cC o=
Introduction to Suppliers

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

PROCUREMENT

INTRODUCTION TO SUPPLIERS

A supplier is anyone who supplies you with goods and/or services. Supplier

types can be set up within the system to distinguish between your suppliers.

You need to have a supplier set up in order to create a Purchase Order.

Ribbon Access: Procurement > Suppliers

L BPC: Version 2.1.0.29 - Example Company

(g

L—'} Equpment and Locations  Contract  France andHi  Inventory  Mantenance and Projects Huul"acnrnqsds Service  Reporing  Utlibes
& E & = 85 I <

Supplers

Regusitons Orders Expeditng Invoices  Debit  Retums  Goods Recerved | Warmantes Clams
Hotes Hotes

The Supplier Listing screen will be displayed.

SUPPLIER LISTING SCREEN

1. The screen site selection field will default to All Sites on opening and
the screen status will default to Active.

2. You can View any supplier in this status but if you wish to Edit a Sup-
plier you must select a site first. (The system will prompt you to do
this).
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TECHNOCOsTES Introduction to Suppliers

= Supplier Listing - BPO: Version 2.1.0.66 - Example Company - o X
Equpmentandlocaions  Conbract  FnanceandHR  Inventory  MaintenanceandProjects  Manufactring  Procurement  Sales  Service  Reporng  Usiiies — & X
@ Ef} % G @ = \%2} All Sites -
add | edit Joekte sync L‘STIH@EES refiesh || active =
vLinks I ‘@
SupplierCode | Suppiierame Contacthame SupplierType |Status |Class | VATNo MinOrderAmt | PaymentTerms | ShippingTerms | ShipVia | FreightTerms | FreightCai
& =
» SUPDO1  BuyBack Suppler Supplier Contact  BUY A SE 0000000000 0.00 2
SPROD1  SprintDstributorslocal  Harry Jackson  GEN A P 4sE7E9123 0.00 3 7l 3 0 days ... Thete
SPROO2  Sprint International George Matthews  GEN A Ps  4se2se74L 0.00 2
TONDO2  Tonys Copy Shop Tany £ A P  sa7ase1s2l 0.00 2 1 3 cop DHL
YESO0L  YoungElecic Grant GEN A PS 324506654 0.00 3 2
APDOOL  Apple Distrbutars Sammy Jones GEN A PT  34sezEIL 0.00 6 1 4 swift
PRIOD1 Printer World Maggie Sage GEn A PT 23451678 0.00 4 3 = 30daysfr... Wheet
PRIDDS Printer World 2 Richard Sage GEN A PT 93076523 0.00 5 2 3 0daysfr..  Wheet
PRIOO7 Printer World Forex MatthewSage  SHPA A PT  7eaT4e 0.00 3 3 1 60days fr... Wheet
PRIDIO Printer World Maggie Sage GEn A PT 458123789 0.00 4 E] 3 0 days ... Wheet
PRIDO1Z  Printer World Maggie Saggie  GEN A PT 13456789 0.00 3 1 1 0days .., Wheet
TWIOOD  Twinkle Office Automation  Gary Marks Gen A SE s87EsAaRI0 0.00 2 1 3 30 day Wing T
BONDOL  Bonsal onanza Teddy Miller GEN A PS 987654321 0.00 2 1 3 30day Wing T
PREOOL  Pretoria Copy Shop JanrievanWyk  GEN A P ga7es4a20 0.00 4 2 3 30Days Wing1
DURDO1  Durban Copy Shop Megan Jones GEn A PT  sa7esasal 0.00 3 3 =
PAPOOL ThePaperWarchouse  JosephManning  GEN A PT 1234567330 0.00 4 z 3 30 day Wing T
METOOI  MetroPeach Sessica Johns = A PT 1234567 0.00 5 2 3 30days fr...  Vheet
p— PREDOS Pretoria WestOffice Aut... JackeSmmons  GEN A P sa7Es4szl 0.00 3 E] 3
NEWODS  New Way Recyding Patrick Smith GEN A P ga7esAd20 0.00 3 3 3
GREOOI  Green Office Mary Watson G A SE 123456789 0.00
COMQO1  Computers and Accesso... Janet Johns GEN A Ps 0912345678 0.00 1 E 3 30daysfr... Wheet
WINDOL  Wing It Couriers Jack Sprat sHeA A SE 987es420 0.00 2 3
WONDD1  Wenderboom IT Hub Mark Jones GEn A PT  sa7esasal 0.00 3 3
DOOODL  Door to Door Deliveries  John Smart CLRA A SE 0123456789 0.00
THEIOD ThePaper Warchouse  Steve Jomes = A P 9876543210 0.00
THEDOS  The Phone Company Rian Jones GEn A SE 123456789 0.00 2
OAFDOL  Office Automation Finan... Teddy Jones FINH A Ps 123456789 0.00
MADODL  MaddysHaberdashery  Maddy Jones = A P 123436789 0.00 =
‘ = »
| [230ct2018 4

VIEW SUPPLIER DETAILS

* Click on the row selector in front of the supplier that you wish to
view the details of.
* Click on View.
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TECHNOCOsTES Introduction to Suppliers

= Supplier Listing - BPO: Version 2.1.0.66 - Example Company - o ¥
| Home \ Equpmentand Locaions  Contact  FinanceandHR  Inventory  Mantenance andProjects  Manufactring  Procurement  Sales  Service  Reporfng  Utities — & X
@ Ef} % G @ \%2} All Sites - I_a @
Add  Edit Delete  Sync Savelayout Workspaces | Refresh |acive = | Export Reports
Format Al Current .| Prnt .| Reparts ‘
SupplierCode | Supplierhame Contacthiame SuppierType |Status | Class | VATHNo MinOrderAmt | PaymentTerms ShippingTerms | Shiplia | FreightTerms | Freightca
3 x
SUPOD1 Buy Back Suppler Suppler Contact  BUY A SE DOOO0DDOOO 0.00 2
D SPROD1 Sprint Distrbutorslocal  Harry Jackson  GEN a PS 455789123 0.00 3 1 3 30daysfr... TheCe
SPRO02 Sprint International George Matthews  GEN A PS 456258741 0.00 2
TONODZ  Tonys Copy Shop Tony SHPA A PS 9874561321 0.00 2 1 3 oD DHL
YES001 Young Electric Grant GEN A PS 324506654 0.00 3 2
APDODL  Apple Distributars Sammy Jones GEN A FT 345678201 0.00 & 1 4 swift
PRIOOL Printer World Maggie Sage GEn A PT 23451678 0.00 4 3 5 30days ... Wheet
PRIDOS Printer World 2 Richard Sage GEN A PT 98076523 0.00 5 2 3 30daysfr... Wheet
PRIDOT Printer World Forex Matthew Sage  SHPA A PT 768534444 0.00 3 3 1 60days fr... \Wheet
PRIDIO Printer World Maggie Sage GEN a PT 455123789 0.00 4 3 3 30daysfr... \heet
PRIOOIZ  Printer World Maggie Saggie  GEN A PT 1345789 0.00 3 1 i 0daysfr... Wheet
TWIOOL  Twirkle Office Automation  Gary Marks GEN A SE 9876543210 0.00 2 1 3 30 day Wing 1
BONOO1  BonsaiBonanza Teddy Miller GEN A PS 987654321 0.00 2 1 3 30 day Wing T
PREOOL Pretoria Capy Shop JammievanWyk  GEN A PS 9876543210 0.00 4 3 3 30 Days Wing1
DURDDL  Durban Copy Shop Megan Jones GEn A PT 987854321 0.00 3 3 5
PAPOOL The Paper Warchouse  JosephManning  GEN A PT 1234567830 0.00 4 3 3 30 day Wing1
METOO1  MetroPeach Jessica Johns GEN A PT 1234567 0.00 5 2 3 30daysfr... Wheet
PREODS Pretoria West Office Aut... Jacke Smmons  GEN a PS 987854321 0.00 3 3 3
NEWQOS  New Way Recyding Patrick Smith GEN A PS 9876543210 0.00 3 3 3
GREOOL  Green Office Mary Watson GEN A SE 123456789 0.00
COMOD1  Computers and Accesso... Janet Johns GEN A PS 0912345678 0.00 1 g 3 30daysfr... Wheet
WINODL  Wing It Couriers Jack Sprat SHPA A SE 9876543210 0.00 2 3
WONDDL  Wonderboom IT Hub Mark Jones GEn A PT 987854321 0.00 3 3
DOOOOL  Door toDoor Deliveries  John Smart CLRA A SE D123456789 0.00
er Invoices THE100 The Paper Warehouse  Steve Jones GEN A PS 9876543210 0.00
THEDDS The Phone Company Rian Jores GEN a SE 123456782 0.00 2
OAFOOL  Office Automation Finan... Teddy Jones FINH A PS 123456789 0.00
MADODL  MaddysHaberdashery  Maddy Jones GEN A PS 123456789 0.00 -
‘ = »
| |230ct2018 4

