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 AIM  

 

To record a purchase order on Priority Lite.  

WORKING ASSUMPTION  

 

All authorized users have been defined in Priority and assigned system permissions.  

PROCEDURE  

 

STAGE ONE: RECORDING THE PURCHASE ORDER  

 

1. Enter Priority Lite and click Open Purchase Order in the Purchasing – Buyers menu. Log 

in with your user name (e-mail address) and password.  

2. Fill in the following details:  

 Vendor Number (you can select it from the Choose list)  

 Date (today's date appears automatically, but may be revised)  

 Curr (the vendor's currency appears automatically, but may be revised).  

3. Click the link Edit/Add Remarks to record general remarks regarding the order.  

4. Click the link Record Order Items to approve the order details. 

5. Record the details of the ordered items:  

 Part Number (you can select it from the Choose list)  

 Part Description (if the part is defined to allow description changes, you can 

revise the description here)  

 Quantity 

 Unit Price  

 Due Date (as desired)  

6. Click Add to include the item in the purchase order.  

7. When you are finished, click Submit to finalize the order.  

RESULT  

 

When the order is sent, a record is opened automatically in Priority with the recorded details. 

The order is automatically linked to the relevant list of authorizers.  

 

STAGE TWO: AUTHORIZING THE ORDER AND SENDING A PRINTOUT TO THE 

VENDOR  

 

1. Enter the List of Purchase Orders menu on the company site and type in your user 

name and password.  

2. The page displays all the purchase orders awaiting authorization (by name), which 

have been received since the beginning of the month. You can change the 

definitions and retrieve orders according to the following parameters:  
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 Date range (using the From Date and To Date columns)  

 Order Status  

 Order number (using the Order column)  

 Vendor Number.  

The list of orders displays the following details:  

 Date: The date the order was recorded  

 Number: The order number, linked to the HTML order document  

 Vendor Name  

 Ordered by: The user that recorded the order.  

 Price After Discount (not including tax)  

 Curr: The currency of the order  

 Status: The current status of the order  

 Next Signature: The next user that needs to authorize the order, according to the 

authorizer list.  

3. Do one of the following:  

 If the order requires authorization and you are the next authorizer, click the link in 

the Authorize column.  

 If the order has not yet been authorized, you can revise it by clicking the link in the 

Order Revision column.  

RESULT  

 

A printout of the order is sent automatically to the vendor's defined e-mail address once the 

order is fully authorized.  

 

 


