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Where “Lean” principles are considered common sense and are
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Purchase Orders

Purchase Order Header

General Tab

# Purchase Orders =
Gereral  pddtional  Supplier Delivery Motes Other
Order number | POO000DT 87
Supplier | soo0on-0000

Supplier name [ Arizona Wire Specialist

Order Date 1
Delivery date | wed,Jan 23 200afBI |
Suppler cder L ]
LContact name —‘

Orde tpe [ Fim [-]




Purchase Order Header

0 Order Number — Select the prefix for the order. The next number will automatically come up.

0 Site — If using multi-site the site will be the site that the user is logged into. If the user is logged into All Sites, the user can select
which site the order is assigned to.

O Supplier — The supplier that the purchase order is for. When entering a supplier, the name or supplier number can be entered. If an
exact match is not found, a listing of all suppliers meeting the criteria will come up and can be selected from. Only active suppliers
can be selected. When using multi-site, only suppliers for the site that the order is being placed for can be selected.

0 Order Date — The date that the order is taken. Defaults to the date the order header is created on.

0 Delivery Date — The date the order is expected to be received. This defaults to the day the order is created but can be amended.
0 Supplier Order — The sales order number from the supplier.

0O Contact Name — The contact name from the supplier master. This can be amended and is found on the purchase order prints.

O Order Type — An order type can be New, Requisition or Quote. A quote or requisition is a placeholder for a purchase order and is
not supply for MRP. A firm order is supply and MRP will account for it.

Purchase Order Header
Additional Tab

Gereral {AT0GH] Supplir Delivery Nolss Oiher
Order number (o0 [ gl
Supplier ste [DERAULT |

Supplier name | |

Adtcnal Infamiation

Curency lusD

Exchange rate [ g
Credftterms I - |
Tan code B E— |
Tatcodesecondsy | Defad] ||
Discount [rawe [-]
Depatment [FURcHasnG [
Carier (Geect H
Frsioht method [Beecy T H
Shipping Tems [Sekest]
[
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Purchase Order Header

0 Currency — The currency of the supplier selected. This can not be changed at any time.

U Exchange rate — If the supplier is in a foreign currency, the rate of conversion for the purchase order. This rate will also be
used for the purchase invoice when it is created. The default exchange rate is the standard rate as found in the currencies
module.

O Credit Terms — The credit terms used for the purchase invoice generated for the purchase order. The credit terms
calculate the due date for the invoice. This is defaulted from the supplier master but can be amended for the purchase
order.

0 Tax code — The tax code for the purchase order used to calculate the tax value and determine the taxing authority. This is
defaulted from the supplier master but can be amended for the purchase order.

0 Tax code secondary - The secondary tax code for the purchase order used to calculate the tax value and determine the
taxing authority. Used when a second taxing authority requires tax to be collected. This is defaulted from the supplier
master but can be amended for the purchase order.

0 Discount — The default discount structure that is to be used for the order. This is defaulted from the supplier master but
can be amended for the sales order.

Purchase Order Header

U Department — Department responsible for the order and is defaulted from the supplier. Sometimes this field is
used to store the Buyer.

O Carrier — The carrier for the purchase order; the default carrier found in suppliers is the default.

O Freight Method — The Freight method for the purchase order; the default freight method found in suppliers is the
default.

O Shipping terms — The shipping term for the purchase order; the default shipping term found in suppliers is the
default.

QO Printed — automatically checked if the purchase order has been printed to printer.

SYSTEM SETTING:

The default length of the purchase order number is 10 characters. The length of the purchase order number can be changed using the Purchase Orders
system option Purchase order identifier length. Enable the profile and set the value to the number of characters required for the purchase order
number. Maximum number of characters allowed is 15.




Purchase Order Header
Supplier Tab

# Purchase Drders M=l k3|

General  Addiional [Sippier Defivery Motes  Other

Order number POO00001 47

St Luzona wie Spscad | The supplier address and information
. [ for reference only. If any information
Cave Creek 4Z 85331

needs to be changed, it must be done
in the supplier master.

