Services - Purchase Orders

SALES

SERVICES - PURCHASE ORDERS

The purchase orders tile from the Service Listing screen will display a list of
all the Purchase Orders linked to the Service. You will be able to View and
Delete a purchase order or issue Non Stock GRN's for a purchase order.

Notes and Delivery Instructions can be added for a Purchase Order.

Ribbon Access: Sales > Services

$ - BPO: Version 2.4.0.11 - Example Company [ =l x
j [Locations  Contract  Finance /HR  Inventory  Maintenance /Projects  Manufactwing  Procuwrement | Sales | Service  Reportng  Utilties
(AN & EEFGGLE

Customers | Services |Templates Commerdals | POSLite Quotes Orders Inwoices Credit Statement
Notes Run

1. The Service Listing screen will display.
2. Select the Site you wish to work in.
e The example has Durban selected.
3. The Service Listing screen will open in the Active status by default, as
you will most likely be working with Services in this status.
* Click on the down arrow to change the status to Inactive if
required.
4. Click on the row of the service you wish to work with.
5. Click on the Purchase Orders tile.
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$ - .__—psﬂnm&m-mvmmn-wcm [ =Jla | x
‘ f,‘ Home ‘ i /locations  Contract  Finance /fHR  Inventory i [Projects  Man i F Sales  Service  Repoi’h - & X
‘ = = = e
= %=
OXE B B =1 %
Add  Edt Delete View | Savelayout W Refresh | Export
Processing 4 Format Y Current v.\. . Y
Links 2
= o ServiceCode ServiceDescription Type Class Rate Units TaxType  TaxRate  Staus
Functions o e ol o = Wl ol = s
Short Term Contract Deposit INT SER 1,000.00 ea VAT 15.00 A
Instalation Fee INT SER 1,200.00 ea VAT 15.00 A
DEL Delivery Fee INT SER 550.00 ea VAT 15.00 A
DEA Dealer Service Fee BXT SER 35000 ea VAT 15.00 A
SET Settlements INT SER 500.00 ea VAT 15.00 A
NSP Inspection INT SER 650.00 ea VAT 15.00 A
Processing TOLL Toll Fee ExT SER 250.00 ea VAT 0.00 A
Meter Yield Short Fall INT SER 500.00 ea VAT 15.00 A
= e Cleaning Fes INT SER 500.00 ea VAT 15.00 A
Design consultation INT SER 750.00 ea VAT 15.00 A
Printing INT SER 350.00 ea VAT 15.00 A
Purchase Orders Test Service INT SER 550.00 ea VAT 15.00 A
Installation Fee INT SER 1,200.00 ea VAT 15.00 A
Call Out Fee INT SER 450.00 ea VAT 15.00 A
Requests
Open Windows ~ | User:JulandaK = 12f02/2021 | Version: 2.4.0.11 | Example Company o7

6. The Purchase Order for Service [service code] screen will display.

VIEW PURCHASE ORDER

7. Click on the row of the purchase order you wish to view.
8. Click on View Order.
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$ - Purchase Orders for Service INST - BPO: Version 2.4.0.11 - Example Company (=Jimjix_
| @ | rome | coupment/Locations  Contract  Fnznce /HR Inventory  Mai [Projects  Manufacturing Pri Soes  Sevice Repor) — & X
@ . lﬁ La Durban - A
Savelayout Workspaces n ction  Print  Export Refresh
~ Maintair . @ Process g Format g Print Current i a
Links L
Enter text to sea 2
POCode POType POClass Status EmployeeNumber EventDate EventTime Comments  Notes
| "0 #0c 3 e 0 = #0c 0 Qe
PO0000046  MAINT SUPPLIER [+ SHADO1 12/05/2014 09:10:22
PO0000047  MAINT SUPPLIER  C SHAQD1 12/05/2014 09:19:22
POOD0DIS1  MAINT SUPPLIR € DUT001 19/02/2015 08:51:19
D PO0D00191  MAINT SUPPLIER c DUTDO1 26/02/2015 11:15:25
PO0000194  MAINT SUPPLIER c DUTDO1 26/02/2015 11:56:03
PO0000211  MAINT SUPPLIR  C DUT001 27/10/2015 11:17:00
POO000218  MAINT SUPPLIER P DUT001 05/11/2015 13:07:07
PO0000220  MAINT SUPPLIER [+ DUTD01 05/11/2015 13:25:20
PO0000242  MAINT SUPPLIER c DUTDO1 16/11/2015 15:08:13
PO0000245  MAINT SUPPLIER P DUT001 16/11/2015 15:59:38
PO0000257  MAINT SUPPLIR € DUTD01 18/11/2015 15:05:28
PO0000260  MAINT SUPPLIER c DUTDO1 18/11/2015 15:48:44
PO0000304  MAINT SUPPLIER c DUT001 31/10/2016 14:15:13
PO0000365  MAINT SUPPLIR ~ C DUT001 06/06/2017 14:48:38
PO0000367  MAINT SUPPLIR  C DUT001 08/06/2017 14:52:41
PO0000371  MAINT SUPPLIER c DUT001 15/06/2017 12:31:09
PO0000407  MAINT SUPPLIER £ DUT001 07/11/2017 16:09:33 Generated from sales or
PO0000426  MAINT SUPPLIR ~ C DUT001 13/02/2018 16:33:37 Generated from sales or,
PO0000477  MAINT SUPPLIR  C DUT001 29/05/2018 14:49:25 Generated from sales or,
PO0000478  MAINT SUPPLIER c DuT001 29/05/2018 15:00:49 Generated from sales or
PO0000482  MAINT SUPPLIER (5 DUT001 11/06/2018 11:41:40
PO000OSOS — MAINT SUPPLIER P DUTD01 28/06/2019 15:56:49 Generated from sales or
4 D 13
Open Windows ~ | User : JulandaK | 12f02/2021 | Version: 2.4.0.11 = Example Company ”

9. The View Purchase Order : PO[purchase order number] screen will dis-
play.

E/T Note that you will not be able to make any changes to the purchase order from this

screen.

