aACE Software

Discovery Training: Purchase Orders

Last Modified on 10/17/2025 11:51 am EDT

This guide walks you through tasks for learning how to work with purchase orders in
aACE. It is intended for new users in the Discovery process.

Introduction

This training guide starts by exploring accounts payable and purchase orders (POs),
teaching you the basics of how transactions work in aACE.

We cover these processes first because they are generally consistent across companies and
serve as a basis for entering inventory data into your system. Don't forget to watch the
webinar that focuses on purchase order functionality (https://showme.aacesoft.net/?id=10061).

This training focuses on the Line Item Codes and Purchase Orders modules.

Line Item Codes

The Line Item Codes (LICs) module is named as such because it involves entering products
and services as line items on purchase orders and other records. Feel free to explore further
by reading more about line item codes here (https,/aaceé knowledgeowl.com/help/overview-of-line-item-codes).

Open the LICs module using the Main Menu features you learned in Discovery Training:

Basics (https://aaces.knowledgeowl.com/help/discovery-training-basics). From the Main Menu, click Inventory; then

click Line Item Codes.
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The layout of this list view is organized similar to list views you worked with previously.

Create a New Line Item Code

Your Discovery system includes sample LIC data. To practice working with aACE master

datarecords, we'll create a new LIC that is relevant to your organization. This will provide a

record that makes it easy to observe changes as aACE processes run.

1. From the Main Menu, click Inventory, and then click Line Item Codes.

This displays the LICs module.

2. Inthe LICs module header, click New.

This displays a popup menu where you can select from various LIC record types. Each

record type offers specific functionality for different business needs. For this training

guide, we'll work with an inventoried item.
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3. Click Inventoried Item.
This creates a new LIC record and puts the detail view into a mode to make changes to
the record.
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4. Enter the required information for your LIC in the fields that are shaded pink.
Leave all other fields and tabs blank — you will be looking at how aACE learns and
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gathers data based on transactions moving through the system. You can recreate an
actual product from your current inventory or invent something similar. For this
training, it should be a product that your company sells, but which does not require any

labor to produce.

LN Line Item Codes

Code: BW-12p o Blue Widget - 12 pin connection @ PENDING ()
| Inventoried Item | ¢ | Motices Tasks (5 Emals B Docs
General Info Unit Info Default Value for Order Item Addt'l Info

Type o Est Uit Cost Price MNetWt  GrossWe L W H Est Ship Cost

Electrical 0.00 0.00 0.00

Manufachurer Mir Part # HSRP 5K MOQ  Sale Case Oty LOM

0.00
Inventory Balances | Options Custom Prices Vendors Inventory Management Photos
Officn Bin O Hand Desnand Hon-Neg Avaiable Or Oreler Tetal  Last Count

If you can’t think of an item you keep in stock for sales orders, please invent data for a
widget.
A. Code — Enter an abbreviation for your LIC.
B. Description — Enter a brief summary of what the LIC is.
C. Type — Click this field and select one of the sample product groups.
5. Inthe bottom-right, click Save.
This triggers the aACE validation processes. If the required fields have acceptable data,

aACE displays an activation prompt.
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Line item Codes B

Code: BW-12p Blue Widget - 12 pin connection PENDING (1)
| Inventoried Irem Watices Tasksi  Emalsi@ Do
General Info Unit Info Default Value for Order Item Addt’l Info
Type Est: Linik Cost Price et Wt Gress W L W H Est Ship Cost s
Bledtrical 0.00 0.00 0.00
Manufacturer Mir Part # MSRP Mo Sale Casa Qty  UOM

0.00

Inventory Balances | Options  Custom Prices  Vendors  Inventory Management  Phaotos

Ofice Bin

On Hand r=iaead Non L Al it O Order Total Last Count

6. Click Activate.
You can make other changes to the LIC later.

[ ] Message

Activate this line item code?

Purchase Orders

The next step involves initiating the process to order your new LIC. By creating purchase
orders, we not only record inventory, but also lay the groundwork for the next training
guide on Sales Orders. Refer to Working with Purchase Orders

https://aace6 knowledgeowl.com/help/working-with-purchase-orders) fOr more information on POS, inCIUding an

explanation on the difference between POs and purchases.
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First Purchase Order

1. From the starting level of the Main Menu, click Accts Payable, and then click Purchase
Orders.
This displays the Purchase Orders module list view. The layout includes many of the
same features as the modules you worked with previously.

ade Purchase Orders
@ = % Oickthe search button to find records, Mewdp Edtdh Deeted  Printi@  Actions A

Purchase Orders
E w

& Pur Order Date Title Asgn By AsgnTo Vendor O Tokal Balance Req By Tracking Status Status

show All | Find My Opan & Panding Purchass Orders | Find Opan & Pending Purchass Orders | Find Opan Purchase Ordars | Find Past Dus Rateiving | Rislated Records w (}

2. Tocheck if there are any POs already in your Discovery system, you can use the Quick
Search links in the footer.
We'll practice creating a new purchase order, whether or not your system includes
other POs.

