Purchasing

Purchasing is the activity of acquiring goods or services to accomplish the goals of an organization. The major objectives of purchasing are to maintain the quality and value of a company’s products, minimize cash tied-up in inventory, maintain the flow of inputs to maintain the flow of outputs, and strengthen the organization’s competitive position.
1.0 How to Setup Purchase Pricing
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· Go to Purchasing ( Setup ( Purchase Pricing
· Select Item.
· Select Supplier.
· Select Unit of measure. 
· Select Currency. 
· Select Start Effective Date and End Effective Date.
· Enter Unit price. It depends on your goods market value.
· Click Save button to save.
2.0 How to Create Purchase Order
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· Go to Purchasing ( Transaction ( Purchase Order
· Select the Supplier. Form No will be auto generated. The system allow user to change the Form No format.
· Select the date.
· Terms Description will be display automatically when Term is selected.

· Currency will be display automatically when Supplier is selected.

· Select Ship To.

· Select Purchaser. 
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2.0.1 List of Item
· Click Add New Details.

· Select Item. 

· Enter the unit price and Quantity Order
· Amount will be calculated automatically when Unit Price and Quantity is entered.

· Please ensure that your item is correct. Click the [image: image4.jpg]


  button to save.
2.1 How to Confirm Purchase Order
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· Go to Purchasing ( Transaction (Purchase Order Confirm
· Select the period.

· All purchase order to confirm will be listed.

· Tick the selected purchase order no.

· Click Confirm.
2.2 How to Create Purchase Receive
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· Go to Purchasing ( Transaction (Purchase Receive
· Select the Supplier from the drop down list.

· Form No will be automatically display.

· Select the date.

· Enter the Supplier Do No.

· Select the Purchase Order.

· Select the shipping method.

· Select the Location. 
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2.2.1 Outstanding Purchase Order Items

· Item details will be listed once the purchase order is selected.

· Enter the Quantity Received and click [image: image8.jpg]


 button.
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2.2.2 Current Items Received

· In this part, it will display the current item received that you have entered in previous outstanding purchase order items.
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2.2.3 Items Not Include In Purchase Order

· In this part, you are allowed to add new item even the details it’s not include in previous purchase order.
· For example, you want to add on 1 monitor, you can request to do so. 
· The both item details will be combine in one purchase order

2.3 How to Confirm Purchase Receive
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· Go to Purchasing ( Transaction (Purchase Receive Confirm
· Select the Year and Period, then click Submit button.

· Purchase receive item list will be listed for selected period.

· Tick the selected purchase order that need to be confirm.

· Once selected, click the Confirm button.
Report
3.0 How to generate Purchase Pricing Report 
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· Go to Purchasing (Reports (Purchase Pricing
· Select the Year and Period, then click Submit button.
· Purchase Pricing List will be listed for selected period.

· Click Print to review and print the Purchase Pricing List.
· Example of Purchase Pricing List Report.
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3.1 How to Generate Purchase Order Report
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· Go to Purchasing ( Report (Purchase Order List
· Select the period and click Submit button.
· Click Report to review and print the report.
· Example of Purchase Order List Report
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3.2 How to Generate Purchase Received Report
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· Go to Purchasing ( Reports (Purchase Received List.
· Select the Period.
· Click Report to review and print the report.
· Example of Purchase Received List Report.
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3.3 How to Generate Outstanding GRN Report
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· Go to Purchasing ( Reports ( Outstanding GRN Report