The View Supplier - [ ] screen will be displayed.

1. Here you can only view the supplier details.
2. You will note that the Links frame is in this screen, as in the Supplier

Listing screen. The information linked to these Functions tiles is edit-

able but this will be covered further in this manual.
3. Click on Back to return to the Supplier Listing screen.
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#3

TECHMNOLOGSTES

Introduction to Suppliers

| Home | Equipmentand Locations

View Supplier - SPRO0T - BPO: Version 2.1.0.66 - Example Company

Contract  Finance and HR

Inventory

Maintenance and Projects  Manufacturing  Procurement

Supplier Returns

Open Windows ~

Type General Supplier

Supplier Code |SPRODL

Primary Contact  Harry Jackson
VAT No. 455789123
Tax Rate
Secondary Rate 0.00

Currency | South African Rand

Payment Terms 50 Days from Invaice

Ship Via Road

Freight Carrier The Courier Guy
Shipping Costs Included [/

Order Method | Celluiar telephone

Order Address 033 123 4567

Class Parts and Services

Supplier Hame Sprint Distributors Local |

Shipping Terms 5 Days - Signature

Freight Terms | 30 days from Delivery |

Physical Address PO Box 1234
Forest Hils
Durban

KZN

South Africa

Postal Code 1234

Billing Contact John Martin
Billing Address 585 Forest Grove Road
Forest Hils

New Town
KZN
South Africa

Bill Postal Code 1234

Sites

=] o X

Sales  Service  Reporng  Utliies — & X
2

5

T

o

g

&

i

| |230ct2018 ”

* In the Supplier Listing screen, select the site.

* In this image Durban has been selected.

* The status can be set to Active or Inactive. You will most likely

working in the Active status for editing purposes.
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e Introduction to Suppliers

= Supplier Listing - BPO: Version 2.1.0.66 - Example Company - O X
! Home i Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects ~ Manufacturing  Procurement  Sales  Service Reporting Utiities — & X
& = [=| = 5
OwXG = G|t O
Add Edit Delete Sync  View | Savelayout Workspaces | Refresh || active « | Export Reports
4 Format . Current 4| Print 4| Repors 4
SupplierCode | Suppliertiame Contacthame SupplierType | Ststus | Class  VATHo MinOrderAmt | PaymentTerms  ShippingTerms  ShipVis  FreightTerms | FreightCs;
¥
SUPDO1  Buy Back Suppler Supplier Contact  BUY A SE 0000000000 0.00 2
» SPROO1 Sprint Distributors Local Harry Jackson GEN A Ps 456789123 0.00 3 1 3 30days fr... The Couri
SPROD2  Sprint International George Matthews  GEN A PS 456258741 0.00 2
TONDO2 Tonys Copy Shop Tony SHPA A Ps 9874561321 0.00 2 1 3 coD DHL
YES001  Young Blectric Grant GEN A PS 3245069654 0.00 3 2
APDOOL  Apple Distrbutars Sammy Jones GEN A PT 345678201 0.00 6 1 4 swift
PRIOO1 Printer World Maggie Sage GEN A PT 23451678 0.00 4 3 3 30days fr... Wheels wil
PRIDIO Printer World Maggie Sage GEN A PT 455123789 0.00 4 3 3 30daysfr...  Wheels wi
TWID01  Twinkle Office Automation  Gary Marks GEN A SE 9876543210 0.00 2 1 3 30 day Wing Tt C
BONDO1 Bonsai Bonanza Teddy Miller GEN A PS 987654321 0.00 2 1 3 30 day Wing It C
GREODI  Green Offics Mary Watson GEN A SE 123456789 0.00
MADOO1 Maddys Haberdashery Maddy Jones GEN A Ps 123456789 0.00
= 11 AB Goods Bob Smart GEN A PT 124221 0.00
Processing
598877 StoneRows &Co. David Christopher  FINH A PT 122334455 0.00 2 2 1
Requisitions
‘ ,
| | 230ct2018 i

VIEW EDIT SUPPLIER SCREEN

* Click on the row selector in front of the supplier that you wish to
edit the details of.
* Click on Edit.
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Introduction to Suppliers

= Supplier Listing - BPO: Version 2.1.0.66 - Example Company - O -
! Home i Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects Manufacturing Procurement Sales. Service Reporting Utilities - &8 X

Os/xaE M B @ - @ O
add | edit |Delete Sync  View | Savelayout Workspaces | Refresh [actiye =+ | Export Reports
Processing 4 Format . Current 4| Print 4| Reports
SupplierCode | Supplierhame Contacthiame SuppierType |Status | Class | VATHNo MinOrderAmt | PaymentTerms ShippingTerms | Shiplia | FreightTerms | FreightCa
¥
SUPOD1 Buy Back Suppler Suppler Contact  BUY A SE DOOO0DDOOO 0.00 2
stnum Sprint Distrbutorslocal  Harry Jackson  GEN a PS 455789123 0.00 3 1 3 30daysfr...  The Couri
SPRO02 Sprint International George Matthews  GEN A PS 456258741 0.00 2
TONODZ  Tonys Copy Shop Tony SHPA A PS 9874561321 0.00 2 1 3 oD DHL
YES001 Young Electric Grant GEN a PS 3245069654 0.00 3 2
APDODL  Apple Distributars Sammy Jones GEN A FT 345678201 0.00 & 1 4 swift
PRIOOL Printer World Maggie Sage GEn A PT 23451678 0.00 4 3 5 30days fr... Wheels wi
PRIDIO Printer World Maggie Sage GEN A PT 456123789 0.00 4 3 3 30 days .. Wheels wi
TWIDOL  Twinkle Office Automation  Gary Marks GEN A SE 9876543210 0.00 2 1 3 30 day Wing Tt C
BONOO1  BonsaiBonanza Teddy Miller GEN a PS 987854321 0.00 2 i 3 30day Wing It C
GREDDI  Green Office Mary Watson GEN A SE 123456789 0.00
MADOD1  MaddysHaberdashery  Maddy Jones GEN A PS 123456789 0.00
1111 4B Goods Bob Smart GEN A PT 124221 0.00
998877 Stane Rowe & Co. David Christopher  FINH A PT 122334455 0.00 2 7 1
‘ 5
| | 230ct2018 i

* The Edit Supplier - Code [ ] screen will be displayed.
* Here you can edit or update the supplier details as necessary.
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TECHNOCOsTES Introduction to Suppliers

= Edit Supplier - Code SPRODT - BPO: Version 2.1.0.66 - Example Company - ] b8
i Home \ Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects ~ Manufacturing  Procurement Sales  Service Reporting Utiities — & X
Save Back | Workspaces
Format
nks » =
Type General Supplier - Physical Address PO Box 1234 |
T W —— e = o
. Class Parts and Services - Forest Hils =
Functions e Durb 2
Supplier Code SPRODL & |ENrtion im
Supplier Hame Sprint Distributors Local « e
Primary Contact Harry Jackson e
_ Postal Code 1234
VAT No. 4556789123 *
Tax Rate - |* Billing Contact John Martin I
Secondary Rate 0,00 Billing Address 585 Forest Grove Road +
Currency | South African Rand ~|= Forest Hils
—_————————— New Town
Payment Terms 50 Days from Invaice - [l
el =]
Shipping Terms 5 Days - Signature -
P e South Africa
Ship Vi ool bd | Bill Postal Code 1234
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy sites [ | Cape Town
¥ Durban
Shipping Costs Induded [ [ Johannesburg
Order Method Cellular telephane - W Pretoriz
Order Address 033 1234567
Supplier Returns
Open Windows ~ | 230ct2018 %

FUNCTIONS TILES

1. The Links frame contains Functions tiles and Processing tiles which will

direct you to further information regarding the selected supplier.