3. Inthe header, click New.
This creates a new PO record and puts the detail view into a mode to make changes on
the record. It shows the Vendor selection popup. Required fields are shaded pink.
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aoe Purchase Orders B

@=$pwsiiion  Newhk G OdenX e At |
Purchase Order: 60027 Title 06/26/23 - penoing ()

Purchase Order Details Managerme Nobices Tasks [5 Emals B Docs
Vendor + Ship To End Customer + Comments and Next Steps
Viender > B @ vendor Reference Ship To = Bind B @ SheTie  Expeced Date o
AACME Education Solutions, Inc. Complete 1
Required By 12,38I H= " 3 Trwentery Bin
= Hew York, WY 10001
Paryment Terms Shipping Terms
Vendor !diﬁuflﬂ Info Mot Step Mext Step Date
» -
Vendor » -
Addresses Use Defgilt
Ottier Job Dept Cases  Cuantity Uit Ciost Totsl 3
Address Title
Address
Subtotal o &
Purchasing | Receiving Shipping 0.00
Purchase Deder Tyvoe Pris Fayreent Qi Recurring Transaction > e Exch Rate Tax o 0.00
thase ar Type Prioriy ayrent Date - Recurring Transaction » Carency xchange Rate Tml U.I'lﬂ
06/26/23 Payment Due 0.00 @
Use Tax 0.00
o+ Dogi Al 1| AsgnBy O Y AsgnTo O | Tracking Status Fulfilment Stakus Cancal m

4. At the right side of the Vendor field, click the Searchicon ( @ ).
This displays the Companies Selector.

Purchase Orders 8

Companies

B name
atCEsoft
Accelerated Growth Marketing
American Express
Andew B Son Windows & Doors
Aperture Technologies
Art Supplies, Inc.
Blue Water Fountain Manufacturing, Ltd.
China Brushweorles International
Custom Aotestaries Unlimited
D Windows B Solar
Electric Utiity Co
FedEx
Giobal Standard
Hewlett Packard
Home Reno Store
Inchsstrial Supply Inc
John Pearson Electrical
LeamWiright Inc.
LowPrice Home Improvement
Macmillan Macbeth-Corridor

Maintenance & Repair Supplier
Displaying 36 of 38 found

5. Use the Quick Search bar (nttps://aaces knowledgeowl.com/help/using-the-quick-search-bar) tO locate the vendor
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company you created as part of the previous learning guide.
6. Click the vendor name in the Companies list.
This transfers the company to the Selected Companies list.

Purchase Orders 8

Companies

n Mame
anCEsoft
aACME Education Solutions, Inc.
Accelerated Grawth Marketing
Alexis Kohn
Allen Wright
American Express
Annamac Meadows Publishing
Art Supplies, Inc.
Badfiord Bark and Trust
Beskehine Magnet High Schoal
Brian Voll
Brightside Charter School
Caitlin Nascher
Centerville High School
Chadwick High School
Chestrut Ridge Middle School
China Brushworks International
Chigholm High School
Cognitis
Covered Bridge High School

Denise James
Displaying 100 of 143 found

2000000000CCOOCRROCOOORTY
,

]

g
.
z

7. Click Save.
This returns you to the PO record with information from the selected vendor autofilling
the address, payment terms, etc.

8. Inthe PO Items section, click the Search icon ( m ).
This displays the LICs selector.
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Purchase Orders B

PrefWendor . RecType  Inwiry Om Mand

Line Therm Code

SE-B-GA Goat hair bambos brush size 4
SE-B-H 1/2" Hake Brush

SE-B-R1 Rabbit hair bamboa brush size 1
SE-B-WBZ White bristle bamboo brush size 2
TRV-AIR Aifare

TRV-CAR Car Rental

TRV-MEAL Meals and Entertainment
PEN-SPF Hanarific Pen Gift Set - Sallor Pro Fountain Pen
JOB-VP Video Production

L-ASMBLY Assernbly

L-DEV Cumriculum Development

L-ENG Engineering

L-MKTNG Marketing

L-PD Package Design

L-PM Project Management

L-PRD Praduction Labor

L-QA Cality Assurance

L-SALES Sales

L-5HIP Packing and Shipping

L-SRY Orsite Service

L-WH Warnchouse Labor
Displaying 100 of 431 fund

FEREERRERREESS{IqIIEL

9. Use the Quick Search bar to locate the LIC you created earlier, searching for the Code
or the Description.

Purchase Orders 8

PrefVendor ©. RecType  Inwiry On Hand

Line Therm Code
506 15A120V MAN RESET SW
5227-0001 EXPLO-PRF HANDLAMP
53200015 POWER ACCESSORY
5320-4004 LENS RETAINING RNG
5325-4010 FLOOD LIGHT W/TFMR
5329-4012 12V FLOOD W/CORD
5330-0411 4W FLUOR HANDLAMP
53310007 TAMP HR BATT ASSY
5331-0035 SCRATCH GUARD
5351-0213 12/3 CORDSET100FT
5995-GH FULLY INS HANDUAMP
503 1/2 CORR FIXT W/GLB
610 BASE & SOCKET FORG00
640-FL22 22W FLUOR LIGHT
7000-G38 PAR HANDLAMP
7050-RIG HNDLAMPW/S0FT CORD
8133 CAGEBHOOKF{7001 SERIES
910001 SPOT SCR TERM TGL SW
9232 GRNDG CLAMP FORT000-S
BW-12p | Blue Widget - 12 pin connection
Electrical CUST-LGHT Custorn Light Fiture

Displaying 80 of 60 found

10. Click the LIC name in the Line Item Codes list.

Powered by aACE | 9



aACE Software

This transfers the LIC to the Selected Line Item Codes list.

