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AIM 

 To open a purchase order manually without basing it on a previous document.  

Note: To open a purchase order on the basis of another document (e.g., vendor price 

quote, purchase requisition), see the appropriate operating procedures. 

Note: Standard Operating Procedures should be used as guidelines for customers (and their 

consultants) to develop their own operating procedures. As you will note, the following 

procedures are very specific and customers are strongly advised not to use them without. 

SETUPS 

 

 Make sure the relevant vendor records have been defined.  
 Define purchase order types in the Types of Purchase Orders form.  

PROCEDURE 

STAGE ONE: OPENING A PURCHASE ORDER 

 
1. Enter the Purchase Orders form.  

 
2. Record the Vendor No. The Vendor Name, Date and Order No. are filled in 

automatically. Note: For a one-time vendor, record the vendor number defined for 

one-time vendors and change the vendor name. Record the vendor's contact info 

and other details in the Purchase Order – Vendor Details sub-level form.  

 

3. Click the References tab and select the Type of Order. Tip: To define separate set text 

for each type of order, use the Types of Purchase Orders form and its sub-levels.  

 

4. Fill in any other pertinent details in this tab, such as Details, the Warehouse and Bin 

into which the ordered goods are to be received and the Shipment Mode. Note: The 

warehouse defined here affects the shipping address that appears on the order 

printout.  

 

5. Click the Payment Info tab and specify the Payment Terms and VAT Code (for dual-

currency users). These can be revised as necessary. Note: To define more detailed 

payment terms, use the Payment Terms for Order sub-level form.  

 
6. Enter the Order Items sub-level form.  
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7. For each order item, record the Part Number, Quantity, Due Date and Unit Price. 

Notes:  

 To check existing and expected inventory balances, including anticipated 

inventory transactions, enter the Part Availability sub-level form.  

 To check the quantities and prices recorded in previous orders for the part in 

question from this vendor, enter the Latest Part Purchases from Vend sub-level 

form.  

 You can choose to specify the total Price Incl. Tax for the full quantity of parts in a 

given line, rather than recording the Unit Price (before tax) for a single unit of the 

part.  

 

8. Enter the Order Items – Remarks sub-level of the Order Items form, and record a 

remark that will appear on the order printout sent to the vendor. Note: This may be 

filled in automatically, depending on set text setups. In any case it may be revised.  

 

9. To split the expense of a given item between several profit/cost centers, use the 

parallel sub-level form, Split Among Profit/Cost Centers.  

 

10. Enter the Attachments sub-level form to link any relevant documents to the purchase 

order.  

 
11. Return to the upper-level form and assign the next purchase order Status defined in 

the BPM work flow.  

 

12. To print the order, select Print Purchase Order from the list of Direct Activations.  

 