ITEMS SUPPLIED

2. Click on the Items Supplied tile.
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cC o=
Introduction to Suppliers

= Edit Supplier - Code SPROD1 - BPO: Version 2.1.0.66 - Example Company - m} p¢
| Home | Equpmentandiocations  Conbract  Fnanceand MR Imventory  Maintenance andProjects  Manufactwing  Proement  Sdks  Serviee  Reportng  Utiies — & X

Save  Back

["eeq 0 |

° Type | General Supplier -= Physical Address PO Box 1234
Class | Parts and Services - Forest Hils
Supplier Code SPRODL - Durban
Supplier Hame Sprint Distributors Local * e
Primary Contact Harry Jackson e
Postal Code 1234
VAT No. 4556789123
Tax Rate bl i Billing Contact John Martin
Secondary Rate 0.00 Billing Address 585 Forest Grove Road +
Currency | South African Rand ~|= Forest Hils
T New Tann
Payment Terms 50 Days fram Invoice - e
b — =)
Shipping Terms |5 Days - Sgnature -
- e e T South Africa
Ship Vi ool bd | Bill Postal Code 1234
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy sites [ | Cape Town
¥ Durban
Shipping Costs Induded [ [] Johannesburg
Order Method Cellular telephane - W Pretoriz
Order Address 033 1234567
Supplier Returns.
| [230ct2018 4

The Items Supplied by Supplier screen will be displayed.

1. Here you can view all the parts supplied by this Supplier.
2. In this screen you can Add, Edit or Delete a part.

* Click on Back to return to the Edit Supplier - Code [ ] screen.
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TECHnoCoaTSS Introduction to Suppliers

- ltems Supplied By Supplier - SPRO0T - BPO: Version 2.1.0.66 - Eample Company - O b

Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X

O B B &

Back | Savelayout Workspaces | Refresh

Edit  Delete

SupplierCode Supplieriiame PrimarySupplier | InventoryCode | Description UnitCost | ForeignCeyUnitCost LeadTime | MinimumOrderQty | Currency SupplierltemCode TaxRate | ContractPartio | Co
B N
+| sProo1 Sprint Distributors Local ~ Yes 5P1919 SP1919 Sprint Colour MFC 259,96 259.96 2 100 ZAR 17-147% 0.00 17-147¢ 1

SPROO1 Sprint Distributors Local No 2020-14% Black toner SP2020 500.00 500.00 2 1.00 Zar SP-2020-147K 0.00 SP-2020-147K I

SPRODL Sprint Distributors Local ~ Yes SP19-147C  Cyan Toner -5P1919 350,00 350,00 7 100 ZAR 0.00

SPROO1 Sprint Distributors Local Yes CL-100-965 Cleaner 15.00 15.00 2 1.00 ZAR CL-100-965 0.00 CL-100-965 1

SPRODL Sprint Distributors Local ~ Yes 5P1818 Sprint copier 259.96 259.95 2 100 zaR 17-147K 0.00 17-147 1

SPRODL Sprint Distributors Local  Yes 1458-96523 K147 Kyocera Colour Co... 0.00 0.00 2 100 ZAR  KN1453/6965-23 0.00

SPRO01 Sprint Distributors Local Yes 147-888741 K147 Yellow Toner 450.00 450.00 0 1.00 ZAR 0.00

SPRODL Sprint Distributors Local  Yes K147-883123 K147 Magenta Toner 500.00 500,00 0 100 ZAR 0.00

SPRODL Sprint Distributors Local ~ Yes K147-888478 K147 Cyan Toner 450,00 450,00 0 100 ZAR 0.00

SPROO1 Sprint Distributors Local Yes SP19-123456  SP19-12 Colour Copier 3500.00 3500.00 ] 1.00 Zar 0.00

SPRODL Sprint Distributors Local ~ Yes 12098765  5P13-12 Black Toner 350,00 350,00 0 100 ZAR 0.00

SPROO1 Sprint Distributors Local Yes 2020-147. 5P2020 Clear Toner 400.00 400.00 0 1.00 ZAR 0.00

SPRODL Sprint Distributors Local ~ Yes 204-147C SP204 Cyan Toner 350.00 350.00 0 100 zaR 0.00

SPRODL Sprint Distributors Local  Yes 147258 Black Toner 250,00 250,00 0 100 ZAR 0.00

SPRO01 Sprint Distributors Local No 19-687 Drum 1000.00 1000.00 1 1.00 ZAR 0.00

SPRODL Sprint Distributors Local  Yes 204-147M SP204 Magenta Toner 350.00 350,00 0 100 ZAR 0.00

SPRO01 Sprint Distributors Local Yes 204-147Y 5P204 Yellow Toner 350.00 350.00 0 1.00 ZAR 0.00

SPROO1 Sprint Distributors Local Yes 204-147 5P204 Black Toner 350.00 350.00 ] 1.00 Zar 0.00

SPRODL Sprint Distributors Local ~ Yes 5P204 SP204 Colaur Copier 4850.00 4350.00 0 100 ZAR 0.00

SPROO1 Sprint Distributors Local Yes 540-147K Compatible black toner 24900 249.00 0 1.00 ZAR 0.00

SPRODL Sprint Distributors Local ~ Yes SAN Saritizer 45,00 45,00 0 100 zaR 0.00

SPROD1L Sprint Distributors Local ~ Yes 1020-147¢  Toner Black 350,00 350,00 2 100 ZAR 0.00

SPRO01 Sprint Distributors Local No SP1020 Copier 7500.00 7 500.00 0 1.00 ZAR 0.00

SPRODL Sprint Distributors Local  Yes 1020-475 Staple Linit 500.00 500,00 0 100 ZAR 0.00

SPRO01 Sprint Distributors Local MNo 1020-147C Toner Cyan 350.00 350.00 0 1.00 ZAR 0.00

SPROO1 Sprint Distributors Local Yes 1020-147M Toner Magenta 500.00 500.00 ] 1.00 Zar 0.00

coonng Srvink Nicristnce L arsl Ve AATNALTE Tamar Vallaw En o 8 " imn 7o A
‘ »
Open Windows ~ 230ct 2018 %

NOTES

* |In the Edit Supplier screen, click on the Notes tile.
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TECHMNOLOGSTES

Introduction to Suppliers

Edit Supplier - Code SPROOT - BPO: Version 2.1.0.66 - Example Company - O -

%! Home | Equpmentandlocaions  Contract  Finance and HR

Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X

wE o =
Ho

Save Back | Workspaces

Processing

Supplier Returns

Open Windows ~

Type | General Supplier
Class Parts and Services
Supplier Code 5PRODL
Supplier Name | Sprint Distributors Local
Primary Contact Harry Jackson
VAT No. 456739123
Tax Rate
Secondary Rate 0,00
Currency South African Rand

Payment Terms 50 Days from Invoice
Shipping Terms 5 Days - Signature
Ship Via Road
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy
Shipping Costs Included [
Order Method | Celluiar telephane
Order Address 033 123 4567

Physical Address PO Box 1234
Forest Hils

Eee]

Durban
=]
South Africa
Postal Code | 1234

Billing Contact John Martin
Billing Address 535 Forest Grove Road *
ForestHils
MNew Town
KZN
South Africa
Bill Postal Code 1234

sites [ | Cape Town
¥ Durban
[ Johannesburg
W Pretoriz

| | 230ct2018 4

The Notes for Supplier [] screen will be displayed. In this screen you can

view the

1. Comments: Internal notes regarding the Supplier and

2. Notes: Notes concerning orders to this supplier, which will pull through

to the Purchase Order.

