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To the reader

This book contains information you need to understand and run the Procurement Management (PM)
application. The information in this book applies only to Infor ERP XA (XA).

Before you begin

Complete the following training if you do not have equivalent knowledge:

System i education for the basic operation concepts of the System i.
Education on how to use a Windows application.

What this book contains

This book contains the information you need to understand Procurement Management (PM).

Chapter 1, “Procurement Management (PM)” introduces the application and provides an overview of
PM'’s application objects.

Chapter 2, “Creating Requisitions and Monitoring Demand” shows how to use the Purchase requests and
Requisitions objects, MRP Recommendations, and Reorder Recommendations to view purchase
requirements.

Chapter 3, “Creating and Selecting Vendors” introduces the Vendors object and shows how to create,
maintain, find, and evaluate vendors.

Chapter 4, “Requesting Quotes and Creating Contracts” introduces the Contracts and Quotes objects
and illustrates how to create quotes and contracts.

Chapter 5, “Creating Purchase Orders” introduces the Purchase Orders, Purchase Order ltems, and
Purchase Order ltem Releases objects and shows how to create purchase orders using various options.
This chapter also illustrates how to create standard messages.

Chapter 6, “Printing and Maintaining Purchase Orders” shows how to print and change purchase orders.
Chapter 7, “Viewing Purchase Orders” shows how to track and expedite purchase orders.

Chapter 8, “Receiving Purchased Inventory” shows how to receive purchase orders, purchase order
items, and purchase order item releases.

Chapter 9, “Closing and Purging Purchase Orders” shows how to close purchase orders using options for
normal close, force close, and mass force close. This chapter also shows you how to purge closed orders
and view purged purchase order information.

Appendix A, “Application Settings” explains choices you can set up in the PM application.

Appendix B, “Vendor Security” lists the vendor attributes (fields), to which you can control access within
payment and purchasing tasks.

Other books

For a complete list of books in the XA library, see the bibliography included on the Infor ERP XA
documentation CD.
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Summary of changes

The following changes have been made to this application:
* Integration with EPDM

If EPDM is installed, the Procurement Management application is now fully integrated with the EPDM
functions and Item Revisions replaces Item Master. While this guide might contain references to Item
Master files, the functions in this application now use Item Revisions for item information. For more
information, see the Enterprise Product Data Management Concepts Guide.

» Vendors object

- Vendor maintenance: Previously, you could not maintain information in the Vendors object when
International Financial Management (IFM) was installed. Now, you can add, change, copy, or delete
vendors when IFM, Purchasing (PUR) and PM are installed. However, when PUR, PM, and
Customer Order Management (COM) are installed but Customer Service Management (CSM) is not,
vendor maintenance is only allowed for vendors that are not associated with customers.

You can maintain EFT, DFI, and payment method attributes when Electronic Commerce (EC) is not
installed.

- Record locking: When you open an entity or assignee vendor for maintenance, XA locks these
objects and any buy-from vendors set up to use the assignee vendor's address. When you are
maintaining information in Vendors, in the client, XA does not lock entity information in System i.
Therefore, it is possible to have inconsistent information in Vendors and Entity if an XA user makes
changes to entity information (in System i) at the same time as an XA user makes changes in
Vendors (in client).

- Vendor Default card files: Changes are made to the Vendor Default card files, including card
names, attributes, and layouts to make the cards easier to read and to increase the consistency
among the cards that are used in Account Management (AM) and IFM environments.

— General card: Renamed from Address card. Attributes added, removed, and renamed. This card
is on the Default and Default (MCS) card files.

General (IFM) card: Renamed from Address (IFM) card. Attributes added, removed, and
renamed. This card is called General on the Default (IFM) and Default (MCS and IFM) card files.

— Purchasing Settings card: Renamed from Vendor Preferences card. Attributes added and
removed. Layout changed.

— Payment Settings card: Renamed from Payables Setup card. Attributes added, renamed, and
removed. This card is on the Default and Default (MCS) card files.

Payment Settings Compound card: Renamed from Payables Setup (IFM) card. Attributes
added, renamed, and removed. This card is now a compound card showing attribute cards for
the vendor and the vendor’s assignee, and list cards of the vendor’s entity tax identifiers and the
assignee’s entity tax identifiers. The Payment Settings Compound card is called Payment
Settings on the Default (IFM) and Default (MCS and IFM) card files.

— European Union card: Renamed from EU card. Renamed and removed attributes.

— Media Settings card: Renamed from Media Preferences card. Attributes added and renamed.
Media Settings is now a tabbed card showing attributes cards for Print, EDI, Fax, and XML media
options. Maintenance on options depends on the applications that you have installed.

— Purchasing Summary card: Renamed from Payables Summary. Attributes added. This card is
now a compound card showing an attribute card for purchasing information and amounts, and list
cards of purchase orders and purchase order history records for vendors on the tabbed section
of the card.

Purchasing Summary (IFM) card: Renamed from Payables Summary (IFM) card. Attributes
added. This card is now a compound card showing an attribute card for purchasing information



Page v

and amounts, and list cards of purchase orders and purchase order history records for vendors
on the tabbed section of the card. The Purchasing Summary (IFM) card is called Purchasing
Summary in the Default (IFM) card file.

Purchasing Summary (MCS) card: Renamed from Payables Summary (MCS) card. Attributes
added and removed. This card is now a compound card showing an attribute card for purchasing
information and amounts, and list cards of purchase orders and purchase order history records
for vendors on the tabbed section of the card. The Purchasing Summary (MCS) card is called
Purchasing Summary on the Default (MCS) card file.

Purchasing Summary (MCS and IFM) card: Renamed from Payables Summary (MCS and
IFM) card. Attributes added and removed. This card is now a compound card showing an
attribute card for purchasing information and amounts, and list cards of purchase orders and
purchase order history records for vendors on the tabbed section of the card. The Purchasing
Summary (MCS and IFM) card is called Purchasing Summary on the Default (MCS and IFM)
card file.

— Vendor Performance card: Attributes renamed and layout changed.

— Vendor Contacts Compound card: Renamed from Vendor Contacts card. Attributes added.
This card is now a compound card showing an attribute card for general contact header
information and a list card of vendor contacts. The Vendor Contacts Compound card is called
Contacts on the default card files.

— Entity Overview: This is a new overview card on the Default (IFM) and Default (MCS and IFM)
card files.

— Payment Summary card: This is a new compound card showing an attribute card for currency
information, and list cards for payments year to date and payments last year. The Payment
Summary card is on the Default and Default (MCS) card files.

Payment Summary (IFM) card: This is a new compound card showing an attribute card for
currency information, and list cards for payments year to date and payments last year. This card
is called Invoice Summary on the Default (IFM) and Default (MCS and IFM) card files.

— Electronic Commerce card: Removed from the Default card files. Attributes renamed and
layout changed.

Activate option: You cannot activate a vendor until you define how its payments are processed.

Copy Vendor Contacts: Use this attribute (on the Copy Vendor dialog) to copy contacts from the
source vendor.

Assignee: You can now maintain this attribute in PM, but not in Purchasing. For all vendors that
allow purchase orders (including assignee vendors), you define payment processing terms by
specifying a vendor number for the Assignee attribute. The vendor number in the Assignee attribute
must be a vendor that allows payments. This attribute is blank for vendors who do not allow purchase
orders. It cannot be blank if the vendor has an associated purchase order. Previously, this attribute
was blank when the vendor accepted its own payments or was never blank when IFM was installed.
Assignee vendors that are suspended for payment processing can be used in the assignee attribute
on buy-from vendors; however, the buy-from vendor is suspended for purchase order entry.

Entity ID: You can now enter an Entity ID when maintaining an assignee vendor. When IFM is
installed, assignee vendors and assignee/buy-from vendors must specify the IFM entity that
processes payments for this vendor. You cannot clear the Entity attribute value when the assignee
vendor is used for a vendor that has purchase orders. You must clear the Entity attribute when you
change the Allow payments attribute for an assignee vendor from Yes to No.

Separation of duties: PM separates the security authorization to create buy-from vendors and
assignee vendors. Your company can authorize users to perform one task but not the other, or to
perform both tasks.

— Allow payments: New attribute used to indicate the intended use of the vendor is to receive
payments.
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— Allow purchase orders: New attribute used to indicate the intended use of the vendor is to
provide goods or services.

— Suspend purchase order entry: Renamed from Suspended. XA sets this attribute to Yes when
you have not defined payment processing terms for the vendor or when the entity for the vendor
is suspended. The user can also set this attribute using the Suspend option on the Maintain
menu of Vendors. XA users cannot create purchase orders for the vendor. The vendor can be
used to process existing purchase orders, pay invoices, and as an assignee vendor for a buy-
from vendor (if the vendor’s Allow payments flag is set to Yes).

— Suspend payments: Used to indicate the assignee or buy-from vendor is not ready for payment
processing. This attribute is set when you have not added an active entity to an assignee vendor.
Buy-from vendors are always suspended for payments. Assignee vendors that are suspended
for payment processing, can be entered as an assignee on buy-from vendors; however, the buy-
from vendor is suspended for purchase order entry. You cannot maintain this attribute.

- Field-level security: PM adds security to payment and purchase processing attributes. These
attributes are display-only for users who do not have maintenance authority. Your company can
authorize users to create and change vendors that either allow purchase orders, or allow payments,
or allow purchase orders and payments.

PM has additional security for amounts, bank accounts, and tax ID information. These attributes can
be hidden, viewed only, or viewed and maintained based on the user’s authorization.

- Maintain address information: You can maintain name, address format, address lines 1 to 5, state,
postal, country, tax city, tax county, telephone, fax, mobile, E-mail, and web address information
when the following conditions are met:

— Allow payments

— You have access to payment attributes,

— The vendor has an entity, and

— Update payment address is set to Yes.
Allow payments

— You have access to payment attributes,

— The vendor does not have an entity, and

— Update payment address is set to No.
Allow purchase orders

— You have access to purchasing attributes, and
— The vendor does not use the assignee's address.
Allow both purchasing and payment

— You are authorized to both payment and purchasing attributes,
— The vendor has an entity, and
— Update payment address is set to Yes.

Allow both purchasing and payment

— You are authorized to both payment and purchasing attributes, and
— The vendor does not have an entity.

You can maintain the Contact and Abbreviation attributes when the vendor allows payments and you
have access to payment attributes, or the vendor allows purchase orders and you have access to
purchasing attributes.

- Address synchronization: When you change address, telephone, E-mail, web address, tax city,
and tax country information (for assignee vendors only) in either Vendors or Entities (IFM business
partners), the changes automatically update the other object.

— Update payment address: You control how you want these objects updated using this attribute.
Set this attribute to Yes to update the address information in the entity when address information
for the assignee vendor is changed. When the assignee vendor has information in one or more of
its contact attributes; the assignee vendor values replace the entity values for all the
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synchronized attributes, not just the attributes on the assignee vendor that have values. Any
synchronized attributes that are blank in the assignee vendor, PM clears in the entity.

If the Update payment address attribute is set to No, address information on the assignee vendor
are displayed only and cannot be changed. In this case, address information is copied from the
entity and updated on the assignee vendor. If however, the assignee vendor does not have an
entity and the Update payment address is set to No, the address information is maintainable.

— Use assignee address: This attribute is only maintainable for buy-from vendors. When set to
Yes, the buy-from vendor address information defaults from the associated assignee. When set
to No, you can maintain buy-from address information.

Changes in the buy-from vendor's address, telephone, E-mail, web address, tax city and tax
county are never synchronized back to the assignee.

- Integration with vendor management applications: PM provides for electronic communication
between your company and your vendors. For example, you can send quotes, planning schedules,
purchase orders, shipping schedules, receiving and remittance advices using Electronic Data
Interchange (EDI). You can now integrate XA processes with vendor management applications to
help you negotiate purchase orders electronically. To negotiate purchase orders electronically, your
vendor must use a vendor management application that has been configured to communicate with
XA using XML documents and System-Link.

- Media Preferences: New vendor media settings allow you to specify the outgoing System-Link
destinations to send purchase orders, purchase order changes, and receiving advices as XML
documents.

- Vendor Preferences: The option to reprint the purchase order on vendor acceptance gives you the
ability to automatically reprint a purchase order when an accept promised date (VA) transaction is
generated. You can use the option to send receiving advices automatically as XML documents during
receiving when you receive the shipment completely or when you receive a shipment container item
completely or only when you select the host job to send receiving information.

» The Purchase Order host report: Host reports now have a new Media tab, which allows you to specify
settings for the host report, either Print, EDI, Fax, or XML. You can also specify settings on the Media
Settings card in Vendors for the same choices.

« Accept promised date (VA) transaction: The accept promised date (VA) transaction now allows you to
specify when to reprint a purchase order automatically when purchase order acknowledgements are
received or when an accept promised date (VA) transaction is processed. The accept promised date (VA)
transaction has been improved by:

- Warning you if the promised date is not a valid warehouse receiving calendar date.
- Updating the dock and stock dates based on receiving calendar and production calendar data.
* Application Settings

- Require vendor accept of P.O. revisions: Select when vendor management applications require
that you set up all vendors to accept purchase order revisions. This application setting lets you easily
make this selection across all vendors.

- Use entity ID as assignee vendor ID: Select the default value of Yes when you want to enforce that
all assignee Vendor IDs match their associated Entity IDs.

- Use assignhee address for buy-from address: Select Yes to have the buy-from vendor’s address
always match that of the assignee vendor. Because this application setting applies to buy-from
vendors only, the Use assignee address attribute is always set to No for assignee vendors.
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Chapter 1. Procurement Management (PM)
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The Procurement Management (PM) application provides functions to help you perform business
processes associated with purchasing.

PM assists you to determine the goods and services you need to buy. You can create purchase
requests and requisitions. Purchase requests group together multiple related requisitions,
containing information, such as the item and quantity you need, the date required, who requested
it, and their department. If you want, you can use requisitions as the first step to create purchase
orders, or you can add requisitions to existing purchase orders.

If MRP is installed and interfacing, you can use MRP recommendations to preview purchase
requirements that are coming soon. You can view the reorder recommendations that belong to
buyers or vendors to help you plan buying tasks and alert vendors to future requirements.

In PM, you store information about the buyers who negotiate and purchase the goods and
services your company needs. You also store information about the vendors with whom you
negotiate to buy goods and services. For each vendor, you store details about how to contact the
vendor and communicate through various media, as well as choices for handling purchase orders
and shipments to your company. You can also access information about vendor performance,
comparing the quantity, price, quality, and delivery date to what was agreed to on the purchase
order.

Vendor information also includes information for the assignee vendor (the pay-to vendor who
receives payments) and other buy-from vendors (those from whom you order). You can store this
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payment information for PM vendors, but if International Financials Management (IFM) is
installed, you store payment information in its IFM entities.

Your company can control XA user authorization to maintain assignee and buy-from vendor data.
For example, your company can authorize users to create buy-from vendors but not to create
assignee vendors. Your company can also control the ability of XA users to view and maintain
bank account and tax information.

PM stores information about the quotes and contracts. Quotes help you make informed decisions
by helping you compare the quantity and price breaks offered for an item to determine the best
purchasing opportunity. Contracts are written understandings between you and your vendors
about agreed-upon quantities and prices. Creating contracts allows you to use the contract pricing
or vendor/item pricing on purchase orders. From quotes and contracts, you can print quotation
requests and create Quotation/Contract Analysis reports.

PM helps you create various types of purchase orders, such as purchase orders that have:

» asingle line item

* multiple line items

* blanket line items

* line items with two or more delivery addresses.

In PM, you create purchase orders from a variety of sources, using a variety of methods. For
example, you can copy an existing purchase order, create a purchase order from one or more
requisitions, or create a purchase order from a quote or contract. You can print purchase orders
and send them to vendors electronically. If you are set up to interact with vendors using System-
Link and XML documents, you can negotiate the purchase order using vendor management
software.

After you create purchase orders, you can print, maintain, cancel, and activate them. You can
process an accept promised date (VA) transaction for purchase orders that require the vendor to
indicate acceptance of the purchase order.

PM provides useful ways to check information. For example, you can use subsets to help you
check if purchase orders might be mislaid. You can use the purchase order subset called
Invoiced, not received to check for purchase orders that your company has paid, but show as not
received. If a purchase order is delayed, you can view sources of demand to notify waiting people
or departments that the items are delayed. You can review the purchasing activity for important
purchasing tasks and access purged purchase orders to track past activity. You can analyze price
variances using the Price Variance report.

When purchased inventory arrives, you can receive purchase orders, purchase order items, and
purchase order item releases in PM. Finally, when you expect there is no more activity for
purchase orders, you can close and purge these purchase orders. Purchase order information is
still visible in Purchase Order History.

PM interfaces with other XA applications. Each interface provides additional function to either PM
or the interfacing application.

* PM requires Purchasing (PUR) and Inventory Management (IM) applications to be installed
and interfacing.

» The Scheduled Receipts object in Materials Management (MM) requires PM to be installed
and interfacing because the Purchase Orders object contains information about items
available for receipt.

» Accounts Payable (AP) or IFM are optional applications you can also install.
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* When IFM is installed and interfacing, vendor maintenance is allowed when both PUR and
PM are installed and interfacing.

* If PUR, PM, and Customer Order Management (COM) are installed and interfacing but
Customer Service Management (CSM) is not, vendor maintenance is only allowed for
vendors that are not associated with customers.
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Procurement Management objects

You can view and maintain information contained in the following PM objects:

+ ltems

* Warehouse Addresses

* Buyers

* Vendors

* Vendor Contacts

* Vendor ltems

» Purchasing Activity

* Purchase Requests

* Requisitions

« Contracts

* Quotes

* Purchase Orders

* Purchase Order Items

* Purchase Order Item Releases
» Purchase Order History

» Purchase Order History ltems
» Purchase Order History Item Releases
» Standard Messages

* Debit Memos

* Purchase Order Performance
* Receiving Operations

« Sources of Demand.

Each object represents a different type of information, such as vendors you buy from or items you
purchase. Objects like Buyers, Vendors, and Items, represent static information that you establish

once and use to process information that is more dynamic. Objects like Purchase Orders

represent dynamic information that enters the system, is processed and eventually closed out,

and sometimes, but not always, is saved to history.

Power-Link I

File Customize Mavigation Help

=10l

|Defau|t ¥ I

18

ltems ‘Warehouse Buyers Vendors

f-t\‘\h*g

Ve

Addresses Activity
7 % 3 &H % ::'
&

Purchase Orders  Purchase Order  Purchase Order Purchae Order  Standard Messages
Items History Histary ltems

Purchasing Purchase Requests  Requisitions Contrals Quotes

AM Plus

CA Plus

Customer Service

Enagineering |
Materials |

Production

Finance
Procurement

System

Integrator

Procurement Codes

Some objects have hierarchical relationships to other objects. These relationships generally occur
when header information in one object is related to detailed information in other objects. For
example, a purchase order is related to any purchase order items and purchase order item
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releases that are part of the purchase order. Objects that are lower-level to other objects in the
hierarchy might not appear on the XA desktop but you can access these lower-level objects
through their higher-level objects. Display menu options or card files provide easy access to
lower-level objects. For example the Vendor Contacts object is a lower-level object to the Vendors
object. You can select Vendor Contacts from the Display menu of Vendors to see a list of contacts
for a selected vendor.

Display menu options also provide easy access to other objects, which have related information.
These objects are available from the XA desktop and from the object you select. When you select
the related object from the object you are interested in viewing, the information in the list window
relates only to the object you want to view. For example, you are interested in viewing all the
requisitions associated with a buyer in your company. You can view requisition information for all
requisitions from the Requisitions object but this object gives you too much information. Instead,
from the Buyers object, select the buyer and use the Buyer Requisitions option to view all
requisitions for only that buyer. Some objects such as Debit Memos you can only view from
another object.

Many objects that you view from the Procurment tab are available from other applications. For
example, you find the ltems object on the desktop of many applications including PM so that you
do not need to navigate to another application to view commonly used information.

In PM, the objects that have lower-level objects are:

Purchase Orders

Purchase Order Items

Purchase Order Item Releases
Purchase Order History

Purchase Order History Items
Purchase Order History Item Releases
Vendors

Vendor Items.
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The figure below demonstrates the relationship among PM objects and their lower-level objects.

B &

Vendors Vendor

l Items

Vendor
Contacts

\J

ka

Furchase
Order
Ferformance
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Items

Items are components, materials, purchased parts, finished goods, and any other type of object
your company uses, manufactures, stocks, or sells to customers. Use the ltems object to view,
create, and maintain item records. If Enterprise Product Data Management (EPDM) is installed,
use the Item Revisions object in EPDM to create and maintain item information.

The Items list window displays a list of items and includes the following information:

i

File Dizplay Maintain  Custormize  Mawigation Help

IGeneraI =l I-[allrecords] = ““Elﬁ’o"lﬁ'jlé” @l&l

Ibemsz

Iterm i Drezcription I Clazsz | 14T I Cirawing rumber I Stk LIk I Wal I Location Dept I
W1325 Cormpanent ltemJ Series F EA ;l
W1326 Cormpanent ltemJ Series 4 EA

W1327 Component [tem K Seriex 3 Ea I |
w1328 Phartam tem J Series 1] Ed A121

w1329 End Item J Senies 1 Ea

W1330 End Item K Series F Ea, ;I
| fiain EII
* Item

» Description

» Item class

* Item type. Default types are:

- 0 Phantom

- 1 Assembly or subassembly
- 2 Fabricated item

- 3 Raw material

- 4 Purchased item

- 9 User option

- F Feature

- KKit

» Drawing number (Engineering)
+ Stocking UM

» Value class

» Default stock location

» Department.
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The Default card file for the Items object contains fifteen cards:

o x
File Dizplay Maintain Cuztornize Mavigation Help
IDefauIt LI [@jlj” @lal
A2TL4
L% w1325 Component ltemJ Seres
L]
Sales | Shipping Wwiarehouzes Bouting I Single Level Bill of M aterial
Current Cost Dates | Standard Costs Standard Cost D ates I Purchasing I Yendor Performance
{Item Characteristics | Engineering Lacation Cantral | Costing Parameters | Current Costs
Dezcription Component ltem J Senies
|tem type Featura
Inventony code Inventony
Itern class [Blank)
Walue class [blank)
Department [blamk)
|temn accounting class  [blank)
Default stock location  [blank)
Stocking Ut E& =Each
Carrying rate 0oa
Country of origin [Blank)
|tern bitmap ar icon [blark)
| Continue I Help
Card Displays this information

Iltem Characteristics
Engineering

Location Control
Costing Parameters
Current Costs
Current Cost Dates
Standard Costs
Standard Cost Dates
Purchasing

Vendor Performance

Sales Compound (on the

Sales tab)
Shipping

Warehouses

Categories to which the item belongs.

How your company assembles the item or uses the item in the
assembly of another item.

Where and how your company stores the item.

Different amounts the item adds to the total cost of the product.
Latest expected costs for the item.

Dates when the current this-level costs were last maintained.
Constant costs for the year.

Dates at which the standard this-level costs were last maintained.

Purchasing details for buying an item. The information on this card is
relevant for items you buy from an outside vendor instead of items
you manufacture.

Vendor’s effectiveness for supplying a purchased item.
Figures used to track the sales performance of the item.

Packing and delivery information. You can use shipping information
for both items you send to a customer and the items you receive from
a vendor.

Warehouses where you stock the item.
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Card

Displays this information

Routing

Single Level Bill of
Material

Routing operations for the item when PDM Plus is installed.

Components at the highest-level for the selected item when PDM
Plus is installed.

From the Maintain menu on the Items list window or card file, you can perform the following
options when PDM Plus is installed:

Option

Use this option to

Delete Bill of Material

Copy Bill of Material

Delete Routing

Copy Routing

Delete all the product structure records for the component items
associated with the bill of material for the item.

Copy all the product structure records for the component items from
the source item’s bill of material to a new bill of material for the target
item.

Remove all the relationships between the item and the production
facilities and operations used in the manufacture of the item.

Copy all the relationships between production facilities and
operations used in the manufacturing of the item to a new routing for
the target item.
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The Warehouse Addresses object contains information associated with the warehouses in your
system. XA identifies each address with an ID and associates it with one warehouse. You can

create multiple ship-to and bill-to addresses for warehouses.

The Warehouse Addresses list window displays a list of warehouses and includes the following

info

rmation:

{2L) Warehouse Addresses

File

Digplay  Maintain

Customize

Mavigation Help

=0l x|

|Genela| | |[a||records] | ﬁlglﬁ’a"l@jl@lé” Dl/l//’élﬁl”ﬁl

@ Warehouze Addresses

Wihs &l Address 1D 2| Name Contact I Telephone

am 1| Mair Building Reception BER 758 2968 -

[0z 2| Main Building level 2 Feception h55 758 3968

Qo3 3| Level 2 Building Reception 555 758 3968

004 4| Level 2 Building Loz 2 Feception 555 758 3968

aos 5| Remote Warchouse Reception 555 758 3968

Q0e 6| Remote Warshouze Loc 2 | Reception BER 758 2968 -
| [L

» Warehouse

» Address ID

* Name

» Contact

Telephone.
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The Default card file for Warehouse Addresses consists of one Address card. The Address card
displays the contact, telephone information, and full address for the warehouse.

B (2L} Warehouse Address - 001, 1

Pefeut 2| =] O] 2] 2] 35|
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Buyers
Buyers are people in your company who negotiate prices for goods and services, which your
company purchases. XA identifies buyers with unique buyer numbers.

The Buyers list window displays a list of buyers and includes the following information:

-oix]

File Dizplay Maintain  Customize Mavigation Help

|General LI |[a||rec:-:rds] ;I M|E|§€|D|@|d| Dl/lé

% Buyers

o]0 5% [ % w8 %l |

Bower < | Hame Telephone Fax Dept Uszer ID E-mail address

JUM John Mathews PUR 223 -
JEC July Campbell FUR 225

KR Keith Richards 227

Lo Lois Ormando PUR 224

LRJ Larmy Jackzon FUR 228 -
| N
* Buyer

* Name

+ Telephone

+ Fax

* Department

» UserID

+ E-mail address.
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The Default card file for the Buyers object contains two cards:

(2L) Buyer - 3IM John Mathews =0l =]

File Dizplay Maintain Customize Mavigation Help

et =1 ||| D] 2] 2] 1| %] &% 2|22 %<

% JUM John Mathews

Buyer Performance |
I amne: John Mathews
Uzer 1D 223
Department FUR
Telephone [Blank)
Fax [blank)
E-mail address [Elank) %@-l
Average orders 0
IFM approvwer [Blank)
Last maintained date  07/11/2006

| Continue I Help

| F]
Card Displays this information

General Buyer’s contact details and average orders.

Buyer Performance Orders and shipments associated with the buyer.
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Vendors

Vendors are suppliers of components, materials, supplies, equipment, or any other type of goods
and services purchased by your company. Usually, vendors are the companies to which your
company sends purchase orders and from which your company receives shipments. XA identifies
vendors with unique vendor numbers.

The Vendors list window displays a list of vendors and includes the following information:

~ioix
File Dizplay Maintain  Custorize  Mawigation Help
| General =l |lall recards] =] “lElS’o"lDl@lﬁl Dl/lélﬁll@l%l@l%l@l%l%l@
Wendars
Wendor /7 | Mame I .t’-‘«ssigneel Allow PO, | Allow pawments | Suspend P.O. entry | Suspend payments I Contactl Office | Fa
W52 Wit Supplies WMPACT | Yes e -
MPACT McPherzon dmes & Co. |[MPACT  |Yes Yes iy
MPACZ MePherson &mes & Co- W PACT Yes Yes
MPAR1 McPherson dmes & Co |MPACZ  |Yes Yes
MTC Mercury Trading MP&RT |“es ‘Yes
M4 tain Street Units MLIA es es -
| 3
! IN
* Vendor
* Name
» Assignee

+ Allow purchase orders

» Allow payments

» Suspend purchase order entry
» Suspend payments

» Contact

» Telephone

+ Fax

+ Mobile

* E-mail

* Web address.



The Default card file for the Vendors object contains nine cards:

_'(ZL) ¥endor - MPAC1 MPA Component 1 Yendor

File Dizplay Maintain

Customize Mavigation Help

Page 1-15

=10l x|

IDefauIt

H Pl@l=| 022

e E R R AEE

23

& B2 E B3

MPACT MPA Component 1 Yendor

Media Sethings I Purchasing Summary I endor Performance Contacts I FPavment Surmmary
EEBHET_N I Purchasing Settings | Payment Settings | European Unich
Our cuztomer number 12333 Allow purchaze orders Yes
Suzpend P.O. entry Mo
Allow pagments res
Suspend payments Mo
Addresses name WP Component 1 %endor Abbreviation MPA Compaon
Usge azzignee address Mo
Address format City/State/Postal/Country
Lire 1 110 Elm Street
Lire 2 Suite 110-D
Line 3 [blank)
Line 4 [City) Atlanta
Line 5 [Blank)
State G4 = Georgia
Posztal code 30528
Country USaA = United States
Contact [Blank)
Telephones
Office [Blamk) E -mail [blank] %@l
Fax [blank) ‘wieb address [blank) %l
Il abile: [blank]
Created by [blank]
Changed by JSEYMOUR  06/15/2007 9:21:03 Ak
| Contire I Help
Card Displays this information
General Vendor’s location and how to communicate with the vendor. This card

Purchasing Settings

Payment Settings

European Union

Media Settings

Purchasing Summary
Vendor Performance

indicates if you can use the vendor on purchase orders, use the
vendor to accept payments, or if the vendor is suspended.

Vendor’s choices for handling purchase orders and for shipping
orders to your company.

Vendor’s choices for handling payments, including bank and tax
information for the vendor.

European Union (EU) information about the vendor, if the vendor is in
the EU.

Types of purchasing documents the vendor wants to receive and how
XA delivers these documents. If your vendor requires receiving
advices, you set that option on this card.

Past purchase orders this vendor supplied.

How well the vendor is performing when responding to your purchase
orders.
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Card Displays this information
Vendor Contacts Contact information for a vendor.
Compound (on the

Contacts tab)

Payment Summary Payments for past purchases.

From the Maintain menu on the Vendors list window or card file, you can perform the following
options:

Option Use this option to

Suspend Prevent XA users from using the vendor on new purchase orders until
the vendor has payment information and you are ready to use the
vendor. A suspended vendor has its Suspend purchase order entry
attribute set to Yes.

Activate Allow the vendor to be used on new purchase orders. You cannot
activate vendors that PM has suspended until you fix the reason for
which PM suspended the vendor.
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Vendor Contacts

=

The Vendor Contacts object shows information about contact details defined for a vendor. A
vendor can have multiple contacts.

The Vendor Contacts object is a lower-level object of Vendors. You find the Vendor Contacts list
window by selecting the option, Vendor Contacts, on the Display menu of the Vendors list window
or card file. You can also find the Vendor Contacts list window by selecting the Vendor Contacts
Compound (Contacts) card in the Vendor Default card file.

The Vendor Contacts list window displays a list of contacts and includes the following information:

{2L) Yendor Contacts - MPAC1 MPA Component 1 Yendor - |EI|£|

File Display Maintain  Customize Mawvigation Help
GeY 4

|Genela| ;I |"[allrecords] LI “lﬁlﬁb"l@l@l@” Dl/l/_—'
MPACT MPA Component 1 Vendor

Cantact | Dffice | Mohile | Fax | E-mail |
McRobbie, Sue | | | | |

l

Vendor

Contact LFM
Telephone
Mobile phone
Fax

E-mail address.
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The Default card file for Vendor Contacts consists of one card called General. The General card
displays the vendor’s name and contact details.

B (2L} ¥endor Contact - MPAC1 Contact: McRobbie, Sue

po =1 D|@] D[] 8[%] 2
s
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Vendor ltems

The Vendor Items object defines the relationship between a vendor and the items you purchase
from that vendor. For example, XA can link one vendor to different items, and one item to different
vendors. Vendor Items shows information such as purchase commodity class, vendor’s catalog
number, and whether the vendor is the preferred supplier of the item. Other information shows
you the vendor’s performance for delivering items on time, in the correct quantities, at the correct
price, and with acceptable quality.

Records in Vendor Items are important since many views and subsets use the vendor/item
relationship to retrieve information. Therefore, PM automatically retrieves these records during the
following processes:

» Purchase order closeout

* Quote/contract entry

» Purchase Order Entry/Edit

* Requisition Entry/Edit

* Quote Responses Load from Electronic Commerce (EC).

The Vendor Items list window displays a list of items and includes the following general

information:
.'(ZL) ¥endor Items - MPAC1 MPA Component 1 ¥endor o m] 4|
File Dizplay Maintain  Customize  Mavigation Help

[Gereral 2 | REE e i e =1 e 78 P T e 2 A N T s d

MPACT WMPA Component 1 Wendar

Prefered ltem 2+ | Item description MR item Cormmaodity Drawing number | Yendar catalog I Dept I Appraval

Mo Wi1325 Companent [tem J Series -

Mo W1326 Component [tem J Senies

Mo Wil327 Caompaonent ltem K Series

Mo W32 Phantom ltem J Series

Mo w1329 End Item J Series

MHa Wi1330 End ltem K Seriez

| INE]

* Vendor

*+ Name

» Preferred vendor

* Item

* Item description

*+ MRO item

* Purchased item commodity class
» Drawing number

* Vendor catalog number
* Department

* Approval code.
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The Default card file for the Vendor Items object contains five cards:

.'(ZL) Yendor/Item - MPAC1, W1325 - |EI|£|

File Dizplay Maintain Customize Mavigation Help

(CECTNES (2] ] (=1 ] 7 7 = 2 2l S (-

MPACT MPA Component 1 Yendor w1325 Component Item J Series

Tolerances | Yendordltem Performance | Yendor Performance | Comments

Prefered vendor Mo

Purchazed itern commodity clazz  [blank)

Approval date [blank)

Approval code [Blank)

zer initials [blank)

Wendor catalog number [Blank)

Dirawing nurmber [Blank)

Department [blank)

Alternate item [Blank)

Control comment [blank)

[Blank)

Shipping zchedule prafile = [blank)

Country of arigin FFF = France

Lagt maintained date 071242006
| Continue Help
| &
Card Displays this information
General Description of the item, such as the vendor for the item, preferred

status, control comments, and shipping schedule profile.

Tolerances Boundaries for accepting a P.O. Acknowledgement and creating an

accept promised date (VA) transaction. The EC application uses the
attributes on this card to match a P.O. Acknowledgement to the
original purchase order.

Vendor/ltem Performance How accurately the vendor has fulfilled orders for the item.

Vendor Performance

Comments

Vendor’s record for fulfilling orders for all items correctly.

Comments that have been provided for the vendor/item. You can
create comments about the vendor item using this card.
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Purchasing Activity

The Purchasing Activity object contains records of important activities users perform in PM that
affect purchase orders and requisitions, including:

* requisitions;

- created

- maintained
* purchase orders;

- created

- maintained
- closed

- reopened

» purchase order items and releases;

- created

- changed

- canceled

- deleted

- reactivated.

The Purchasing Activity list window displays activity types and includes the following information:

{2L) Purchasing Activity oy ] 4]

File Dizplay Maintain  Customize Mawigation Help
V| =

|Gerersl w| [ialrecords) | “lﬁlﬁh"l@lé” //”l/__-

@. Purchazing Activity

l

Activity status <7 | Activity date | Activity type Achvity summary Buyer

Mat reviewed 07042006 | P.O. printed PCP¥123 Vendor: MPACT 200 -
Mot reviewed 0711042006 | P.O. printed PCFY123 Wendor: MPACT 200

Mot reviewed 07042006 | P.O. inventory transaction PO0T724 Wendor MPACT Receipt to stock Ty

Mot reviewed 071042006 | P.O. inventary transaction PO Y24 Wendor MPACT Receipt to dock Bbd,

Mot reviewed 07042006 | P.O. inventaory transaction PODT 724 Wendor MPACT Receipt to dock LT

Mat reviewed 07072006 | P.O. inventary transaction PODT718 Wendor MPART Receipt to dock MPR1 -

+ Activity status

+ Activity created date
+ Activity type
 Activity summary

» Buyer.



The Default card file for Purchasing Activity object contains two cards:

_'(ZL) Purchasing Activity - P.0. printed  07/10/2006 6:47:29PM  Sktatus: Mok re

File Dizplay Maintain  Customize Mavigation Help
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o [

[petaur =] B|g| 2| 2| 2| v =

@. P.0. printed 07A0/2006 6:47:29 P Statuz: Mot reviewed

| Detail |
Activity type F.0. printed
Activity created date 07072006
Activity created time B A7 29 P
Activity statuz Mot reviewed
Function name P.0. Prirt
Jzer 1D KEITHR
Buyer lazt reazzsigned date [blark)
Buyer last reassigned by uzer  [blank)
Statuz lazt maintained date [blamk)

Status last maintained by uzer  [blank)

| Continue I Help

| ]

Card Displays this information

General Type, time, status of the purchasing activity, and the user who
initiated it.

Detail Purchase order, requisition, or quote information related to the

purchasing activity.

From the Maintain menu on the Purchasing Activity list window or card file, you can perform the

following option:

Option Use this option to

Update Status Change the status of a purchasing activity record. You can change
the status from Not reviewed to Reviewed or from Reviewed to Not

reviewed.
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Purchase Requests are containers for one or more requisitions. They provide you with a single
object, which can contain multiple related requisition items. A purchase request solves the need to

put multiple line items on requisitions. When creating purchase requests, you can provide a
description and requisition default values, such as warehouse, job number, department, and due
dates. XA uses this information when you create requisitions from the purchase request. You do

not need to enter this information for each requisition.

The Purchase Requests list window displays a list of requests and includes the following
information:

.'(ZL) Purchase Requests

File Dizplay Maintain  Customize  Mavigation Help

=101 ]

|General j |[aII records)

Purchaze Requests

2 e e = ] P P =

Y

Request <7 | Description Fiequisitiorer Met follow-up date | Fleguest status Ordered status Feceived status

RPOO003 PR J Seriez JSEYMOUR Created M items ordered M items received
RFOO004 PR J Series JSEYMOUR Created Mo items ordered Mo items received
RPO000S PR K. Sernies JSEYMOUR 07/13,/2008 Created M items ardered M items received
RPOO00G PR K Series JSEYMOUR 071342006 In process Al items ordered Mo items received
RPOOOOY FR K. Senies JSEVYMOUR 071342008 In process All iterng ordered Mo items received
RPOO0OZ PR K. Series JSEYMOUR Created M items ordered M items received

* Purchase Request ID
» Purchase request description
* Requisitioner
* Next follow-up date
* Request status (Default types are Created, In process, and Complete.)
» Ordered status (Default types are No items ordered, Some items ordered, and All items
ordered.)
» Received status. (Default types are No items received, Some items received, and All items
received.)
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The Default card file for Purchase Requests object consists of one General - Compound (General)
card. The card contains information about the purchase request and a list of requisitions users
entered for the purchase request.

{2L) Purchase Request - RPDODOS =1ofx|

File Dizplay Maintain  Customize Mawigation Help
Pt~ D| | 0| 2|2 |8

RPOODOS PR K Seres Requisitioner 1D: JSEYMOUR

Fequest ID RPO000S Mext follow-up date  [Blank)
Description FR K Senes Request status Created
Requizsitioner JSEYMOUR Ordered status Ma itenns ordered
Received status Mo items received
Default values
Pricrity 9 warehouse address
Department [Blank) MHame [Blank)
‘Warehouze [blank) EI Telephane [Elank]
Ship-ta I i} Fau [blank)
Due to dock date 0717142006 E-mail address [Elank) @I
Due to stock date 07/171/2006 Street [Blank)
Fallow-up date 071342008 City [Blank)
GL Account [blank) State [blank)
Job number [Blank) Poztal code [Blank)
Country [blank)

Fiequizition Item

Hequisitionl Item | Wwhs I Primary wendar I Duantit_l,.ll Stk Lk | Dock I Stock I Order I Pricel Extended plicel Requi ﬂl
E?DDBEE [%w1325 (001 | | 200000(EA [ 071142006 | 0741142008 | | 0.0000] 0.0000 [ JSEvES
4 4 |

| Continue I Help |
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Requisitions

Requisitions are requests for goods or services, which contain the item and quantity needed, the
date the item is required, the name of the person who needs the item, and the requisitioner’s
department. Requisitions can be the first step to create purchase orders, but are not required to
create purchase orders.

The Requisitions list window displays a list of items and includes the following information:

L=

File Dizplay Maintain  Custormize  Mawigation Help

|General ;I |[a||rec:0rds] ;I “lglﬁlﬂ"l@jlglﬁl Dl/l/jlﬂll@l@l@l%l@l@l|{€3|2
Fequisitions

Hequisition&| |kem I\N'h$ | Prrimnary vendc-rl I]uantit_l,ll Stk UMl Dock Stock Order Purchaze request ID I Pricel Exter

RO00356 W1325 |00 20.000 (B 07/11/2006 | 0711 /2006 RPO000S 0.0000 ;I

RO00357 W1326 |00 15.000(Ea 07/11/2006 | 07/11/2006 | PCPTV48 | RPOOOOE 0.0000

RO0035% W37 |00 15.000(Ea 0711/2008 | 07 /A11/2008 | PAdss RPOO0O7 0.0000

RO00354 W1329 | 001 30.000(Ea 07/11./2008 | 07 /1142008 RFO0009 0.0000

ROO0360 W1330 | 001 20.000(Ea 07/11./2008 | 07 /1142008 RFOOOI0 0.0000

RO00361 W1325 |0m 25.000(Ea 074112006 | 074112006 RPO0OT1 0.0000 _IZI

Kl | )

* Requisition

* Item

+ Warehouse

* Primary vendor
* Quantity

» Stocking UM

* Due to dock date
* Due to stock date
* Order

* Purchase request ID
» Unit price

+ Extended price

* Requisitioner

» Create date.
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The Default card file for the Requisitions object contains seven cards:

_.(2L) Requisition - RODO356 =101

File Dizplay Maintain Cuztornize Mavigation Help

beat = D@ D)2 2] 2] 5] ol |e =0 2= 2 28R

e

ROOD35E  W1325 Component ltem J Series 001 Main Building

Order | [tem | Miscellaneous | Dates | Ship-to Address | Comments |

Eutended description [blamnk)
Extended dezcription 2 [blank)

Quantity 20,000
Stocking Lt Ed = Each
I nit price 0.0000
Eutended price 00000
Purchaze Uk [Blank)

UM conversion factor - 1.00000
Due to dock date 07/171/2006

Due bo stock date 071142008

Order [blark) EI

Purchase request D REO000S |

Requisitioner JSEYMOUR
Requested vendor (blank) gl
Revizsion a
| Continue I Help
| [Z
Card Displays this information
General Requisition information, including stocking UM, price, due dates and
order.
Order Order, item, and warehouse information associated with the
requisition.
ltem Item, warehouse, and lead time information for the item associated
with the requisition.
Miscellaneous Approval status, priority, critical ratio, and information about the
requisitioner, planner, and buyer associated with the requisition.
Dates Dates associated with the requisition.
Ship-to Address Warehouses address and how to communicate with the warehouse
contact.
Comments Comments that have been provided for the requisition. You can

create comments about the requisition using this card.
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From the Maintain menu on the Requisitions list window or card file, you can perform the following
options:

Option Use this option to

Add to Purchase Order  Add the selected requisition to an existing purchase order. To see
requisitions that are available for use with this option, apply the
subset, Not Assigned to a P.O.

Create Purchase Order  Use one or more requisitions to create a purchase order. To see
requisitions that are available for use with this option, apply the
subset, Not Assigned to a P.O.
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Contracts

Contracts are agreements between vendors and your company. They are commitments that the
vendor will make available the agreed quantities at the agreed price, and your company will
purchase the agreed quantities. You do not need to enter a quote first when creating contracts,
but you must define at least one quantity/price break for each contract.

The Contracts list window displays a list of contracts and includes the following information:

-ioix
File Dizplay Maintain  Customize  Mavigation Help
IGeneraIContlact ;I IContlacts ;I ﬁ|E|€o"|[§D|@|@|| DI/'/:-I‘H " %I%@” @l glml%l@l

Contracts

Wendaor < I Contract I Contract descriptionl Ikem 2= | Whs I Contract start | Contract expiration Quantity Iimitl Quantity to datel Percent uged to datel
MPACT ooos2 w1325 | 001 07/31/2006 | 08/31/2006 200.000 0.000 0.000 ;I
WPACT 00053 w1326 | 001 07/31/2006 | 04/25/2007 300.000 0.000 0.000
MPACT 00055 W327 |00 07/31/2006 | 08/31/2006 15.000 0.000 0.000
WPACT 00057 w1328 | 001 07/31/2006 |08/31/20086 200.000 0.000 0.000
MPALCT 000539 w1329 001 07/31/2006 |08/31/2006 30.000 0.000 0.000 J
WPACT 000g1 w1330 | 001 07/31/2006 | 03/28/2007 30.000 0.000 0.000 ;l

| L

* Vendor

» Contract

» Contract description

* Item

» Warehouse

» Contract start date

» Contract expiration date

+ Quantity limit

+ Contract quantity to date

» Contract percent used to date.



The Default card file for the Contracts object contains five cards:

BB(21) Contract - MPAC1, W1325, 000001

File Dizplay Maintain Cuztornize Mavigation Help
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=101 ]

bt -] B|@|=] O] 2]2] d]5| 2% 2|2

Vendor: MPACT McPherson Ames & Co. ltem: w1325 Component ltem J Series Quate: 000007 Contract: 00052

Quote | Item | Vendor Quantity / Prices |
Contract 00052
Contract description [Blank)
Wendor contract number [blank)
Pre-approved contract Mo
Contract start date 0731 /2008
Contract expiration date 08/31/2006
Quantity lirit 200,000
Contract quantity to date 0.000
Contract percent uzed to date 0,000
Setup cost 0.oo
Baze price 0.0000
It freight 0.0000
Contract amount to date o.oa
Last maintained date 071242008
| Continue I Help
| =]
Card Displays this information
Quote Quote information and the dates associated with the contract.
ltem Item and unit of measure information for the item entered on the
contract.
Vendor Vendor and vendor contact information for the vendor associated with
the contract.
Contract Dates, quantities, and price associated with the contract.
Quantity / Prices Quantity and price breaks available for the contract.
From the Maintain menu on the Contracts list window or card file, you can perform the following
option:
Option Use this option to

Create Purchase Order

Create a purchase order and purchase order item using the
information from the selected contract, including buyer, item, vendor,
and warehouse.
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From the File menu, Host Print ... option on the Contracts list window or card file, you can
generate the following reports:

Host Print Use this report to

Quotation Request Create a written request, which you send to your vendor or vendors,
asking for a quote on goods and services your company intends to
purchase. This report is useful only if the contract is associated with a

quote.
Quotation/Contract Show information from the Quotation/Contract Master files. If multi-
Analysis currency processing is active, you can choose to print in trading or

local currency. This report is useful only if the contract is associated
with a quote.




Quotes
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Quotes are statements of an item’s price, terms, and quantity/price breaks a vendor is offering to
a prospective buyer. It is a bid that you, as the buyer can accept or reject. Quotes are useful for
making informed decisions about the purchase of an item. Buyers can compare the quantity and
price breaks vendors are offering for an item to determine the best purchasing opportunity.

