purchase Orders are orders to suppliers for goods, services, or repairs
required.

* The procurement process has the following steps:

e Create a Purchase Requisition

* Request for Quote

e Requisition Approval (Release & Approve)

* Receive Goods / Receive Services

* Create Supplier Invoice

* A Purchase Order must be printed (print preview) before goods
can be received.

Ribbon Access: Procurement > Orders

i BPO: Versien 2.1.0.20 - Exarriple Comparny
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VIEW PURCHASE ORDERS

The Purchase Order Listing screen will be displayed.

e Select the site in which you wish to work.
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TECHMNOLOGSTES

Introduction to Purchase Orders

Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company

Contract

T MO gu= o

FinanceandHR  Inventory  Maintenanceand Projects  Menufachring  Procurement  Sales  Service  Reporting

Utiities

Savelayout Workspaces o Print  Export | New ~| Refresh
Current
POCode  POType |POClass  ItemType  OrignatorType  OriginCode OriginDesc Status RequestorName  AssetDesc  SupplierCode | Supplierame
v
» POODOO440 MAINT  SUPPLIER  WOAS  WKOR WO0001469 1234 N Bianca Du Toit SPRODL Sprint Distributors L
PODO00448 MAINT  SUPPLIER  WOAS  WKOR WO0000830 Tier - Commerdial Tier Test N Abigail Mine Copier SPRODL Sprint Distributors L
PODDOD443 MAINT  SUPPLIER  WOAS  WKOR WO0000830 Tier - Commerdial Tier Test N Abigail Mine Copier MET001 Metra Peach
PODO00426  MAINT TNV WHSE Main Warshouse  Main Warshouse N Abigail Mirie TOND0Z Tonys Copy Shap
PO0OO0470  MAINT TNV WHSE Main Warehouse  Main Warehouse N Bianca Du Toit SPROD1 Sprint Distributors L
PODDOD4TL MAINT  INV WHSE OTCWhseDBN  OTC Whse DEN N Judith Mudzengi TONDO2 Tonys Copy Shop
PODO0472Z  MAINT  INV WHSE OTCWhseDBN  OTC Whse DBN N Judith Mudzengi SPRODL Sprint Distributors L
PO0000473  MAINT  INV WHSE Main Warehouse  Main Warehouse N Bianca Du Toit SPROOT Sprint Distributors L
PON000474  MAINT  INV WHSE Main Warehouse  Main Warehouse N Abigail Mine SPROD1 Sprint Distributors L
= ’
| |030ct 2018 i

ORDER STATUS - NEW

1. This screen will open by default in the New status. In this status, you

can:
2. View or Delete a selected order.
3. Print or Export a selected order.
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TECHNOLOGTIES Introduction to Purchase Orders

= Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o X

| Home | Eguipmentandlocations  Contract  FinanceandHR  Inventory  MantenanceandProjects  Manufactring  Procwrement  Sales  Service  Reporting  Utiities - & x

x e )

View Order | Delete Savelayout Workspaces | Pri Export | | vew « | Refresh @

Mg a| 4| Current
T 7 4
POCode POType | POClass ItemType  OriginatorType  OriginCode OriginDesc Status RequestorName  AssetDesc  SupplierCode  SupplierName
5
» POO000440  MAINT SUPPLIER  WOAS WKOR WO000145 1234 N Bianca Du Toit SPROO1 Sprint Distributors Ls
POO000448  MAINT SUPPLIER  WOAS WKOR WO0000894 Tier - Commerdal Tier Test N Abigail Milne Copier SPROD1 Sprint Distributors Le
00000449 MAINT SUPPLIER  WOAS WKOR WOD000E Tier - Commerdial Tier Test. N Abigail Miine Copier MET001 Metro Peach
MAINT ~ INV WHSE Main Warehpuse  Main Warehouse N Abigail Mine TOMOO2 Tonys Copy Shop
MAINT NV WHSE Main Warehpuse Main Warehouse N Bianca Du Toit SPROO1 Sprint Distributors Le
MAINT  INV WHSE OTC Whse BBN OTC Whse DBN N Judith Mudzengi TONDO2 Tonys Copy Shop
PO00D0472 AINT N WHSE OTC Whse BEN OTC Whse DBN N Judith Mudzengi SPROOL Sprint Distributors L
POO000473 NV WHSE Main WareHpuse Main Warehouse N Bianca Du Toit SPRO0O1 Sprint Distributors Ls
POO000474  MA NV WHSE Main Warehpuse Main Warehouse N Abigail Milne SPROD1 Sprint Distributors Le
v
| 030ct2018

