Purchase Order

Purchase Order view allows the user to create and
manage purchase orders. Below are available actions
for the user from “Purchase Order” view:

=) C(Create new purchase order
=) Update purchase order details
<) Delete purchase order

=) View and search purchase order details

T3] Purchase Order %
3 Vendor: [ < Select All> v| Purchase Rep: | < Select All > v ( Seach )
Year: [Vear2016 ! From:! ! i v| Branch (< Select Al > ~| (I Cresteniew )
Date s  Document# Reference#  Vendor# Vendor Name | Vendor Location Purchase Rep Iw\mrﬂ!m!w@
Jun 16,2016 [PO-00S4 | |6004/78001 Tata Communications Int' Pte Ltd (SGD) Tai Seng |sao | |ortted s0 ||
-
v
2 | Show [ Confirmed Order Not Created v | Total SGD: | 5550000 Ko |[<a]1oe1 [ 2> ][ A
Purchase Orders List | Purchase Order |
: Purchase Order *
D49 23028 G d- =~ Standard Order Drafted
Document Date Docurment Humber Reference Number Branch
KeeeA o
13/07/2016 | [<-AUTO-GENERATED-> | [HQ- Head Office ~
Vendor Curren Deliver To
[ v/ [ ~!
a
Vendor Location Contact Person Delivery Location Contact Person
v | ~| ~|
!
Additional Details Il
Ship To Receive Via Representotive Expected Delivery Date
[TED1 - Main Warehouse vl [ v! ~ v
Payment Term Inca Terms eme Invoice Rule
v| (oW - B Works vl [ After Defivery v

Analytical Group Tax
. ! [Price Excludes Tax ~|

i Thems / Artcles | Taxes | Notes / Attachments |

Product Brand: | < Select All > w| % Filter: | ]
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| Product T Descripton Uom | OrderedQty UnitPrice | Discount " MNettPrice  TotelAmount
Totel [Qty: 0, Amount: $50.00 - Discount: |+ Tax: $$0.00] = Grand Totak:

(_GenersteDocuments | =) (( Confirm Purchsce Order | v) Creste New Sve ) Revent
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Standard Order Drafted

Document Date Document Humber Reference Number Branch
13/07/2016 | [<-AUTO-GENERATED-> | [HQ - Head Office |
Vendor Curren Deliver To
- 2l g
Vendor Location Contact Person Dd!vu'y Location Contact Person
[ vl | vl ( ][ |
Ship To Receive Via Representative Expected Date
[TEOT - Main Warehouse vl [ v! [ vl | v/
P Tem Inco Terms mo Invoice Rule
| [BXW - Ex Works vl [Atter Delivery v
ical G Tax
; v [Picbdwetoc ]
i items / Articles [ Taves | Notes / Attachments |
Taxes applicable for this order: Base Taxable Sum: [ | Tax sum: [ ]
Product # I Product Name T Tax Rate Taxable Amount T Tax Amount T Taxable Base Amt T Tax Base Amt &
~
-
Total [Qty: 0, Amount: $§0.00 - Discount: |+ Tax: $$0.00] = Grand Totak! )
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l G R g
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~ = T e
Addtional Detas B
Ship To Receive Via i Date
[TED1 - Main Warehouse vl [ v] [ vl [ |
Paymert Term Inco Terms mo Invoice Rule
v [Bow - B Works ! [ Atter Delivery ~]
Analytical Group Tax
[ i Tax ~]
OnDate = Titte | (" Create New
Description Save
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Delete
H
= FileName [ =1
Size: bytes (1)