PRINT PURCHASE ORDER

10. Click on Print to print a copy or the purchase order.
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$ - .___pv-e-n-dmseordu:mln»mvmzuubwcﬂnm =8| x
| @ | tome | coupment/Locations  Contract  Fnence /HR Inventory  Mai [Projects  Mar f Sies  Service Repoi’) 00— & X
3
O ] = °
==
Back Save Layout Workspaces Print
Proc Format Prir )
Order Header | Supplier Code |SPRO01
Order Originator \WO0000114 Originator WS - Weekly Service Supplier Name | Sprint Distributors Local
Originator Type WKOR  Work Order VAT No | 456789123
Sub Item - Location ForestHills Centre - Asset Contact Name Harry Jackson
Payment Terms 3 60 Days from Invoice
POType MAINT | nance Requisiton | C Contract Service Shipping Terms 1 5Days - Signature
Requisition No  PROD0D 135
Supplier Details | Requestor Details | Request Source
Currency  Description ExchangeRate  InventoryCode  SupplieritemCode  PartType QtyReceived  Quantity QuantityPerUOP  BaseCcyUnitCost  UnitCost | TaxRate  Pril
v e o = o ol o0 = = = = -
» AR Installation Fee 1.000 INST SERV 1.000 1.000 1.000 1,250.000 1,250.000  14.000
N N N S I S S A .

Open Windows ~

»

| User:JulandaK = 12f02/2021 | Version: 2.4.0.11 | Example Company -

11. When you receive the Report Generation message to confirm;

* Do you want to print the purchase order PO[purchase
order number]?

12. Click on Yes.
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® - View Purchase Order : PO0000191 - 5P0: Version 2.4.0.11 - § sle Company = Jax
{ e | Home Jlocations  Contract Finance /HR  Inventory [Projects  Manufacturing  Procur: t Sales  Service  Repoi’) - & X
3
o =] =
(el
Back | Save Layout Workspaces Print
| Proc_| | prnt &
Order Header Supplier Code SPROD1
Order Originator \WO0000114 Originator WS - Weekly Service Supplier Name | Sprint Distributors Local
Originator Type WKOR  Work Order VAT No | 456789123
Sub Item - Location Forest Hils Centre - Asset Contact Name | Harry Jackson
Payment Terms 3 60 Days from Invoice
POType MAINT Requisition | Classification | Contract Service

Shipping Terms 1 5 Days - Signature.
Requisition No PR0000135

Supplier Details | Reguestor Details I Request Source

Report Generation 4_—'

Currency  Description ExchangeRate - Quantity  QuantityPerUOP  BaseCcyUnitCost  UnitCost  TaxRate  Pri
* e o0l = Do you want to print §ie purchase order PO0D001ST? = = = = = =
» zaR Instalation Fee 1.0 00 1000 1.000 1,250,000 1,250.000  14.000
g | | e , ] [ [ [ ]|
’ ;

Open Windows ~

| User:JulandakK = 12/02/2021 = Version: 2.4.0.11 = Example Company o7

13. The Purchase Order will display in the Preview screen.
14. From this screen you can make cosmetic changes to the document as

well as Save, Print, Add a Watermark, Export or Email the purchase
order.

15. Click on Close to return to the View Purchase Order screen.
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3 preview ¢+——————— @ — |
File View Background -
OadfmAeen - S 0aame -a EIEEEE 5

Purchase Order
Example Company
StreetNoandRoad Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VAT No.: 0000000 TelNo.: 0311234567
Document Ref.: PO0000191
Date : 26/02/2015 00:00:00
Description :
Your Details :
Company Name: SprintDistributors Local
CompanyCaode: SPRO01
Contact Name : Harry Jackson
Tel No.: Ext.:
Fax No.:
Emai
Addr PO Box 1234
Forest Hills
Postal Code : 1234
Province : Country : South Africa
1D Item Code Supplier Code  Ttem Description Currency  UnitCost Qty/UOP  Qty Cost
5 mst Installation Fee R 1250.00 1 1 1250.00

Page 10f 1 100% (= { } @ |

lick h ice listi

16. Click on Back to return to the Purchase Order for Service listing

‘ b4 View Purchase Order : POD000191 - BPO: Version 2.4.0.11 - Example Company [— (B [ x|

[ @ | Home Jlocatons Contract Finance /MR Inventory [Projects  Manufacturing Sies  Sevice Reportng 04— & X
Back Save Layout Workspaces Print

v
P rint a
|
order Header | Supplier Code  SPRODL
Order Originator W00000114 Originator WS - Weekly Service Supplier Name | Sprint Distrbutors Local
Originator Type WKOR | Work Order VAT Mo | 456789123
Sub Item - Location ForestHills Centre - Asset Contact Name Harry Jackson
Payment Terms 3 60 Days from Invoice
PO Type MAINT Requisition | Cl (o mEiEa Shipping Terms |1 5Days - Signature
Requisition No PRO000135 §
Supplier Details | Requestor Details | Request Source
Currency  Description ExchangeRate | InventoryCode  SupplierltemCode  PartType  QtyReceived Quantity  QuantityPerUOP  BaseCcyUnitCost  UnitCost  TaxRate  Priority
v e o0c = 0 e e = - = = = = -
» ZAR Instaliation Fee 1.000 INST SERV 1.000 1,250.000 1,250.000  14.000 3

