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Internal Use Purchase Order
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1 Hit the “Next” button. 

2Select Drop Ship as the Type of 

PO.

3Enter 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.

4Check the Internal Use box.

5Enter the Ship To as your ware-

house, enter the ship via (how 

items were sent to the warehouse), 

enter your warehouse.

6On the comment line enter the 

reason the item(s) are being pur-

chase. 

7If the items are not being pur-

chased with a credit card select 

No, if they are select Yes.

Modules > Purchase Order > Main > Purchase Order Entry
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8On the Address tab the Purchase 

Address populates from the ven-

dor’s info in A/P.

9The Ship To will populate from 

the header tab, verify that it’s 

correct.

10On the Lines tab, enter the 

items being ordered, the 

quantity, and unit price.

11Verify the extension updates 

correctly.

12In the secondary grid edit 

the description to match the 

item(s) being purchased.
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13Go to the Totals tab 

and click Accept.
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Purchases Against Company Owned Units

1 Hit the “Next” button. 

2Select Drop Ship as the Type of 

PO.

3Enter 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.

4Check the Internal Use box.

5Enter the Ship To as your ware-

house, enter the ship via (how 

items were sent to the warehouse), 

enter your warehouse.

6On the comment line enter the 

type of unit and serial number.

7If the items are not being pur-

chased with a credit card select 

No, if they are select Yes.
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8On the Address tab the Purchase 

Address populates from the ven-

dor’s info in A/P.

9The Ship To will populate from 

the header tab, verify that it’s 

correct.

10On the lines tab enter the 

item(s) being ordered, the 

quantity, and unit cost.

11Verify the extension updates.

12In the secondary grid update 

the description to match the 

item(s) being purchased.
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13Select the correct Job Num-

ber for the unit item(s) are 

being purchased for.

14Select the correct Cost Code.

15Select the correct Cost Type.
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16On the Totals tab click Accept.