The Quotes list window displays a list of quotes and includes the following information:

{2L) Quotes ] 4

File Display Maintain  Customize Mawigation Help

[Genera 3 | E= - AR @« 022 (5] % %] 2] 2]R]%|%

GQuotes

Vendor /1 | |term <2 I thl Quate /L\.I Contract | Buyerl Quote requested | Quote follow-up | Quote accepted | Quote expiration| Primary quote
hPALCT Wi1325 (001 | 000001 Q0osz2 07M2,/2008 07 A12/2008 0v.M2/2008 08/28,/2008 Mo -
WPALCT W1326 (001 | 000002 00053 0712,/2008 07 A12/2006 0v/A12/2006 0828/ 2006 Mo

MPALCT W1327 (001 | 00000z Q0085 07M12/2008 07122008 0v/12/2008 08/28/2008 Mo

MPALCT W1328 (001 | 00000z 00os? 0712/2008 07122006 0v/12/2006 08/28/2006 Mo

MPALCT W1323 (001 | 00000z Q0053 07M2/2008 07 A2/2006 0vA2/20086 08/ 282006 Mo

hPALCT w1330 (001 | 00000z Q0oE1 07M2,/2008 07 A12/2008 0v.M2/2008 08/28,/2008 Mo -

» Vendor

* Item

» Warehouse

* Quote

+ Contract

* Buyer

* Quote request date
* Quote follow-up date
* Quote accept date
* Quote expiration date
» Primary quote.



Page 1-32

The Default card file for the Quotes object contains five cards:

HB(2L) Quote/Contract - MPAC1, W1325, 000001 By ] |

File Dizplay Maintain Cuztornize Mavigation Help

bt -] B|@|=] O] 2]2] d]5| 2% 2|2

Vendor: MPACT McPherson Ames & Co. ltem: w1325 Component ltem J Series Quate: 000007 Contract: 00052

Item | Vendor | Contract | Quantity / Prices |

Quote oaoaot
Quate status Accepted
Comment [blank)

[blank)
Buyer [blank) g,g|
Prirmary quate Mo
Hold quote Mo

Quate request date 071 242008
Quote follow-up date 0741242006

[Quote accept date 071242006

Quote reject date [blank)

[Quote expiration date 08/28/2006

Quate print date [blarik)

Quote currency [blank) = US DOLLARS

Quate reference number  [blank)
Last maintaited date 0v/A12/2006

| Continue I Help

| )

Card Displays this information

Quote Quote information and the dates associated with the quote.

ltem Item and unit of measure information for the item entered on the
quote.

Vendor Vendor and vendor contact information for the vendor associated with
the quote.

Contract Contract dates, quantities, and price associated with the quote.

Quantity / Prices (ﬁuantity and price breaks available for the contract associated with
the quote.

From the Maintain menu on the Quotes list window or card file, you can perform the following
option:

Option Use this option to

Create Purchase Order  Create a purchase order and purchase order item using information
from the selected quote, including buyer, item, vendor, and
warehouse.
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From the File menu, Host Print ... option on the Quotes list window or card file, you can generate
the following reports:

Host Print Use this report to

Quotation Request Create a written request that you send to your vendor or vendors,
asking for a quote on goods and services your company intends to
purchase.

Quotation/Contract Show information from the Quotation/Contract Master files. If multi-

Analysis currency processing is active, you can choose to print in trading or

local currency.
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Purchase Orders

2% Purchase orders are documents buyers use to order materials for delivery in the required amounts

at the correct time. After receiving requisitions for materials or supplies, buyers usually enter and
then send purchase orders to vendors. Purchase orders contain purchase order items, which are
the materials or supplies you are ordering. The purchase order also contains one or more
addresses to indicate where the vendor will deliver the purchase order items and where the
vendor will send the bill for the order.

The Purchase Orders list window displays a list of purchase orders and includes the following
information:

RI=TE]
File Dizplay  Maintain  Customize  Mawigation Help
[Genera ] Jiahrecords 1l = 220 ) =1 ) P A W = =l e sl e s e

272y Purchaze Orders
T

Order I\r"endor Wendar name Order status | Release I Hevl Fiewvizsion IEu_l,ler |Name
POOO1S | MPACT  [McPherson &mes & Co. |40 n MPCZ | Default Buyer =

POOOE  |MPACT | McPherson dmes & Co. | 30
POOOATY | MPACT  [McPherson Ames & Co. | 30
POOOATE  |MPACT | McPherson &mes & Co. | 30
POOOTS | MPACT  [McPherson Ames & Co. |40
POODIZ20 | MPACT McPherson Ames & Co. |40

MPC2 Diefault Buyer
MPC2 | Default Buyer
MPC2 Drefault Buyer
MPC2 Diefalt Buyer
MPC2 Drefault Buyer hd

oo o oo

* Order

* Vendor

* Vendor name

* Order status

* Release date

* Revision

» Last revision date
* Buyer

* Name.
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The Default card file for the Purchase Orders object contains eleven cards:

/(L) Purchase Order - PODD915 O] x|
File Dizplay Maintain Customize Mavigation Help
[Defaut - 80| @« 022 e 8288 &2 2l H ] 218
'

EE FOOD1S  Vendor: MPACT McPherson Ames & Co. Buyer: MPC2 “Wanda Ferguson

Vaniance Comments Amounts I Dates I Oxerview
Wendor Preferences | Wendor Address | Ship-to Address | Billto Address

Order statug Acceptance received or not required

Rewvision I}

|rvoice status Mot complete

Buyer MPC2 q_z|

Mame ‘Wwianda Ferguszon

Wendor MPACT Ql

Wendor name W cPherson Ames & Co.

Warehouze WP @l

Create date [blank)

Confirm by date [blamk)

Feleaze date [blark)

Fricrity Unazzigned

Hald from print Ha

Omit item quantities on PO, Mo

Frint zpecial charges Mo

Approval statug Appraved
| Contirue Help
[ ]
Card Displays this information
General Purchase order information.

Vendor Preferences

Vendor Address
Ship-to Address

Bill-to Address
ltems
Variance
Comments
Amounts

Dates
Overview

Vendor’s choices for shipping and currency.
Vendor address information.

Address information for where the vendor will ship the purchase
order.

Address information for where the vendor will send the invoice for the
purchase order.

Items entered on the purchase order. You can view this list as the
items were requested or approved by selecting the appropriate tab.

Variance among the standard, actual, and expected costs of items
and releases on a purchase order.

Comments that have been provided about the purchase order. You
can create comments about the purchase order using this card. You
can add comments to three tabs: Order, Closeout, and Internal.

Total amounts that apply to the entire purchase order.
Dates that apply to the entire purchase order.

Purchase orders, purchase order items, and purchase order item
releases in an indented outline.
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From the Maintain menu on the Purchase Orders list window or card file, you can perform the

following options:

Option

Use this option to

Cancel

Activate

Normal Close

Force Close

Receive Complete

Vendor Accept

Mass Force Close

Cancel a purchase order that is active. XA changes the status of the
purchase order to 99 - Order cancelled. You can cancel a purchase
order until activity has been reported against it. A canceled purchase
order remains in the Purchase Orders object. XA writes the canceled
order to history, if you are using the history feature, when you purge
the purchase order. You cannot add new information to a canceled
purchase order.

Activate a canceled purchase order. XA changes the status of the
purchase order from 99 - Order cancelled, to the status the purchase
order had before it was canceled. You activate a canceled purchase
order when you need to change the purchase order.

Close an order for which you have received all materials complete,
against all purchase order items and purchase order item releases, if
applicable, and for which the order is completely invoiced. The Order
is at status 50 - Order complete. The AP application does not need to
be installed and interfacing to perform the invoice matching
procedure that updates the order to status 50 - Order complete. If
your company does not run purchasing invoicing procedures, you
must force close the purchase orders. However, if you selected not to
process invoices, on the Invoicing tab of PM Application Settings, the
complete Order status is 40 - Received complete, and you can
process a normal close.

Close a purchase order that has a status of 20 - Acceptance received
or not required, or higher including canceled purchase orders. For
example, use the Force Close option when you know you will receive
no more items for a purchase order.

Receive completely all the open items on a purchase order. You can
use the Receive Complete option as the only option to receive a
purchase order, when all the items ordered have arrived intact.
Alternatively, you can use the Receive Complete option to receive the
rest of the purchase order after you have received the items that
require changes using the Receive option on the Scheduled Receipts
(MM) or Purchase Order Iltems objects.

Indicate the vendor has received the purchase order and agrees to
the associated terms and conditions, and promises to deliver all the
purchase order items and purchase order item releases on one date.
An accept promised date (VA) transaction must be entered on each
item or release with a different promised date to correctly reflect the
date or dates. You may enter multiple accept promised date (VA)
transactions if the vendor changes the promised date multiple times,
providing no user has processed a receive transaction for the
purchase order.

Close multiple purchase orders that have a status of 20 - Acceptance
received or not required, or higher including canceled purchase
orders. You can use this option from the Purchase Orders list window
but not from a purchase order card file.
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From the File menu, Host Print ... option on the Purchase Orders list window or card file, you can
generate the following reports:

Host Print Use this report to

Price Variance Show you the variance among the standard, actual, and expected
costs of a purchase order.

Purchase Order Print a purchase order on-demand. XA prints the purchase order

according to the media options on the Media tab of the report or
according to the media options on the Media Settings card for the
vendor.

From the File menu, Host Jobs ... option on the Purchase Orders list window or card file, you can
generate the following host job:

Host Jobs Use this host job to

Purge Remove closed purchase orders from Purchase Orders and add
them to Purchase Order History. You cannot maintain purged
purchase orders.
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Purchase Order Iltems

b

Purchase order items contain detailed information about the materials and supplies on the
purchase order, such as associated purchase order item releases, comments, debit memos, and
receiving operations.

The Purchase Order Items list window displays a list of items and includes the following
information:

{2L) Purchase Order Items ;Iﬂlil

File Display Maintain  Customize Mawigation Help

[General  ¥] [lallecords] - 8| E[e D@\ D2 A | B e B =e] ¥ w8 =g
:E% Purchasze Order ltems

Order < I Line /i\,l Item I Item description I Wb | Item statusl Blanketl Contractl Duantityl LIk | F'ric:eI Extended amountl Diock
FOOOS14 1| MPCZ08 | Mpa Component 208 | MPA (10 Mo 33.000|EA | 20800 F8.6400 D?JDSQ;I
POOOS & 1| MPC208 | Mpa Compaonent 208 | MPA (10 Mo 44.000|EA | 20800 91.5200| 07 /082
FOOOS & 1| MPC208 | Mpa Component 208 | MPA (10 Mo 000 EA | 20800 10,4000 | O7/08/2
Fooax; 7 1| MPCZ208 | Mpa Compaonent 208 | MPA (10 Mo E.000|Ea | 2.0200 12,4800 07/08/2
POOOS & 1| MPC208 | Mpa Component 208 | MPA (10 Mo FO00|EA | 20800 14 5600 07 /02—
FOOOS19 1| MPCZ08 | Mpa Component 208 | MPA (10 Mo 2000 EA | 20800 1E.6400 | O7/08/2 =
KT | »

» Order

* Line

* Item

* Item description

* Warehouse

* |tem status

* Blanket item

» Contract

» Order quantity - requested
e Order UM

* Unit price - requested
» Extended amount

* Due to dock date

* Due to stock date.
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The Default card file for the Purchase Order Items object contains thirteen cards:

_'(ZL) Purchase Order Item - PO00914, 1

Customize

File Display Maintain

=0l x|

Mavigation Help

ID efault

33. FODD914  Line:

=l P|8|=| D2 2] 4[| 2SR 2| ¥

| 2228 &% sk

MPC208 hpa Component 208 MP&  Mpa Mazter Balance Records

Dates and Lead Times I Guantities I Pricesz and Amounts | Comments | Ouerview
ltem Order Summary | Releazes | Wendor | Contract | Drebit Memoz
Item status Open
Invoice status Mot invaoiced
Fievizion a
Blanket item Mo
Contract [Blank)
Order quantity - requested  33.000
Order E& =Each
Urit price - requested 2.0800
Eutended amount B 6400
D to dock date 07 /08,2008
Due to ztock date 07 /08,2008
Job number [Blank)
Department [blank)
Planner 555 ﬁl
Account number 2000
| Contirue I Help
| ]
Card Displays this information
Summary Purchase order item information.
ltem Item categories, location, and use.

Order Summary
Releases

Vendor
Contract

Debit Memos

Operations

Dates and Lead Times

Quantities

Prices and Amounts

Purchase order information and dates.

Releases for the purchase order item. You can view the purchase
order item releases as ordered or as stocked.

Vendor information for the vendor who is supplying the purchase
order item.

Contract information for the contract that applies to the purchase
order item.

Debit memos entered against the purchase order item.

Operations performed when users receive the purchase order item
from dock to stock.

Lead times and dates that apply to the purchase and delivery of the
purchase order item.

Quantities and factors used to calculate quantities for the purchase
order item. Tabs are As Ordered, As Stocked, and Dates and Lead
Times.

Unit prices and extended amounts that apply to the purchase order
item. You view this information by selecting the Prices and Amounts
tab.
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Card Displays this information
Variance data that applies to the purchase order item. You view this
information by selecting the Variance tab.

Comments Comments that have been provided for the purchase order item. You
can add comments about the purchase order item to three tabs:
Order, Closeout, and Internal.

Overview Purchase orders, purchase order items, and purchase order item

releases in an indented outline.

From the Maintain menu on the Purchase Order Items list window or card file, you can perform the

following options:

Option

Use this option to

Import Operations

Cancel

Activate

Complete

Reopen

Receive

Vendor Accept

Import operations from the PM routing associated with the item.
These operations are performed when receiving the purchase order
item from dock to stock.

Cancel a purchase order item that is active. XA changes the status of
the purchase order item to 99 - Order cancelled.

Activate a canceled purchase order item. XA changes the status of
the purchase order item from 99 - Order cancelled, to the status the
purchase order item had before it was canceled. You activate a
canceled purchase order item when you need to change the
purchase order item.

Set the Item status to Complete, even if you have not received
completely the item quantity ordered. A receive purchased item to
stock (RP) transaction is used if the purchase order item is not an
inspect on receipt item, and a purchase item QC complete/approved
(PQ) transaction is used if the purchase order item is an inspect on
receipt item.

Reset the Item status from Complete to Received to stock, so that
further activity can be entered against it. A receive purchased item to
stock (RP) transaction is used if the purchase order item is not an
inspect on receipt item, and a purchase item QC complete/approved
(PQ) transaction is used if the purchase order item is an inspect on
receipt item.

Receive a purchase order item (partially or completely) to dock,
inspection or stock, and return to the vendor some or all of the
quantity received. XA creates one or more transactions (RD, RI, RP,
and VR) depending on the template selected and the options chosen.

Indicate that the vendor has received the purchase order and agrees
to the associated terms and conditions, and promises to deliver all the
purchase order items and purchase order item releases on one date.
An accept promised date (VA) transaction must be entered on each
item or release with a different promised date to correctly reflect the
date or dates. You may enter multiple accept promised date (VA)
transactions if the vendor changes the promised date multiple times,
providing no user has processed a receive transaction for the
purchase order item.
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From the File menu, Host Print ... option on the Purchase Order Items list window or card file, you
can generate the following report:

Host Print Use this report to

Price Variance Show the variance among the standard, actual, and expected costs
of a purchase order.




Page 1-42

Purchase Order Iltem Releases
i

Eﬁﬂi: The Purchase Order ltem Releases object contains release information for the items on purchase
L orders, including release quantity, dock and stock dates, and release status.

The Purchase Order Item Releases list window displays details of orders, and includes the
following information:

(2L) Purchase Order Item Releases - POOD915  Line: 1 MPC208 Mpa Component 20i — |EI|5|
File Dizplay Maintain  Customize Mavigation Help
|General x| Jial recards) =l Mlﬁlﬁo"l@jl@l@l Dl/lélﬁll@l%l!&lg)/l :.rl::-..

':_:'ﬁ“ =
3% POODS  Line: 1 MPC208 Mpa Component 208  MPA  hpa Master Balance Records

Hel@.l Releaze quantity | Ord Lk Unit price| Dock Stack Release status
1 20.000| EA 2.0B800| 12/29/2006 12/29/2006 10
z 20.000| EA 2.0B800| 01/26/2007 01/26/2007 10
3 20,000 E& 2.0800| 02/23/2007 02/23/2007 1a
4 20,000 B4 2.0800 | 03/30/2007 03/30/2007 1a
5 20,000 B4 2.0800| 04/27 /2007 04/27/2007 1a
| L2
» Order
* Line
* Item
* Release
* Release quantity
* Order UM
» Unit price

* Due to dock date
* Due to stock date
* Release status.
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The Default card file for the Purchase Order Item Releases object contains ten cards:

.'(ZL) Purchase Order Item Release - POD0915, 1, 1 =101 x|

File Dizplay Maintain Customize

Mavigation Help

bt = D|@|] D 2] 2] 8] B2]R

MPC208 Mpa Component 208 MPA  Mpa Master Balance Records Rel: 1

‘.;?é’ PO0ODSTS  Line: 1

Quantities I Prices and Amounts I Ship-to Address I Comments I Oxerview
gﬁummary | Debit Memos | Operations | Order Surmnmary | Contacts

Feleaze status Open

Invoice status Mot complete

Revision a

Feleaze quantity 20,000

Order LIk E& = Each

kit price 20800

Extended amount  471.6000

Due bo dock date 12/29/2006
Due to stock date 12/29/2006

| Continue I Help

| F]
Card Displays this information

Summary Purchase order item release information.

Debit Memos Debit memos for the purchase order item release.

Operations Operations performed when receiving the purchase order item

Order Summary
Contacts

Quantities

Prices and Amounts

Ship-to Address

Comments

Overview

release from dock to stock.
Purchase order information and dates.

Contact information for the vendor, ship-to address, buyer, and
planner associated with the purchase order item release.

Quantities for the purchase order release. Tabs are As Ordered, As
Stocked, and Dates and Lead Times.

Unit prices and extended amounts that apply to the purchase order
item release. You view this information by selecting the Prices and
Amounts tab.

Variance data that applies to the purchase order item release. You
view this information by selecting the Variance tab.

Address information for where the vendor will ship the purchase order
item release.

Comments that have been provided about the purchase order item
release. You can add comments about the purchase order item
release to three tabs: Order, Closeout, and Internal.

Purchase orders, purchase order items, and purchase order item
releases in an indented outline.
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From the Maintain menu on the Purchase Order Item Releases list window or card file, you can
perform the following options:

Option

Use this option to

Import Operations

Cancel

Activate

Complete

Reopen

Receive

Vendor Accept

Import operations from the PM routing associated with an item. These
operations are performed when users receive the purchase order
item release from dock to stock.

Cancel a purchase order item release that is active. XA changes the
status of the purchase order item release to 99 - Order cancelled.

Activate a canceled purchase order item release. XA changes the
status of the purchase order item release from 99 - Order cancelled,
to the status the purchase order item release had before it was
canceled. You activate a canceled purchase order item release when
you need to change the purchase order item release.

Set the Release status to Complete, even if you have not received
completely the release quantity ordered. A receive purchased item to
stock (RP) transaction is used if the purchase order item release is
not an inspect on receipt item, and a purchase item QC complete/
approved (PQ) transaction is used if the purchase order item release
is an inspect on receipt item.

Reset the Release status from Complete to Received to stock, so that
further activity can be entered against it. A receive purchased item to
stock (RP) transaction is used if the purchase order item release is
not an inspect on receipt item, and a purchase item QC complete/
approved (PQ) transaction is used if the purchase order item release
is an inspect on receipt item.

Receive a purchase order item release (partially or completely) to
dock, inspection or stock, and return to the vendor some or all of the
quantity received. XA creates one or more transactions (RD, RI, RP,
and VR) depending on the template selected and the options chosen.

Indicate the vendor has received the purchase order and agrees to
the associated terms and conditions, and promises to deliver all the
purchase order items and purchase order item releases on one date.
An accept promised date (VA) must be entered on each item or
release with a different promised date to correctly reflect the date or
dates. You may enter multiple accept promised date (VA)
transactions if the vendor changes the promised date multiple times,
providing no user has processed a receive transaction for the
purchase order item release.
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Purchase Order History

i

The Purchase Order History object contains information about closed purchase orders, including

=1 price, delivery, vendor performance, and other information accumulated during the life of the
purchase order; such as comments and information about purchase order items, purchase order
item releases, and sources of demand. Use this object to view information about purged purchase

orders. You can also copy purged purchase orders to create purchase orders with the same
information.

The Purchase Order History list window displays a list of purged purchase orders and includes the
following information:

(2L} Purchase Order History =10l x|

File Dizplay Maintain  Customize Mawigation Help

[General | fiall records] =| “lﬁlﬁo"l@l@lé”| %l@/l@" ﬂlgl

=23 Purchase Order Histary

) s
Order &I Purge date @,I Wendor I Wendar narne I Order statusl Heleasel Hevl Hevisionl Buyper I I ame |
POO025 | 04/27/2006 MPACT | McPherson Ames & Co. |60 1] BUYER | Default Buyer ;I

POOMO35 | 0B/03/2006 MPACT | McPherson smes & Co. | B0 1] BUYER | Default Buyer

POOTFIY | 044272006 MPACT | McPherson Ames & Co. | BD 0 BUYER | Default Buyer
POOT7I5 (114012006 MPACT | McPherson Ames & Co. | 30 0 BUYER | Default Buper
POOM73E | 10/26/2006 MPACT | McPherson Ames & Co. | B0 0 BUYER | Default Buyer =
POOT?SY (114012006 MPACT | McPherson Ames & Ca. | 30 0 EUYER | Default Buper ;I
» Order

» Purge date

» Vendor

* Vendor name

* Order status

* Release date

* Revision

» Last revision date
* Buyer

* Name.
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The Default card file for the Purchase Order History object contains eleven cards:

_-(ZL) Purchase Order History - PO0O1796, 10/26,/2006 - |EI|5|

File Display Maintain Customize Mavigation Help

|Defau|t LI %l@lj”l %l@l@” @l Ql

=
POON7IE  Yendor MPACT bMcPherson dmes & Co. Buyer: BUYER Purged: 10/26/2008
AL

\ariance Comments Amounts I Dates I Owerview
Wendor Preferences | YWendor Addiess | Ship-to Address | Bilto Address
Order zkatus Order closed
Rewvizion 0
Imvoice status Mot complete
Buyer BLIYER @
Hame Drefault Buver
Wendor MPACT gl
Wendor name WcPherson dmes & Co.
Warehouze P4
Create date 0.1 5/2006
Confirrn by date [blank)
Release date [blank)
Fricrity Unhazzigned
Hald from print Mo
Omit item quantities on PO, Mo
Frint special charges Mo
Approval status Approved
| Continue I Help
| ]
Card Displays this information
General Closed purchase order information.
Vendor Preferences Vendor’s choices for shipping and currency.
Vendor Address Vendor address information.
Ship-to Address Address information for where the vendor shipped the purged
purchase order.
Bill-to Address Address information for where the vendor sent the invoice for the
purged purchase order.
ltems Items entered on the purged purchase order. You can view the list as
the items were requested or approved by selecting the appropriate
tab.
Variance Variance among the standard, actual, and expected costs of items
and releases on a purged purchase order.
Comments Comments that have been provided for the purged purchase order.
Amounts Total amounts that apply to the entire purged purchase order.
Dates Dates that apply to the entire purged purchase order.
Overview Purged purchase orders, purchase order items, and purchase order

item releases in an indented outline.
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From the Maintain menu on the Purchase Order History list window or card file, you can perform
the following option:

Option Use this option to
Copy to Purchase Order Create a new purchase order using information from the purged
order.

From the File menu, Host Print ... option on the Purchase Order History list window or card file,
you can generate the following report:

Host Print Use this report to

Price Variance Show you the variance among the standard, actual, and expected
costs of a purged purchase order.
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Purchase Order History Items

=7

5

A=

Purchase Order History ltems contains detailed information about the materials and supplies your
company ordered on each selected purchase order history record. A purchase order history item
retains relationships to other objects and information about releases related to the item,
comments entered for the purchase order item, debit memos received against the purchase order
item, and the sources of demand that initiated the purchase of the item.

The Purchase Order History Items list window displays a list of items and includes the following
information:

_' (2L) Purchase Order History Items =10l x|

File Display taintain  Customize Mawvigation Help

|General LI |[aII records) LI M|E|W|.@|é|| =

o[ 2l 2w s|% (s

;-,i’;% Purchase Order History [tems

Order I Line /i\,l Item I Item description | thI Item statusl Blanketl Contractl Duantit_l,ll LIk I F'lic:eI Extended amount| Dock | Stock
POO0947 2 |MPC101 | Component 101 WP& (10 Yes 100.000)| E4 | 5.0000 500.0000 ;l
POO0S47 10{MPC202 |Component 202 WP& (10 Ma 20.000(E& | 0.7500 15.0000| n413/2008 | 12430,
PO00947 11 |MPC201 |Component 201 WP4 |30 Ma 20.000(EA | 0.7500 15.0000

POO0947 12|MPC203 |Component 203 MP& (10 Yes 100.000) E& | 5.0000 500.0000{ 071 3/2006

POO0S47 13{MPC207 |Component 201 MPA |10 Mo 10.000(E& | 2.0100 20,1000 0741342008 | 08106,y
ﬁDDSBE 1|MPC205 | Mpa Component 205 | MP4 | 05 Ma 100.000)| E& | 3.0000 300.0000| 071 3/2006 'IDfiiLI
A4 3

| [

* Order

* Line

* |tem

* Item description

* Warehouse

+ ltem status

* Blanket item

» Contract

* Order quantity - requested
e Order UM

* Unit price - requested
» Extended amount

* Due to dock date

* Due to stock date.
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The Default card file for the Purchase Order History Items object contains twelve cards:

B (2L) Purchase Order History Item - POD0947, 2, 04,/27,/2006 =10l =]
File Display Maintain Customize Mavigation Help
[Defaul = &= 2lo|@] 2R 2R 5% )
FOO094Y  Line: 2 MPC101 Component 101 MP&  Mpabazster Balance Record: Purged:  04/27/2008
EyE
I Quantities Pricesz and Amounts I Comments I Owerview
|Qrder5ummaly Releazes Wendor | Contract | Debit Memos
Item status Open
Imvoice status Mot invoiced
Revision 1]
Blanket item Tes
Contract [blatik)
Order quantity - requested  100.000
Order LIk E& = Each
I nit price - requested 5.0000
Eutended amount A00.0000
[iue to dock date [blatik)
Due to stock date [blark)
Job number [blark)
Department [blank)
Planner 33 ﬁl
Account number ALITEST
| Continue I Help
| )
Card Displays this information
Summary Purged purchase order item information.
ltem Item categories, location, and use.

Order Summary
Releases

Vendor
Contract

Debit Memos

Dates and Lead Times

Quantities

Prices and Amounts

Purchase order information and dates.

Releases for the purged purchase order item. You can view the
releases as ordered or as stocked.

Vendor information for the vendor who supplied the purged purchase
order item.

Contract information for the contract that applies to the purged
purchase order item.

Debit memos entered against the purged purchase order item.

Lead times and dates that applied to the purchase and delivery of the
purged purchase order item.

Quantities and factors used to calculate quantities for the purged
purchase order item.

Unit prices and extended amounts that applied to the purged
purchase order item. You view this information on the Prices and
Amounts tab.

Variance data that applied to the purged purchase order item. You
view this information by selecting the Variance tab.
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Card Displays this information

Comments Comments that have been provided for the purged purchase order
item.

Overview Purged purchase orders, purchase order items, and purchase order

item releases in an indented outline.

From the File menu, Host Print ... option on the Purchase Order History Items list window or card
file, you can generate the following report:

Host Print Use this report to

Price Variance Show the variance among the standard, actual, and expected costs
of a purged purchase order.
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Purchase Order History Iltem Releases

R
-ﬁlﬁg The Purchase Order History ltem Releases object contains release information about the item on
£ 2 purged purchase orders, including release quantity, dock and stock dates, and release status.

The Purchase Order History ltem Releases list window displays details of orders and includes the
following information:

B {2L) Purchase Order History Item Releases - PODD947  Line: 2 MPC102 Desktop Pc _|EI|5|
File Dizplay Customize Mavigation Help
|General =l Jallreconds) =] ﬂl |u§0"|@|@’| .{§>/|| @l%l
i
;,@; POOO347  Line: 2 MPC101 Component 101 P& Mpa Master Balance Records  Purged: 0472772006
Fiel &I Releasze quantity' Order LIk I Lnit pri-:e' Dock | Stock I Release status |
40,000 E& 5.0000| 12/30/2005 12/30/2005 10
E 40.000| E& 5.0000| 1243042005 12/30/2005 10
| N
* Release
* Release quantity
* Order UM
* Unit price

* Due to dock date
* Due to stock date
* Release status.
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The Default card file for the Purchase Order History Item Releases object contains eight cards:

.'(ZL) Purchase Order History Item Release - PO0D0947, 2, 4, 04,/27,/2006

=10l x|

File Dizplay Customize Mavigation Help

IDefauIt VI @ljl

-:—:ﬁ; =

o] 2%

_.__@35 FOOOS47 Line: 2 MPC101 Component 101 MP4  Mpa Master Balance Records Rel: 4 Purged: 04427 /2006
Quantities I Prices and Amounts Ship-to Address Comments Oxerview
‘Summary | Debit Memos | Dates and Lead Times
Feleaze status Open
Invoice status Mot complete
Revision a
Feleaze quantity 40,000
Order LIk E& = Each
kit price 50000
Extended amount  200.0000
Due bo dock date 12/30/2005
Due to stock date  12/30/2008
| Continue I Help
[ ]
Card Displays this information
Summary Purged purchase order item release information.
Debit Memos Debit memos for the purged purchase order item release.

Dates and Lead Times

Quantities
Prices and Amounts

Ship-to Address
Comments

Overview

Lead times and dates that applied to the purchase and delivery of the
purged purchase order item release.

Quantities for the purged purchase order release.

Unit prices and extended amounts that apply to the purged purchase
order item release. You view this information on the Prices and
Amounts tab.

Variance data that applies to the purged purchase order item release.
You view this information by selecting the Variance tab.

Address information for the address where the vendor shipped the
purged purchase order item release.

Comments that have been provided for the purged purchase order
item release.

Purged purchase orders, purchase order items, and purchase order
item releases in an indented outline.
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Standard Messages

M Standard messages are comments defined by your company for common use in quotes,
contracts, requisitions, or purchase orders. These messages contain content that can apply to
documents sent to multiple vendors, such as “Quoted terms valid 60 days from receipt” or
“Overnight or expedited shipping required.” Effective dates associated with the message
determine when and how long the message is available for use.

The Standard Messages list window displays a list of messages and includes the following

information:
{2L) Standard Messages o ] [
File Dizplay Maintain Cuztornize Mavigation Help
IGeneraI ;I I[aII records) LI “lﬁl&”l@l@” [ |/|/_—‘ H |
m Standard Meszages
Meszage 1D First 40 positions of message Copy in
om Please ship befare the end of the month Ma -
o0z Mow needed before end of month Mo
[IK] Please confirm on armival Mo
004 Enzure quality control Mo
005 Phone on arrival Mo
0os Canfirrn with buyer Ma -

* Message ID
 First 40 positions of message
» Copy in.
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The Default card file for Standard Messages object consists of one General card. The card
contains information about the documents in which you can use the standard message and
whether you use the message by reference or by copying it into the document. The General card
also shows the text of the message.

_'(ZL) standard Message - 001 =181x|

File Dizplay Maintain  Customize Mawigation Help
et =] e D2 8] 5

@ﬁ! 001 Please ship before the end of the manth

Eoppin L [~ Show comment separators
Allowed Frint code Effective date [v W %I
P.0. header Tes Order
P.O. item ez Order Please ship before the end of the nonth
P.0. release ez Order
Debit memo Tes Drebit b emo
P.0. print/preview Tes Order
Wendor/item Tes Order
Requizition ez Order
[Huote header ez Order
[Quote footer Tes Order
| Continue I Help |

| 2

From the Maintain menu on the Standard Messages list window or card file, you can perform the
following option:

Option Use this option to

Mass Change Message  Replace the existing text in all of the messages in the Standard

Text Messages list window or of a subset of messages. This option does
not affect the Copy in, Allowed, or Print code values for any
messages.
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Debit Memos

&Y

The Debit Memos object shows information about purchase orders, purchase order items and
purchase order item releases where users entered a return purchased item (VR) transaction.

The Debit Memos object is a lower-level object that exists in combination with other objects. It
combines debit memo information with six objects and results in the following list windows:

Purchase Order Debit Memos: On the Display menu for Purchase Orders, select the option,
Purchase Order Debit Memos. The list window displays debit memo details for the selected
purchase order.

Purchase Order History Debit Memos: On the Display menu for Purchase Order History, select
the option, Purchase Order History Debit Memos. The list window displays debit memo details for
the selected purged purchase order.

Purchase Order Item Debit Memos: On the Display menu for Purchase Order ltems, select the
option, Purchase Order ltem Debit Memos. The list window displays debit memo details for the
selected purchase order item.

Purchase Order History Item Debit Memos: On the Display menu for Purchase Order History
Items, select the option, Purchase Order History Iltem Debit Memos. The list window displays debit
memo details for the selected purged purchase order item.

Purchase Order Item Release Debit Memos: On the Display menu for Purchase Order Items,
select the option, Purchase Order Item Releases. On the Display menu of Purchase Order Item
Releases, select the option, Purchase Order Item Release Debit Memos. The list window displays
debit memo details for the selected purchase order item release.

Purchase Order History Item Release Debit Memos: On the Display menu for Purchase Order
History ltems, select the option, Purchase Order History Item Releases. On the Display menu of
Purchase Order History Item Releases, select the option, Purchase Order History Item Release
Debit Memos. The list window displays debit memo details for the selected purged purchase order
item release.

_'(ZL) Purchase Order Debit Memos - PO00913  ¥Yendor: MPAC1 McPherson £ - |EI|£|

File Dizplay Maintain  Customize Mawigation Help

|Gerersl =] [fallrecods) =] “lglé’a"l@jl@lj” /l//’élﬁl@l

FOOD313  “endor: MPACT McPherson Ames & Co. Buyer: MPC2 “wanda Ferguson

Debit memo | Line &l Itemn |th | Hel&| Return authority |F|esupp|_l,l |Hesupp|_l,.l | F'rintl Debit quantity| Tatal debit amount|
DO000000z2E | 1|MPCZDS |MF'A | D| |No | | N0| ‘ID.DDD| 1D.DD|

L |2



Page 1-56

The list windows include the following columns of information:

P.O./ P.O. History P.O. ltems / P.O. P.O. Item Releases
History ltems P.O. History ltem
Releases
Debit memo v v v
Order v
Line v
ltem v
Warehouse v
Release 4
Vendor return authorization v v v
Resupply v v v
Resupply date v v v
Debit memo print status v v v
Debit memo quantity 4 v v
Order UM v 4
Total debit memo amount v v v

The Default card file for the Debit Memos object contains six cards:

=
File Dizplay Maintain  Customize Mavigation Help
e =1 | B|] 2| 2] H] =2
PODDS13  Line: 1 MPC208 Mpa Component 208 MPA Mpa Master Balance Records Debit DO000000ZE
Eﬁenelal | Wendor | Amounts | Credit bemo | Comments Owerview
Debit memo DO00000026
Debit memo created date 07/28/ 2006
Charge description [blank]
Debit memo charge description 2 [blank)
Wendor return authorization [blank)
Resupply Mo
Rezupply date [blamk)
Diebit mema print status Ha
Debit memao quantity 10,000
Order Uk Ed = Each
Irit price - approved 20800
Debit mema iterm amount 10,00
Debit memo special charges 000
Debit memo freight amount 000
Debit mema tax amount 0.00
Total debit memo amaount 10,00
| Continue I Help
| [Z
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Card Displays this information

General Debit memo information such as created date, charge descriptions,
resupply information, and amounts.

Vendor Vendor information for the vendor associated with the debit memao.

Amounts Total amounts that apply to the debit memao.

Credit Memo Quantities and amounts for the credit memo if a credit memo exists
for the selected debit memo.

Comments Comments that have been provided for the debit memo.

Overview Purchase orders, purchase order items, purchase order item

releases, and debit memos in an indented outline.
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Purchase Order Performance

The Purchase Order Performance object shows performance statistics for purchase orders. XA
calculates the statistics during order closeout and purge. During the purge, XA updates the
Vendors and Vendor Items objects with performance information.

The Purchase Order Performance object is a lower-level object that exists in combination with
other objects. It combines statistical information about purchase orders with the Vendors and
Vendor ltems objects. This combination results in two list windows:

Vendor Purchase Order Performance: On the Display menu for Vendors, select the option,
Vendor Purchase Order Performance. The list window displays purchase order performance
information for the purchase order history records that contain any items supplied by the selected
vendor.

Vendor/ltem Purchase Order Performance: On the Display menu for Vendor ltems, select the
option, Vendor/ltem Purchase Order Performance. The list window displays purchase order
performance information for the purchase history records that contain the selected item and
vendor.

The list windows include the following information:

'(ZL) ¥Yendor Purchase Order Performance - MPAC1 McPherson Ames & Co. - |EI|£

File Display Maintain  Customize Mawvigation Help
|Genesal x| [fallrecords) = ﬁlglﬁ’a"lj” Ql%l@l@l@l

MPACT McPherson dmes & Co.

Order & | |term <2 | Item deszcription | Seql Hel| Furge date | Commodity | Quality performance | Lead time performance | Price perforn
FOOODNS | MPC105 | Mpa Compaonent 105 1] 0| 09/26/1936 0.aa 0.aa
POD717 |MPC201 | Mpa Component 201 i] 0| 04/27 42006 0.aa 25.13
POOOOZE | MPC202 | Wpa Component 202 1] 0| 09/26/1996 Rt} Rt}
PO 747 | MPC204 | Mpa Component 204 1] 0| 06/28/2006 0.aa 0.aa
PO 747 | MPC205 | Mpa Component 205 1] 0| 0B/28/2008 Rt} Rt}
FOOO47 | MPR20T | kpa Faw batensl 1] 0| 04/27/2006 0.o3 20.25
4] |
|

» Vendor

* Name

* Order

* Item

+ Item description

+ Item sequence

* Release

» Purge date

* Purchased item commodity class
* Quality performance

* Lead time performance

* Price performance

» Delivery performance.
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The Default card file for the Purchase Order Performance object contains three cards:

_.(2L) Purchase Order Performance - MPAC1, MPC204, PO01747, 0, 0, 06,/28,/2006 - |EI|5|
File Dizplay Maintain Cuztornize Mavigation Help

efaut =] | 2% R ==

FOD1747Y  MPACT McPherson Ames & Co. MPC204 Mpa Component 204 Purged: 0B/28/2006

EQ'dEl Perfoimance Wendor/ltem Performance Wendor Performance
Quality performance 0.00
Lead time perfarmance 0.00
Frice performance 26520
Delivery perfarmance 0.00
Actual dayz early 1.000
Actual days late 0.000

Actual overship percent 0.00
Actual undership percent 0,00
Actual overprice percent 000
Actual underprice percent 0,00

Actual reject percent 0.00
Actual rewark. percent 0.00
Actual order zize 130.000
Actual rating 1.00
Last rating 0.00
| Continue I Help
| ]
Card Displays this information
Order Performance Actual measurements and percentages for the selected purchase

order.

Vendor/ltem Performance Averages, ratings, and percentages for the vendor’s performance for
delivering the selected item across all purchase orders.

Vendor Performance Averages, ratings, and percentages for the vendor’s performance for
delivering all items across all purchase orders.
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Receiving Operations

Er

?ﬂ The Receiving Operations object provides a method for tracking the movement of purchased

items and purchase order item releases through the dock-to-stock process. The Routing record
associated with a purchased item contains standard receiving operations for that item.

The Receiving Operations object is a lower-level object that exists in combination with other
objects. It combines receiving information with Purchase Order ltems and Purchase Order ltem
Releases and results in the following list windows:

Purchase Order Item Receiving Operations: On the Display menu for Purchase Order ltems,
select the option, Purchase Order Item Receiving Operations. The list window displays the
receiving operations for the selected purchase order item.

Purchase Order Item Release Operations: On the Display menu for Purchase Order ltems,
select the option, Purchase Order Item Releases. On the Display menu for Purchase Order ltem
Releases, select Purchase Order Item Release Operations. The list window displays the receiving
operations for the selected purchase order item release.

The list windows include the following information:

_'(ZL) Purchase Order Item Receiving Operations - PO0OD913 Line: 1 MPLC208 - |EI|£|

File Dizplay Maintain  Customize Mawigation Help

|General LI I"[allrecords] ;I ﬁlglﬁb"l@jl@lj" Dl/l/_:lﬁl” @l%lﬁl

gﬂt PO0O1Z  Line: 1 MPC208 Mpa Component 208 MPA  Mpa Master Balance Recaords

Oper | Description I Facility I Status I Trans I Scheduled start I Scheduled completion I
o1 Fieceipt to dock RD
02 Inzpect Rl
0z Receive to stock RP

| [L']2

Operation sequence
Description

Facility

Operation status
Transaction code
Scheduled start date
Scheduled completion date.
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The Default card file for the Receiving Operations object contains three cards:

_.(2L) Purchase Order Item Receiving Operation - PO00913, 1, 0, 01
File

=101 ]

Dizplay Maintain  Cuztornize Mavigation Help

Pt = D@t D)2 2] 45 &% %

gﬁ FOOOT3  Line: 1 MPC208 Mpa Component 208 MP4  Mpa Master Balance Records Oper: 01

Additional Dezscription

| Owerview |

Dezcription Receipt to dock
Facility [blank) El
Tranzaction code Receipt to dack
Scheduled start date [blank)
Scheduled completion date  [blank)
Setup labor hours 0.00
Run labor time [uze TEC) 0.00
Time baziz code Haurs # urit
W ove time: n.aa
Tool number [blank)
Process sheet [blank)
Frint routing Tes
| Continue Help
| ]
Card Displays this information
General Receiving operations for the purchase order item or purchase order

Additional Description

Overview

item release, including information about the facility, the dates, and
the labor schedules associated with the operation.

Descriptions your company has provided about the receiving
operation.

Purchase orders, purchase order items, and purchase order item
releases in an indented outline.
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Sources of Demand

The Sources of Demand object shows all the sources of demand for purchase order items and
purchase order item releases. The sources of demand information is also stored with the
purchase order history records when XA purges the purchase order.

The Sources of Demand object is a lower-level object that exists in combination with other
objects. It combines source of demand information with five objects and results in the following list
windows:

Purchase Order Item Sources of Demand: On the Display menu for Purchase Order ltems,
select the option, Purchase Order Item Sources of Demand. The list window displays the source
of demand for the selected purchase order item.

Purchase Order Item Release Sources of Demand: On the Display menu for Purchase Order
Items, select the option, Purchase Order ltem Releases. On the Display menu of the Purchase
Order ltem Releases, select the option, Purchase Order Item Release Sources of Demand. The
list window displays the sources of demand for the selected purchase order item release.

Purchase Order History Item Sources of Demand: On the Display menu for Purchase Order
History ltems, select the option, Purchase Order History Item Sources of Demand. The list window
displays the sources of demand for the selected purged purchase order item.

Purchase Order History Item Release Sources of Demand: On the Display menu for Purchase
Order History ltems, select the option, Purchase Order History Item Releases. On the Display
menu of the Purchase Order History Item Releases, select the option, Purchase Order History
Item Release Sources of Demand. The list window displays the sources of demand for the
selected purged purchase order item release.

Requisition Sources of Demand: On the Display menu for Requisitions, select the option,
Requisition Sources of Demand. The list window displays the sources of demand for the selected

requisition.
_-(ZL) Requisition Sources of Demand - RODD1 76 MPC205 Mpa Component 20 - |EI|1|

File Display Maintain  Customize Mawigation Help
|General ;I I"[alllecords] LI “lglé” |E|@|m|ml@l%l@l

ROO0T 76 MPC205 Mpa Component 205 MPA  Mpa Mazter Balahce Records

Source of demand | Demand item | D date - | Due date Quantity
Negative on-hand P& 201 07/11,/2008 07A1/2006 100.000
Megative onhand WP&201 07.11/2008 0741142008 100.000
Negative on-hand W P& 201 07/11,/2008 07142006 12.000
Megative on-hand MPC205 0741172008 07411/2008 32.000

| N
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The list windows include the following information:

P.O. ltems / P.O. ltem P.O. History Items / P.O.
Releases / Requisitions History Item Releases
Source of demand v v
Demand item v v
Component requirement due date v
Requirement due date 4 v
Requirement quantity v 4

The Sources of Demand object has no card file.
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Code Files

Most code files consist of a code and a code description that allow you to name and describe a
piece of information PM uses often. Some code files such as Free on Boards (FOBs) contain
additional information. For example, FOBs also contain information about the shipment method of
payment and the transportation location qualifier. After you set up values for code files, they are
available to maintainable objects that use them.

Code file Code that identifies

FOBs The point at which the buyer’s company
assumes ownership of the items they are
purchasing.

Landed Costs The costs associated with importation, such as

duty and brokerage, that are not invoiced and
the accounts used to record these costs.
Controls how XA applies landed costs uplifts to
vendor’s invoices. The code you enter must
reference a record in the Landed Cost Master
file. You do not use this attribute when IFM is

installed.
Purchased Item Commodities The commodity class for a purchased item.
Ship vias The method of shipment used to deliver goods.
Terms The terms. Includes invoice discount percent,

offset payment days, and terms discount days
due information.

Unit of Measure Classes The class of items with functionally equivalent
units of measure.
Shipping Profiles A shipping schedule profile. Your company

defines these profiles. They contain information
you use for creating purchase shipping
schedules, for printing, or for sending EDI 862
transactions.

EU Ports of Entry The normal port of entry for goods in the EU.
EU ports of Entry are maintainable in CAS.
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Euro currency considerations

If your company conducts business in any euro-participating country, or if you buy from vendors or
sell to customers who provide invoices in a euro-participating currency, you need to understand
and use euro currency. If your local currency is a euro-participating currency, you also need to use
the Euro Currency Conversion Aid tool to convert your local currency amounts from the national
currency to the euro currency. This tool uses fixed exchange rates between the euro-participating
currencies and the euro to convert local currency amounts to euro.

The currency conversion routine you use when XA processes customer and vendor transactions
uses a concept called triangulation for converting currencies. XA converts amounts from a euro-
participating currency to euro, then from euro to the second euro-participating currency. XA does
not support a direct currency conversion between two euro-participating currencies.

To handle situations where vendors conduct business in both a euro-participating currency and in
euros, you can assign an alternate currency to the vendors. The alternate currency can be a euro-
participating currency or euros. When you use alternate currency, amounts for the vendor appear
online and in vendor documents in both the regular trading currency and in the alternate currency.
The alternate currency lets you quickly see amounts in the euro-participating currency and in
euros. For example, seeing amounts in both currencies is useful when working with vendors who
conduct business in their trading currency but accepts payments in euros.

In PM, there are rules to define the relationship between the trading currency and the alternate

currency.
If trading currency is alternate currency will be

euro €uro currency or any euro-participating currency.
euro-participating euro currency or the trading currency.

not euro-related only the trading currency.

PM shows you amounts in the alternate currency as well as the trading and local currencies. By
showing amounts in all three currencies, PM makes responding to various requests for amounts
easy. For example, if you have a question for a vendor who conducts business in its local
currency but accepts your payments in euros, you can see amounts you ordered in both euros
and the local currency. You do not need to perform a currency conversion task to determine the
euro amount in local currency.

