Create a Purchase Order from a Vendor Explorer
Record
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Follow the instructions below to create a Purchase Order from a Vendor record.

1.

Navigate to the Main Application Menu and select Accounts Payable/Vendors. The Vendor List will be displayed.
Locate the desired Vendor row, and double-click to open the Vendor.

2. Onthe Vendor Tree, highlight Purchase Orders, right-click and select the New Purchase Order option.
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3. The New Purchase Order form opens. Fill in the Header information. For descriptions of each field contained in

the Header area refer to the Purchase Order Form Definitions topic.

If ordering Parts, select the needed part(s). For additional parts advance to the next line and enter the part
information fields. For descriptions of each field contained on the Part form, refer to the Purchase Order Form
Definitions topic.

If ordering Expense Items, navigate to the Expense tab and enter the needed Expense Items. For additional
expense items, advance to the next line on the expense tab and enter the expense information fields. For
descriptions of each field contained on the Expense form, refer to the Purchase Order Form Definitions topic.
In the Footer section of the PO form, you may enter a Memo if desired. Up to 256 characters of information can
be entered into this field. This information will print on the Purchase Order.

If adocument needs to be attached to the Purchase Order, press the Apply button then navigate to the
Documents tab and either scan in and attach a document or add an existing saved document. If no documents are
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being attached, proceed to step number 7.

7. Once all information is entered, press the OK button located at the lower right of the form to save the Purchase
Order.
The Ship To Address may be changed if necessary by hovering the mouse over the words Ship To: in the Header of
the PO form, right-click and select Edit Address. You can also click on the Edit button shown below the Ship To
label in the PO Header.

PO Humber Branch Warchouse
E) [ ) e
Tracking = Order Date [ Adknowdedgsd
| i frar |
Ship Date Ship Method
[arzr017 El[urserorn =]
Parts Dye Date Costing
Fremon; F=l] |
parts 3520.20 | Expense 0,00 | Doments| Mo Spedial Order Parts Allowed I Sclect from All Parts
Parts List -
Part | vemdor Part [ verdor Dese | Pl Gty Cuantity Cost Amount Revd 5td Cost B0 il
§ |¥3ZFBSCOM | VISTA CONTROLF|VIFB-9COM | VISTA CONTROLF 1 5 3%3.75 1818.75 o 0.0000 r
| |5500PIRAES | WIRELESS RESIDE| TR SS0CPIRRES | 1l 15 62,10 531,50 o 0.0000 r
| |ewsocr-2 ANHUNCTATOR ﬂiﬁm-‘: ANHUNCIATOR KE 1 5 153.99 763.95 o 0.0000 (|
| | | r
MeamD Lall irveiioss must induds this Purchiase Order rusber, Iriices - By
Inat desplaying a Purchase Order number will not be processed for  Administrater 8/21/2017 10:05:49 P
Lapment. Edited By Total Cost 520,20
| Admineirator 820/2017 10:05:43 P Recelved Cost [ 505
I Gomed o | o |

P.O. Box 402433 i M
Atlanta, Georgia 30384 I I
Phone: (500) 366-4472 Tracking # Order Date
Fac: I ISRWH?

Ship, Ship Date Ship Method
Edit Address 222017 Ed[urserome =]
Find Customer Parts Dye Date Costing
18/24/2017 Jra # |
Parts 352020 | Expense 0.00 | Documents | HNo Special Order Parts Allowed

Parts List
Quantity




