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Modules > Purchase Order > Main > Purchase Order Entry

1

* Purchase Order Entry (TTT) 3/27/2019

| Ovcler Murnber | 0035362

1. Header |

| EE

- | O -
Wendar...

2. Address ] 2 Lines ] 4 Totals ] Usger |tmuirhead

Date | 3/27/2019 ZT‘{DE Dirap Ship Sales Order W

k=

Wendor Mo, [00-LOWEST |Gy [ LOWES Customer Mo. |
Transfer Freight O
Internal Use Elichaseiddiess l:l Ck
T e == ey i g e
Order Status | Fiaw - Tems Code 00 |Q MO TERMS
Requied Date  [3/27/2019 |7 Ship \ia 01/003 Q, FOB |ORIGIN
“Warehouse ans Q@ Mansfield, PA
1099 Form Mone
1099 Box Confim Ta |,
Sales Tax Emet |I_‘
Scheduls RESALE Ck Telephone | [724] 430-1800 Ext
O —
RESALE Credit Card?
Use Tax O Comment OFFICE SUA
rder

1 Hit the “Next” button.

2 Select Drop Ship as the Type of
PO.

Enter the Vendor Number. If you

don’t know it, you can look it up
with the magnifying glass.
>(_ If purchasing with a credit card,

select Comdata as the vendor and
make sure to enter the business the
items were purchased at in the com-
ment line and select “YES” that it was
a credit card purchase.

1 Check the Internal Use box.

Enter the Ship To as your ware-
5 house, enter the ship via (how
items were sent to the warehouse),
enter your warehouse.

On the comment line enter the

reason the item(s) are being pur-
chase.

If the items are not being pur-
7chased with a credit card select

No, if they are select Yes.



oyl
]

Order Mumber | 0096562
1. Header ]

* Purchase Order Entry (TTT) 3/27/2019

M4 b #E

= | -
Wendar...

3 Lines ] 4 Totals ] Uszer |tmuirhead

k=

Wendor Mo, | 00-LOWEST LOWES

Purchase Address Ship-To Address
Locaton [ ]& o0s_|@
Mame  |LOWES | Mame  |CROSS COUMTRY MANSFIELD P4,
Address |79 MATTHEW DRIVE | Address 16064 1S ROUTE 6
|
ZIP Code [15401 | | ZIP Code [16933 |
City UNIONT OWN | state City Mansfield | state
Couritry LS4, |0§ Country %Q@ United States
Telephaone | [724) 430-1800 Ext | |
Fax

apin [

Entry Currency

B

e * Purchase Order Entry (TTT) 3/27/2019 -0 -
Order Mumber | 0096962 4 4 b B = Wendar...
1. Header ] 2 Address ] 3. Lines ] 4 Totalks ] Uzer |tmuirhead | =
% Quick Row E @ 5@ :Eci s
Item Code Ordered Back Ordered Unit Cost E=tension Serial Mumnber
1 ASUPPLES-OG @, B.00 00 549 32.94
2 | .og .og .og g
4 m >
Description | TRASH CANS
Unit of Measure | EA
Qty Received oo
Tatal Amount 329

Entry Currency

B0

On the Address tab the Purchase

Address populates from the ven-
dor’s info in A/P.

The Ship To will populate from

the header tab, verify that it’s

correct.

On the Lines tab, enter the
1 O items being ordered, the
quantity, and unit price.
1 1 correctly.

In the secondary grid edit
1 2 the description to match the

item(s) being purchased.

Verify the extension updates



jsa * Purchase Order Entry (TTT) 3/27,/2019 == -

Order Mumber | 0095962 4 4 b Bl = endar...

1. Header ] 2. Address ] 3 Lines User |tmuirhead | = and Click Accept.

Order Date | 3/27/2019 Order Type Order Status  |[Mew Tag Detail..
“endor Mo. | 00-LOWEST LOWES

Go to the Totals tab

Tarable Purchazes oo Lazt Receipt Mumber :I

Montarable Purchases 3294 Last Receipt Date —|

Freight &mount Last [mvoice Murmber |
Sales Tax Amount .oa Last Invoice D ate

Order Tatal 3294 Completed Date

Less Prepaid Amount oo Ihvoiced to Date 0o

Prepaid Check Number

Order Balance 3294




Purchases Against Company Owned Units

e * Purchase Order Entry (TTT) 3/27/2019 =[x ]
IDrder Number | 0095963 |ua 4 b Vendor...
i 3. Lines ] 4 Totak ] User |tmuirhead | =
Date [3/27/2019 | Z2]Tvpe | Drop Ship I [SalesOder v
I VendorMo |00-CBRARTS |Q [ CLEVELAND BROTHER EQUIF I:ustomer No. |
ranzfer Freight [ ]
nteral Use Purchase Address l:lck
Ship-To Address ooz CROSS COUNTRY EIGHTY FOUR P&
Order Status Mew v Termns: Code Mck Met 30
Fequied Date | 3/27/2019 Z Ship Via aT A wWHSE 002 c% FOE |ORIGIM
‘' arehouze 002 EIGHT"Y FOUR, Pé
1099 Farm Mone
1099 Box Confirm To |,
E-mail JStiller@clevelandbrothers. com |I\_/|
Sales Tax
Schedule RESALE q‘ Telephone  [717] 564-2121 Ext 2244
RESALE Fax - Cr:eudrt Card? |
Use Tax 0 I Comment DET DOZER KSBOOS20 I v
OnHold Print Order ~ [+]

Hit the “Next” button.