The following PM objects show amounts in alternate currency, trading currency, and local
currency:

* Vendor

Contract

Quantity/Prices for quotes or contracts

Purchase order header, purchase order item, and purchase order item releases

Purchase order history header, purchase order history items, and purchase order history item
releases

» Debit memos for both open purchase orders and purged purchase orders.

The alternate currency, trading currency, and local currency amounts appear on the Multi-
Currency Support (MCS) version of the appropriate cards for these objects.
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Information flow

PM information flow is driven by the creation and processing of the important purchasing

documents:

* Requisitions

* Quotes

« Contracts

* Purchase Orders
* Invoices.

PM creates and maintains all important purchasing documents except invoices, which XA
processes through PUR, or AP, or IFM.

Step

Application Object

1. Requisitions

Create requisitions. PM In Requisitions, use the Create option to
create requisitions.

PM also reviews and maintains requisitions
generated from IM and MRP.
2. Vendors

Create vendors. PM In Vendors, use the Create option to create
buy-from vendors and assignee vendors.

Create IFM assignee vendors. PM In Vendors with IFM installed, use the
Create option to create assignee vendors
that process payment information using the
Entity object.

Set automatic receiving advices. PM In Vendors, use the Send XML receiving
advice option (Purchasing Settings card) to
determine when XA sends XML receiving
advices to vendors.

Set media settings. PM In Vendors, use the Media Settings card to
determine the way XA sends purchase
orders to Vendors.

3. Quotes and Contracts

Create quotes. PM In Quotes, use the Create option to create
quotes.

Note: XA maintains responses to quotes
received through EC in PUR.

Create contracts. PM In Contracts, use the Create option to create
contracts.

4. Print analysis reports
Print analysis reports. PUR Use PUR to print analysis reports.
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Step Application Object
5. Create purchase orders
Use requisitions. PM In Requisitions, use the Create Purchase
Order option to create purchase orders.
Use quotes. PM In Quotes, use the Create Purchase Order
option to create purchase orders.
Use contracts PM In Contracts, use the Create Purchase
Order option to create purchase orders.
Create purchase order. PM In Purchase Orders, use the Create option

to create purchase orders.

PM also reviews and maintains purchase
orders generated from IM and MRP.

Note: You maintain P.O. acknowledgments
received through EC in PUR.

6. Print purchase orders on-

demand

Print purchase orders. PM In Purchase Orders, use the Purchase
Order host report to print purchase orders
on-demand.

7. Negotiate purchase orders
electronically with Vendors

Change purchase orders. Vendor  If you are set up to negotiate purchase
Applications orders using vendor management software,
you can use this software to change
purchase orders.

8. Print purchase order tracking

reports

Track purchase orders. PUR Use PUR to print reports that track purchase
orders.

9. Receive items to inventory

Process receipts. IMor MM  Use IM or MM to process receipts of
purchase orders.

Receive purchased items. PM In Purchase Orders, use the Receive
Complete option to receive a purchase
order.

PM In Purchase Order Items, use the Receive
option to receive a purchase order item.
PM In Purchase Order Item Releases, use the

Receive option to receive a purchase order
item release.
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Step Application Object
10. Create invoices
Create invoices PUR, AP, Use PUR, AP, or IFM to create invoices.
IFM PUR sends invoice information to AP to be
paid.
11. Close out and purge purchase

orders

Normal close purchase orders. PM In Purchase Orders, use the Normal Close
option to close out a purchase order that you
have received completely.

Force close purchase orders. PM In Purchase Orders, use the Force Close
option to close out a purchase order that you
have not received completely.

Mass force close purchase PM In Purchase Orders, use the Mass Force

orders. Close option to close out all selected
purchase orders that you have not received
completely.

Purge purchase orders. PM In Purchase Orders, use the Purge host job
to purge closed purchase orders.

12. Evaluate vendor performance
View vendor performance. PM In Vendors, Vendor Items, Vendor Purchase

Order Performance, or Vendor Iltems
Purchase Order Performance use the list
window to see performance for the vendor,
each item supplied by the vendor, or each
order for each vendor/item.
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Procurement Management security

PM establishes security at the object level. The security you set up can be different for each of the
PM objects depending on your company’s needs. For information about setting up security, see
the Browser Concepts Guide and the Cross Application Support User’s Guide. For more
information about attribute and task security set up for the Vendors object, see Chapter 3,
“Creating and Selecting Vendors” on page 3-4 or Appendix B.
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Chapter 2. Creating Requisitions and Monitoring Demand

OVBIVIEW ...ttt ettt e oottt e ettt e e e bt e e e e nbbe e e e e e nnnbe e e e e e nnnees 2-1
Creating purchase requests and requiSitions ............cccccoeeeee i 2-3
Creating a purchase request and requisition ...............ooooccciiiiiiiii e 2-3
Creating @ reqUISITION ........coiiiiii e 2-8
MONItOriNG deMEANG ... 2-10
Monitoring purchase reqUESES..........coooiiiiiiiiiiiii e 2-10
MOonNiItoring reqUISITIONS ......oo.uueiiie e 2-12
Monitoring MRP recommendations...........c..ueeieiiiiiiiiiiniieee e 2-13
Monitoring reorder recommendations ............cccveiieiiiiiiiie i 2-16
Overview

Procurement involves purchasing items, equipment, and services your company needs to
operate. The first step in procurement is to decide the goods and services you need to purchase
by monitoring your company’s demand for materials. This chapter describes the process of
assembling a list of items for which you are going to create purchase orders.

Figure 2-1, "Overview of monitoring demand for materials" shows four ways you can monitor your
company’s demand for materials. In Procurement Management (PM), you can create and view
requisitions and purchase requests. If Order-Based Production Management (OBPM) and
Material Requirements Planning (MRP) are installed and interfacing, you can view MRP
recommendations and reorder recommendations from these applications.
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Figure 2-1. Overview of monitoring demand for materials

Purchase requests. A purchase request contains multiple related requisitions. A purchase
request is like a header with requisitions for line items. When you create a purchase request, you
can enter information for the Warehouse, Job number, Department, Ship-to, G/L information, and
due dates attributes. You set this information up once on a purchase request so that you do not
need to enter it each time you create a requisition. You can also add existing requisitions to the
purchase request after it is created.

Requisitions. Requisitions are requests for goods and services. Requisitions contain an item and
the quantity needed, date the item is required, requisitioner who needs the item, and the
requisitioner’s department. You submit requisitions for inventory, miscellaneous, and service
items.

MRP Recommendations. MRP makes recommendations for items to purchase based on all the
planned orders created for a warehouse during an MRP planning run. You can display MRP
recommendations, create requisitions, and create purchase orders from MRP recommendations.

Reorder Recommendations. Reorder recommendations advise you about items in a warehouse
with a quantity available below its reorder point. You can display reorder recommendations,
create requisitions, and create purchase orders from reorder recommendations.
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Creating purchase requests and requisitions

In PM, you can create purchase requests and requisitions, which buyers use to purchase
inventory. PM provides two approaches to creating purchase requests and requisitions:

» Create the purchase request and requisitions at the same time. This approach reduces the
amount of data entry when requisition information is defaulted from the purchase request.
+ Create the requisition, either adding it to an existing purchase request or not.

You do not need to create purchase requests but adding requisitions to a single purchase request

is more efficient and allows you to view these requisitions together from the Purchase Request
card file.

Creating a purchase request and requisition

The following procedure assumes you want to create a purchase request and a requisition at the
same time. From the Purchase Requests list window, select Create on the Maintain menu. The
Create Purchase Request dialog opens.

X
Template
IDefauIt ;I Al
Riequest D [rPoonts '?-¥| Q|
D'escription {items for job 186
Fequisitioner 1D Idefault
Pricrity I.T" 'l

Department |1 a

B
W arehouse W Ql @l
Ship-to 1D IF

Drue to dock. date IU2.-"28.-"2UU? El
Drue to stock date IU3.-"U1 o007 El
Follow-up date IU2.-"UB.-"2UU?1 El

[~ Retumn hers to create another

[¥ Preview before create

Create I Cancel | Help |
| i}

Figure 2-2. Create Purchase Request dialog

You enter the appropriate details on the Create Purchase Request dialog. Priority can be set to

unassigned, lowest, or highest, or a value from 2 to 8. In this example, the priority is setat 7, a
moderate to high priority.
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You can select Preview before create to add information or create requisitions for the request.
Click Create and the Create Purchase Request card file opens.

{2L) Create Purchase Request - RPODD15

=101

File Dizplay Maintain  Customize Mawigation Help

P =1 D|B|a] 12|20 e

RPOOD15  [tems for job 186

Requisitioner 1D:  default

Request ID RPOOOTS Meut follow-up date  [blank)
Description |Items for job 186 Request status Created
Requisitioner Idefault Ordered status Ma iterns ordered

Default values

Priciity I? vi Warehouse address

Departmett 186 REL flalM LOADING DOCE,
W arehouse IMPA Ql @l Telephone [blank)

Ship-to [D 97 Fax [blank)

Received status

Mo iterns received

D bo dock date E-mail address

|D2£2SIEDD? E'
|n3m1 42007 % Street

[blank] @'

Dwe to stock date WwaREHOUSE PARE.

Fallow-up date W El City ROSWELL

GL Account I gl State G = Geargia

Job number l— Postal code [blank)
Country [blank)

~Requisition [tem:

Requisition I Item |th I Primary vendoll Duantit_l,ll Stk L|M| Dockl Stock I Order I F'ric:el Extended pricel Hequisitionerl Create I 4

Create I Cancel Help

| Pending

Figure 2-3. Create Purchase Request card file

The values you enter for Priority, Department, Warehouse, Ship-to ID, Due to dock date, Due to
stock date, Follow-up date, GL Account number, and Job number will be used as the default
values for creating the requisitions.



Add requisitions to the purchase request by clicking the Create button to the right of the

Requisition Items list window. The Create Requisition dialog opens.

x
Template
’7|Default =| ﬁl]l

Requisition IHDUD388 '];_ll Ql

Iter [MPat02

Warehouze IMPA ql ﬁl
Quantity Igg

Due bo stock date Iugm-] F2007 @l

R equizitioter IDEF,!.\LILT

Q|

[~ Return here to create anather
e

Ereate I Cancn;f | Help |

Y

Figure 2-4. Create Requisition dialog
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You enter the item and quantity for the requisition on this dialog. If necessary, you can change the

other values defaulted from the purchase request, to new values for only this requisition.
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If you want to add information for the requisition, select Preview before create. When you click
Create, the Create Requisition card file opens.

_.(2L) Create Requisition - RO00388 =10 %]

File Dizplay  Maintain  Customize  Mawigation Help

bt = BBz D|2]2] 4] 5 2% =0 %= 22 2R

EH

RO0D388  MPATDZ Mpadssembly 102 MPA  Mpa Master Balance Records

: Order | [tem | Mizcellaneous | Dates | Ship-to Address | Comments |

Eutended description I

Eutended description 2 I

Huantity |2D.EIDEI
Stocking Lt Ed = Each
Uriit price |1 0200
Extended price 20,4000
Purchaze LM Ed =Each

U conversion factor — 1.00000

Due to dock date |02£28£2DD? El g3 |
Due to stock date Igg,-'m F2007 El
Order I Q| %l

Purchaze request ID REOOOTS Q

R equizitioter IDEF,-’:.,LILT
Requested vendar I Ql 7 |
a

Revizsion

Create I Cancel

| |F'enc|ing

Figure 2-5. Create Requisition card file

Make any changes you require and finish creating the new requisition by clicking the Create
button at the bottom. You return to the Create Purchase Request card file, where you can create
more requisitions using the Create button to the right of the Requisition Items list.

Finish creating the purchase request by clicking the Create button at the bottom of the Create
Purchase Request card file.
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A Please Confirm prompt opens. In this example, you added one requisition to the purchase
request.

{2L) Please Confirm x|

The fallowing tranzactions will be zent to the host for processing.

Description

Create Purcha est RPODONS

%:533| Create Requisiion RO00338

i Confim Faost Delete Al | Help |

Figure 2-6. Please Confirm Create Purchase Request

Click the button, Confirm Post to create the purchase request and requisition.
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The following procedure assumes you want to create a requisition and add it to an existing

purchase request. From the Requisitions list window, select Create on the Maintain menu and the
Create Requisition dialog opens.

{ZL) Create Requisition 5'
Template
’V|Default ;I ﬂ]]l
Requisition

|an0391 '?_1| Q|

Item [MPA103 Q| %|
wharehouse IW ql @l

Quantity |15—

Due to stock date W EI
Requisitioner I—

[~ Return here to create anather

[¥ Preview before create

Create I Cancel | Help |

s

Figure 2-7. Create Requisition dialog

You enter the item and quantity for the requisition and any other values that are required.

If you want to return immediately to this dialog to create another requisition, deselect the Preview
before create box and select Return here to create another. Click Create to create the requisition
and open another Create Requisition dialog.

Note: If you deselect the Preview before create box, you cannot immediately add the requisition
to a purchase request. Use this method when you are not adding requisitions to a purchase
request. You can always add them later by adding a purchase request ID to each requisition.
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However, if you do want to go to the Create Requisition card file to add requisition information or
to add it to a purchase request, select Preview before create.

Click Create and the Create Requisition card file opens.

{2L) Create Requisition - ROD0D391 =10l x|

File Dizplay  Maintain  Customize  Mawigation Help

et =] D|B|| D22 4|3 F2 2% |22 0% = 2 28R

EH

e RO00391 MPAT03 Mpa Assembly 103 MPA  Mpa Master Ealance Records

Order | [tem | Mizcellaneous | Dates | Ship-to Address | Comments |

Eutended description I

Eutended description 2 I

Huantity |15.EIDEI
Stocking Lt Ed = Each
Uriit price |5_555g
Extended price 24,9750
Purchaze LM Ed =Each

U conversion factor — 1.00000

Due to dock date |02£28£2DD? El g3 |
Due to stock date Igg,-'m F2007 El
£

Order

I q
Purchaze request (D I q

R equizitioter IDEF,-’:.,LILT
Requested vendar I Ql 7 |
a

Revizsion

Create I Cancel

| |F'enc|ing

Figure 2-8. Create Requisition card file

Make any changes you require in this card file. For the Purchase request ID attribute, enter the
purchase request to which you want to add this requisition.

Finish creating the new requisition by clicking the Create button at the bottom of the card file.
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Monitoring demand

You can use the Purchase Requests and Requisitions objects to monitor the demand for materials
and to create purchase orders to meet that demand. If OBPM and MRP are installed and
interfacing, you can also use information from the MRP Recommendations and Reorder
Recommendations objects to monitor the demand for materials.

Monitoring purchase requests

Use the Purchase Requests list windows and subsets to monitor demand.

Purchase Requests list window. This list window shows you the statuses of purchase requests.
You can see if the request has been created or is in process, if items have been ordered, and if
items are received. The status of a purchase request depends on the status of the requisitions it
contains. You view the following statuses from the Default view of the Purchase Requests list

window:
B (2L) Purchase Requests - 10l x|
File Display Maintain  Customize Mawvigation Help
|Gereral  >| [allrecords] = “lﬁlﬁb"l@l@lj” Dl/l/__- A ” = @l%l
Purchaze Requests
Request /1 | Description | Requisitioner | Meut follow-up date | Request status | Ordered status | Received statuz |
RPOOO1T3 Items for Job 186 default I process Al items ordered Mo items received -
RPOOO14 |temns to job 186 default Created Mo items ordered | Mo items received
RPOOOTS Items for job 186 default Created Mo items ordered | Mo items received

| L

Figure 2-9. Purchase Requests list window

* Request status shows activity that has occurred for the purchase request. Created is the first
value for newly created purchase requests. It remains this value until some activity occurs on
at least one of the contained requisitions. In other words, if the Ordered status is No items
ordered, then Request status is Created. When activity occurs, this changes to In process,
where it remains until all activity completes on all contained requisitions. When the Ordered
status is All items ordered and the Received status is All items received, the Request status
becomes Complete. This status is dynamic. A complete purchase request can revert to in
process if an additional incomplete requisition is added to the purchase request.

» Ordered status shows whether some, all, or none of the requisitions on the purchase request
are assigned to a purchase order. Ordered status can be No items ordered, Some items
ordered, or All items ordered. The value reflects how many requisition items on the purchase
request have purchase order items created for them.

* Received status shows whether some, all, or none of the purchase order items associated
with the requisitions are received. Received status can be No items received, Some items
received, or All items received. The value reflects how many requisition items on the purchase
request have purchase order items that are received completely.

You can use Purchase Requests to determine your purchasing requirements by viewing requests
that are still at the Created status. For example, in Figure 2-9, you can see two purchase requests
have a Request status, Created and an Ordered status, No items ordered. These purchase
requests might contain requisitions that require purchase orders.
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You can also see that purchase request RP00013 has an Ordered status, All items ordered. You
can determine quickly that you do not need to create purchase orders for any requisitions on this
purchase request.

You can also use this object to monitor the progress of purchase requests. For example, you
create a purchase request that contains requisitions for a single manufacturing job. Viewing the
status for a purchase request is a way to view quickly the progress of the items required for the
job.

Requisitioner ... subset. This subset, available from the Purchase Requests list window,
displays all the requests for a requisitioner you enter. This information is useful if you know the
requisitioner, but you do not know the purchase request number.

My Requests subset. This subset selects only the purchase requests for which you are
responsible, using your XA User ID. You can use this subset as a starting point for determining
your purchase activities for the day.

Purchase Request Items list window. This list window is available from the Purchase Requests
list window when you select a request and then select the option, Purchase Request Items, from
the Display menu. Use this list when you know the purchase request ID and you want to know
which requisitions are in it.

.(2L) Purchase Request Items - RPO0014 Items to job 186  Requisitioner ID: d - |EI|5[
File Dizplay Maintain Cuztomize Mavigation Help

IGeneraI LI I“[allrecolds] ;I ﬂlgl&"lwlgljl Dl/l/:‘lﬁll @l@l Ql%l@l@ll%}li

: RPOOOT4  Items to job 186 Requisitioner 1D:  default

Req... i | Item | th| Prirnary vendorl Eluantit_l,l| Stk L|M| Dock | Stock. | Drderl F'ric:el Extended plice| Hequisitioner| Create
RO00381 |MF'.&‘I D2| P2, | | 2D.DDD| Ea, | 01,/19/2007 | oA 9£2DD?| | 'I.D2DD| 2D.4DDD| DEFALILT |D1£19£2DD?|
| [L.[2

Figure 2-10. Purchase Request Items list window

You can also use the Purchase Request Items list window to create or add to purchase orders
from requisitions contained on a purchase request. For example, in Figure 2-9 on page 2-10, you
determine RP00014 has requisitions that you need to add to a purchase order. You select
RP00014 and then select Purchase Request Items from the Display menu.

From the Purchase Request Items list window, shown in Figure 2-10, you select requisition
R000381 and then select Add to Purchase Order on the Maintain menu. For more information
about adding requisitions to a purchase order, see Chapter 5, “Creating Purchase Orders."
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Monitoring requisitions

Requisitions list window. In contrast to the Purchase Request Items list window, the
Requisitions list window contains all requisitions and displays the purchase request ID, if present.
Use this list when you do not know the purchase request number, but you do know the number of
the requisition for which you are searching.

Use the Requisitions list window, subsets, sorts, and views to monitor demand.

B E

File Dizplay Maintain  Custormize  Mawigation Help

e — e VA AR o kY Tk

Fequisitions

Hequisition&| [tem |Wh$ | Prirary wvendor | I]uantity| Stk LUk | Daock, | Stack | Order | Purchase request ID | Pricel Exter
RO00356 w1325 |00 20.000|EA 07/11./2006 |07/11/2006 RPO000S 0.0000 :I
RODD357 w1326 |00 15.000|EA 07/11/2006 |07/11/2006 | PCPTY48 |RPODOOE 0.0000
ROD0358 w1327 |00 15.000|EA 07/11/2006 [07A11/2006 | PAsAS RPO0O0D7 0.0000
ROD0359 w1329 |00 30.000|EA 07/11./2006 |07/11/2006 RPOO0DS 0.0000
ROD0O3E0 w1330 |00 20.000|EA 07/11./2008 |07/11/2006 RPOOO10 0.0000
ROD03E1 w1325 |00 25.000|EA 07/11,/2008 |07/11/2006 RPOOO11 0.0000 ﬁ
Kl | ,

| L.

Figure 2-11. Requisitions list window

Days since release exceeds ... subset. This subset displays all requisitions after the number of
days you enter. For example, if you enter 30 into the subset, you receive a list of all the
requisitions released in the last 30 days. You can use this list to check the progress of requisitions
over a period of time, you determine, to ensure requisitions are not overlooked or lost in the
system.

Not assigned to a P.O. subset. This subset displays all requisitions not added to purchase
orders and therefore which might require attention.

By Priority and Critical Ratio sort. Use this sort when you must prioritize requisitions. The
requisitions at the top of the list are the most urgent or whose remaining lead time is greater than
the time remaining until their due date.

Priority view. The Requisitions list window has a Priority view, which provides information about
the requisition’s priority, critical ratio, number of days since release, department, and account
number. You can use this view with the sort, By Priority and Critical Ratio to arrange the
requisitions into critical ratio sequence with the most important requisitions at the top of the list.
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Requisition Activity list window

This list window is available from the Requisitions list window, when you select a requisition and
then select the option, Requisition Activity, from the Display menu.

'(ZL) Requisition Activity - RO00376  MPA103 Mpa Assembly 103  ™MPA Mpa o | m] 4]

File Dizplay Maintain  Customize  Mavigation Help

[General =] [fallrecords) =] “lﬁlﬁo"l@l;j" /l/_—-lﬁlv"”ﬁl

@. ROOD37E  MPAID3 Mpadssembly 103 MPA  Mpa Master Balance Records

Activity status <5 I Activity date | Activity type I Activity summary I Buyer |
Mot reviewed 1214/2006 Fequisition converted into P.0O. | ROO0376 MPATD3 PO0O246 3 0 BIUYER
Mot reviewed 12/14/2006 F.0. iter created PO0DZ4E Line: 3 MPAT03 “endor MPACT BUYER
Mot reviewed 12414/2006 Fiequizition created RO00376 MPATO3 FDJ

| (L[

Figure 2-12. Requisition Activity list window

You can use the Requisition Activity list window to view activity that has happened to a requisition.
For example, in Figure 2-12, you can see the activity status for the requisition is Not reviewed. An
XA user has created the requisition and used it to create a purchase order with an associated
purchase order item. You can see which buyer, if any, is responsible for processing the
requisition.

Monitoring MRP recommendations

The MRP Recommendations object provides you with recommendations (exceptions) for items to
purchase based on all the orders planned by MRP that are created for a warehouse during an
MRP planning run. Exceptions are user-defined recommendations that indicate how you should
process items.

The MRP recommended orders include:

* released and firmed manufacturing orders
* purchasing orders

* intersite orders

* purchase requisitions

» planned orders (with a start date on or before your MRP Review Horizon).

For information about Material Requirements Planning, see the Material Requirements Planning
User’s Guide and the Order-Based Production Management Concepts Guide.
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If MRP and OBPM are installed and interfacing, you can view MRP recommendations from the
following objects in PM:

Object Display option

Buyers Buyer MRP Recommendations.
ltems ltem MRP Recommendations.
Vendors Vendor MRP Recommendations.

Table 2-1. Objects from which you can view MRP recommendations

Buyer MRP Recommendations. This option shows the MRP recommendations for items for
which a buyer is responsible. The Buyer MRP Recommendations list window provides you with
useful information for planning future work or you can use this list to create purchase orders.

Item MRP Recommendations. This option shows both planned and released orders that are
eligible for processing. You see all requirements for an item together, regardless of where the
receipt is going or when it is due. Use this option when you are interested in viewing a list of MRP
recommendations for an item regardless of the buyer, vendor, or warehouse associated with the
item. Note: On the MRP Recommendations list window, you see only one item/warehouse at a
time.

Vendor MRP Recommendations. This option restricts the list of all MRP recommendations to
just recommendations for any item a vendor sells. For example, you can use this list to
communicate projected orders to vendors, so that they can better plan their production.
Alternatively, you can use this list to select planned orders and either create a purchase order or
add the item to an existing purchase order to send to the selected vendor.

MRP Recommendation subsets. To help you prioritize the recommendations you view in Buyer
MRP Recommendations, Item MRP Recommendations, and Vendor MRP Recommendations,
use these subsets:

» All exceptions subset includes all the exceptions.

* Release exceptions subset includes all planned orders that MRP recommends you expedite
and release.

* Reschedule exceptions subset includes planned or released orders that MRP recommends
you schedule or move in one of the following ways:

- Expedited and released

- Expedited, rescheduled, and released
- Expedited

- Rescheduled

- Deferred.
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The following procedure demonstrates how to view MRP recommendations from Items and use
the Release Exceptions subset on the Item MRP Recommendations list window to view all the
items that have an MRP recommendation of expedite and release.

From the Items list window, select the item for which you want to view MRP recommendations.
Select Item MRP Recommendations from the Display menu.

The Item MRP Recommendations list window opens.

_'(ZL) Item MRP Recommendations - MPC207 Mpa Component 207 -0l x|

File Display Maintain  Customize Mawigation Help
IGeneraI LI Ix[allrecords] LI “lElS’o"lj" mll/l ay |@| ")lDl %”E" %l@lmlgl &)

MPC207 Mpa Camponent 207

Action | wiha 2 | Ewception| Make/buy | Order Sub-type Yendaor | Start date | Due date & Quantity
ATL I =Expedite and releaze | P Flanned P.O. 0801 /2008 08/15/2008 5710
P, 11 =Past due| P FOO0Z74 F.O WPACT 03/26/2008 05152006 10.000
P, 11 =Past due| P FOONB35 F.O MPACZ | 08/31/2008 03/13/2006 17.400
P, 22 =Past dug, early | F PO0OY25 F.O. WPALT 034272008 04.,/04./2006 100.000
P, 22 =Past due, early | F POOOY2E F.O. WFACT 03/27/2006 04,/04,/2006 100,000
P, 22 = Past due, early | P POOOO37 P.O. WPACT 03/24/2006 04,/04,/2006 100,000
P, 31 = Expedite and releaze | P Planned P.O. MPACZ | 03/21/2008 04,/04,/2006 500,485
MF2 72 =Cancel| P FOO071S F.O. MPACZ | 11/08/2006 11/20/2006 F0.000
[ INE]

Figure 2-13. Item MRP Recommendations list window

From the Item MRP Recommendations list window shown in Figure 2-13, you can see all the MRP
recommendations for the Mpa Component 207. You can see the item is available from three
warehouses (ATL, MPA, and MP2) because this list window shows these warehouses for the
item.

» Two of the recommendations for Mpa Component 207 have an Exception status, 31 -
Expedite. MRP recommends releasing and expediting these planned purchase orders.

» Two of the recommendations have an Exception status, 11 - Past due. The scheduled
receipt’'s due date is earlier than the planning start date.

» Three of the recommendations have an Exception status, 22 - Past due early. The scheduled
receipt’s due date is earlier than the current horizon date, but is needed to cover a prior
requirement.

* The last recommendation in the list has an Exception status, 72 - Cancel. MRP recommends
canceling this scheduled receipt.

The information you view in the ltem MRP Recommendations list window helps you determine the
next process you need to perform for the item. For example, you can select the last
recommendation in the list and then select Cancel on the Maintain menu of Item MRP
Recommendations, because you agree with the MRP recommendation to cancel this scheduled
receipt.
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Use the Release exceptions subset to display the recommendations for Mpa Component 207 that
have an Exception status, 31 - Expedite and release.

_iBix
File Dizplay Maintain Customize Mavigation Help
IGeneraI 'l *Releaze exceptions u ““Elﬁo"lj” Dll/l é |@| r)l Dl%”@” %|@|n|§| .:’l @l
MPC207 Mpa Component 207
Action | Whs &| Exception| M akebuy | Order | Sub-type | Wendar | Start date | Due date = | Duantit_l,l|
ATL 31 = Expedite and releaze | P Planned P.0. 08,07 /2006 02,/15/2006 5,710
T P&, 31 = Expedite and release | P Plarned P.O. MPACZ | 03/21/2006 04,/04/2006 50.465
| INF]

Figure 2-14. Item MRP Recommendations list window - Release exceptions subset

Use this list to create a purchase order by first selecting the item or items to be included on the
purchase order and then selecting either Create Order or Mass Create Orders on the Maintain
menu. For information about creating a purchase order using MRP Recommendations, see the
Material Requirements Planning User’s Guide and the Order-Based Production Management
Concepts Guide.

If you do not want to use MRP Recommendations to create a purchase order, you can use the
Iltem MRP Recommendations list window to provide information to create a purchase order using
another method available in PM, as explained in Chapter 5, “Creating Purchase Orders."

Monitoring reorder recommendations

The Reorder Recommendations object shows order recommendations generated for
replenishment items at the warehouse-level that are eligible for processing. The Generate
Reorder Recommendations host job from Warehouses or Manufacturing Orders (OBPM) creates
reorder recommendations for item warehouses where the quantity available is fewer than the
reorder point. Depending on the applications you have installed, OBPM can generate
manufacturing orders, purchase orders, requisitions, and intersite orders.

You can view reorder recommendations from the following objects in PM:

Object Display option.
Buyers Buyer Reorder Recommendations.
Vendors Vendor Reorder Recommendations.

Table 2-2. Objects from which you can view reorder recommendations

Buyer Reorder Recommendations. This option shows the reorder recommendations for items
for which a buyer is responsible. The Buyer Reorder Recommendations list window provides you
with useful information for planning future work or you can use this list to create purchase orders.
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Vendor Reorder Recommendations. This option restricts the list of all reorder
recommendations to reorder recommendations for any item a selected vendor sells. For example,
you can use this view to communicate projected orders to vendors, so that they can better plan
their production or you can use this list to select items and then either create a purchase order or
add the requirement to an existing order to send to the selected vendor.

Reorder Recommendation subsets. You can use the reorder recommendation subsets to help
you prioritize the recommendations you view from Buyer Reorder Recommendations or Vendor
Reorder Recommendations. You can select the Buyer ..., Planner ..., Vendor ..., or Warehouse ...
subsets to refine the list of recommendations you want to view. Other reorder recommendation
subsets help you view only reorder recommendations that are open or have a completion code of
Created.

The following procedure demonstrates how to view reorder recommendations from Vendors and
use the Warehouse ... subset on the Vendor Reorder Recommendations list window to view all
the recommendations for a vendor and a warehouse.

From the Vendors list window, select the vendor for which you want to view reorder
recommendations. Select the option, Vendor Reorder Recommendations, from the Display menu.

The Vendor Reorder Recommendations list window opens.

.(2L) ¥Yendor Reorder Recommendations - MPAC1 McPherson Ames & Co. - |EI|5|
File Dizplay Maintain Cuztornize Mavigation Help

IGeneraI LI I"[all records) LI “lElé’o"ljl | @Jl %l@lﬁl £ | @l
MPACT  MePherson Ames & Co.

Auction Item 5. Item dezcription | Revision /2 | Whhs 5 | bl ke /bup | Eluantit_l,l| Guantity an-hand| Lk
MPCE05 MPA COMPOMENT 505 t P P 53852 0.000|EA -
WMPCED WPa COMPOMEMT BO1 ATL F 33.0328 0.000|Ea
MPCET MPA COMPOMENT 601 f P P 37.789 0.000|EA
MPCEDZ MPA COMPOMENT BO2 ATL F 83376 0.000(E&,
MPCED2 MPA COMPOMENT BO2 f P, P 89.376 0.000{EA
MPCEOS MPA COMPOMENT 603 ATL P 19562 0.000|EA v

Figure 2-15. Vendor Reorder Recommendations list window

From the Vendor Reorder Recommendations list window shown in Figure 2-15, you can see some
of the purchase reorder recommendations for vendor MPAC1.
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Use the Warehouse ... subset to display the recommendations for vendor MPAC1 that contain
items from warehouse MPA.

{ZL) ¥endor Reorder Recommendations - MPAC1 McPherson Ames & Co. -0l x|

File Dizplay  Maintain  Customize  Mawigation Help

IGeneraI - BT - | “l El -."ro"l g’jl | @” %l @l ml
WMPACT W cPherson dmes & Co.
Actian I Ibem 1 I Itern dezcription I Revision 2 I Whs o5 | LELEHINT I Duantit_l,JI GQuantity c-n-handl 1K I
MPCS0S | MPA COMPOMENT 505 MPA P 53.852 0.000|EA ;l
WPCEDT MPa COMPOMENT 801 MPA, F 37789 0.000(E&,
MPCEDZ | MPA COMPOMENT 02 MPA P 89,376 0.000{EA j

[ (i JZ

Figure 2-16. Vendor Reorder Recommendations list window - Warehouse ... subset

Use this list to create a purchase order for the MPA warehouse by selecting the item or items to
be included on the purchase order and then select either Create Order or Mass Create Orders on
the Maintain menu. For information about creating a purchase order using Reorder
Recommendations, see the Order-Based Production Management Concepts Guide.

If you do not want to use reorder recommendations to create a purchase order, you can use the
Vendor Reorder Recommendations list window to provide information to create a purchase order
using another method available in PM, as explained in Chapter 5, “Creating Purchase Orders."
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Chapter 3. Creating and Selecting Vendors
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Overview

Now that you have identified the materials required by your company, the second step in
procurement is to decide from whom you need to purchase them. This chapter describes the
process of creating, finding, and evaluating vendors.

You can use Procurement Management (PM) to interact with vendors as part of your buying
activity.

Vendors. VVendors supply components, materials, supplies, equipment, or any other type of goods
and services used by your company. Usually vendors are the companies to whom you send
purchase orders and from whom you receive shipments.

Vendors are involved in many phases of the purchasing cycle. For example, vendors:

+ sells items, which can be goods or services, to your company’s buyers.

* respond to buyers’ requests for quotes for items.

 set up contracts with buyers containing the terms and conditions for providing goods and
services.

» respond to purchase orders by sending items on the purchase orders to your company’s
warehouses.

When you receive requisitions or demands for purchased inventory, you need to search for
vendors to fulfill the demands. If you are planning to use a vendor your company has not
purchased from before, you need to create a vendor record to identify the vendor in XA. Use PM
to create vendors and to check which existing vendors:

+ sell the items you need to purchase.
» performed adequately in the past.
+ are not suspended from being entered on purchase orders.

As part of the selection process, you determine whether the vendor sells the items you need to
purchase, and if the vendor does, you can check the vendor’s history and active/suspended
status to ensure the vendor is one from which your company wants to purchase. If the vendor is a
new vendor, you create a vendor record in the Vendors object to specify how to communicate with
the vendor and the vendor’s choices for handling purchase orders and for shipping orders to your
company.

Reviewing the vendor’s performance information is an important task for the buyer. You can use
this information to determine the reliability of your vendors and which vendors are the best
performers.
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Figure 3-1 shows how buyers interact with vendors during the purchasing process.
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Figure 3-1. Overview of buyer interaction with vendors

When IFM is installed and interfacing

For large organizations from which you purchase goods and services, you can specify various
financial entities. XA stores this information in the International Financials Management (IFM)
Entities object.

Entities. Entities store information about the trading partners with which your company does
business. For example, an entity can be a customer to which you sell your goods and services or
a vendor from which you purchase goods and services. The Entities object includes information
used for accounts receivable and accounts payable processes. Also, the Entities object can also
provide information about banks, bank accounts, or an IFM/Finance unit. An entity can be used in
multiple administrative divisions, but each entity has a single administrative division, which
controls how the entity can be used and maintained.

When IFM is installed and interfacing, you process vendor pay-to information in the Entities object
and you process vendor buy-from information in the Vendors object. You must link the vendor to
an entity before you perform payment processing for the vendor.
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When MCS is activated in CAS

Multi-Currency Support (MCS) is an option, activated in Cross Application Support (CAS). When
MCS is active, you can view the currency values in AM Plus or IFM in trading currency, your local
currency, and another currency you specify. To view vendor attributes that have multiple currency
values, you can use the following card files in the Vendors object:

» Default (MSC), if you use AM Plus.
» Default (MCS and IFM), if you use IFM.
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Creating and maintaining vendors

A vendor record must exist before you can use the vendor on purchase orders. The record must
contain a vendor name and must have a unique vendor number. The record can also contain
information about:

the vendor’s location and address.

how the vendor prefers to receive and fulfill purchase orders from your company.
how your company pays the vendor.

how much business your company has done with the vendor on past orders.
how the vendor performs delivering orders accurately and on time.

Types of vendors

You cannot assume the vendor from which you purchase goods and services is the vendor you
pay. For example, the vendor you use on purchase orders might not be the same vendor on the
invoice for the purchase orders.

In PM, the Vendors object contains records for both assignee vendors and buy-from vendors. This
feature allows you to specify vendors used for payment processing, or purchasing processing, or
both types of processing.

Assignee vendor. This type of vendor receives payment for the goods and services your
company purchases. You use assignee vendors to process payments only. You cannot use
assignee vendors to process purchasing information, unless the assignee vendors are also buy-
from vendors. When creating purchase orders, if you enter an Assignee vendor and you do not
specify that this vendor is also a buy-from vendor that allows purchase orders, you will receive an
error message.

The payment settings for assignee vendors provide some or all of the following information:

* bank accounts, taxes, terms of payment, and methods of payment information.
» Entity number. If IFM is installed, an active entity must be entered. The Entity number points
you to an entity in IFM that contains the payment information for the vendor.

Buy-from vendor. This type of vendor sells goods and services to your company. You cannot use
buy-from vendors to process payments, unless the buy-from vendors are also assignee vendors.

You link the buy-from vendor to an assignee vendor through the Assignee attribute on the
Payment Settings card for the buy-from vendor. This attribute points you to an assignee that
contains the payment information for the buy-from vendor. If you do not link the buy-from vendor
to an assignee vendor, you cannot process new purchase orders using the vendor. You can link
multiple buy-from vendors to a single assignee vendor.
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Assignee/buy-from vendor. You use this type of vendor to process both payment and
purchasing information. In this case, if the vendor is not also its assignee, the Assignee attribute
points you to the assignee that contains the payment information for the vendor. If the assignee
vendor processes its own payments, then the Assignee attribute contains this assignee vendor

number.

Vendors are assignee vendors and/or buy-from vendors depending on the selection of attributes
shown in Table 3-1. Additional attributes specify if the vendor is currently suspended from
payment or purchase order processing.

Allow
payments

Allow
purchase
orders

Suspend
payments

Suspend
purchase
order entry

Result

Yes

No

No

Yes

Assignee vendor.

No

Yes

Yes

No

Buy-from vendor.

Yes

Yes

No

No

Assignee / buy-from vendor that
you can pay and purchase from.

Yes

Yes

No

Yes

Assignee / buy-from vendor that
you can pay but currently not
purchase from.

Yes

Yes

Yes

No

Assignee / buy-from vendor that
you can purchase from but
currently when used as an
assignee will cause the vendor
that uses it to be suspended
from PO entry.

Yes

Yes

Yes

Yes

Assignee / buy-from vendor that
currently when used as an
assignee will cause the vendor
that uses it to be suspended
from PO entry or you cannot
purchase from.

Yes

No

Yes

Yes

Assignee vendor that you cannot
purchase from and currently
when used as an assignee will
cause the vendor that uses it to
be suspended from PO entry.

No

Yes

Yes

Yes

Buy-from vendor that you
currently cannot purchase from.

No

No

Yes

Yes

To create a vendor, you must
select Yes to either Allow
payments, Allow purchase
orders, or both these attributes.

Table 3-1. Attributes that define assignee and buy-from vendors

Allow payments. When this attribute is set to Yes, you can use the vendor to receive payments.
When Allow payments is No, the Suspend payments attribute is always Yes and when used as an
assignee will cause the vendor that uses it to be suspended from PO entry.

Allow purchase orders. When this attribute is set to Yes, you can use the vendor on new
purchase orders. When Allow purchase orders is No, the Suspend purchase order entry attribute

is always Yes.
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Suspend payments. When this attribute is set to Yes and you use this vendor as an assignee the
vendor that uses it will be suspended from PO entry because the assignee cannot receive this
vendors payments. However, any existing payments can be received. PM sets Suspend payments
to Yes, when IFM is installed and the vendor does not have an active entity.

Suspend purchase order entry. When this attribute is set to Yes, you cannot use the vendor on
new purchase orders. PM sets Suspend purchase order entry to Yes when the vendor does not
have an active assignee vendor. PM also sets this attribute to Yes when IFM is installed and the
vendor’s assignee does not have an active entity. Suspend purchase order entry is always set to
Yes for assignee only vendors, which do not allow purchase orders. You can set this attribute to
Yes, using the Suspend option on the Maintain menu in Vendors, when you do not want the
vendor used on purchase orders.

When the Suspend purchase order entry attribute is set to Yes, you can still perform the following
tasks for the suspended vendor:

» process existing purchase orders.

* pay invoices, if the assignee vendor is not suspended from payment processing.

+ use as the assignee for another buy-from or assignee/buy-from vendor. If this assignee
vendor is suspended from payment processing, PM suspends the new assignee/buy-from or
buy-from vendor from purchase order entry.

Note: Do not confuse the Suspend purchase order entry attribute with the Suspend attribute in
IFM. When the Suspend attribute is set to Yes, you cannot reference the suspended object when
creating or maintaining another object.

Separation of duties

An advantage of defining vendors as either assignee vendors or buy-from vendors is your
company can specify which XA users are authorized to maintain vendor payment or purchasing
information.

For example, your company might want XA users in the financial department to create and
maintain vendors you pay, but not allow XA users in the purchasing department access to this
task. Your company can also define XA users who have authorization to maintain both types of
vendors. If you are authorized to create or change either vendor type, you can change or create
all vendors. In this case, there is no separation of duties.
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Figure 3-2 shows how separate users can create assignee and buy-from vendors. It also shows
where to process payment information for these objects.

Processes
F#ﬁ';ﬁii&;iﬁ financial information =h
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tt information % or folf one
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IFM only endor
creates creates
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Figure 3-2. Overview of separation of duties
» User 1 - User 1 is authorized to create and maintain assignee vendors.

If IFM is installed, User 1 can link the assignee vendor to the Accounts payable entity by
providing the Entity number on the Create Vendor dialog using the Assignee (IFM) template.
Or, after the vendor is created, User 1 can supply this information on the Payment Settings
card in the Default (IFM) card file for Vendors.

The entity processes payment information for the assignee vendor. An entity can have only
one assignee vendor.

If IFM is not installed, User 1 can create an active assignee vendor by creating a vendor using
the Default template and selecting Yes to Allow payments on the General card in Vendors.
User 1 enters payment information for the assignee vendor on the Payment Settings card.

The assignee vendor processes payment information for any buy-from vendors XA users link
to the assignee vendor. The Assignee number for this vendor is blank because the vendor is
an assignee only vendor.

* User 2 - User 2 is authorized to create buy-from vendors. User 2 can create an active buy-
from vendor by creating a vendor using the Buy-from template and entering an assignee
vendor on the Create Vendor dialog

The buy-from vendor does not process payment information. If the vendor does not have an
active assignee Vendor number for its Assignee attribute on the Payment Settings card, then
PM suspends the buy-from vendor from purchase order entry and you cannot add the vendor
to new or existing purchase orders.

When duties are separate, User 2 can create an assignee/buy-from vendor but requires the
assistance of User 1. User 2 first creates a buy-from vendor without an assignee vendor. PM
suspends the buy-from vendor from purchase order entry. User 1 changes the buy-from vendor to
allow payments and adds the assignee information making the vendor an assignee/buy-from
vendor. Either user can then activate the vendor using the Activate option on the Maintain menu of
Vendors. For more information about activating vendors, see “Suspending and activating vendors”
on page 3-37.

When duties are combined, users can create assignee/buy-from vendors in one-step.
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If user 1 enters an assignee number that is the same as the vendor number, the vendor processes
its payment information. If user 1 enters an assignee number that differs from the vendor number,
another assignee vendor processes the payment information for this assignee/buy-from vendor.

In the case where the assignee vendor specified for the buy-from vendor also has an assignee
vendor, the assignee specified for the buy-from vendor is the vendor that pays for the purchased
goods and services ordered from the buy-from vendor. For example in Figure 3-3, Vendor A has
Vendor B as its assignee, and Vendor B has Vendor C as its assignee. When you enter purchase
orders for Vendor A, Vendor B is the pay-to vendor not Vendor C.

Vendor A Vendor B Vendor C
Assignee Assignee
% attribufe —m attribule ——-
refarences references 7 5
Buy-from Assignes/Buy- Aszignes
Vendor from Vendor “endor

Figure 3-3. Example of which vendor pays

Field-level security

Separation of duties is enforced by defining field-level security for XA users. PM provides a field-
level security task for XA users who maintain vendors that allow payments and a field-level
security task for XA users who maintain vendors that allow purchase orders. PM assigns
attributes associated with each vendor type to the appropriate security task.

XA provides an additional level of field-level security for attributes such as bank account numbers
and tax IDs. Your company can authorize XA users to view, view and maintain, or prevent XA
users from viewing these attributes.

You can maintain name, address format, address lines 1 to 5, state, postal, country, tax city, tax
county, telephone, fax, mobile, E-mail, and web address information when the following conditions
are met:

» Allow payments
- You have access to payment attributes,
- The vendor has an entity, and
- Update payment address is set to Yes.
* Allow payments
- You have access to payment attributes,
- The vendor does not have an entity, and
- Update payment address is set to No.
+ Allow purchase orders
- You have access to purchasing attributes, and
- The vendor does not use the assignee's address.
* Allow both purchasing and payment
- You are authorized to both payment and purchasing attributes,

- The vendor has an entity, and
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- Update payment address is set to Yes.

» Allow both purchasing and payment
- You are authorized to both payment and purchasing attributes, and
- The vendor does not have an entity.

You can maintain the Contact and Abbreviation attributes when the vendor is an assignee or
assignee/buy-from vendor and you are authorized to maintain payment attributes, or the vendor is
an assignee/buy-from vendor or buy-from vendor and you are authorized to maintain purchasing
attributes.

For a list of attributes for each field-level security task, see Appendix B.

PM checks authorization for changing address information only in the object you are maintaining.
For example, if you are authorized to maintain address information in the Vendors object, PM
does not check you are also authorized to maintain address information in the Entities object. PM
updates the changes you make in the Vendors object and updates the changes in the Entities
object when you have selected the vendor attribute, Update payment address.

PM determines your authorization to maintain attributes in the Entities object based on your
authorization to maintain payment attributes in Vendors. For example, if the vendor you are
maintaining allows payments and you are authorized to maintain address attributes for assignee
or assignee/buy-from vendors, then you can change these attributes in the Entities object.

Synchronization of data

Depending on the options you select, PM updates relevant information between assignee and
buy-from vendors. If IFM is installed, PM also updates relevant information between the Vendors
and Entities objects.

PM does not synchronize vendor address, telephone, E-mail, and web address information
between assignee vendors and their buy-from vendors. For example, PM never updates the
changes you make to a buy-from vendor’s address, telephone, E-mail, web address, tax city, and
tax country attributes for its associated assignee vendor.

If your buy-from vendors’ address is always the same as your assignee vendors’ address, you can
set the Use assignee address attribute to Yes, on the General card of Vendors. The buy-from
vendor’s contact details come from the assignee vendor and are not maintainable. Any changes
you make to the assignee vendor’s contact details display in the buy-from vendor’s address
information. You can change the Use assignee address attribute to No to maintain these
attributes.

Note: If you select No for Use assignee address and you create a buy-from vendor, PM copies the
assignee address, telephone, E-mail, web address, tax city, and tax country to the buy-from
vendor but allows you to maintain these attributes.