- I

1.000 1.000
| | |

»

Open Windows v

| User : Julandak | 12/02/2021

Version : 2.4.0.11

Example Company
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DELETE / CLOSE A PURCHASE ORDER

1. From the Purchase Orders for Service [service code] listing screen,
Ensure that the correct Site has been selected.
* Click on the down arrow to select an alternative site from
the drop-down list.
3. Click on the row of the purchase order you wish to delete.
4. Click on Delete.
5. When you receive the Purchase Order Processing message to confirm;
* |s this Purchase Order : PO[purchase order number] now
complete? Answer 'Yes' to close off the purchase order.
6. Click on Yes if you are certain about your selection.

$ - .——bPunjuseOrdersfurServicelNST PO: Ver 2 e Company = Jla)(x
|| @ | vome | caspment/Locatons _ Contact _ Fance /M. invenory _ Maienance [Projecs Manufoctaring _ Proorement  Sdes Seke  Reportng 11 = & X
— 4 = . == = B o ’
H5 | X|ow B £ R N e N
View Order] Delete & Dedine MNon Stock Collection | Savelayout Workspaces | PrintCollection Print  Export Refresh
GRN Agent - Voucher
Current . a
[ Link
= POType POClass Status EmployeeNumber EventDate EventTime Comments Notes
k-3 B oQc g = 0 0c e
PO0000046  MAINT SUPPLIER c SHADO1 12/05/2014 09:10:22
POO0000047  MAINT SUPPLIER [ SHADOL 12/05/2014 09:19:22
PO0000181  MAINT SUPPLIER C DUTOO1 19/02/2015 08:51:19
PO0000191  MAINT SUPPLIER (o} DUTDO1 26/02/2015 11:15:25
PO0000194  MAINT SUPPLIER 3 DUTOOL 26/02/2015 11:56:03
PO0000211  MAINT SUPPLIER c DUTDO1 27/10/2015 11:17:00
E] PO0000218  MAINT SUPPLIER P DUTOO1 05/11/2015 13:07:07
bz Loy Purchase Crder Processing 4——.}
PO0000242  MAINT .
i B Lo Is this Purchase Order : PO0000218 nuﬁc’umplr&’ Answer 'Yes' to close off the
POD00025 AR MAINT] purchase order. ‘ )
PO0000260  MAINT
PO0000304  MAINT
PO0000365  MAINT .___, No
PO0000367  MAINT
PO0000371  MAINT SUPPLIER c DUTDO1 15/06/2017 12:31:09
PO0000407  MAINT SUPPLIER C DUTOO1 07/11/2017 16:09:33 Generated from sales order no.
PO0000426  MAINT SUPPLIER c buT0O1 13/02/2018 16:33:37 Generated from sales order no.
PO0000477  MAINT SUPPLIER C DUTDO1 29/05/2018 14:49:25 Generated from sales order no.
PO0000478  MAINT SUPPLIER C DUT001 29/05/2018 15:00:49 Generated from sales order no.
PO0000482  MAINT SUPPLIER C DuUTDO1 11/06/2018 11:41:40
PO0000S0S  MAINT SUPPLIER. P DUTOO1 28/06/2019 15:56:43 Generated from sales order no.
1 »
Open Windows | User: Julandak | 12/02/2021 | Version: 2.4.0.11 | Example Company .

7. Note that the Status for the Purchase Order have been updated to C -
Closed.
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‘ b4 Purchase Orders for Service INST - BPO: Version 2.4.0.11 - Example Company [— (B [ x|
[ @ | Home Jlocatons Conbract Finance /[HR  Inventory  Mai [Projects  Manufacturing Sies  Sevice Reportng 04— B X
S XK & & o
= bt ] - . Durban A
View Order Delete & Decine  NonStock Collection | SaveLayout Workspaces ntCollection Print  Export Refresh
RN A - Voucher
Maintair g = e
Links )
er text to se F
POCode POType POClass Status < _ | EmployeeNumber EventDate EventTime Comments  Notes
Functions v |0 o Wb o0 ;o --._ | = o0 0c e
PO000046  MAINT SUPPLIR  C SHADO1 12/05/2014- - - _09:10:22
PO000047  MAINT SUPPLIER  C SHADDL 12/05/2014 09:18:22 7 - -
POO0D0181  MAINT SUPFLIER  C DUTOOL 19/02/2015 08:51:19
PO00DD191  MAINT SUPPLIER ~ C DUTOOL 26/02/2015 11:15:25
PO0000194  MAINT SUPPLIER c DUTOO1 26/02/2015 11:56:03
PO0000211  MAINT SUPPLIR  C DUT001 27/10/2015 11:17:0
» [Pooo00218  MAINT SUPPLIER __ C DUT001 | I T R CL1Y . —
Px2pO000218  MAINT SUPPLIR  C DUT001
PO00DD
PO00D0245  MAINT SUPPLIER P DUTOO1 16/11/2015 15:59:38
PO00D0257  MAINT SUPPLIR  C DUTOOL 18/11/2015 15:05:28
PO0000260  MAINT SUPPLIER (o} DUT001 18/11/2015 15:48:44
PO0000304  MAINT SUPPLIER C DuTDO1 31/10/2016 14:15:13
PO0000365  MAINT SUPPLIR  C DUTO0L 06/06/2017 14:48:38
PO00D0367  MAINT SUPPLIER  C DUTOO1 08/06/2017 14:52:41
PODDDD371  MAINT SUPPLIER  C DUTOOL 15/06/2017 12:31:09
PO0000407  MAINT SUPPLIER c DUTDO1 07/11/2017 16:09:33 Generated from sales order no.
PO0000426  MAINT SUPPLIER  C DUTOOL 13/02/2018 16:33:37 Generated from sales order no.
PO0000477  MAINT SUPPLIER (€ DUTDO1 29/05/2018 14:49:25 Generated from sales order no.
PO0000478  MAINT SUPPLIER (o} DUTDO1 29/05/2018 15:00:49 Generated from sales order no.
PO00D0482  MAINT SUPPLIER  C DUTO0L 11/06/2018 11:41:40
POODOS0S  MAINT SUPPLIER P DUTOO1 28/06/2019 15:56:49 Generated from sales order no.
Open Windows ~ | User: Julandak | 12/02/2021 | Version:2.4.0.11 | Example Company

