Create New Purchase

Order

The purpose of the application is to allow the user

to Create New Purchase Order.

The following are the process steps:-

1. Click on Purchase tab / Transactions / Purchase

Order

2. Click “Create New” button

| Vendor: < Select ANl > | Purchase Rep: [ < Select All >

A | Yean [Year20is ~! From: v Tl v/ Branch [ Select il >

Date & Dacument # Reference#  Vendor# | Vendor Na... Vendor Locati... Purchase R..| Cumency

Grand Total

Status.

Type @

Reports | POS | Project | SupplyChain | lnventory| [ Purchase

el | Show | Confirmed Order Not Created _ » Total MYR: |

Puichase Ordess List | Purchase Order |

Kkia| e/

3. Fill in the vendor information. Textfields marked

with “x” are mandatory

4, For Invoice Rule:

» Tmmediate if vendor request deposit

» After Delivery if vendor does not require

deposit

5. Choose product(s) to add into the purchase order
from the products drop-down list. It can be filtered

by “Product Brand” to find specific products

6. Key in quantity for each product (Note: products’
purchase price list must be created first)
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[] Purchase Order = |
e Zed a0 0 di~E-~ Standard Order Drafted
Date Document Number Branch
(030372005 ~| [P0-15-030002 ] [ | [HQ - Head Office v
Vendor Curre Deliver To
[202001/£60001 - Eqokawa Sdn Bhd v ﬁ' v
Vendor Location Contact Person Delivery Location Contact Person
(Kuala Lumpur | [Joan Sim vl [ v [ v
sonaceat —
ShipTo Receive Via Promised Date
[WHO1 - Kepong Warehouse ~| [ ~! [ vl [ ~|
Payment Term Ince Terms Memo Invoice Rule
60 - Net 60 Days v| [ExW - Ex Works vl [ v
Analytical Group Tax
) | [ Price Excludes Tax |
‘[ tems / Articles. Notes / Attachments |
v & Fitter [ ) GRS
2 [asi3a0573114 v ]ime Up - Biack Fairy [[Each - Each I | 1[ Rv32.2300 | I RvE2.2300 | 3223 |[wccount 6% Tx-6 v
Ta Product iption Uom | ordered | unitPrice Discount NettPrice | Total Amount Tax Rate E
1/4571330573046 Egokawa Sweetie B... |Each 1 RM32.2300 RM32.2300 RM32.23|Purchase Tax Acco... |
2457130573114 Eqokawa Sweetie P... [Each | 1] RM32.2300 RM32.2300 23| Purchase Tax Acco... [ |
~
Total [Qty: 2, Amount: RM64.46 - Discount:| | + Tax RM3.87] = Grand Totak/ RME8.33 |
( Genente Documents | =) Confim Purchase Order | =) Create New Save Revet ) ( Delete )
Purchase Orders List |_Purchase Order

7. Click “Save” button to save progress

8. Click “Confirm Purchase Order” to confirm the

purchase order

Analytical Group Tax
i v [Price Excludes Tax v
[ hems / Articles | Taxes | Notes / Atachments |
Product Brand: | < Select All > ~! 4 Fitter [ | g8 ¢ e
2 a571330573114  v|[ime Up - Black Fairy |[Each - Each |/ 10 RvEZ.2300 [ Il RvEZ.2300 [ RM32.23 | [iccount 6% Tx-6 v |
D Product Description Uom Ordered Qty UnitPrice  Discount  NettPrice  Total Amount Tax Rate &
1 4571330573046 Egokawa Sweetie B... Each 1 RM32.2300 RM32.2300 RM32.23 | Purchase Tax Acco... [A
2451133057314 |Egokawa Sweetie P... Each 1 RM32.2300] I RM32.2300 RMB32.23 Purchase Tax Acco...
v
Total [Qty: 2, Amount: RM64.46 - Discount:’ 1+ Tax: RM3.87|= Grand Total: RM66.33 |
Generate Documents |~ Confirm Purchase Order [ |~ (Ccresteniew Y sove )r Bevert ) (_Delete )
1