3. Type in the relevant text boxes to add a note or comment as required.

* Click on Back to return to the Edit Supplier - Code [ ] screen.
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TECHmoCoaTES Introduction to Suppliers

= Notes for Supplier SPRODT - BPO: Version 2.1.0.66 - Example Company - O

Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X

&
=< :
Save  Back / K =.'
Comments &~ Notes M
Note that the PDF format purchase orders are sentas The traditional way to communicate purchase orders to your supplier is by printing them and sending a copy to the supplier in the mail. Your purchase order can be
ttached fles. printed using text or PDF {Adobe Portable Document Format) formatting.

Open Windows + 230ct 2018 %

ADDRESSES

* In the Edit Supplier Code - [ ] screen, click on the Addresses tile.
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TECHMNOLOGSTES

Introduction to Suppliers

= Edit Supplier - Code SPROOT - BPO: Version 2.1.0.66 - Example Company -
i Home | Equpmentandlocaions  Contract  FinanceandHR  Inventory  MaintenanceandProjects  Manufachring  Procrement  Sales  Service  Reporng  Usilties x
S =E
Mo
Save Back | Workspaces
Pracess Format
Links. n o
Enter texttosearch... 0 Type | General Supplier Physical Address PO Box 1234 |
e = o
. Class | Parts and Services Forest Hils E
Functions Durb 2
Supplier Code 5PROOL Durban i
Supplier Hame Sprint Distributors Local e
Primary Contact Harry Jackson e
Postal Code 1234
VAT No. 4556789123
Tax Rate Billing Contact John Martin
Secondary Rate 0.00 Billing Address 585 Forest Grove Road +
Currency | South African Rand Forest Hils
- New Tann
Payment Terms 50 Days fram Invoice e
=)
Shipping Terms |5 Days - Sgnature
- . South Africa
Sl ia et Bill Postal Code 1234
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy sites [ | Cape Town
;
Processing e o ! Durban
Shipping Costy nch ¥ [] Johannesburg
Order Method Cellular telephane W Pretoriz
Requisitions
Order Address 033 1234567
Purch:
Supplier Returns.
Open Windows ~ | [230ct2018 4

The Addresses for Supplier - [] screen will be displayed.

1. Here you can view the different address types; Postal, Physical, Billing

and Shipping.

" Note: Make sure you have a Physical address set up,
as this pulls through to the Purchase Order.

2. Inthis screen you can Add, Edit or Delete an address type.

* Click on Back to return to the Edit Supplier - Code [ ] screen.
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TECHNOCOsTES Introduction to Suppliers

= Addresses for Supplier - SPRO0 - BPO: Version 2.1.0.66 - Example Company - O .

| Home | FEquipmentandlocations — Contract  FnanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utlites — & X

s ) h
O XIO B &
Add Edit Delete Back Save Layout Refresh

- I
<+ ™ - m—
4| Format af Cure.. af

AddressType | AddressContacthame Address1 Address2 Address3 County PostalCode | Country TelNo TelExt FanNo EmailAddress Status
s
»|POST John Martin 685 Forest Grove Road  Forest Hils New Town KZN 1234 South Africa 031 147 1234 123 031147 1212 harry@email.co.za A
PHYS Harry Jackson PO Box 1234 ForestHils  Durban K2ZN 1234 South Africa 0319876543 123 0319871000 HJackson@noem... A
BILL John Martin PO Box 1234 Forest Hills Durban KZN 1234 South Africa 0318976543 123 IMartin@noemail... A
SHIP John Martin 685 Forest Grove Road  Forest Hills 1234 A
SHIP Ed Jones 1 Atbara Road Richmond Surrey KZN 1234 South Africa 098654385 909 ejones@noemai... A
Open Windows + | | 230ct 2018 %

PROCESSING TILES

The Links frame also contains the Processing tiles:

REQUISITIONS

* |n the Edit Supplier - Code [ ] screen, click on the Requisitions

tile.
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TECHMNOLOGSTES

Introduction to Suppliers

Edit Supplier - Code SPROOT - BPO: Version 2.1.0.66 - Example Company - O -

%! Home | Equpmentandlocaions  Contract  Finance and HR

Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X

wE o =
Ho

Save Back | Workspaces

Processing

Supplier Returns

Open Windows ~

Type | General Supplier
Class Parts and Services
Supplier Code 5PRODL
Supplier Name | Sprint Distributors Local
Primary Contact Harry Jackson
VAT No. 456739123
Tax Rate
Secondary Rate 0,00
Currency South African Rand

Payment Terms 50 Days from Invoice
Shipping Terms 5 Days - Signature
Ship Via Road
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy
Shipping Costs Included [
Order Method | Celluiar telephane
Order Address 033 123 4567

Physical Address PO Box 1234
Forest Hils

Eee]

Durban

=]

South Africa
Postal Code | 1234

Billing Contact John Martin
Billing Address 535 Forest Grove Road *
ForestHils
MNew Town
KZN
South Africa
Bill Postal Code 1234

sites [ | Cape Town
¥ Durban
[ Johannesburg
W Pretoriz

| | 230ct2018 4

The Purchase Requisitions for Supplier [ ] screen will be displayed. This

screen will default to the site selected in the Supplier Listing screen and the

status will default to New.

1. In this screen, you can Add, Edit, Delete and View a selected requis-

ition.
2. and depending on the status that is selected,
3. you can either Hold, Release, Approve or Decline a selected requis-

ition.

* Click on Back to return to the Edit Supplier - Code [ ] screen.
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TECHmoCoaTES Introduction to Suppliers

= Purchase Requisitions for Supplier SPRO0T - BPO: Version 2.1.0.66 - Example Company - ] >
Home | Equipmentand Locations Contract  FinanceandHR  Inventory  Maintenance and Projects ~ Manufacturing  Procurement  Sales  Service  Reporting  Utiies — & X
OUXE|FP OO R B &@m = o
Add Edit Delete  View Hold  Release Apor echne | Savelayout Workspaces | Print  Export Refresh
~ PRType | Status EmplnyeeNur?tuer Firstame Lastiame  EventDate  Comments | ExclCost  Notes | SupplerExist IncdCost  SourceTypeDesc CustomerCode  Customerame SourceRe

B . N

PROOD0536 MAINT N MILOD1 “abigal  Mine 075ep 2018 3250.00 Yes 3662.50 Warehouse

PRO0OD0S34  MAINT N MILOO1 Abigail Milne 28 Aug 2018 42 375.00 Yes 42 375.00 Warehouse

PRO0DDS3Z  MAINT N MILODL Abigal  Mine 28 Aug 2018 109 200.00 Yes 125 580,00 Warchouse

PRO0D0523  MAINT N MILOO1 Abigail Milne 26 Apr 2018 4 500.00 Yes 5130.00 Warehouse

PRO000487 MAINT N DUT001 Bianca  DuToit 260ct 2017 6250.00 Yes 7125.00 Warehouse

PRODD043S  MAINT N DUTO01 Bianca  DuToit 260ct 2017 6250.00 Yes 7125.00 Warshouse