CREATE A NON STOCK GOODS RECEIVED NOTE
(GRN)

1. From the Purchase Orders for Service [service code] screen,
Ensure that the correct Site has been selected.
* Click on the down arrow to select an alternative site from
the drop-down list.
3. Click on the row of the Purchase Order you want to create a Non Stock
GRN for.
4. Click on Non Stock GRN.

@ Short cut key: Right click to display the Process menu list. Click on GRN.

5. When you receive the GRN Processing message to confirm;
* Are you sure you want to create a Goods Received Note
(GRN) for this purchase order : PO[purchase order
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number]?
6. Click on Yes.

$ - @ ————————> Purchase Onders for Service InsT - 570 Ve : 2 ——

e | Home | /locations  Contract  Finance /HR  Inventory [ Projects fa Procurement  Sales  Service  Reporting Utilities - &
= = (=) = P o
| B X |ow-[H 2 & 0 @% O
ViewOrder Delete | (@ pDecine |NonStock| Colecton | Savelayout Workspaces | PrintColecton Print  Export = Refresh
GRN =<l i Voucher
Maintain 4 Process “\‘b Format 4 Print Q/ Current 4 ad
Links n
ea »
POCode « POType POClass Status EmployeeNumber EventDate EventTime Comments  Notes
Functions F: "0 o0 A0 o = e e i
POOD0D046  MAINT SUPPLIR  C SHADO1 12/05/2014 09:10:22
PO000D047  MAINT SUPPLIR ~ C SHADOL 12/05/2014 09:19:22
PO0000181  MAINT SUPPLIR  C DUTD01 19/02/2015 08:51:19
PO0000191  MAINT SUPPLIER C DUT001 26/02/2015 11:15:25
PO0D00194  MAINT SUPPLIR  C DUTDO1 26/02/2015 11:56:03
PO0000211  MAINT SUPPLIR  C DUTOOL 27/10/2015 11:17:00
PO0000218  MAINT SUPPLIER  C DUTD01 05/11/2015 13:07:07
Delivery Instructions PO0000220  MAINT SUPPLIR  C DUTDO01 05/11/2015 13:25:20
PO0000242  MAINT SUPPLIR  C DUTDO1 16/11/2015 15:08:13
E] PO0000245  MAINT SUPPLIR P DUT001 16/11/2015 15:59:38
PO0D00257  MAINT SUPPLIER € DUT001 18/11/2015 15:05:28

PO0000260 MAINT -
GRN Processing 4__‘
PO0000304  MAINT .

PO0000365  MAINT e i
PO0000367  MAINT Are you sure you want to create a Goods Received Note (GRN) for this purchase
order : PO0000245?

PO00D0371  MAINT
PO0000407  MAINT Supplier pe...  Supplier needs a 2 day notification

PO0000426  MAINT ‘ » No Generated from sales order no. ORC

PO0000477  MAINT Generated from sales order no. ORC

PO00D0478  MAINT SUPPLIR  C DUTOOL 29/05/2018 15:00:43 Generated from sales order no. OR(
PO0O000482  MAINT SUPRLIR  C DUTOO L 11/06/2018 11:41:40
PO0000SOS  MAINT SUPPLIR P DUTO0L 28/06/2019 15:56:49 Generated from sales order no, OR( ™
‘ = »
Open Windows | User: JulandaK | 04/11/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 %i

7. The Create Non Stock GRN screen will display.

NON STOCK GRN HEADING

 Supplier: This field will auto populate with the Supplier linked to
the purchase order.
* PO No: This field will auto populate with the and Purchase Order
Number.
* Event Date/Time: The date will display the current date.
* Date: Type in or click on the down arrow to change
the date, using the calendar function, if required.
* Time: Type in or use the arrow indicators to select an
alternative time.
* Generate Supplier Invoice: Click to select the check box if you
would like to generate a supplier invoice for the Non Stock GRN.
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e Leave this check box un-selected if you want to gen-

erate a GRN without a Supplier invoice.

* Invoice No.: Type in the Invoice number, if required.

