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Purchase Orders

To open the Purchase Order (PO) features, select Accounting, then Purchase Orders

from the ADVANTAGE main screen.

Acctivity

Activity Software

Order Processing

| Accounting

Marketing

Human Resources

www.activitysoftware.com

Production
Reports

System

Get It All Together

¥i Purchase Orders

Technical Support
1-877-237-9478
support@activitysoftware.com

Included in this document is information about the following:

Creating a New Purchase Order

Auto Generate a Purchase Order

Updating Purchase Order Status

Purchase Order History

Editing Purchase Orders

Voiding Purchase Orders

Receiving Products on Purchase Orders

Purchase Order Reports
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Creating a New Purchase Order
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+ From the Purchase Orders menu, click on Add/Edit Purchase Orders
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4+ ADVANTAGE opens the Purchase Orders screen on the P/O Header tab:

Purchase Orders

Fi0 Header

Line ltem Detail

Furchase Order Reports

P/0 Header Information

Search Options
P/0 Prefix PO

[ =

Status : |OPEN -

Wendor: || h Add
Cortact : ‘ J
PhoneExst: Fax:

Email: |

Oider Date : |07/16/2007 :

Tems
Min. Order :
Min. for free shipping :

Request Date : :

Original P40

Purchaze Order Template:

Fequest Time: ’7 |PDTU1 Standard Purchaze Order.rpt j
.. Total § Ordered 40.00f
Ciitical?: | “work Order Template:
TawClass: |Ouk of State = Entered by : | ﬂ | j
Ship ia - Wiew/E dit Work Order
P/0 Notes
Auto Generate Intemal Motes
‘ m DiMew & Pt [& PHep K Ext -

4+ Select a P/O Prefix from the drop down list j if you want a prefix for this new
Purchase Order. PO Prefixes are created in System Setup.

+ P/IO-You can onl

new PO here.

y enter

an existing Purchase
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+ Tofind an existing Vendor, type in the first few |letters of
the ADVANTAGE Vendor Lookup feature by clicking the @& icon. If you are adding
a new Vendor, type in the name and click add. ADVANTAGE will then take you to
the Vendor lookup feature.

Vendor Lookup

i

“our Account #

Find .
“Vgrdnr ? Hep Eat Exit

+ Enter the first | ett eVeldor)andpresstEhter Vendor 6s na
+ Double click the Vendor you want, and ADVANTAGE returns to the P/O Header
Screen
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Purchase Orders
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F/0 Header Line ltem Detail Purchase Order Reports
P70 Header Information
Search Oplions
P,—_|HD et ,L Status : |OPEN ~| OwderDate: 07762007 -]
Vendor: || a4 Add ‘
Cortact : | J
Phore/Ext : Fan: Termns :
Emai: | Mir. Order :

Min. for free shipping :

Request Date :

Original P/0

Purchase Order Template:

+

¥+ & #+ ¥

Fizaptst T ,7 |PDTU1 Standard Purchaze Order.rpt j
. Total § Ordered : $0.00|
Critical?: [ wWork Order Template:
TaxClass: |Outof State = Entered by : - | ﬂ
Ship Yia - Wiew/Edit Work Order
P/0 Motes
Auto Generate Internal Motes
- - - - -0 < R

Contact j - the Vendor contact person
Order Date j T usually the current date, but you can change it if you need to

Requested Date j i date you need the material from the Vendor. Some Vendors
require this.

Critical - check-box is used with the Requested Date (if the date is important)
Tax Class j - if you use it
Ship Via ﬂ - how you want the Vendor to ship the material

Entered By j - Your name

P/O Notes and Internal Notes i click the button to add notes. P/O Notes will be
printed on the purchase order. Use Internal Notes for notes to yourself or your
employees.

To print a Work Order with this Purchase Order, select a Work Order Template
from the drop down list. To be included in this drop down list, the work order template
must be designated as Applies to P/O or Both. The work order template is only
available if the P/O is generated directly from the Order Entry Summary.
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4+ Click on the Line Item Detail tab:

Purchase Orders

P{0 Header Line tem Detail: Purchase Order Repaorts

R0 #: T Vendor |

PO Items/Products

Line an\u"end Prod ‘F‘lnd Code |Mfgr Code |Des:nptlnn ‘Ln:!Dept |Jnhﬁ ‘EL At ‘ lltyl Est Cost Ea‘ Total Cost
At ‘Size |Calur | Tanable ‘ Adj ‘ Act CosthEndol I
Extended Description
| = [ [ \ [ \ \ [ \
* i \ I [ T [T I

The Line Item Detail screen is a two-level form. The titles on the top line
refer to the first line of detail. Likewise, the 2™ row of titles is associated
with the 2™ line of detail.