Purchase Orders 8

Selected Line Item Codes
Line Them Code Lire: Item Code
506 15A120V MAN RESET SW BW-12p | Blue Widget - 12 pin connection
52270001 EXPLO-PRF HANDLAMP

5320-0015 POWER ACCESSORY
53259-4004 LENS RETAINING RNG
5329-4010 FLOOD LIGHT W/TFMR
5329-4012 12V FLOOD W/CORD

53300411 4W FLUOR HANDLAMP
53310007 7AMP HR BATT ASSY

53310035 SCRATCH GUARD

5351-0213 12/3 CORDSET100FT

5995-GH FULLY INS HANDLAMP

603 1/2 CORR FIXT W/GLB

610 BASE & SOCKET FORS00

640-FL22 22 FLUOR LIGHT

7000-G38 PAR HANDLAMP

F050-RIG HNDLAMPW/SOFT CORD

8133 CAGESHOOKF/7001 SERIES

910001 SPOT SCR TERM TGL SW

9232 GRNDG CLAMP FORT000-5
CUST-LGHT Custorn Light Fixture

OSL-ELEC Outsourced Electric Subcontracting

Displaying 80 of 60 found

11. Click Save.
This returns you to the PO record with information from the selected LIC autofilling
various fields.

eoe Purchase Orders [*]
Purchase Order: 60027 Aperture Technologies 06/26/23 = eenome O
_I Purchase Order Details | Managerment Nobices Tasks 5 Emals B Docs
Vendor + | ShipTo End Customer + Comments and Next Steps
Vender > B 9 vendor Reference Ship To > mand| | B @ SheTice  Expected Date o
Aperture Technologies AACME Education Solutions, Inc. Comglete T =
Nick Sullivan Mark Jennings
284 Tth Avenue Suite 801 Regquired By 1238 Broad Irveantory Bin
hew York, NY 10015 = Hew York, WY 10001 L
Paryment Terms Shipping Terms
et 30
Description Additional Infio Mot Step Mext Step Date
s s =

| POItems | RFQ Management

Code Desscrighion Dinder Job Dept Cases  Quankity Ukt Cost Total M
> BW-12p . Blue Widget - 12 pin connection | = 4 Al ] 0.00 000 A °
Subtotal o &
| Purchasing | Receiving Shigping 0.00
Purchase Order Type Prics Fayreent Qi Recurring T o > T Exch Rabe Tax o 0.00
Purchase ar Type Priority et Date - Recurring Transaction » LITENCY xchange Rate TU‘BI ﬂ.l'lﬂ
07/26/23 usp 1 e o @
LUse Tax 0,00
o Dept A ", Asgn By 0J ", AsgnTo 09 | Tracking Stabus Fulfiliment Stadus Cangal Save
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12. Change the Quantity to ten and the Est Unit Cost to a plausible cost.
This will update the total values for the line and for the entire PO.

a0e Purchase Orders B
Purchase Order: 60027 Aperture Technologies 06/26/23 - eenoinG O
_I Purchase Order Details Managemen hotices Tasks [ Emals i Docs &
Vendor * Ship Ta End Customer * Comments and Next Steps
Visnder > B 9 vendor Reference Ship Ta > Beind 0 9 shoType Expectesd Date 4
Aperture Technologies AACME Education Solutions, Inc. Complete 1 o
Hick Sulliven Mark Jennings i
284 Tth Avenue Suite 801 Required By 1238 Broadway Irwventory Bin
New York, NY 10015 =] Hew York, NY 10001
Payment Tams Shipping Terms
Met 30
Description Additional Info Next Step Next Step Date
s s =

| POItems | RFQ Management

Code Deseription Order Job Dept Total M
> EW-12p . Blue Widget - 12 pin connection = o ] L Al 321.00 & °
Subtotal 321.00
Purchasing | Receiving Shipping 0.00
Purchass Dedar Type Pricety Farymant Datn Recurring Trangaction » QumEnCy Exchanga Rate Ta % 0.00
ta gt Ty r " a___ Racuring Trangacton L change A3 Total 27100
072623 usn 1 " Duoe 00 @
Lise Tax 0.00
# D Al L Asgn By D9 3, Asgn To 0D 1 Tracking Status Fulfilimesnt Stanus

13. Click Save.

This triggers the validation processes. If the required fields have acceptable data, aACE
displays a prompt to open the PO.

[ ] Message

Open this purchase order?

Note: If aACE does not prompt you to open the PO, you can click the Actions icon ( )
in the header and select “Open PO”. This will re-run the validations and display a
prompt noting changes that need to be made on the record for it to open. You may need
to resize the popup window to ensure you can view all the information.

14. Click Open to open the PO.
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L N ] Purchase Orders B
Purchase Order: 60027 | Aperture Technologies 06/26/23
_I Purchase Order Details | Management Nobices Tasks [5 Emalls B4 Docs &
Vendor + | ShipTo End Customer + [ comments and Next Steps
Vender > B 9 vendor Reference Ship To > mind[ | & @ ShpType  Expected Date #
Aperture Technologies BACME Education Salutions, Inc. Comglete T [=
Nick Sullivan Mark Jeninings
284 Tth Avenue Suite 801 Regquired By 1238 Broach Irveantory Bin
INew York, NY 10015 ew York, NY 10001
Peyment Terms Shipping Terms
et 30
Description Additional Infio Mot Step Mext Step Date

| POItems | RFQ Management

Code Description Ot Job Dept Cases  Cuantity Uit Ciost Total

I BW-12p Blue Widget - 12 pin connection Ed L} 10 3210 200 A
Sulbtotal 32100
| Purchasing | Receiving Shipping 0.00
- Tax: ] 000
Purchase Order Type Pricrity Fanyeaent Dade Recurring Transaction » Curency Exchange Rabe Total 321.00

072523 = g Payment Due 32100 @

LUse Tax 0,00

& Degt Al Asgn By DI &sgn Te O 1, Tracking Status Fulfliment Stakus. .:[.

