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Creating a Purchase Order

1. Go to Procurement and Sourcing > Common > Purchase orders > All Purchase Orders
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2. On the Navigation Ribbon Click on Purchase order under the New section
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EEJ Create purchase order (1 - pla) — O e
Supplier
One-time supplier 1
Supplier account:
Name: Supplier account Name Ll
Contact: -
Address l AALCO Aalco Ltd
Name: ABCTRA ABC Transport
ABELEC A B Electrical & Security Co Ltd
ACCU Accu Group (Accu Ltd)
ACEMOVE Ace Movements Transport
Delivery address: ACESUP Ace Supplies Uk Ltd
ADCO ADCO (UK) LTD
- General %k | ADSHEA Adshead Ratcliffe Ltd PO015%83
L. .1 amuanc e e s
- Administra iq ¢ >
i Unplanned purchases
oK | Cancel
Supplier account number.
TrerT FTOTUTT NaAMme FrOT TategoTy ¢ y—uniT TVET

4. Under the General section set the Delivery date, then click OK




_:g Create purchase order (1 - pla) _ o X

Supplier
One-time supplier
Supplier account: | CORRUG v|
Name: | Reedbut Group |
Contact: | > |
Address
Narre: Plastica Ltd Address: | Perimeter House ~
Mapier Road
St Leonards-on-sea
East Sussex
TH38 aMY w
Delivery address: | Plastica Ltd w | L g' Eﬂi
4 General POO15083
Purchase order Currency Dates
Purchase arder: PO015583 | Currency: | GEP “ | Accounting date: | 12/01/2022 | FR

Purchase type: Purchase order ~ Storage dimensi Delivery date: 12/01/2022 m

nvoice account: _CORRUG Y e Intercompany

Name: Reedbut Group

ntercompany:
Warehouse: | ~ |

References

Project ID: w

Purchase agreement 1D w

Administration

Buyer group: | w Pocl: w

Orderer: [ Daniel Sawyer w | Language: | en-gb w

Y

Requestor: w | Activate change management:

Unplanned purchases

oK Cancel
Identification of the buver aroun.
5. Under Purchase order lines populate the following
1. Iltem Number
2. Quantity
3. Price (if different from current price in AX
4. To add more lines press down arrow and repeat steps i to iii above
7 T
whasine  Wakines  EAddpoduts Remore Purchase crde line™ i Fininciali™ L Slock™ g Prosuct and npply ™ Usddate i
T ——— S —— -
kur-:---u- i | ] b | Anoeasny | 6% | USRMode | pin | bt e |8 @ [ Clow

6. If your order will be delivered on a container or pallet this should be indicated on the purchase order. To do this

click on Header view on the Navigation Ribbon

arder: POOTSAL, Reedbut Group - o x

7. Scroll down to the Delivery section and populate the Mode of Delivery, there are Options such as PALLET,
CONT-20FT and CONT-40FT
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Puchsse Froma || Edt Header | Line Totok | Generstefrem Atachments
order  sales order view | view template ™
New Msintsin Show Copy View Arschments
PO015983 : CORRUG - Reed Openarder
ettt B o =
Attention information
+ Delivery 120072022
Delivery Transport
Deier date oz | Wsmne
Earliest confirmed delery: Cougtpe[ o

Mode o defvery: paer |
Deivery term: g

8. On the Navigation Ribbon click on the Purchase tab

Purchase order Purchase Manage Receive Invoice Retail General

D ;f: ] / 5 iDelne ?ﬂ “é-j? £ Fromall 2‘ }&] i

& From joumal

Purchase order (1 - pla) - Purchase order PO015983, Reedbut Group

Purchase  Froma Edit Header | Line Totals  Generatefrom Attachments
order  sales order view | view template ¥
New Maintain Show Copy View Attachments

9. Under the Generate section click on Confirm
E; Purchase order (1 - pla) - Purchase order: PO015983, Reedbut Group
Purchaseorder | Purchase | Manage  Receive  Invoice  Retsil  General