EstCost:[ g00f Actual:[ s00q

+ Click on ﬂ under Vend Prod to see all of the products associated with this vendor
+ ADVANTAGE displays the Product Lookup screen:

Product Lookup X
Product Lookup Quick Add Vendor Product is
Verdar: Vgt Bt Us = often used with products that you
i rarely order and do not want to
set up for future use. For
example, a lot of businesses will
offer Ad Specialty items to their
customers. Since these are
usually ordered from another
company and come in a wide
variety of items, many companies
do not create vendor product
codes or their own product codes
for each item. In general, you

See the Vendor
Maintenance document
(Products Information)
for an explanation of the
3-way relationship of

Select one of more products 10 add to the P.0. Mote: Products Add to P-0.

sslected must be speciic to one Vendor J = I

prOdUCt numbers. %ﬂ:ﬁuﬁnﬁ:'\?mm products here. or you can simply add one-time products to your P/0 [like paint, misc supplics, Only want to create prOdUCt codes
) Vendse: Vi A Us - for items that you buy and/or sell
endor Product Code : | Deseription : [ see: [ =] regularly. /
Mg Froduct Code ; [ Cost: | $0.00 Cole:[
Your Progct Cods - rare ornia] 7] Save Product & Add to P.0.

+ Double click on the desired product(s). Use the filters at the top of the screen to
narrow down your list, if needed

+ To add a product that is not on the list to the purchase order, use the Quick-Add
Vendor Product by checkingthe Add t o Vendor 6 ¢fy®Rmwantdtaict Li st
save this product for future use)

+ Click Exit when finished
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The products are now on the Purchase Order:

1 PO Ibema Products

Line No T line

Lire Ho[Vend Piod [FrodCods  |MigrCode [ Desciiption |Loc/Dapt [Jcb8 [GLacct |  Onf EstiCostEaf Total Cost
At |5 Colar | Taxsble | &g | Aict Caost|Venda ImvE
1245 BHAZ4-1302 2 faol wade |0 1] 1.00 [
| EE 5 i L . :
- 0 0 10.00 5
¥ r I am
™ r r~ r

number; entered by ADVANTAGE

VendProdivendor 6s pr odu c tvendonidebtifes this praswet t h e
Prod Code i your product number; how you identify this product

Mfgr Codei t he
Description i what the product is

manuf act ur er éwmvthp manufactarer identifiesbte r ;

Loc / Dept i the location or department ID. Location ID is set up in the System
Setup function. It is used for expenses and can be location, department, region, etc.

QuickBooks calls this Class ID.
+ Job # - your job number this purchase is being made for

+ GL Acct i which General Ledger account the purchase is to be charged to (usually
an expense or asset account); not Accounts Payable

+

Lol S I S I e

=

Qty T how many you are ordering
Est Cost Eai ADVANTAGE estimates how much the unit cost is based on the

product table setup

Total Cost i total cost of the order

Att T checked if a work order is filled out as an attachment to the PO.

Size 1 specific details about the order

Color i specific details about the order

Taxable 1 will you be paying tax on this order

Adj 1 check if this is an adjustment to a P/O

Act Cost i estimated order total, including tax
Vendor Inv#-t he v ehilldunbd i known

To delete a line from the purchase order, click on the line that you want to delete and
hit the Delete key on your keyboard

When you are finished adding all of the items to this purchase order, click Save
55" . ADVANTAGE adds the new Purchase Order

Click Print = to print the Purchase Order
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Auto Generate a Purchase Order

Auto Generate allows you to create Purchase Orders based on your current WIP bills
and/or inventory items below the reorder level

4+ From the Purchase Order menu, select Auto Generate

!\ CTIVITY

Activity Software
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Order Processing Production i Auto Generate

Accounting Reports

Marketing System

+ ADVANTAGE displays the Auto Generate Purchase Orders screen:

Different purchase orders will be
created for each vendor, but
multiple sales orders for a vendor
@ All inventory items which are below their reorder level may be COmbIned Guet Slngle

@ Allitoms in grid purchase order. (Saves you

@ All non-inventory items Shlpplng COStS')

Order Date Range: [ISgFEReIin : L= 07 /16,2007 :

Auto Generate Purchase Orders

Inclin P/07 Invoice(s) | Customer OnHand | Reorden® | Yendor

+ Select which items you want automatically Included in P/O. You can check or
uncheck any individual items after your automatic selections

+ All inventory items which are below their reorder level i selected by default

4+ All items in grid - checks all items

+ All non-inventory items - checks all items that are not inventory items

+ Order Date Range - to narrow your list of available bills

+ Make any desired changes to the automatic list. You can add or remove items from
the list or select a different vendor if more than one has been assigned to this
product.

+ Click Generate to create the Purchase Order

+ ADVANTAGE shows you the PO number. After reviewing it, click OK:

Completed x|
.
\!J) The Fallowing P{C's were generated: 1000
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Updating Purchase Order Status

This is used to indicate Vendor Acknowledgement, revise arrival or ship dates, and to
enter notes.

