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Working with Purchase Orders
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This guide provides information and best practices for working with purchase orders. It
is intended for general users.

You can manage your purchase orders (POs) more efficiently with aACE's purchase order
features.

Purchase Orders vs Purchases

Purchase orders reflect anticipated purchases, but do not impact accounting. In contrast,
purchases are the records that actually impact the accounting system. After a PO is filled
and the related purchase is logged, the expense is realized in the accounting modules.

Purchase orders are used to replenish inventoried items, as well as manage manufacturer

lot (https://aace.knowledgeowl.com/help/understanding-inventory-tracking-with-manufacturer-lots) aNd serialized traCking

NUMDETrS (https:/aaces.knowledgeowl.com/help/understanding-inventory-tracking-with-serial-numbers). VWhile @ PO is in

Pending status, it does not affect inventory counts. When you move the PO to Open status,
it generates inventory transactions.

This guide reviews primary features for working with purchase orders. You can also read
more about the system Dreferences for puUu rchase orders (http://aaceé.knowledgeowl.com/help/procurement-

preferences and about Working with pu rchases (http://aaceé.knowledgeowl.com/help/working-with-purchases).

List View

The Purchase Orders module list view (nttps://aaces knowledgeowl.com/help/overview-of-the-list-view) helps you

work with multiple records. You can update a PO's tracking status here by clicking the
Tracking Status field for that line and selecting from the drop-down list. The record status
indicators (https://aaces knowledgeowl.com/help/overview-of-record-status-levels) help you track priority records.
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& %+ Record: 1of3 Mewde Edit Deete) Printm  Actons A

Purchase Orders

& Pur Order Diake Title Asgn By MAsgnTo Vendor O Total
> GM05 0801723 Sallie’s Hometown Bakery AH ()] Sallie's Hometown 120.00
> G006 08/01/23  Aperture Technologies AH 3] Aoerture Technologies 600,00
= GO0CE 08/01/23  Monthly NTBK-011 Replenishment: AH MoGullicuddy 7,499.00
List Totals §,219.00
Show All | Find My Open & Pending Purchase Orders | Find Open & Pending Purchase Orders | Find Open Purchase Orders | Find Past Due Receiving | Related Records w -ﬂ-

At the list view, clicking the item-level Go-to (>) icon displays the detail view.

Detail View

The Purchase Orders Detail tab provides an overview of the PO (e.g. date ordered, vendor
info, shipping info, and items ordered). It also includes tabs for managing RFQs

(http://aaceé knowledgeowl.com/help/managing-requests-for-quotes) aNd @ quick summary of related purchasing and
receiving details.
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Newdp  Edit# Deeted Print@  Acions A

Purchase Order: 50448 = Home Reno Store 07/25/23 oPen @
Purchase Order Details | Management 1 Mosics £ Tashs 05 Emais g Docs
Vendor | Ship To End Customer + B & Mext Steps Acknmbocged
Viendkr > B 9 vendor Reference Ship To = mind[ | B @ ShoType  Expected Date # [Denise James] I sent this PO to Deb this
Home Reno Store SACME Building & Suppiies Complete | TED o 7/25/23 9:41 am
Deborah Gregary 9299 Briarwoad Street S !
20273 Lances K Rd. Required By Z: e, OH 43701 Irremnicry Bin
Atlanta, GA 30339 0&/04/23
Payment Tems Shipping Terms
Met 30
Description Additional Infio Nzt Step Nt Step Date
Confirm Receipt of PO oFfaeizy ©
| PoItems | RFQ Management
Code Descrpten Cirder ok Dept Cases  Cuanbity Uit Cinst Total
* BDEC24 BASE END DUMMY DOOR o+ ABS-A/P ] 302.60 605.20 & °
= QOME QUTSIDE CORMER MOLDING -+ ABS-A/P F 10520 210.40
= 5830 SINK BASE CABINET -+ ABS-AP 1 653,92 69392 &
1= WRGH0 'WALL FILLER + ABS-AP 1 145.45 14545 A
Subtotal 1,654.97
| Purchasing | Receiving Shipping 0.00
Tax [ 000
Purchass Oroer Type Priceity Paymant Datg Rcurming TRAnEaCton Curmency Exchange Rate Total 165497
Inwentory Replenishment 0903123 o ush 1.41 o Due 165497 @
Use Tax 0.00
#  Dept ABS-MP Asgn By QB Asgn To Q8 |, Tracking Status Fultiiment Status -:}-
=

The Management tab helps you review, track, and troubleshoot the PO using the three tabs:
Overview, Purchasing, and Shipping & Receiving. See below for more detail.