$ - Create Non Stock GRN - BPO: Version 2.5.0.4 - Example Company v2.5.0.0 —J(a](x
- jpment Locations  Contract  Finance /HR  Inventory [Projects  Man Saies Sexvice Repuxing | s - & x
y
HO ® =8
=]
Save  Back Save Layout Workspaces ‘
Process Al 4 [
Supplier Sprint Distributors Local PO No PO0000245
Event Date/Time 04/11/2021 1 [00:00:00 2| Generate Supplier Invoice Tnvoice No.
 Supplier Details
Address| g5 Forest Grove Road Phone 031 147 1234
Forest Hils Fax 031 147 1212
New Town Email [harry@m\al.m.za
173 Contact | John Martin
South Africa VAT No. |455789123
Currency |2aR Exchange Rate | 1.0000 Tax Rate | 15.00
ParfType ItemCode | ItemDesc BinLoc No AversgeUnitCost | Quantity | CheckQuantity CureDate.
v o o o I o = - = =
» SERV NST Line 1 - Installation Fee 500.000 1.000 1.000 01/01/1900
Open Windows * | User : JdandaK | 04/11/2021 | Version:2.5.0.4 | Example Company v25.0.0

SUPPLIER DETAILS

The information for the supplier details is linked to the Supplier code and will

auto populate the fields. No changes can be made to the Supplier details from

this screen.

NON STOCK GRN LINE ITEM

8. Remove any Non Stock Items that you wish to exclude, for example an

Inspection, a Call Out or a Cleaning Fee.

@ Short cut key: Right click on the row to display Process menu, click on
Delete
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* When you receive the Delete Row message to confirm;
* Are you sure you want to delete this row for
item?
* Click on Yes if you are certain about removing the item from
the Non Stock GRN.
9. Click in the Average Unit Cost text box to type in or use the directional
arrows to adjust the unit cost.
10. Click in the Quantity text box to type in or use the directional arrows
to adjust the quantity.
11. Click on Save.

For a detailed handling of this topic refer to Non Stock Supplier Returns

$ - Create Non Stock GRY - BPO: Version 2.5.0.4 - Example Company v2.5.0.0
if{_} Home | Equipment /Locations  Contract Finance /MR Inventory Mas [Projects  Man i o o e
p
Ho ® &
=)

Save | Back Save Layout Workspaces ‘

J e

ity
F X

Supplier Sprint Distributors Local PO No PO0000245
Event Date/Time 04/11/2021 - |00:00:00 :  Generate Supplier Invoice || Invoice No.
- Supplier Details
Address| g5 Forest Grove Road Phone 031 147 1234
Forest Hills Fax |031 147 1212
New Town Email | harry@emai. co.2a
s Contact JohnMartn
South Africa VAT No. |455789123
Currency ZAR Exchange Rate 10000 Tax Rate [Ls.w
PartType ItemCode ItemDesc BinLoc No AverageUnitCost Quantity CheckQuantity CureDate
v o e o o0 e o = = - =
“'““' — NG Line 1 - Installation Fee 500.000 1.000 1.000 01/01/190Q
Process o -
Delete 1——. / l
Delete Item

Open Windows v | User: JulandaK | 04/11/2021 | Version : 2.5.0.4 | Example Company v2.5.0.0 4
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PRINT COLLECTION VOUCHER

1. From the Purchase Orders for Service [service code] screen,
Ensure that the correct Site has been selected.
¢ Click on the down arrow to select an alternative site from
the drop-down list.
3. Click on the row of the Purchase Order you wish to print a collection
voucher for.
4. Click on Print Collection Voucher.

‘ - Purchase Orders for Service INSP - BPO: Version 2.4.0.11 - Example Company = 9 x
@ | Home [locations  Contract  Finance [HR  Inventory [Projects  Man Sales  Service Reporfng Uit - & x
E X ow B 2 & 0y |2 T &

View Order Delete | @ Dedine Nw&?s.::adc Colection Save Layout Woﬂ-sv::es Pnn;(ﬂecmn Print  Export Refresh

Links n - = 7’/ ‘ o J f

e s POCode POType POClass Status Employeehumber EventDate EventTime Comments  Notes
Functions v i e o o o = W0c o0 e

PO0000064 MAINT SUPPLIER. C SHA001 30/06/2014 16:23:45
PO0000066 MAINT SUPPLIER. C SHADO1 02/07/2014 10:10:07
POD00D008S  MAINT SUPPLIER C SHADO1 21/07/2014 12:01:35
PO00D00124  MAINT SUPPLIER C SHADO1 08/08/2014 09:25:43
PO0000143  MAINT SUPPLIER C DUT001 26/09/2014 11:24:00
PO0000248 MAINT SUPPLIER [+ DUT001 18/11/2015 08:59:48
PO0000254  MAINT SUPPLIER P DUTDO1 18/11/2015 13:51:50
PO0000301  MAINT SUPPLIER. C DUT001 25/10f2016 16:35:59 Generated from sales order no. OR00|
PO0000357 MAINT SUPPLIER. C MUD001 25/05/2017 15:12:42
PO0000392 MAINT SUPPLIER [ DUTOO1 02/08/2017 10:05:44
PO0O0D00393  MAINT SUPPLIER C DUTD01 02/08/2017 10:40:11
\ PO0000435  MAINT SUPPLIER P DUTOOL 08/03/2018 16:11:19
Z] PO0000441 MAINT SUPPLIER. P MUDO0D1 16/04/2018 09:58:19
POO0000493 MAINT SUPPLIER. [ DUT001 13/03/2018 14:56:53

Open Windows ~

| User:luandaK | 15/02/2021 | Version:2.4.0.11 | Example Company .

The Collection Voucher will display in the Preview screen.

From this screen you can make cosmetic changes to the document as

well as Save, Print, Add a Watermark, Export or Email the Collection

Voucher.