PROOD0485  MAINT N DbuToo1 Bianca Du Toit 26 Oct 2017 350.00 Yes 399.00 Warehouse

PRODDO4ES MAINT N DUT001 Bianca  DuToit 252l 2017 15,00 Yes 17.10 Warehouse

PROOD04SS MAINT N MUDOO L Judith  Mudzeng  133ul2017 150.00 Yes 17100 Work Order

PRO0OD0456  MAINT N MUDOO 1 Judith Mudzengi 05 Jul 2017 900.00 Yes 1026.00 Work Order

PROODD4SS MAINT N MUDOO L Judth  Mudzengi  053ul 2017 500.00 Yes 570,00 Work Order

PROOD0454  MAINT N MUD0O1 Judith Mudzengi 05 Jul 2017 800.00 Yes 912,00 Work Order

PRO0D04SZ  MAINT N MUDOOL Judth  Mudzengi  04Jul 2017 1500.00 Yes 1710.00 Work Order

PRODD0434  MAINT N MUDOO L Judith  Mudzeng  15Jun 2017 0.00 Yes 0.00 Work Order

PRO0D0442  MAINT N MUD0D1 Judith Mudzengi 15 Jun 2017 4500.00 Yes 5130.00 Warehouse

PROOD0434  MAINT N DUT001 Bianca  DuToit 06 Jun 2017 800.00 Yes 912,00 Work Order

PROOD0433  MAINT N DuUTO01 Bianca Du Toit 05Jun 2017 1500.00 Yes 1710.00 Warehouse

PROOD0431  MAINT N MUDOO 1 Judith Mudzengi 01Jun 2017 980.00 Yes 980.00 Warehouse

PRO0DD430  MAINT N DUTO01 Bianca  DuToit 01Jun 2017 450.00 Yes 513.00 Work Order

PROOD0429  MAINT N DuUTO01 Bianca Du Toit 31May 2017 450.00 test Yes 513.00 Work Order

PRO000428 MAINT N DUT001 Bianca  DuToit 31May 2017 450.00 test  Yes 513.00 Work Order

PROOD042L  MAINT N MUDOO L Judith  Mudzengi 24 May 2017 800.00 Yes 312,00 Work Order

PROOD0418  MAINT N MUD0D1 Judith Mudzengi 24May 2017 1000.00 Yes 1140.00 Work Order

PRODDD4IS MAINT N MUDOO L Judth  Mudzengi 24 May 2017 800.00 Yes 912,00 Work Order

PROOD0410  MAINT N MUDOO 1 Judith Mudzeng 22 May 2017 800.00 Yes 912,00 Work Order

PROOD0409  MAINT N MUDOO 1 Judith Mudzengi 22 May 2017 9 000.00 Yes 10 260.00 Warehouse

PRO0DDD7 MAINT N MUDOO L Judth  Mudzengi 19 May 2017 650.00 Yes 713.00 Warchouse

PROOD0405  MAINT N MUD0O1 Judith Mudzengi 19May 2017 retest 4500.00 retest Yes 5130.00 Warehouse -
‘ »
Open Windows ~ 230ct 2018 %

PURCHASE ORDERS

* |n the Edit Supplier - Code [ ] screen, click on the Purchase
Orders tile.
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TECHMNOLOGSTES

Introduction to Suppliers

= Edit Supplier - Code SPROD1 - BPO: Version 2.1.0.66 - Example Company - m} p¢
| Home | Equpmentandlocations  Contract  Finance and HR Maintenance and Projects  Manufacturing  Procurement  Sales  Servicee  Reporting  Utiies — & X

wE o =
Ho

Save Back | Workspaces

Type | General Supplier
Class Parts and Services
Supplier Code 5PRODL
Supplier Name | Sprint Distributors Local
Primary Contact Harry Jackson
VAT No. 456739123
Tax Rate
Secondary Rate 0,00
Currency South African Rand

Payment Terms 50 Days from Invaice

Shipping Terms 5 Days - Signature

Physical Address PO Box 1234
Forest Hils

Eee]

Durban
=]
South Africa
Postal Code | 1234

Billing Contact John Martin
Billing Address 535 Forest Grove Road *
ForestHils
MNew Town
KZN
South Africa

A 4|4 a

Ship Via Road
Freight Terms | 20 days from Delivery

Bill Postal Code 1234

sites [ | Cape Town
¥ Durban

Freight Carrier The Courier Guy

Shipping Costs Included [/ OO Sbrncdii
Order Method Cellular telephane - W Pretoriz

Order Address 033 123 4567

Supplier Returns

Open Windows + | |230ct2018 4

The Purchase Orders for Supplier [ ] screen will be displayed. This screen
will default to the site selected in the Supplier Listing screen and the status
will default to New.

1. In this screen, you can view a list of purchase orders linked to this sup-
plier. Click on View to see further detail for a selected order.
2. and depending on the status that is selected and the company pro-

curement approval process set up

3. You can create a Non Stock GRN or arrange a Collection Agent for a

purchase order.

4. You can also Print a Collection Voucher and Print the purchase order
which activate the goods receiving against a selected order.

5. There are also supplier Functions tiles in this screen that will direct you

to more information regarding the supplier.

* Close the screen to return to the Edit Supplier - Code [ ] screen.
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TECHNOCOsTES Introduction to Suppliers

= Purchase Orders for Supplier SPRO0T - BPO: Version 2.1.0.66 - Example Company - O .

EqupmentandLocations ~ Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X

i

Savelayout Workspaces | Prin

.

| Home

Refresh

——e

Export

\ \
POCode  FPOType POClass  ItemType OriginatorType  OriginCode OriginDesc Status  RequestorName  AssetDesc | SupplierCode | Supplierhiam)
5
» POOODOS40 MAINT  SUPPLIER  WOAS  WKOR WOD00 1463 1234 N Bianca Du Toit SPRODL Sprint Distrit
PO00O00448  MAINT SUPPLIER  WOAS WKOR WOO0000830 Tier - Commerdial Tier Test N Abigail Milne Copier SPROO1 Sprint Distrit]
PODOO0473 MAINT  SUPPLIER  WOAS  WKOR WO0001064 3M5 - 3 Month Service N Abigal Mine SP20205p... SPRODL Sprint Distrit
POO000470  MAINT v WHSE Main Warehouse Main Warehouse N Bianca Du Toit SPROO1 Sprint Distrit]
PODOO0472 MAINT  INV WHSE OTCWhseDEN  OTC Whse DEN N Judith Mudzengi SPRODL Sprint Distrit
PODOO0473 MAINT  INV WHSE Main Warshouse  Main Warehouse N Bianca Du Toit SPRODL Sprint Distrit
PO0000474  MAINT mv WHSE Main Warehouse Main Warehouse N Abigail Milne SPROO1 Sprint Distrit]
'y Instructions
‘ »
Open Windows ~ | 230ct2018 %

GRNS

* |n the Edit Supplier - Code [ ] screen, click on the GRNss tile.
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Introduction to Suppliers

Edit Supplier - Code SPROOT - BPO: Version 2.1.0.66 - Example Company - O -

%! Home | Equpmentandlocaions  Contract  Finance and HR

Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X

wE o =
Ho

Save Back | Workspaces

Process 4| Farmat

Links. L]

i
&
7
o

Processing

Supplier Returns

Open Windows ~

Type | General Supplier
Class Parts and Services
Supplier Code 5PRODL
Supplier Name | Sprint Distributors Local
Primary Contact Harry Jackson
VAT No. 456739123
Tax Rate
Secondary Rate 0,00
Currency South African Rand

Payment Terms 50 Days from Invoice
Shipping Terms 5 Days - Signature
Ship Via Road
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy
Shipping Costs Included [
Order Method | Celluiar telephane
Order Address 033 123 4567

Physical Address PO Box 1234
Forest Hils

Eee]

Durban
=]
South Africa
Postal Code | 1234

Billing Contact John Martin
Billing Address 535 Forest Grove Road *
ForestHils
MNew Town
KZN
South Africa
Bill Postal Code 1234

sites [ | Cape Town
¥ Durban
[ Johannesburg
W Pretoriz

| | 230ct2018 4

The Goods Received Notes for Supplier [ ] screen will be displayed. This

screen will default to the site selected in the Supplier Listing screen and the

status will default to New

1. In this screen you can view the Stock and Non Stock GRNss linked to

this supplier.
2. Depending which status you are in,
3. you can either Complete or View a selected GRN.

