Purchase Order List Definitions
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This article describes the layout and options available within the Purchase Order List. This list displays open Purchase
Orders and Closed Purchase Orders when selecting the option to include closed PO's.

The Purchase Order List is accessed by navigating to the Main Application menu and selecting the Purchase Orders
option within the Accounts Payable module.

The Purchase Order List is divided into to major sections: the Warehouse pane on the left and the Purchase Order
Listing on the right. When the Purchase Order List is first opened, all open Purchase Orders for all warehouses are
displayed. To view the list of open purchase orders for certain warehouses, click the Invert Selection button located at
the lower left to de-select all warehouses, and then you can select the checkbox to the left of each warehouse desired.

If you want to include closed purchase orders, select the Show Closed Purchase Orders checkbox located at the
bottom of the list. Selecting this option displays all open and closed purchase orders that have ever been created.
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vl M1 ~ | POMumber | vender | orderpate [Duepste [Type [Mumber | Amount| Receved [ Memo [ ack | acksy | ackpate | Cosed
[ *MI-44an 3499 Tri&d 8212017 8[24/2017 E 000 Alivoesms... N N
FM100 3434 TriEd /2512017 08 1519 110.27 0.00 N N
EmL 3436 TriEd /2912007 08 1519 474,16 0.00 N N
103 3437 TriEd /2502017 08 1519 203.28 0.00 N H
FM104 3433 RsEupmentRental  §/27/2017 0B 1518 516.00 259.00 Costinchudesd.. N N
[2] MI-Cust Repas 3431 Tri€d 6/23/2017 .77 0.00 N N
3429 ATL s//2017 5.00 0.00 ATLVendarPO.. N N
[if] M1 -Obsciete M3 Tri€d sf3f2017 339.00 0.00 Thsmemomst.. N M
A RTV-M1 3424 Tri€d /{17 338.00 0.00 N N
[ Used#1 3428 Comemurication Corn...  5/3/2017 135.00 0.00 N N
=] oM 3426 Tri-Ed /372017 135.00 0.00 N N
[l 0200 3418 ADI sf2ya017 253.57 236.04 Thsmemomust... M N
Fom:1 1S Tri€d 512017 08 1507 2362.20 0.00 N N
3406 ADT 4272017 0.60 0.00 Thsmemomst.. N N
EJcH-Main 3407 Tri-Ed 272017 0B 1505 2538.42 0.00 H N
FIRTV-0H 3400 Tri€Ed Distibution Inc 4/26/2017 .60 0.60 N N
3401 Amazon, Com, Lic 4f26/2017 10.00 0.00 N N
3404 Dt 4/26/2017 555.10 0.00 Thsmemomust.. N N
3378 ADT 421/2017 .73 0.00 Thsmemomst.. N N
3375 Amazon, Com, Lic 420/2017 0.00 0.00 N N
337% American Express 4/20/2017 50.00 0.00 N N
3334 Trid 411212017 249.00 0.60 N N
3338 Trid 412/2017 249.00 0.00 N N
k] A+ Cheaning Services 482017 SVC 4164 176.22 0.00 ] M
3302 Trid 3/28/2017 0.00 0.00 N N
3292 Trid 3/24/2017 160.00 0.00 N N
3075 ADT 3142017 386.50 0.00 Thsmemomst.. N N
3274 ADL 3132017 79.95 0.00 Thsmemomst.. N N
3262 Tri€d 372017 376.22 0.00 N N
3263 Trid 3ff017 376.22 0.60 N N
v |34 Tri-Ed 382017 200.00 0.090 M M ¥
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The Purchase Order Listing displays several columns of information related to the PO, each of which is described
below. If any parts on a PO have been flagged as back ordered, the purchase order is displayed in red.

e PO Number - The Purchase Order Number auto assigned or manually entered. PO Number auto-assign is
controlled by a setting in SedonaSetup AP Setup/Processing.

e Vendor - The Vendor code assigned to the purchase order.

e Order Date - The date on which the purchase order was placed. When creating a new PO, the Order Date
defaults to the date on which the PO is being created but can be overridden.

e Due Date - If the vendor provided a date on which the parts will be delivered, manually fill in this date.