If most of your assignee vendors have the same address as their buy-from vendors, you can use
the PM application setting, Use assignee address for buy-from address to default the Use
assignee address attribute to Yes. For more information about this application setting, see
Appendix A.

PM sets the Use assignee address attribute for assignee vendors to No and you cannot change
this attribute on the assignee vendor.
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When IFM is installed, the following associated entity, customer, and assignee vendor information
must be the same:

address details
telephone number
E-mail

web address

tax city

tax country
contact.

You control how you want these objects updated using the Update payment address attribute.

+ Set this attribute to Yes to update the address information in the entity when address
information for the assignee vendor is changed.

Before address changes are updated in the object, you receive a message indicating the
number of objects that will be affected by your change. You can cancel the change.

x|

est information is used by 0 C5M customers and 1 PM vendors.

A50193 Explanation . . : When you change the address information on the
entity or on the current entity revision, the addresses of the associated CSM
customers and/or P vendors will also be updated.

[Edit ID = LI#0053]

i Continue Cancel |

Figure 3-4. Message vendor change address

When the assignee vendor has information in one or more of its contact attributes; the
assignee vendor values replace the entity values for all the synchronized attributes, not just
the attributes for the assignee vendor that have values. Any synchronized attributes that are
blank for the assignee vendor, XA clears in the entity and customer.

+ If Update payment address is set to No, address information for the assignee vendor is
display only and cannot be changed. In this case, address information is copied from the
entity and updated for the assignee vendor.

If however, the assignee vendor does not have an entity and the Update payment address is
set to No, the address information is maintainable. Enter an entity and the following
Information message opens.
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x

\‘.!.1) The vendor name, addresses, and phone numbers now conkain values From the entity,

Figure 3-5. Information message
Entity address information replaces any address information that you entered for the vendor.

Maintaining vendors

When you maintain assignee or assignee/buy-from vendors, XA locks the associated records in
Entities, Customers, and any buy-from vendors that use this vendor’s address. Locking
associated records prevents other XA users from trying to maintain these objects before XA
updates your changes.

Note: XA does not lock entity, customer, and vendor information in System i when you are
maintaining information in these objects in the client. If an XA user is using the records in System
i that you are maintaining in client, when you save your changes, the System i records will not be
updated. Therefore, it is possible to have different data in the System i and client.

You cannot change the Assignee attribute to blank for assignee/buy-from vendors or buy-from
vendors that you are using on active purchase orders.

You cannot change the Entity attribute to blank for assignee vendors or assignee/buy-from
vendors you are using on active purchase orders.

If you change the Allow payments attribute for the assignee vendor from Yes to No making this
vendor a buy-from only vendor, you must also set the Entity attribute to blank to confirm this
selection. PM does not make this change if any buy-from vendors reference this vendor because
you want to ensure payment information is present for purchase orders that your company has yet
to pay.
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Creating an assignee or buy-from vendor

The following procedure assumes you want to create a record for a vendor who can make
payments and/or from whom you have decided to purchase goods or services. The example

assumes you have authorization to both types of vendors. To create an IFM assignee vendor, see
“Creating an assignee IFM vendor” on page 3-24.

From the Vendors list window, select the Create option on the Maintain menu. The Create Vendor
dialog opens. Select one of the following templates:

+ Default template to create an assignee vendor or assignee/buy-from vendor (non-IFM).
» Buy-from template to create a buy-from vendor (non-IFM and IFM).

{2L) Create ¥Yendor x|

Template
|: Detault =| E]l
[mone)
W Azzignee [IFM)
Buy-from

goeraut |

[~ Return here to create anather

[¥ Preview before create

Create I Cancel | Help |
| o

Figure 3-6. Create Vendor dialog - selecting Default template

If you want to create an assignee vendor, enter the vendor number and name for the new

assignee vendor on the Create Vendor dialog - Default template. If auto numbering is active, PM
assigns a new vendor number for you.

x
Template
’V|Default ;I ﬂl
WYendar || 3'

W ame I

[~ Return here to create another

¥ Preview before create

Create I Cancel | Help |
| Ay

Figure 3-7. Create Vendor dialog - using Default template
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If you want to create a buy-from vendor, enter the buy-from vendor number and name on the
Create Vendor dialog - Buy-from template. Enter or find the Assignee number.

xq
Template
’7|Bu_l,l-frc-m ﬂ ﬂl
Wendar I SI

h anne I

Aszsignee I— qlgl

[~ Return here to create anather

[¥ Preview before create

Create I Cancel | Help |
| o

Figure 3-8. Create Vendor dialog - using Buy-from template

Select the Preview before create option. Click Create.
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The Create Vendor card file opens displaying the General card. The General card shows
information about the vendor’s location and how to communicate with the vendor.

ol
File Display Maintain Customize Mavigation Help
[pelar -] D|B[as] 0|22 |5 (] @ 2| 2% %o | 6| B B5EFE 2| 2|
MPACE  McPherson &mes & Co
Media Settings I Purchazing Summary I Wendor Performance I Contacts I Fayment Summary
Eﬁenetal | Purchasing Settings | Papment Settings | European Union
Our cugtomer number I Allow purchaze orders Imd

Sugpend P.O. entry Yes
Allow payments Imd

Suzpend payments Yes

Addressee name IMcPherson Ames & Co Abbreviation IMcPherson

Usze assignee address r

Address format IEit_l,l.-"State.-"F'ostaI.-"Eountry LI
Line 1 I
Line 2 I
Line 3 I
Line 4 [City] I

State I (blarik) LI

Fostal code I
Country I (blarik) - l | ‘Wb address % |

Contact I

Telephones

Office I E-mail @I

Fax I
tobile I

Created by JSEYMOUR
Changed by [blank]

Create I Cancel Help

| |F'ending

Figure 3-9. Create Vendor card file - General card

For buy-from vendors, the Use assignee address attribute defaults from PM Application Settings.
You must be authorized to create and maintain buy-from vendors to change this attribute. If Use
assignee address is checked (set to Yes), then you cannot maintain the address attributes for this
vendor. For assignee and assignee/buy-from vendors, PM sets Use assignee address always to
unchecked (set to No). In this example, the attribute is unchecked, and you can maintain the
address attributes.

The default value for the attributes, Allow purchase orders and Allow payments are determined by
the type of authorization you have to create assignee or buy-from vendors and then the Create
template you use.

Allow purchase orders defaults to Yes when you are authorized to create buy-from vendors. If you
are authorized to create only assignee vendors, this attribute defaults to No.

Allow payments defaults to Yes when you are authorized to create assignee vendors. If you are
authorized to create only buy-from vendors, this attribute defaults to No.
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Table 3-2 assumes you have authorization to create both assignee and buy-from vendors and
shows the default values for the attributes, Allow purchase orders and Allow payments depending
on the Create template you use.

Create Template Allow purchase orders Allow payments
Default Yes Yes
Buy-from Yes No

Table 3-2. Default values for Allow purchase orders and Allow payments

You must select Yes for either the Allow purchase orders or Allow payments attribute, or both
attributes to create a vendor. In this example, you are creating a vendor with both attributes.

The attribute, Suspended payments defaults to Yes when the Allow payments is No. When IFM is
installed, Suspended payments also defaults to Yes when the vendor has no associated active
entity. This attribute is displayed only.

The attribute, Suspend purchase order entry defaults to Yes when Allow purchase orders is No
and/or the vendor does not specify an active assignee vendor. This attribute is displayed only. If
you want to suspend a vendor from use on purchase orders, you can use the Suspend option on
the Maintain menu of Vendors.

If IFM is installed, the State attribute defaults from the entity specified for the assignee vendor. If
the vendor is a buy-from vendor, which has no value in the Entity attribute, the State attribute
defaults from the assignee specified for the buy-from vendor.

In this example, Suspend purchase order entry and Suspend payments are set to Yes because no
assignee information has been entered for the vendor.
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Select the Purchasing Settings card to review or change the preferences for this vendor. The
Purchasing Settings card shows information about the vendor’s choices for handling purchase
orders and for shipping orders to your company.

B (2L) Create Yendor - MPACS McPherson Ames & Co

File Dizplay Maintain Customize  Mawvigation Help

=101 x]

IDefauIt

- Dl@l=| 0|22

e L RN ARSI KA KA A

|| 5 | (o | (e ¢

MPACE McPherson Ames & Co

Media Settings I Purchasing Summary I Vendor Performance Contacts | Paypment Summary
General { Purchasing Settings I Papment Settings | Eurcpean Unicn
Our customer number I Suspend
Ship via lm P.O. entry ez
Drescription I Papments Yes
Free on board I blark) ;I Allow
Diescription I Papments v
Purchase orders v
Planning schedule profile I [blank] LI Multiple itemz on a P.0O. v
Shipping schedule profile I"NDNE LI tultiple ship-to's on a P.0O. v
Send XML receiving advice I Manual LI Blanket orders v
Require P.0. accept -
Repint P.0. on vendor accept -
Send clogeout acknowledgement -
Frint
Yendor catalog number on PO, v
Enaineenng drawing number an P.0O. -
Create I Cancel | Help |
| |F'ending

Figure 3-10. Create Vendor card file - Purchasing Settings card

You can maintain the Ship via Description attribute only when the Ship via attribute is blank.
(Otherwise Ship via supplies the Description.) If you clear Ship via, PM clears the description also
and you can enter a new description.

The same is true of the FOB description. If you clear FOB, PM clears the FOB description and you

can enter a new one.
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Select the Payment Settings card to review or change the assignee information for this vendor.
The Payment Settings card contains information about how you pay the vendor.

.'(ZL) Create ¥Yendor - MPACS McPherson Ames & Co ;IEIEI

File Display Maintain  Customize  Mawvigation Help
-l Pl®=| 02124

MPACE McPherson Ames & Co

kel ksl Ea A== e k] R == A

IDefauIt

Media Settings I Purchasing Summarny I Yendor Performance | Contacts | Payment Summary
General Purchasing Settings : Payment Settings I European Unian
Azzignee IMPAES l?_;l Q| b | |

McPherson Ames & Co
Batk account 1 [blarik]
Batk account 2 [blarik]
U5 Federal tax payer ID [blank]

Taw suffin Iblark) = - |
Tax D1 [blarik]
Tax D 2 [blarik]
Terms I [blank) ;I |
[blank)
Payment method [Blank)
Depaositary financial institution [DF]
Murnber qualifier [blank)
| dentification nurber [blank)
Electronic funds transfer [EFT)
Account number qualifier [blank]
Azcount number [blank)

Yendor enterprise

—

Create I

[ |Pending

Cancel | Help

Figure 3-11. Create Vendor card file - Payment Settings card

The Assignee attribute defaults to the assignee vendor associated with the entity specified when:

* IFMis installed,
» purchase orders are allowed for this vendor, and
» you are authorized to create assignee vendors.

If the vendor is a buy-from vendor or an assignee/buy-from vendor and its Assignee number is
blank or its assignee vendor is suspended from payments, PM suspends this vendor from
purchase order entry. The Assignee attribute cannot be blank for vendors used on existing
purchase orders.

You can maintain the Terms description attribute only when the Terms attribute is blank. If you
clear Terms, PM clears the Terms description and you can enter a new Terms description.
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Select the European Union card to review or change European Union information for this vendor.
The European Union card shows information about the vendor if the vendor is in the European
Union (EU).

_iBix
File Dizplay Maintain Customize  Mawvigation Help
CEE 2 ) ) A P A TS = T e RIS R KA R R = [ e B

MPACE McPherson Ames & Co

Media Settings I Purchasing Surnmary I Wendor Performance Contacts Payment Surnmary
General | Purchasing 5ettings | Papment Settings ‘ European Union
Delivery tems Im
Transaction code Im
Transport code Im
Port of entry Im
County [blank]
State [blank]
Create I Cancel | Help |

| Fending

Figure 3-12. Create Vendor card file - European Union card

The Country and State attributes identify the member country and state for the vendor in the
European Union. Country is defined in the Country file and State is defined in the State file. The
other EU attributes on this card have no influence whether the EU country or EU state is
displayed.
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Select the Media Settings card to review or change the media you use to communicate with this
vendor. The Media Settings card contains information about purchasing documents the vendor
wants to receive and how you deliver the documents.

_iBix
File Dizplay Maintain Customize  Mawvigation Help
|Defaut 2 2] Pl = N P P T s el R e RS R R e K A Y (e e 2] :
MPACE  McPherson Ames & Co
General I Purchagsing Settings I Payment Settings | European Union
‘Media Settings | Purchasing Summany | Wendor Performance Contacts | Papment Summary
Frit EDI Fax HML
GQuate I r Mo
Flanning schedule = r Mo
F.0O. v r Mo r
P.0. change I r MHa r
Shipping schedule I - Mo
Receiving advice - -
Remittance advice Il - Mo
| Summary | EDI | Fax | =ML |

Create I Cancel | Help |

| Fending

Figure 3-13. Create Vendor card file - Media Settings card

For each attribute on the Media Settings card, you must have at least one option selected. You
can maintain EDI, Fax, and XML media types only when the relevant application is installed. For
example, you cannot maintain the XML media type for the P.O. attribute unless System-Link is
installed.
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Select the Purchasing Summary card, which will contain information about past purchase orders
this vendor supplied. No information displays on this card when you are creating the vendor
because this vendor is new.

_iBix
File Dizplay Maintain Customize  Mawvigation Help
|Defau 2 2] Pl = N P P T s el R e RS RR A e K A Y e e 2] e 2] T
MPACE McPherson Ames & Co
General | Purchasing Settings I Payment Settings | European Union
tedia Settings {Purchasing Summary | Wendor Performance Contacts | Papment Summary
Azzignes IMF'ACE 'ﬂ'-__§|Q~| Ql
McPherson Ames & Co

Allow purchase orders [

Suspend P.0O. entry es

Total to date Y'ear to date Last pear
Amovnt paid ID.UD IU.UU IU.UU
Discount taken ID_DD ID.DD
Digcount lost ID_DD IEI.DD
MEC amount ID_DD IEI.DD

Last payment I A @l
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Order Create | Irvoice amounk [LC]l Order status | Relzase Buper | I arne | "
b
4
| PO.s | P.0. Higtory |
Create I Cancel | Help |
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Figure 3-14. Create Vendor card file - Purchasing Summary card
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Select the Vendor Performance card, which will contain information about how well the vendor is
performing when responding to your purchase orders. No information displays on this card when
you are creating the vendor because this vendor is new.

_'(ZL) Create Yendor - MPACS McPherson Ames & Co 1Ol =
File Dizplay Maintain Customize  Mawvigation Help
[Defau 2 2] Pl = N P P T s el R e RS RR A e K A Y e e 2] e 2] T
MPACE McPherson Ames & Co
General | Purchasing Settings I Payment Settings | European Union
tedia Settings | Purchasing Summany {Vendor Performance | Contacts | Papment Summary
Averages
Drays early 0.000 Overprice percent 0,00
Days late 0.000 Underprice percent 0.00
Owership percent 0.00 Reject percent .00
Undership percent 0.00 Rework percent .00
Order size 0.000

Wendor rating
Luerage 0.00
Last 0.00

Create I Cancel | Help |

| Fending

Figure 3-15. Create Vendor card file - Vendor Performance card



Page 3-22

Select the Vendor Contacts Compound card (on the Contacts tab) to add contact information for
this vendor. Select the Create button to the right of the Contacts list to add a new vendor contact.

{2L) Create ¥endor - MPACS McPherson Ames & Co

ol x|
File Display Maintain  Customize  Mawvigation Help
[Defaui = Bld= 0|72 5 2] % R 2 S 2 %o | Ele] B 2% FE e §
MPACE  McPherson Ames & Co
General | Purchasing Settings I Payment Settings an nion
Media Settings | Purchasing Summarny | Vendor Performance Payment Summary
Cantact I
Telephones
Office I E-rnail %@
Fax I
tobile I
Contact | Office | Mobile Fa | E-mail |
Create I Cancel Help
| |Pending

Figure 3-16. Create Vendor card file - Vendor Contacts Compound card
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Select the Payment Summary card, which will contain information about payments received for
assignee vendor and its buy-from vendors for past purchases. If this vendor is a buy-from only
vendor, there are no vendor totals. A buy-from vendor does not receive payments. All payment
totals on the Payments Summary card are from the Vendor Master file.

No information displays on this card when you are creating the vendor because this vendor is
new.

{2L) Create ¥Yendor - MPACS McPherson Ames & Co o [ 4|
File Display Maintain  Customize Mawigation Help
[Defaut = P A PA R k=l R L R R R A e el = el 2| AL
MPACE  McPherson Ames & Co
General | Purchazing Settings I Papment Settings European Union
Media Settings | EBurchasing Summary | Yendor Pefformance Contacts gPaymen; Summary
Currency  (blank] = US Dollar
—ear to date
B up-fram vendar M ame Amaunt paid Dizcount taken Dizcount lost MELC arnourt I5113"|
MPACE McPherson Ames & Co 0.o0 0.oa 0.aa 0.a0
[ [ [ [ [ L
~Last year
B uyp-fran vendar M ame Armount paid Dizcount taken Dizcount last MELC armourt &D"l
MPACE McPherson Ames & Co 0.00 0.o0 0.oa 0.a0
[ [ [ [ [ L
Create I Cancel | Help |
| Fending

Figure 3-17. Create Vendor card file - Payment Summary card

When you finish entering all the information you want to record about your new vendor, click
Create to create the vendor.
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Creating an assignee IFM vendor

The following procedure assumes that IFM is installed and interfacing, and you have authorization
to create both types of vendors. After you create this assignee vendor, it can be used on buy-from

vendors as the vendor to receive its payments. To create a non-IFM vendor, see “Creating an
assignee or buy-from vendor” on page 3-12.

From the Vendors list window, select the Create option on the Maintain menu. The Create Vendor
dialog opens. Select the Assignee (IFM) template.

(ZL) Create ¥Yendor x|

Template

|:.t’-‘«ssignee [IFM] LI E]l
[hone)

] Azzignee [IF)

Buy-fram
AlDefault

Allow purchase orders v

[~ Return here to create anather

[¥ Preview before create

Create I Cancel | Help |
| Ay

Figure 3-18. Create Vendor dialog - selecting Assignee (IFM) template

Enter the vendor number on the Create Vendor - Assignee (IFM) template dialog. If auto
numbering is active, PM assigns a new vendor number for you. Otherwise, enter the Entity
number you provide in the vendor’s Entity attribute to default the vendor’s Name attribute. The

entity you enter cannot already have an assignee vendor associated with it and you must be
authorized to create assignee vendors.

Enter the Entity number in the Accounts payable entity attribute. If the assignee vendor is also a
buy-from vendor, select Allow purchase orders.

{ZL) Create Yendor x|

Template
qussignee [IFM) = H

Yendar I gl
Accounts payable entity I Ql Hl

Allow purchase orders v

[~ Return here to create anather

[¥ Preview before create

Create I Cancel | Help |
| oy

Figure 3-19. Create Vendor dialog - using Assignee (IFM) template
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If you want to add information to the assignee vendor, select the Preview before create option.
Click Create.

If you enter an Entity attribute that does not exist, PM displays an error prompt.

Eror x|
(E) The entity record could not be Found.
Would vou like to create?

o |

Figure 3-20. Create Vendor error prompt

If you want to create that entity, select Yes. The Create Entity dialog opens. For more information
about creating an entity, see Entities online help.

The Create Vendor card file opens displaying the General card. Select the Default (IFM) card file.
The General (IFM) card (on the General tab) shows information about the vendor’s location and
how to communicate with the vendor.

_'(ZL) Create Yendor - MPACE 981 Entity -1al;

File Display Maintain Customize Mawigation Help

[Default 1FH) - D@|=] O]2] 4"

MPACE 381 Entity

E2l Rl e Rk s AR AR =

Media Settings | Purchasing Summary Wendor Performance Contacts I Entity Overview Inwoice Summary
Eﬁenelal | Purchasing Settings Papment Settings | Eurapean Unian
Olur cusgtomer number I Allow purchass orders [
Suspend P.0. entry Ma
Allow payments v
Update payment address [~ Suzpend payments Mo
Addresses name Igg-] Entity Abbreviation I
Usze azzignes address r
Address farmat ICily.v‘Slale#PUslaI/CUunlr}l ;I
Line 1 [381 Ertity a
Line 2 I
Line 3 I
Line 4 (Ciy] | Tax city | iblark) -] =
State IGA = Georgia LI | Tax county I [blark) LI |
Postal code IBDDM
Country IUSA = Urited States 'l | ‘web address I %
Contact I
Telephones
Office I E-mail @
Fan I
I obile I
Created by JSEYMOUR
Changed by [blank]
Create I Cancel Help

| |Pend\ng

Figure 3-21. Create Vendor card file - General (IFM) card

For assignee and assignee/buy-from vendors, PM sets Use assignee address always to No.
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The default value for the attributes, Allow purchase orders and Allow payments are determined by
the type of authorization you have to create assignee or buy-from vendors and then the Create
template you use.

Allow purchase orders defaults to Yes when you are authorized to create buy-from vendors. If you
are authorized to create only assignee vendors, this attribute defaults to No.

Allow payments defaults to Yes when you are authorized to create assignee vendors. If you are
authorized to create only buy-from vendors, this attribute defaults to No.

Table 3-3 assumes you have authorization to create both assignee and buy-from vendors and
shows the default values for the attributes, Allow purchase orders and Allow payments depending
on the Create template you use.

Create Template Allow purchase orders Allow payments
Default Yes Yes
Assignee (IFM) - select Allow purchase orders Yes Yes
Assignee (IFM) - do not select purchase No Yes
orders

Buy-from Yes No

Table 3-3. Default values for Allow purchase orders and Allow payments

You must select Yes for either the Allow purchase orders or Allow payments attribute, or both
attributes to create a vendor. In this example, you are creating a vendor with both attributes.

The attribute, Suspended payments defaults to Yes when the Allow payments is No. When IFM is
installed, Suspended payments also defaults to Yes when the vendor has no associated active
entity. This attribute is displayed only.

The attribute, Suspend purchase order entry defaults to Yes when Allow purchase orders is No
and/or the vendor does not specify an active assignee vendor. This attribute is displayed only. If
you want to suspend a vendor from use on purchase orders, you can use the Suspend option on
the Maintain menu of Vendors.

If IFM is installed, the State attribute defaults from the address of the entity specified for the
assignee vendor. If the vendor is a buy-from vendor, which cannot provide address information,
the State attribute defaults from the address of the assignee specified for the buy-from vendor.
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Select the Purchasing Settings card to review or change the purchasing preferences for this
vendor. This card shows how the vendor handles purchase orders and ships orders to your
company.

_iBix
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Figure 3-22. Create Vendor card file - Purchasing Settings card

You can maintain the Ship via Description attribute only when the Ship via attribute is blank.
(Otherwise Ship via supplies the Description.) If you clear Ship via, PM clears the description also
and you can enter a new description.

The same is true of the FOB description. If you clear FOB, PM clears the FOB description and you
can enter a new one.
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Select the Payment Settings Compound card (on the Payment Settings tab) to review or change
the assignee information for this vendor. This compound card contains multiple sections showing
how you pay the vendor and who its assignee is.

_' {ZL) Create ¥Yendor - MPACE 981 Entity o |}
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Figure 3-23. Create Vendor card file - Payment Settings Compound card

The Assignee attribute defaults to the assignee vendor associated with the entity. This value is
can be specified when:

» IFMis installed,
» purchase orders are allowed for this vendor, and
* you are authorized to create assignee vendors.

Assignee number is required if the vendor is a buy-from vendor or an assignee/buy-from vendor. If
Assignee number is blank or its assignee vendor is suspended from payments, PM suspends this
vendor from purchase order entry. The Assignee attribute cannot be blank for vendors used on
existing purchase orders.

If the PM application setting Use entity ID as assignee vendor ID is set to Yes, the Entity attribute
must be the same as the assignee Vendor number, or must be left blank.

If you enter an entity, you must set the Allow payments attribute to Yes. If you do not enter an
entity and Allow payments is Yes, PM suspends the vendor from payments until you enter an
entity and activate the vendor.
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You can maintain the IFM settlement Terms attribute, which is used on the purchase order and AP
invoice in IFM.

The Assignee vendor section of this card displays information about the assignee for the vendor
you are creating.

Specify this in This vendor Assignee vendor section is

Type of vendor section updated with
Assignee vendor Entity ID Entity ID
Assignee/buy-from vendor  Assignee ID Assignee ID
Entity ID (when vendor is its own Entity ID
assignee)
Buy-from vendor Assignee ID Assignee ID
Entity ID

Table 3-4. Payment Settings - Entity ID and Assignee ID entry

Note: The Vendor attribute on the Assignee vendor section is the ID of the vendor you are
creating not the Vendor number of another assignee vendor.
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Select the European Union card to review or change European Union (EU) information for this
vendor. The European Union card shows information about the vendor when the vendor is in the
European Union.

[ (2L) Create Vendor - MPACE 981 Entity =10l

File Dizplay Maintain Customize  MNawvigation Help
[Defaut [FH) - Pl@3|= 024

MPACE 381 Entity

kel RsdRsIR AR

Purchasing Summary | Wendor Performance Contacts Entity Overview I |nwoice Summary
General | Purchasing 5ettings | Payment Settings ‘ European Union | Media Settings

Delivery terms Im
Transaction code Im
Trangport code Im
Part af enitry Im

County [blank]
State [blank]

Create I Cancel | Help |

| Pending

Figure 3-24. Create Vendor card file - European Union card

The EU Country and EU State attributes identify the member country and state for the vendor in
the European Union. EU country is defined in the Country file and EU State is defined in the State
file. The other EU attributes on this card have no influence whether the EU country or EU state is
displayed.
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Select the Media Settings card to review or change the media you use to communicate with this
vendor. The Media Settings card contains information about purchasing documents the vendor
wants to receive and how you deliver the documents.
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Figure 3-25. Create Vendor card file - Media Settings card

For each attribute on the Media Settings card, you must have at least one option selected. You
can maintain EDI, Fax, and XML media types only when the relevant application is installed. For
example, you cannot maintain the XML media type for the P.O. attribute unless System-Link is
installed.
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Select the Purchasing Summary (IFM) card (on the Purchasing Summary tab), which will contain
information about past purchase orders this vendor supplied. No information displays on this card
when you are creating the vendor because this vendor is new.
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Figure 3-26. Create Vendor card file - Purchasing Summary (IFM) card
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Select the Vendor Performance card, which will contain information about how well the vendor is
performing when responding to your purchase orders. No information displays on this card when
you are creating the vendor because this vendor is new.
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Figure 3-27. Create Vendor card file - Vendor Performance card
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Select the Vendor Contacts Compound card (on the Contacts tab) to add contact information for
this vendor. Select the Create button to the right of the Contacts list to add a new vendor contact.
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Cantact I

Telephones
Office I E-rnail @
Fax I
tobile I

Contact | Office | Mabile Fax | E-mail |
Create I Cancel Help
| Pending

Figure 3-28. Create Vendor card file - Vendor Contacts Compound card
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Select the Entity Overview card, which contains the same information as the Entity Overview card
in the Entity card file. For assignee vendors, the overview starts at the assignee's entity. For buy-
from vendors, the overview starts at the entity related to the buy-from vendor’s assignee vendor.

(2L) Create ¥Yendor - MPACE 981 Entity 1Ol x|
File Dizplay Maintain Customize  MNawvigation Help

[Defauk 1FM) 52 2] Pl = N P P T s e R e R RA ed e FY e ed [E] e e2
MPACE 981 Entity
General Purchasing Settings I Payment Settings European Union I Media Settings
Purchasing Surmmary | Yendor Performance | Contacts : Entity Dverview | Irvnice Surmmary
Details: IEntit_l,J Owerview Details j
Identification | Detail:
=44 Entity: 381 981 Entity

Addresses: 951 Entity  Entity group:  Credit limit type : Personal account  Status Active

EIH E nitity Fyevisions
R Effective: 02/01/2008

Addrezzes: 981 Entity  Entity group:
Personal &ccounts

Credit limit type: Personal account  Status: Active

Currency : USD Temg test]  Account stabus;  Status: dctive
“ Custormer: 38103 381 Erw Rev Coo 1 Status: Active

ﬁ Custorer: 38103 981 Enw Rev Co: 1 Status: Active

Suspend P.O. entry: Mo

Create I Cancel | Help |
I

Pending

Figure 3-29. Create Vendor card file - Entity Overview card
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Select the Payment Summary (IFM) card (on the Invoice Summary tab), which will contain
information about payments received for this assignee vendor and its buy-from vendors for past
purchases. If this vendor is a buy-from only vendor, there are no vendor totals. A buy-from vendor
does not receive payments. All payment totals on the Payments card are from the Vendor Master
file.

No information displays on this card when you are creating the vendor because this vendor is
new.

i
File Display Maintain  Customize Mawigation Help
[Detaut FM) BN = s A AR S = e R R AR B e e e e ==
MWPACE 381 Entity
General | Purchazing Settings Payment Settings | Eurapean Unioh | Media Settings
Purchasing Summary Vendor Performance | Contacts | Entity Dverview E'“EDiCE Summary
Currency  [blank] = US Daollar
~ear to date
Buy-from vendor MName Amount invoiced '5!0"|
tPACE 981 Entity 0.0o
[ [ i
~Last year
B up-from vendor MName Amount invoiced 6’0"'
tiP&CE 981 Entity 0.00
[ [ {1
Create I Cancel | Help |

| Pending

Figure 3-30. Create Vendor card file - Payment Summary (IFM) card

When you finish entering all the information you want to record about your new vendor, click
Create to create the vendor.
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Suspending and activating vendors

When you suspend vendors, XA users are prevented from using them on new purchase orders.
You might do this until you have set up their payment information and your company is ready to
use them. Suspended vendors have their Suspend purchase order entry attribute set to Yes.

PM suspends vendors when:

+ the vendors Allow purchase orders attribute is No. This vendor is not an assignee/buy-from
vendor or buy-from vendor.

» the vendor does not have an active assignee vendor.

* IFM is installed and the assignee vendor does not have an active entity.

You suspend a vendor from the Vendors list window by selecting the active vendor that you want
to suspend. You can use the Active vendors subset to eliminate suspended vendors from
consideration.Select Suspend on the Maintain menu. A Confirm prompt opens asking if you are
sure you want to suspend the vendor you selected.

x

Are you zure pou would like to suspend Yendor: kS 27

Figure 3-31. Confirm Suspend prompt

Click Yes to suspend the vendor. A suspended vendor is still in the system but is not available to
use on a purchase order.

You can use the Suspended vendors subset to review the list of suspended vendors periodically.
This subset narrows the list to only vendors that are suspended. You then focus on resolving the
reason the vendor was suspended and either activate the vendor or delete the vendor if the
vendor is no longer used.

You cannot activate vendors that PM has suspended until you fix the reason why PM suspended
the vendor. For example, PM might have suspended a buy-from vendor because it did not have
an active assignee vendor. You enter an active assignee and then activate the vendor.

You activate a vendor from the Vendors list window by selecting the suspended vendor. Select
Activate on the Maintain menu in the Vendors object.

A Confirm prompt opens asking if you are sure you want to activate the vendor you selected.

x

Are pou zure you would like to activate Wendor: MS27

Figure 3-32. Confirm Activate prompt

Click Yes to activate the vendor. An activated vendor is available to use on purchase orders.
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Selecting vendors

After you have determined the inventory you need to buy, the next step is to select the vendor or
vendors from which you are going to purchase the required items. The Vendors object provides
you with a list of possible vendors. If you cannot find a vendor that can supply consistently items
you need at the right price, quantity, quality, and by the date the items are required; you might
need to search outside PM for a suitable vendor and then create a vendor record in PM.

After you assemble a list of vendors that sell the items you need to purchase, you can evaluate
each vendors past performance to help you decide the best vendor from which to purchase the
items.

Finding vendors

You can use the Vendors, Vendor Items, and Requisitions objects to find the vendors from whom
you want to purchase goods and services.

PM displays the vendor/item relationship from both the Vendors and Items objects. This
information makes it easy for you to identify the vendors that sell the items you need to purchase.

Item Vendors. This option provides vendor information for a selected item. You access this
information by selecting an item from the Items list window and then selecting the Item Vendors
option from the Display menu. The list displays all the vendors that sell the selected item. This
option is useful if, for example, you do not know which vendors sell this item and you want a list of
vendors to begin your selection process.

Vendor Items. This object provides item information for a selected vendor. You access this object
by selecting a vendor from the Vendors list window and then selecting Vendor Items from the
Display menu. The list displays all the items that the vendor sells. This option is useful when, for
example, you already have an order for a vendor and want to know whether the vendor also sells
an item you require. If the vendor does sell this item, you can add it to the existing order.

Requisitions. From this object, you can select options for the primary vendor or requested
vendor specified on the requisition. The primary vendor is the vendor from the Item Balance
record. The requested vendor is the vendor the requisitioner wants to use for the purchase order.
You access the Primary Vendor options and Requested Vendor options by selecting a requisition
for the vendor from the Requisitions list window and then selecting Primary Vendor options or
Requested Vendor options from the Display menu. For example, use this option if you want to
activate the vendor requested on the requisition.

Also from the Requisitions object, you can access the options for the item on the requisition and,
from these options, select the Item Vendors option. This selection is useful when you are viewing
requisitions you need to add to purchase orders and you want to check which vendors supply the
item on the requisition.
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For example, from the Requisitions object, select the requisition for which you want to view a list
of possible vendors that supply the item. Select Item options from the Display menu, and from the
resulting Display menu, select Item Vendors.

EBJ(21) Requisitions

FiIe|DispIa_l,l Maintain  Customize Uszer  Mawigation Help

Gen 6 Requisiton detls a6 || @|=| O | 2| 2] 8|5 & 2 2 %2 S
[C] Attachments

4 Maintenance History

=

= @ Requisition Activity

Rec o Quantity| Stk UM | Dock Stock Order Purchaze request ID

TGl %] Requisition Sources of Demand 100.000 | EA 06/24/2007 | 08/24/2007 =
ROC i 10,000,000 | Ed 09/26/2007 | 09/26/2007 RPOOOOT

Ror__ &2 Buyer aptions 12 RN Fé NA/2R/2007 | 09/26/2007 RPO000T

Rac Itemn options &d" Item details 09/26/2007 RPOODOT

#2 Item Y arehause aptions

EL @ Purchaze Order Header options
Purchaze Request options

tem %} Purchaze Order [tem options
@ Furchaze Order Item Releaze options

(T3 Attackments

02418/2007 |PRE10E -
#3 Item Warehouses »

%g Single Level Bill of tatenal
ES Single Level where-Used

:-l Item Fouting

Primamy Yendar options X
Q ¥ & A% Item [nventary Dverview

=) Item Customer Orders

7=l Itern Custamer Order Histary
E% Item Production Receipts
B Production wWhere-Used
263 Compare & Item Purchase Orders

% Item Purchase Order History

2l |tem Requiszitions

Q Requested Yendor ophions
& W arshouze Address optiohs
m Manufacturing Order options
ﬁ Flanner options

¥
4
¥
4
»
»
4
]
4
]
4
]

@ L=
B Item MRP Recommendations
a Itern Contract Lines

|
%E Industmy [tems

38 Compare

Figure 3-33. Requisitions Display menu
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PM displays the list of vendors that supply the item on the requisition you selected. In this
example, only one vendor supplies the item.

{ZL) Item ¥Yendors - W1325 Component Item 1 Series -0l x|

File Dizplay  Maintain  Customize  Mawigation Help

r— S A RS S R
W1325 Component ltem J Series
Yendor T I M amne I Preferredl [tern description I MRO iteml Commodit_l,ll Drawing numberl Yendar catalogl Dept I .t’-‘«pprc-vall
PACT | McPherson Ames & Co. | No | Compaonent Item J 5 eries | | | | | | |

| L [2

Figure 3-34. Items supplied by vendor for a requisition

To see more details for this vendor, you can double-click the vendor record in this list and the
Vendor/ltem card file opens.

B (2L) ¥endor,/Ttem - MPAC1, W1325 - |EI|£

File Display Maintain Customize Mavigation Help
[Dofaut -l D|@|=| D] 2] 4] "

MPACT b cPherson dmes & Co. YW1325 Component ltem.J Senies

%[ 2]

B 2] %|®|a|

| Tolerances | YYendord|tem Performance | Yendor Performance | Comments
Prefemed wendar Mo
Purchazed itern commodity clazs  [blank)
Approval date [blark)
Approval code [blatik)
Uzer initials [blark)
Yendor catalog number [blark)
Drawing rumber [blank)
Department [blark)
Alternate item [blatik)
Control comment [blark)
[blark)
Shipping schedule prafile = [blank]
Country of origin FFR = France
Last maintained date 0712/2008
| Continue I Help |

Figure 3-35. Vendor/ltems - General card
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Evaluating vendors

Part of selecting vendors involves evaluating each vendor’s performance to ensure you can
receive good service. You can view performance information using the:

» Performance Summary view from Vendors.
» Vendor Performance card and Vendor/ltem Performance card.
* Purchase Order Performance option from Vendors and Vendor ltems.

You can evaluate vendors before you create purchase orders or while maintaining your vendor
lists.

Performance summary view. This view in Vendors shows the average vendor rating and last
vendor rating for all vendors. You can then use the Active vendors subset to reduce the list to
active vendors only. For example, from the Vendors list window, you can select a vendor and then
select the Performance Summary view and Active vendors subset.

-ipix

File Display Maintain  Customize Mavigation Help

IF'erformance summar_l,lLI Achive vendors “ I EI 6’0"' E'j | @l jl | I/ I ,/_—‘I HI I @l %I ml @I @I %&I %&I &

Wendars

Wendor < Mame Suspend P.O. entry Ayerage vendor rating Last vendor rating
MPACT tlcPherzon Ames & Co. 04 041«
MPACZ cPherson Ames & Co 0.00 0.00L—
MPAC McPherson Ames & Co 0.00 0.00
MPACE 951 Entity 1.00 1.00 LI
| L

Figure 3-36. Vendors list window - Performance Summary view - Active vendors subset

In the example shown in Figure 3-36, the vendor MPAC1 has an average and last vendor rating of
0.41. The vendor MPACG6 has an average and last vendor rating of 1.00. A rating of 1.00 indicates
the orders supplied by MPAC6 on average are on time, the correct quantity and price, and of
adequate quality. From the Vendors list window using the Performance Summary view and Active
vendors subset, you can see quickly MPACG is a more reliable vendor than MPAC1.

These performance statistics are captured by Purchasing when a purchase order item or
purchase order item release is completed, before it is purged. Statistics for individual purchase
orders are calculated on an interim basis. PM calculates the actual averages and ratings during
purchase order closeout and purge only.

Vendor Performance card and Vendor/Item Performance card. You use these cards to view
purchase order performance information for vendors and vendor items before you purge the
purchase order. The Vendor Performance card is available from the Vendor card file and the
Vendor/ltem Performance card is available from the Vendor ltem card file.
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The Vendor Performance and Vendor/ltem Performance cards summarize the following
performance criteria:

* Average days early

* Average days late

» Average overship percent
» Average undership percent
» Average overprice percent
» Average underprice percent
* Average reject percent

* Average rework percent

» Average order size

» Average vendor rating

+ Last vendor rating.

The Vendor/ltem Performance card also provides information about:

* Quality performance

* Lead time performance
* Price performance

» Delivery performance.

You can view the Vendor Performance and Vendor/ltem Performance cards to be sure you are
making the best possible vendor selection. In this example, you selected MPACG as a reliable
vendor using the Performance summary view. Next, you can view the Vendor Performance card
for MPACG.

i x
File Display Maintain  Customize  Mawvigation Help
[Defaui =l Bl#|| 0220|582 el 8] % % o e B2 E| H S|4
MPACE 381 Entity
General | Purchasing Settings Payment Settings | European Union
Media Settings | Purchasing Summarny EVB"dDT Performance Contacts | Payment Summary
Averages
Drays early 0.000 Owerprice percent 0,00
Drays late 0.000 Underprice percent 0,00
Overship percent 0.00 Reject percent 0.on
Undership percent 0.00 Rewark percent 0.oo
Order size 40.000
Wendor rating
Average 1.00
Last 1.00
| Continue I Help |

[ F

Figure 3-37. Vendors - Vendor Performance card

On the Vendor Performance card, you can see the average size of purchase orders supplied by
MPACS. In this example, on average 40 items are on the purchase orders received from MPACG.

From the Vendor/ltem Performance card, you can see ltem MPR605 has a price performance
rating of 36.00. The Price Performance value is used (with Lead time, Delivery and Quality
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performance) to calculate the average and last vendor/item rating, and average and last vendor
rating.

B¢2L) Vendor /Ttem - MPACE, MPRE0S P [=]

File Dizplay Maintain Customize Mavigation Help
et =1 | D5 D2 [ 2] 8|5 2% &

MPACE 981 Entity MPREDS Mpa Raw Material E05

%[2|

General | Tolerances :Vendor/Item Performance | Vendor Performance | Commets

Quality performance 0.00
Lead time perfformance 0.00
Price performance 36.00
Delivery performance 0.o0
Lverage daps early 0.000
Average daps late 0.000
Average avership percent 0.oo
Average undership percent  0.00
Awverage overprice percent  0.00
Awerage underprice percent  0.00

Average reject percent 0.00
Average rework percent 0.00
Awverage order size 40,000
Lwverage vendorditem rating  1.00
Lazt vendor/item rating 1.00
| Continue I Help

Figure 3-38. Vendor/ltems - Vendor/Item Performance card
Purchase Order Performance. This object shows performance statistics for purchase orders,

PM has purged. PM recalculates the averages, ratings, and other statistics during order closeout
and purge and updates the Vendors and Vendor Items objects with performance information.

You can view Purchase Order Performance information from the following objects in PM:

Object Display option
Vendors Vendor Purchase Order Performance.
Vendor/ltems Vendor/ltem Purchase Order Performance.

Table 3-5. Objects from which you can view purchase order performance

Vendor Purchase Order Performance. This list window displays details of the purchase order
history records that contain any items supplied by the selected vendor. Until at least one purchase
order associated with the vendor is purged, you do not see any information in this list window.

Vendor/Item Purchase Order Performance. This list window displays details of the purchase
history records that contain the selected item and selected vendor. Until at least one purchase
order associated with the vendor and item is purged, you do not see any information in this list
window.

Note: PM updates this information during when it purges purchase orders, but you do not view
performance information from Purchase Order History.

The following procedure assumes you want to view performance information for a related
purchase order, vendor, and vendor item from the Vendors list window. (You could also view it
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from the Vendor/ltems list window.) You select the vendor you want to evaluate and then select
Vendor Purchase Order Performance from the Display menu. The Vendor Purchase Order
Performance list window opens.

{2L) ¥endor Purchase Order Performance - MPAC1 McPherson Ames & Co. - |EI|5|
File Dizplay Maintain  Customize Mavigation Help
IGeneraI j I"[all records) j ““Elﬂlo"lﬁ” Ql%l@l@l@l
MPACT  McPherson Ames & Co.
Order -5~ I |tem /i\,l Itern description I Seql Flell Purge date Conmmodity | Quality performance| Lead time perfarmance | Price performat
POOOOAT | WMPCT03 | Mpa Component 103 a 0| 04427 /2006 0.o0 0.0a BD.A
POOO S | MPC105 | Mpa Component 105 a 0| 04427 /2008 n.oo 0.00 105
FOOT7I7 | WMPC20T | Mpa Component 201 a 0| 044272008 n.on 2513 10.
POOOOZE | WMPC202 | Mpa Component 202 | a 0| 04427 /2008 n.on 0.00 12
POOT747 | MPC204 | Mpa Component 204 a 0| 06/28/2006 0.o0 0.0a 2E5.
POOT747 | MPC205 | Mpa Component 205 a 0| 0B/28/2006 0.o0 0.0a _2Ij
Kl | »

| N}

Figure 3-39. Vendor Purchase Order Performance list window

Select the purchase order item or purchase order item release you want to evaluate.

The Purchase Order Performance card file opens. This card file (and that of the Vendor/ltem
Purchase Order Performance object) contains three cards:

* Order Performance
* Vendor/ltem Performance
* Vendor Performance.

The order performance information includes the actual performance criteria, while the vendor and
vendor item performance information includes the average performance criteria. You can also
view this information to see purchase orders PM has purged to be sure you are making the best
possible vendor selection.
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The Purchase Order Performance card file displays the date PM purged the purchase order. The
Order Performance card provides the actual purchase order performance for this purchase order.
In this example for purchase order P001747, the actual rating is 1.00. You can see the order was
received early.

_-(2L) Purchase Order Performance - MPAC1, MPCZ04, POO1747, 0, 0, 06,28/ 2006 - |EI|1|
File Dizplay Maintain  Customize Mawigation Help

Defaut =] | 2% =

POON747  MPACT McPherzon Ames & Co, MPC204 Whpa Component 204 Purged:  06/28/2006

:Order Performance | Vendor/ltem Performance Yendor Performance
Quality performatice 0.00
Lead time performance 0.00
Frice perfarmance 265.20
Delivery performance 0.00
Actual days early 1.000
Actual daps late 0.000

Actual overship percent 0.00
Actual underzhip percent 0,00
Actual overprice percent 0,00
Actual underprice percent  0.00

Actual reject percent 0.00
Actual rework percent 0.00
Actual arder zize 130.000
Actual rating 1.00
Last rating 0.00
| Continue I Help

Figure 3-40. Purchase Order Performance - Order Performance card
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The Vendor/ltem Performance card provides the average performance for this vendor for the
selected item. In this example, there is no data because you are viewing information at the vendor
level, not the vendor/item level.

_- (2L) Purchase Order Performance - MPACL, MPCZ04, POO1747, 0, 0, D6,/28/2006 - |EI|1|

File Dizplay Maintain  Customize Mawigation Help

Defaut =] | 2% =

POON747  MPACT McPherzon Ames & Co, MPC204 Whpa Component 204 Purged:  06/28/2006

Order Performarice {V¥endor/|tem Performance || Yendor Performance
Quality performatice 0.00

Lead time performance 0.00

Frice performance 0.00

Delivery performance 0.00

Average daps early 0.000

Average days late 0.000

Average overship percent 0.00
Average undership percent 000
Average overprice percent 0,00
Average underprice percent 0,00

Average reject percent 0.00
Average rework percent 0.00
Average order zize 0.000
Average vendorditem rating  0.00
Last wendarter rating 0.00
| Continue I Help

Figure 3-41. Purchase Order Performance - Vendor/ltem Performance card
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The Vendor Performance card provides the average performance for all items the vendor you
selected supplied. In this example, the Average vendor rating is 0.41.

From the Purchase Order Performance card file for the vendor MPAC1, you can see although the
purchase order P001747 has no problems, on average the vendor does not perform well.