* Close the screen to return to the Edit Supplier - Code [ ] screen.
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TECHnoCoaTSS Introduction to Suppliers

= Goods Received Motes for Supplier SPRO01 - BPO: Version 2.1.0.66 - Example Company - O .

Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufactuing  Procurement  Sales  Service  Reporting  Utliles — & X

== = — ~
g = = TS | [Durban - S
LH
Complete ViewGRN | Savelayout Workspaces | Print  Export
GRN - GRN

Stock GRNs | Non Stock GRNs @
ReceiptType  POCode SubltemType | EmployeeNumber Firsthiame Lasthame EveniDate  EventTime

5 -
GRO0DO0DZE N VWKOR POO000028  WOAS SHAODL Belinda Sharman 23Apr 2014 00:00:00
GROODO00Z7 N WKOR POD0O00ZS  WOAS SHAODL Belinda Sharman 23Apr 2014 00:00:00

» GRODDDOL1Z N WKOR POD0DO04S  WOAS SHADDL Belinda Sharman 08 Aug 2014  00:00:00
GRO0DO0DES N @‘ WKOR POOD000SL  WOAS SHAODL Belinda Sharman 21302014 00:00:00
GRODDOD118 N WKOR POD0OO0S4  WOAS DUTO0L Bianca Du Toit 235ep 2014 00:00:00
GROODO00S3 N WKOR PO00000SS  WOAS SHAODL Belinda Sharman 213ul2014  00:00:00
GROODO0100 N WKOR POO000104  WOAS SHADDL Belinda Sharman 30 Apr 2014 00:00:00
GRODDOD101 N WKOR POD0O0IDS  WOAS SHAODL Belinda Sharman 05Aug 2014 00:00:00
GRO0DOD11L N VWKOR PO0000124  WOAS SHAODL Belinda Sharman 08 Aug 2014 00:00:00
GRO0DOD117 N WKOR POD0O013Z  WOAS DUTO0L Bianca Du Toit 235ep 2014 00:00:00
GRODDOD11S N WKOR POD0O0I33  WOAS DUTOOL Bianca Du Toit 2358p 2014 00:00:00
GRO0D0D1ZD N WKOR PO0000134  WOAS DUTODL Bianca Du Toit 235ep 2014 00:00:00
GRODDOD1ZD N WKOR POD0DOI43  WOAS DUTO0L Bianca Du Toit 265ep 2014 00:00:00
GRO0DOD13Z N WKOR PO000014S  WOAS DUTO01 Bianca Du Toit 265ep 2014 00:00:00
GROODO0134 N WKOR PO0000147  WOAS DUTO0L Bianca Du Toit 265ep 2014 00:00:00
GRODDOD145 N WKOR POD000IST  WOAS DUTO0L Bianca Du Toit 12Nov 2014  00:00:00
GRO0DOD398 N VWKOR PO00001S1  WOAS DUTO0L Bianca Du Toit 20 Nov 2017 00:00:00
GROODOD174 N WKOR POD0001SE  WOAS DUTO0L Bianca Du Toit 17 Apr 2015 00:00:00
GRODDOD192 N WKOR PODODOZIL  WOAS DUTOOL Bianca Du Toit 270ct 2015 00:00:00
GRO0DODIZD N WKOR PO0000194  WOAS DUTODL Bianca Du Toit 26Feh 2015 00:00:00
GRODDOD1ST N VIKOR POD00220  WOAS DUTO0L Bianca Du Toit 05 Moy 2015 00:00:00
GROODOD198 N WKOR PO0000221  WOAS DUTO01 Bianca Du Toit 05MNov 2015  00:00:00
GROODO0ZZ0 N WKOR POO000238  WOAS DUTO0L Bianca Du Toit 10Nov 2015  00:00:00
GRODDOD224 N WKOR POD000243  WOAS DUTO0L Bianca Du Toit 16 Nov 2015 00:00:00
GRO0DO022E N VWKOR PO0000246  WOAS DUTO0L Bianca Du Toit 17Nov 2015  00:00:00
GRO0DO02Z7 N WKOR POD000246  WOAS DUTO0L Bianca Du Toit 17Nov 2015  00:00:00
GRODDODZ30 N WKOR POD0DO246  WOAS DUTOOL Bianca Du Toit 18Nov 2015  00:00:00

Open Windows ~ | [230ct 2018 7

SUPPLIER INVOICES

* In the Edit Supplier - Code [ ] screen, click on the Supplier

Invoices tile.
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Introduction to Suppliers

hd Edit Supplier - Code SPRODT - BPO: Version 2.1.0.66 - Example Company
| Home | Equpmentandlocaions  Contract  Finenceand HR i andProjects b ng  Procurement  Sales  Service  Reporting

- [m] X

Utilities - & x

r i -
M o
=]

Save Back

Wiorkspaces

Primary Contact  Harry Jackson

Ship Via Road

Freight Carrier | The Courier Guy

Order Address 083 123 4567

Open Windows ~

Freight Terms 30 days from Delivery

o
Type GeneralSuppler < |* Physical Address POBox 1234 | E
Class Parts and Services Forest Hills §
Supplier Code SPRODL | Durban
Supplier Name | Sprint Distributors Local 2
South Affica

Postal Code 1234

VAT No. 456789123 *
Tax Rate Billing Contact John Martin
Secondary Rate 0.00 Billing Address 65 Forest Grove Road Ig
‘Currency South African Rand Forest Hils
Processi New Town
el Payment Terms |50 Days fram Invice E
Kz
Shij T 5D =5 tur
ipping Terms |5 Days - Sqnature —

Bill Postal Code 1234

sites [_| Cape Town

o W/ Durban
Shipping Costs Included [ sohersibivg
Order Method | Celluar telephane W1 Pretoria

| |230ct 018 %

The Purchase Invoices for Supplier [ ] screen will be displayed. This screen

will default to the site selected in the Supplier Listing screen and the status

will default to New.

1. In this screen you can view a list of the Supplier Invoices linked to this

supplier.

2. Depending which status you are in,

3. you can Add, Edit, Delete, View, Approve or Decline a supplier invoice.

* Close this screen to return to the Edit Supplier - Code [ ] screen.
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TECHnoCoaTSS Introduction to Suppliers

= Purchase Invoices for Supplier SPRODT - BPO: Version 2.1.0.66 - Example Company - O

Home | Equpmentandlocations  Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliles — & X