Additional Info about POs

Another helpful tool for working with POs is the Management tab. This tab gives you a
summary of a POs progress, as shown in the quantities received and purchased. It also
provides easy access for creating related shipment records and purchases.

Powered by aACE | 12
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[ ] Purchase Orders 8

®
@ = & Record: 100018

Purchase Order: 60028 | Aperture Technologies 06/26/23 oPeN @

Purchase Order Details | Management Hotices Tasks G Emals i Docs i

Overview | Purchasing Shipping & Recaiving

Code Description Cruaniity Oirdered Purchased Rernain
- BW-12p [Blue Widget - 12 pin connection 10 321.00 0.00 32100 ©

Sublotal 321.00 000 321.00
Shipping Freight 0.00 0.00 0o
Tax 0.00 0.00 0o
Total 321.00 0.00 321.00
Purchase Onder Balance 321.00
AP Balance 0.00

3 reyment Due 210 @

ol o

Second Purchase Order

At this point, aACE has gathered some information to use in automating your workflow.
Create a second PO to see this in action.

1. Inthe Purchase Orders module header, click New.
This creates a new PO record and puts the detail view into edit mode.

2. For the vendor on the second PO, begin typing the first few letters of the company you
picked for the first PO.
This triggers aACE's type-ahead feature and it helps you fill in the vendor name.

Powered by aACE | 13
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L N ] Purchase Orders
Purchase Order: 60028 Title 06/26/23 = eenoine O
Purchase Order Details | Managerment Notices ) Tasks [5 Emalls B4 Docs &
Vendor + | ShipTo | End Customer + Comments and Next Steps
Mender > B @ vendor Reference Ship To = Bind[ | & @ ShpType  Expected Date #
AACME Education Solutions, Inc. Complete  THI a
Regquired By 1238 Broach Irvventory Bin
= Hew York, WY 10001
Peyment Terms Shipping Terms
Vendor !liiiutlll Info Mot Step Mext Step Date
» -
Vendor > |npu'u.re echnologies = -
Addresses Use Default
Contact > Oirtler b Dept Cases  Cusntity Uit Coost Totsl ¥
Address Title -
Address
Subtotal 000 B
| Purchasing | Receiving Shigping 0.00
Purchase Deder Type Pr PFanvment [k Recurring T . Cumenc B " Tam % 0,00
Purchase ar Type iy ayrent Date — pourring Transaction » LTRTEY xchange Rate TU‘BI U.M
06/26/23 ] Payment Dua ool @
Use Tax 0.00
A& Dept AI o, Asgn By DO 0 AsgnTo O 0, Tracking Stabs Fulfilment Status Cancal Save

3. Press Enter.

This prompts aACE to accept the selected vendor name and again retrieve the contact

data to populate the address fields.
4. Inthe PO Items section, click the Code field.

This displays a dropdown list of LICs recently used on POs for this vendor. It includes

the LIC you created and used on the first PO.

Powered by aACE | 14
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ade Purchase Orders 2]
Purchase Order: 6002 Aperture Technologies 06/26/23 = penoinG O
| Purchase Order Details | Management Motces @ Tessl  Emasl Docd
Vendor . + ShipTo | End Customer + Comments and Next Steps
Vender > B 9 vendor Reference Ship To > pind[ | B @ StipType  Expected Date #
Aperture Technologies BACME Education Solutions, Inc. Comglete o
MNick Sullivan Mark Jernings
284 Tth Avenue Suite 801 Regquired By 1238 Broadh Irvemntory Bin
Hew York, NY 10015 = Wew York, NY 10001
Peyment Terms Shipping Terms
Net 30
Description Additional Infio Next Step Mext Step Date
s s =

| POItems | RFQ Management

EY code Descrpton Ontér b Dt Cases  Chusnlity Uit Coost Total 3
Efi-12p Blue Widget - 1Z pin connection
TBLT-7C Student Tablet, 7" Case
TOLT-& Student Toblet, 8% Screen
TBLT-8C Student Tablet, 8" Case
TELT-3 Student Tablet, 9" Screen
TELT-9C Student Tablet, 9" Case
TECH-8@1 Electronic Whiteboard, Freestanding .
Subtotal 000 @
| Purchasing | Receiving Shipping 0.00
. Oedar T Fr Fan D R T [+ Exchange R by o5 .00
Purcha g+ 4 Prieeit YT q L it > L 3 Cha ate
seFas oar Type iy rent Date prurring Transaction JTRNCY xchange Ra TU‘BI ﬂ.bﬂ
07/26/23 1 usp 1 : Dun 0 @
Use Tax 0.00
A& Degt AI L Asgn By DO o AsgnTo O 0, Tracking Stabus Fulfilment Status Cancal Save

Note: FileMaker sometimes quickly shifts focus when you click in a field. This can cause
adropdown list to be hidden again. With the cursor in that field, you can display the
dropdown list again by pressing the ESC key.