_.(2L) Purchase Order Performance - MPAC1, MPCZ04, PDO1747, 0, 0, 06,28/ 2006 -0 x|
File Dizplay  Maintain  Customize  Mawigation Help

[Defaut =] | 2% =

POON747  MPACT McPherson Ames & Co. MPC204 Mpa Component 204 Purged:  06/28/2006

Order Performance | Wendor/ltem Performance EEB“le Performance
Average days early 0.000
Average daps late 10,000

Average overship percent 4.00
Average undership percent 0,80
Average overprice percent 0,00
Average underprice percent 0,00

Average reject percent 0.00
Average rework percent 0.0z
Average order size 23930
Average vendoar rating 0.41
Last vendor rating 041
| Continue I Help

Figure 3-42. Purchase Order Performance - Vendor Performance card
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Chapter 4. Requesting Quotes and Creating Contracts

OVBIVIEW ...ttt ettt e oottt e ettt e e e bt e e e e nbbe e e e e e nnnbe e e e e e nnnees 4-1
Creating quotes and CONractS..........ooouueiiiiiiiiiii e 4-3
Creating @ QUOTE.....cooiiiiiiee e 4-3
Printing a Quotation ReqUESE...........ooiiiiiiiii e 4-7
Creating @ CONTFACT..........eiii e 4-8
Assigning a contract to @ QUOLE.........ccoviiiiiiiiiii e 4-11
Viewing quotes and CONtracCtS..........coooiiiiiiiiiii e 4-14
Printing a Quotation Contract ANalysis ..........occciiiiiiiiiiiie e 4-16
Overview

After you select possible vendors, you can choose to request quotes from vendors and then
compare prices and terms. Then after you pick a vendor, you can create a contract to confirm the
terms proposed in the quote. This chapter describes using quotes and contracts to help you
obtain the best possible price and terms for your purchase orders.

You create a request for a quote and use the Quotation Request host report to print and send the
quote to the vendor. The vendor returns the quote, providing the prices and terms for purchasing
the goods and services.

Using the Quotation/Contract Analysis host report, you can then compare the quote you received
from one vendor to any other quotes, and determine which quote is the most acceptable.
Reviewing quotes also helps you determine the price you should expect to pay for items. You can
then use this information to negotiate new pricing agreements with your vendors.

If you reject the quote, you are not able to assign a contract to the quote. You can reopen the
quote by removing the reject date.

If you accept the quote, you can create and assign a contract to the quote with the vendor you
select as the primary supplier for each item.

You use contracts to take advantage of vendor-level-pricing and item-level pricing, and make sure
your purchase order uses the prices you negotiated. The quote and contract are available for
reference on purchase orders, and you can use the contract to create purchase orders.
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Figure 4-1 shows that the status of quotes and contracts change as they are processed.

— - /'Quole accepted Contract assigned
e | = | Status = Accepled Status = Accepted
EE—— OR

(20} 20y
Quote created Quote printad
Status = Created Status = Printad
{109 {158} =
Chiole rejected
Status = Rejectad
(g}

Figure 4-1. Overview of quote and contract activities

Quote requests have a Quote status equal to 10 - Created when you create them. When you print
and send them to the vendor, the Quote status changes to 15 - Printed. If rejected, the Quote
status changes to 99 - Rejected. If accepted, the Quote status changes to 20 - Accepted and a
contract can be assigned.

Quotes. The Quotes object contains a statement of an item’s price, terms, and quantity/price
breaks that a supplier is offering to a prospective buyer. It is a bid, which the buyer may accept or
reject. Quotes are useful for making informed decisions about the purchase of an item. Buyers
can compare the quantity and price breaks vendors offer for items to determine the best
purchasing opportunity. You typically create quotes before contracts.

Contracts. A Contract is an agreement between the vendor and your company. It is a higher-level
of commitment that the vendor will make available the agreed quantities at the agreed price, and
your company will purchase the agreed quantities. You typically create a contract after you accept
the quote.

Quotation Request host report. You use this host report to send quote requests to the vendor.
The vendor responds with a quote for goods and services your company intends to purchase. You
can print quotation requests from either the Quotes or Contracts object.

Quotation/Contract Analysis host report. You use this host report to show information from the
Quotation/Contract Master files. If multi-currency processing is active, you can choose to print the
report in trading or local currency. You can print this report from either the Quotes or Contracts
object.
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Creating quotes and contracts

In Purchasing (PUR), quotes always precede contracts. Procurement Management (PM),
however, breaks the quote/contract link and separates the two objects so that you can open
contracts independent of quotes. When you view a list of quotes, you see the associated contract
if one exists, but when you look at the list of contracts, the default view does not show quote
information.

You can create a contract without creating a quote. However, because PM must still work within
the architecture and rules of the PUR database, PM automatically creates a quote for a contract.
PM uses defaults to create and accept the quote, using the system date for the Quote create date
and the Contract expiration date for the Quote expiration date.

PM provides the following approaches to creating quotes and contracts:

» Create the quote and the contract at the same time. PM uses pricing information from the

quote on the new contract. If you want, you can override this price for exceptional
circumstances.

» Create a quote without a contract.
» Create the contract without a quote.
» Create a contract for an existing quote.

Creating a quote

The following procedure assumes you want to create a quote, and optionally create a contract at
the same time. From the Quotes list window, select Create and the Create Quote/Contract dialog
opens.

x
Template
|Default =| E]l

Wendar IW Q\l }Ql

Item [mPat02 S@'
Huate I— EI

Warshause IW m

Huote request date I“— El

Fuate follow-up date I“— El

Hold quate ~ Yes (= Mo
Prirnary quate ~ Yes (= Mo

[+ Return here to create anothes

¥ Preview before create

Create I Cancel Help
| E

Figure 4-2. Create Quote/Contract dialog

You enter the appropriate details on this dialog.
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If you want to view or change information in the Create Quote/Contract card file, or if you want to
create a contract for this quote, select the Preview before create option and click Create.

The Create Quote/Contract card file opens.

{2L) Create Quote/Contract - MPACL, MPC102, 000001 - |EI|1|

File Dizplay Maintain  Customize Mawvigation Help
et~ | B|=d| O] 7| 2] 0% 2 %] 2 2[@%| =

Vendor: MPACT McPherson Ames & Co. Item: MPC102 Desktop Pc 2.6 Ghz Quote:  000ODOT

Quote | Item | Yendor | Contract | HQuantity / Prices |
Quote Qo0

Quote status Created

Comment I

Buyer IpD J Ql ﬂl

Prirmary quaote ~ Yes (& Mo

Haold quote " Yes % Mo

Huote request date IDS!DSQDD? |
Quaote follow-up date IUS.-"UB.-QUU? |
Guote accept date I 27 |
HQuote reject date I I El
Guate expiration date I 27 E_l

Quote print date [blank)
Quote currency flblank) = US DOLLARS = | |

Quote reference number I

Laszt maintained date 03/08/2007

Create I Cancel | Help |

| |F‘ending

Figure 4-3. Create Quote/Contract card file - Quote card

Enter the required details on the appropriate cards. You must enter a quote accept date and quote
expiration date on the Quote card, if you want to add a contract.
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If you want to create the contract at the same time, select the Contract card and enter the required
details. In this example, a contact number is assigned, a description, contract start date and
expiration date, and quantity limit is added.

[ (2L) Create Quote/Conktract - MPAC1, MPC102, 000001 — |EI|£|
File Dizplay Maintain Customize Mavigation Help

ezt =] P|@|=5| O]2 ]2 |5 2 %] 2 2| @]%|5|

Wendor MPACT McPherson dmes & Co. Iterm: MPCI02 Desktop Poc 26 Ghe  Quote: 000001

Quote | [tem | WVendor Contract | Guantity # Prices |
Caritract W Bl

Contract description |MF'AC contract

Yendaor conbract number I

Pre-approved contract " Yes & Mo

Contract start date IDSHDS«QUU? @l

Contract expiration date |[|3,-'|j?;2|j|38 El
Quantity lirit |1 0000

Contract quantity to date 0000
Contract percent used to date  0.000

Setup cost ID_DD

Baze price Ig_gugg
Unit freight |D.DDDD
Contract amount to date 000

Lazt maintained date [blamk)

Create I Cancel Help

| Pending

Figure 4-4. Create Quote/Contract card file - Contract card
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Select the Quantity/ Prices card because you must create at least one quantity/price break when
creating a contract.

[ (2L) Create Quote/Contract - MPAC1, MPC102, 000001 - |E||5|
File Dizplay Maintain  Customize Mawigation Help

P =] BD|B|=s| 0]2] 2 0[5 22| 228 %2

g Wendor: WMPACT McPhersonAmes & Co.  Item: MPCI102 Desktop Pc 26 Ghz  Quote: 000007
=

Quate | Iterm | endar | Contract Quantity / Prices |
Duantit_l,ll Guote UM | F'ricel W
2
ki
[ ~ Quote UK | « Stocking UM | + Purchaze b |

Create I Cancel | Help |

| Pending

Figure 4-5. Create Quote/Contract card file - Quantity/Prices card

Click the Create button next to the list window on the Quote UM, Stocking UM, or Purchase UM
tab. The Create Price Break dialog opens.

(2L) Create Price Break x|
Quantity Im

Price Ig_ngng
Local Price  0.0000

[~ Return here to create anather

Create I Cancel Help
| Pending E_T

Figure 4-6. Create Price Break dialog
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Enter the required details on the Create Price Break dialog. To create the price break, click
Create. Click Create on the Quote/Contract card file to create the quote. If you chose to create a
contract, PM creates the contract at the same time.

Printing a Quotation Request

This example assumes you want to print a Quotation request to send to a vendor. From the
Quotes or Contracts list window, select the quotes or contracts associated with the quotation
request you want to print. Select the Host Print ... option on the File menu. The Quote/Contract
Host Reports window opens.

{ZL) Quote/Contract Host Reports ﬂ

Guate/Cantract

Quotation Request

: . Content | Canfirmation Output
Quotation/Contract Analysis

[v Prirt

Diezcription I

Subset ... | |[selectedrecordj ;I
Sart.. ||[default] =]

~Option:

Daps to expiration

Heading standard message 1
Heading standard message 2[4
Cloging standard message 1

Clozing standard meszage 2

111
Llelele

Submit I Cancel | Help |
| o8

Figure 4-7. Quote/Contract Host Reports window

Select the Quotation Request tab and enter the appropriate details.



Click Submit. A Confirmation prompt opens.

A

MHame Subset

HQuotation Reguest [zelected record)

Are pou zure you would like ta continue?

o |

The fallowing host reports will be submitted for processing:

Page 4-8

X

Figure 4-8. Confirmation Quotation Request prompt

Click Yes, and PM sends the quotation request to the vendor according the vendor’s media
settings. PM changes the Quote status from 10 - Quote created to 15 - Quote printed.

Creating a contract

After you review the quotes from vendors and you select a vendor, you can choose to create a

contract with the vendor. “Creating a quote” on page 4-3 shows that you can create a quote and a
contract at the same time. The following topic, “Creating a contract” shows that you can create a
contract without first creating a quote. “Assigning a contract to a quote” on page 4-11 shows that
you can create a contract from an existing quote.

When you choose the Create option from the Contracts list window, the Create Contract dialog

opens.

(2L} Create Contract x|
Template
’V|Default Contract | ﬁl]l

“Wendor
Ikermn

Guate
Warehouze
Corntract

Contract description
Guantity lirit
Cantract start dates

Contract expiration date

IMPAU Q|g,3|
|MF'A1D2
|— =
[mPa
|nnnsa B3

|MF'AC contract

a8

Lém

[~ Return here to create
¥ Preview before create

Create I

Cancel

another

| Help |

Figure 4-9. Create Contract dialog
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Enter the appropriate details on the Create Contract dialog. If you enter a quote number or assign
a quote, you will link this contract to the quote number. When you enter or assign a Contract
number, the remaining four attributes are available for you to enter details.

You need to add at least one quantity/price break to create a contract. Select the Preview before
create option and click Create.

The Create Contract card file opens showing the Contract card.

B8 (2L) Create Contract - MPAC1, MPA102, 000007 o ] 3

File Dizplay Maintain Customize Mavigation Help
et =] D@k O] 2] 2] 2% 2 %] 2] 2|6@]%| =

Wendor, MPACT McPherson Ames & Co.  ltem: MPATDZ MpaAssembly 102 Guote: 000007  Contract: 00068

Guote | tem | endor ‘Contraet | Quaniy / Prices |
Contract IDDDES B3 |
Contract description IMP,&_C COWNTRALCT

Wendar contract number I

Pre-approved contract  Yes (¥ Mo

Contract start date Ing;DE;’zDD? El
Contract expiration date IDB;’DE;"EDUE El

Guantity lirnit |-| 0000.000
Contract quantity to date 0.000
Contract percent uzed to date  0.000
Setup cost ID_DD
Baze price |D.DDDD
Urit freight ID.GDDG
Contract amount to date 0.00
Last maintained date 03/06/2007
Create I Cancel | Help |

| |F‘ending

Figure 4-10. Create Contract card file - Contract card

Enter the required details on the Contract card. In this example, the card displays the values you
specified on the Create dialog for Contact number, Contract description, Quantity limit, and
contract start and expiration dates.
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Select the Quantity/ Prices card because you must create at least one quantity/price break when
creating a contract.

(2L) Create Contrack - MPACL, MPA1DZ, 000007 = ||:||1|

File Dizplay Maintain  Customize Mawvigation Help

et =] BBt D22 H]5] 2% 22 @ %2

Vendor: MPACT McPherson Ames & Co. Item: MPA102 Mpa Azzembly 102 Quote: 000007 Contrack:  000BS

Quote | Item | “Wendar | Contract ‘Buantity / Prices |
Guantity| Guate Lk | Fice| [
2
ki
| + Quote UK | w Stocking U | ~ Purchaze LIM |

Create I Cancel | Help |

| |F'ending

Figure 4-11. Create Contact card file - Quantity/Prices card

Click the Create button next to the list window on the Quote UM, Stocking UM, or Purchase UM
tab. The Create Price Break dialog opens.

(2L) Create Price Break x|
Quantity Im

Price ID.DDDD
Local Price  0.0000

[~ Return here to create anather

Create I Cancel | Help
| |F'ending E_T

Figure 4-12. Create Price Break dialog

Enter the required details on the Create Price Break dialog. To create the price break, click
Create.

Click Create on the Create Contract card file to create the Contract.
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Assigning a contract to a quote

This example assumes that you accepted a quote and now you want to create a contract for it.
From the Quotes list window, select the quote for which you want to assign a contract. Select
Change on the Maintain menu and the Change Quote/Contract card file opens.

_-(ZL) Change Quote/Contract - MPAC1, MPA102, 000001 - |EI|1|
File Display Maintain  Customize Mawigation Help

ez =] | @S| O] 7|2 d| 5| 2 %] 2] 2| @R|%|=

Vendor, MPACT McPherzon Ames & Co. ltern; MPAT0Z Mpa Azzembly 102 Quate: 000007

ltem | Wendor | Contract | Quartity / Prices |
Guate Qo0aa
Quote status Accepted
Comment I
Ehgres N ]
Primary quote  Yes & Mo
Hold quote  Yes & Mo

Gunte request date IW EI
Funate follow-up date IW EI
[unte accept date W EI
[unte reject date IH— EI
[unte expiration date W EI

RQuote print date [blank)

Huete currency I[blank] =USDOLLARS v | |

Quote reference number I

Last maintained date 1142242008

Update I Cancel | Help |
I [Z

Figure 4-13. Change Quote/Contract card file
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Select the Contract card. Either click the Assign Contract button next to the Contract attribute to
assign the Contract ID, or type the number you want to use to identify the contract.

_' (2L) Change Quote/Contrack - MPAC1, MPALDZ, 000001 oy ] |

File Dizplay Maintain  Customize Mawvigation Help
et~ | B|=d| O] 7| 2] 0% 2 %] 2 2[@%| =

Vendor: MPACT McPherson Ames & Co. Item: MPA102 Mpa Azzembly 102 Quote: 000007

Quate | Item | Yendar Contract | Quantity / Prices |
Contract IW BI

Cantract description IMF'AC contract

Yendor contract number I

Pre-approved contract ~ Yes (% Mo

Contract start date Iug;ns;zun? E.l

Contract expiration date IEIS.-’D?#?UUB @l
Quantity imit |1DDDD

Contract quantity to date 0.000
Contract percent uzed to date 0,000

Setup cost ID'DD

Baze price ID.DDDD
Lnit freight Im
Cantract amaount bo date 0.00

Lazt maintained date [blark)

Update I Cancel | Help |
| [Z

Figure 4-14. Change Quote/Contract card file - Contract card

Enter the required details on the Contract card. In this example, a contact number is assigned,
you add a description, contract start date and expiration date, and quantity limit.
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If no price/break exists, select the Quantity/ Prices card because you must create at least one
quantity/price break to create the contract.

(2L) Change Quote/Contract - MPAC1, MPA102, 000001 - |EI|5|
File Dizplay Maintain  Customize Mawvigation Help
e =] )| @] 0|2 2] 1% %% 2 2|0 %[=|
Vendor: MPACT hcPherson Ames & Co. Item; MPA102 MpaAszsembly 102 Quote: 000007
Quote | Item | Wendor | Contract Quantity / Prices |
Duantit_l,ll Quote L I F'riceI D
&

| + Quote UM | ~ Shocking L | v Purchase LM |

Update I Cancel | Help |
[ [Z

Figure 4-15. Change Quote/Contact card file - Quantity/Prices card

Click the Create button next to the list window on the Quote UM, Stocking UM, or Purchase UM
tab. The Create Price Break dialog opens.

(2L) Create Price Break x|
Quantity Im

Price J0.0oon
Local Price  0.0000

[~ Return here to create anather

Create I Cancel | Help
I Fending IH_T

Figure 4-16. Create Price Break dialog

Enter the required details on the Create Price Break dialog. To create the price break, click
Create. Click Update to create the contract.
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Viewing quotes and contracts

You can use information in the Quotes and Contracts objects to help you select vendors and
determine which quotes and contracts you need to follow up. From other objects such as the
Buyers, Items, and Vendors, you can view information about quotes and contracts related to these
objects. You can also generate Quotation/Contract Analysis host reports to help you analyze
quote and contract information.

Quotes and Contracts list windows. From these list windows, you can use the Contract
Purchase Orders or Contract Purchase Order History options on the Display menu to view
purchase orders and purged purchase orders associated with a contract or quote. For example,
use these options to track a contract you used to create a purchase order or view all the purchase
orders affected by the terms of a contract.

PM provides the following subsets on the Quotes and Contacts list windows. You can use these
subsets to refine quote and contract information.

Item ... subset. This subset displays quotes and contracts for the item number you enter. This
information, for example, is useful if you want to check other contracts for an item you want to
purchase. You can use these contracts to check the prices at which your company has previously
purchased the item.

Quotation/contract analysis ... subset. This subset presents you with contracts and quotes that
have the item, vendor, buyer, and reference number you enter. Use this subset to view
information about quotes and contracts for an item, buyer, and/or vendor.

Reference ... subset. This subset displays quotes and contracts for the quote reference number
you provide. For example, use this subset if you have a reference number and need to learn about
the contract associated with this number.

Unprinted primary subset. This subset displays all quotes that are primary quotes, are not on
hold, and are not printed. For example, use this subset to check quotes that are not printed when
they should be printed.

Overdue, unreceived subset. This subset displays all quotes that have no accept date and have
a request date that is before today’s date. You can use this subset to check quotes that you
requested from vendors but have not received.

Unreceived, follow-up ... subset. This subset shows you the quotes that your company has not
accepted, you have not yet followed up, and the follow-up date is before or on the date you enter.
Use this subset to create a list of quotes you need to follow up.

Rejected subset. This subset presents you with a list of quotes that your company has rejected.
For example, use this subset to view rejected quotes and to pick quotes that you want to accept or
reject (by specifying an accept or reject date). You can also view this subset to decide whether
you want to send any more requests for quotes to a vendor because your company normally
rejects the vendor’s quotes.

Contract expires by ... subset. This subset provides you with a list of contracts that expire
between today’s date and the date you enter. You can use this subset, for example, to follow up
all contracts that expire next week.

Contract starts by ... subset. This subset provides you with a list of contracts that have a start
date between today’s date and the date you enter. You could use this subset, for example, to
check all contracts that start in the next week.
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Expired subset. This subset provides you with a list of quotes that have expired.

Expired quote and contract. This subset provides you with all quotes that have contracts where
both the contract and quote expiration date are in the past.

Expires by ... subset. This subset provides you with all quotes that expire between today’s date
and the date you enter. For example, use this subset to follow up quotes that your company has
accepted but will soon expire.

PM also displays quotes and contracts from other PM objects, which makes it easy for you to
organize a list of quotes or contracts. The Quotes and Contracts subsets are also available from
these list windows. You can view quote and contract information from the following objects:

Object Display option
Buyers Buyer Quotes.
Buyers Buyer Contracts.
ltems Item Quotes.
ltems Item Contracts.
Vendors Vendor Quotes.
Vendors Vendor Contracts.

Table 4-1. Objects from which you can view quotes and contracts

Buyer Quotes. This option shows the quotes for which a buyer is responsible. This information is
useful when you want to see all the quotes you or another buyer is responsible for processing. For
example, you can use this option to create a list of quotes for which you are the buyer. You can

then subset this list using the subset, Unprinted primary to display all the quotes you need to print.

Buyer Contracts. This option shows the contracts for which a buyer is responsible. This
information is useful when you want to see all the contracts you or another buyer is responsible for
processing. For example, you can use this option to create a list of contracts for which you are the
buyer. You can then subset this list using the subset, Expires by ... to display all the contracts that
you need to review because they expire by the date you enter.

Item Quotes. This option shows all the quotes associated with the selected item. Use this option,
for example, if you want to copy a quote created for an item in order to create a similar quote for
the same item number.

Item Contracts. This option shows all contracts associated with the selected item. For example,
you might want to view all the contracts that your company uses to buy an item in order to
consolidate the purchase of the item under one contract and/or vendor.

Vendor Quotes. This option shows all quotes that your company has sent to a selected vendor.
This option provides information, for example, if you want to select previous quotes a vendor has
provided and view the ones that were accepted.

Vendor Contracts. This option restricts the list of contracts to all the contracts for a selected
vendor. For example, use this information to review other contracts for a vendor before creating a
new contract with the vendor.
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Printing a Quotation Contract Analysis

This example assumes you want to print the Quotation/Contract Analysis host report. From the
Quotes or Contracts list window, select the quotes or contracts for which you want to print a
Quotation/Contract Analysis host report. Select the Host Print ... option from the File menu and
the Quote/Contract Host Reports window opens.

Select the Quotation/Contract Analysis tab.

BB/ (2L) Quote/Contract Host Reports il

Quote/Contract

Quotation Request

= Content | Confirmaticr Output
Quotation/Contract Analysis 2
IV Fiink
Description |

Subset ... | I[selectedrecord] ;I
Sart ... ||[default] =]

~ Option:

Reporting curmency |'|' rading vl

Submit I Cancel Help
I ofl

Figure 4-17. Quote/Contract Host Reports - Quotation/Contract Analysis tab

Enter the appropriate details on the Quotation/Contract Analysis tab. If multi-currency processing
is active, you can choose to print the report in trading or local currency.

Click Submit. A Confirmation prompt opens.
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x

& The fallowing host reports will be submitted for processing:
Mame Subszet

Quotations/Contract Analyzis [zelected record)

Are pou zure you would like ta continue?

o |

Figure 4-18. Confirmation Quotation/Contract Analysis prompt

Click Yes, and the Quotation/Contract Analysis host report is printed.
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Chapter 5. Creating Purchase Orders

OVBIVIEW ...ttt ettt e oottt e ettt e e e bt e e e e nbbe e e e e e nnnbe e e e e e nnnees 5-1
Creating purchase orders from the Default card file..............cccccoiiii. 5-4
Creating a purchase order header ... 5-4
Creating a purchase order item...........coooiiiiiii e 5-19
Creating a purchase order item release............ccceeeiiiiiiii i 5-36
Other methods for creating purchase orders..........ccccceviiiiiiei i, 5-52
Using an existing purchase order ... 5-52
USING @ FEQUISITION.......eeeiiie i 5-55
Using @ qUOLE OF CONEFACE.........oiiiiiiiiiie i 5-61
Creating standard MeSSAgES. ... ...cuiiiiiiiiiieiiie e 5-64

Creating a standard message

Overview

The fourth step in procurement is to create the purchase order for the items and vendor you have
identified. This chapter describes the process of creating purchase orders.

You use purchase orders to order materials for delivery in the required amounts for a required
date. Buyers usually enter purchase orders in response to a requisition for materials or supplies.
You assemble a purchase order from header, purchase order items, purchase order item
releases, comments and standard messages, and receiving operation information.

Procurement Management (PM) provides several ways to create purchase orders. You can create
purchase orders from the Purchase Order default card file. To reduce the amount of information to
need to enter, you can create purchase orders by copying another purchase order, or use
requisitions, contracts or quotes as a starting point. How you create a purchase order depends on
the amount of information you want to enter and the starting point you want to use.
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Figure 5-1 illustrates the various starting points for creating a purchase order and purchase order

components.

=
Another purchase w5
order - @

o copy
? Purchase Order
USES Header / Comments

creates

Items /
Comments |
Buyer Recaiving
Operations

Uses either

o create ""ﬁ‘
. A
Y
Aze = Purchasze Order [tem
:t_-",'?J Releases |
= Comments /

- _ Recaiving
= ; '_l Operations
g =

requisitions, a
confract or a quaote

i@

Figure 5-1. Overview of creating a purchase order

0.0

YWendor

Purchase Orders. The Purchase Orders object consists of a header, any optional order
comments, and one or more items. The purchase order also contains one or more ship-to

addresses where the items are shipped and the address where bills are sent.

You can create the following kinds of purchase orders:

» A single purchase order item with a header record, one purchase order item detail record, and
as many comment records as needed. This type of purchase order is the simplest to create.

* A purchase order with multiple purchase order items, with multiple purchase order item detail
records. This type of order is complete only when you receive all the purchase order items.

» A blanket order with a purchase order item that has two or more delivery dates associated
with it. This order is complete only when all purchase order item releases are satisfied. A
blanket order can contain multiple items, with multiple releases entered for each item.

» A drop ship order with a purchase order item that has two or more delivery addresses. You
create this type of order using a blanket order except that each purchase order item release

has a separate ship-to address associated with it.
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Purchase Order Items. Purchase order items are the materials or supplies you are ordering. If a
purchase order item does not have purchase order item releases, it consists of:

* a detail record

* item comments (optional)

* receiving operations (optional)
+ debit memos (if they exist).

A purchase order item with blanket releases consists of:

 a detail record
+ item comments (optional)
* one or more blanket releases.

Three types of purchase order items can appear on purchase orders:

Item type Inventory code  Otheritem object Typical use MRO equivalent
information
required
Inventoried item 1 Item and ltem On shop floor, part MRO stores item.
Warehouse of manufactured
item. Tracked in
inventory.
Miscellaneous 2 Might have ltem  Expense type of MRO non-stores
item Warehouse commodity, such item.
as office supplies.
Service item 3 Might have ltem  Non-product MRO service item.
Warehouse expense, such as
recurring utility
charge.

Table 5-1. Types of purchase order items

Purchase Order Item Releases. Purchase order item releases contain information about the
quantities and dates associated with multiple deliveries of an item. A purchase order item release
consists of:

a detail record

release comments (optional)
receiving operations (optional)
debit memos (if they exist).

Comments. You can add comments to purchase orders, purchase order items, purchase order
item releases, purchase order item debit memos, and purchase order item release debit memos.
PM supports the following four types of comments for purchase order information:

Order

Closeout acknowledgement

Internal

Traveler (only available for purchase order items, purchase order item releases, and debit
memos).

Receiving Operations. Receiving operations provide a method for tracking the movement of
purchased items through the dock-to-stock process. The Routing record associated with a
purchased item contains standard receiving operations for that item. You can copy the receiving
operations from a standard routing into an order. Other receiving operations can be associated
with a particular purchase order. You can enter additional purchase order receiving operations for
particular purchase order items or purchase order item releases.
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Creating purchase orders from the Default card file

You can use the Default card file for Purchase Orders to create purchase orders and add
purchase order items, purchase order item releases, comments, and receiving operations. Using
the Default card file allows you enter all parts of an order as a single task. This technique is faster
than creating a purchase order header, purchase order items, purchase order item releases, and
operations separately using the Maintain options on the list windows for these objects.

You can also change purchase order information on a purchase order created with the Default
card file after a user has created the order. These changes include:

Creating purchase order items

Creating purchase order item releases
Creating comments

Creating receiving operations

Changing purchase order card file information.

Creating a purchase order header

The following procedure assumes you want to create a purchase order. From the Purchase
Orders list window, select Create on the Maintain menu and the Create Purchase Order dialog
opens.

(2L} Create Purchase Order x|
Template
IDefauIt ;I ﬂ]]l

Order IW lﬁlql
Buyer IM qlgl
Wendar IW Ql Ql
wharehouse IW qlﬁl

[~ Return here to create anather
I fre i
Create I Cancel | Help |
| Ay

Figure 5-2. Create Purchase Order dialog

The information you enter on the Create Purchase Order dialog is enough to create a purchase
order. The vendor you enter must allow purchase orders and not be suspended from purchase
order entry.

If you want to go to the Create Purchase Order card file and add order information such as items
and comments, select Preview before create and then click Create.
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The Create Purchase Order card file opens displaying the General card. The information on the
General card contains the default settings and information you entered on the Create Purchase

Order dialog.

R
File Dizplay Maintain Customize Mavigation Help
[Defaui X B8P @ s 0|24 1B % 228 F % ae ez 28

s

4%‘1} PO00338  Vendor MPACT McPherson Ames & Co. Buyer: BUYER Default Buyper
Vanance Comments Amounts I Dates I Owerview
Vendor Preferences | Yendor Address | Ship-to Address | Bill-to Address
Order status Acceptance received or nat required
Rewision 0
Invoice status Mot complete
Buyer IBUYEH Q| @|
Mame Default Buyer
Wendor IMF'AC1 Ql l?_}l
Wendor name |Mc:F'her$nn ames & Co.
‘Warehouse IMPA Ql @l
Create date 034072007
Confirm by date I I @l
Releaze date I I E_l
Fricrity IUnassigned vl
Hald from print Mo -
Omit item quantities on P.O. =~ weo & Mo
Print special charges  Yes (¥ Mo
Approval status Approved
Create I Cancel | Help |

Figure 5-3. Create Purchase Order card file - General card

Until PM prints the purchase order or the purchase order has activity, you may change the vendor
by clicking the button to the right of the vendor.

The Confirm by date contains a value if your company requires this vendor to acknowledge
purchase orders with a confirmation.
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Select the Vendor Preferences card to review or change the preferences for this vendor. The
Vendor Preferences card shows information about the vendor’s choices for handling purchase
orders and for shipping orders to your company. This information corresponds to the Purchasing
Settings card in the Vendors object.

o
File Display Maintain  Customize Mavigation Help
[Detaut & BlD|8=| D22 i R8s 208 §lwle|adE e s a8

i
4%"} PO00338  Wendor: MPACT McPhersonAmes & Co. Buper BUYER Default Buyer

Itemns I Wariance | Carmments I Amounts | Dates I Oxerview
General EVB“dDIETBfBTB“CBS | Vendor Addrezs | Ship-to Address | Bill-to Address

Ship via I[blank] ;I

Ship wia dezcription I

FOB [ olark) =]

Free an board description I

Terrmz I[blank] LI

Term: description I

Cunency [iblark =Us DOLLERs | EE|
E:change rate ID,DDDDDEI

Exchangs rate date I i/ El

Altemate currency I vI |

Frieit ity alternate cumrency ¢ veae & No

Create I Cancel | Help |

| |F'ending

Figure 5-4. Create Purchase Order card file - Vendor Preferences card

You can create and maintain records for the Ship via, FOB, and Terms code files.
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Select the Vendor Address card to review or change the address for this vendor. You can change
the contact, telephone and fax numbers, and e-mail address information.

i
File Digplay Maintain  Customize Mawvigation Help
[Defou - B8P &gl 0724 Y 22808 Feead e = 28
i
-1‘%3 PO0OD338  Wendor MPACT McPherzon Ames & Co. Buyper: BUYER Default Buper
Items I Yariance I Comments I Amounts | Dates I Overview
General | Wendar Preferences Vendor Address | Ship-to Address I Bill-to Address
Wendar IMpﬁm Ql l?_*l
Wendor name IMcPherson Aimes & Co,

Wendor abbreviation IM FaFR1

Wendor contact

|
Yendor telephone I
Wendar fax I

Wendor E-mail address %9
Vendar address format IW
Wendor address 1 |1 254
Wendor address 2 I
Wendor address 3 |
Wendor addrezs 4 [City) |
Wendor address 5 |
‘endor state I [blark) LI
Wendor postal code I—
Wendar country I (blarik) LI
Create I Cancel | Help |
| |F'ending

Figure 5-5. Create Purchase Order card file - Vendor Address card
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Select the Ship-to Address card to review or change the address for the receiving warehouse. The

default values on the Ship-to Address card come from the information in the Warehouse

Addresses object. You can change the Ship-to ID, contact name, telephone and fax numbers, and

e-mail address information.

{ZL) Create Purchase Order - PODD338

File Display Maintain  Customize Mavigation Help

=lof x|

B 2% 328 F% el

1|2 2|2 2|2

| Dates
Ship-to Address

[Defau - BY|® = 024

Eh

4%"} PODD338  Wendor MPACT McPherzon Ames & Co. Buyer: BUYER Default Buper
Itemns I Wariance I Carmments Amounts

General | Yendor Preferences | Vendor Addrezs

Wi arehoLise IM O‘lﬁl
Ship-ta 1D IE @llﬁl

Ship-ta name |Detault ship-ta 1D 939

Ship-to contact |F|eu:epti0n

Ship-to telephone |555.524-24E|E|

Ship-ta fax I

Ship-to E-mail address I %’?}
Ship-to address format Im

Ship-to address 1 IP_D_ Bow 999

Ship-ta address 2 |999 wiarshouze Row

Ship-to address 3 |W'areh0use 993

Ship-to address 4 [City) |At|anta

Ship-to address 5 I

Ship-ta state IG'& = Georgia :I
Ship-to postal code W

Ship-ta country IU T LI

I Oxerview

| Bill-to Address

Create I Cancel | Help |

|F'ending

Figure 5-6. Create Purchase Order card file - Ship-to Address card
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Select the Bill-to Address card to review or change the address the vendor uses to invoice the
purchase order. You can change the Bill-to ID, contact name, telephone and fax numbers, and e-
mail address information.

i
File Display Maintain Customize Mavigation Help
[Detaut & BlD|@=s| D22 1] &3 208 §lws| 2 es] a8
'E%
: PO0OD338  Yendor MPACT McPherzon Ames & Co. Buper: BUYER Default Buper
Items I ariance I Carments Amnounts | Dates | Oxerview
General | Yendar Preferances | Wendor Address | Ship-to Addresz Bill-to Address
warehouse [*I=TY Ql @l
Bill-ta 1D 994 @ ="
Bill o name |DEFALLT 298
Bill-to cantact |Ac-:ountanl
Bill-tar telephone |555-?‘|35-1 0o
Bill-ta fax I
Billto E-mail address | bl
Bill-ta address format IUnited Chates vl
Bill-to address 1 IP,D, B 998
Billto address 2 ISSS WEREHOUSE Wiy
Bill-to address 3 IWAHEHDLISE 933
Bill-ta addrezs 4 [Citw) |ATLANTA
Bill-to address & I
Bill-tor state IGA = Georgia LI
Bill-to postal code W
Bill-tor country IUSA = LSA LI
Create I Cancel | Help |
I |F'ending

Figure 5-7. Create Purchase Order card file - Bill-to Address card
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Select the Items card to create items on this purchase order.

For more information about creating purchase order items, see “Creating a purchase order item”
on page 5-19. For more information about creating purchase order item releases, see “Creating a
purchase order item release” on page 5-36. In this example, using those steps, you add a
purchase order item, item release, and receiving operation to this purchase order.

o
File Display Maintain Customize Mavigation Help

[Detaut & BlD|@=s| D22 1] &3 208 §lws| 2 es] a8
.E PO00O338  Vendor MPACT McPherson Ames & Co. Buyper: BUYER Default Buper

i
K %

General Yendar Preferences | Vendor Address I Ship-to Address I Bill-to Address
Items Yariance | Comments | Amounts | Dates | Oxerview
Dietails: |[nc-ne] ;I
|bem I Wz I Lire I Contract I [ uattity I LIht | Price | Dock I Stock, I Status I it
LI}
Z]
i
B
)
' Requested | Approved |
Create I Cancel | Help |
| |F'ending

Figure 5-8. Create Purchase Order card file - ltems card
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The Variance card shows the variance between the standard, actual, and expected costs of
purchase order items and purchase order item releases for the purchase order. No information
displays on this card because you are creating a new purchase order.

(2L) Create Purchase Order - PODD338 - |EI|£|

File Display Maintain Customize Mavigation Help

[Detaut & BlD|@=s| D22 1] &3 208 §lws| 2 es] a8
R
1‘%% PO00O338  Vendor MPACT McPherson Ames & Co. Buper: BUYER Default Buver
General | Yendar Preferences | Vendor Address I Ship-to Address I Bill-to Address
[tems Variance | Comments | Amounts | Dates | Oxerview
Standard overide Actual override
lﬂwerage cost LI “Heceived quantity/price ;I ﬂl
Item I Standard I Expected IVariance I Y arance % I Ordered I Received I ity
| &
Z]
H
£
e
[ Standard vs. Expected | Standard vz, Actual | Expected ve. Actual
Create I Cancel | Help |
|F'ending

Figure 5-9. Create Purchase Order card file - Variance card
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Select the Comments card to insert comments for the purchase order.

(2L} Create Purchase Order - POOD338 =10l=l

File Display Maintain Customize Mavigation Help

[Defa = 80| 8g| 0|72 5 2 828 e |28 e s 28
: PO0D338  Wendor MPACT McPherson Ames & Co. Buyper: BUYER Default Buper
o 2
General Yendor Preferences Yendor Address I Ship-to Address I Bill-to Address
Items Wariance Comments Amounts | Dates | Oyerview
[~ Hiztary Effective date |D3£D?H2DD? EI
7
A
[ Order | Clozeout | Ikernal |
Create I Cancel | Help |
| |Pending

Figure 5-10. Create Purchase Order card file - Comments card

You can create comments and use standard messages on the Comments card of purchase
orders. The three tabs at the bottom of the Comments card organize the comments into groups:

» Order comments appear on the purchase order.
» Closeout comments appear on the closeout purchase order, which prints when the order is

closed.
* Internal comments do not print on any documents and are not stored in history files.

Select the Order, Closeout, or Internal tab on which you want to type a comment or add a
standard message.

To type text before any comments on the Comments card, click the button, Insert manual before.
To type text after any comments on the Comments card, click the button, Insert manual after.
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When you insert a manual comment, the Create Purchase Order Comment window opens.

(2L) Create Purchase Order Comment x|

|

Create I Cancel | Help |
I Fending IE_T

Figure 5-11. Create Purchase Order Comment window

Add text by positioning the cursor in the text area and typing the new text.

To add a standard message before any comments on the Comments card, click the buttons,
Insert message before or the Insert message after. When you insert a message, the Create

Purchase Order Comment dialog opens.

{2L) Create Purchase Order Comment x|

Effective date |-| 1,/29/2006 El
Standard meszage number || = Q; 7]

Create I Cancel | Help |
| |F'ending IH_T

Figure 5-12. Create Purchase Order Comment dialog
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Click the button, Find Standard Message ... to open the Standard Messages list window.

{2L) Find Standard Message ... i [ m] 4]
Q |Genera| = |[aII records) | |[default] = ﬁ” ﬂl El fite || 0 |
Mezzage (D - I First 40 pozitions of message I Copwin |
om Please ship before the end of the maonth Mo ;I
0oz MHaw needed before end of manth MHa
LK) Please confirm on arival Mo
o4 Ersure quality caontral Mo
005 Phone an arival Mo [l
0os Confirmn with buyer Mo LI

Figure 5-13. Find Standard Message ... list window

You can select a message to use and then click Create to insert the message.

If you need to create standard messages, use the Standard Messages object. For more
information about creating standard messages, see “Creating standard messages” on page 5-64.
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Select the Amounts card to review or change estimated amounts for special charges and freight
for this purchase order. You can also select the currency to use on this purchase order and enter
an exchange rate.

i
File Display Maintain Customize Mavigation Help
[Detaut & BlD|@=s| D22 1] &3 208 §lws| 2 es] a8
R
--‘-.%ﬁ PO0OD338  Yendor MPACT McPherzon Ames & Co. Buper: BUYER Default Buper
General Yendar Preferences | Vendor Address | Ship-to Address I Bill-to Address
Items Yariance | Carments Amounts | Dates | Oxerview
Estimated special charges ID' oo
Actual special charges Q.00
Estimated freight ID_ o
Actual freight Q.00
Total tax amount 0.00
|tem amaount - approved Q.00
P.0. amount - requested 0,00
P.0. amount - approved Q.00
Ivoice amount 0.00
Create I Cancel | Help |
| |F'ending

Figure 5-14. Create Purchase Order card file - Amounts card
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Select the Dates card to review or enter information for Release date and Confirm by date.

B (2L} Create Purchase Order - PODD338

T 3|s] 0]2]2] 8% @[22

Figure 5-15. Create Purchase Order card file - Dates card
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The Overview card allows you to see all the contents of a purchase order in an indented outline.
The highest-level in the overview is the purchase order header, with other contents of the
purchase order shown in lower-levels. For more information about the Overview card, see

“Viewing a purchase order overview” on page 7-4.

{2L) Create Purchase Order - PODD338 - |EI|5|

File Digplay Maintain Customize Mawvigation Help
IDefauIt ;I @l@l@lﬂ" Dl/l/_—'lﬁlll @l%lﬁl@l%" @l%l@ |@|%|%“ Ql&l
l PO00338  Wendor MPACT McPherson &mes & Co. Buyer BUYER Default Buyer

General \endar Preferences I Wendor Address I Ship-to Address Bill-ta Address

[temns Warnance | Cornments Armounts | Dates Overview

Dretails: |[n0ne] ;I

|dentifization

atus: Mot complete

(=5
1‘%\0‘ FO0 Status eptance received or not required I
b Eie

= .55% Line: 1 MPA102 Mpadszembly 102 Ot 100000 EA @& 1.0200  Duer SeeReleazes  Ste Open Operc 1000

T
IJ;'F Rel 1 Qty: 100.000 EA & 1.0200 Due: 03442007 Stz Open Open: 100.000

L\?ﬂt Oper: 1 Inspection Status:
[

Create I Cancel | Help |
|

Figure 5-16. Create Purchase Order card file - Overview card

|Pending Ig

When you finish entering the information for the purchase order, purchase order items, and
purchase order item releases; click the Create button.
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A Please Confirm prompt opens.

.'(ZL) Please Confirm B

The following transactions will be sent to the host for processing.

Description

e
= ;
Purchase Order Maintenance PO00338

=

i Confim Faost Delete Al | Help |

Figure 5-17. Please Confirm Create Purchase Order prompt

Click Confirm Post to create the purchase order and add any purchase order items and purchase
order item releases to the purchase order.

In the above example, only one purchase order item and one purchase order item release are
created. You use the same procedure to create and add many purchase order items and
purchase order item releases to the purchase order, by selecting Return here to create another on
the Create dialogs or by clicking the Create buttons in the Purchase Order Item and Purchase
Order Item Release card files. In this example, comments are added to the purchase order header
and a receiving operation is added to the purchase order item release.
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Creating a purchase order item

This example assumes you want to create a purchase order item at the same time you are
creating the purchase order. However, you can also create purchase order items from the
Purchase Order ltems object. For example, to create a purchase order item, select the Create
option on the Maintain menu of the Purchase Order Items list window. Enter the purchase order
and click Continue. The Create Purchase Order Item dialog opens.

To create a purchase order item from the Create Purchase Order card file, select the Items card.

JRI=TEY
File Display Maintain Customize Mavigation Help
[Defa - B 8lg| 0|72 48| 2% 828 & %le|2E 2 28

-d% PO0D338  Wendor MPACT McPherzon Ames & Co. Buyper: BUYER Default Buper

General Wendor Preferences | Wendor Address I Ship-to Address I Bill-to Address
Items Wariance | Comments | Amounts | Dates | Oxerview
Dretails: |[n0ne] ;I
(L= | Whs | Line | Cantract | G uantity | Il | Price | Dock | Stock | Statuz | &’
Ll
Z]
i
|=
)
| Requested | Approved |
Create I Cancel | Help |
| |F'ending

Figure 5-18. Create Purchase Order card file - Iltems card

Click the Create button to the right of the Iltems list window.
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The Create Purchase Order Item dialog opens.

{ZL) Create Purchase Order Item x|
Template
’VIDefauIt ;I E]l
Order PO00338 @|

Line

Warshause iﬁ ql %l

Flequisition I— EI

Item [MPa102 Q| %|
Order quantity - requested Iwg—

Due to stock date W @l B3 |
Contract I— 3'

Unit price - requested ID-DDDD 'Jl
Blanket item i Yes { Mo

Option

Include Wendardltem comments " Yes ( Mo

[nelude ltem Receiving operation: ¢ Yes @ No

[~ Return here to create anather

| Pending E_T

Figure 5-19. Create Purchase Order Item dialog

The information you enter on the Create Purchase Order Item dialog is enough to create a
purchase order item. If you want to go to the Create Purchase Order Item card file and add order
information such as purchase order item releases, comments and receiving operations, select
Preview before create and then click Create.
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The Create Purchase Order Item card file opens displaying the Summary card. The Summary
card shows basic information about the purchase order item.

(2L) Create Purchase Order Item - POD0338, 1 - IEI|5|

File Digplay Maintain  Customize Mawigation Help
[Defaul = D|@|=s| D] 7| 2] H 5| )% 2B =& ¥

ag FO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA kpa Master Balance Becords

2|7 2l 2 aalse

Operations Dates and Lead Times I Quantities | Prices and Amounts I Comments | Owerview

ltern Order Surmmary | Beleazes | YWendor | Confract I Debit Memaos
|tern status Open
Inwoice status Mat invoiced
Revigion ]
Blank.et item i Yes ( Mo
Contract [blark)
Order quartity - requested |1 00,000
Circler LIk IEA:Each LI |
Unit price - requested |-| 0200 pl
Eutended amount 102.0000

Due to dock date Iugﬂ 42007 @l p |
Due to stock date Iugﬂ 42007 @l !_} |

Job number

Department

I—
Planner |444 Q| @l
Account number I 2000 |:{|| Ql

Create I Cancel | Help |

| Pending

Figure 5-20. Create Purchase Order Item card file - Summary card
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Select the Item card to review or change general information about the item.

(2L) Create Purchase Order Item - POD0338, 1

File Display b aintain

Customize  Mavwigation Help

=181 x|

e i E | e | ; ot
[Defaul - P @3|g| 0|22 Y 2228 =2 ¥ e 228 s s s
s.;g@ PO0O0O338  Line: 1 MPAT102 Mpadszzembly 102 MPA Wpa Master Balance Records
DOperations Dates and Lead Times I Quantities | Frices and Amounts I Comments | Oyerview
Summary fllem i Order Surnmary | Beleases | Yendor | Confract | Debit Memos
Line 1
Item MPE102 %|
|tem description Mpa Azzembly 102
Extended dezcription |
Extended dezcription 2 I
Itern type Fabricated
Department [blank)
Warehouse WP, @l
Warehousze stock location  [blank)
Alternate item [blank)
Inventary code Inventom
Itern clazs MP&2 = Computers - laptop
FPacking code [blank)
Blank.et item T Ye: O Mo
Fixed Blanket  Yes (% Mo
Advize price  Yes (% Mo
Receipt required = Yes Mo
Cauntmy of arigin IUSA T LI |
Dirawing nurber I
Requisition [Blank)
Reference I
Create I Cancel | Help |

|F'ending

Figure 5-21. Create Purchase Order Item card file - Item card
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Select the Order Summary card to review or change information about the purchase order for the

purchase order item.