ORDER STATUS - PRINTED

1. Click on the drop-down arrow and select the Printed status. In this
status, as well as View Order, Delete, Print and Export, you can also:

2. Print a Collection Voucher and

3. Create a Non Stock GRN (for non stock purchase orders e.g. service

orders)
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TECHNOLOGTIES Introduction to Purchase Orders

- Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o X
! Home 7: Equ\pm?nl and Locations Contract mFinar\(E and H.R Maintenance and_Pm]Eds M_anufa(h_l[\ng PmcurEmEnE . ?a.\es _SE[\_/.\CE- R_Ep_olﬁn.g Elh_lmes - i‘ x 4
K * a2 | B/ iy | e
View Order  Delete Mon Stock Print Collection || Print  Export |ml Refresh
GRN | voucher | - @
| ¥ t . Current . S —|
POCode] 4 POType POClass  ItemType OriginatorType | OriginCode CriginDesc Status RequestorMame  AssetDesc  SupplierCode  SupplierName
¥ x
PUDU@ CAP ASSET CTRT QCUUDDUDI PCO000001 4 Judith Mudzengi SUP001 Buy Back Supplier
PO0000381  MAINT SUPPLIER  WOAS WKOR WQO0001528 Work Order Linked to an asset P Judith Mudzengi  SP2020 Sp... MET001 Metro Peach
POD0DD382  MAINT SUPPLIER  WOAS WKOR WO0001531 Nonstock WIP Item Test P Judith Mudzengi  K147Kyoc... SPROOL Sprint Distributor
PO0000383 CAP ASSET CIRT CO0000042 CO0000042 P Judith Mudzengi SUPO01 Buy Back Suppliel
PO0000385 MAINT SUPPLIER  WOAS WKOR WO0001536 Paper Jam - Service Required i Judith Mudzengi  SP19-12C... MET001 Metro Peach
PO0D0D0386  MAINT SUPPLIER  WOAS WKOR WOO0001536 Paper Jam - Service Required -4 Judith Mudzengi  SP13-12C... SPROO1 Sprint Distributor
POOOO404  CAP ASSET CTRT Connnoo42 CO0000042 P Bianca Du Toit SUP00L Buy Back Suppie!
ISkt PO000405  CAP ASSET CTRT €OD000044 CO0000044 P Bianca Du Toit SUPD01 Buy Back Suppler
PO0000408  MAINT SUPPLIER  WOAS WKOR WO0001282 Project linked to a customer lot P Bianca Du Toit SPRO0O1 Sprint Distributor
POOOOO41L MAINT NV WHSE Main Warehouse  Main Warehouse P Bianca Du Toit SPROOL Sprint Distributor
PO0000413  MAINT SUPPLIER  WOAS WKOR WO0001615 Created for production batch -... P Bianca Du Toit SPROO1 Sprint Distributor
PO0000427  MAINT Inv WHSE Main Warehouse Main Warehouse P Judith Mudzengi SPRO0O1 Sprint Distributor
POD0D0430  MAINT pul) WHSE Main Warehouse Main Warehouse P Abigail Mine YESO01 ‘Young Electric
PO0000431  MAINT NV WHSE Main Warehouse Main Warehouse P Abigail Mine YESOO1 ‘Young Electric
PO000D0434  MAINT NV WHSE Main Warehouse Main Warehouse B Abigail Miine 1111 AB Goods
PO0000436  MAINT NV WHSE Main Warehouse Main Warehouse 2 Abigail Mine SPRO01 Sprint Distributor
POOOO437 MAINT NV WHSE Main Warehouse  Main Warehouse P Abigail Mine YES00L Young Electric
PO0000438  MAINT Inv WHSE Main Warehouse Main Warehouse P Abigail Mine SPRO01 Sprint Distributor
PO00D0439  MAINT Inv WHSE Main Warehouse Main Warehouse P Abigail Mine SPRO0O1 Sprint Distributor
POD00D0444  MAINT NV WHSE Main Warehouse Main Warehouse 2 Abigail Mine 111 AB Goods
PO0000447  MAINT Inv WHSE Main Warehouse Main Warehouse o Abigail Mine YESOO1 ‘Young Electric
PO0000450  MAINT SUPPLIER  WOAS WKOR WO0001645 New Deal Sale Installation1234 P Abigail Milne SP2020 Sp... SPRO01 Sprint Distributor
PO000D0452  MAINT NV WHSE Main Warehouse Main Warehouse L Abigail Mine SPROO1 Sprint Distributor
POOOO45 MAINT NV WHSE Main Warehouse  Main Warehouse P Abigzil Mine TONDOZ  Tonys Capy Shor
PO0000454  MAINT Inv WHSE Main Warehouse Main Warehouse » Abigail Mine 11 AB Goods
PO0000466  MAINT NV WHSE Main Warehouse Main Warehouse P Abigail Mine SPRO01 Sprint Distributor
POD0D0467  MAINT SUPPLIER CTRT CO0000043 CO0000043 P Abigail Mine SPROO1 Sprint Distributor
» POOD00469  MAINT SUPPLIER  WOAS WKOR WO0001698 Site Inspection for Network Cab... P Abigail Mine SPRO0O1 Sprint Distributor
PO0000478  MAINT NV WOAS WKOR WOO0001672 Copier to be repaired jad Abigail Milne SP2020 Sp... SPRO02 Sprint Internatior e
i v
| | 030ct 2018 7