e Type-Ifthe POislinked to ajob or a service ticket, the type displays as JOB and SVC respectively.



e Number - If the PO is linked to a job or service ticket, the job number or service ticket number is displayed,
otherwise this column is blank.

e Amount - The total amount of parts and expense items on the purchase order.

e Received - The total amount received against the PO as of the date/time the Purchase Order List is being viewed.

e Memo - Any information entered into the memo field of the PO displays in this column.

e Ack - If someone selected the Acknowledged checkbox on the PO, a Y is displayed, otherwise an N is displayed in
this column.

e Ack By - If the character in the Ack columnis Y, the user code of the person that acknowledged the PO is
displayed in this column.

Located at the lower right of the Purchase Order List are four function buttons: Receive, Edit, New, and Close. Each of
these functions buttons are described below.

e Receive - Used to receive a Purchase Order. Highlight a purchase order in the list, and then click the Receive
button to open the Parts Receipt form.

e Edit - This button is used to edit an open purchase order. Highlight a purchase order in the list, and then click the
Edit button to open the purchase order to make changes. Click the OK button at the lower right of the PO form to
save any changes. A purchase order can also be edited by double-clicking on a purchase order in the list.

e New - Clicking this button opens the New Purchase Order form. If your company is auto-numbering purchase
orders and you do not save the purchase order, this number will be discarded and not re-used.

e Close - Clicking the Close button exits out of the Purchase Order List.
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vl M1 ~ | PO Mumber | vender | orderpate [Duepste [Type [Mumber | Amount| Receved [ Memo [ ack | acksy | ackpate | Cosed
[ *Man 1448 Tri-Ed 8/21/2017  8/24/2017 3520.20 000 Alivoesms... N N
FImM0 3434 TriEd 6/29/2017 08 1519 110.27 0.00 H N
EM01 3436 TriEd /2912007 08 1519 474,16 0.00 N N
103 3437 TriEd §/29/2017 08 1519 2328 0.00 N H
FM104 3433 RscEwpmentRentsl  6/27/2017 0B 1518 516.00 258.00 Costindudesd... M H
[2] MI-Cust Repas 3431 Tri€d 6/23/2017 .77 0.00 N N
3429 ATL s//2017 5.00 0.00 ATLVendorPO... N N
[if] M1 -Obsciete M3 Tri€d sf3f2017 339.00 0.00 Thsmemomst.. N M
A RTV-M1 3424 Tri€d /{17 338.00 0.00 N N
] Used-#t 3425 Comemurication Conn...  5/3/2017 135.00 0.00 N H
=] oM 2% TriEdl 5372017 135.00 0.00 N H
[l 0200 3418 ADI sf2ya017 253.57 236.04 Thsmemomust... M N
Fom:1 1S TriEd /17 0B 1507 2362.20 0.00 H H
3906 ADI 412712017 0.00 0.00 Thismemomust... N N
EJcH-Main 3407 Tri-Ed 272017 0B 1505 2538.42 0.00 H N
EARTV-0H 3400 TriEd Distrbution e 4/26/2017 .60 0.00 N N
3401 Amazan, Com, Lic 4f26/2017 10.00 0.00 N N
3404 Aot 4262017 555.10 0.00 Ths memomust... N H
337 ADT 421/2017 .73 0.00 Thsmemomust.. N H
3375 Amazon,Com, Lc 4202017 0.00 0.00 N H
337 American Express 4/20/2017 50.00 0.00 H H
3334 TriEd 411212017 249.00 0.00 N N
3335 Tri-Ed sf12f2017 249.00 0.00 N H
k] A+ Cheaning Services 482017 SVC 4164 176.22 0.00 ] M
3302 Tri-Ed 3/28/2017 0.00 0.00 N N
3292 TriEd 3242017 180.00 0.00 N H
31275 ADT 3142017 385.50 0.00 Thsmemomust.. N H
3274 Aot 3132017 79.95 0.00 Thsmemomust... N H
3262 Tri-Ed 372017 376.22 0.00 N N
3263 TriEd 3//2017 376.22 0.00 N N

v | 3284 Tri-Ed 272017 200.00 0.00 N N v
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