.'(ZL) Create Purchase Order Item - POO0D3348, 1

File Dizplay Maintain  Customize  Mawvigation Help

=0l x|

BB

[Defaut R el - = e A AR 2 e e s d Rl Esd s
i -
-‘3‘% FO00338  Line: 1 MPA102 Mpabssembly 102 MPA  Mpa Master Balance Becords
Dperations I Dates and Lead Times I Quantities I Prices and Amaounts I Comments
Summary I Item ‘Order Summary I Fieleases I Wendor I Contract
Order PO00338 %1
Order status Acceptance received or not required
Order rescheduls code ID efault ta ikem LI
Fievizion 0
Fricrity Unazzigned
Ship wia [blank)
Ship wia description [blank)
FOB [blank)
Free on board dezcription  [blank)
Ship-to 1D 995
Ship-to name Default ship-to [0 9399
Create date 03407 /2007
Confirmed date [blank)
Fielease date [blank)
Last activity date [blank)

| Overvizw
I Debit Memos

Create I Cancel | Help |

|F'ending

Figure 5-22. Create Purchase Order Item card file - Order Summary card
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Select the Releases card to create releases for this purchase order item. For more information

about creating purchase order item releases, see “Creating a purchase order item release” on
page 5-36.

i
File Dizplay Maintain  Customize Mavigation Help

[Defaut = P8 D] 2| A H| = 85|26 = e R
agg FOO0338  Line: 1 MPAT02 Mpabssembly 102 MPA  Mpa Master Balance Becords

Operations I Dates and Lead Times Iguantitiﬁ IErl 2 ahd Amounts I Comments | Owerview

Summary | Item | Order Surmmary ﬁeleases :l YWendaor | Contract | Debit Mermos

Hell Duantityl Lk | F'riu:el Dock | Stack | Statuz |

Releases as Ordered | Releases az Stocked |

Create I Cancel | Help |

| |F'ending

Figure 5-23. Create Purchase Order Item card file - Releases card
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Select the Vendor card to review or change vendor information for the vendor supplying the
purchase order item.

(2L) Create Purchase Order Item - POD0D338, 1

Figure 5-24. Create Purchase Order Item card file - Vendor card
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Select the Contract card review or change contract and quote information for the purchase order
item.

(2L) Create Purchase Order Item - POD0D338, 1

Figure 5-25. Create Purchase Order Item card file - Contract card
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The Debit Memos card contains a list of debit memos entered against the purchase order item. No
information displays on this card because you are creating a new purchase order item.

{2L) Create Purchase Order Item - POO0338, 1 - |EI|1|

File Dizplay Maintain  Customize  Mawvigation Help

[oetaui ) = s P A T T =l e d R Bl A Pl R A
?g FO00338  Line: 1 MPA102 Mpabssembly 102 MPA  Mpa Master Balance Becords
Dperations I Dates and Lead Times I Quantities I Prices and Amaounts I Comments : | Oxervisw
Summary I Item I Order Surmmary I Beleazes I Yendar I Contract H
[ebit memo I Feturn autharity I Resupply I Fesupply | F'rintI Duantityl LIt I Total debit amount| “
&’
&

[L

Create I Cancel | Help |

| |F'ending

Figure 5-26. Create Purchase Order Item card file - Debit Memos card
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Select the Operations card to create receiving operations, which are performed when receiving
the purchase order item from dock to stock.

=10jx|
File Dizplay Maintain  Customize  Mawvigation Help
[oetaui ) = s P A T T =l e d R Bl A Pl R A

Eﬁaj FO00338  Line: 1 MPA102 Mpabssembly 102 MPA  Mpa Master Balance Becords

Summary I ltem Order Summary I Beleazes I Yendor I Contract I Debit Memos
Dates and Lead Times I Quantities I Prices and Amaounts I Comments | Oyeryvicw
Oper | Description | Facility | Status | Trahs | Scheduled start | Scheduled completion | Y
"
| b
&
il
A
Create I Cancel | Help |
| |F'ending

Figure 5-27. Create Purchase Order Item card file - Operations card

For both purchase order items and purchase order item releases, you can create receiving
operations. You can automatically generate receiving operations by:

+ selecting Import Operations on the Maintain menu of Purchase Order Iltems and Purchase
Order ltem Releases and specifying a PDM routing ID. For more information about adding a
routing, see “Importing a routing” on page 6-10.

+ creating a purchase order item or purchase order item release and selecting the Include ltem
Receiving operations option on the Create dialog.

+ using the Create button on the Operations card in the Purchase Order Item or Purchase Order
Item Release card files. For more information about creating a receiving operation, see
“Creating a purchase order item release” on page 5-36.

Note: you cannot create a receiving operation for a purchase order item that is a blanket item. In
Figure 5-19, "Create Purchase Order Item dialog" on page 20, the option to include purchase
order item receiving operations is not available because the dialog is for a blanket item.
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Select the Dates and Lead Times card to review or change information about the lead times and
dates, which apply to the purchase and delivery of the purchase order item.

_'(2L) Create Purchase Order Item - PODO338, 1 - |EI|1|
File Digplay Maintain  Customize Mawigation Help
o b E o ™ E %,
[Defovi - D|@|s| 022 i) 2228 2o | ¥ 0d 808 5%
i -
S-;?.é PO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA  Mpa kaster Balance Becords
Summary I ltem I Order Summary | Beleazes I Wendor I Contract I Debit Memos
DOperations ‘Dates and Lead Times | Quantities I Brices and Amounts I Comments | Overview
Wendar lead time 20.0
Safety lzad time ID'D
Dock to stock lead time ID'D
Expected lead time 0
Actual lead time 0
Itern created date 03407 /2007
Due to dock date |U3.-"1 42007 @l '3 |
Due to stock date |D3.-"1 442007 @l '_1, |
Received to stock date  [blank)
Promized date 03/414/2007
Fallaw-up date I I El
Goods first received date  [blank)
Last activity date [blank)
Laszt receipt date [blank)
Last maintained date 03407 /2007
Create I Cancel | Help |
| |F'ending

Figure 5-28. Create Purchase Order Item card file - Dates and Lead Times card
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Select the Quantities card to review or change information about quantities and attributes used to
calculate quantities for the purchase order item. You can see quantities as ordered, as stocked,
and information from the Dates and Lead Times card.

i
File Digplay Maintain Customize Mavigation Help
[Defaul i ol ) = A P = s R e R sl Esd AR el s e AR e = Y
aﬁg PO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA  Mpa Master Balance Becords
Surnmary I Itenn Order Surnmary | Beleazes I Wendor I Contract I Debit Mermos
Operations | Dates and Lead Times Prices and Amounts | Comments | Oyerview
Order LIk IEA =Fach LI

Order quantity Imn_ggg Approved  100.000 Unapproved 0,000

Deviation quantity 0.000

Open quantity 100,000
Dock quantity 0.000
Inspection quantity 0000
Scrap quantity 0.000

Returned quantity 0.000
Mo resupply quantity  0.000

Stock quantity 0.000
Laszt receipt quantity 0000
Invoice quanhity 0.000
[ As Drdered | Az Stocked | Dates and Lead Times |

Create I Cancel | Help |

| |F'ending

Figure 5-29. Create Purchase Order ltem card file - Quantities card
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Select the Prices and Amounts card to review or change prices and extended amounts that apply
to the purchase order item.

=10jx|
File Digplay Maintain  Customize Mawigation Help
[ostauk ) i P A T TR el e d sl R A Pl R A R

ag PO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA  Mpa kaster Balance Becords

Summary I Item I Order Summary | Releazes I Wendor I Contract I Drebit Memos
DOperations | Dates and Lead Times I Quantities ‘Prices and Amounts | Comments | Overview
IInit price - requested |-| 0200 BI
Unit price - approved 1.0200
Unit price - unapproved 0.0000
Unit price - stocking Lk 1.0200
Extended amaount 102.0000
Extended amount - approved 0.0000
Extended amount - unapproved  0L.0000
Invoice amount 0.00
Prices and Amounts | Yariance |

Create I Cancel | Help |

| |F'ending

Figure 5-30. Create Purchase Order Item card file - Prices and Amounts card

The Variance tab displays variance data that applies to the purchase order item. No information
displays on this card because you are creating a new purchase order item.
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Select the Comments card to insert comments for the purchase order item.

(2L) Create Purchase Order Item - POD0338, 1 - |EI|5|

File Display Maintain Customize Mavigation Help

[Defa = D8] D] 24| 22| 2R 2] ¥ 5 F 22 2| %2
53% PO0O0O338  Line: 1 MPAT102 Mpadszzembly 102 MPA Wpa Master Balance Records
Summary I ltem Order Summary | Beleazes | Yendor CDn_tractIDeglt Memos
DOperations | [ates and Lead Times | Quantities | Frices and Amounts Cgmmenls Oyerview
[~ Hiztam Effective date |D3HEI?.I’2DD? EI
Z
i
[ Order | Closeout | Internal |
Create I Cancel | Help |
| |F'ending

Figure 5-31. Create Purchase Order Item card file - Comments card

You can create comments and use standard messages on the Comments card of purchase order
items. The three tabs at the bottom of the Comments card organize the comments into groups:

* Order comments appear on the purchase order.

» Closeout comments appear on the closeout purchase order, which PM prints when the order
is closed.

* Internal comments do not print on any documents and are not stored in history files.

Select the Order, Closeout, or Internal tab on which you want to type a comment or add a
standard message.

To type text before any comments on the Comments card, click the Insert manual before button.
To type text after any comments on the Comments card, click the Insert manual after button.
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When you insert a manual comment, the Create Purchase Order Iltem Comment window opens.

(2L) Create Purchase Order Item Comment

Create I

Cancel Help

|

x|

|F'ending ID_T

Figure 5-32. Create Purchase Order Item Comment window

Add text by positioning the cursor in the text area and typing the new text.

To add a standard message before any comments on the Comments card, click the buttons,
Insert message before or Insert message after. When you insert a message, the Create Purchase

Order Item Comment dialog opens.

{ZL) Create Purchase Drder Item Commenkt

IDSHDSQDD? @l
Standard mezzage number I = q 3%

Create I

Effective date

Cancel | Help |

|F'ending E_T

Figure 5-33. Create Purchase Order ltem Comment dialog
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Click the button, Find Standard Message ... to open the Standard Messages list window.

{2L) Find Standard Message ... i [ m] 4]
Q |Genera| = |[aII records) | |[default] = ﬁ” ﬂl El fite || 0 |
Mezzage (D - I First 40 pozitions of message I Copwin |
om Please ship before the end of the maonth Mo ;I
0oz MHaw needed before end of manth MHa
LK) Please confirm on arival Mo
o4 Ersure quality caontral Mo
005 Phone an arival Mo [l
0os Confirmn with buyer Mo LI

Figure 5-34. Find Standard Message ... list window

You can select a message to use and then click Create to insert the message.

If you need to create standard messages, use the Standard Messages object. For more
information about creating standard messages, see “Creating standard messages” on page 5-64.



Page 5-35

The Overview card allows you to see all the contents of a purchase order in an indented outline.
The highest-level in the overview is the purchase order header, with other contents of the
purchase order shown in lower-levels. For more information about the Overview card, see

“Viewing a purchase order overview” on page 7-4.

{2L) Create Purchase Order Item - POD03338, 1 - |EI|£|

File Digplay Maintain Customize Mavigation Help
[Detaut = D|@|=| 0|22 d] B 83 e R = A 2 2 a8 % e

‘.;% PO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA  Mpa Master Balance Becords

ol ¥

Surnmary I Itenn I Order Surnmary | Beleazes I Wendor I Contract Debit Mermos
Operations | Dates and Lead Times Quantities | Prices and Amounts | Comments Oxverview
Dretails: |[n0ne] ;I

|destification
ete

wed or hot required Irvic atuz. Mot complete

;-:0‘ H . . . . .
= :3 Lire: 1 MPAT02 Mpa Aszembly 102 Qe 100000 EA @& 1.0200  Cue: SeeRelzazes  Sts Open Openc 100.C
|J;‘|: Rel: 1 G 100000 EA @ 1.0200  Dwe 03442007 St Open Operc 100000

Lgﬂt Oper: 1 Inzpection Status:

Create I Cancel | Help |
|

Figure 5-35. Create Purchase Order Item card file - Overview card

|F'ending

Click Create on the Create Purchase Order Item card file to add the new purchase order item to
the purchase order.
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Creating a purchase order item release

This example assumes you want to create a purchase order item release at the same time you
are creating the purchase order item.

However, you can also create purchase order item releases from the Purchase Order ltem
Releases object. For example, to create a purchase order item release, select the purchase order
item from the Purchase Order Items list window and then select the Purchase Order ltem
Releases option from the Display menu. Select Create on the Maintain menu of the Purchase
Order Item Releases list window. The Create Purchase Order ltem Release dialog opens.

To create a purchase order item release from the Create Purchase Order Item card file, select the
Releases card.

=
File Digplay Maintain  Customize Mawigation Help
[ostauk ) i P A T TR el e d sl R A Pl R A R

ag PO0OD338  Line: 1 MPA102 Mpadssembly 102 MPA  Mpa kaster Balance Becords

Dperations | Dates and Lead Times I Quantities I Prices and Amounts I Comments | Overyvisw
Surnmary I ltem I Order Surmmary Wendar I Contract I Debit Memos
HeII Duantit_l,ll LIkt I F'licel Dock | Shock, | Status I
Releases as Ordered | Feleases as Stocked |
Create I Cancel | Help |

| |F'ending

Figure 5-36. Create Purchase Order Item card file - Releases card
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Click the Create button to the right of the Releases card and the Create Purchase Order Item

Release dialog opens.

{2L) Create Purchase Order Item Release 5[
Template
’7|Default =| ﬁl]l
Order PO00338 @l
warehouse =1 EI
ltem MPa102 Bl

Release 1 ""‘__ll
Felease quantity |1 00.000

Due bo stock date Iugﬂ 442007 @l !3 |

I nit price |-| o0

B

O ption

Include ltem Receiving operations ¢ vae & §g

[~ Return here to create anather

[¥ Preview before create

Create I Cancel Help

Fending IH_T

Figure 5-37. Create Purchase Order Iltem Release dialog

The information you enter on the Create Purchase Order ltem Release dialog is enough to create
a purchase order item release. If you want to go to the Create Purchase Order Item Release card
file and add order information such as comments and receiving operations, select Preview before

create and then click Create.
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The Create Purchase Order ltem Release card file opens displaying the Summary card. The
Summary card shows basic information about the purchase order item release.

BB (2L) Create Purchase Order Item Release - POD0338, 1, 1

et =] D| S| 0] 2|2 d5| B]B[% olx|a =] =l e

|Defibiezs  [|@emeles  [@eefeeey  [Cedswe |

100.000
1.0200 L&

CEa-
Erza=

Figure 5-38. Create Purchase Order ltem Release card file - Summary card
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The Debit Memos card contains a list of debit memos entered against the purchase order item

release. No information displays on this card because you are creating a new purchase order item
release.

{2L) Create Purchase Order Item Release - POD0338, 1, 1 -0l x

File Dizplay Maintain  Customize Mawigation Help

IDefauIt 'l Dl@lﬁ” Dl/lélﬁl” ®|%|!‘}\|‘Q|%|

&¥|

| = 2% S

.—:% =
3% POOO338  Line: 1 MPAT0Z Mpadssembly 102 WMPA Mpa Master Balance Records Rel 1

Buantities I Frices and Amounts I Ship-to Address I Comments I Oyerview
Summary EDBDit Memaos | Operations | Order Summary | Contacts
Debit rmemo | Return authority | Rezupply | Rezupply | F‘rintl Duantit}ll LIk | Toatal debit amaount ﬁ
g
Create I Cancel | Help |

|Pending

Figure 5-39. Create Purchase Order Item Release card file - Debit Memos card
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Select the Operations card to create receiving operations, which are performed when receiving
the purchase order item release from dock to stock.

B/ (2L) Create Purchase Order Ttem Release - POD0338, 1, 1 =10l %]

File Dizplay  Maintain  Customize  Mawigation Help
e =] | B|ek| 022 05| &5 2R 1| 2] 2 &

'.—:% =
8% POOD338  Line: 1 MPATDZ Mpa Assembly 102 MPA  Mpa Master BEalance Fecords Rel 1

&¥|

Buantities I Frices and Amaounts I Ship-to Address I Comments I Oxerview
Summary | Drehit Memas { Dperations | Order Surmary | Contacts
Oper | Description | Facility | Status | Trang | Scheduled start | Scheduled completion A
&g
| b
o
Create I Cancel | Help |

| |Pending

Figure 5-40. Create Purchase Order Item Release card file - Operations card

For both purchase order items and purchase order item releases, you can create receiving
operations. You automatically generate receiving operations by:

+ selecting Import Operations on the Maintain menu of Purchase Order Iltems and Purchase
Order Item Releases and specifying a PDM routing ID. For more information about adding a
routing, see “Importing a routing” on page 6-10.

 creating a purchase order item or purchase order item release and selecting the Include ltem
Receiving operations option on the Create dialog.

+ using the Create button on the Operations card in the Purchase Order Item or Purchase Order
Item Release card files.

Note: You cannot create a receiving operation for a blanket item. In Figure 5-19, "Create
Purchase Order Item dialog," on page 20, the option to include a purchase order item receiving
operation is not available because the dialog is for a blanket item.
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To create a receiving operation for this purchase order item release, click the Create button to the
right of the Operations card and the Create Purchase Order Item Release Receiving Operation
dialog opens.

{ZL) Create Purchase Order Item Release Recei 5'
Template

’7|Default | ﬁ]]l
Order PO00333 @|

Lire 1

Warehouze fi P,

Ikem WPA102

Releaze 1

Operation sequence |4 l?_;l

Description |Inspecti0n

Transaction code IHeceipt to inspection LI

[~ Return here to create anather

i
Create I Cancel | Help |

| |F'ending E_T

Figure 5-41. Create Purchase Order Item Release Receiving Operation dialog

Enter the appropriate details on the Create Purchase Order Item Release Receiving Operation
dialog. To go to the Create Purchase Order Item Receiving Operation card file and add receiving
operation information, select Preview before create before you click Create.
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Click Create and the Create Purchase Order Item Release Receiving Operation card file opens.

{2L) Create Purchase Order Item Release Receiving Operation - PO00338, 1,1, 1 — |EI|£|

File Dizplay Maintain  Customize Mavigation Help

bt =] D@ O] 2] 2] 8|2 2= %

gﬂt FO00338 Line: 1 MPAT0Z Mpa Azzembly 102 MPA  Wpa b azster Balance Records Rel: 1 Oper: 1

Additional Dezcription | Owerview |
Description |Inspeclion
Facility | Q| ﬁg|
Transaction code [Receipt o inspection |

Scheduled start date I Iy E‘l

Scheduled completion date I Iy E‘l
Setup labor hours ID_DD
Run labar time [use TEC) ID.DD

Time basiz cade IHou[g ¢ unit =]
fel e tirme: W

Tool number I—

Process sheet I

Print routing * Ye: ( Mo

Create I Cancel | Help |

| |F'ending

Figure 5-42. Create Purchase Order Iltem Release Receiving Operation card file

Enter the appropriate details in the Create Purchase Order ltem Receiving Operation card file.

Click Create on the Create Purchase Order Item Receiving Operation card file to add the
receiving operation to the purchase order item release.
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Select the Order Summary card to review or change information about the purchase order for the

purchase order item release.

B/ (2L) Create Purchase Order Item Release - POD0338, 1, 1 - 10| =
File Dizplay  Maintain  Customize  Mawigation Help
et =] )| B O] 2 | 2] o5 &2 %] 2 B o ¥ || 5] =28
i POOO338 L 1 MPAT0Z Mpa b bly 102 WMPA Mpah Bal Record: Rel 1
3?5 ire: pa Aszembly pa M aster Balance Records el
Buantities I Frices and Amaounts I Ship-to Address I Comments I Oxerview
Summary | Drehit Memas | DOperations ‘Order Summary | Contacts
Order FO00338 %1
Order status Acceptance received ar not required
Order reschedule code Drefault bo item
Rewvizion 0
Pricrity Unazzigned
Ship via [blamnk)
Ship via descrption [blarik)
FOR [blank)
Free on board dezcription  [blank)
Ship-to 1D ID @l@l
Ship-ta name |Detault ship-to D 993
Create date 03/07/2007
Confirmed date [blank)
Release date [blank)
Last activity date [blank)
Create I Cancel | Help |
| |Pending

Figure 5-43. Create Purchase Order ltem Release card file - Order Summary card
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Select the Contacts card to review or change the contact information for the vendor, ship-to,
buyer, and planner associated with the purchase order item release.

{2L) Create Purchase Order Item Release - POD0338, 1, 1 - 10| =
File Dizplay Maintain - Customize  Mawigation Help
et =] )| B O] 2 | 2] o5 &2 %] 2 B o ¥ || 5] =28
i POOO338 L 1 MPAT0Z Mpa b bly 102 WMPA Mpah Bal Record: Rel 1
8% ire: pa Aszembly pa M aster Balance Records el
Buantities I Frices and Amaounts I Ship-to Address I Comments I Oxerview
Surnmany | Drebit Memaos | Operations | Order Summary ECDn!aCtS
“Wendaor
Contact [blank)
Telephone [blamk)
Fau [blark)
E-mail [blark) %@l
Ship-ta
0 8=
Mame |Detault ship-to ID 999
Contact |Reception
Telephone |555-524-2400
Fau I
E-mail address I ?é')
Buyper
Hame Default Buyer
Telephone BUYER phaone
Fau BUWER Fax
E-mail addiess DefaultBuyer@infar. com @l
Planner
h anne BOBE SEDLOCK,
Telephone AE5-ER4-1234
Fax nurmber BRR-3214 [E78)
E-mai sddiess  pOBS@MAPICS.COM %.f)|
Create I Cancel | Help |
| |Pending

Figure 5-44. Create Purchase Order Item Release card file - Contacts card
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Select the Quantities card to review or change information about quantities and attributes used to
calculate quantities for the purchase order item release. You can see quantities as ordered, as
stocked, and information from the Dates and Lead Times card.

[ (2L) Create Purchase Order Item Release - POD0338, 1, 1 =0l

File Dizplay Maintain  Customize Mawigation Help
e~ D|B|as| O[] 2] 45| &)%) F) || ] = &R

=
3% POOO338  Line: 1 MPAT0Z Mpadssembly 102 WMPA Mpa Master Balance Records Rel 1

o|¥

Surnmary _I Drebit Memoz I Operationg | DOrder Surnmary I Contacts
Eguantilies | Prices and Amounts | Ship-to Address | Comments | Ouerview
Order UM E& = Each
Order quantity 100.000
Dreviation quantity 0.000
Open quantity 100.000
Dock quantity 0.000
Inzpection quantity  0.000
Scrap quattity 0.000
Returned quantity 0.000
Stack quantity 0.000
Lazt receipt quantity  0.000
Inwvoice quantity 0.000
As Ordered | Az Stocked | Dates and Lead Times |

Create I Cancel | Help |

| |Pending

Figure 5-45. Create Purchase Order Item Release card file - Quantities card
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Select the Prices and Amounts card to review or change prices and extended amounts that apply
to the purchase order item release.

B/ (2L) Create Purchase Order Ttem Release - POD0338, 1, 1 =10l %]

File Dizplay  Maintain  Customize  Mawigation Help
e =] | B|ek| 022 05| &5 2R 1| 2] 2 &

'.—:% =
8% POOD338  Line: 1 MPATDZ Mpa Assembly 102 MPA  Mpa Master BEalance Fecords Rel 1

&¥|

Summary I Debit Memos I Operations | Order Summary I Contacts
Quantities { Prices and Amounts | Ship-to Address | Carmments | Overview
Unit price |-| 0200 pl
Unit price - stocking LUkl 1.0200
Extended amaount 102.0000
Invoice amount 0.0a
Prices and Amounts | Yariance |

Create I Cancel | Help |

| |Pending

Figure 5-46. Create Purchase Order Item Release card file - Prices and Amounts card

The Variance tab displays variance data that applies to the purchase order item release. No
information displays on this card because you are creating a new purchase order item release.
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Select the Ship-to Address card to review or change information about the address where the
vendor will send the purchase order item release.

{2L) Create Purchase Order Item Release - POD0338, 1, 1 - 10| =

File Dizplay  Maintain  Customize  Mawigation Help
e =] | B|ek| 022 05| &5 2R 1| 2] 2 &

'.—:% =
8% POOD338  Line: 1 MPATDZ Mpa Assembly 102 MPA  Mpa Master BEalance Fecords Rel 1

¥

Summary I Drebit Memoz Operations | Order Summary I Contacts
Quantities | Prices and Amaunts i Ship-to Address | Carmments | Overview
‘whareholse WP, @I

Ship-ta D ID_ @llﬁl

Ship-to name |Detault ship-to ID 999

Ship-to contact IHeception

Ship-ta telephote |555-524-24DD

Ship-to fax I

Ship-to E-mail address I ?é')

Address format IW

Ship-to address 1 I

Ship-to address 2 I

Ship-to address 3 I

Ship-to address 4 [City) I

Ship-to addrezz 5 I

State [ (rarky -]

Ship-to postal code I—

Country I iblank] ﬂ

Create I Cancel | Help |

| |Pending

Figure 5-47. Create Purchase Order Item Release card file - Ship-to Address card
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Select the Comments card to insert comments for the purchase order item release.

{2L) Create Purchase Order Ttem Release - POD0338, 1, 1 1Ol x|

File Display Maintain Customize Mavigation Help
et =1 D|d@|as]| O]2] 2] || &[5 2B 5| ] e &R

R
3% FOO0338  Line: 1 MPAT02 Mpa Aszembly 102 MP2  hpa bazter Balance Records Rel 1

&|¥|

Summary I Drebit Memos Igperations Order Summary I Contacts
Buantities | Frices and Amaounts | Ship-to Address gl:_nmments | Oxerview
[~ History Effective date IDS;"D?QDD? @l
[ Order | Clozeout | Intermal |
Create I Caticel | Help |
| |F'ending

Figure 5-48. Create Purchase Order Item Release card file - Comments card

You can create comments and use standard messages on the Comments card of purchase order
item releases. The three tabs at the bottom of the Comments card organize the comments into
groups:

» Order comments appear on the purchase order.

» Closeout comments appear on the closeout purchase order, which PM prints when the order
is closed.

* Internal comments do not print on any documents and are not stored in history files.

Select the Order, Closeout, or Internal tab on which you want to type a comment or add a
standard message.

To type text before any comments on the Comments card, click the button, Insert manual before.
To type text after any comments on the Comments card, click the button, Insert manual after.
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When you insert a manual comment, the Create Purchase Order Item Release Comment window
opens.

{2L) Create Purchase Drder Item Release Comme 5[

Create I Cancel Help
| |F'ending ID_T

Figure 5-49. Create Purchase Order Iltem Release Comment window

Add text by positioning the cursor in the text area and typing the new text.

To add a standard message before any comments on the Comments card, click the buttons,
Insert message before or Insert message after. When you insert a message, the Create Purchase
Order Item Release Comment dialog opens.

(2L} Create Purchase Order Item Release Comme x|

Effective date ID3.-"EIB.-"ZDD? @l
Standard meszage number || = q s

Create I Cancel | Help |
| |F'ending ID_T

Figure 5-50. Create Purchase Order Item Release Comment dialog
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Click the button, Find Standard Message ... to open the Standard Messages list window.

{2L) Find Standard Message ... i [ m] 4]
Q |Genera| = |[aII records) | |[default] = ﬁ” ﬂl El fite || 0 |
Mezzage (D - I First 40 pozitions of message I Copwin |
om Please ship before the end of the maonth Mo ;I
0oz MHaw needed before end of manth MHa
LK) Please confirm on arival Mo
o4 Ersure quality caontral Mo
005 Phone an arival Mo [l
0os Confirmn with buyer Mo LI

Figure 5-51. Find Standard Message ... list window

You can select a message to use and then click Create to insert the message.

If you need to create standard messages, use the Standard Messages object. For more
information about creating standard messages, see “Creating standard messages” on page 5-64.
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The Overview card allows you to see all the contents of a purchase order in an indented outline.
The highest-level in the overview is the purchase order header, with other contents of the
purchase order shown in lower-levels. For more information about the Overview card, see
“Viewing a purchase order overview” on page 7-4.

[ (2L) Create Purchase Order Item Release - POD0338, 1, 1 =0l

File Dizplay Maintain  Customize Mawigation Help
e~ D|B|as| O[] 2] 45| &)%) F) || ] = &R

-Z—:% =
3% POOO338  Line: 1 MPAT0Z Mpadssembly 102 WMPA Mpa Master Balance Records Rel 1

Ak

Surmnmary I Drebit Memoz I Operationg | DOrder Surnmary Contacts
Luantities | Prices and Amounts | Ship-to Address | Comments Overview
Details: I[none] LI

Identification

fs OO0 L uz: Mot complete

=] Line: 1 WMPAI02 Wpadssembly 102 Qe 100000 EA @ 1.0200  Due: SeeFReleazes St Open Operc 1000

i
IJ;'F Rel 1 Gt 100000 EA & 1.0200 Due: 03142007 Stz Open Open:  100.000

Lgﬁt Oper: 1 Inzpection Status:

Create I Cancel | Help |

| |Pending

Figure 5-52. Create Purchase Order Item Release card file - Overview card

Click Create on the Create Purchase Order Iltem Release card file to add the new purchase order
item release to the purchase order item.
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Other methods for creating purchase orders

You can use information in PM to help you create purchase orders. You can copy the information
on an existing purchase order for use on the purchase order you are creating. You can use
requisition, quote, or contract information to create a purchase order.

Using an existing purchase order

Copying an open purchase order or purged purchase order to create another purchase order
eliminates some data entry. However, you must enter some information and review the new
purchase order when the copy is complete to update the purchase order with new dates,
quantities, and prices if these values have changed.

You define the components of the order to copy, including:

* Order comments
ltems

ltem comments
Releases

Release comments
Receiving routings.

If the source purchase order has attributes that you want to either not copy or replace with a new
value, you use the Copy template in the Options section of the Copy Purchase Order dialog.
Attributes that are on the Copy template override values from the source purchase order. Maintain
the Copy template by selecting the attributes you want to replace and defining the new values.
Maintainable attributes that are not on the Copy template, PM copies from the source purchase
order to the target purchase order. Other attributes are defaulted based on the rules of purchase
order creation.

You can use the Copy template if you want to replace an attribute value with blanks. For example,
you might want to blank out the date attributes or you might want to break the relationship the
source purchase order has with a contract. In this case, you make sure the attributes with the
values you want to remove are on the copy template, but have a blank value in them.

When you copy a purchase order to create another order, PM does not copy debit memos
because the debit memo is not applicable for a new purchase order. PM also does not copy links
to requisitions used to create a purchase order item on the original purchase order.

You can copy both open purchase orders and purged purchase orders to create another purchase
order. This example assumes you want to copy an open purchase order. From the Purchase
Orders list window, select the purchase order you want to copy and then select Copy on the
Maintain menu.
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The Copy Purchase Order dialog opens.

{Z2L) Copy Purchase Order X

oy
4%3 POODZ252  “endor MPACT McPherson Ames & Co. Buyer: BUYER Default Buyer

~ Template

I[none] LI ﬂl

~Target

Order IW ln'-__ilql

~Option
[~ Copy Order Camments
[~ Copy ltems :-\
Template I[none] LI

[~ | Eapy [tem Commernts

[ Capy Releazes

Template

I[none] ll ﬂl

[~ | Copy Heleaze Commetts

[~ Copy Receiving O perations
Tiemplate I[ﬂDnB] lI E]l

¥ Preview before copy

Copy I Cancel | Help
| )

Figure 5-53. Copy Purchase Order dialog

Enter the appropriate details on the Copy Purchase Order dialog. If you are using system-
generated purchase order numbers, PM assigns the next available purchase order number to the
Order attribute.

The information you enter on the Copy Purchase Order dialog is enough to create the purchase
order. If you want to go to the Default card file and add order information, select Preview before

copy.



Click Copy and the Copy Purchase Order card file opens.
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_.(2L) Copy Purchase Order - PODD254 o ]
File Dizplay Maintain Cuztomize Mavigation Help
[Defat = BD|8|«s| 07|42 22| B 2R F %o aE 2 = 2l
i

FED POO0254  Wendor MPACT McPherson Ames & Co. Buyer: BUYER Default Buver

Wariance Comments Amounts | Dates | Overview
Wendor Preferences | Wendor Address | Ship-to Address | Bil-to Address

Order statuz Acceptance received or nat required

Rewision 0

Irwaice status Mat complete

Buyer IBUYEH Q|q_}|

Mame Drefault Buyer

Yendor IMP."—\C'I Ql lﬂl-"__ll

Vendor name |McPher$nn ames & Co.

W arehouse IMPA Ql @l

Create date 11423/2008

Canfirm by date I Iy E_l

Relzase date I Iy E_l

Priarity ILI hazzighed - l

Hald from prinkt Ma =

Omit item quantities on P.O. ¢~ wae & Mo

Frint special charges  Yes (& Mo

Approval status Approved

Copy I Cancel | Help |

| Pending

Figure 5-54. Copy Purchase Order card file

Enter the appropriate details on the Copy Purchase Order card file.

For more information about changing the Purchase Order Default card file, see “Creating
purchase orders from the Default card file” on page 5-4.

After you add information, purchase order items, and purchase order item releases; click Copy
instead of Create to create the purchase order. PM adds the purchase order to the Purchase
Orders object.
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Using a requisition

With PM, you can select one or more requisitions and convert them into a single purchase order.
To select requisitions for a purchase order, you start from a list of requisitions for a particular
buyer, vendor, or item. On the Requisitions list window, you apply the subset, Not assigned to
P.O., so that the list contains only the requisitions that have not been fulfilled. Alternatively, you
can create a subset of your own to limit the list to only the requisitions you want to include.

After you select the requisitions, select the Create Purchase Order option on the Maintain menu
for Requisitions and the Create Purchase Order dialog opens.

.'(ZL) Create Purchase Order X

Create Purchage Order from Requisitions

| Items | Templates |

Order IW ln'-__;‘lql
Buyer Iﬁ qlgl
Werdor Iﬁ ql gl
Requested wendar Im
Warehouse Iﬁ Q‘lﬁl

Riequisiion /.| ltem | Description | Wi | Gty-stk UM | Stk UM | Price-stk UM | Gtypur UM| Pur UM | Price-pur UM | Dock

ROO03ES MP&10Z |MP& ASSEMBLY 102 |MPA | 100.000(Ed T.0200[ 100.000]EA 1.0200[11/23/2
ROO03EE MPA103 | MP& ASSEMBLY 103 | MPA 20,000 | Ea EEESO|  20.000|EA 5.6E50 | 11/29/20
RO00364 MP&102 | MP& ASSEMBLY 102 | MPA 10.000| Eé 1.0200)  10.000(EA 10200 11/30/20
Kl | |

[V Preview before create

Create I Cancel | Help |
I

Figure 5-55. Create Purchase Order dialog - Order tab- from Requisitions

Use the Create Purchase Order dialog to see how PM creates the purchase order using
application rules and defaults. Options on this dialog allow you to manipulate the order by
adjusting the items and their releases, and the quantities, prices, and dates on the order. PM
assumes the requisitions you are combining into one purchase order have the same buyer and
primary vendor. If the requisitions have different buyers or vendors, PM displays a message,
which says that the buyers and/or vendors are not the same.

The Create Purchase Order dialog (from Requisitions) consists of three tabs:

» The Order tab shows basic information about the purchase order you are creating and shows
a list of the requisitions you selected to include on the order.

+ The Items tab shows a preliminary list of items selected for the order by the rules and defaults
in PM. PM automatically combines requisitions for inventory items that have the same item
number and warehouse because you can have only one instance of an inventory item on an
order.

» The Templates tab contains options for the templates you want to use to create the purchase
order. You can choose templates for the purchase order header, purchase order items,
purchase order item releases, and operations. The default templates assigned to these parts
of the purchase order are the default values on this tab.
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Select the Items tab to work with the line items and to set up the way you want PM to create the

order.

{2L) Create Purchase Order

Order Items | Templates |
Item | Description | whe | Gty | Order Uk | Price | Stock, | Contract | Regs
|: MP&102  MPAASSEMBLY 102 MPA 110000 Ea 1.0200 11/29/2006 2
gg MP&103  MPAASSEMBLY 103 MPA 20000 Ea 56650 11/29/2008 1

o) R UZI NS

[V Preview before create

Create I

Cancel | Help |

Figure 5-56. Create Purchase Order - Items tab - from Requisitions

The Items tab contains several options to help you work with the items.

Change. Click the Change button to change the quantity, price, or stock date for the selected item

or release. The Change Purchase Order Item dialog opens.

{2L) Change Purchase Order Item

Lire: 1 MPATDZ Mpa Azsembly 102
Quantity
Price [1.0200

B

Stock date [blank) EI

Contract l— BI
Continue I Cancel | Help |

x|

MPA  Mpa Master Balance Records

Figure 5-57. Change Purchase Order Item dialog - from Requisitions

Change the appropriate attributes. Click Continue and PM updates the Purchase Order Item with

your changes.

Set Stock Date. Use this option to change the due date for multiple items instead of changing the
due date individually for each item. For example, you have several items with due dates near one
another, such as Tuesday 11/28/2006, Wednesday 11/29/2006, and Thursday 11/30/20086. If the
vendor for these items normally makes deliveries on Mondays, you can change all the dates to
Monday11/27/2006 if you can handle the earlier delivery. Select the items and click the Set Stock

Date button.
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The Set Stock Date dialog opens.

BB/(21) Set Stock Date X

Due bo stock date

Continue I Canhcel | Help |
|

Figure 5-58. Set Stock Date dialog

Enter the new Due to stock date and click Continue to change the Due to stock date of the items
you selected.

Combine. Click the Combine button to combine miscellaneous or service items into one line item
on the purchase order. The combine function adds the quantities for the selected items or
releases and uses the total quantity as the quantity for the combined item or release. The price
and due date for the combined item or release come from the first item or release used to create
the combined line item.

The combine function allows you to control how PM handles miscellaneous and service items on
the purchase order. For example, if you notice several requisitions for the same miscellaneous or
service item number, and the description shows they are the same item, you might want to show
these items as a single purchase order item. Alternatively, for a blanket item, you might notice
several releases have due dates that are one day apart. You might prefer to combine these
releases into one release. In the following example, the first line item has been created as blanket
release. The two releases have been selected in order to combine them.

_'(ZL) Create Purchase Order P

4‘%1\. Create Purchase Order from Requisitions
£

Order ltems | Templates |

Item I Description IW’hs I [ty Order LM I Price I Stock Contract I Regs I

WPa ASSEMBLY 102 MPA 10000 EA 1.0200 1]

1.0200 /e E 1

ZelERLEINS

10.000 1.0200 /3042006 1

3% MPATO3 MPASSSEMELY 103 MPA 20.000 EA 56650 11/23/2006 1

[¥ Preview before create

Create I Cancel | Help |
|

Figure 5-59. Create Purchase Order dialog - Items tab - selected releases - from Requisitions
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Click Combine. These items appear as one line item release.

.'(ZL) Create Purchase Order X

ooy Create Purchase Order from Requisitions

e
Kty

Order Items | Templates |
Item | Description |th | [ty | Order LIk | Price | Stock | Cantract | Regs | s
43-' MPAT0Z2 MPA ASSEMBLY 102 MPA 110,000 1.0200 i] =
0.000 0200
S . &
WPA ASSEMBLY 103 MPA 20.000 5.6E50  11/29/2008 1
[V Preview before create
Create I Cancel | Help |

Figure 5-60. Create Purchase Order dialog - Items tab - combined releases - from Requisitions

Create Blanket. PM allows you to split a purchase order item that has one large delivery into
several releases with smaller deliveries. For example, you might have combined several
requisitions into one purchase order item with a quantity that is larger than you want to accept in
one delivery. Alternatively, you might have combined multiple requisitions for miscellaneous or
service items but want the vendor to deliver the combined item as blanket releases. In the
following example, you need to change the requisitions for the MPA 103 item to a blanket release
because you do not have enough room to store all 20 of the item. To create the blanket release,

you select the item, and then click the Create Blanket button. The Blanket release options dialog
opens.

_'(ZL) Blanket release options x|

Method for generating releases & &

d " Perrequisitions

Auto spread option:

Stock date for first release |-| 1/29,/2006 |

Mumber of releaszes

Relzaze interval in days Ig

Relzaze quantities

= Integers only  §* Decimals

Continue I Cancel | Help |

Figure 5-61. Blanket release options dialog - from Requisitions

On the Blanket release options dialog, you choose the method you want to use to create the
releases. If you choose the Auto spread method, you specify the starting due date, the number of
releases, and the days between the releases, and PM automatically creates the releases for you.
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If PM created the selected item by combining requisitions, the Per requisitions option generates a
separate release for each requisition.

PM creates the releases and includes them in the list window on the Items tab.

.'(ZL) Create Purchase Order X

Order Items | Templates |
Item | Description | ‘whs | [ty Order LM | Price | Stack Cantract | Regs | &
: MPa&ASSEMBLY 102 MP& 1000 B4 1.0200 0 B
110.000 1.0200  11/29/2006 2
' ' =
N 2 2 O O
5.000 56680 11/29/2006 0
5.000 56680 12/06/2006 i
5.000 S.EES0 1241342006 i
5.000 B.EES0 1242042006 0

[V Preview before create

Create I Cancel | Help |
|

Figure 5-62. Create Purchase Order dialog - Items tab - Items releases - from Requisitions

In this example, PM distributed evenly the quantity for MPA103 in four releases over four weeks. If
the Per requisitions method is used, PM creates a separate release for each requisition.

Before you create the purchase order from the requisitions, you can preview the order, items, and
releases to verify the purchase order will contain the information you want. You can override
quantities and dates during preview and add other information such as comments or receiving
operations before creating the purchase order. For more information about changing the
information in the Purchase Order card file, see “Creating purchase orders from the Default card
file” on page 5-4.

If you want to go to the Create Purchase Order card file and add or view order information, select
Preview before create. Click Create and the Create Purchase Order card file opens. Make your
changes and click Create. A Please Confirm prompt opens.
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If you do not want to Preview your purchase order, deselect the Preview before create box and
click Create. A Please Confirm prompt opens.

B(2L) Please Confirm x|

The following transactions will be sent to the host for processing.

Description |

e
= ;
Purchase Order Maintenance PO0D252
=)
Create Purchase Order POD0Z52
o

— Create P.00. ltem PO00252.1
— Create P.O. lterm Releaze PO0OD252,1.1

Itern POO0252,2

Itern Releaze POO0Z52,21

— Create P.0. ltem Release PON0252,2,2

ﬁf; Create P.O. Item Releaze POO0ZS2.2.3

e

— Create PO, ltem Releaze POO0252,2.4

i Confim Faost Delete Al | Help |

Figure 5-63. Please Confirm Create Purchase Order prompt - from Requisitions

Click Confirm Post to create the purchase order.

After you create the purchase order, PM establishes a link between the purchase order and all the
requisitions you fulfilled on the order. By using the display options available in the Purchase
Orders, Purchase Order Items, and Purchase Order ltem Releases objects, you see the
requisitions that were satisfied by a selected purchase order. For example, you can select the
Purchase Order Requisitions option from the Display menu of Purchase Orders to view the
requisitions used for a selected purchase order.

After you create the purchase order, the requisition changes in two ways:

+ The requisition is no longer open and does not appear on Requisition Analysis reports.
» The purchase order number displays in the Order attribute in Requisitions and the line
number of the purchase order item displays in the Line attribute.
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Using a quote or contract

In PM, you can select a quote or a contract and convert it into a purchase order. This example
assumes you want to create a purchase order from a contract. From the Quotes list window,
select the quote that contains the contract you want to use, or from the Contracts list window,
select the contract you want to use. Select the Create Purchase Order option on the Maintain
menu and the Create Purchase Order Item dialog opens.

{ZL) Create Purchase Drder Item x|
Template

|Default ﬂ gl

Order Po035es |

Lire

wharehouse I-IW Q| @l

Fequisitian I— EI

ltern [MPC102 Q| %|
Order quantity - requested i)

Due to stock date IH— E_l B3 |
Carbract IW gl

Unit price - requested ID_DDDD B3 |
Blanket item " Yes (v Mo

Options

Include Wendor/ltem comments * Yes (- Mo

Include ltem Receiving operations ¢ wao @ Mo

[~ Return here to create anather

¥ Preview before create

Create I Cancel Help
| |F'ending ID_T

Figure 5-64. Create Purchase Order Item dialog

Enter the appropriate details on the Create Purchase Order Item dialog. If you are using system-
assigned purchase order numbers, PM uses the next available purchase order number on the
purchase order. If you do not use system-assigned purchase order numbers, you enter the
number for the purchase order. The Warehouse, Iltem, and Contract attributes default from the
contract you selected. If you selected a quote to create the purchase order and the quote has an
associated contract, the Contract attribute is defaulted also.
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The information you enter on the Create Purchase Order Item dialog is enough to create a
purchase order and purchase order item. To go to the Create Purchase Order ltem card file and
add item detail information, select Preview before create before you click Create. The Create
Purchase Order Item card file opens.

_'(ZL) Create Purchase Order Item - PO03546, 1

Mavigation Help

File Display kaintain

Custornize

User

=0l x|

I Default

=l Pl@l= 02| 2

o

B &% 0| B =

|&F| 2l 2@m| %2

¥

i1

33@5‘ PO03S4E  Line: 1 MPC102 Mpa Component 102 MPA  Mpa Master Balance Records

Operations [Dates and Lead Times | Quantties I Pricesz and Amounts I Comments I Oxerview
ltem Order Summary | Beleazes | Yendor | Contract | Debit Memos
Item status Open
Irrvoice status Mot invoiced
Revizian 1]
Blank et item  Yes (& Mo
Cantract oaoo
Order quantity - requested |1 [0.000
Order LIk IEA=Each LI |
Uit price - requested |2_ noon B3 |
Extended amount 20.0000
Due to dock date Ingggggggng B |83
Diue ta stock date Ingggzgzgng B e
Job number I
Department I
Planner |333 Ql ‘ﬁl
Account number I Eﬂl Q|
Create I Cancel | Help
| |F'ending

Figure 5-65. Create Purchase Order Item card file

Enter the appropriate details in the Create Purchase Order ltem card file. For more information
about creating purchase order items, see “Creating a purchase order item” on page 5-19.



Click Create to create the purchase order. A Please Confirm prompt opens.

{2L) Please Confirm

The following transactions will be sent to the host for processing.

Description

PN i
=] Purchase Order Maintenance PO03546

Lo
Create Purchaze Order PO0354E
o=

B .‘.;% Create P.O. Itern PO03546.1

i Confim Faost_ Delete Al | Help |

Figure 5-66. Please Confirm Create Purchase Order prompt

Click Confirm Post to create the purchase order.

Page 5-63



Page 5-64

Creating standard messages

You create and maintain standard messages in the Standard Messages object. You can use
these messages for purchase orders, purchase order items, and purchase order item releases, as
well as for:

Quote header and footers

Debit memos

Contracts

Requisitions

Comments for vendor/item combinations.

Standard messages contain content that can apply to documents sent to multiple vendors, such
as “Quoted terms valid 60 days from receipt” or “Overnight or expedited shipping required.”
Effective dates associated with the message determine when and how long the message is
available for use.

PM identifies standard messages by number and you can include them on purchasing documents
by entering that number. For more information about how to insert a standard message onto a
purchase order, see “Creating purchase orders from the Default card file” on page 5-4.