ORDER STATUS - AMENDED

1. Click on the drop-down arrow and select the Amended status. In this
status, you can:

2. View or Delete the order.

3. Print or Export the order.
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Introduction to Purchase Orders

- Purchase Order Listing - BPO: Version 2.1.0.65 - Eample Company - o
i Home . Equipment and Locations _Ct_)f\t[aft_ EIHBHEE_EI:\F_!'I_R _l.pvent?ry: Maintenance and Projects Manufa:tu@_g_ Procurement B ?E_\?S _Ser\i\_c_e_ RED_O_!EI:\_Q Etl_h.fs - ?
v =E Y =" [ —
= 1 -| 4
X = T | owon o

Delete 1 | Savelayout Warkspaces | P Export | | amended +| Refresh

|
4 Current ‘

POCods  POType POClass  ItemType  OrignatorType  OriginCode OriginDesc Ststus Requestorame  AssstDesc  SupplierCode | Supplisriiame
B

| |0z0ct2018

ORDER STATUS - CLOSED

1. Click on the drop-down arrow and select the Closed status. In this
status, you can:

2. View or Delete the order.

3. Print or Export the order.
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TECHNOLOGTI=S Introduction to Purchase Orders

= Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company — o x
Home | E i nance and Projects __ Manufac Procuement  Sales - & x
x e :
View Order | Delete P Export Refresh @
'\.r\ e L 4 Current
POCode POType |POClass  ItemType |OriginatorType  OriginCode OriginDesc Status RequestorName  AssetDesc  SupplierCode | Supplierh
v =
» POO0O00OO4 CAP ASSET WOAS WKOR W00000036 Buy Back - Serial No, 20-12345 & Belinda Sharman  5P2020 5p... SPRO0OL Sprint
PO0O0DO0S  CAP ASSET WOAS WKOR WO00000038 Buy Back - Serial No. 20-98765 c Belinda Sharman . SPROO1 Sprint
PO0000007  MAINT SUPPLIER  WOAS WKOR WO0000041 Paper jamming 4 Belinda Sharman . SPROOL Sprint
WP000011  MAINT SUPPLIER. WOAS WKOR W00000043 Machine service required 5 Belinda Sharman  SP1919 Sp... SPROOL Sprint
MAINT SUPPLIER  WOAS WKOR W00000044 Repair staple unit £ Belinda Sharman  SP2020 Sp... SPROOL Sprint
POOODDOYG  MAINT SUPPLIER ~ WOAS WKOR WOD000047 Machine repairs ¢} Belinda Sharman  SP2020 Sp... SPROOL Sprint
PO0000022 ASSET WOAS WKOR WO0000055 Buy Back - Serial No. 19-90200 {04 Belinda Sharman  SP1919 Sp... SPRO0L Sprint
PO0000024 ASSET WOAS WKOR WDDEUDDE§ Buy Back - Serial No. 18-30200 4 Belinda Sharman  Sprint copier SPRO01 Sprint
PODO0DO27 ASSET WOAS WKOR WOD00006( Buy Back - Serial No. 18-30200 i Belinda Sharman  Sprint copier  SPRO01L Sprint
PODO0D028  MAINT SUPPLIER  WOAS WKOR WO0000062 Machine service (e} Belinda Sharman  SP1919 Sp... SPRO0L Sprint
PO00O002S  MAINT SUPPLIER  WOAS WKOR WO0000062 Machine service L4 Belinda Sharman  SP1919 Sp... SPRO0L Sprint
PO0O000044  MAINT SUPPLIER. WOAS WKOR W00000080 Deliver new set of toners & Belinda Sharman K147 Kyoc... SPROO1 Sprint
PO0O00OD046  MAINT SUPPLIER  WOAS WKOR \W00000080 Deliver new set of toners £ Belinda Sharman K147 Kyoc... SPROO1 Sprint
PO0ODDO47  MAINT SUPPLIER  WOAS WKOR WO0000082 Machine service required L&) Belinda Sharman  SP1919 Sp... SPROOL Sprint
PO0000048  MAINT SUPPLIER  WOAS WKOR WO0000083 Copies are streaky o3 Belinda Sharman . SPROO1L Sprint
PO0O0ODDD4S  MAINT SUPPLIER. WOAS WKOR W00000084 Paper jam & Belinda Sharman . SPROO1 Sprint
PO0O0DOSD  MAINT SUPPLIER  WOAS WKOR W00000084 Paper jam & Belinda Sharman  SP2020 5p... SPRO0L Sprint
PO00000SS  MAINT SUPPLIER  WOAS WKOR W00000137 Delivery c Belinda Sharman  SP13-12C... SPROO1 Sprint