Click on Close to return to the Purchase Orders for Service screen.
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Services - Purchase Orders

(B previen +———————@) = Eﬂl
File View Background -
Oalilma eso:-eoaaime -a -0 0 - e -]

/ Collection Voucher

Example Company
StreetNo andRoad Name PO Box1234

Area NewTown

City Durban

South Africa South Africa

0000 1234

RegNo.: 0000000asad521 FaxNo.: 031124545
VATNe.: 0000000 TelNo.: 0311234567
Document t Ref.: PO0000441

Date : 16/04/2018 00:00:00
Description :

Our Delivery Address :
Contact Name :

Tel No. : Ext.:
Fax No.:
Email :
Address :
city : Postal Code :
Province : Country :
Your Details :
Company Name :
Ext.:
Postal Code :
Province : Country
Page1of 1 100% {J @

PRINT PURCHASE ORDER

1. From the Purchase Order for Service [service code] screen,
2. Ensure that the correct Site has been selected.
* Click on the down arrow to select an alternative site from
the drop-down list, if required.
3. Click on the row of the Purchase order you wish to print.
4. Click on Print.
5. When you receive the Report Generation message to confirm;
* Do you want to print the purchase order PO[purchase
order number]?
6. Click on Yes.
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Services - Purchase Orders

® -~ @ —————— rurchasc orders for service msp —Jax
e Home | Equipment/Locatons  Contract  Finance /HR  Inventory [Projects | Pr Sales Service Reporting  Utliti” - & Xx
= =4 == = @ |t
E X o B 2 B 0 (@R &
ViewOrder Delete | @) pecine MonStock Collection | Savelayout Workspaces | Print Colecton | Print | Export Refresh
GRN Agent ¥ Voucher I
L Process 4 Format 4 Print ‘\. ent 4 i)
Links 1;7
d POCode POType POClass Status EmployeeNumber EventDate EventTime Comments Notes
Functions E- 3 e o e o0 = o o e
PO0000064  MAINT SUPPLIER C SHA001 30/06/2014 16:23:45
PO0000DS6  MAINT SUPPLIER ~ C SHADOL 02/07/2014 10:10:07
POO0D0DSS  MAINT SUPPLIR ~ C SHADDL 21/07/2014 12:01:35
PO0000124  MAINT SUPPLIER o} SHAD01 08/08/2014 09:25:43
POODDD143  MAINT SUPPLIER ~ C DUTOOL 26/09/2014 11:24:00
PO0000248  MAINT SUPPLIER ~ C DUTOOL 18/11/2015 08:59:48
PO00D0254  MAINT E i 13:51:50
PO0O00301  MAINT suy Report Generation <__. 16:35:59 Generated from sales order no. OR0O)
PO0000357  MAINT SUR L 15:12:42
PO00D0392  MAINT suf Do youwant to print the pu#hase order POD0004417 10:05:44
PO0000393  MAINT SUA 10:40:11
.\ PO0D00435  MAINT SUR 16:11:19
Dmﬂmwn MAINT sud ._> L 09:59:19
PO0000493  MAINT SUPFLIER T DUTOOT T3/0972018 14:56:53
| Open Windows ~ | User : JulandaK | 15/02/2021 | Version : 2.4.0.11 | Example Company /|

7. The Select the option as desired screen will display.

|
° Print Order will open the purchase order in the Report

Preview to view, print, export or email.

[ |
¢ Email Order will attach documents, add recipients, the

system will create a .PDF and email the Invoice.

[ |
° Print and Email Order will display both the Report Pre-

view and Email screens.
8. For the purpose of this manual Print Order has been selected.
9. Click on Accept.
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Services - Purchase Orders

$ - Purchase Orders for Service INSP - 570: Version 2.4 ! any =
| e Home Jlocations  Contract Finance /fHR  Inventory /Projects  Manufacturir Pr Sales Service Reporting  Utliti*) - & X
= =k @ = =, Q i .
= & Approve = * [
E X ow- B £ B Ll B &
ViewOrder Delete | @ pecine  NonStock Colection | Savelayout Workspaces | PrintColecton Print  Export Refresh
GRN Agent = Voucher
Maintain a Process . Format 4 Print i Current 3 _ B
Links 2
= 2 M Select the option as desire <_.‘—‘£7x
POCode POType POClass Home ‘ Comments Notes
Functions v a o = . o o
POO000064  MAINT SUPPLIER @ @
POODD00SE  MAINT SUPPLIER Accept | Cancel
PODDO00SS  MAINT SUPPLIER -—9 o
PO0000124  MAINT SUPPLIER S
Addresses PO0000143  MAINT SUPPLIER
POOD00248  MAINT SUPPLIER
PO0D00254  MAINT SUPPLIER © Print Order
Devery It PO0000301  MAINT SUPPLIER i Generated from sales order no. OR0O)
POD0D0357  MAINT SUPPLIER © Ema Order
POOD00392  MAINT SUPPLIER © Printand Emai Order
PO0000393  MAINT SUPPLIER
PO0000435  MAINT SUPPLIER
» PODOOO441  MAINT SIPRLER P MUDOO1 16/04/2018 09:58:1
POO000493  MAINT SWPPLER  C DUTOD1 13/09/2018 14:56:53
Open Windows ~ | User : JulandaK | 15/02/2021 | Version : 24011 | Example Company

10. The Purchase Order will display in the Preview screen.

11. From this screen you can make cosmetic changes to the document, as
well asSave, Print, Add a Watermark, Export or Email the Collection
Voucher.