§{ Maintain charges 5 Multiline discount =—= K = 3 = rnsormo purchase order | B2 Distribute amounts i i
# =
3% Total discount L Losf L B Confirm 2 View distributions

27 Allocate charges

Credit Prepayment Purchase Purchase
note inquiry order =
Create Charges Tax Calculate Prepay Generate Accounting Journals

10. The purchase order is now confirmed, to print a copy under the Journals section click on Purchase order

confirmations

54 Purchase order (1 - pla) - Purchase order: POD15983, Reedbut Group

Purchase order Purchase Manage Receive Invoice Retail General

[ Maintain charges g % Multiline discount A = E B 2 Distribute amounts w Q

5 Allocate charges % Total discount % = 4 B ¥ View distributions = =
Credit VAT Prepayment = Purchase ordes
note = confirmations
Create Charges Tax Calculate Prepay Generate Accounting Feomde

11. On the popup window select the confirmation you wish to print then click on Preview/Print

[5& Purchase order confirmations (1 - pla) - Purchase journal: PO015383-1, CORRUG, Purchase order: PO015983 - o X
o e

Overview Lines

Preview/Printv ~ Charges VAT  Prepayment  Send..v

[ Purchaseorder Purchasejournal Date Buyer group Currency  Amount in transaction currency
LOO P0015983-1 12/01/2022 GBP 157.92

M -« > pl ||/|I 9] | Purchase number that the invoice is att... | . JL(1088901) | GBP | USR Model | pla | initial | 12/01/2022 | AX2012Copyofiive | 8 @ | Close

12. Then select Original preview

[54) Purchase order confirmations (1 - pla) - Purchase journal: PO015983-1, CORRUG, Purchase order: PO015983 - [m] X

Overview Lines

| Preview/Print~ | Charges VAT  Prepayment  Send..v

r Coov preview fal  Date Buyer group Currency  Amount in transaction currency
12/01/2022 GBP 157.92

4 « B B |[Z]] 9 | purchase number that the invoice is att... | L A(1088901) | GBP | USR Mode! | pla | initial | 12/01/2022 | AX2012Copyoflive | 8 @ Close

13. Your purchase order confirmation will be displayed on your screen



Print Preview
Page setup

Printer setup.
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4 astica
Plastica Limited, Penmeter House, Mapier Road "
Castleham Industrial Estate, 5t Leonards on Sea, www.plasticapools.net
East Sussex TNIB SNY, UK.
Readbul Group
Purchase order
Units 1-4 ¢
Conquest Trading Estate Page L2
Knight Road Number PO015933
Strood Date 1210172022
il Delivery add
ME2 2AL T .
United Kingdom Plastica Ltd
Penmeter House
Mapier Road
51 Leonards-on-sea
EasiSussex
THAE aNY
United Kingdom
Line Item Description Delivery Date Oty Unit Price UoM Total
1 CHEMBaw0OT G 1L Tubular Botle Box 269 x 180 x 265 120112022 658.00 0.20 Item 131.60
Cuantity : 658.00 Warehouse : 45 Location : 45
External item number RDB280363
Commaodity code: 48191000
Currency Subtotal VAT Round-off Total inc VAT
GBP 131.80 2632 0.00 157.92
Authorised by, Danigl Sawysr Signed: /1— Date: 120112022
V-
AR
AEAT R ANC_OCOE_CO O Rt CRAC OO 00 OO MITAr_DCne Coanmn._m. z AL , ] Y ADCCCT o
Close
14. To print click on File > Print > Print
54 View original (1) - m] X
o ¢
Dl BT 100% - Find | Next
Open Ctrl+0
E 1SO 9001
Save Ctrl+S CERTIFIED
Delete Record Alt+F9 /
uKas
Ed" 4 semant Bures
www.plasticapools.net

Purchase order

Export to Microsoft Excel Ctrl+T
Send...

v | Edit Record Ctrl+Shift+E
Refresh F5
View 2
Tools »
Command 3
Close Alt+F4

Page
Number
Date
Delivery address
Plastica Ltd

Perimeter House

10f1
P0O015983
12/01/2022
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