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[bookmark: 1097812]
[bookmark: 1096054]This section explains how to enter information about your purchases. You record a purchase by entering the supplier details, status of the purchase (quoted or ordered) and details of the purchased items (products) or services. This section also explains how to pay your suppliers and deal with a supplier who owes you money (settling a supplier debit) and how to monitor your entire purchasing activity with a variety of reports. 

Setup
Setup Purchasing 



Setup: Purchase Pricing
· Go to Purchasing  Setup  Purchase Pricing. The Purchase Pricing window appears. 
· Click the + button on the top right of the page to add new Price.
· Select Item from the drop down list.
· Select Supplier from the drop down list.
· Enter current price. It depends on your goods market value.
· Select Start Effective Date and End Effective Date.
· Click Save button to save.
Edit & Delete Purchase Pricing
· To edit, click the link of selected Item Code that you want to edit. The Edit dialog box will appear, click Continue to edit. You will be directed to the page where you can edit the information.
· Once completed, click Update button.
· To delete, identify the Item Code that you want to delete and click Delete button (image) in the Action column at the same row of the selected list. The Delete dialog box will appear, click Delete button











	























Setup: Suppliers
Note that, you need to setup or create the suppliers’ details before you can perform any transaction under the Purchasing menu. 
· Go to Purchasing  Setup  Suppliers List. The Supplier Master List window appears.
· Click the + button on the top right of the page to Add New Supplier.
· Enter your Supplier Code, Supplier Company No. and Supplier Name.
· If your company is GST registered, enter the GST Registration No. If your company is non-GST registered, just leave it blank.
· Enter the address, contact and others information.
· Once completed, click Submit button to save.

Edit & Delete Supplier List
· To edit, click the selected Company No. that you want to edit. The Edit dialog box will appear. You will be directed to the page where you can edit the information. Then, click Submit button to save.
· To delete, identify the Company No. that you want to delete and click Delete button (image) at the same row of the selected list. The Delete dialog box will appear, click Delete button.  
· You also can set the existing supplier (Ship To)

Setup: Unit of Measures (UOM)
· Go to Purchasing  Setup  Unit of Measures. The Unit of Measures List window appears.
· Click the + button on the top right of the page to add new Unit of Measures.
· Enter the Code and Description.
· Click the Save button to save.

Delete Unit of Measures List
· To delete the existing UOM, click Delete button (image) in the Action field situated at the same row of the selected list. The Delete dialog box will appear, click Delete to delete the row.






Setup: UOM Conversation List
· Go to Inventory SetupSetupUOM Conversion List. The UOM Conversion List window appears.
· Click the + button to add new UOM Conversion
· Select From Unit Measure from the drop down list.
· Select To Unit Measure from the drop down list.
· Enter Unit
· Enter Factor
· Click the Submit button to save.

View & Delete UOM Conversion List. 
· To delete the existing UOM list, click Delete button (image) in the Action field situated at the same row of the selected list. The Delete dialog box will appear, click Delete to delete the row.




















Purchasing: Transaction >Purchase Order


· Go to Purchasing  Transaction  Purchase Order. The Purchase Order window appears. 
· Note that, you need to setup the Supplier details, Terms and Purchaser (Employees) before you can create any New Purchase Order 
· Select the Supplier from the drop down list. If you have not previously entered the supplier details, click the drop down button and click Add New Supplier.
· Form No. will be auto generated. The system allows user to change the Form No. format.
· Select the Date.
· Select the Terms from the drop down list. If you have not previously entered the Terms, click the drop down button and click Add New Term.
· Terms Description will be displayed when Term has been selected.
· Currency will be displayed when Supplier has been selected.
· Exchange will be displayed. The system allows user to change the current exchange rate.
Items
· Select Item from the drop down list. If the Item is not in the list, click the drop down button and then click Add New Item.
· Item Description will be displayed when Item is selected.
· Enter the Unit price of your Item.
· Enter the Quantity.
· Amount will be automatically calculated when Unit Price and Quantity is entered.
· Please ensure that your item is correct. Click the (right) button to save.
· If your data is incorrect or invalid, the data cannot be saved.
· Select the Purchaser. If purchaser name is not in the list, click the drop down button and click Add New Purchaser.
· Enter Memo.
· To get the Total Amount, click the Calculate Total button.


































Purchasing: Transaction > Purchase Order Confirm


· Go to Purchasing  Transaction  Purchase Order Confirm. The Purchase Order window appears. 
· Select date From and date To, then click Submit button.
· All the purchase orders within the selected dates will be displayed.
· Please note, before you proceed to click Update Posting, make sure all purchase orders details are correct. 
· To edit, identify the Purchase Order from the row and click link of the Purchase Order No. and you will be directed to the editing invoice page.
· If you are satisfied with the Purchase Order details and wish to confirm the transaction (entry). Tick the selected Purchase Order and click Update Posting. 
· Note that, once the Purchase Order has been posted, you are unable to re-edit the details. 










Purchasing: Transaction > Purchase Receive


· Go to Purchasing  Transaction Purchase Receive. The Account Payable Receive Item window appears. 
· Select the Supplier. If a supplier detail is not in the list, click the drop down button and click Add New Supplier.
· Form No will be auto generated. The system allow user to change the Form No format.
· Select the date.
· Select Supplier DO No.
· Select the Purchase Order No. Once Purchase Order No. is selected, the list of outstanding purchase order items will be displayed. 
· Select Location. 
· Enter the Exchange Rate.
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Purchasing: Transaction > Purchase Receive


· Go to Purchasing  Transaction Purchase Receive Confirm. The Purchase Receive List window appears.
· Select Year and Period, click Submit button to get the Purchase Receive To Confirm List.
· To edit, identify the Purchase Order from the row and click the link of the Purchase Order. 
· You will be directed to the editing page. 
· If you are satisfied with the Purchase Received Items List and wish to confirm the transaction (entry). Tick the selected Purchase Order row and click Update Posting button.
· Note that, once the purchase invoice has been posted, you are unable to re-edit the details.
















CHARGE
· Select Account from the drop down list.
· Enter description.
· Enter Amount
· Select the Tax (%) from the list.
· Enter Tax Amount.
· Click the save button.
· Enter Memo
· After completed, click Calculate Total button to get Total Amount, Tax Amount and Total Payable.








6