5. Select the LIC you created.
This triggers aACE to autofill information from the LIC record. Note that the Unit Cost
is automatically populated with the amount you entered previously.
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‘ane Purchase Orders
Actiong 3
Purchase Order: 60028 Aperture Technologies 06/26/23 = eenome O
J Purchase Order Details | Management Notices ) Tasks [5 Emalls B4 Docs &
Vendor + | Ship To End Customer + Comments and Next Steps
Vender > B 9 vendor Reference Ship To > mind| | 1 @ ShoTiee  Expected Date o
Aperiure Technoiogies AACME Education Solutions, Inc. Complete TGO o
m?&h‘:lﬂ\h‘:‘lmmml Ruquired By m Broad Irvventory Bin
INew York, NY 10015 =| Wew York, NY 10001 =1
Peyment Terms Shipping Terms
Net 30
Description Additional Infio Mot Step Mext Step Date
" s =
| PoItems | RFQ Management /——\
Code Descrpton Oirtler b Dt Cases  Cusntity Uit Coost Totsl ¥
> BW-12p 1| Blue Widget - 12 pin connection | = oAl ] 32.10 000 A "
Subtotal 000 B
| Purchasing | Receiving Shipping 0.00
N Tax 0% 0.00
Purchase Order Type Priarity Fayreent Dt Recurring Transaction » Curency Exchange Rabe Total 0.00
07/26/23 = usn 1 " Due 000 @
Use Tax 0.00
# Dept Al o, AsgnBy D7 o AsgnTe OO 0, Tracking Stabus Fulfiiment Status Cancal i
.
6. Change the Quantity to ten.
This updates the totals.
e0e Purchase Orders
Actiong 3
Purchase Order: 60028 Aperture Technologies 06/26/23 = eenoine O
_I Purchase Order Details | Management hotices ) Tasks B Emals il Docs
Vendor * | Ship Ta End Customer Es Comments and Next Steps
Nndr > B 9 vendor Reference Ship Tar > mnd[ | ) @ ShpType  Expectsd Date
Aparture Technologies AACME Education Solutions, Inc. Complete  THD =
NekSdban TS Mark eorings ro—r
New York, NY 10015 [=| New York, NY 10001 q
Peyment Terme Shigping Terms
Net 30
Description Additional Info Hext Step Mext Step Date
& & o
| POItems | RFQ Management /f——\
Code Desscription irder Job Diept Casfs  Quantity Uit Cost Tetal X
> EW-12p . Blee Widget - 12 pin connection = o4 oAl i 3210 32100 A °
=1
Subtotal 32100 @
| Purchasing | Receiving Shipping 0.00
N Tax % 0.00
Purchass Dedar Type Priceity Farymeant Date Racurring Transaction CLmBnCy Exchanga Rate Total 321.00
OFy26/23 1 usn 1 " boe 000 @
LUse Tax 0.00
# Dep Al o AsgnBy O o AsgnTo O 0 Tracking Stabus Futfilment Stakus Cancal

7. Click Save.
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This triggers the validation processes.
8. When you see the confirmation dialog, click Open.

[ ] Message

Open this purchase order?

Your open purchase order should look similar to the purchase order example below:

ane Purchase Orders -]
Q@ = & Record: 120012 Newdp Edit# Deieted Printid  Actions A
Purchase Order: 60028 | Aperture Technologies 06/26/23 oPeN @
_I Purchase Order Details Management Hotices Tasks G Emals i Docs i
Vendor + | Ship To End Customer + ) Comments and Next Steps
Vendar > B 9 vendor Reference Sip To = mind| | () @ ShioType  Espected Date o
Aperture Technologies aACME Education Solutions, Inc. Complete 7 o
Hick Sullivan Mark Jennings )
284 Tth Avenue Suite B01 Raqisired By 1278 By ’ Irvmntory Bin
Mew York, NY 10015 Hew York, NY 10001
Payment Terms Shipging Terms
et 30
Description Additional Infio Nzt Step Mt Step Date

| POItems | RFQ Management

Code Deserptoen Cirtler Job Dept Cases  Cuasnbity Uinit Cost Total

L > BEW-12p Blue Widget - 12 pin connection -+ Al 10 3210 321.00 A °
Subtotal 32100
| Purchasing | Raceiving Shipping 0.00
Purchase Oeder Type Pri Fayment Dak Recurring Tr on 3 Currens Exchange Rate Tax o 0.00
Purchass cer Type Priceity yreent Date - Recurring Transaction » Carrency xchange Rate Tml Jn.w

0712623 L5 H Payment Due 12100 @

LUse Tax 000

# Dopt A Asgn By DJ AsgnTe OJ |, Tracking Status Fulfilment Stakus e ]

As you open additional purchase orders with other LICs, aACE will continue to create
relationships between those LICs and the vendors you purchase them from.

Incoming Shipments
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Now that you've successfully placed an order with your vendor, let's fast forward to the
stage when the shipment has reached your facilities. You'll need to receive the shipment
into your inventory.