Two options on the PM Applications Settings object require special uses of standard messages.
For more information see “Purchasing Order Processing tab” on page A-1

» The option, Activate advise price, allows you to indicate when you want the vendor to advise
you of the price of an item, instead of using the price defined for the item in XA. You can
specify a clip level to set an item price limit. When entering a purchase order, you specify at
the item level whether it will be an advise price order. If it is, and the extended amount of the
item exceeds the clip level, the standard message selected for advise price orders displays in
the purchase order in place of the extended price

» The option, Activate omit quantities, allows you to choose to omit item quantities when you
want to purchase a specific quantity of an item over time but do not want to show that planned
quantity on the purchase order. In this case, you specify a standard message to use on the
purchase order instead of the item quantity. You can then edit the purchase order to adjust
the item quantities by creating blanket releases for the quantities you need. The blanket
release quantities print on the purchase order, indicating to the vendor how much of the item
to send.

To help you organize the standard messages in the Standard Messages object, use the views and
subsets PM provides. The Print codes view shows the standard message print code for each
object. The Where allowed view shows the objects from which PM can print each standard
message. Use the Where allowed view to see messages you can use with which sections of
purchase orders, debit memos, vendor items, requisitions, and quotes.

You can subset your list of standard messages to show only messages allowed for use with:

purchase order header information

purchase order items

purchase order item releases

requisitions

vendor and item combinations (which have a defined relationship in the Vendor/ltems object).

For example, you want to add a standard message to a purchase order header. Before you create
a standard message, you want to make sure an appropriate message does not already exist. Use
the P.O. Header subset to show you a list of standard messages for purchase orders. Using the
P.O. Header subset reduces the number of standard messages you need to view and prevents
you from picking an appropriate message that you cannot print on a purchase order header.
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When you delete a standard message inserted by reference onto a quote, contract, requisition, or
purchase order; PM also removes it from the message text of the document. When you delete a
standard message copied onto a quote, contract, requisition, or purchase order, PM does not
remove the text from the document.

You can use the Mass Change Message Text option to replace the existing text in all the
messages in the Standard Messages list window. If you do not want to replace the text in all
standard messages, apply a subset to restrict the list of messages to only messages that you
want to change.

The Mass Change Message Text option differs from the Mass Change option by allowing you to
change the text of all messages or of a subset of messages. This option does not affect the Copy
in, Allowed, or Print code values for any messages. The Mass Change option allows you to
specify the Copy in, Message ID, Allowed, or Print code attributes for which you want to change
values in all messages or in a subset of messages.
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From the Standard Messages list window, select the Create option on the Maintain menu.

{2L) Create Standard Message

Meszage D ||— gl

x|

[~ Return here to create anather

¥ Preview before create

Create I

Cancel |

Help |

]y

Figure 5-67. Create Standard Message dialog

Enter the number you want to assign as the identifier for the new standard message.

To add the text of the message and to specify when and where PM can use the message, select
Preview before create and then click Create. The Create Standard Message card file opens.

(2L) Create Standard Message - 012

File Digplay  bdaintain

Custarnize

Mawigation Help

=0l x|

et =] B|<g| 02| d| B
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Allowed Print code
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Create I Cancel | Help |

Figure 5-68. Create Standard Message card file

|Pending



Page 5-67

On the General card, you use the Copy in code to indicate how the message is included on the
document. If the code is set to Yes, PM copies the message onto the document and you can
change the text of the message. If you set the Copy in code to No, the message displays on the
document by reference from the Standard Messages object and you cannot change it.

Note: the Copy in option determines how PM uses the standard message on purchasing
documents, not whether you can copy the standard message.

The Allowed and Print code values indicate whether you can use the standard message and on
which documents you can print the message.

Abbreviation Print code Use to

G Default Print the message on the purchase order and revisions, then
send this comment to the Purchase Order History object
when the order is closed and purged. You cannot delete a
message that has a G print code because the order is to go
to history. You can first change the print code and then
delete it. G is the default code, which displays when you
enter a comment/message. You can type in a different code.

P Order Print the message on the purchase order and any purchase
order revisions. Save the message into Purchase Order
History when the order is closed and purged.

C Closeout Print the message on the vendor closeout acknowledgement
sent to the vendor when the order is closed and purged.
D Debit memo Print the message on the debit memo. PM uses this print

code only for debit memos and it is the only code that prints
on a debit memao.

I Internal Not print the message. It is for internal use only.
T Traveler Print the message on the Dock-to-Stock Traveler.

Table 5-2. Print codes for standard messages
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If you do not select Preview before create, when you click Create, the Create Standard Message
card file opens with a General card and a Messages card. The Messages card contains an error
message warning you the message must have at least one text record. Click the General card to
enter the text for the message.

{2L) Create Standard Message - 012 ]

File Digplay Maintain Customize Mavigation Help

IDefaull 'I @l@” Dl/lHll
B m2

General

Meszages

@ [E) & standard message must have at least ane text recard,

Create I Cancel | Help |

| |F'ending

Figure 5-69. Create Standard Messages card file - Messages card

Enter the appropriate details on the General card of the Create Standard Message card file.

Click Create to create the standard message.
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Chapter 6. Printing and Maintaining Purchase Orders
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Canceling and activating purchase orders

Overview

The fifth step in procurement is to print the purchase orders you have created and make any
necessary changes. This chapter describes how to print and change purchase orders including
adding information, entering accept promised date (VA) transactions, importing routings, and
canceling or activating purchase orders.

Figure 6-1 illustrates the process of printing a purchase order and a purchase order item on the
purchase order that requires acceptance from the vendor.

Accept promised L
! E; J— date — —reptlmradp El
] (VA) transaction = 8]
Purchase Order Vendor Purchase Order Vendor
Status = Acceptance Status = Accaptance
required {10} received (20)
i Accepl promised
—printe-d S— tate — —reprintede 5|
Sy (WA transaction 98]
Purchase Order ltem Veendor Purchase Crder ltem Vendor
Status = Vendor Status = Open (10)

accaptance required (3)

Figure 6-1. Overview of printing a purchase order and purchase order item - VA required

Printing a purchase order includes the process of sending the purchase order to the vendor. You
print and send the purchase order using the Purchase Order host report.

Purchase Order host report. This report is available from the Host Print ... option on the File
menu of Purchase Orders. You use the options on the Media Settings card in the Vendors object
to send the purchase order as a printed, faxed, EDI, or XML document or override the vendor’s
media settings using the options available on the Media tab of the Purchase Order host report.

After you print the purchase order, the Order status attribute determines whether the vendor can
supply the purchase order items and purchase order item releases, or if the vendor must first
respond with acceptance of the purchase order terms and promise dates.

» When the purchase order has an Order status of 10 - Acceptance required, you need to enter

an accept promised date (VA) transaction to confirm the vendor has accepted the purchase
order.
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* When the purchase order has an Order status of 20 - Acceptance received or not required,
either a vendor acceptance has been entered or no confirmation from the vendor is required.

Accept promised date (VA) transaction. This transaction changes the Order status for a
purchase order from 10 - Acceptance required to 20 - Acceptance received or not required. You
can also use this transaction on a purchase order item or purchase order item release to change
the ltem status or Release status from 5 - Vendor acceptance required to 10 - Open. This status
indicates the vendor has accepted the terms of the purchase order, item, or release and updates
the promised date.

Before and after you print the purchase order, you might need to change or add information. You
can add purchase order items and purchase order item releases to selected purchase orders
using the Change option on the Maintain menu of Purchase Orders. For more information about
adding purchase order items, see Chapter 5, “Creating a purchase order item” on page 5-19. For
more information about adding purchase order item releases, see Chapter 5, “Creating a
purchase order item release” on page 5-36.

Other common changes include changing information in the Purchase Order Default card file,
adding requisitions to the purchase order, and importing a routing on purchase order items or
purchase order item releases. You can also cancel a purchase order and if circumstances
change, reactivate it again.
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Printing purchase orders

After creating the purchase order and adding information to it, the next step is to print and send
the purchase order to the vendor using the Purchase Order host report.

The Purchase Order host report prints purchase order documents for you to mail, or PM sends the
purchase orders electronically using the options on the Media Settings card in Vendors:

» Print: PM prints the purchase order, and you mail it to the vendor.

» EDI: PM sends the purchase order using EDI transmission. This option is maintainable only
when EDI is installed.

» Fax: PM faxes the purchase order to the vendor. This option is maintainable only when Fax is
installed.

+ XML: PM sends the purchase order as an XML document. System-Link must be installed to
format and send the XML documents, and your system administrator must create a System-
Link Destination to use to send the documents.

You can override these media options using the Media tab on the Purchase Order host report.

Since printing a purchase order includes options to send it automatically to the vendor, you might
want to place the purchase order on hold until you are ready to send it. For example, suppose you
intend to add another purchase order item to a purchase order. To place a purchase order on
hold, change the option, Hold from print, to Yes on the General card of the purchase order. Then if
you select the purchase order for printing, PM does not print or send it.

If the Order status is 10 - Acceptance required, then you must enter an accept promised date (VA)
transaction before PM processes the purchase order. To ensure that PM reprints the purchase
order automatically after entering this transaction, you can use the attribute, Reprint P.O. on
vendor accept, on the Purchasing Settings card for the vendor. For more information about
entering this type of transaction, see “Entering accept promised date (VA) transactions” on page
6-7.
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From the Purchase Orders list window, select the purchase orders you want to print. Select the
Host Print ... option on the File menu. The Purchase Order Host Reports window opens. Select
the Purchase Order tab. Then select the Print attribute.

.' (2L} Purchase Order Host Reports x|
]
e Purchase Order
e
Price ¥ ariance Content | Canfimati Outout
gf] Purchase Order Srmaten i
F Fiink
Description I
Subset ... | I[selected record) ;l
Sart .. | |idefault [

~Dption:

|temz/releazes received complete
Blanket itemns with no releases
Cancelled itemz/releases

Skip partially approved purchase orders
Skip previously printed purchase orders

Standard mezsage ...

...[or) Comments

" Yes % No
" Yes % No
" Yes % No
" Yes (¢ Mo
i Yes (¥

1[]]

' General | Media |

Submit I Cancel | Help |

kil

Figure 6-2. Purchase Order Host Reports - Purchase Order tab - Content tab - General tab

Enter the appropriate details on the Purchase Order tab. At the time of printing, some additional

choices are available:

* Print purchase order items and purchase order item releases that are received complete.
Normally, PM does not print received complete items and releases on a purchase order, but

you can include them if you want.

+ Print blanket items on the order, even if they have no releases. If you select Yes and a blanket
item that has no releases is on the order, the order header and item detail records print with a
message that the item has no open releases. If you select No, the order header still prints, but
it does not contain the item detail record. If the purchase order has no valid items or blanket
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releases, PM prints a message at the bottom of the order and on the error report, so that you
know not to send the order to the vendor.
* Print canceled purchase order items and purchase order item releases on the order.

If you want to override the media preferences that are specified in the Vendors object on the
Media Settings card, select the Media tab on the Options section of the Purchase Order Host
Reports window.

The media tab for the Purchase Order host report displays.

.' (2L) Purchase Drder Host Reports =

o
-:‘%‘ﬁ Purchase Order

Price Yari
Ml Varance Content |C0nfirmati0n Dutput
Ef Purchase Order
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EDI F.O. & UseWendor setting & Yes Mo
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Fax F.0. & UseWendor setting & Yes Mo
P.O chande & UseVendor seting © Yes ¢ Mo
#ML F.0. & Useendor setting  Yes Mo
P.0. change ¢ JzeWendar setting 7 ez & Mo
General Media |
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Figure 6-3. Purchase Order Host Reports - Purchase Order tab - Content tab - Media tab

For each media setting associated with printing a purchase order or changing one, you can
specify whether you want the host report to use the vendor settings, or you can select Yes or No
for each option just for this printing.
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Click Submit. A Confirmation prompt opens.

x
& The fallowing host reports will be submitted for processing:
Hame Subzet
Purchaze Order [zelected record)

Are pou zure you would like ta continue?

o |

Figure 6-4. Confirmation Print Purchase Order prompt

Click Yes, and PM prints and sends the selected purchase orders to the vendor according the
Media tab settings.
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Maintaining purchase orders

After you create purchase orders but before you print or reprint them, you might need to make
some of the following changes:

enter an accept promised date (VA) transaction
change information in the Purchase Order card file
import a routing

add a requisition

cancel the purchase order

activate the purchase order.

Entering accept promised date (VA) transactions

If the purchase order is at Order status 10 - Acceptance required, and if the vendor is set up to
require an accept promised date (VA) transaction, the vendor used on the purchase order must
accept the purchase order before PM processes it.

Entering this type of transaction indicates the vendor has received the purchase order, agrees to
the associated terms and conditions, and promises to deliver all the items and releases on the
promised date. This transaction updates the Promised date on the purchase order item and
purchase order item release to the date the vendor has promised.

The Promised date is the delivery date, and must be a valid date on the Receiving calendar of the
purchase order item or purchase order item release.

When you change the Promised date, PM updates the Due to dock and Due to stock dates on the
purchase order item or purchase order item release. If the new Due to dock date is not valid, then
PM updates the date to the next valid date on the Receiving calendar. If the new Due to stock date
is not valid, then PM updates the date to the next valid date on the Production calendar.

You can enter accept promised date (VA) transactions for purchase orders, purchase order items,
and purchase order item releases. You must enter the transaction for each purchase order item or
purchase order item release with a different promised date.

If the vendor changes the promised date multiple times, you can enter the transaction multiple
times, providing XA has yet to process a receipt transaction for the purchase order.

When you enter this transaction, you can choose to reprint the purchase order, or you can set up
the vendor to always reprint purchase orders by selecting the option, Reprint P.O. on Vendor
Accept, on the Purchasing Settings card in Vendors.

You can also enter multiple transactions by selecting a vendor and then selecting Vendor
Purchase Orders on the Display menu. From the resulting list, select each purchase order and
then select the option, Vendor Accept, on the Maintain menu. PM then automatically creates
accept promised date (VA) transactions for all purchase order items and purchase order item
releases on each purchase order.



Page 6-8

Entering an accept promised date (VA) transaction

The following procedure assumes you want to create an accept promised date (VA) transaction
for a purchase order item release. Select the purchase order item, for the purchase order item
release, from the Purchase Order Items list window. Select Purchase Order Item Releases on the
Display menu. Select the release for which you want to enter the transaction. Select Vendor
Accept on the Maintain menu.

The Vendor Accept dialog opens.

{2L) Yendor Accept |

PO00Z54  Line: 2 Rel 2 ‘Whs MPA
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Releaze |2 '?il
Tranzaction date |-| 270042006 El
Promised date |1 143042006 El

Ship via dezcription ||

Comment I

Reprint P.0. I

[~ Auto advance

Continue I Bypass | Cancel Help
I 20

Figure 6-5. Vendor Accept prompt - from Purchase Order ltem Releases

Enter the appropriate details on the Vendor Accept dialog.

Click Continue. If the Purchase Order ltem Release status was 05 - Vendor accept required, PM
updates the status to 10 - Open.

Changing information on a purchase order

Procurement Management provides six Purchase Order card files:

Default

Default (IFM)

Default (MCS)

Default (MCS and IFM)
Overview

Receiving.

The Default card files in the Purchase Orders object contain cards that group the order
information by type, such as vendor preferences, items, and ship-to address. You can use these
cards to review and change purchase order information including adding new purchase order
items and purchase order item releases.
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You can change the information on these cards during the creation of the purchase order or you
can change the information on existing purchase orders using the Change option on the Maintain
menu of the Purchase Orders list window.

When you maintain a purchase order, the order is locked and another user cannot maintain it in
PM or Purchasing. When you finish your maintenance task and close the order window, the order
is no longer locked and can be maintained by other users.

If you have either International Financials Management (IFM) or Multi-Currency Support (MCS)
installed, you should set your user Preferences to match your installation.

The standard cards in the Purchase Order Default card file include:

Card You can view or enter this information

General Basic information about purchase orders, including buyer name,
vendor name, and Invoice status.

Vendor Preferences Vendor choices for shipping and currency, such as FOB, terms,
and alternate currency.

Vendor Address Vendor address, including a contact name, telephone and fax
numbers, and e-mail address.

Ship-to Address Location where the vendor ships items, including a contact name,
telephone and fax numbers, and e-mail address.

Bill-to Address Location where the vendor sends the invoice for the purchase

order, including a contact name, telephone and fax numbers, and
e-mail address.

ltems Items on the purchase order, including item numbers and order
quantities. This card provides access to the Purchase Order ltems
object. The tabs at the bottom of the ltems card show items that
have been requested and approved. If your company uses
purchase order approval, PM does not consider the quantity of an
item on order until it is approved. Therefore, a zero quantity for an
item on the Requested tab indicates the quantity has not been
approved.

Variance Variance between the standard, actual, and expected costs of
purchase order items and purchase order item releases on the
purchase order.

Comments Comments associated with the purchase order. This card provides
access to the Purchase Order Comments object.

Amounts Estimated and actual amounts that apply to the entire purchase
order, including special charges, freight, and tax.

Dates Dates that apply to the entire purchase order, such as release and
confirm dates.

Overview Visual summary of the order. You can expand and collapse the

categories to show or hide information. You can navigate to
detailed information about the order by double-clicking lines.

Table 6-1. Purchase Order Default card file
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Importing a routing

You can import operations from the PM routing associated with an item. Perform these operations
when receiving the purchase order item or purchase order item release from dock to stock.

Note: you cannot create an operation for a blanket purchase order item.

This example assumes you want to create an operation for a purchase order item. From the
Purchase Order ltems list window, select the purchase order item for which you want to import an
operation. Select the Import Operations option on the Maintain menu of the Purchase Order Items

list window.

The Import Operations dialog opens.

i
Site [blank) ﬁl
Routing identifier || q

Routing version I
Select number I vl pl

Continuel Bypass | Cancel | Help |
I )

Figure 6-6. Import Operations dialog

Enter the appropriate details on the Import Operations dialog. Click Continue to import the
selected operation. PM adds all the receiving operations from the routing to the selected purchase
order item.
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Another way to create purchase order items on a purchase order is to add existing requisitions to
the purchase order. In contrast to creating a purchase order using an existing requisition, here you
add a requisition to an existing purchase order. For example, on the Requisitions list window,
select the requisition you want to add. Select the Add to Purchase Order option on the Maintain
menu. You can add requisitions one at a time to the purchase order using this option. The Find

Purchase Order prompt opens.

{2L) Find Purchase Order

Order ||— Ql%l
Continue I Cancel | Help |

Figure 6-7. Find Purchase Order prompt

Enter the purchase order number to which you want to add the selected requisition. Click

Continue. The Create Purchase Order Item dialog opens.

{ZL) Create Purchase Order Item 5'
Template
’V|Default ;I ﬂ]]l
Order FO00254 @|

Line

Warshause qu? ql @l
Fequisition IW EI

Item [mPC205 Q| % |

Order quantity - requested Igg_ngn
Due bo stock date I L E_l pl
Contract I Ql

Unit price - requested |2_DEDD !J|
Blanket item ez (v Mo

Option

Include Wendordltem comments o ez (- Mo

Include Item Receiving operations ¢ ves & Mo

[~ Return here to create another

¥ Preview before create

Create I Cancel Help

Figure 6-8. Create Purchase Order Item dialog
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Enter the appropriate details on the Create Purchase Order Item dialog. The Warehouse, Item,
and Order quantity attributes default from the requisition you selected.

To return immediately to the Create Purchase Order ltem dialog to create another item, deselect
the Preview before create box and select Return here to create another. Click Create. PM creates
the purchase order item and another Create Purchase Order ltem dialog opens.

The information you enter on the Create Purchase Order Item dialog is enough to create a
purchase order and purchase order item. However, to go to the Purchase Order ltem card file and
add item detail information, select Preview before create. Click Create and the Create Purchase
Order Item card file opens.

lolx
File Dizplay Maintain Cuztornize Mavigation Help
[Defaut I ) ) = ) P P =l s s Bl e s s = S e

E’g FPOOD254  Line: 4 MPC205 Mpa Component 205 MP2  hpa bazter Balance Records

Operations [Datez and Lead Times | Quantities I Pricesz and Amounts I Comments I Owerviem

tem Order Summary | Beleazes | Wendor | Contract | Debit Memos
Item status Open
Imvoice status Mot invoiced
Revision 1]
Blanket item  Yes (& Mo
Contract [blark)
Order quantity - requested |2EI.DEID
Order Likd IE."—\=EaCh ﬂ |
Unit price - requested |2.DEEID pl
Eutended amount 41.0000

Due to dock date |1 27282006 E.l H3 |
Due to stock date Im 23142007 E.l H3 |

Job number

Departrent

Planmer 33 Q| g@ |
Account number 2000 |:-E|| Ql

Create I Cancel | Help |

| |F'ending

A

Figure 6-9. Create Purchase Order Item card file

Enter the appropriate details in the Create Purchase Order Item card file. For more information
about adding purchase order items, see Chapter 5, “Creating a purchase order item” on page 5-
19. For more information about adding purchase order item releases, see Chapter 5, “Creating a
purchase order item release” on page 5-36.

Click Create to create the purchase order item and add the purchase order item to the purchase
order.
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Canceling and activating purchase orders

For circumstances where a purchase order, purchase order item, or purchase order item release
are no longer required, you can use the Cancel option to change the Order, Item or Release
status to 99 - Order cancelled. You cannot add new information or detailed records to a canceled
purchase order. If circumstances change again, you can active the purchase order to allow more
activity to occur against it.

You can cancel purchase orders only if no receiving activity has occurred for the purchase order.
If the purchase order has a receipt or an invoice, you cannot cancel it. You can, however, cancel
purchase order items or purchase order item releases when receiving activity has occurred. For
example, use the Cancel option when you create a purchase order for an item that is required for
a manufacturing order and later discover you used the wrong item number. You cancel the
purchase order item you created and add a correct purchase order item to the purchase order.

Canceled purchase order items and purchase order item releases do not print on the purchase
order unless you select Yes to the Cancelled items/releases option on the General tab of the
Purchase Order host report.

A canceled purchase order remains in the Purchase Orders list window. PM writes it to history, if
you use the history feature, when you purge the purchase order.

Canceling a purchase order

You can use the Cancel option from the Purchase Orders, Purchase Order ltems, and Purchase
Order Item Releases list windows. The following procedure assumes you want to cancel a
purchase order item. Select the purchase order item you want to cancel from the Purchase Order
Items list window. Select Cancel on the Maintain menu. A Confirm prompt opens.

x

Are pou zure you would like to cancel Purchaze Order; PODD251 7

Tes Mo |

Figure 6-10. Confirm Cancel prompt

Click Yes, to change the status of the purchase order item to 99 - Order cancelled.

If you select two or more purchase orders, purchase order items, or purchase order item releases
from their list windows, and then select Cancel on the Maintain menu, PM prompts you to confirm
the cancel for each selection. If you click No (for any of the selected objects), PM returns you to
the list window.
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Activating a purchase order

The Activate option returns the status of the purchase order, purchase order item, or purchase
order item release from 99 - Order cancelled to the status the object was before it was canceled.

You can use the Activate option from the Purchase Orders, Purchase Order Items, and Purchase
Order Item Releases list windows. The following procedure assumes you want to activate a
canceled purchase order item. Select the canceled purchase order item you want to activate from
the Purchase Order Items list window. Select Activate on the Maintain menu. A Confirm prompt
opens.

x

Are pou zure you would like to activate Purchase Order: POO02517

Mo |

Figure 6-11. Confirm Activate prompt

Click Yes, to change the status of the purchase order item from 99 - Order cancelled to the status
the purchase order item had before it was canceled. You can now add new information to the
purchase order item.

If you select two or more purchase orders, purchase order items, or purchase order item releases
from their list windows, and then select Activate on the Maintain menu, PM prompts you to confirm
you want to activate the object for each selection. If you click No, for any of the selected objects
PM returns you to the list window.
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Chapter 7. Viewing Purchase Orders
OVBIVIEW ...ttt ettt e oottt e ettt e e e bt e e e e nbbe e e e e e nnnbe e e e e e nnnees 7-1
VIiewing PUIrChase OFEIS .........coiiiiiiiiiie et 7-4
Viewing a purchase order OVEIVIEW ............ooccueieeiiiiiiiie i 7-4
Printing a Price Variance report ... 7-5
Viewing purchase orders display Options...........coocoiiiiiiiiiie e 7-7
Viewing purchase orders from other objects............ccccoociiiiiiii 7-10
Viewing purchasing activity information .............ccocooiiii 7-12
Overview

Procurement Management provides various methods for viewing the information contained on or
related to purchase orders, purchase order items, and purchase order item releases. The sixth
step in procurement is to view the purchase orders you have created and expedite any purchase
orders, as required. This chapter describes viewing various types of purchase order information
and finding purchase orders that might need expediting.

PM provides various ways of viewing purchase order information to help you perform your buying
tasks and access information to answer queries about purchase orders.
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Figure 7-1 illustrates some of the ways you can view purchase order information.

» -'.._k\g S

Purchasing Activity
Purchasa Order
Items
.
Purchase Orders e
Crerview card, Purchasa Crder
views, subsets and Debit Memos
reporis
Hee i
i
i Purchase Order
Requisitions
Purchasing Activity
,/ L,
=
=S — gh Purchase Ord
e rchase er
Standard Purchase Orders Transaction
Messages History
— 3
Purchase Order
Schaduled
Recaipls
?‘g & % %
ltem Purchase Order
Vendor Buyer Shipment
Furchase Purchase Purchase Container ltems
Orders Orders Orders

Figure 7-1. Overview of information you can view for purchase orders
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Purchasa Ordar
Item Releases

Purchase Order
Sources of
Deamand

.

Purchase Order
Receahing
Operations

Standard messages and comments. Use standard messages to add frequently used comments
to quotes, contracts, debit memos, requisitions, and vendor/item relationships, as well as to
purchase orders. Purchase order comments provide you with additional information about the
purchase order. You can view these messages and comments to determine whether there are any
special instructions or information about the purchase order for you or for the vendor.

Purchase Order Overview. The Purchase Order overview shows you its hierarchical structure.
The highest-level is the purchase order header, with other contents of the purchase order shown
in lower-levels. You access the overview from the Display menu of Purchase Orders or from the

card files of Purchase Orders and its lower-level objects.
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Purchase Order views. Use views in Purchase Orders to restrict the list of purchase orders to
only the attributes you want to view in the Purchase Orders list window.

You can view purchase orders by Approval status or Invoice status. The Approval view shows the
Approval status, P.O. amount - approved, and P.O. amount - requested. The Invoicing view shows
the Invoice status, Last invoice received date, Invoice amount, and P.O. amount - approved. Use
Purchase Order views to determine the purchase orders that have a particular Approval status or
Invoice status. You do not have to view the card file of each purchase order to find its Approval
status or Invoice status.

Purchase Order subsets. Use the subsets in Purchase Orders to restrict a list of purchase
orders based on subset criteria, such as Received but not invoiced, or Not received.

You can use subsets to check purchase orders that have reached a specific point in the
purchasing process to determine whether you need to take further action. For example, you can
use the Not printed subset in the Purchase Orders object to view all purchase orders that XA
users created but did not print, so that you can print them.

Price Variance report. You can print this report from Purchase Orders, Purchase Order ltems,
Purchase Order History, and Purchase Order History ltems. The Price Variance report shows you
the difference between the standard, actual, and expected costs for a purchase order or purchase
order item.

Purchase Order Display options. You can view related object information for a selected
purchase order by navigating to related objects using the options from the Display menu of
Purchase Orders, Purchase Order ltems, and Purchase Order ltem Releases. Figure 7-1,
"Overview of information you can view for purchase orders" on page 2 shows only some of the
relationships that exist for purchase orders, purchase order items, and purchase order item
releases. For a complete list of these objects, see Table 7-1, "Related objects" on page 7-7.

List windows for related objects. You can view purchase order information from related
objects. Instead of selecting a purchase order and navigating to another object to see more
information about it, you select a record in another object and then navigate to the Purchase
Orders, Purchase Order Items, or Purchase Order Iltem Releases object to provide purchase
order information for the record you selected. For example, from the Buyers object you can select
a buyer and select the option, Buyer Purchase Orders, from the Display menu. PM displays a list
of purchase orders in the Buyers Purchase Orders list window for the buyer you selected. For
selected records in Buyers, Items, and Vendors, you can access information from Purchase
Orders, Purchase Order Items, Purchase Order History, and Purchase Order History ltems.

Purchasing Activity. This object provides information about the most important buying activity
performed against purchase orders. Activity types include P.O. created, P.O. item created, and
P.O. inventory transaction. You can view the buyer and date the buyer performed the activity and
check purchase orders are progressing as expected.
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Viewing purchase orders
The following sections illustrate some of the ways you can view purchase order information in PM.
Viewing a purchase order overview

The overview feature allows you to see all the contents of a purchase order in an indented outline.
The highest-level in the overview is the purchase order header, with other contents of the
purchase order shown in lower-levels. The overview feature can be useful when you want to work

with the purchase order as a whole first, then drill down into each line of the overview to see more
details.

You view a purchase order overview by selecting the purchase order from the Purchase Orders
list window and then either selecting the option, Purchase Order Overview, from the Display
menu, or selecting the Overview card from the Purchase Order Default card file. The same
overview information is available from the Purchase Order Items and Purchase Order Item
Releases objects for each item or release in the purchase order overview.

=181x|
File Display Maintain Customize Mavigation Help
[Defat - 8| &gl 0|22 B 22828 F % e aE 2 = 28

i, .%;

POOD208  Wendor MPACT McPherson Ames & Co. Buyer BUYER Default Buper

o 2es

General Yendor Preferences I Yendor Address I Ship-to Address Bill-to Address
tems Vanance | Comments Amounts | [Dates Oxerview
Dietails: |[none] LI

|dentification

=

PDDU2US Statuz:  Acceptance received or not required  Invoice status: Mot complete

IJ:'I— Line: 1 MPCZ03 Monitor 19" Qty: G000 E&A @& 20300  Duer SeeReleazes  Sts: Open Open: 6000
':-.'%

— Rel: 1 Qty: 2000 BEA @ 20300 Duwe 11/08/2006 Sts: Open  Open: 2.000

[—]— Rel: 2 Qty: 2000 E& & 20300 Due: 11/03/2006 Sts: Open Open: 2,000

gﬂt Oper: 1 Stabus:
gﬂt Oper: 2 Stabus:

Due: ] Open

| Cantinue I Help

| F)

Figure 7-2. Purchase Order Overview card

You can see basic information about each component of the order and then double-click a line to
see its details. In the example, you see a purchase order that is not yet received as the Order
status is 20 - Acceptance received or not required. The Invoice status is Not complete.
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The order has one item. On the line item, you see summary information about the item, such as
the ordered quantity in the purchase unit of measure, the unit price, the stock due date, item
status, and quantity open. Click the “+” to the left of the line to see details for the component.

The item has three purchase order item releases. The second release has two receiving
operations. Click the release to see the operations. To change an item or to see related
information, double-click a line to open the appropriate card file.

Printing a Price Variance report

Another way to view purchase order information is by printing the Price Variance report. This
report shows you the variance between the standard, actual, and expected costs for a purchase
order or purchase order item.

From the Purchase Orders, Purchase Order Items, Purchase Order History, and Purchase Order

History Items objects, you can print a report for variances at any time. The report also runs when
purchase orders are purged.

The following procedure assumes you want to create a Price Variance report from the Purchase
Orders object. From the Purchase Orders list window, select Host Print ... from the File menu. The
Purchase Order Host Reports window opens. Select the Price Variance tab. Select Print.

_'(ZL) Purchase Order Host Reports E
i

1%&; Purchase Order

o

gt Price Variance Content | Confirmation Dutput
Purchaze Order

F# Fint

Description |

Subset ... | I[allrecords] ;I
Sort .. | |[n0ne] ;l

Ophonz

Reporting curency Im

Actual override IND averride LI

Standard override IND overide ;I

Iefimirmumn wariance 3 Ig_n

Costing |Standard oozt ve, expected ﬂ
S ubrmit I Cancel | Help |

Figure 7-3. Purchase Order Host Reports - Price Variance tab

Enter the appropriate details on the Price Variance tab. Use the Subset attribute to limit the host
print job to the purchase orders you want on the report.
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Click Submit. A Confirmation prompt opens.

x
& The fallowing host reports will be submitted for processing:
Hame Subset
Frice YWanance [all recordz)

Are pou zure you would like ta continue?

o |

Figure 7-4. Confirmation Print Purchase Order prompt

Click Yes to print the report.

If you selected a subset that requires additional information to create the subset, PM prompts you
to enter it. This example uses the Price Variance ... subset.

(2L) Purchase Order Item: Price ¥ariance ... il
Item [Greater or equal) || ql % |
Item [Less or equal) 999999999999939

Buyer [Greater or equal) l— ql ﬂl

Buyer [Less or equal) IW

Wendor [Greater or equal) I— Ql 'Ql

Wendor [Less or equal) lm

Order [Greater or equal) l— ql %l

Order [Less or equall IW

Account number [Greater or equal) I Eﬂl Ql

Account number [Lezs or equal) Igggsggggggggggg Eﬂl

Continue I Cancel | Help |

Figure 7-5. Purchase Order Item: Price Variance ... dialog

Click Continue to apply the subset to the host print job.
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Viewing purchase orders display options

You can view objects related to purchase orders on various Display menus throughout PM. For
example, from the Purchase Orders Display menu, you can see these related objects:

B(2L) Purchase Drders =10ix|

File | Display  Maintain  Customize Mavigation Help
Ge &d" Purchase Order Header details Elézof'l %l@jlgljl 0 |/|/___
- &F Purchase Order Owerview
2 [J Atachments
@ Maintenance History

B B B 2= F| %

B

5

tatus Felease Fiew| Revision Buper Mame
@: Purchase Order Activity i MPC1 P& COMPOMEMT 1 ;I
‘%& Purchase Order ltems i} MPC1 MPA COMPONENT 1
;9/ Purchase Order Debit Memos 0 MPL1 MPA COMPONENT 1
_ - 02/05/2008 a MPC1 MP&4 COMPOMEMT 1
&5l Purchage Order Requisitions 10/03/2007 0 MPCT | MPA COMPONENT 1
@ Furchase Order Tranzaction Hiztony i} MPC1 P& COMPOMENT 1

% Purchase Order Scheduled Receipts
ﬁ Furchase Order Shipment Container [tems

H L

Q Buyer options

}g Yendor options

@ YWarehouze Address options
% Mature options

* v v v

£262 Compare

Figure 7-6. Purchase Orders Display menu

The following table lists related objects for purchase orders, purchase order items, and purchase
order item releases:

Object Purchase Orders Purchase Order Purchase Order
Items Item Releases

Purchasing Activity v

Purchase Order Items v

Debit Memos v v v

Requisitions v v v

Transaction History v v

Scheduled Receipts v v v

Shipment Container Items v v v

Vendor Invoice Purchase v

Orders

Purchase Order Item

Releases

Receiving Operations v v

Sources of Demand v v

Table 7-1. Related objects
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Purchasing Activity. Shows information, which tracks what has happened to purchase orders as
explained in “Viewing purchasing activity information” on page 7-12.

Purchase Order Items. Shows the materials or supplies your company orders, as explained in
Chapter 5, “Creating Purchase Orders” on page 5-1.

Debit Memos. Shows debit memos, which indicate a return purchased item (VR) transaction has
been entered for the associated purchase order item or purchase order item release. Creating
debit memos is part of entering transactions in the Inventory Management (IM) application, but
you can view, change, or delete a debit memo in PM.

You can see a list of debit memos for purchase order items or purchase order item releases at the
order level across all items and releases. For example, you can select a purchase order record
from Purchase Orders and then select Purchase Order Debit Memos from the Display menu.
From the Purchase Order Debit Memos list window you can view all the debit memos created for
items and releases on the selected purchase order.

You can use the debit memo information to check the number of items and quantities your
company has returned to the vendor and if your company requested the vendor to resupply the
item.

Requisitions. Shows requests for goods or services that contain the item and quantity needed,
the date the item is required, the person (or requisitioner) who needs the item, and the
requisitioner’s department. From the Purchase Orders, Purchase Order Items, and Purchase
Order ltem Releases objects, you can view requisitions using the Requisition option on the
Display menu for a selected record.

From Purchase Orders, you see all the requisitions on a purchase order across all items. PM
presents the requisitions by item, so that you can see the requisitions for each item on the order.
This information is useful when you need to know what requisitions were used on the selected
purchase order. For example, you might want to know who requested the items on the purchase
order because you know the delivery of the purchase order has been delayed. The Purchase
Order Requisitions list window provides the Requisitioner ID for each item on the purchase order.

From Purchase Order Items, you see all the requisitions for a purchase order and purchase order
item. This information is useful when you need to know what requisitions were used for the
selected purchase order item. For example, you might want to know who requested an item on the
purchase order because you know the delivery of the item has been delayed. The Purchase Order
Item Requisitions list window provides the Requisitioner ID for the item only.

The Purchase Order Item Release Requisitions option shows you all requisitions on a purchase
order, purchase order item, and purchase order item release. This information is useful when you
need to know what requisitions were used for the selected purchase order item release.

For more information about Requisitions, see Chapter 2, “Creating purchase requests and
requisitions” on page 2-3.

Inventory Transaction History. Allows you to view inventory transaction information for selected
records from the Purchase Orders, Purchase Order Items, Purchase Order History, and Purchase
Order History Items objects. Depending on what applications are installed, you see all the
receiving transactions that have occurred for the purchase order or purchase order item.

Scheduled Receipts. Shows expected arrivals of purchased items to warehouses. They help a
receiving person identify the items and purchase orders your company receives. You view
scheduled receipt information for purchase orders, purchase order items, and purchase order item
releases by selecting the Scheduled Receipts option from the Display menu of the object. For
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example, you can use the scheduled receipt information to check the expected arrival date,
expected quantity, and if shipment details exist for the purchase order, item, or item release.

Shipment Container Items. Provide detailed information about the items in a shipment.
Shipment container items show the quantity of an item on a purchase order, shipped in a
container. You can view shipment container item information for purchase orders, purchase order
items, and purchase order item releases by selecting the option, Shipment Container Items, from
the Display menu of the object.

Shipment container item information is available only if a shipment notice exists for the purchase
order, item, or item release you are viewing. You can use shipment container item information, for
example, to check the expected arrival date, the quantity of the item the vendor is shipping, and
information about the weight of the items.

Vendor Invoice Purchase Orders. Shows vendor invoicing information for all open payable
invoices associated with a purchase order. You view vendor invoice information for purchase
orders by selecting the option, Vendor Invoice Purchase Orders, from the Display menu of
Purchase Orders. You can use information from the Vendor Invoice Purchase Orders list window
for example, to check any special charges or review invoice details for the purchase order.

Purchase Order Item Releases. Contain information about the quantities and dates associated
with multiple deliveries of an item on a purchase order as explained in Chapter 5, “Creating
Purchase Orders” on page 5-1.

Receiving Operations. Provide a method for tracking the movement of purchased items through
the dock-to-stock process. You use receiving operation records to prepare a receiving work list to
help determine the relative scheduling priorities of purchased items on their way to inventory. You
view receiving information for purchase order items and purchase order item releases. For

information about receiving operations, see Chapter 5, “Creating Purchase Orders” on page 5-15.

Sources of demand. Shows sources of demand for a purchase order item, purchase order item
release, purchase order history item, purchase order history item release, or requisition when the
Material Requirements Planning (MRP) application is interfacing.

You use sources of demand information when, for example, a vendor informs you a delivery will
be late or the shipment will be incomplete. You can find the source of the demand for the delayed
items by selecting the Purchase Order Item Sources of Demand option from the Purchase Order
Items Display menu. You then use the source of demand information to notify anyone waiting for
the ordered items that the items will not be received when expected.
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Viewing purchase orders from other objects
PM displays purchase order information from the Buyers, ltems, and Vendors objects.

Displaying purchase order information from other objects makes it easy for you to work with a list
of purchase orders, purchase order items, and purchase order item releases quickly. The
Purchase Orders Default subsets are also available from these list windows. You can view
purchase order information from the following objects:

Object Display option

Buyers Buyer Purchase Orders.

Buyers Buyer Purchase Order History.
Buyers Buyer Purchase Order Items.

Buyers Buyer Purchase Order History Items.
ltems Item Purchase Orders.

ltems Item Purchase Order History.
Vendors Vendor Purchase Orders.

Vendors Vendor Purchase Order History.
Vendors Vendor Purchase Order Items.
Vendors Vendor Purchase Order History ltems.

Table 7-2. Objects where you can view purchase orders

Buyer Purchase Orders. This option shows only the purchase orders for which a buyer is
responsible. Buyer purchase order information is useful when you want to see all the purchase
orders a buyer is processing.

Buyer Purchase Order Items. This option shows all purchase order items across all purchase
orders for which a buyer is responsible. Use this option when you want to view all the items a
buyer has purchased on purchase orders that are not purged.

Buyer Purchase Order History. This option shows all purged purchase orders for which a buyer
is responsible. Buyer purchase order history information is useful when you want to see all the
purchase orders a buyer processed that are now closed and purged.

Buyer Purchase Order History Items. This option shows all the items on purged purchase
orders for which a buyer is responsible. Buyer Purchase Order History Items information is useful
when you want to know more information about an item on a purged purchase order a buyer was
responsible for processing.

Item Purchase Orders. This option shows all purchase orders that contain a selected item. Use
this option when, for example, you know an urgently required item has been ordered on several
purchase orders sent to several vendors. You need to know which item is due to arrive first. You
can use the ltem Purchase Orders list window to get a list of all the items and their purchase
orders. You then compare Due to dock date to see which item is due to arrive first.

Item Purchase Order History. This option shows all purged purchase orders for a selected item.
Use this option when you want to review the history of an item. Viewing the purchase orders your
company used to purchase the item might show a pattern that is useful to you. For example, you
could notice the vendor has increased the price of the item several times over the last several
months. You might use this information to determine you should buy more of the item now in
expectation that the price will continue to increase.
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Vendor Purchase Orders. This option shows all purchase orders sent to a selected vendor. For
example, use the Vendor Purchase Orders list window to see the purchase orders your company
has sent a vendor and the Order status. If you have a query about a purchase order, the buyer’s
ID and name is also available from the Vendor Purchase Orders list window.

Vendor Purchase Order Items. This option shows all purchase order items for a vendor. For
example, you know your company has ordered an urgently required item on several purchase
orders to the same vendor. You need to know which item is due to arrive first. You can use the
Vendor Purchase Orders list window to get a list of all the items and their purchase orders. You
then compare the due to dock date to see which item is due to arrive first.

Vendor Purchase Order History. This option shows all purged purchase orders for a selected
vendor. This option is useful information if, for example, you want to review the number and type
of purchase orders a vendor has supplied in the past.

Vendor Purchase Order History Items. This option shows all purchase order items on a purged
purchase order for a vendor. For example, you could use this option to view all the items a vendor
has provided in the past to determine whether they ever supplied the item you need to purchase.

From the Buyers, Items, or Vendors list windows, select the object for which you want to view
purchase orders. The following procedure assumes you want to view a purchase order from the
Buyers object. Select Buyer Purchase Orders from the Display menu. From the other objects, you
select either Item Purchase Orders or Vendor Purchase Orders.

_iBix
File | Display  Maintain  Customize  Mawigation Help
Gen &" Buper details Iﬁlwlwlgljlalfl/___lﬁlI@l&l@l@l%l%l_; 4
[ Attachments
% @ M aintenance Histary
B_uy @ Buyer Activity =phone Fawx Dept User ID E-mail address
D & Buyer ltems ;I
Y ¢ Buper Purchase Orders
@ Buyer Purchase Order Histomny ] 705-3305
T {a}, Buyer Purchasze Order ltems 1234567 2345
MFF '%‘; Buyer Purchaze Order Hiztary lterms  |3376543 3456 -
ﬂ. &3] Buyer Requisitions | 'l
,m Buver Quotes DK
Buwer Contracts
E Buyer MRF Recommendations
% Buyer Scheduled Receipts
3 Buyer Reorder Recommendations
&‘A Uzer options ]
£363 Campare

Figure 7-7. Buyers Display menu
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The Buyer Purchase Orders list window opens.

{2L) Buyer Purchase Orders - BUYER Default Buyer — |EI|£|
File Dizplay Maintain  Customize Mavigation Help
IGeneraI =] I“[allrecords] =l “lﬁlﬁoﬂlﬁlwlglél Dl/l/ﬁlﬁll@l%lﬁl@l%l@lﬁ
=
1‘%&. BUYER Default Buper
Order /3 | Wendor Yendor name Order status Releaze Rev| Revizsion
PO0DZ03 MPACT W cPherson Ames & Co. 40 i} -
POO0Z04 MPACT W cPhersan dmes & Co. i a
PO0DZ05 MPACT W cPherson Ames & Co. 30 i}
POO0Z08 MPALCT W cPherson dmes & Co. a0 a
PO0OZ07 MPACT W cPherson dmes & Co. 20 11./08/2006 1|12A18/2006
PO0OOZ08 WPACT Wl cPherson dmes & Co. 20 11./08,/2008 il -

| INE]

Figure 7-8. Buyer Purchase Orders list window

Viewing purchasing activity information

PM accumulates details of important purchasing activity and writes the transactions to the
Purchasing Activity object.

You use the information contained in the Purchasing Activity object to track what has happened to
a purchase order. For example, you might want to know whether any activity has occurred today
for a purchase order. PM orders the Purchasing Activity Default list window by date, which helps
you examine activity that has happened recently. Find the purchase order in the list window by
looking at today’s date or create a subset to search for the purchase order.

(2L) Purchasing Activity =0l =]

File Dizplay Maintain Customize Mavigation Help

IGenelaI LI I[allrecolds] LI “lﬁlﬁfl@lé” /lélﬁl\f"ﬁl

@. Purchazing Activity

Activity status < | Achivity date Activity type Activity surnnnary Buyer

Hat reviswed 02222008 P.0. created PO0354E  Wendor MPACT MPCA ;l
Mot reviewed 0242242008 F.0. iterm created PO0354E Line: 1 MPC102 Wendor: MPACT MPCT —
Mat reviewed 024222008 P.0O. itern created PO03545 Line: 4 RB3I0Z Wendor 10 RE1

Mot reviewed 0242242008 F.0O. created PO03545 Vendor 10 RE1

Hat reviewed 022042008 P.0. release created | PO03544 Line: 1 MPC203 Rel 3 Yendor MPACT | MISC

Mot reviewed 0z2/20/2008 P.0O. release created  |PO03544 Line: 1 MPC203 Rel 4 Yendor MPACT | MISC

=
| [

Figure 7-9. Purchasing Activity list window

To change the buyer associated with the purchasing activity, use the Change option on the
Maintain menu on the Purchasing Activity list window. PM updates the buyer information on the
Detail card of the Change Purchasing Activity card file.

You can delete individual purchasing activity records by selecting the record you want to delete
and selecting the Delete option on the Maintain menu.
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You can further restrict the activity types you want to see by defining new subsets. For example,
you might want create a subset where you see purchasing activities for purchase orders only and
exclude purchasing activities for requisitions. Alternatively, you might want to view purchasing
activity records that have an Activity status - Reviewed by creating a subset that displays only
reviewed records. Using subsets on the Purchasing Activity list window is useful if the Purchasing
Activity list contains many records.

You can view purchasing activity from the Purchase Orders object by selecting Purchase Order
Activity from the Display menu. If you want to view purchasing activity for requisitions instead of
purchase orders, you select the requisition from the Requisitions list window and select
Requisition Activity from the Display menu. The Requisition Activity list window opens with the
purchasing activity for the selected requisition.