Total [Qty: 0, Amount: $$0.00 - Discount:”

|« Tax: $$0.00 = Grand Total: 1
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Field Name Explanations Mandatory Information
Document Date Creation date of the document Y
Document Number Document number of the purchase order Y
Reference Number Code for easy reference search of the document N
Branch Name of company’s branch which make the purchase order Y
Vendor The vendor of whom to make the purchase from Y
Currency Currency used by the vendor Y
Vendor Location The location of vendor Y
Contact Person The contact person of vendor N
Deliver To Name of company to deliver the purchase order N
Delivery Location The location of company to deliver the purchase order N
Contact Person The contact person of company at delivery location N
Ship To Warehouse location to deliver the purchase order Y
Receive Via Method of the delivery N
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Representative Name of staff to process the purchase order N

Promised Date Date of delivery N

Payment Term Payment term for the purchase order N

Inco Terms rules associated with the transportation and
Inco Terms Y
delivery of goods

Analytical Group N

Indicate whether price of the product to purchase include or

exclude tax

Additional information in regard to the purchase order
Memo N
document

Invoice mode of the purchase order, immediate or after

Invoice Rule Y
delivery
Product Brand Select product brand(s) to filter products N
Filter Enter keyword(s) to filter / search for products N
Product Product code of the item Y
Description Description of the item N
Uom Type of the item Y
Ordered Qty Number of quantity of the item to purchase Y
Unit Price Cost per item Y
Discount Discount for the item to purchase N
Nett Price Nett price for the item to purchase Y
Total Amount Total cost for the item to purchase Y
Tax Rate Tax of the item to purchase N
Total Discount Total discount for all the items on the purchase order Y

Total cost for all the items on the purchase order after
Grand Total Y
discount and tax

Create New Purchase Order:

1. Click on “Create New” at the top right of screen
of “Purchase Orders List” tab, it will open “Purchase
Order” tab with empty form

: Purchase Order x

I Vendor: [« Setect All » ~| Purchase Rep: |« Select All »

Year 2016 v| From | T v! Branch [< Select At >

\muumul#imduuw!.

| Vendorlocation  PurchaseRep  Cumency Grand Total| Status | Type

2. Select a vendor from the “Vendor” drop-down list
on top left side of screen. It will fill up the form
with the vendor’s info
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3. Fill up purchase order’s information on the top
half of screen

4. Click “Save” button at the bottom right side of
screen

R s . P P e et v e o ey

4| Product | Description T Uom OrderedQty | Unit Price Discount | MettPrice | TotslAmount | Tox Rate =]

1/mso1 T Service / Support [Each | 1 58500.00 | $§500.00 55500.00| Purchase Tax Account 0% ZP £

i

Total [Qty: 1, Amount; 5550000 - Discount | paelata S50 Grand Total 55500.00

( Genermte =) ( Contimpuchaseoer (=) (mm*m).[m)(m)
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5. Filter the products list by selecting a brand from
“Product Brand” drop-down list. Add product into the
purchase order by searching for the product from the
product drop-down list in the table on “Items /
Articles” tab

6. Enter the product’s info and click EH button to
add the product into the purchase order

{Trems / Articles | Taxes | Notes / Attachments

Product Brand: [< Select All » ~| & Fiter (SRR 4
T 1T Serv f ) r \§ r r 1

1 1501 ~|!IT Service / Support Each-Ea v 1 5§500.00 55500.00 5§500.00 | Purchase Tax Account 0% ZP I’
’ﬁ‘w Product Description . Uom  OudedQy | UnitPice  Discount  MettPrice  Totsl Amount ! TaxRate

7. Repeat steps 5-6 to add more products into the
purchase order

8. Click on “Notes / Attachments” tab at the middle
of screen to add notes or files attachment for the
purchase order

. L
| ftems / Articles Tnﬁl Notes / Attachments l
Title 1 User On Date =] Title | ( Creste bew
B Description Save
Revert
Delete
* File Name I W=
Size: bytes{1}
=
Total [Qty: 1, Amount: $5500.00 - Discount:’ « Tax: $50.00] = Grand Totak 55500.00

9. Click on “Save” button at the bottom right of
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screen when completed

