@ approval

RECEIVING PURCHASE ORDER

@ Search for purchase orders with a status of
Ordered. Using the left hand results panel,
click on supplier to expand list of purchase
orders, click on PO to view.

@ Click the Receive All button to receive the
entire PO.

@ To receive an individual PO line without
changes, click the arrow next to the line.

@ To receive a PO line with changes click
anywhere on the line
— in the popup window modify receipt line as

required and click receive.

@ Click the View Receipts button to view receipt
lines and / or void receipts.

@ Click View Matches to view receipt lines that
have been matched to an Invoice.

@ Click View PO Lines to go back to main view

Purchase Crder Documerts

o Ordered

@ 100105 - 2ir New Tealand Lim
° 100530 - Car-Clean Products [
@ 102482 - PK Gas Services
° 103337 - Traveller's Internstior
° 202152 - Crossfire Auckland
@ 202089 - Fusions Ltd

@ 10529 - po 10529

° 208833 - Travel Expenses Ad

@ define

Docurnent:

‘ Docurnent Status:

Orcered - ‘

PO Ho:

‘ Docurment Type:

Purchaze Order v ‘

Supplier Number:
Criginator:

Approver:

PO Amount {GST Incl):

Period:

Approver Manager Search

)
=
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Documnent Ref#: 10529

Purchase Crder

Company Code: 10 - Test Company One MNZD

Supplier Humber: 202883

PO Mumber: 10529

e Fusion3 Ltd

PO Date: 2341/20089

Pre-approval Route:

Resend Cancel PO

Close PO Copy PO

] Extended Price
B 17500 1 175.00
& B2 250000 1 2,500.00

Purchase Orders -- \¥ebpage Dialog

Documnent Ref#:

Unit Price: 17500
PO Currer| Ordered Qty: 1
Exchange R. + Oty To Receive: 1
FO To Extended Price: 17500
Tax Amo Ttern & Description: 1456 ane haur consuting
Total Taxa Gompanyi [0
Print Arnounts on Acoount 10 1580
Subledger:
il Asset 10t
1 1456 one hour consulting
1 4852 Equipment Approver: Leonie Anderson
cancel
Actual: $0 Budget: $0

Receive All

View PO Lines View Receipts View Matches

{IES e.anderson