L
Purchase Orders List | Purchase Order

9. Click “Approve Purchase Order” to approve the

purchase order
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[=] Purchase Order * r—
v 249 208 0 4~ - Standard Order I Confirmed I

Document Date Document Number Reference Number Branch

03/03/2015 ~| [Po-15-030002 | [HQ - Head Office vl
Vendor Curres Deliver To

[202001/E60001 - Eqokawa Sdn Bhd ! [ vl
Vendor Location Contact Person Delivery Location Contact Person

[Kuals Lumpur | [Joan Sim ~! [ ) [ vl

Additional Details =1
ShipTo Receive Via Re i Promised Date
WHOL - Kepong Warehouse. ~| v - -

Payment Term Inco Terms Memo I Rul
(60 - Net 60 Days | [EBxw-Ex | I Aftes Delivery -
2
Analyticsl Group Tax T d
i ] | Price Excludd
H - @ Please note that the approved document can not be re opened!
[ lems / Articles | Taxes | Notes/ Attachments
Product Brand: | < Select All > [T HE e e
1 11330573046 ! Egokawa Sweetie Body Cream - Fairy e 2300 RM32.23 [ hase Tax Account 6% TX-6 |
#4 Product Descripti Nett Price | Total Amount Tax Rate &
1/4571330573046 | Egokawa Sweetie Bady Cream - Fairy Each 1| RM32.2300 RMB2.2300 RM32.23 |Purchase Tax Account 6% T4-6 [~

2|4571330573114 |Egokawa Sweetie Premium Eye Mascara Long Lash & Volume Up - BlackF...[Each | 1| Rm32.2300] RM322300]  RM32.23[Purchase Tax Account 6% TX-6

v
[——— Total [Qty: 2, Amount: RM64.46 - Discount |+ Tax RM3.87] = Grand Totak/ RMES.33 |
( cenerate Documents | =) (| approve Purchase Order | | ) CresteNew ) ( Sove ) Revet | (  Delete
Purchase Orders List | Purchase Order
. “ ” . . ” ”
10. Click “Generate Report” to print or Click
to export as PDF file
! Vendor Cu Deliver To '
202001/EGO001. - Eqokawa Sdn Bhd ~! vl
Vendor Location Contact Person Delivery Location Centact Person
[Kuala Lumpur - - - 4 vl
| i Print Options = =
Additional Detsils €
ShipTo Promised Date
m ee efher select available print profiles or the printers from the avalable printer list ¥
Payment Term i
60 - Net 60 Days purchaseO After Delivery v
Analytical Grou @® A Format © Letter Format
E Select Print Profile: | Select None v
i Hems / Articles | Taxes - - -
P Available Printers Selected Printers & a a8 R
Printer B Printer | Copiest [G3]
1 330573046 ~ 5end To OneNote 2003 r B RM3223 | [hase Tax Account 6% TX-6 v |
#4  Product Microsoft XPS Document Writer Amount TaxRate =
| 1|4571330573046 |Eqq| [HP Officejet Pro 8600 (Network) @ RM32.23 Purchase Tax Account 6% TX-6 [ A
2|4571330573114 Egq/| |HP ePrint RM32.23 | Purchase Tax Account 6% TX-6
Foxit PhantomPDF Printer
Fax - HP Officejet Pro 8600 (Network) b 3
Cx)

Total [Qty: 2, Amount: RM64.46 - Discount:/ | + Tax RM3.87] = Grand Totak RM68.33 |
( Generate Documents. \v) ( I Generate Report I \-) Create New Save ( Revet )( Delete
Purchase Orders List | Purchase Order
Payment Term Tnca Terms Memo Invoice Rule
(60 - Net 60 Days. v [EXW - Ex Works ~! After Delivery -