Select Drop Ship as the Type of
PO.
Enter the Vendor Number. If you
don’t know it, you can look it up
with the magnifying glass.
)(, If purchasing with a credit card,
select Comdata as the vendor and
make sure to enter the business the
items were purchased at in the com-
ment line and select “YES” that it was
a credit card purchase.

Check the Internal Use box.

Enter the Ship To as your ware-

house, enter the ship via (how
items were sent to the warehouse),
enter your warehouse.

On the comment line enter the

type of unit and serial number.

If the items are not being pur-

chased with a credit card select

No, if they are select Yes.



e * Purchase Order Entry (TTT) 3/27/2019 = || = -
Order Mumber | 0096363 4 4 b kM E Wendar...
1. Header 2 Lines ] 4 Taotals ] User |“'“Ui'h'35“:| | @
Wendor No. [00-CEPARTS | CLEVELAND BROTHER EQUIPMENT CO
Purchase Address Ship-Tao Address
Location Ck o0z Ck
Mame  |CLEVELAND BEROTHER EQUIPMENT CO Mame  |CROSS COUNTRY EIGHTY FOUR Pa,
Address | 4565 WILLIAM PENN Hufy Addiess |12 84 DRIVE
ZIF Code [15663 | ZIF Code (15330 |
City MURRYSVILLE | state City EIGHTY FOUR | State
Country LS4 |q§ Country Usa Ck United States
Telephone [[717) 564-2121 Ext [2244 |
Fax
Entry Cumency  |LISD Acoept | LCancel

—1

* Purchase Order Entry (TTT) 3/27/2019

_I:I-

Order Mumber | 0096563 4 4 b #l E ‘endar...
1. Header ] 2 Address ] 3 Lines ] 4. Totals ] User |tmuirhead | Q
B Quick Fow E @ 5@ % M
Item Code Ordered Back Ordered Unit Cost E stension Serial Number
1 1.00 .o 961 961 KSBOOSZ0
[ a0 il a0 a0
< m >
Description | DIL FILTER ~
W arehouze
Unit of Measure | EA
Oty Received oo
Tatal Amount 9.61

Entry Currency

B8]0

On the Address tab the Purchase

Address populates from the ven-
dor’s info in A/P.

The Ship To will populate from

the header tab, verify that it’s

correct.

On the lines tab enter the
1 Oitem(s) being ordered, the
quantity, and unit cost.
1 1 Verity the extension updates.
In the secondary grid update
1 2 the description to match the

item(s) being purchased.



jsa * Purchase Order Entry (TTT) 3/27/2019

= [

-
Order Mumber | 0095953 4 4 B B = Vendar...
1. Header ] 2 Address ] 3. Lines ] 4 Totals ] User |tmuirhead | =
> uekron [ 12 E& /=B~
Itern Code Ordered Back Ordered Urit Cost Extension Serial Nurnber
1 | /EQREPAIR C-002 |ﬂk 1.00 .00 961 961 KSBOOS20
2 | 00 00 00 00
< m b3
Job Number | KSBO520 A
Job Description | Dozer, DET LGPY wiwinch
Cost Code | 300
Cost Code Desc| 84 Construction -
T atal Aot 961

Entry Currency

8]0

_I:I-

= * Purchase Order Entry (TTT) 3/27/2019
Order Mumber | 0095963 4 4 b B = Wendar...
1. Header ] 2 Address ] 3. Lines ] 4 Totals ] User |tmuirhead | =
S ukron [ 113 SRl
Itern Code Ordered Back Ordered Urit Cost Extension Serial Murnber
1 /EQREFAIR C-002 |‘% 1.00 ] 961 961 K5BOOS20
2 | it filt o0 it
£ m >
Cost Type | Matedial ~
—
Required Date | 3/27/2019
Oty Invoiced oo
Original Unit Cost 961 .
T otal Amounk 961

Entry Cumrency

B8]0

1 3 Select the correct Job Num-
ber for the unit item(s) are
being purchased for.

1 1 Select the correct Cost Code.

Select the correct Cost Type.



* Purchase Order Entry (TTT) 3/27/2019 \;li- On the Totals tab click Accept_
Order Number | 095963 4 4 b b = Wendar..

1. Header ] 2 Address ] 3 Lines ] 4 Totals User |tmuirhead |Q

Order Date | 3/27/2019 Order Type |Drop Ship Order Statuz | Mew Tax Detail...

Yendor No. |00-CBPARTS | CLEVELAND BROTHER EQUIPMENT CO

Tarable Purchases 0o Last Receipt Number :l

Montaxable Purchases 961 Last Receipt Date —|

Freight &mount Last Inwvoice Mumber |
Sales Tax Amount .00 Last Invoice Date

Order Total 961 Completed D ate

Lezs Prepaid Amount 0o Invaiced to Date uli}

Prepaid Check Nurmber

Order Balance 9.61

Entry Cumency  |LISD I Acoept I LCancel




