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Avantis.PRO Create a Purchase Order

How to Create a Purchase Order

1. Double-click the “Purchase Order” template

ﬁ Creste & Purchase Order % Purchase Order, 300002690 - General Information E]EJ@
File Edit Wiew Window Help 1
H [13 th]
2. Accept Fhe Purchase Order number in the “Number @ = D@ @ B
field. Click OK to select. = 2
. IR <l i >
NOTE - If the PO is an Emergency PO, enter the PO | & GrrparEll) il Ot
~
# from the paper PO. General l Taxes] Conditions] Keywords] Description]
Create New Purchase Order E] BRI | | | T [eUntitlec
2 CLE Canvas 3 -
. Order type: 1-Direct Purchasze -
Create in Prescott fzc.ontacts Contract number: | J
=0 Lines
Mew number: 1300002630 i Transactions Release: |
=0 Casts Contract title: |
Template to uze: |[nu:une] ﬂ £Report Cards Didered from: 5 | .|
EHChange Request Wendar name: |
+0 Status
(] | Cancel | Ineicing site: |F'rescott
Currency: |United States Dollar ﬂ
. . . Buyer: Hooker, 5 -
3. The following fields are optional: o 3 [Hesker Susan =
Oideredon: 4 [12/5/2006 = at Jor1s =
{3 o LE 1] LN 11 th]
Title ’ Order Type ’ Buyer I~ Confirmation order
4. The “Ord_ered on” date should represent the date 6
the order is created.
5. The only mandatory field is the “Ordered from” v
vendor. This should be the vendor number. < ﬂ
6. Click on “Add Line” when ready to continue. |LFar Help, press P el FLYY
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&) 7. The “Requisition /line” number is entered then click
File Edit Yiew Window Help — the tab key.
@3>0 B & @ : o . .
— @ 10 8. Adjust the “Description”, “Quantity required” and
2 3000026901 “Base price” if applicable.
Charging { Tawss |  Condtons |  Keywords | 9. Note the “Auto invoice upon receipt” box should
e General Deliver Ta ] Wendaor ] Shipping ] not be CheCked.
= ETES equizition/line: 7 . .
o :ezue;mﬂm_ llp[em— 10. There is no need to check any other fields. When
o S done with the data in the General tab, click the
ot Desciition “Smart Create” icon. This will populate the purchase
8 ‘ order with the next line from the requisition.
11. Repeat steps 8 through 10 until all lines are added to
\u"endo.r resou.rc:e: |[n0ne] j the purchase order.
Quantity required: I | | | |
P 12. When the last line is entered the next line will appear
i‘“ S EAhim S JEstmatod BE ANoehaioe blank. Close this line by clicking the %I in top right
P | | o corner. You can then close the purchase order in the
Pros | | same way or leave it open to create the next
T I | purchase order by selecting the “Create New” icon.
Prics scfustrents:  None 13. Click “Send to Vendor” to send Purchase order to
r Freez.e pn.c:e . Q Peop|eSOft
g Auta invoice upon receipt
| L]
For Help, press F1 Prescott MU
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