PO00O00SZ  MAINT SUPPLIER  WOAS WKOR WOo0000138 Delivery required L4 Belinda Sharman  SP19-12C... SPROOL Sprint
PO00000S4  MAINT SUPPLIER  WOAS WKOR WO0000140 5P19-12 - 5P19-12 Installation 3 Belinda Sharman SPROO1 Sprint
PO00O00SE  MAINT SUPPLIER. WOAS WKOR W00000141 5P19-12 - 5P19-12 Installation £ Belinda Sharman K147 Kyoc... SPROO1 Sprint
PO0ODD045S  MAINT SUPPLIER  WOAS WKOR W00000081 Machine service t Belinda Sharman K147 Kyoc... SPROO1 Sprint
PO0OODO7S  MAINT SUPPLIER  WOAS WKOR WO0000163 OR 85471 -PM and Sales Templ... C Belinda Sharman SPROOL Sprint
PO0OOOO7S  MAINT SUPPLIER  WOAS WKOR WO0000153 5P1912_NDS_1 - Machine install... C Belinda Sharman SPROO1 Sprint
PO0O0O0007S  MAINT SUPPLIER. WOAS WKOR W00000173 SP1912 MDS_1-Machine install... C Belinda Sharman SPROO1 Sprint
PO000D0BD  MAINT SUPPLIER  WOAS WKOR W00000174 SP1912 NDS_2 - Network confi... C Belinda Sharman SPROO1 Sprint
PODODDOS1  MAINT SUPPLIER  WOAS WKOR WOo0000167 SP1912_NDS_1 - Machine install... C Belinda Sharman SPROOL Sprint
PO00O0OBZ  MAINT SUPPLIER  WOAS WKOR WO0000168 SP1912_NDS_2 - Network confi... C Belinda Sharman SPROO1 Sprint
PO0O0DO0DB3  MAINT SUPPLIER. WOAS WKOR W00000175 SP1912 NDS_1 - Machine install... C Belinda Sharman SPROO1 Sprint ™
‘ e v
Open Windows + 040ct 2018 2

FUNCTIONS TILES

You can click on any one of the Functions tiles in any status to view more
information concerning Notes, Addresses or Delivery Instructions for any

selected purchase order.

Notes

* Click on the row selector in front of the purchase order that you
wish to view the Notes of.
* Click on the Notes tile.
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TECHNOLOGTIES Introduction to Purchase Orders

s Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o X
Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufacturing  Procrement  Sales  Service  Reporting  Utiities - & X
2 5 D AR
¥ | & oo = = = (ouben S
View Order  Delete | & Decine Save Layout  Workspaces Print  Export | [new - Refresh
Maintain Format a Print i Current i
POCode PQType  POClass ItemType  OriginatorType  OriginCode OriginDesc. Status RequestorName | AssetDesc | SupplierCode  SupplierName
7
PO0000440  MAINT SUPPLIER  WOAS WKOR WO000146% 1234 N Bianca Du Toit SPROO1 Sprint Distributors]
PO0000448  MAINT SUPPLIER  WOAS WKOR WO0000890 Tier - Commerdal Tier Test N Abigail Mine Copier SPROO1 Sprint Distributore|
PODOD0443  MAINT SUPPLIER ~ WOAS WKOR WO0000830 Tier - Commerdial Tier Test N Abigail Milne Copier METO01 Metro Peach
PO0000479  MAINT SUPPLIER  WOAS WKOR WOO0001064 3MS - 3Month Service N Abigail Mine S5P2020 Sp... SPRO01 Sprint Distributors]
PO0000426  MAINT NV WHSE Main Warehouse Main Warehouse N Abigail Mine TONDDZ Tonys Copy Shop
POD0OD0470  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPROO1 Sprint Distributors
PO00D0471  MAINT NV WHSE OTC Whse DBN OTC Whse DBN N Judith Mudzengi TONODZ Tonys Copy Shop
POOD00472  MAINT NV WHSE OTC Whse DBN OTC Whse DBN N Judith Mudzengi SPROOL Sprint Distributors]
POD0D0473  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPROO1 Sprint Distributors
PO0000474 MAINT NV WHSE Main Warehouse Main Warehouse N Abigail Mine SPRO01 Sprint Distributors]
BPDDODO‘I@O MAINT SUPPLIER CTRT C£0O0000042 C0O0000042 N Abigail Mine GREDOL Green Office
Open Windows v | 08 0oct2018 4