© 2 X O O| & B £mpbe- 8
gdit Delete  View || Approve Dedine | Savelayout Workspaces | Print  Export Refresh
Invoicedtatus I No SupplierCode  SupplierName InvoiceDate Reference Currency ExchangeRate TaxRate TotalCostExd  TotalAmtind VATNo Status Contacthlame
13 L BUYBGROOODO 157 SPROO1 Sprint Distributors Local 27 Jan 2015 GRODODO157 ZAR 1.00 14,00 500.00 570.00 456783123 A Harry Jackson
N BUYBGROO000158 SPROO1 Sprint Distributors Local 27 Jan 2015 GRO0DD00158 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGROOODD171 SPROO1 Sprint Distributors Local 16 Mar 2015 GRO0OD00171 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGROO000175 SPROO1 Sprint Distributors Local 12 May 2015 GRO0D0D0175 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGROOO00177 SPROO1 Sprint Distributors Local 14May 2015 GROQODO177 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N gr2441 SPROOL Sprint Distributors Local 18 Mov 2015 ZAR 1.00 14.00 1000.00 1140.00 456789123 A Harry Jackson
N BUYBGROO000231 SPROO1 Sprint Distributors Local 23 Jun 2016 GRO0D00D281 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGROODD0232 SPROOL Sprint Distributors Local 23Jun 2016 GROOD00282 ZAR .00 14.00 0.00 0.00 4567892123 A Harry Jackson
N BUYBGROOODD233 SPROO1 Sprint Distributors Local 23 Jun 2016 GROOODO283 ZAR 1.00 14.00 0.00 0.00 456783123 A Harry Jackson
N BUYBGROOOD0235 SPROO1 Sprint Distributors Local 23 Jun 2016 GRODD00285 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGROOODD236 SPROO1 Sprint Distributors Local 23 Jun 2016 GROO000236 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N BUYBGROO000237 SPROO1 Sprint Distributors Local 23 Jun 2016 GRO0D00287 ZAR 1.00 14.00 0.00 0.00 456789123 A Harry Jackson
N SINV741 SPROO1 Sprint Distributors Local 05 Jul 2016 GROOOD0293 ZAR 1.00 14.00 45 000.00 51300.00 456789123 A Harry Jackson
N 123456.99 SPROOL Sprint Distributors Local 12 Aug 2016 ZAR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV11.22.33 SPROO1 Sprint Distributors Local 07 Sep 2016 ZAR 1.00 14.00 150.00 171.00 456789123 A Harry Jackson
N SINV4788 SPROOL Sprint Distributors Local 07 Sep 2016 GROOD00293 ZAR .00 14.00 2500.00 2850.00 456789123 A Harry Jackson
N 789456 SPROO1 Sprint Distributors Local 310ct 2016 ZAR 1.00 14.00 200.00 228.00 456789123 A Harry Jackson
N inv1 SPROO1 Sprint Distributors Local 13 Apr 2017 ZAR 1.00 14.00 11 500.00 13 110.00 456789123 A Harry Jackson
N BUYBGROOOD0320 SPROO1 Sprint Distributors Local 02 May 2017 GROO000320 ZAR 1.00 14.00 500,00 570.00 456789123 A Harry Jackson
N BUYBGROO000321 SPROO1 Sprint Distributors Local 02 May 2017 GRO0D00321 ZAR 1.00 14.00 500,00 570.00 456789123 A Harry Jackson
N BUYBGRO0000322 SPROO1 Sprint Distributors Local 04May 2017 GROOODO322 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N BUYBGROODD0334 SPROO1 Sprint Distributors Local 22 May 2017 GROOOD0334 ZAR 1.00 14.00 0.00 0.00 456783123 A Harry Jackson
N BUYBGROO000335 SPROO1 Sprint Distributors Local 22May 2017 GRO0OD0O0335 ZAR 1.00 14.00 500.00 570.00 456789123 A Harry Jackson
N Full Quantity SPROOL Sprint Distributors Local 30 May 2017 POO000361 ZAR .00 14.00 1400.00 1596.00 456789123 A Harry Jackson
N C class issue SPROO1 Sprint Distributors Local 30 May 2017 GRO0ODD0346 ZAR 1.00 14.00 400.00 456.00 456789123 A Harry Jackson
N GR347 SPROO1 Sprint Distributors Local 06 Jun 2017 PO000D0340 ZAR 1.00 14.00 160 741.00 183244.74 456789123 A Harry Jackson
N SINV-370 SPROO1 Sprint Distributors Local 313l 2017 ZAR 1.00 14.00 450.00 513.00 456789123 A Harry Jackson
N SINV-GRN338 SPROO1 Sprint Distributors Local 15 Aug 2017 ZAR 1.00 14.00 3675.00 4189.50 456789123 A Harry Jackson ]
. :
Open Windows + “23 Oct 2018 %

SUPPLIER RETURNS

* In the Edit Supplier - Code [ ] screen, click on the Supplier

Returns tile.
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hd Edit Supplier - Code SPRODT - BPO: Version 2.1.0.66 - Example Company - O X
| Home | Equpmentandlocaions  Contract  Finenceand HR i andProjects b g Proarement  Sdkes  Service  Reportng  Utliies — & X
7 EE
Ho
=]
Save Back | Viorkspaces
Pracess 4 Farmat
Links. n la
Enter Type | General Supplier * Physical Address PO Box 1234 a |
sl e b
Class Parts and Services Forest Hils g
Supplier Code SPRODL | Durban =
Supplier Hame | Sprint Distributors Local 2
Primary Contact Harry Jackson ot
—_— Postal Code 1234
VAT No. 455789123 *
Tax Rate Billing Contact John Martin
Secondary Rate 0.00 Billing Address 65 Forest Grove Road Ig
‘Currency South African Rand Forest Hils
- New Ton
Payment Terms 60 Days from Invaice e
kzn
Shiy T 5D 5 itur
ipping Terms 5 Days - Sanatre R
Ship Vi | Boaxl Bill Postal Code | 1234
Freight Terms 30 days from Delivery
Freight Carrier The Courier Guy sites [_| Cape Town
W/ Durban
Shipping Costs Included
'pping el “ [] Johamnesburg
Order Method | Celluar telephane M Pretoria
Order Address 083 123 4567
Open Windows + | |230ct2018 %

The Supplier Returns for Supplier [ ] screen will be displayed. This screen

will default to the site selected in the Supplier Listing screen.

1. In this screen you can view a list of the Stock and Non Stock Returns

linked to this supplier.
2. You can also Add, Edit, or View a supplier return.

* Close this screen to return to the Edit Supplier - Code [ ] screen.
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Supplier Returns for Supplier SPRO0T - BPO: Version 2.1.0.66 - Example Company - O

Equipmentand Locations ~ Contract  FinanceandHR  Inventory  Maintenance and Projects  Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X
——— Lgﬁ Durban oS
Save layout Workspaces | Print  Export Refresh
SRNNo OrigirType  OriginCode Supplieriame SupplierCode | EmployeeNumber | FullName PhoneNumber | Extension | OriginDesc  SubltemType | Address1 | Address? | Address3
4 =
SRO0000046 ST GRO0000202 Sprint Distributors Local SPRO0OL DUTO01 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New To
SRO0O000047 ST GROOD0D203 Sprint Distributors Local SPROO1 DUTOD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO0000048 ST GROO0DD204 Sprint Distributors Local SPROOL DUTO0L Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New To
SRO0O000048 ST GRODDDD205 Sprint Distributors Local SPROO1 DUTOO1 Bianca Du Toit 031 123 4564 1234 685 Forest ... ForestHills New Toy
SRO0000050 ST GRO00DD205 Sprint Distributors Local SPROOL DUTO01 Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New Toy
SRO00000SL ST GROO0DD206 Sprint Distributors Local SPROOL DUTOOL Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New To
SR0O0000052 ST GRODD0D206 Sprint Distributors Local SPROO1 DUTDD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO0000053 ST GROO0DD207 Sprint Distributors Local SPROOL DUTOOL Bianca Du Toit 031 123 4564 1234 685 Forest ... ForestHills New To
SRO0000054 ST GROO00D0208 Sprint Distributors Local SPRO0OL DUTOO01 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New To
SRO0O00D0S5 ST GRO0OD0D207 Sprint Distributors Local SPROO1 DUTOD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO0000056 ST GROO0D0208 Sprint Distributors Local SPROOL DUTO0L Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New To
SR0O0000057 ST GRO0DDDD209 Sprint Distributors Local SPROO1 DUTOO1 Bianca Du Toit 031 123 4564 1234 685 Forest ... ForestHills New Toy
SRO0000058 ST GRO000D0210 Sprint Distributors Local SPROOL DUTO01 Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New Toy
SRO0000059 ST GROOOOO211 Sprint Distributors Local SPROOL DUTOOL Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New To
SRO0000060 ST GROD00D215 Sprint Distributors Local SPROO1 DUTDD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO0000061 ST GROOODD215 Sprint Distributors Local SPROOL DUTOOL Bianca Du Toit 031 123 4564 1234 685 Forest ... ForestHills New To
SRO000006Z ST GRO0O000212 Sprint Distributors Local SPROO1 DUTOO1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Tol
SRO0O000063 ST GROODDD212 Sprint Distributors Local SPROO1 DUTOD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO00000&4 ST GROO00D0216 Sprint Distributors Local SPROOL DUTO0L Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New To
SR0O0000065 ST GRO0DDDD217 Sprint Distributors Local SPROO1 DUTOO1 Bianca Du Toit 031 123 4564 1234 685 Forest ... ForestHills New Toy
SRO0000066 ST GRO00DO218 Sprint Distributors Local SPROOL DUTO01 Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New Toy
SR0O0000067 ST GROO00DO218 Sprint Distributors Local SPRO0O1 DUTO01 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New To
SRO000006S ST GRO0D00D221 Sprint Distributors Local SPROO1 DUTOD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
»| SRO0000070 ST GRO00DD222 Sprint Distributors Local SPROOL DUTOO1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New To
SRO0000113 ST GRO0O000371 Sprint Distributors Local SPROOL DUTOO1 Bianca Du Toit 0311234564 1234 685 Forest ... ForestHills New Tol
SRO00DD121 ST GROOD0D387 Sprint Distributors Local SPROO1 DUTOD1 Bianca Du Toit 031123 4564 1234 685 Forest ... ForestHills New Toi
SRO0000124 ST GROO0D0430 Sprint Distributors Local SPROOL MILDO1 Abigail Milne 685 Forest ... ForestHills New To
¢ i
Open Windows + “23 Oct 2018 %

