@ approval

PURCHASE ORDER ORIGINATOR

@ Click ‘New Purchase Order’ and enter
the supplier number, or search for the
supplier name.

@ Click the save button, then click on the
PO line.

or



@ approval

PURCHASE ORDER ORIGINATOR

@ Enter the quantity, UOM, price, GST code,
Item number (if appropriate), item description,
select the company and search for the
account code and the select the appropriate
account code.

Optionally select the subledger code,
subledger and/or asset id.




@ approval

PURCHASE ORDER ORIGINATOR

@ Select the approver for this line.
@ Click the Save button.

@ Optionally attach documents by clicking the

Attachments button at the top of the screen.

Click ‘Send to Approver'.