The Note Listing for Purchase Order screen will be displayed.

* Here you can view, Add and Edit the Notes and Comments relat-
ing to this purchase order.

* Click on Back to return to the Purchase Order Listing screen.
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Introduction to Purchase Orders
- Note Listing far Purchase Order: PODD048D - BRO: Version 2.1.0.65 - Exsmple Company o ®
Home Equipment and Locations Contract  Finance and HR Inventory Maintenance and Projects Manufacturing Procurement  Sales Service Reporting Utlities & X
g P EE R
@z & S
Add Edit | Back || Savelayout Workspaces | Refresh
Processing ‘k- ’
Version Comments Motes MoteDate ContactMame
y
b 1 Deliveries to be made before 14:00 Telephonic confirmation required before goods are delivered 08 Oct 2018 John Smith
Dpenwmdowsv | 080ct2018 2

e Click on the row selector in front of the Purchase Order that
you wish to view the Address details of.
e Click on the Addresses tile.
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TECHNOLOGTIES Introduction to Purchase Orders

Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o x

Contract  Financeand R Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

@ ‘7" Lgf LE Durban - i&};
Savelapiut Workepsies: | i Pt Export | [new v Refresh
Format i Print i Current i -
POCode  POType |POClass | ItemType | OriginatorType  OriginCode OriginDesc Status Requestorlame | AssetDesc | SupplierCode | Suppleriame
5
POO000440  MAINT SUPPLIER ~ WOAS WKOR WO0001469 1234 N Bianca Du Toit SPRO01 Sprint Distributors
POOOD0448  MAINT SUPPLIER  WOAS WKOR WO0000890 Tier - Commercial Tier Test N Abigail Mine Copier SPROD1 Sprint Distributors
POO0D0449  MAINT SUPPLIER ~ WOAS WKOR WO0000330 Tier - Commercial Tier Test N Abigail Milne Copier METO01 Metro Peach
POO000479  MAINT SUPPLIER  WOAS WKOR WO0001064 3MS - 3 Month Service N Abigail Milne SP2020 Sp... SPRO01 Sprint Distributors
PODODO426 MAINT WV WHSE Main Warehouse  Main Warehouse N Abigail Mine TONOOZ  Tonys Copy Shop)
POOODO470  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPRO01 Sprint Distributors]
POO0D0471  MAINT NV WHSE OTC Whse DBN OTC Whse DBN N Judith Mudzengi TONODZ2 Tonys Copy Shop
e PODODO4T2 MAINT TNV WHSE OTCWheeDBN  OTC Whee DEN N Judth Mudzengi SPROOL  Sprint Distributors
POO0D0473  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPRO0O1 Sprint Distributors]
POD000474 MAINT NV WHSE Main Warehouse Main Warehouse N Abigail Milne SPRO01 Sprint Distributors
[Flroosonssn mant  supuzm cRT 00000042 00000042 N Abigail Mine GREDOL  GreenOffice
‘e v
| 080ct2018 4

The Address Listing for Purchase Order: [ ] screen will be displayed.

* Here you can view, Add and Edit the delivery addresses listed.
* Click on Back to return to the Purchase Order Listing screen.
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Introduction to Purchase Orders

4 Address Listing for Purchase Order : PO0O000480 - BPO: Version 2.1.0.65 - Example Company - (m] X

Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

@zl & &

add | Edit | Back | Savelayout Workspaces | Refresh

Processing
fidAddressContactName  fidAddress1 fidAddress2  fidAddress3  fidCity |fldPostalCode  fidCounty  fldCountry  fidTelNo fidTelExt | fidFaxie fidEmailAddrass
¢
+ | 30hn Smith 10ldManRoad  Hiloest Durban 3510 Kz South Africa 0123456789 123 0110220222  someone@emal.co.za
Open Windows » | 080ct2018

