Purchase Order Master
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B8l Purchase Order - 2.- 01BOCO1 - BOC GAS & EQUIPMENT:

Pichase O Enty | Purchase Order Lines

Creditor Detais Fuichssing Contact
Creditor Code BOC GAS & EQUIPMENT Location (1 | [Caims

BOC ACCOUNT PROCESSING Contact |Fred Nurk.
NORTHGATE MC OLD 5464 Phone 40551300

Fax 40851993

ABN 95000029729 Email iohn.sainsbuy@dansanseng com.au

Account No. 1734304

Fax
GSTRate 10

Email

Order Detalls Fichssing Region

Order No. Prited Count 1~ Caims

Date 50 Greerbank Road

— et Stalford, OLD 4870

Shipping Our Purchaser [john
Phone 07-40851300

Delivery FLEASE MARK ALL GDODS SUPPLIED Fax 740551393

‘WITH DAWSON JOB NO. DETAIL

04 Footer

[ Thisis a defaut GA Message
Internal Notation

[Detc 0 Save Heaie O Lies

Ouder Number [2 Sdoctodvele





The purchase order master is where we create / edit purchase orders. You can enter a valid order number in the field at the base of the form, and press enter. If a valid order is found, the fields will be filled in as above. 

In the creditor master, we can create purchasing contacts, as well as regions. The contact is the person whom we want to send the order to. The creditor master will have a default for both. For exampkle if we are in Townsville, and want to send an order to BOC. The default would probably be set to Cairns. By selecting an alternative, we could direct the order to Townsville. Similarly, the region is the purchasing office location. If we change that to Townsville, then BOC Townsville know the goods are required for Dawsons Townsville.

The field internal note could be a freehand note as to why we used this supplier, even though they were not the cheapest etc. The QA footer is currently not used, but will be implemented on purchase orders.

When you click to add a new order, all fields are cleared or set to defaults. All you need to do is select the creditor code, and the defaults from that creditor are applied. You can delete an order as long as no items have been invoiced. You can change the creditor as long as no items have been invoiced. It is good policy to click the “save header” button before preceeding, however if you click “Order Lines” to proceed to the next tab, or click the “Purchase Order Lines” tab, the header is saved. A header is the one record that stores the information for the entire order. The order lines can be hundreds, that refer to the one master record.
As discussed previously in the overview, the creditor code will determine which company is used. You can use say “01BOC01” (Engineering) to place an order for goods for jobs that are for CTBB; Maintenance Contractors and Dawson Construction all at the same time. One invoice can span all companies in the group. Of course this is unlikely, but possible none the less. The idea is we use Dawsons Engineering for purchasing the goods, that way keeping invoices and statements to one company.

The next tab is the “Purchase Order Lines”. This is where we enter individual lines of the order. Orders can be edited, lines can be added / deleted; job numbers changed; cost codes changed as long as the line has not been invoiced.
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E8l Purchase Order - 2 - 01BOCO1 - BOC GAS & EQUIPMENT'

Putchase Order Erty | Purchase Order Lines

Sequence |5

ltem/Stock [0

Order Value (No GST)
Order Value (Inc GST)

Loak Up

Ouiput Options

Job Detalls

Far

Description

THIS 15 A TEST LINE OF A NEW ORDER

Emal

Product Code

Order Qty

Delivery Date

Cost [ex GST)

ST Rate

(65T $)

2000

Line Values

Qy Recei

Qy Invoiced

Prod. Hist

Preview

Print

ived

Line Options

Job No. 01Pass

THIS 15 A SMPLE JOB

Value (No

6sT)

NewLine

Section

Subsection |Default

Value (inc 65T)

Cost Code. MATERIALS

20091007

6L Expense 0001125000

Wark in Progress.

Credit

Header

SEQ  Code
5 [0
10 o

Desciption

THIS 13 A TEST LINE OF & RE.
THIS 15 LINE 2FOR AN INTER,

Ty | UntPie
g

20 3

ST

Invaiced
2 2
20

Delivered

Order Number

Fatoer ] [ NewOer

JobNo. | C/Cade
1 2000
2 2000

6L Cade.
0001125000
0201125000

P/Cade.

SelectedValue





When an order is complete, you can send it directly. You have the choice of printing; email or fax. The fax and email options take you to a pop up that fills with default numbers from the creditor master. You are free to add more recipients, as well as other documents. If you wanted to add a drawing to the order, you would simply select Fax or email, and then chose to add other documents. Faxing is restricted to PDF documents, but email is any document.
The faxes are sent out via a third party service. We send via email to a service provider, and they send on our behalf. The advantages are that the fax is sent immediately, it is cheaper and if the fax does not go, then you are emailed directly to advise your fax would not go. The email carries a brief description of what the problem was. We have trialled this service for over a month, and send out bulk remittances to creditors, approx. 50 at a time. The service works very well.

As most of the invoices for creditors are scanned, you have the ability to view the details if an invoice exists for the current line. The “AP – Status Detail” below shows details of the invoice posted against this line. You can go one further and show the actual invoice from here. You will see the detail shows the purchase order 2, which is the same as the purchase order we are in. The job number and cost code are not listed on the scanned invoice, as these come from the purchase order, where multiple combinations are possible. 
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Purchase Order Enlry

Purchase Order - 2 - 01BOCO1 - BOC GAS & EQUIPMENT

Putchese Dder Lines |

Sequence |5

ltem/Stock [0

Order Value (No GST) 800
Order Value (Inc GST) 830

Loak Up

Ouiput Options

Job Detalls

Far

Creditor Code |01B0C0T

BOC GAS & EQUIPMENT

071072009

Entry Date Scanned By [john

Location [CNS

Line Values

Invoice Date |07/10/2003 | Invoice No.

20091007

Type [invoice

Invoice Value %000 P/Owder |2

Job No.

Qy Invoiced

Prod. Hist

Emal

Preview

Print

Qy Received 2

Line Options

Approval Status [y

Approval By

C/Code

Value (No GST)

20000,

]

NewLine

Approval Note

Doc ID

Value (inc 65T)

this wauld be okap to pay

20091007

Credit

Header

Rale%  Invaiced

Tracking Note

2010 2 2

07/10/2003 john - Approved;

20

(Shontommen ]

Delivred Job No.

1
2

C/Cade.
2000
2000

6L Cade.
0001125000
0201125000

P/Cade.

Company

Order Number [2

e

SelectedValue

000,