Delivery Tab
# Purchase Orders =]
Gerel Adfional | Suppler 'thlév'j: R e The default delivery addreSS from
Oder e [Fu the customer. The delivery address
wuppier | S00001 ite | DEFAUL H
s }2”“”“‘W“5D ! o DR } can be changed for drop ship
o addresses.
Dieliver to | XRAD Manufacturing Demo Company | @
Delivery lame | %RaD Demo Company |
Addiess. 1000 W aterront Ave SYSTEM SETTING'
o [Frosni i The delivery address can also be used on line
Stete |4z [-] H i
Zoco E— items. Use the Purchase Orders system option
County [UniTeD s7aTes -] Delivery Addresses on Purchase Order Lines.
Fhone | 480-889-8950 | .
i ‘ = | Enable the option and set the value to Y to
have delivery addresses per line.
NOTE: Adding delivery addresses to lines adds
‘ I much complexity and is not recommended.




Purchase Order Header
Notes Tab

Gereral  Addiional  Supplier  Delivery [Hoies) Other
rder number [Poboooorer ]
5 ame | Arizona wire Specialist ]

Add notes for internal
reference and messages for
information on prints

Purchase Order Items




Purchase Order Items
General Tab

# Purchase Orders [-olx]
Gereral  Quanties  Addtional  Costs Other
Type | Stock item [-] Site | DEFALLT |
ltem | 1007101 | &

Priman Information

Item description

Guantity

Stock Oty Requied | i-|ED i soonEs o
Supplier Oty [ 1 58] [EACH -]l 50005
Valie [ $000

Aceount 01.1310.00 ‘

Purchase Order Items

General Tab SYSTEM SETTING:
A system setting can be used to prevent modification of the description.
Q Item types to add to a purchase order include; Use the Purchase Orders system option Allow modification of purchase
’

order item descriptions. Enable the profile and set the value to N to

a) Stock ltem — From products prevent modifications to the description field.

b) Free Text — Manually keyed in
c) Sundry - From Sundries
d) Freight — From Freight methods

OItem — The item to be added to the purchase order. When using a stock item, sundry item or freight item the item
must exist in the related table to be added. When using a free text item, what is keyed by the user will be the item.

U Description — When using a stock item, sundry, or freight item, the description from the item will default. The
description can then be amended. For free text items, the user will need to key in a description.

O Stock quantity — The order quantity in the unit of measure of the item. When the supplier unit of measure is different
than the stocking unit of measure the stock quantity is the supplier quantity multiplied by the unit of measure
conversion factor.




SYSTEM SETTING:
Pu rc h ase 0 rd e r Ite ms The supplier price field is used to enter the price in the UOM price it is

being bought from the supplier. This field can be set to read-only and
General Tab not used if required. Use the Purchase Orders system option Makes
supplier price field on purchase order item read-only. Enable the option
and set the value to Y to prevent users from using this field.

O Stock UOM - The unit of measure for the item as found in the product or sundry master. This can not be amended.

Qstock Price
0O Sundries — The standard cost per item of the default unit of measure for the sundry in the sundry master
O Freight Items — The standard cost for the freight method in the freight method master
O Free Text items — Must be keyed by the user

O Products - If a related supplier cross reference record exists the price will default from the Normal Cost for that supplier and check for any
quantity break pricing if applicable, if no supplier cross reference record exist it then defaults from the Material Cost of the Product.

W Supplier Quantity — The quantity of the item in the supplier’s unit of measure. The supplier quantity is the stock
quantity divided by the unit of measure factor for the supplier unit of measure.

QsSupplier Unit of Measure — The unit of measure that the supplier is buying the good in. The default is the stocking
unit of measure but can be changed to any of the unit of measure factors that have been set up for the stocking
unit of measure.

Purchase Order Items
General Tab

WValue — The value of the line. This is a calculated field that is calculated by;
> Price X Quantity — discount
UAccount — The expense account which is determined by the item type.
> Free Text Item — The default free text account from the supplier master is the default account but can be changed by the user.
» Sundry — The cost account from the sundry master but can be changed by the user.
> Freight item — The cost account from the freight methods master but can be changed by the user.
> Product — The inventory account for the item as found in products.

SYSTEM SETTING:

The GL accounts for free text, sundry and freight items have default accounts. The default accounts can provide extra filters for any or all of these types
of items. Use the Purchase Orders system option Set the purchase item types you wish to filter the accounts for (N=free text, F=freight, S=Sundry).
Enable the option and enter the letters representing the items to be filtered into the value field.