Delivery Instructions

e Click on the row selector in front of the Purchase Order that
you wish to view the Delivery Instructions details of.
e Click on the Delivery Instructions tile.
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TECHNOLOGTIES Introduction to Purchase Orders

Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o x

Contract  Financeand R Inventory  Maintenance andProjects  Manufacturing  Procurement  Sales  Service  Reporting  Utiities - & x

@ ‘7" Lgf LE Durban - i&};
Savelapiut Workepsies: | i Pt Export | [new v Refresh
Format i Print i Current i -
POCode  POType |POClass | ItemType | OriginatorType  OriginCode OriginDesc Status Requestorlame | AssetDesc | SupplierCode | Suppleriame
5
POO000440  MAINT SUPPLIER ~ WOAS WKOR WO0001469 1234 N Bianca Du Toit SPRO01 Sprint Distributors
POOOD0448  MAINT SUPPLIER  WOAS WKOR WO0000890 Tier - Commercial Tier Test N Abigail Mine Copier SPROD1 Sprint Distributors
POO0D0449  MAINT SUPPLIER ~ WOAS WKOR WO0000330 Tier - Commercial Tier Test N Abigail Milne Copier METO01 Metro Peach
POO000479  MAINT SUPPLIER  WOAS WKOR WO0001064 3MS - 3 Month Service N Abigail Milne SP2020 Sp... SPRO01 Sprint Distributors
PODODO426 MAINT WV WHSE Main Warehouse  Main Warehouse N Abigail Mine TONOOZ  Tonys Copy Shop)
POOODO470  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPRO01 Sprint Distributors]
POO0D0471  MAINT NV WHSE OTC Whse DBN OTC Whse DBN N Judith Mudzengi TONODZ2 Tonys Copy Shop
e PODODO4T2 MAINT TNV WHSE OTCWheeDBN  OTC Whee DEN N Judth Mudzengi SPROOL  Sprint Distributors
POO0D0473  MAINT INV WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPRO0O1 Sprint Distributors]
PO0000474 MAINT NV WHSE Main Warehouse Main Warehouse N Abigail Milne SPRO01 Sprint Distributors
[rooosseo mane  sueruiem cRT 00000042 00000042 N Abigail Mine GREDOL  GreenOffice
‘e v
| 080ct2018 4

The Agent Listing for Purchase Order: [ ] screen will be displayed.

* Here you can view, Add, Edit and Delete Delivery Instruction
details.

* Click on Back to return to the Purchase Order Listing screen.
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Introduction to Purchase Orders

- Agent Listing for Purchase Order : POOO00480 - BPO: Version 2.1,0.65 - Exarmple Campany - o X

Home | Equipmentandlocations  Contract  Financeand HR  Invemtory  Maintemance andProjects  Manufachuing  Procurement  Sales  Service  Reporting  Utiities = & x
%o & B o

@ |2 ©

add | Edit |Delete | Back | savelayout Workspaces | Refresh
4
Status | AgenfType  SupplierCode SupplierName Spedallnstructions

:

vla SHPA TONDD2 Tonys Copy Shop Deliveries to be made before 14:00 to Receiving Warehouse A

Open Windows » | 0soct2018 4

VIEW ORDER DETAILS

* Click on the row selector in front of the Purchase Order you wish

to view the details of.
¢ Click on View Order.
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TECHNOLOGTIES Introduction to Purchase Orders

= Purchase Order Listing - BPO: Version 2.1.0.65 - Example Company - o x

| Home | Equpmentandlocatons  Contract  FinanceandHR  Inventory  Maintenance andProjects  Manufsctuing  Procurement  Sales  Serviee  Reporing  Utiities - & x