1. From the Main Menu, click Order Management, then click Shipping Log.
This displays the Shipping Log module's list view, showing shipments from sample data
that are Pending or otherwise in transit. This list view matches the general layout of
other modules you've worked with.

aoe Shipping Log N -]
o i

MNewdp Edt g Deete ) Printid

Shipments
8-
& Shipment Date Tithe Asgm Ta Company Carrier Service Tracking & Cost Tracking Status Stabus
> 50561 1270821 Transfer; Education Elte X 0.00 In Transit SHIPPED C E
= G080 020823 Transfer; Education Eire x .00 In Transit SHIPPED 3 A =
> 50908 D&r21/23 Regina County Area Schiool District KH Regina County Area  FedEx Ground 000 Ready to Fick PENDING [
List Totals 0.00

Show All | Find My Panding Shipmants |~ Find Panding Shipmants | Constrain to Outgoing | Congtrain to Incoming mong Finds v | Relsted Reconds v (}

Note: Status indicators (https://aaceé.knowledgeowl.com/help/overview-of-record-status-levels) hlghllght different

details in different modules. In the Shipping Log, Pending records show a yellow
indicator. This status also applies to internal inventory transfers

(https://aace6 knowledgeowl.com/help/making-inventory-transfers) and transfer shipments that have been

shipped from one of your locations, but have not been received yet in the other
location.

2. Inthe header, click New.
This displays a dropdown list showing the types of shipments you can work with.
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Shipping Log

Shipments ==
Transfer E
b4
& Shipment Date Titke Asgn Ta  Company Carrier Service Tracking & Cost Trackimg Status Status
> 50561 1270821 Trangfer; Education Eite X 000 In Transit SHIPPED C N -
= 50820 0270623 Transfer; Education Elte ) = 0.00 In Transit SHIPPED '3 N o=
= GOS08 06721123 Regina County Area School District K4 Aeging County Area  FedEx Ground 0.00 Ready to Pick PENDING e~ -
List Totals 000
Show All | Find My Pending Shipmenis  Find Pending Shipments | Cansirain to Ouigoing | Constrain b Incoening Mare Finds w | Relsied Records w &

3. Click Incoming.
This creates a new shipment record and puts the detail view into a mode for you to
make changes on the record. The Ship From selection popup is displayed and other
required fields are highlighted pink.

Shipping Log a

Shipment: 60049 6/26/2023

-
PENDING ()
Incoming Shipment Hotices Tasks B Emals Docs
Ship From * Shipment Info Purchased Description
Ship Fram > B 9 shigment Type Carrier Carrier Service hctbunt #
Incomming
Ship T r T (PRI, P ¥ D
& -
Declared Valse Wieightt L W H Shiping Corst Package Type Package IDs
0.00 0 0.00
Ship From
Order Punchass Order Bxp Oty B Quaantity Wesght Bin O Raf #{q) W
Use Dafaidt
Adidres:
Addres
c]

# Dopt Al-Shipping U Asgn To KH L Tracking Status

4. For the Ship From Company, type the first few letters of the company you picked for
the first PO.
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This triggers aACE's type-ahead feature to help you fill in the vendor name. Selecting
this vendor prompts aACE to display the Purchase Order selector. This is because there
are multiple POs for this vendor that are Open. aACE needs us to confirm which PO
items are included in this shipment.

Shipping Log 2]

5. Inthe Purchase Orders list, click the first of the POs you created.
This moves the PO record to the Selected Purchase Orders list.

Shipping Log -]

Date Tee
06/15/23  Aperture Technologies
06/26/23  Aperture Technologies
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Note: If both shipments arrived at one time, you could include both POs in a single
shipment. It is always best to record information in aACE that matches the real
situation. This makes it easier for you to track progress and to audit your system later.
. Click Save.

This autofills the vendor address and enters the LICs from the PO into the Packing List
section. Because shipments sometimes do not include the full, ordered quantity, aACE
leaves the Quantity field at zero.

aoe Shipping Log -]

Shipment: 60049 Aperture Technologies 6/26/2023 PENDING ()

Incoming Shipment Notices Tasks [ Emals B Doscs

Ship From + Shipment Info Purchased Description

Aperture Technologies Incorming
Mick Sullivan § § .
284 Tth Avenue Suite 801 — —_— = —

Mew York, NY 10015 &

Packing List
".'.. L LR Lnoe Funchng
BW-12p Blue Widget - 12 pin connection = - 60027

#  Daept AL-Shipping Asgn To KH Y Tracking St Cancal m

7. Next to the line's Expected Quantity, click the Quantity Transfer icon ( 3 ).

This moves the number in that column to the Quantity field. If there are multiple LICs in
a shipment, you can transfer all quantities by clicking the Quantity Transfer icon next to
the column title. You can also manually enter a number in the Quantity field.
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Shipping Log

[*]
= ¢ = Actions 3
Shipment: 60049 Aperture Technologies 6/26/2023 PENDING ()
Incoming Shipment | Notices Tasks G Emais 4 Docs
Ship From o+ Shipment Info Purchased Description
Ship From > B 9 Shigenent Type Carrier Carrier Service Aceount #
Aperture Technologies Incarning
Hick Sullivar Ship Terws  Ship Peint Carrier Tracking (PRO) # Packing List # plvery D
2684 Tth Avenue Suite 801 - z = = 1 —
New Yok, NY 10015 &
Declared Valoe eight L ¥ H Shipping Cost Package Type Fackage [
0.00 L] 0.00
Packing List
Code escription Order Purchase O Wieight Bin O Rt #(s) A
BW-12p Blue Widget - 12 pin connection =~ = # - 60027 0 C-AI L ok X
[ 0@
# Dot Al-Shipping T AsgnTo KH \ Tracking Status Cancal m

8. Click Save.
aACE runs validations on the shipment record.

9. At the confirmation dialog, mark the shipment as received by clicking Yes.
@

Message

Mark this shipment as received?