DEBIT NOTES

* |n the Edit Supplier - Code [ ] screen, click on the Debit Notes

tile.
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hd Edit Supplier - Code SPRODT - BPO: Version 2.1.0.66 - Example Company
| Home | Equpmentandlocaions  Contract  Finenceand HR i andProjects b ng  Procurement  Sales  Service  Reporting

- [m] X

Utilities - & x

r i -
M o
=]

Save Back

Wiorkspaces

Supplier Code 5PRODL
Supplier Hame  Sprint Distributers Local
Primary Contact Harry Jackson

Tax Rate

Currency  South African Rand

Processil
ng Payment Terms 60 Days from Invaice

Shipping Terms 5 Days - Signature

Ship Via Road

Freight Carrier | The Courier Guy

Shipping Costs Included

Order Method | Cellular telephone
Order Address 083 123 4557

Open Windows ~

Type General Supplier ®

Class Parts and Services

VAT No. 455789123 L

Secondary Rate 0.00

Freight Terms 30 days from Delivery

Physical Address POBox 1234 |
Forest Hills
Durban
=

South Afiica

Postal Code 1234

Billing Contact John Martin
Billing Address 65 Forest Grove Road Ig
Forest Hils

New Taun
Tkan
South Africa
Bill Postal Code 1234

sites [_| Cape Town
W/ Durban
[ Johannesburg
W Pretoria

]

| |230ct 018 %

The Debit Note for Supplier [ ] screen will be displayed. This screen will

default to the site selected in the Supplier Listing screen and the status will

default to New.

1. In this screen you can view a list of the Debit Notes linked to this sup-

plier.

2. Depending which status you are in,

3. you can Add, Edit, Delete, View, Approve or Decline a supplier debit

note.

* Close this screen to return to the Edit Supplier - Code [ ] screen.
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i Debit Note for Supphier SPRODT - BPO: Version 2.1.0.66 - Example Company - o
Home Equipment and Locations Contract Finance and HR. Inventory Maintenance and Projects Manufacturing Procurement Sales Service Reporting Utilities —_— = x
= 7 s = | én & = B &R | - 1 45
@ [ X © O @ BB £/ o o

Add  Edit Delete View | Approve Dedine | Savelayout Workspaces | Print  Export || pew ~ || refresh

SRNType DebithoteNo  DebitMoteDate | NoteStatus SupplierCode | SupplierName Currency ExchangeRate TaxRate TotalCostExd TotalAmtInd  VATNo Address1 Address2
s
1 18 ABOS0001 14Aug 2017 N SPRO01 Sprint Distributors Local ~ ZAR 1.00 0.00 10000.00 10000.00 456789123 685 Forest Grove Road Forest Hills
1 3
Open Windows + 230ct 2018 %

OTHER DATA

* |n the Edit Supplier - Code [ ] screen, click on the Other Data
tab.
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Edit Supplier - Code SPROOT - BPO: Version 2.1.0.66 - Example Company - O

%| Home | Equpmentandlocations  Contract  Finance and HR

Maintenance and Projects  Manufacturing  Procurement  Sales  Serviee  Reporting  Utiiies  —

& =E
Mo
= =]

Save Back | Workspaces

Process 4| Format

Links. L]

p Type General Supplier

Supplier Code SPRODL

Primary Contact | Harry Jackson
VAT No. 455789123
Tax Rate
Secondary Rate 0.00

Payment Terms 50 Days from Invaice

Ship Via Road

Freight Carrier The Courier Guy
Shipping Costs Included [
Order Method | Celluiar telephane

Supplier Returns

Open Windows ~

Class Parts and Services

Supplier Hame Sprint Distributors Local |

Currency South AfcanRand 7|

Shipping Terms 5 Days - Signature

Freight Terms | 30 days from Delivery |

Order Address 033 123 4567

Physical Address POBox 1234 |
Forest Hils

Durban
R
South Africa

Postal Code 1234

Billing Contact John Martin
Billing Address 535 Forest Grove Road *
Forest Hils
MNew Town
KZN
South Africa
Bill Postal Code 1234

sites [ | Cape Town
¥ Durban
[ Johannesburg
W Pretoriz

| |230ct 2018

e Here, there are 10 fields where you can type in additional inform-
ation pertinent to this supplier. These additional data labels
(Other 1, Other 2 etc.) can be re-named as per your company's

requirements.
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Introduction to Suppliers

= Edit Supplier - Code SPRODT - BPO: Version 2.1.0.66 - Example Company - ] b8
! Home i Equipment and Locations Contract  Finance and HR Tnventory Maintenance and Projects ~ Manufacturing  Procurement  Sales  Service  Reporting  Utliies — & X
& =HE
Ho
Save  Back ‘ \Workspaces
©Other Data =1
Type General Supplier - Physical Address PO Box 1234 B
: o
Class Parts and Services - Forest Hils g
Supplier Code SPRODL Durban i
Supplier Hame Sprint Distributors Local « e
Primary Contact Harry Jackson e
Postal Code 1234
VAT No. 4556789123
Tax Rate - |* Billing Contact John Martin
Secondary Rate 0,00 Billing Address 585 Forest Grove Road
Currency South African Rand .= Forest Hils
—_————————— New Town
Payment Terms 50 Days from Invaice -
e =]
Shipping T 5 Days - Signatu -
ipping Terms 5 Days - Signature =
Ship Vi ool bd | Bill Postal Code 1234
Freight Terms | 30 days from Delivery
Freight Carrier The Courier Guy sites [ | Cape Town
" W/ Durban
Shipping Costs Included [/ OO Sbrncdii
Order Method Cellular telephane - W Pretoriz
Order Address 033 1234567
Open Windows + | |230ct2018 4

Related Topics

» Supplier Type Static Data

» Supplier Class Static Data

e Supplier - Add / Edit / Delete

e Supplier Order Details - Add / Edit

e Link Items Supplied - incl. Unit Cost & Lead Time
» Comments & Order Notes - Add / Edit / Delete

» Addresses - Add / Edit

BPO.MNU.056
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