10. Click on “Confirm Purchase Order” button at the
bottom of screen to confirm the purchase order

sﬂ:"wpmm ;\Tw:m::: ‘mum kc""j"’“o““""’“‘? g Tmmns‘smmmévmvumwn %
'@ Do you really wish to Confirm the selected Purchase Order(s)?
@GED )
Total [Gty: 1, Amount: S3500.00 - Discount] | + Tox: 530.00] = Grand Totak sssed;
( \.) (I Confimm P I\.) Create New Save Revert (" Delete )
11. Click on “Approve Purchase Order” button at the
bottom of screen to approve the purchase order. Tax
entries applicable for the purchase order will be
automatically created under “Taxes” tab if any
tems / Articles | Taxes | Notes/ Attachments
Product Brand: (BD10 - Bulqari ~| & Filten SHSIE 3
3 1[1010-010030 (12 or Women - EDT - 75ml |[ch - Each +|[ Approve Dicument? x Al 5620.00 | [Purchase Tax Account 0% 7P -
24 Product Description Uom | Total Amount Tax Rate El
3/BD10-010030 |Bulgari Biv 11 2 for Women .. Each | @ = e B vl kb st $520,00 Purchase Tax Account 0% ZP I~
=D
B
Total [Qty: 1, Amount: §$20.00 - Discount:| + Tax: §$0.00] = Grand Total| 5520.00
{__ Genesate Documents |- ‘hwvmom -\- Create New ) Save Revert Delete
M@Nm/%mmeml I
Taxes applicable Bider: Base Taxable Sum: [ 535,00 Tax Sum: |
Product # Product Name | Tax Rate Taxable Amount Tax Amount  ToxableBase Amt Tax Base Amt
BD10-010030  Bulgri Blv I 2 for Women - EDT - 75mi Purchase Tax Account 0% ZP [ s | 5§35.00 ﬁ
. C Generate Documents |9
12. Click arrow on button at the
bottom left of screen and select “Generate Delivery
Confirmation” option to generate a new delivery
confirmation. A link to show the delivery
confirmation will be created above the button
| . . 1ot ||.n?= 1, AMOUNT 333UV - LISCOUNT * a3V =7 “f‘l"lﬂ 1otai 3333
[ nens | =) \9 Save Revert Delete

i Confirmation

‘Generate Similar Purchase Order
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=% Purchase Order -» Delivery Confirmation *

Create Delivery Confirmation for the Purchase Order
i Generates the Delivery Confirmation document from the Purchase Order with the same set of products/services.

Purchase Order Number Confirmed Date
[Po-0054 | (1470772016 v
Confirmation Reference # Document Status

| [Drafted

. Open the new Delivery Confirmation Document

ok ) cance )

13. Click arrow on (: Generate Documents {9 button and

select “Generate Similar Purchase Order” option to
generate a new copy of the purchase form

LB [y ¥, P, 3 B~ U, an asvan) - wienu e aaau w |

( b -)( \.) ( CresteNew ) Save Revert Delete
Generate Delivery Confirmation fder

Generate Similar Purchase Order |

™3 Copy Purchase Order x

Generate Similar Purchase Order
i Creates a copy of Purchase Order with the same set of products and services,

Docurment Mumber Docurnent Date

[ <-AUTO-GENERATED- > | [14/07/2016 v
Reference Mumber Docurment Status

(P0-0054 | | Drafted

Warehouse

ITE'[!I'I - Main Warehouze |

. Open the new purchase order

C o D (Coma)

Update Purchase Order Details:

1. Click on “Purchase Orders List” tab at the bottom
of screen

2. Double click on purchase order to be updated, it
will bring up the details on “Purchase Order” tab for
the selected order. If a purchase order’s status is
“Confirmed” or “Approved”, right click on the order
and reopen / undo approval of the order first. User
can do so from the document as well by clicking the
arrow on “Generate Report” button at the bottom left
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of the document screen

Product Brand: | BD10 - Bulgar ~| & Fiter: [ A8 e
{3 11D10-010030 |12 or Women - EDT- 75| Undo Approve Document? X 5535.00| 533500 [Purchase Tax Account 0% 29 v ]