Analytical Group Tax
i ] | Prif

[ tems / Articles ! Notes / Attachments
Product Brand: [ < Select All >

1 330573046 w![Egokawa Sweetie Body Cresm
#4  Product
1 4571330573046 |Egokawa Sweetie Body Cream
/4571330573114 |Egokawa Sweetie Premium Eye

r s )
[ Documents ~] [#][B][E][

1 Custom Office Templates
| CyberLink

1/ My Received Files

| OneNote Notebooks

1. Outlook Files

| Sameoha

4 Temp

P0-15-030002-products.csv.

[l Files Tax RM3.87] = Grand Total:

( Generate Documents |v) ( Save ( Revert { Delete

Purchase Orders List | Purchase Order

11. Click “Generate Documents” button, select
“Generate Delivery Confirmation”, then click “OK”
button


https://samooha.org/wp-content/uploads/2015/03/Purchase-Order-Approve.png
https://samooha.org/wp-content/uploads/2015/03/export_csv_icon.png
https://samooha.org/wp-content/uploads/2015/03/Purchase-Order-Print.png
https://samooha.org/wp-content/uploads/2015/03/Purchase-Order-Export.png

Tax

o w] | Price Excludes Tax v

3 e
1 (330573046 | Swee| § ¥ | (RM322300] AM3223 ] [hase Tax Account 6% TX-6 .
&4 Product | |t MettPrice Total Amount Tax Rate ©
1 4571330573046 |Egokawa Sweet | puichase Ordes Number Confimed Date ml RM32.23 Purchase Tax Account 6% TX-6 | ~
2 4571330573114 |Egokawa Sweet, 015030004 | fooa/2018 v| RMSZ.MJ RM32.23 | Purchase Tax Account 6% TX-6
Confamation feference
| [Drafted ]

N O By Gl Do

-
Total [Qty: 2, Amount: RM64.46 - Discount:| |+ Tax RM3.87] = Grand Totak:| RM68.33 |
Generate Documents | =) Generate Report - (CreateNew )| save Revert Delete

(Generate Delivery Confirmation w
Generate Sirilar Purchase Order

11. Confirm quantities per vendor on the “Delivery
Confirmation” form

12. Click “Accept Delivery Confirmation” button then
click “Yes” button to accept the delivery

confirmation

Delivery Confirmation * || [5] Purchase Order |
%@ O i~ Eiv

Standard Order Confirmed

Document Date Document Number Confirmation Reference & Confirmed Date Branch

03/03/2015 | [po-15-030002 03/03/2005 | [HQ - Head Office v
Vendor Cu Deliver To

[202001/€G0001 - Eqokawa Sdn Bhd ! !
Vendeor Location Contact Person Delivery Location Contact Person

[ Kuala Lumpur ] [Jozn Sim ~! v [ vl
P — g
[ Ttems / Adticles | Taxes | Notes/ Attachments |

Product Brand: [< Select All > | Filter: | HE e e

1 |[#57133057 w| Egokawa Sweetie Bady Cream - Fairy

£4 Product

1/ Rvz223( av223( RMB3223 [Purchase Tax Account v [&H]

Pr Tax Rate
RM32.2... RM32.23 Purchase Tax Account 6%... [

|

1

Uom ty
1|45713305720... Egokawa Sweetie Body Cream - Fairy Each 1 1
2|45713305731... Egokawa Sweetie Premium Eye Mascara Long Lash & Volume Up - B... Each 1 1

e v]l 17
RM32.2...

RMB2.23 |Purchase Tax Account 6%....

@ Do you really wish to Accept the selected Delivery Confirmation ?

Show Purchase Order 9 Total [Confirmed Qty: 2, Amount: RM64.46 - Discount:| |+ Tax RM3.87] = Grand Totak
( ‘ -J A 4 i I'] '; Save Revert h (__)I)m
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eSS =
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