R 0 2 o

View Order | Delete Save Layout  Workspaces Print  Export | [new ~ | Refresh
Maintain Format ‘ Print i Current ‘
POCode  POType |POClass  ItemType  OriginatorType  OriginCode OriginDesc Status Requestorame | AssetDesc | SupplierCode | SupplierName
5
PODO00440 MAINT — SUPPLIER WOAS  WKOR WO0001469 1234 N Bianca Du Toit SPRO0T Sprint Distributors
Mot PODO00448 MAINT  SUPFLIER WOAS  WKOR WO0000830 Tier - Commercial Tier Test N Abigail Mine Capier SPRO0L Sprint Distributors
PODOD044 MAINT ~ SUPPLIER  WOAS  WKOR WO0000850 Tier - Commercial Tier Test N Abigail Mine Copier METO01 Metro Peach
PODO00473 MAINT ~ SUPPLIER WOAS  WKOR WO0001064 3M5 - 3 Month Service N Abigail Mine 5P20205p... SPRODL Sprint Distributors
PODO00426 MAINT  INV WHSE Main Warehouse  Main Warshouse N Abigail Mine TONDO2 Tonys Copy Shop
PODODO47D  MAINT  INV WHSE Main Warehouse  Main Warehouse N Bianca Du Toit SPROOL Sprint Distributors
POOOD047L MAINT — INV WHSE OTCWhseDBN  OTC Whse DBEN N Judith Mudzengi TONDO2 Tonys Copy Shop
Delivery Instructions POD0D0472 MAINT TNV WHSE OTCWhseDBN  OTC Whse DBN N Judith Mudzengi SPRODT Sprint Distributors
E PODODO473 MAINT  INV WHSE Main Warehouse  Main Warehouse N Bianca Du Toit SPROOL Sprint Distributors
PODO00474 MAINT  INV WHSE Main Warehouse  Main Warehouse N Abigail Mine SPRO0T Sprint Distributors
PODO0O43D MAINT  SUPPLIER CTRT €O0000042 €O0000042 N Abigail Mine GREOOL Gresn Office
1 »
Open Windows | 080ct2018 o

The View Purchase Order: [ ] screen will be displayed.

Order Header Details

* Here you can view the purchase order header details including

the linked purchase requisition number.
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TECHMNOLOGSTES

Introduction to Purchase Orders

4 View Purchase Order : PO0000473 - BPO: Version 2.1.0.65 - Example Company - (m]
Home | Eupmentandlocaons  Contract  FinanceandHR  Inventory  MeintenanceandProjects  Manufacturing  Procwement  Sales  Service  Reporting  Utiites - & x
O =| =
Back | Savelayout Workspaces | Print
Pro.. 4 Format 4| Prnt 4
Order Header Supplier Code |SPROD1L
Order Originator Main Warehouse Originator |Main Warehouse Supplier Name | Sprint Distributors Local
skt
Originator Type WHSE | |Warehouse VAT No | 456789123
Sub Ttem - Location - Asset Contact Hame |Harry Jackson
Payment Terms |3 60 Days from Invoice
POType MAINT Maintenance Requision —Classification | Inventory Shipping Terms |1 e ——
Requisition No | PRO0D0434 —
Supplier Details | Requestor Details | Request Source
PartType | InventoryCode  Description QtyReceived QuantityPerUOP | SupplierltemCode  Quantity | Currency | UnitCost  BaseCoyUnitCost |TaxRate ExpDeDate | WarehouseName Priority
;3
b OPART  204-147C SP204 Cyan Toner 0.00 .00 100 ZAR 350.00 35000 1400 2558p 2018  Main Warshouse 3
- I ! ! '/ [ ' [ [ |
Open Windows | 080ct2018 o

Order Supplier Details

* Click on the Supplier Details tab.
* In this frame you can view information regarding the supplier

linked to this purchase order.
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TECHMNOLOGSTES

Introduction to Purchase Orders

@ Home | Equipment and Locations

View Purchase Order : PO0000473 - BPO: Version 2.1.0.65 - Example Company

o x

Contract  FinanceandHR  Inventory

Maintenance and Projects

Menufacturing

Procurement Sales Service Reporting Utilities - & X

© ®

7

Sub Item - Location

- Asset

Back | Savelayout Workspaces | Print
Pro.. 4 Format 4| Prnt 4
Order Header Supplier Code |SPROD1L
Order Originator Main Warehouse Originator Main Warehouse Supplier Name [sprrtDetbutors Local |
Originator Type WHSE | |Warehouse VATNo %703 |

Contact Hame |Harry Jackson

Payment Terms 3 60 Days from Invoice

POType [MAINT | |Maintenance Requisition | Classification | Inventory

Shipping Terms |1 5 Days - Signature

Requisition No  PROD0D484

| suopier Dot | Requestor Details | Request Source

PartType | InventoryCode  Description QtyReceived QuantityPerUOP | SupplierltemCode  Quantity | Currency | UnitCost  BaseCoyUnitCost |TaxRate ExpDeDate | WarehouseName Priority