#4  Product | Description | ett Price Total Amount Tax Rate
| 3[BD10-010030 |Buigari Blv I 2 for Wome| @ Diayou vedlly wisli o Uido Agproval for e selacted Purcisss Onders)? $835.00 $835.00 Purchase Tax Account 0% ZP l
SE— — %
Total [Qty: 1, Amount: 5$35.00 - Discount: + Tax: §$0.00] = Grand Total: 5535.00
( Generate Documents | -) C Generate Report |-) Create New Save Revert Delete

Purchase Orders List | Purch

Undo Purchase Order Approval

3. Make change(s) on the purchase order information

4. Click on “Save” button at the bottom right of
screen when done

5. Click on “Revert” button at the bottom right of
screen or refresh icon at the top of the screen to
roll back the changes

6. Click on “Confirm Purchase Order” button at the
bottom of screen to confirm the purchase order

7. Click on “Approve Purchase Order” button at the
bottom of screen to approve the purchase order

Delete Purchase Order:

1. Click on “Purchase Orders List” tab at the bottom
of screen

2. Double click on purchase order to be deleted, it
will bring up the details on “Purchase Order” tab for
the selected order. If a purchase order’s status is
“Confirmed” or “Approved”, right click on the order
and reopen / undo approval of the order first

3. Click on “Delete” button at the bottom right side
of screen

4. Click on “Yes” button on the pop-up window to
confirm purchase order deletion
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View and Search for Purchase Order
Details:

1. Click on “Purchase Orders List” tab at the bottom
of screen

2. Enter search parameter to filter the result, i.e.
type in which vendor to search for in the “Vendor”
text field box or select from drop-down list

[=] Purchase Order %

(A vendof] | < select All > | Purchase Rep: | < Select All >
Vear: | [Vear 2016 v From! ! i /| Branch (< Select All >

Date 4 Document# Reference# Vendor # ‘endor Name ' Vendor Location Rep  Cumency Grand Total Status Type
Jan5, 2016 | PO-0042 6002.004/Loacker  Loacker HQ ; Appre... (SO [~
Jan 28,2016 PO-0043 i TFl trading singapore N SGD
Feb3,2016  PO-D045 6002.004/Loacker | Loacker HQ T— EUR
Feb3,2016  PO-0046 YE-001 Yankee Candles City usD
Feb3,2016 PO-0044 6002.004/Loacker  Loacker HQ EUR
Febd,2016  PO-D049 L-001 LEGO City usD
Feb,2016 PO-D0S0  PO-D040  |L-001 LEGO UsD
Febd, 2016 PO-DM7 0002 6002.004/Loacker  Loacker HQ EUR
Feb4,2016  PO-0048 YK-001 Vankee Candles City UsD
Feb 15, 2016 PO-0051 6002.004/Loacker  Loacker ‘Pu EUR
Mar7,2016  PO-0052 i TFltrading indonesia SGD
|Mar7, 2016 PO-0053 YK-001 Yankee Candles City }E
Jun 16, 2016 | PO-0054 6002.001/LU001 Luxasia Luxasia Building SGD

|

2 | Show [ < All Purchase Orders > ~ Total SGO; | 5518,355.30 | Kal| <o 1of1a/ > ||

Purchase Orders List | Purchase Order |

3. Result can be sorted alphabetically by clicking
the fields’ columns

Vear:  [Vear2016 ! From!| ! Tk v/ Branch [« Select all >
T
nomms Reference # | vmlvl T Vendor Name " Vendorlocation | PurchaseRep \Clneuq‘ﬁrlndTM' Status Type
| er'l 2016 |Po-0052 F ™ |indonesia I |s6D swuu
Jan 28, 2016 | PO-0043 i TFl trading 'singapore | 156D

4. Double click on purchase order to view full
details of the order, it will bring up the details on
“Purchase Order” tab for the selected order
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