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Updating Purchase Order Status

Updating purchase order status can be used to indicate vendor acknowledgement,
revise arrival or ship dates, and to enter notes. It is used to track information on
critical purchase orders. However, updating purchase order status is optional.

+ From the ADVANTAGE main menu, select Accounting then Purchase
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+ ADVANTAGE displays the Open P/O Search Criteria screen:

Purchase Orders

Open PO Search Criteria

Orders document.

open this purchase order
to make changes to the
quantity, cost, add items,
remove items, etc. See
the Editing Purchase

Click Go to Receiving to

mark some or all items on
this purchase order as
received. See the
Receiving Items on
Purchase Orders

& Al0penPD's PO without Wendor Acknowlegement Search
PO.# _ |Vendoi Oidei Date | Gubtotal| Aequested [V. Ack. | ShipDate | Aficiosted | Shipping|__E<1. Ship]
. . 100 Wirgl R Uz TiTrM004 $106.00) 712/2004 | 7/9/2004 272004 $0.00 $0.00
Click Go to Add/Edit to 1002 Vg R Us 7/7/2004 $48.00 50,00 $0.00
1004 Aunlie's Beads TITF04 $60.00) 7/7/2004 | $0.00 $0.00)
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Anticipated Arrival D ate :

P.0. Notes/Tracking #'s

PO # “Wendor cknowledge PO on : Shipped on . Actual Shipping : | $0.00

document.

Internal Notes

Remember to SAVE your changes!
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Select All Open PO'’s to show all purchase orders that have not been received.

Select PO’s without Vendor Acknowledgement to show all purchase orders

without a date associated with vendor acknowledgement.

Click Search.

ADVANTAGE will display all the purchase orders matching your criteria:

Click on the purchase order you want to update.

Vendor Acknowledgment — use the drop down menu to select the date the

vendor got your order.

Anticipated Arrival Date — use the drop down menu to select the date that you

expect to get your order.

Shipped on — use the drop down menu to select the date that the vendor

shipped the material.

Actual _Shipping - shipping cost. Actual Shipping will replace estimated

shipping on the purchase order.

P/O Notes/Tracking # - these print on the purchase order.

Internal Notes — are not printed on the purchase order and are for your use.
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