2

b PART  204-147C

- I

SP204 Cyan Toner 100 ZAR 350.00 35000 14,00 255ep 2018 Main Warehouse 3

0.00 1.00
' ! | | | |

Open Windows | 080ct2018 o

Order Requestor Details

* Click on the Requestor Details tab.
* |In this frame you can view information regarding the employee
who requested this purchase order and the time and date it was

requested.
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TECHMNOLOGSTES

Introduction to Purchase Orders

4 View Purchase Order : PO0000473 - BPO: Version 2.1.0.65 - Example Company - (m] X
Home | Eupmentandlocaons  Contract  FinanceandHR  Inventory  MeintenanceandProjects  Manufacturing  Procwement  Sales  Service  Reporting  Utiites - & x
== == =
o
Back | Savelayout Workspaces | Print
Pro.. 4 Format Print 4
Order Header
Requestor |DUTD01
Order Originator Main Warehouse Originator |Main Warehouse
ipti Name  Bianca Du Toit
Originator Type WHSE | |Warehouse = -
Telephone No 031 123 4564 Ext 1234

Sub Item - Location

Requisition No  PROD0D484

POType [MAINT | |Maintenance Requisition | Classification | Inventory

- Asset
Request Date

Request Time

Supplier Details I Requestor Detals IREQuestSnu’EE ‘

PartType | InventoryCode  Description
;3

b PART  204-147C

- I

SP204 Cyan Toner

QtyReceived QuantityPerUOP | SupplierltemCode Quantity | Currency | UnitCost  BaseCoyUnitCost |TaxRate ExpDelDate | WarehouseName Priority

100 ZAR 350.00 35000 14,00 255ep 2018 Main Warehouse 3

0.00 1.00
' ! | | | |

Open Windons

| 080ct2018 o

Order Request Source

* Click on the Request Source tab.
* If this purchase order is linked to a part request (Call or Project),

then you will see the related call or project reference number,

customer code and customer name information here.
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Introduction to Purchase Orders

4 View Purchase Order : PO0000473 - BPO: Version 2.1.0.65 - Example Company - (m] X
Home | Eupmentandlocaons  Contract  FinanceandHR  Inventory  MeintenanceandProjects  Manufacturing  Procwement  Sales  Service  Reporting  Utiites - & x
o =] (@
@
Back | Savelayout Workspaces | Print
Pro.. 4 Format 4| Prnt 4
CalReference  CustomerCode | Customerhame
i et » PRIOOOOOST  TIADOL Titan Group
Order Originator Main Warehouse Originator |Main Warehouse
skt

Originator Type WHSE | |Warehouse

Sub Item - Location - Asset

POType [MAINT | |Maintenance Requisition | Classification | Inventory

Requisition No | PRO0D0434
Supplier Details | Requestor Details I Request Source I

PartType | InventoryCode  Description QtyReceived QuantityPerUOP | SupplierltemCode  Quantity | Currency | UnitCost  BaseCoyUnitCost |TaxRate ExpDeDate | WarehouseName Priority

2
b PART  204-147C SP204 Cyan Toner 100 ZAR 350.00 35000 14,00 255ep 2018 Main Warehouse 3

0.00 1.00
a__ ' ' | | |

Open Windows | 080ct2018 o

Order Items

Move down the screen to the Parts data grid.

1. Here you can view information regarding the items/parts that have
been ordered.

2. The Expected Delivery Date is calculated based on the Purchase Order
Date plus the Supplier Lead Time. This information is required in order
to utilise Order Expediting.

3. Click on Back to return to the Purchase Order Listing screen.
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TEcHNoLosTES Introduction to Purchase Orders

- ¥ View Purchase Order : PO0000473 - BPO: Version 2.1.0.65 - Example Company = o X
=) .
| Home | Equpmentandlocatons  Contract  FinanceandHR  Inenfory  MantenonceandProjects  Manufacturing  Procrement  Ssles  Service  Reportng  Utiities - &# x
o B @
Savelayout Workspaces | Print
CallReference  CustomerCode | Customerhame
Order Header » PRIOOOOOBT  TIADOL Titan Group
Order Originator Main Warehouse Originator |Main Warehouse
Pt
Originator Type WHSE | |Warehouse
Sub Ttem - Location - Asset
POType [MAINT | |Maintenance Reauisition | Classification | Inventory
Requisition No | PRO0D0434
Supplier Details | Requestor Details | Request Source
PartType | InventoryCode  Description QtyReceived QuantityPerUOP | SuppiierltemCode Quantity Currency |UnitCost  BaseCoyUnitCost |TaxRate ExpDeDate | WarehouseName Priority
|
b OPART  204-147C SP204 Cyan Torer 0.00 1.00 100 ZAR 350.00 35000 14.00§2558p 2018 [Main Warshouse 3
a '/ /! | | [ |
Open Windows | 080ct2018 o

Related Topics

e Print Purchase Order

* Receive Goods into Store (Non-quarantine)

¢ Receive Goods into Store (Quarantine)

* Receive Services

BPO.MNU.054
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