12. Click on Closeto return to the Purchase Orders for Service screen.
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Services - Purchase Orders

—
D — — =]
File View Background -
Wi E[mA 880 -8 0a ame & RN | B
Purchase Order
Example Company
StreetNoand Road Name POBox 1234
Area New Town
City Durban
South Africa South Africa
0000 1234
RegNo.: 0000000asa4521 Fax No.: 031124545
VAT No.: 0000000 Tel No.: 0311234567
Documen! it Ref.: PO0000441
Date : 16/04/2018 00:00:00
Description :
Your Details :
Company Name: SprintDistributors Local
CompanyCaode: SPRO01
Contact Name : Harry Jackson
Tel No.: Ext.:
FaxNo.:
Email :
Address : PO Box 1234
Forest Hills
Postal Code : 1234
Province : Country : South Africa
1D Item Code Supplier Code  Ttem Description Currency  UnitCost Qty/UOP  Qty Cost
I ISP Inspection AR 800.00 1 1 £800.00
Pagelof1 | 100% (=) { } ©]

FUNCTIONS TILES

NOTES

1. From the Purchase Order for Service [service code] screen,
2. Ensure that the correct Site has been selected.
* Click on the down arrow to select an alternative site from
the drop-down list, if required.
3. Click on the rowof the Purchase Order you need to create a Note for.
4. Click on the Notes tile.
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TECHMNOLOGSTES

Services - Purchase Orders

$ - .——bwmm&mm-muﬁ-u«ul-mm =

~ Vei 1l Home Equipment / Locations Contract Finance /HR.

Inventory

| Projects.

Sdles  Service  Reportng  Utiities = & x

View Order Delete | @ pecine  MNonStock Co

4

e

=)

‘ar. lg

ecton | Savelayout Workspaces | Print Coliection

Print

i ot
Export Refresh

Links 2

POCode

v ol:
PO00000G4
PO00000ES
PO00000SY
PO0000124
PO0000143
PO0000248
PO0000254

[+]Pocosoos

M PO0000357

PO0000392
PO0000393
PO0000435
PO0000441

PO0000433

POClass

SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER.
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER
SUPPLIER

Status

N vvonnNnnovaonoooon|a

EmployeeNumber

SHADO1
SHA001
SHA001
SHA001
DUT001
DUTDO1
DUT001
DUT001
MUD0O1
DUTDO1
DUT001
DUT001
MUD0O1
DUT001

EventDate

30/06/2014
02/07/2014
21/07/2014
08/08/2014
26/09/2014
18/11/2015
18/11/2015
25/10/2016
25/05/2017
02/08/2017
02/08/2017
08/03/2018
16/04/2018
13/05/2018

EventTime Comments Notes
i i o
16:23:45

10:10:07

12:01:35

09:25:43

11:24:00

08:59:48

13:51:50

16:35:59 Generated from sales order no. OR0000152
15:12:42

10:05:49

10:40:11

16:11:19

09:59:19

14:56:53

Open Windows ~

| User: JulandaK | 15/02/2021 | Version: 2.4.0.11 = Example Company 4

5. The Note Listing for Purchase Order : PO[purchase order number]

screen will display.

6. Any notes linked to the Purchase Order will display on the listing

screen.

7. Click on Add to create a note or, click on Edit if you need to make

changes to an existing note. For a detailed handling of the topic refer to

Parts - Purchase Orders - Notes

8. Click on Back to return to the Purchase Orders for Service screen.
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TECHMNOLOGSTES

.
Services - Purchase Orders
$ - .___> isting for - BPO: Version 2.4.0.11 - Example Company =Jla]lx
@ | Home | cqupment/locations  Contract  Finance /MR Inventory i I Projects Sales  Sevice  Reportng  Utiities x
p - = y
o 0 | &
Add Edt | Back | Savelayout Werkspaces | Refresh
L 1 ¥
Version Comments Notes NoteDate ContactName
v = s o = o
» - 1 Generated ... 25/10/2016  Bianca Du Toit
Cpen Windons + | User: JulandaK | 15/02/2021 | Version : 24.0.11 | Exemple Company

1. From the Purchase Order for Service [service code] screen,
2. Ensure that the correct Site has been selected.

¢ Click on the down arrow to select an alternative site from
the drop-down list, if required.

3. Click on the row of the Purchase Order you need to view the address
for.

4. Click on the Addresses tile.
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Services - Purchase Orders

$ - .————»mrdmszordes'orsqwim]llsﬂ - BPO: Version 2.4.0.11 - Example Company =8 x
& | tome | Eoupment/lowstons  Contract _ Finance /MR Inventory [Projects Sses  Seie  Reportng  Utites - & x
= ] =S - @ o =
E X o B £ & : B &

View Order Delete | @ necine  NonStock Colecton | Savelayout Workspaces | PrntColecion  Print  Export = Refresh

Mainitain ‘ Proces: . Format a Print A Current D

H Links [ .

