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This guide explains using templates for purchase orders. It is intended for general users.

After you have created a purchase order template (nttps://aaces knowledgeowl.com/help/building-a-template), YOU
can build complicated or standard purchase orders quickly from the Purchase Orders
module:

1. From the Main Menu, go to Accts Payable > Purchase Orders.
2. Select New.
3. Select Actions > Build Purchase Order from Template.

‘soe@ Purchase Orders a
Purchase Order: 60060 07/06/26 = penpinG O
Purchase Order Details ‘ Notices Tasks G Emails Bl Docs @
Y
Vendor * Ship To End Customer * Comments & Next Steps Acknowledged
Vendor > ﬂ ° Vendor Reference Ship To > Blind ﬂ O Ship Type Expected Date #
aACME Education Solutions, Inc. Complete | TBD
Mark Jennings )
Required By 1238 Bmadway Inventory Bin
= New York, NY 10001
Payment Terms Shipping Terms
Description Additional Info Next Step Next Step Date
E] P =
w ¥

PO Items RFQ Management

BN code Description Order Job Dept Cases  Quantity Unit Cost Total %
Currency Conversion [0.00 @ ] Subtotal 0.00
Purchasing Receiving Shipping 0.00
Purchase Order T P Payment Dat R Transacti ¢ Exchange Rate Tax il Ly
! saction > ! E
urchase Order Type rigrity ayment Date ecurring Transaction urrency xchange Ra Total 0.00
07/06/26 B
106/ Payment Due 0.00 &
Use Tax 0.00
# Dept AU al AsqnBy AH Q| AsgnTo DI Q| Tracking Status Cancel m

4. Select the template(s) you want to use for the purchase order to move them to the
Selected Templates section:
o Select the individual record
o Select Select All to move all the the templates in the Templates section.
If you are adding multiple templates, aACE prioritizes the information in the
template listed first. For example, aACE copies the information in the Description
and Additional Notes fields from only the first template.
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Template Rec Type Transaction Title Transaction Type  Transaction Source  Status
PURCHASE ORDER ACTIVE

Rec Type Name
Purchase Order Macmillan General Textbook Restock
Purchase Order Video Shoot

Displaying 2 of 2 found Select All <« Remove Al

5. Select Save.
aACE copies the information from the selected template(s) to the new purchase order:

Purchase Orders

¥ Recorc +*
Purchase Order: 60062 General Textbook Restock 07/06/26 = rpenpinG O

& Record: 20f2 Newsds Edit# Deleted Print/ Actions N
Vendor * ShipTo | EndC
Vet > B Q verdor reerence sipTo> Template: Macmillan General Textbook Restock (60004) ACTIVE @
Macmillan Macbeth-Corridor aACME Education Solt
Bridget Simonford - Mark Jennings Purchase Order Template Details | Notices Tosks  Emailsid  Docs@
283 East 28th Street auredty 1238 Broadway
New York, NY 10018 o New York, NY 10001

Info Items

Payment Terms

Net 30 Tite e Descrption Department QuantityApply Amount

General Textbook Restock » TB-LIT120 Complete Poems of Gerard * 100 Fixed Price 2999
Description Additional Info Type Source 2 > TB-IT104 Shakespeare's Comedies * 100 Fixed Price 39.99
Bulk restock of textbooks from Macmillan. W Inventory 5 > TB-UITI0ND The Two Gentlemen of » 100 Fixed Price 1975

POItems | REQ _ shipping
Bece Description order Carrier Carrer Service
> TB-LIT120 < Complete Poems of Gerard = * FedEx FedEx Ground
2 > TBAITI04 < Shakespeare's Comedies * Shipping Terms_Ship Point
{_ > TB-LIT101b . The Two Gentlemen of Verona /= #
Q Carrier Account # Shipping Cost
Currency Conversion [$8,57300
Purchasing | Receiving 1
Purchase Order Type Priortty Payment Date  Recurring Transaction > O e S e e T
Inventory 08/05/26 I
# Dept A1 2 AsgnByAH Q) AsgnTo D) Q| Trackng Status Additional Info
*
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