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Recelving Products on Purchase
Orders

Receiving purchase order items in ADVANTAGE is a necessary step if you want
ADVANTAGE to keep track of and update inventory quantities.

To open the Purchase Order features, select Accounting then Purchase Orders from
the ADVANTAGE main menu:

,\ CTIVITY

Activity Software Get It All Together

Order Processing Production
¥i Accounting Reports
Marketing System

Human Resources ¥i Purchase Orders

& Technical Support
on: §.3.1 1-877-237-9478

www.activitysoftware.com support@activitysoftware.com

Remember, any backordered items will create a backorder purchase order. This will have the same number
as the original purchase order, but with a “B” at the end.
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#+ Click on Receive Purchase Orders:

,\ CTIVITY

Activity Software Get It All Together

Purchase Orders

Order Processing Production

Accounting Reports

Marketing System

Human Resources ¥l Receive Purchase Orders

Technical Support
1

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

+ ADVANTAGE will display the Receive Purchase Orders screen:

Purchase Orders

PO Prefix PO #

- Wendar : | Order Date :
| \ | \ | | Cioze? |

q) Products are normally used to
Actions for PO not received in full name specific rolls or containers of like
¢ Leave the PO OFEN products, so you can identify each one.
" Close the PO - disregard products not received

" Close the PO - Create a New PO for ltems selected to back order

Receiving Notes

Aasign Sub Products

& Frint & @ Help ﬁ

4+ Select the PO Prefix from the drop down menu if it applies.
+ Type in the PO # including any suffixes. You must already know the PO #. If you
do not know the PO #, use the Update Status screen or the History screen.
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+ ADVANTAGE will display the products on the selected purchase order:

pie i

Praduct Code | Deseription |Size JColor | OtyOrdesed]  OpenOiy] Oty Rec'd | Back Dider? | Inventary: llam?
12345 2 foot wide roll 13 cz. | Fake 1 1 C C
5555 | False i i L I

+ Do one or more of the following to mark which items have and have not been
received:

Purchase Orders

PO Prefix:
v Order Date

Actions for PO not received in full
" Leave the PO OPEN
" Cloze the PO - disregard products not received
" Cloge the PO - Create a Mew PO for ltems selected to back order

Receiving Notes

Azsign Sub Products

& Frint Y R Help ﬁ

+ Click on Receive All to automatically fill in the received quantity with the open
guantity.

+ Click Back Order All to automatically check all items as backordered. If most of
the items have been backordered, you will save time by checking Back Order
All and then uncheck the ones that were not backordered.

+ Click Save to save your changes.

If you did not receive or backorder all or most of your items, you will need to follow these
instructions:

+ For each item in the purchase order, click on the Qty Rec’d column and mark the
number that was received.

Check the Back Ord? column to note that all or part of the item was not received
and is on backorder.

If all of the items have not been delivered, make your selection under Actions
for PO not received in full.

Type in any desired Receiving Notes.

Click Save to save your changes.

+

# +
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+ If you had chosen to create a new P/O for any backordered, items,
ADVANTAGE will display a message with the new P/O number:

Back Order Created .

L]
\!J) Back order PO number 1005 has been created.

+ Click OK.
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