Il Enter text to searc L

[ POCode POType POClass Status EmployeeNumber EventDate EventTime Comments  Notes
Functions ¢ I o e o - o e e

PO0000064  MAINT SUPPLIER € SHA0O1 30/06/2014 16:23:45
PO00000SS  MAINT SWPPLIER  C SHAD01 02/07/2014 10:10:07
PO00000SS  MAINT SWPPLIER  C SHADOL 21/07/2014 12:01:35
PO000D124  MAINT SWPPLIER  C SHADO1 08/08/2014 09:25:43
PO0000143  MAINT SWPPLIER  C DUT001 26/09/2014 11:24:00
PO0000248  MAINT SWPPLIER  C DUT00L 18/11/2015 08:59:48
PO0000254  MAINT SWPPLIER P DUT001 18/11/2015 13:51:50
E]Pooooo;m MAINT SWPPLIR  C DUT001 25/10/2016 16:35:59 Generated from sales order no. OR0000152
4 PODOOD3S7  MAINT SWPLIER  C MUD001 25/05/2017 15:12:42
PO0000392  MAINT SWPRLIER  C DUTDO0L 02/08/2017 10:05:44
PO000D393  MAINT SWPPLIR  C DUT001 02/08/2017 10:40:11
PO000D435  MAINT SWPPLIER P DUT001 08/03/2018 16:11:19
| POOCOO441  MAINT SUPFLIER P MUD001 16/04/2018 09:59:19
PO0000493  MAINT SWPPLIER  C DUT001 13/09/2018 14:56:53
Open Windaws | User: JulandaK | 15022021 | Version : 2.40.11 | Example Company

5. The Address Listing for Purchase Order : PO[purchase order number]

screen will display.

@ Note that this is a view only screen and you will not be able to add or make

changes to the information on this screen.

6. Click Back to return to the Purchase Orders for Service screen.
7. For details on how to Add and Edit Addresses on a Purchase order,

refer to Parts - Purchase Orders - Addresses
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Services - Purchase Orders

$ - .——bm;&mhrmuom:ml-mmm-m-*cm —JCaj(x
e | Home Equipment / Locations Contract Finance /HR. Inventory | Projects Sales Service Reporting Utilities. - & X
: 8 E—
7| @ o
Back Savelayout Workspaces | Refresh
&
Version AddressType AddressContactName Address1 Address2 Address3 City PostalCode County Country TelNo TelExt FaxNo Email
v = aflc oflc o o o o ollc ol ol ol ol ol ol
» 1 PHYS Employee A StreetNoan.. Area City 0000 Province South Africa 000 000 0000 0000 0000000000 emplc
Open Windows ~ | User: JulandaK | 15/02/2021 | Version: 2.4.0.11 = Example Company 4

DELIVERY INSTRUCTIONS

1. From the Purchase Order for Service [service code] screen,
Ensure that the correct Site has been selected.
* Click on the down arrow to select an alternative site from
the drop-down list, if required.
3. Click on the row of the purchase order, you need to work with.
4. Click on the Delivery Instructions tile.
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Services - Purchase Orders

$ - H—»Wmm&mm-mvammpmm (—JCallx
@ | Home | Equpment/locations  Contract  Finance /MR Inventory i I Projects i Sales  Sevice  Reportng  Utiities - & x
(= = , == = @ m S
View Order Delete | @ pece  NonStock Colection | Savelayout Workspaces | PrintCollection Print  Export Refresh
GRN Agent | W Voucher
Maintain K Proces: 4 2 4 Current i
Links 2 .
Enter text to seard) Pad
POCode POType POClass Status EmployeeNumber EventDate EventTime Comments  Notes
Functions v ol e e e o0 = e e e
PO000D064  MAINT SUPPLIER © SHADO1 30/06/2014 16:23:45
Notes PO00000ES  MAINT SUPPLER  C SHAD01 02/07/2014 10:10:07
POODD0BS  MAINT SUPRLER SHAODL 21/07/2014 12:01:35
PO0DDD124  MAINT SUPPRLER  C SHA0OL 08/08/2014 09:25:43
Addresses PO0D00143  MAINT SUPPLIR € DUT001 26/09/2014 11:24:00
PO0000248 MAINT SUPPLIER [+ DUTO01 18/11/2015 08:59:48
PODDDDZ54  MAINT SUPRLIR P DUT0L 18/11/2015 13:51:50
PO0D00301  MAINT SUPRLIER  C DUT001 25/10/2016 16:35:59 Generated from sales order no. OR0000152
PO0000357  MAINT SUPPLIER c MUD001 25/05/2017 15:12:42
PO0000392  MAINT SUPPLIER c DUT001 02/08/2017 10:05:44
PO0000393  MAINT SUPRLIER  C DUT001 02/08/2017 10:40:11
E]Pooooo-azs MAINT SUPPLIR P DUTO01 08/03/2018 16:11:19
PO0000441 MAINT SUPPLIER P MUD001 16/04/2018 09:59:19
PO0D0D433  MAINT SUPPLIR € DUT001 13/09/2018 14:56:53
Open Windons ~ | User:Julandak | 15/02/2021 | Version: 2.4.0.11 | Example Company

5. The Agent Listing for Purchase Order : PO[purchase order number]
screen will display.

6. From this screen you can Add a supplier, Edit to change or Delete the
supplier from the purchase order. Refer to Parts - Purchase Orders -
Delivery Instructions

7. Click Back to return to the Purchase Orders for Service screen.
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TECHMNOLOGSTES

Services - Purchase Orders

$ - i for ion 2.4.0.11 - Example Company [=Jla ][ x|
| @ | Home | Equpment/Locatons  Contract  Finance /MR Inventory i [Projects  Man i Sales  Service  Reportng  Utiities = i ok
O X O B &
Add  Edt Delete | Back | Savelayout Workspaces | Refresh
. S
e 9. == s
Status  AgenfType  SupplierCode | Supplierllame  Spediallnstructions
v o0 W0c o w0c o
» A SHPA TONO0O2 Tonys Copy Shop  testing an agent
Open Windows ~

| User:JuandaK | 15/02/2021 | Version: 2.4.0.11 | Example Company 4

MNU.065.008
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