Mot Yet Yes

After you have marked the shipment as Received, this update is reflected on the detail view.
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Record: 10 of 10

Mewde Edit® Deleted Prntid Actons
Shipment: 60049 | Aperture Technologies 06/26/23

Incoming Shipment

RECEIVED

Hotices Tasks B Emails & Docs &

Ship From +
S From > ﬁ 9 Shipment Type

Aperture Technologies Incoming

ick Sullivan § I - P N -
384 Tth Avenue Suite BI1 Ship Terms  Ship Paint Carrier Tracking (PRO) & Packing List #
Hew York, NY 10015

Shipment Info Punchased Description

Carrier Carrier Service: Acrount ¥

Declared Valoe Weght L

Packing List

BW-12p Blue Widget - 12 pin connection + - 60027

0 o

A  Dept Al-Shipping Asgn To KH Y Tracking Status

Purchases

After you have received the product on your PO, you can process a vendor invoice by
creating and posting a purchase. Read more about working with purchases

(https://aaceé.knowledgeowl.com/help/working-with-purchases).

1. From the Main Menu, click Accts Payable, then click Purchases.

This displays the Purchases module list view, showing any existing Open purchase
records that are assigned to you.

2. Inthe header, click New.
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ade Purchases ‘ B

Mewdp Edtd# Deeted Printm Actsons 3

B Purchase Date Tithe PO Asgn To Wendor O Inw & Inw Date Total Balance PmntExp  Tracking Status Status

> 50434 O5)04/23  MSC Industrisl Direct 50419 0] Industsial B4036 05/01/23 952,35 95235 0531723 cPeN @A -
> 5435 QS)01/23  Home Depot 50420 o Home Reno 23231 osp1/23 .18 IS 053123 e @A -
> 50436 05/01/23  Kohler 0421 o Sink Parts USh 26369 050123 57704 STT.14 0531723 wen A -
> 537 Q5/04/23  Home Dopot 50424 o Homa Rena 12379 0501123 60,00 60.00 05/31/23 oen @S -
> 5438 05/04/23  Heme Depot 50426 2] Home Reno 676779 05/01/23 792,00 70200 05/31723 T
> SH39 05/04/23  VELUX so427 5] Dehuxe Windows B89 0501/23 35,35151 3535151 05/31/23 oren @A -
> 50440 a5/01/23  Lowes 50428 o Lowkrice Home 67145 os01/23 5140 5140 0531723 oen @A -
> 50441 05/12/23  MSC - Inventory 50404 o Industrial 7583 05012723 7,692.99 7,692.99 06/11/23 oeen @ -
= 50442 05/1%23  Grainger - nvankoey 50405 o Maintenance & 95 0519/23 7,671.80 767180 06/18/23 een @ -
> 50443 05/1%/23  Kohler - Inventory SO0406 2] Sink Pars USA 15437 05/19/23 21,323.23 21,323.23 06/18/23 ceen @A -
> 5044 O5/25/23  Jure 2023 Rent =] Office Mace L) 52523 10,000.00 10,000.00 D6/24/23 cPEN @A -
> S48 06/09/23  Home Dipot 047 3] HomeReno 1644313 Ogj08/23 I86,899.50 38589950 OF/09/23 oren @A -
ihansis O6HZ)  Home Depot 0422 o Home Rena  DSALIL 060923 8,321.50 932190 07/05/23 oren @A -
> 5450 06/09/23  Homa Dapot 50423 o Homa Rana 1646461  D6/09/23 1,268.36 126836 07/09/23 oeen @A -
> 5455 06/27/23  Hume Rend Store 50429 0] Home Rend 1644313 06/27/23 0.00 0.00 OF/27/23 penpiNG () & -
> 50456 06/25/23  July 3023 Rent =] Office Mace LY 612523 10,000.00 10,000.00 O7/25/23 cPEN @A -
List Tatals 451,295.36  491,295.36

Show All | Find My Open & Panding Purchases | Find Opan & Pending Purchases | Find Open Purchases | Find Past Due Purchases | Related Records v f e

This creates a new purchase record and puts the detail view into a mode for you to
make changes on the record. The Vendor selection popup is displayed and other
required fields are highlighted pink.

LN Purchases 2]
Purchase: 60021 Title 06/26/23 = eenoing O
Purchase Details Hotices ) Tasksli  Emabksil Do
Vendor - Description ) Payment C ts
Minder > D Verdor v # Irw Dt
& =
Payment Terms  Pur Ceder >
Additional Info
Payment Due Pmint Expected
Wendor
Company = Q Purchase Order Job Departmaent Cuartity Unit Cost Totad +Freight M
Addresses =
Contact >
Address Title
Address T -
Subitatal 0.00 o @
Fresght 0.00 ———!
Shipping Exp 0.00
Tax % 0.00
Total 0.00
Lse Tax 0.00
# Dept A L AsgnTo DD 1 Tracking Status Rbcur Trarsation > X Cancal m

3. Type the name of the vendor you received the shipment from.
This prompts aACE to display a dialog that asks if you want to select an existing PO to
use for building the purchase. This requires saving the record in its current state. Since

Powered by aACE | 24



aACE Software

the only change made this far was assigning the vendor, saving the record now is fine.

[ ] Message

Would you like to build this purchase from purchase orders of
your choosing?