r .
ade Purchase Orders B
@=3
Purchase Order: 50448 | Home Reno Store 07/25/23 opeN @
Purchase Order Details | M, 1 Motice £ Tasks 05 Emails B Docs
Overview [ Purchasing  Shipping & Receiving
— Quantity Recsved Purchasid Ordered Purchsed Reesviain
> BDEC24 BASE END DUMMY DOOR F] o2 w2 605.20 0.00 605.20 ©
- DOME QUTSIDE CORMNER MOLDING 2 o2 02 210.40 0,00 20040
1= 5830 SIMK BASE CABINET 1 o1 1 E93.92 0.00 653.52
1= WRGD WALL FILLER 1 o1 w1 14545 0.00 145.45
Sublotal 1,654.97 0.00 1,654.57
Shipping Freight 0.00 0.00
Tax 0.00 0,00 000
Tital 1,654,97 0.00 1,654.97
Purchase Order Balance 1,654.97
AP Balance 0.00
2 Payment Due 1,654.97 @
+
L o
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Overview Tab

This tab provides a summary of your PO's progress. It also holds information that can help
resolve questions, such as why a PO won't auto-close. Details about each item (e.g.
qguantities ordered, received vs purchased, plus values and amounts purchased / remaining)
are used to validate when a record can be closed. For example, if the Received column does
not show a quantity to be received, it may mean that the LICs are the wrong type (i.e.
expense LICs instead of item LICs).

You can apply payments from the Overview tab by clicking the Add icon ( g3 ) next to
Payment Due.
Purchasing Tab

The Purchasing tab displays all related purchase records. Status indicators at the end of
each row show which purchases need immediate attention.

You can create a new purchase record that is automatically linked to the current purchase
order: Click the Add icon ( g3 ) in the Purchases section.

Shipping & Receiving Tab

You can view all related shipments in the Shipping & Receiving tab. This includes shipments
to return product to the vendor. Status indicators for shipments show their delivery
progress. After a PO is opened, the next workflow step is often to receive an incoming
shipment.

You can create a new shipment record linked to the PO: Click the Add icon ( g3 ) in the
Shipments section. aACE auto-populates the shipment with information from the PO, but
you can modify it as needed.

Creating and Editing Purchase Orders

You can create new purchase orders at the Purchase Orders module. Click New, then enter
the required details (e.g. title, vendor, PO items, tax / shipping charges, etc) and other data.
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ene Purchase Orders a'
Purchase Order: 60001 Title 08/01/23 - penomc O
_I Purchase Order Details Management Motices Tasks G Emais i Docs
Vendor + | Ship To End Customer + Comments & Next Steps ATk
Vendor = B @ Vendor Reference Tip T > Biind B 9 shie Type Expected Date A
AACME Education Solutions, Inc. Complete 7 =]
Mark g
Required By 1238 Irvenicry Bin

= Hew York, NY 10001

Payment Terms Shipping Terms

Vendor dditional Info Next Step Next Step Date
- n o
Viendor = | “
Addresses | BACESOFE
QACME Building & Supplies b
Contact > @ACME Education Solutions, Inc. . c e
: Ordier Job Dept Cases  Quaniity Uit Cost Total X
Accelerated Growth Marketing - uanty
Address Title Alexis Kohn
Allen Wright
Addresss Americon Express
Andew & Son Windows & Doors
Subtotal 000 &
| Purchasing | Receiving Shipping 0.00
] Cerdor T Fr P D R T o Exchange R Tax 0% 0.00
Purchase de e Price; yment Date pcurring Transaction » TN change Rabe
r T ity Recuri Curency changs Total .00
08/01/23 =]
4 Payment Due 000 @
Use Tax 0.00
# Degt A % Asgn By AH 3 Asgn Te 0D L Tracking Status Fulfilment Status Cancel m

Most purchase orders will then follow one of these workflows:

e Print or email the PO — Click Print and select the desired option.
e Enter apayment — Click the Add ( g3 ) icon next to Payment Due to apply a cash, check,
credit card (http/aace knowledgeowl.com/help/entering-credit-card-purchases), OF Other type of payment.

Purchase orders in Pending or Open status do not affect the accounting system. This means
you can freely edit them, including changes to item quantities. When you edit an item on the
PO, we recommend adding a Note ( # ) to the record, documenting the reason for updates.
Basic details of all changes are also captured in the record log (nttp:/aaces knowledgeowl.com/help/overview-

of-record-logs).

Closing Purchase Orders

You can manually close POs using the Actions options ( ] ). aACE can also streamline your
workflows by auto-closing POs. Your system administrator can customize the validations in
Procurement Dreferences (http://aace6.knowledgeowl.com/help/procurement-preferences) which are used to

evaluate when a PO should be closed automatically.

If a PO does not close as expected, the first step is to review the Overview tab (see above)
and verify whether all LICs have been received and purchased.
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