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Purchase Order
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1 Hit the “Next” button.

2 Select Standard order. (if 

doing drop ship or credit 

card purchase, skip to page 5.)

3Enter the Vendor Num-

ber. If you don’t know it, 

you can look it up with the 

magnifying glass.

4Enter the ship to, ship via 

(how the product is ac-

tually being delivered)*, FOB, 

and Warehouse.

*If the trucking company/

ship via isn’t in the list, 

email schain@crosscountryis.

com to have them add it.

5 Click the Address Tab.

6 The Purchase Address 

populates from the ven-

dor’s info in A/P.

7Enter the Ship To Ad-

dress. 

Modules > Purchase Order > Main > Purchase Order Entry
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8Enter the items being or-

dered. If you don’t know 

the item code, use the search 

button. 

9Enter the quantity being 

ordered.

10Enter the unit cost 

and verify the exten-

sion is correct.

11Go to the Totals tab.

12To print the pur-

chase order, click 

Quick print on the bottom 

left of the window.
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13Click Yes to save 

changes.

14Click print to print 

a hard copy of the 

purchase order or click 

preview to save and email a 

digital copy.

15Click Accept to close 

the Purchase Order 

window.
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3After selecting Drop Ship 

there will be a box to the 

right, enter the sales order 

number the item(s) are being 

ordered for.

4Enter the Vendor Num-

ber. 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 pur-

chase.

5The Ship To, Ship Via, and 

Warehouse will populate 

from the sales order info that 

pulls over, verify that it is 

correct.
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6On the Address tab the 

Purchase Address popu-

lates from the vendor’s info in 

A/P.

7The Ship To will populate 

from the info on the sales 

order, verify that it is correct.

8On the Lines tab the items 

that are being ordered 

from the vendor will populate 

from the sales order, verify the 

quantity ordered and price are 

correct.
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9Go to the Totals tab.

10To print the purchase 

order, click Quick 

print on the bottom left of the 

window.

11Click Yes to save 

changes.

12Click print to print a 

hard copy of the pur-

chase order or click preview to 

save and email a digital copy.
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13Click Accept to close 

the Purchase Order 

window.