Note: It most cases this should be set to FS for freight and sundry items. Use the Purchase Orders system option Filter purchase item account based on

N = nothing, T = type, D = division & type to determine how the filter will be applied. Enable the option and in the value field use N, T or D based on
the options described in the description. Note: In most cases this should be setto T.
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Purchase Order Items

N
Quantities Tab
L =2lx QRequired — The order quantity

General Quaniies] Addtional Costs  Other

Tipe | Stock tem [-]

45 L 2 QO Received — The quantity that has been

Reured T received on a goods receipt

Beceived | 0|

Cancelled 05|

Oustondng L& W cCancelled — The cancelled quantity

O Ooutstanding — A calculated value;

U Quantity Required — Quantity Received —
Quantity Cancelled = Quantity Outstanding

Purchase Order Items
Additional Tab

# Purchase Orders =l B3
Sl it o B | T UEffective Date — The order date of the line.
" Stock item
o }@@7:‘ 5 Defaulted from the purchase order header.

cditionsl Information

Effeclive date [ Jn 21 2008 [ )
Duele [ weddmzseoeHE] UDue Date — The due date of the item or

b when the item is expected to be received.
Defaulted from the purchase order header.

QJob — When using the Jobs module this,
this would be the job that the line is being
created for.




Purchase Order Items
Costs Tab

[-1ofx]

# Purchase Orders
General  Quantities  Additional {Cosis? Dther
Type | Stock tem [-]
ltem [ 1007101
Price [
Discount | NONE [-]
Disc. valus 0mg
Value [ [

Purchase Order Header
History Tab

B WinMan Latest Release

{ File Tasks Navigation Tools Windows Help Developer

: + N | k-

% winian Central " Purchase Orders |
lems Oider Addvionsl Supplier Deivery Notes Relations Other Histoy

Drder Number PO00000147
Suppler $00001-0000 | Ay~
Suppher Name Arizona Wire Specialist

# Effective Dat ¥ Quantt V' QuanttyCaV Quantty Rec ¥ Quantity 7 ltem
lmmm 9 0 0 9 1007101

OPrice — The price of the item

ODiscount — dropdown of available discounts.

Discount will be defaulted to the discount
from purchase order prefix, supplier cross
reference, products and then purchase
order header. If a discount is found in the
order above, no other discounts will be
checked. For example, if no purchase order
prefix discount is found, a check will be
done on supplier cross reference, and if one
is found, then products and the purchase
order header will be ignored.

U Discount Value — The discount value as
determined from the discount.

ULine Value — (The price X quantity) —
Discount Value

Fim
She [ DEFAULT

Price’ ¥ Item ¥ Supplies Description
$0.00 $000 150KV, Front Shield

History tab will show all modifications to purchase order line items
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Purchase Order Header
Relations Tab

 WinMan Latest Release
Ele Tasks Wavigation Tools Windaws Help Developer

BEroa (k3 |

/%) winMan Central "] Purchase Orders |

llems Order Addiional  Suppier Delivery Motes {Rélfions! Other  Histow
Fim

Order Mumber | Pooooooton
Supplier | a10100.0000 [ sie [DEFALLT

Supplier Name [ Midkatlantc Sales
Receipts
[ Goods Receipt 14 Status 7 Elfective Date 7 SystemType v
GROD00000 F “08/25)2007 Findlized
D6C25/2007 Finaliced

l GROO0CO00T F

Invoizes
¥ Staus

Puichase Invoice Id Stalus T Effective Date
123" . F 071642007 Finalized
1 seioonoooont F 07/162007

=]
<

~Finalized

Purchase Order Actions

‘Firm’

OThe relations tab displays receipts and
purchase invoices that have been
created for a purchase order.

URight click on line item to drill down to
related transaction.
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Purchase Order Actions

‘Copy Order’

Purchase Dider Number P
Enter the purchase order prefix y

Order Prefi | Poo ]|
Drder Humber | |

Purchase Order Actions
‘Add Message’

M
ge |c heszage Description Include
i STOMSG Detault Standard Message O
i STORE message for stores O

Copy order will make a copy
of the current order. The
user will be prompted for a
purchase order prefix,
supplier order number and
due date. All other order
details will be copied.

Add message allows
multiple standard messages
to be added to the purchase

order. Standard messages
will appear on the purchase
order print.
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