+ From the Purchase Order menu, select Update Status:

A cTivity
A 5 o F T W AR E]
Activity Software Get It All Together

Purchase Orders

Order Processing Production
Accounting Reports Wi Update Status

Marketing System

Human Resources

Technical Support
1-877-237-9478
www.activitysoftware.com support@activitysoftware.com

+ ADVANTAGE brings up the Open PO Search Criteria screen:

—Dpen PO Search Ciiteria
&+ AlQpenPO's PD's withaut Vendor Acknowlegement Search
PO # [ vendw | OrderDate | Subtotal[ Requested [V. Ack.  [ShipDate [Anticpated| Shpping] Est. Ship]

PO &: Wendor Acknowledge PO on =] Shippedon: =] Actudl Shipping - [ $0.00
Arlticpated Amrval Date - [~ =]

P.0. Notes/Tracking #'s

=]
=
Internal Notes
=
=
+ Al | O p e nshaw®all Burchase Orders that have not been Received

+ P O o6vathout Vendor Acknowledgement - shows all Purchase Orders that do not
have a date in Vendor Acknowledgement

4+ Click onﬂ_l. ADVANTAGE will display the matching purchase orders.
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Dpen PO Search Criteria

&+ AlQpenPO's  © PD's withaut Vendor Acknowlegement Search
FO.#_ [Vendo [ Oider Date | Subtatal[ R d[V.Ack  [ShipDate [Anticpated] Shipping]  Est Ship|
PO %: Vendor Acknowledge PO on - [ L=l Shppedon: | = Actud Shiping: [ $0.00

Anlicipated Amival Dabe : )
P.0. Notez/Tracking 1%z

Inteinal Notes

B EgS E

For the chosen Purchase Order, you can enter the following:

*

-+ +

=

Vendor Acknowledgment i j the date the Vendor got your order

Anticipated Arrival Date 1 j when you expect to get the material

Shipped On i j the date the Vendor shipped the material

Actual Shipping i shipping cost. This will replace the Estimated Shipping on the
purchase order

P. O. Not e s / Tirare printedrogthe® s
Internal Notes 7 not printed on the PO; for your internal use

Click on __ GotoAdd/Edt | o open this purchase order to make changes to the

guantity, cost, add items, remove items, etc. See Editing Purchase Orders .

Click on Go to Receiving ‘ to mark some or all of the items as received. See the
Receiving Products on Purchase Orders.

Click Save E
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Editing Purchase Orders

4+ From the Purchase Order menu, select History to find the number of the Purchase
Order that you want to edit. You can also view the status of Purchase Orders here.

!\ CTIVITY

Activity Software Get It All Together

Purchase Orders

If you already know
the P/O Number,
you can click on
Add/Edit Purchase
Orders instead of
History.

Order Processing Production

Accounting Reports

Marketing System ¥l History

Human Resources

+ ADVANTAGE displays this screen:

Retieve PU0L's by
Fo#:- [ 0 erdar | ﬂ Date Ranges
Inwocett: [ 0 V. Product - | =] OudeDae: | o | =
Slab.li" = ‘Your Product I j Clozed Date: | =] o | =]
Oper: Vendor Typs | v| Voided Date: | (= to | =
::::::: Clasifcation - | =l Lockus | UndolsstFiter | Besetdll Fibers |
[PO.#t  |Contact | Prone | Ordes Date | ClosedDate  [Status | Subiotal]  Shippig| |
4+ |nvoice # - enter an invoice number to see all Purchase Orders connected to that
invoice
4+ Vendor - to see all Purchase Orders to that vendor
+ V.Product -( Vendorés Product) to see all/l
product
4+ Your Product - choosing your product code will show you all Purchase Orders
that include that product
4+ Vendor Type - to see all Purchase Orders for vendors that have that Type
selected on their account
4+ Classification - shows all Purchase Orders with products in that Classification
4+ Date Ranges T to see all Purchase Orders that fall in the selected range

+ Order Date is when the Purchase Order was written
#+ Closed Date is when the Purchase Order was closed
+ Voided Date is when the Purchase Order was voided

Click on the Lookup button to perform the search. Use Undo Last Filter or Reset
All Filters to change your search parameters.
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+ ADVANTAGE displays the matching Purchase Order results:

Order Date

funbe's Beads AT 004 Open 60,00 F0.00
|1UUE Winyl A Uz | 972.555-4734 | 702004 [ | Open | $30.00| $4.50)

Voided Purchase Orders are in [REB. Closed are in GREEN; Open are in WHITE.

#+ Click on the Purchase Order that you want to edit or mark as received

Click on the Go to Add/Edit I or Go to Receiving I

e

4 If you choose G0 toAdd/Edt |, ADVANTAGE will open the Add/Edit Purchase
Ordersarea with the selected purchase order6s i nf

4+ Make any desired changes to the P/O Header tab and the Line Item Information
tab.

+ Click Save E
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Voiding Purchase Orders

+ Follow the instructions for Editing Purchase Orders given above.

+ Click on the Purchase Order that you want to void
Click on Goto Add/Edit |

+ Click on Delete w
+ Type in the reason for voiding this Purchase Order:

Woid Reazon:

]84 I Cancel

+ Clickon 2|
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Receiving Products on Purchase Orders

When the materials you ordered have arrived, mark the items on the Purchase Order as
received.

Any backordered items will create a backorder Purchase Order. This will
be the same Purchase Order number, with a B added to the end.

4+ From the Purchase Order menu, select Receive Purchase Orders:

Activity Advantage Software Documentation - Page: 13 of 17
© Copyright Miller Commercial Investments LLC. 20087 AlRights Reserved.
Revised: 3/20/07