This action requires that this purchase be saved prior to proceeding. This
means that continuing with this process will not allow you to undo any

changes that you have already made during this edit session. Would you
like to save your current changes and continue?

4. Click Save.
This prompts aACE to display the Purchase Order selector again.

Purchases B

Selected Purchase Orders

PO L

Displaying 15 of 15 found

5. Inthe Purchase Orders list, click the first PO you created.
This moves the record to the Selected Purchase Orders list.

Powered by aACE | 25



aACE Software

Purchases

Selected Purchase Orders

2o Trie

50027 Aperture Technologies

Displaying 15 of 15 found

6. Click Save.

This displays the purchase record again with details from the PO autofilled. Other
required fields are highlighted pink.

[ N ] Purchases B
Purchase: 60021 Aperture Technologies 06/26/23 = eenoing O
_I Purchase Details Hotices Tasks B Emals i Dacs
Vendor Description Payment C ts
Mender >
Aperture Technologies
Nick Sullivan
284 Tth Avenue Suite 801 -
N NY 10015 Additional Info
Payment Due Prnt Experted
Purchase Items
Code GL Acct Description Purchase Order Job Departmant Cuaritity Uit Coest Tk +Froight X
* BW-12p 1301 Blue Widget - 12 pin connection = = 60027 Al 10 3210 321.00 0.00 X
Sulitatal 321.00 o @
Freaght 0.00
Shipping Exp 0.00
Tax % 0.00
Total 321.00
Lse Tax 0.00
# Dept A L AsgnTo DD 1 Tracking Status Rscur Trarsatin Cangal m

7. Enter any number in the Vendor Invoice # field.

Note: When you go-live with aACE, you will need to enter accurate vendor invoice
numbers.
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8. Click the calendar icon in the Invoice Date field, then select today's date.
9. Click Save.
10. When you see the confirmation dialog, click Open.
The record is opened and ready for a team member to create a disbursement and pay
the purchase (nttps://aaces knowledgeowl.com/help/paying-a-vendor).

L N ] Purchases B
D E § Record 230123 Mewdp Edit# Deeted Privtid  Actions A
Purchase: 60021 | Aperture Technologies 06/26/23 oreN @
Purchase Details L Motices Tasks G Emals Dacs &
Vendor + Description ) Payment Comments
Visnder > Q Vender I Irw Dt
Aperture Technologies 123456 & 06/26/23
Nick Sullivan ment Tarms Fex
284 Tth Avenue Suite 801 WO Terms _ Pur Order > »
Mew York, NY 10015 Net 30 60027 Additional Info
Payment Bue Pranit Expected
07/26(23 072623 T
Purchase Items
Code GLAct  Description Purchase Order ¥ib Department Quantity Unit Cost ota Froight
= BW-12p 1301 Blue Widget - 12 pin connection - 0027 Al 10 3210 321.00 0.00 A ~
Subtotal 321.00 0.00
Disbursements Adjustments Refunds Fr?gm 0.00
Shipsging Exp 0.00
Cisbursemert Date Mema T ™ 350
Tatal 321.00
Balance 321.00 100%
Sugg Disc 0.00
Use Tax 0.00
# Dept A Asgn To 0d 1 Tracking Stats Rscur Trarsstion ﬂ-

Connections Between Records

When a purchase record is opened, aACE updates the related records. For example, it links
the vendor on the PO to the LICs on the PO. To see these changes, you can open the LIC
record directly from the Purchase Items list:

Click the go-to arrow (>) for the LIC. This displays the detail view of that product. The links
to vendors are included in the Vendors tab. The tab label shows a number noting how many
vendors are linked to the LIC.

Click the Vendors tab to see the details:
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‘'soe Line ltem Codes 8
3 Mewdp Edit# Deeted Prist/d  Actions A
Code: BW-12p | Blue Widget - 12 pin connection AcTivE @
Inventoried Item | Setup 1 Notice Tashs[i  Emalsi@ Do
General Info ) Unit Info Default Value for Order Item Addt'l Info
Type Est Uit Cost Price Net'Wt  Gross We L w H [t Ship Cost
Hlectrical 32.10 0.00 0.00
Manulacturer Mir Fart # MHERP 5K L2l Sai Case Oy LIOM
0.00 Each
Inventooy-8 Dptions Custom Prices | Vendors (1) | Inventory Management Photos
Wersdor Preferred  Product Code Description MOg Urit Cost VD5 Lead Time
> Aperture Technologies {50035) o + ErALIRTY a -
Purchase Order Items for BW-12p
PO Date Ty Wendor Description [*3] Linit Canst Total Status
> 60028 06/26/2023 Aperture Technalogies Blue Widget - 12 pin connection 10 3210 w0 @ -
= G007 D6/26/2023 Aperture Technologies Blue Widget - 12 pin connection 1] 3210 32100
* o)

This view includes two portals. The upper portal shows the vendors linked to this LIC. The
lower portal shows existing POs that include this LIC. The two POs you created are listed
here. One PO is still Open and the other Closed.

Test Your Understanding

After working through the tasks in this training guide, use this online exam to see how well

you understand these aACE features: Purchase Orders Discovery Training Quiz
(https://elearning.easygenerator.com/13aee809-77dc-458¢c-a896-ea9261bf1560b/)

Next Guide

Discovery Training: Sales Orders https://aaceé.knowledgeowl.com/help/discovery-training-sales-orders)
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