'(ZL) Requisition Activity - RO00376  MPA103 Mpa Assembly 103 ™MPA Mpa - |EI|5|

File Dizplay Maintain  Customize Mawigation Help

[General x| [flalrecords) =] “lﬁlﬁo"l@lj" /l/_—-lﬁl\f"&l

@. RODO3YE  MPATOD3 Mpadzsemblp 103 MPA  Mpa Master Balance Records

Activity status <5 | Activity date | Activity type | Activity summary | Buyer
Mot reviewed 12414/2006 Fiequizition converted into PO, | ROD0376 MPAT0Z POD0O246 3 0 BUYER
Mot reviewed 1241442006 F.0. iterm created PO0DZ4E Line: 3 MPAT03 Vendor MPACT BUYER
Mat reviewed 121442008 Requizition created ROOD376 MPATO3 PO
I N

Figure 7-10. Requisition Activity list window

You can use the information in the Requisition Activity list window to ensure the assigned buyer is
actioning the requisition you created. You can also view purchasing activity for a selected buyer
from the Buyers object.

Use the option, Update Status, on either list window described above to change the Activity status
from either Not Reviewed to Reviewed or from Reviewed to Not Reviewed. Updating the Activity
status is useful to establish checks for buyer’s activity and track the activity as reviewed or not
reviewed.

When you select Update Status on the Maintain menu, a Confirm prompt opens.

x

Are pou sure you want to update the status from Mot reviewed to Reviewed?

Figure 7-11. Confirm Update Status prompt

Click Yes, to change the Activity status attribute. PM list the purchasing activity records with an
Activity status of Reviewed below the purchasing activity records with a status of Not Reviewed in
the Default Purchasing Activity list window.
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Overview

The seventh step in procurement is to receive the purchased inventory. This chapter describes

receiving purchase orders, purchase order items, and purchase order item releases.

In Procurement Management (PM), you can receive complete purchase orders, and receive

purchase order items and purchase order item releases. You can also use the Scheduled

Receipts object in Materials Management (MM) to help you track purchased inventory before it is

received and to receive purchased and transferred inventory.

If you use shipping notices, you can also use the Shipment Notices, Shipment Containers, and

Shipment Container ltems objects in MM to receive purchased inventory and transferred

inventory. For more information about scheduled receipts and receiving inventory using MM, see

the Materials Management Concepts Guide or the online help for Scheduled Receipts and

Shipment Notices

When items arrive, you can receive the items using the Receive Complete option from the

Purchase Orders object, or the Receive options from the Purchase Order Items and Purchase

Order Item Releases objects.
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Receive and Receive Complete options. Use these options to receive purchased inventory.
Figure 8-1 shows your options for receiving purchased inventory from the Purchase Orders,
Purchase Order ltems, and Purchase Order ltem Releases objects.

%@

——FReceive Complels—- o

Purchase Orders

.

| | Ersendﬁ shipmenime tsd E[

Vendor Warehouse

Reaceive
Purchase Order
lems
ﬁ =
\ o
Receive -
Purchase Order

ltem Releases

Figure 8-1. Overview of receiving inventory from PM

Use a Receive Complete option on the Purchase Orders object if no changes need to be made to
the receiving information. Use a Receive option on the Purchase Order Items or Purchase Order
Item Releases objects if you need to change any receiving information (including the receiving

location or quantity received).

Receiving updates the shipment objects (if a shipment notice is involved), Scheduled Receipts,
Inventory Transaction History, ltem Warehouses, and Item Locations objects with the receiving

information.

Use the following sections to understand how receiving objects are related, how receiving options
update all affected receiving objects, and how PM keeps the receiving quantities in these objects

in balance.
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Understanding receiving objects

You can use the following objects to receive purchased inventory:
* In PM, use
- Purchase Orders
- Purchase Order Items
- Purchase Order Item Releases.
* In MM, use
- Scheduled Receipts.
A higher-level object is an object, which contains other objects. Purchase order headers can

contain purchase order items, and purchase order items can contain purchase order item
releases.

A lower-level object is an object, contained in another object. Purchase order items and purchase
order item releases form part of purchase orders.

An object can be both a higher-level object and lower-level object. Purchase Order ltems is a
higher-level object for Purchase Order Item Releases and a lower-level object for Purchase
Orders.
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Figure 8-2 demonstrates how the receiving objects in MM and PM are related.
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Figure 8-2. Overview of receiving objects

In PM, you create purchase orders with one or more purchase order items. Each purchase order
item can have no releases, or one or more releases.

When you create or maintain the purchase order, XA automatically generates one scheduled
receipt for each purchase order item release or purchase order item with no releases.

Scheduled receipts show the open quantity (quantity not yet received) and status of the
associated purchase order item or purchase order item release.
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Understanding receiving options

You receive purchased inventory using the Receive or Receive Complete option from one of the
receiving objects. The Receive and Receive Complete options provide the dialogs for entering
receiving information. From this, XA generates the transactions to perform the receiving actions
you request.

Table 8-1 shows the receiving objects, the receiving options you can use, and the transactions
that XA can generate.

Receiving Objects Receiving options / transactions
Receive Receive Complete
(RD, RI, RP, VR) (RD, RI, RP)
Purchase Orders All the purchase order items and

purchase order item releases on
the purchase order.

Purchase Order ltems A purchase order item
Purchase Order Item Releases |A purchase order item
release
Scheduled Receipts A scheduled receipt Receive Shipment Notice

Complete: All the items on the
shipment notice for the scheduled
receipt.

Receive Purchase Order
Complete: All the items on the
purchase order for the scheduled
receipt.

Table 8-1. Receiving objects and options

The primary purpose of the Scheduled Receipts object is to help you receive purchased inventory.
From Scheduled Receipts, you can receive schedule receipts as well as receive as Complete
associated purchase orders and shipment notices.
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Receive Complete option
The Receive Complete option provides a convenient way to a receive purchase order in one step.

You enter the Receive Complete option from the Purchase Orders object. From the Scheduled
Receipts object, you can also enter the Receive Complete option for the purchase order that
contains the scheduled receipt. The Receive Complete option receives all the open purchase
order items and purchase order item releases on the purchase order.

XA creates as many of the following transactions as it takes to receive objects using default
values:

* Receive purchased item to dock (RD)
» Receive purchased item to inspection (RI)
» Receive purchased item to stock (RP).

Figure 8-3 shows an example of a Receive Purchase Order Complete dialog that opens when you
select the Receive Complete option from Purchase Orders.

x
PO00203  “endor MPACT McPherzon Ames & Co. Buyer: BUYER Default Buyer
Template
I[none] ;I ﬂl

[~ Auto advance

[~ Preview before create

Continue I Bypazs | Cancel | Help |
| 2

Figure 8-3. Receive Purchase Order Complete dialog

Templates control whether you use the default values for transaction attributes or whether you
can override default values for receiving the selected purchase order. The (none) template is a
way to quickly receive using the default values.

If you want to override values (for all the items on the purchase order), select the All receipts
transactions template. This method of receiving is useful, for example, when you are receiving the
entire purchase order, and want to enter a value and have it apply to all items on the purchase
order.
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For example, from the All receipts transactions template, you can change the Received to stock
reason attribute for all the scheduled receipts on the purchase order. In the example shown in
Figure 8-4, you could change the Received to stock reason from = Blank reason for receipt to RP
= Receipt purchased item, which is a value created by your company in the Transaction Reasons

object.

{ZL) Receive Purchase Order Complete

PO00203  “endor MPACT McPherzon Ames & Co. Buyer: BUYER Default Buyer

x|

Template
’VIAII receipt tranzactions

=l &

Order PO00203 @|

Warehouse WP,

Tranzaction date Im 1842007 E-l
Received to dock reazon I LI |
Received to inzpection ressan I ﬂ |

Received to stock reason I = Blark reason for receipt LI |

FIFD date [ B
——

Reference

Comment I

Originating countny I (blank] LI

Ship via description I

Goods received note I

GRM invoice -

[~ Auto advance
=

Cottinue I B_l,lp;;s | Cancel | Help |

e

Figure 8-4. Receive Purchase Order Complete dialog - All receipts transactions template

You cannot use the Receive Complete option if you need to enter or change batch/lot information
for some items on the purchase order. You must use the Receive option on these items to enter

the batch/lot information.
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Receive option

You use the Receive option from Purchase Order Iltems and Purchase Order Item Releases
objects to receive these objects.

XA generates the following transactions, to action your instructions on the Receive dialog:

» Receive purchased item to dock (RD)

» Receive purchased item to inspection (RI)

* Receive purchased item to stock (RP)

* Return purchased item (VR).

Use the Receive option to receive a purchase order item or purchase order item release, or to
change receiving information. From the Receive dialog, you can change the quantity received,
batch/lot information, and receive all or part of the object to dock, inspection, or stock. You can
enter return purchased item (VR) transactions for all or part of the object.

For example, the vendor sends you ten damaged items, which you decide to return to the vendor.
Use a Receive option to make this change.

Depending on the options you select on the Receive dialog, XA generates receiving transactions
to receive some or all the item to dock, inspection, stock, or to return the item to the vendor.

The Receive dialog has the following templates:

Template Provides

(none) * You do not make any changes using the Receive option. You can
preview the default choices before creating the transaction.

All receipt transactions * Receive purchased item to dock (RD).
* Receive purchased item to inspection (RI).
* Receive purchased item to stock (RP).
* Return purchased item (VR).

Receive to dock * Receive purchased item to dock (RD).
* Return purchased item (VR).

Receive to stock * Receive purchased item to stock (RP).
* Return purchased item (VR).

Table 8-2. Receive templates on the Receive dialog
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Figure 8-5 shows an example of a Receive Purchase Order Item dialog that opens when you

select the Receive option from Purchase Order ltems.

{ZL) Receive Purchase Order Item ll
POODZ0E  Line: 1 MPCS07  Mpa Component 507 “Whs MPA
Template
’VI.F-‘«II receipt tranzactions j |

Order POO020F E
;

Line

Tranzaction date |[|2,.-'23,*2UI38 @l
Unit of measure IEA =Each - I !_} |

To dock '
Huartitp ID. ooo El
Feasan I LI
To inzpection I
[ ity IEIDDEI— El
Locaticn Iﬁ Gs & Q
Freazan | LI
To stock -
Quartity [2.000 L5
Loaticn Iﬁ Q 22 G\
Seditem status m
Feasan | LI
Fieturm to vendar -
[ ity IEI. [ala}
Fesupply ]
Freazan | LI
Batohlot [
FIFD date [ B
Reference I—
Cormrment |
Originating country :[blank] j

Ship via description I

Goods received note I

GRN invoice r

[~ Auto advance

[~ Preview before create

Continuel Bypazs | Cancel Help

Figure 8-5. Receive Purchase Order Item dialog
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Setting objects complete

As receiving actions update the purchase order items, purchase order item releases, and
scheduled receipts, XA keeps the receiving quantities and status of these objects in balance. This
principle is fundamental to receiving purchased inventory because when you receive completely
or set to Complete an object, you can also receive completely any associated objects.

Set complete option

When you receive purchased inventory to stock, the object by default is set to Complete only
when the quantity received equals or is greater than the quantity ordered. The quantity received is
the total of the quantity:

* Received to stock
» Scrapped
* Returned to the vendor for credit.

When receiving to stock, you can set the status of the object to Complete or Partial regardless of
the quantity received. From the Receive option in Purchase Order Items and Purchase Order ltem
Releases, use the Set item status to provide the following options:

» Auto set (default): Set the status to Complete if the quantity received is greater than or equal
to the quantity expected.

+ Set complete: Set the status to Complete regardless of the quantity, as you expect the
vendor is not sending any more of the item.

+ Set partial: Set the status to Partial stock regardless of the quantity, as you expect the vendor
is sending more of the item.
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Setting an Iltem or Release status to Complete

The Complete option in Purchase Order ltems and Purchase Order ltem Releases sets the ltem
or Release status of the purchase order item or purchase order item release to Complete,
regardless of the quantities received. Figure 8-6 shows an example of a Complete dialog that
opens when you select the Complete option from Purchase Order Items.

X
Order number IPUUD2UE
Line I'I

Reference number ||
Reason code [blank] = = |

Comment [1st 40) I
Comment [2nd 40] I

[~ Auto advance

Eontinuel Bypazs | Cancel Help
| o

Figure 8-6. Complete dialog

When you click Continue, the Item status of the purchase order item changes to 50 - Complete.
For an inspection on receipt item, XA generates a purchase item QC complete (PQ) transaction. If
the item is not an inspection on receipt item, then XA generates a receive purchased item to stock
(RP) transaction.

Setting an Item status or Release status to Received to stock

The Reopen option in Purchase Order Items and Purchase Order Item Releases sets the Item or
Release status of the complete purchase order item or purchase order item release to Received
to stock, so that further receiving activity can occur. Figure 8-7 shows an example of a Reopen
dialog that opens when you select the Reopen option from Purchase Order Items.

x

Order nurber IW

Lire |1—

Reference number ||—
Reazon code [blank] = -

Comment [1st 40] I
Comment [2nd 40] I

[~ Auto advance

Continue I Bypazs | Cancel Help
[ )

Figure 8-7. Reopen dialog
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When you click Continue, the Item status of the purchase order item changes from 50 - Complete
to 40 - Received to stock. For an inspection on receipt item, XA generates a purchase item QC
complete (PQ) transaction. If the item is not an inspection on receipt item, then XA generates a
receive purchased item to stock (RP) transaction.

Receiving completely a higher-level object

When you receive completely higher-level objects to stock or set them to Complete, XA receives
completely all their lower-level objects.

For example, a purchase order has ten purchase order items, each of which has an associated
scheduled receipt. You receive completely the purchase order. As each of the purchase order
items is set to Complete, its associated scheduled receipt is set to Complete. XA generates the
transactions for each purchase order item and scheduled receipt.

When you over-receive or set to Complete higher-level objects that have only one lower-level
object, XA applies the entire over-received quantity to the lower-level object. The following
procedure demonstrates how XA applies the received quantity when the higher-level object has
two or more lower-level objects.

Multiple purchase order item releases: For example, you over-receive or you set the Item
status to Set complete for a purchase order item that has multiple open purchase order item
releases.

+ XA applies the received quantity to the open purchase order item releases, up to their
remaining open quantity, in dock date and release sequence, and sets them all complete.

+ If the quantity you received is fewer than the total quantity of the purchase order item
releases, and purchase order item releases remain that have no receiving quantity applied to
them; XA closes them because the purchase order item is complete.

+ If the quantity you received is more than the total quantity of the purchase order item releases,
then XA applies the extra quantity to the last purchase order item release and sets them all
complete.

Receiving completely a lower-level object

When you receive completely lower-level objects to stock or set them complete, XA sets each
higher-level object, in turn, complete when the higher-level object also has all its lower-level
objects complete.

For example, you have one scheduled receipt for a purchase order item on a purchase order that
has no other purchase order items left to receive. Either only one purchase order item is on the
purchase order, or you have already received completely the other purchase order items. You
receive the entire scheduled receipt quantity. As the scheduled receipt is set to Complete, the
purchase order item is set to Complete. As the purchase order item is set to Complete, the
purchase order is set to Complete.
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Receiving procedures

This section uses the information provided in the following sections to demonstrate the most
appropriate receiving procedures for common receiving situations:

» “Understanding receiving objects” on page 8-3
» “Understanding receiving options” on page 8-5
+ “Setting objects complete” on page 8-10.

Consider the following suggested procedures when receiving purchased inventory:

* Receiving according to how the shipment was unpacked
* Receiving on the highest-level object.

Receiving according to how the shipment was unpacked

The first consideration is your preferred method of receiving purchased inventory. Often, you
determine the object and receive option you use according to how you unpacked the shipment.
For example, if you require an item urgently, but you do not have time to unpack the entire
purchase order, you can receive a single purchase order item from the Purchase Order ltems
object.

Receiving on the highest-level object

The second consideration is reducing the amount of data entry. In most cases, you use the
Scheduled Receipts object in MM, as the primary purpose of this object is to help you receive
purchased inventory. However, when you receive purchase orders completely, you can reduce
the amount of receiving information you enter.

Your purchased inventory is complete and correct when you have no changes to make to
receiving locations, batch/lots, or quantities. If the purchased inventory you receive is complete
and correct, using the Purchase Orders object to receive the purchase order items or purchase
order item releases requires the least data entry.

If your purchased inventory is not complete and correct, but only has minor changes that you need
to enter, then you enter these changes using a Receive option. When you have entered the
changes, you then choose the object that most efficiently receives the rest of the purchased
inventory.

For example, a shipment contains all the items for one purchase order. The most efficient method
is to receive the whole shipment using the Receive Complete option in Purchase Orders or the
Receive Purchase Order Complete option in Scheduled Receipts. If you use the Receive option
from any of the lower-level objects, you could potentially enter many Receive options.

You must be careful when receiving higher-level objects complete. As described in “Setting
objects complete” on page 8-10, when you receive completely a higher-level object, XA also
receives complete all the lower-level objects. If the lower-level object on which you first use the
Receive option must have an open quantity remaining, you cannot use a Receive Complete
option on its higher-level object. For example, you cannot use Receive Complete if you entered
vendor returns that require resupply and you have not yet received the resupply inventory.

Procedure for reducing data entry. Figure 8-8, "The most efficient procedure for receiving the
shipment" on page 8-14, describes receiving a purchase order after first using the Receive option
to enter changes. When you receive all the purchase order items and purchase order item
releases that require changes, you can use the Receive Complete option from Purchase Orders
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to receive the rest of the purchase order. This example also describes receiving when not all the

purchase order is in the sh

ipment.

In this example, three purchase orders, which have no batch/lots requiring additional information,
arrive in a shipment. The second purchase order has a purchase order item release for which you
want to make a change. The third purchase order has a purchase order item release that is not

part of the shipment.

Figure 8-8.
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The most efficient procedure for receiving the shipment is to use:

1. The Receive Complete option to receive Purchase Order 1, as the purchase order item on the
purchase order does not require changes.

2. The Receive option to receive the first purchase order item release on Purchase Order 2, as it
does require changes.

3. The Receive Complete option to receive the rest of Purchase Order 2.

4. The Receive option to receive the first purchase order item release on Purchase Order 3. You
do not want to receive the purchase order or purchase order item completely until all the
purchase order item releases have arrived.
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Chapter 9. Closing and Purging Purchase Orders
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Overview

The last step in procurement is to close and purge purchase orders for which you do not expect
any more activity. This chapter describes closing and purging purchase orders and viewing
purged purchase order information.

After a purchase order is complete, you no longer need it in the list of open purchase orders. You
can use Procurement Management (PM) to close and purge your fulfilled purchase orders,
including canceled orders.

The following table shows the meaning of each Order status code:

Status code

Description

10

20

30
35

40

50
60

99

Acceptance required. Vendor acceptance and confirmation of the order is
required before processing.

Acceptance received or not required. The vendor has accepted the terms
of the purchase order or no confirmation is required.

Activity reported. A Receiving transaction has been reported for the order.

Invoice complete. The order has been completely invoiced, but not yet
completely received.

Received complete. The order has been received completely to stock, but
not invoiced completely.

Order complete. The order has been received and invoiced completely.

Order closed. The order has been selected for close through the purchase
order close process.

Order cancelled. The order has been canceled through the purchase
order cancel process.

Table 9-1. Purchase order status codes
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Figure 9-1 illustrates the changes that occur to the Order status when purchase orders are closed.
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Figure 9-1. Overview of closing and purging a purchase order

Normal Close option. This option is available on the Maintain menu of Purchase Orders. Use
this option to close a single order that has an Order status of 50 - Order complete (or 40 -
Received complete if you selected not to process invoices in Procurement Management -
Application Settings).

Force Close option. This option is available on the Maintain menu of Purchase Orders. Use this
option to close a single order that has an Order status of 10, 20, 30, 35, 40, or 99.

Mass Force Close option. This option is available on the Maintain menu of Purchase Orders.
Use this option to force close multiple purchase orders that have an Order status of 10, 20, 30, 35,
40, or 99. Select these records in the Purchase Orders list window or use a subset.

Purge host job. After a purchase order is closed, its Order status changes to 60 - Order closed
and you can still view it in the Purchase Orders list window. The Purge host job removes all
selected closed purchase orders and writes the order information to the Purchase Order History
object.

Purchase Order History. This object contains information about closed purchase orders
including header information, data for all purchase order items and purchase order item releases,
comments, debit memos, and source of demand information. You view purged purchase orders in
the Purchase Order History object just as you view open purchase orders in the Purchase Orders
object. You cannot maintain purchase orders that are purged, but you can copy a purged
purchase order to create a purchase order.

Purchase Order History Items. This object contains the detailed information about materials and
supplies that your company ordered on the selected purchase order history record. A purchase
order history item retains relationships to other objects. Its record holds information about
releases related to the item, comments entered for the item, debit memos received against the
item, and sources of demand that initiated the purchase of the item. Like purchase order history
information, you can only view and not maintain purchase order history item information.

Purchase Order History Item Releases. This object contains information about the quantities
associated with multiple deliveries of an item on a purchase order. Its record holds information
about the purchase order item to which it is related, any comments entered for the item release,
debit memos received against the release, the sources of demand related to the item release, and
any override of the ship-to address. Like purchase order history information, you can only view
and not maintain purchase order history item release information.
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Purchase Order Performance. Use this object to view performance information for purged
purchase orders. You can view performance information for purchase orders and for the vendor or
vendor item associated with the purchase order. For more information about viewing purchase
order performance, see Chapter 3, “Evaluating vendors” on page 3-41.



Page 9-4

Closing purchase orders

Use PM to close purchase orders for which no further activity will occur. Closed purchase orders
are then eligible to be purged.

There are three ways to close a purchase order:

* Normal close
» Force close
» Mass force close.

Normal close. You use this option for an order that has all required activity posted to it. All
required activity means that you have received completely all purchase order items and purchase
order item releases, if applicable, and the purchase order has been completely invoiced. The
purchase order has an Order status of 50 - Order complete.

Generally, you can only close normally purchase orders with an Order status of 50 - Order
complete. All other purchase orders must be force closed, including canceled purchase orders.
The one circumstance where you can use a normal close on a purchase order that is at an Order
status of 40, is when you selected not to process invoices in Procurement Management -
Application Settings. In this case, the Order status is Complete at 40 - Received complete and you
can process a normal close. After you close the purchase order, the Order status changes to 60 -
Order closed and the purchase order can be purged.

Note: The Accounts Payable (AP) application does not need to be installed and interfacing to
perform the invoice matching procedure that updates the purchase order to Order status 50 -
Order complete, but if purchasing invoicing procedures are not run, you must force close the

purchase orders you want closed.

Force close. You use this option when the purchase order still has items that you have not
received to stock. For example, a purchase order with multiple purchase order items is complete
except for one purchase order item that is out of stock at the vendor. Though the order is not
complete, you delete it and open a new purchase order for the remaining item. You must force
close a purchase order with Order status of 10, 20, 30, 35, 40, or 99 if you selected to process
invoices in PM. If you selected not to process invoices in PM, you can use a normal close for a
purchase order that has an Order status of 40 - Received complete.

If forced closed purchase orders are the exception for your company and you do not want to
include them in the vendor performance calculations, answer N to the Install/Tailor question, "Do
you want to include forced closed orders for the performance analysis?" In any case, PM does not
consider any order more than 50 percent over or under the average order quantity for the item for
any vendor performance analysis.

Mass force close. You close multiple purchase orders using the Mass Force Close option in
Purchase Orders, regardless of their Order status.

Note: When using the Mass Force Close option, be careful to use the appropriate subset to
ensure you do not mass close all purchase orders. If you select purchase orders from the
Purchase Orders list window, ensure you select the (selected records) subset, not the (all records)
subset, to force close just the purchase orders you selected.
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Closing using the Normal Close option

The following procedure assumes you want to close a purchase order normally. The purchase
order must be at Order status 50 - Order complete (or 40 - Received complete if you chose not to
process invoices). From the Purchase Orders list window, select the order you want to close. On
the Maintain menu, select Normal Close.

A Confirm prompt opens.

x

Avre pou sure vou want to narmal close purchase order PO00Z2297?

Figure 9-2. Confirm Normal Close prompt

Click Yes to normal close the selected purchase order. PM updates the Order status for the record
you selected to 60 - Order closed.

Closing using the Force Close option

The following procedure assumes you want to force close a purchase order. From the Purchase
Orders list window, select the order you want to close. The purchase order must be at Order
status 10, 20, 30, 35, 40, or 99. On the Maintain menu, select Force Close. A Confirm prompt
opens.

x

Are pou zure you want to force close purchaze order PODO2307

Figure 9-3. Confirm Force Close prompt

Click Yes to force close the selected purchase order. PM updates the Order status for the record
you selected to 60 - Order closed.
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Closing using the Mass Force Close option

The following procedure assumes you want to Mass Force Close several purchase orders. From
the Purchase Orders list window, select the orders you want to mass force close. The purchase
orders must be at Order status 10, 20, 30, 35, 40, or 99.
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Figure 9-4. Purchase Orders list window - selected purchase orders

On the Maintain menu, select Mass Force Close.

The P.O. Mass Force Close dialog opens.
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Figure 9-5. P.O. Mass Force Close dialog

Enter the description and select the subset you want to use.
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Figure 9-6. P.O. Mass Force Close dialog - subsets

If you selected one or more records from the list window, you can choose the (selected records)
subset to close just the selected records. To close just one selected record, you select the record
in the list window and then you use the (selected record) subset.

Note: When using the Mass Force Close option, be careful to use the appropriate subset to
ensure you do not mass close all purchase orders. If you select purchase orders from the
Purchase Orders list window, ensure you select the (selected records) subset, to force close just
the purchase orders you selected. Selecting the (all records) subset closes all the records in the
Purchase Orders list window.

Click Continue. A Confirm prompt opens asking if you are sure you want to update every selected
purchase order that you selected from the list window or used a subset to select.

Please Confirm x|

& Are wou sure you wankt ko update every selecked Purchase Order?

|

Figure 9-7. Please Confirm Mass Force Close prompt - selected records

Click Yes to force close the selected purchase orders. PM updates the Order status for each
record you selected to 60 - Order closed.
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Purging purchase orders

After you close your purchase orders, the next step is to purge them from the Purchase Orders list
window and save them to the Purchase Order History object.

PM calculates vendor performance during purge if you chose the PM application setting, Send to
P.O. history: Vendor Performance. For more information, see Appendix A, “Purchasing Order
Processing tab” on page A-1.

A number of file updates occur when you purge purchase orders:

* PM updates vendor and buyer statistics using the weighting factors defined in Procurement
Management - Application Settings. These weighting factors determine how much emphasis
is placed on the latest order for lead time, quantity delivered, price difference (expected
compared to actual), and quality (rejects and returns).

You can view the vendor composite ratings and statistics using Vendor Performance Inquiry
in Purchasing (PUR). Although PM does not show composite buyer performance rating
information on reports, PM keeps the information in the Buyer Master file for your use. You
view buyer performance information through Buyer Performance Inquiry in PUR. During the
purge, PM deletes and recalculates the actual vendor performance data that it created
previously for completed purchase order items and purchase order item releases. The
recalculation is to ensure the actuals reflect the latest status of the closed order

» When orders are closed and purged, PM loads the Purchase Order History file with purchase
order information. A mirror image of the open purchase order is sent to the history file,
including the following types of information: order summary, line item detail, blanket and drop
ship information, order and line item comments, and any revisions made to prices, dates, or
quantities after the purchase order was originally printed. Application Setting questions allow
you to choose the amount of detail written to history.

* PM deletes the purchase order records.

» PM copies the purge date to the Inventory Transaction History object for every record
associated with the purged purchase order.
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Purging closed purchase orders

The following procedure assumes you want to purge a subset of closed purchase orders. From
the Purchase Orders list window, select Host Jobs ... from the File menu.
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Figure 9-8. Purchase Order Host Jobs - Purge tab

Select the Purge tab and choose from the available reporting options including the subset to
select the purchase orders you want to purge.

Click Submit. A Confirmation prompt opens.

x
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Figure 9-9. Confirmation Purge prompt

Click Yes to confirm purging the selected purchase orders. PM removes all the selected purchase
orders with an Order status code of 60 - Order closed from the Purchase Orders object and adds
them to the Purchase Order History object.
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Viewing purged purchase orders

Use the Purchase Order History, Purchase Order History ltems, and Purchase Order History ltem
Releases objects to view purchase orders that are purged.

From the Display menu in Purchase Order History, you can view the following information for a
selected purged purchase order:

+ Items: All the items that were on the purchase order.

+ Debit memos: Any debit memos that PM created for the purchase order if you returned items
to the vendor.

» Transaction history: A listing of the transactions that occurred for the purchase order.

You cannot maintain purchase orders that are in Purchase Order History. You can, however,
navigate to the Buyers and Vendors objects from Purchase Order History and maintain buyer and
vendor records. For example, while viewing a purchase order in Purchase Order History, you want
to know whether the vendor associated with the purchase order has any open purchase orders.
You might want to buy more items as ordered previously on the now purged order and add them
to an existing order.

You select the purchase order from Purchase Order History and then select Vendor options from
the Display menu. Vendor options provides access to more information about the vendor who is
associated with the purged purchase order. Select the Vendor Purchase Orders option.

The Vendor Purchase Orders list window opens.
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Figure 9-10. Vendor Purchase Orders list window

Select a suitable purchase order. Use the Change option and select the Items card in the Change
Purchase Order card file to create purchase order items for the purchase order.

From the Display menu in Purchase Order History Items, you can view the following information
for a selected item on a purged purchase order:

* Releases: All the releases for the item on the purchase order.

+ Debit memos: Any debit memos PM created for the item on the purchase order if you
returned the item to the vendor.

» Sources of demand: The requirements that generated the request for the item.

* Transaction history: A listing of the transactions that occurred for the item.
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From the Display menu in Purchase Order History ltem Releases, you can view the following
information for a selected release on a purged purchase order:

* Debit memos: Any debit memos PM created for the release of an item on the purchase order
when you returned the purchase order item release to the vendor.
» Sources of demand: The requirements that generated the request for the release.

PM also displays purchase order history information from other PM objects. You can view purged
purchase orders for the following objects:

Object Display option

Buyers Buyer Purchase Order History.

Buyers Buyer Purchase Order History Items.
ltems Item Purchase Order History.
Contracts Contract Purchase Order History.
Quotes Contract Purchase Order History.
Vendors Vendor Purchase Order History.
Vendors Vendor Purchase Order History ltems.

Table 9-2. Objects where you can view purchase order history information

Buyer Purchase Order History. This option shows only the purged purchase orders for which a
buyer is responsible. This option is useful when you want to see past purchase orders a buyer is
responsible for processing.

Buyer Purchase Order History Items. This option shows all the items on a purged purchase
orders for which a buyer is responsible. Use this option when you are interested in an item on a
purged purchase order that you know a buyer was responsible for processing.

Item Purchase Order History. This option shows all purged purchase orders for a selected item.
Use this option when you want to review the history of an item. Viewing the purchase orders your
company has used to purchase an item might show a pattern that is useful to you. For example,
you could notice the vendor has increased the price of the item several times over the last several
months. You could use this information to determine you should buy more of the item now in
expectation the price will continue to increase.

Contract Purchase Order History. This option shows all purged purchase orders for a selected
contract. You can use this option to evaluate the contract, by looking at the purchase orders that
were covered under the terms of the contract.

Vendor Purchase Order History. This option shows all purged purchase orders for the selected
vendor. This option is useful if, for example, you want to review the number and type of purchase
orders a vendor has supplied in the past.

Vendor Purchase Order History Items. This option shows all items on purged purchase orders
for the selected vendor. For example, you could use this information to view all the items a vendor
has provided in the past to determine whether they ever supplied the item you need to purchase.
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Appendix A. Application Settings

Procurement Management (PM) Application Settings provide access to options in the PM control
file, as well as many of the questions in the PM application tailoring questionnaire. These values
can be changed at any time without a dedicated system. Values changed in application settings
update the control file or tailoring questionnaire, and vice versa. The PM Applications Settings
window contains four tabs that allow you to customize the configuration settings for procurement

activities in PM.

Purchasing Order Processing tab............oocuiiiiiii e

Invoicing tab

Vendor PerformanCe tab.........oooee e
Miscellaneous tab.......

Purchasing Order Processing tab

The following attributes are available on the Purchasing Order Processing tab:

Setting

Options

Default buyer

Select the buyer you want to use as the default for Purchasing
documents, if a buyer is not specified. From PM Control file.

Purchase price detail
code

This attribute is a required entry. Select one of the following options to
indicate the pricing default that you want to use:

No purchase price default. The standard default hierarchy is used.
- Current material this level from the Item Master B record.

- Purchase price from the Item Master C record.

- Standard unit cost from the Item Balance file.

- Unit cost default from the Item Master A record.

PM uses the value you choose as the default for unit price in:

- Requisition Entry/Edit

- Purchase Order Entry/Edit

- Buyer Worksheet.

From PM Control file.

Country of origin Select the country of origin you want to use as the default for items
appearing on purchase orders. From PM Control file.
Default tax Select the type of tax transaction you want to use as the default on the

transaction type

purchase order. The tax transaction type is the taxing authority's
classification of the transaction for tax purposes. Used when International
Financials Management (IFM) is installed.

Purchase order form
type

This attribute is required. Select the type of format to use for purchase
orders:

-9 x 11, 10 characters per inch; purchase order number on left

-9 x 11, 10 characters per inch; purchase order number on right

- 8.5 x 11, 12 characters per inch; purchase order number on left

- 8.5 x 11, 12 characters per inch; purchase order number on right
From PM Control file.

Print using P.O. item
as-entered sequence

Select this attribute to print all items in the order in which you entered
them on reports, displays, and printed purchase orders.

Clear this attribute to print all items in item-number sequence on reports,
displays, and printed purchase orders.

From Application Tailoring Questionnaire #613.
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Setting

Options

Print unit of measure
on P.O.s and debit
memos

Select this attribute to print the unit of measure entered during PO entry/
edit on purchase orders and debit memos.

Clear this attribute to print the purchasing unit of measure associated with
each purchase order or debit memo.

From Application Tailoring Questionnaire #611.

Include GL account
on P.O.

Select this attribute if you want to include your company’s GL account
number on purchase orders. If IFM is interfacing, this controls whether
units and natures appear on purchase orders. From PM Control file.

Include only revised
lines on P.O.
revisions

Select this attribute if you want to include only the most recent revised
lines on purchase order revisions.

Clear this attribute if you want the entire purchase order to print. From PM
Control file.

Require vendor
accept of P.O.
revisions

Select this attribute to require vendor acceptance of any changes to a
purchase order. When selected, any changes to the purchase order, new
purchase order items, or changed purchase order items the vendor must
accept before receiving can occur.

P.O. errors: Non-
calendar dock date

Choose whether a warning message or an error message displays when
the Due to dock date of a purchase order item or purchase order item
release is a non-work day in the calendar.

P.O. errors: Non-
calendar stock date

Choose whether a warning message or an error message displays when
the Due to stock date of a purchase order item or purchase order item
release is a non-work day in the calendar.

P.O. errors: Prior
date due at dock

Choose whether a warning message or an error message displays when
the Due to dock date of a purchase order item or purchase order item
release is an earlier date than the current date.

P.O. errors: Prior
date due in stock

Choose whether a warning message or an error message displays when
the Due to stock date of a purchase order item or purchase order item
release is an earlier date than the current date.

P.O. errors: Prior
follow-up date

Choose whether a warning message or an error message displays when
the Follow-up date of a purchase order item or purchase order item
release is an earlier date than the current date.

Generate comment
when... P.O. quantity
changes

Select this attribute if you want PM to generate a ‘G’ type comment for
your purchase orders when you change an order quantity. This comment
prints on purchase orders. You can save the comment to history by
selecting the Change Comments attribute on this tab.

Clear this attribute if you do not want PM to generate a ‘G’ type comment
for your purchase orders when you change an order quantity.

From Application Tailoring Questionnaire #603.

Generate comment
when... P.O. price
changes

Select this attribute if you want PM to generate a comment for your
purchase orders when you change an order price. This comment prints on
purchase orders. You can save the comment to history by selecting the
Change Comments attribute on this tab.

Clear this attribute if you do not want PM to generate a ‘G’ type comment
for your purchase orders when you change an order price.

From Application Tailoring Questionnaire #604.

Generate comment
when... P.O. dock
date changes

Select this attribute if you want PM to generate a comment for your
purchase orders when the dock date changes. This comment prints on
purchase orders. You can save the comment to history by selecting the
Change Comments attribute on this tab.

Clear this attribute if you do not want PM to generate a ‘G’ type comment
for your purchase orders when the dock date changes.

From Application Tailoring Questionnaire #605.
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Setting

Options

Activate advise price

This attribute is required. Use the Activate advise price attribute to control
the activation of advise price purchase orders. Clear the Activate advise
price attribute to indicate item prices are to appear on purchase orders
(this is the default).

Select this attribute to indicate item prices do not appear on purchase
orders, and a standard message is to appear instead of the item detail
price. If this attribute is selected, you must enter a valid message number
in the following attribute. From PM Control file.

Message If you selected Activate Advise Price, you must enter a valid standard
message number in this attribute. From PM Control file.
Clip level Type the acceptable limit on the extended price for purchase of this item

when an advise price purchase order is entered. PM issues an error
message in PO Entry/Edit if the extended item price exceeds this clip
level. Order values greater than the clip level should probably already
have an agreed price. You must enter this option in local currency.
From PM Control file.

Activate omit
quantities

This attribute is required. Use the Activate omit quantities attribute to
control the activation of omitting quantities on purchase orders. Clear the
Activate omit quantities attribute to indicate item quantities are to appear
on purchase orders (this is the default). Select this attribute to indicate
item quantities do not appear on purchase orders, and a standard
message is to appear instead of the quantity. If this attribute is selected,
you must enter a valid message number in the following attribute. When
item quantities are omitted, release quantities are still printed.

From PM Control file.

Message

If you selected the Activate Omit Quantity attribute, you must enter a valid
standard message number in this attribute. From PM Control file.

Send to P.O. history:
Change comments

Select this attribute to send all ‘G’ type comments generated during
purchase order processing to the online Purchase History file (POHIST)
during order purge.

Clear this attribute if you do not want to send ‘G’ type comments to the
history file.

From Application Tailoring Questionnaire #606.

Send to P.O. history:
Transaction
comments

Select this attribute to send all ‘T’ type comments generated during
transaction processing to the online Purchase History file (POHIST)
during order purge.

Clear this attribute if you do not want to send ‘T’ type comments to the
history file.

From Application Tailoring Questionnaire #607.

Send to P.O. history:
Debit memos

Select this attribute to send all debit memos generated during transaction
processing to the online Purchase History file (POHIST) during order
purge.

Clear this attribute if you do not want to send debit memos to the history
file.

From Application Tailoring Questionnaire #609.

Send to P.O. history:
P.O. misc/service
items

Select this attribute to send all miscellaneous and service items with
Receipt Required = Yes that appear on purchase orders to the online
Purchase History file (POHIST). PM calculates vendor performance for
them.

Clear this attribute to send only inventory items to the Purchase History
file (POHIST). PM calculates vendor performance for them.

From Application Tailoring Questionnaire #608.




Page A-4

Setting Options

Send to P.O. history: |Select this attribute to calculate and send a vendor/item performance
Vendor performance |history record to history for every inventory item on every order. If you
selected the Transaction comments attribute on this tab, PM creates an
identical record for every miscellaneous item with a receipt required on
every order. You must select this attribute to get interim performance on
an order.

Clear this attribute to ensure PM does not send the vendor/item history
record to history; however, PM still calculates vendor/item performance
and accumulates it in the Vendor/ltem and Vendor files.

From Application Tailoring Questionnaire #633.

Send to P.O. history: |Select this attribute to transfer the attachments for the purchase order to
Attachments the Purchase Order History that is produced when a purchase order is
purged. You can override the default before processing the purge.

Clear this attribute if you do not want to transfer attachment information.

Send to P.O. history: |Select this attribute to transfer the maintenance history for the purchase
Maintenance history |order to the Purchase Order History that is produced when a purchase
order is purged. You can override the default before processing the purge.
Clear this attribute if you do not want to transfer maintenance history
information.
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Invoicing tab

The following attributes are available on the Invoicing tab:

Setting Options
Process invoices in  |Select this attribute to capture actual cost against the order. You must
purchasing receive and invoice all purchase orders before you can close and purge

them from Purchasing. You may enter your payable invoices in
Purchasing or Accounts Payable (AP).

Clear this attribute if you do not want to capture actual cost against the
order. You must receive but not invoice all purchase orders before you
can close and purge them from Purchasing. You may enter your payable
invoices only in AP.

From Application Tailoring Questionnaire #602.

Use voucher number
as system control
medium

If your company uses vouchers or wants to introduce them for payables
control and reference, this attribute lets you use a numbering scheme of
your own. Select this attribute to use a voucher number system of your
own as part of invoice entry. The highest sequence number is 99999 (five
digits), and each invoice must be assigned a unique voucher number per
vendor.

Clear this attribute to let the Purchasing application assign voucher
numbers as you enter invoices. The sequence begins with the first open
payables data you enter when your Purchasing application is operational.
From Application Tailoring Questionnaire #642.

Use item number as
GL information

Select this attribute to pass the item number to General Ledger from the
invoice detail lines that contain an item number. If the item number is not
present, the invoice detail line is passed to General Ledger. If neither the
item number nor the invoice detail description is present, the invoice
header description is passed to General Ledger.

Clear this attribute if you do not want item number to pass to the General
Ledger. If the item description is present, it is passed to General Ledger;
otherwise, the invoice description is passed.

From Application Tailoring Questionnaire #646.

Variance limit
percentages: Material
over-invoice

Enter the percentage variance you allow PM to process without issuing a
halt code when it processes an invoice for a quantity greater than the
amount ordered or received.

From Application Tailoring Questionnaire #636.

Variance limit
percentages: Material
under-invoice

Enter the percentage variance you allow PM to process without issuing a
halt code when it processes an invoice for a quantity fewer than the
quantity ordered or received.

From Application Tailoring Questionnaire #637.

Variance limit
percentages: Unit
price overcharge

Enter the over-charge tolerance of the invoice unit price compared to what
you expected.
From Application Tailoring Questionnaire #638.

Variance limit
percentages: Unit
price undercharge

Enter the under-charge tolerance of the invoice unit price compared to
what you expected.
From Application Tailoring Questionnaire #639.
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Setting Options

Variance limit Enter the percentage variance you allow PM to process without issuing a
percentages: halt code when it processes an invoice for an amount greater than the
Extended amount purchase order amount.

overcharge From Application Tailoring Questionnaire #640.

Variance limit Enter the percentage variance you allow PM to process without issuing a
percentages: halt code when it processes an invoice for an amount fewer than the
Extended amount purchase order amount.

undercharge From Application Tailoring Questionnaire #641.
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Vendor Performance tab

The following attributes are available on the Vendor Performance tab:

Setting Options

Activate vendor Select this attribute to calculate interim performance for an order
performance tracking |whenever a purchase order item or purchase order item release is
completed. Only actuals are saved until the order is closed and purged.
Select this attribute to calculate the following at order closeout and purge:
- Performance for each vendor

- Performance for each item purchased from each vendor

- Performance for each order for each item purchased from each vendor
- Performance for each buyer

Clear this attribute if you do not want to calculate vendor and buyer

performance.

From Application Tailoring Questionnaire #618.
Send vendor Select this attribute to calculate and send a vendor/item performance
performance to P.O. |history record to history for every inventory item on every order. If you
history selected the Transaction Comments attribute on the P.O. Processing tab,

PM creates an identical record for every miscellaneous item with a receipt
required on every order. You must select this attribute to get interim
performance on an order.

Clear this attribute if you do not want to send the vendor/item history
record to history; however, PM still calculates vendor/item performance
and accumulates it in the Vendor/ltem and Vendor files.

From Application Tailoring Questionnaire #633.

Weighting factor Enter the weighting factor you want to apply to deviations to lead time.
percentages: Lead From Application Tailoring Questionnaire #621.

time

Weighting factor Enter the weighting factor you want to apply to differences between the
percentages: quantity ordered and quantity delivered.

Quantity delivered From Application Tailoring Questionnaire #622

Weighting factor Enter the weighting factor you want to apply to deviations in quality
percentages: Quality |standards.
From Application Tailoring Questionnaire #623.

Weighting factor Enter the weighting factor you want to apply to deviations between
percentages: Price  |standard and actual price. See the Purchasing User’s Guide for more
information about weighting factors.

From Application Tailoring Questionnaire #624.

Weighting factor Enter the weighting factor you want to assign in case of early delivery to
percentages: Days |your dock.

early From Application Tailoring Questionnaire #625.

Weighting factor Enter the weighting factor you want to assign in case of late delivery to
percentages: Days |your dock.

late From Application Tailoring Questionnaire #626.

Weighting factor Enter the weighting factor you want to assign in case the quantity
percentages: Low delivered to your dock is fewer than you expected.

quantity delivered From Application Tailoring Questionnaire #627.

Weighting factor Enter the weighting factor you want to assign in case the quantity

percentages: High delivered to your dock is more than you expected.
quantity delivered From Application Tailoring Questionnaire #628.
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Setting

Options

Performance
analysis: Vendor
performance alpha
factor

The vendor rating on each order averages an overall rating for a vendor.
The factor is the ratio of the weight of each of the new values divided by
the corresponding old values. See “Alpha factor/averaging calculations” in
the Inventory Management User’s Guide for more information.

From Application Tailoring Questionnaire #629.

Performance
analysis: Include
force closed
purchase orders

Select this attribute to include orders that are force closed for vendor
analysis. Clear this attribute if you do not want to include force closed
orders.

From Application Tailoring Questionnaire #630.

Performance
analysis: Use first
date received as date
received

Select this attribute to use the first date received for days early or late
measurement. Clear this attribute to use the last date received for this
comparison.

From Application Tailoring Questionnaire #631.

Performance
analysis: Base
standard cost code

Select one of the following costs to calculate the overall vendor
performance rating for each order/item/release:

- Standard Unit Cost or (ITEMBL) or Unit Cost Default ITEMASA)
- Standard Material content this level (ITEMASB)

- Current Material content this level (ITEMASB)

- Average Cost (ITEMBL)

- Last Cost (ITEMBL)

From Application Tailoring Questionnaire #632.
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Miscellaneous tab

The following attributes are available on the Miscellaneous tab:

Setting

Options

Use quantity received
to stock as quantity
received

Select this attribute to use the quantity received to stock (receive
purchased item to stock (RP) transaction) as the quantity received on
inquiries and reports.

Clear this attribute to use the quantity (receive purchased item to dock
(RD) transaction) as the quantity received.

If you clear this attribute, be sure to enter a receive purchased item to
dock (RD) transaction for items received. Otherwise, PM does not update
the Quantity received attribute and it generates invalid data on inquiries
and reports.

From Application Tailoring Questionnaire #612.

Update vendor’s
drawing number
during item
maintenance

Select this attribute to update the vendor’s drawing number during item
maintenance.
From Application Tailoring Questionnaire #614.

Use multiple currency
support in AP and
Purchasing

Select this attribute to enter amounts in trading currency. PM converts the
amounts to local currency. Reports and displays show both trading and
local amounts where applicable. PM posts to General Ledger in local
currency only. If you accept the default, trading and local currency
amounts are the same, and PM assumes you use local currency.

From Application Tailoring Questionnaire #616.

Use entity ID as
assignee vendor ID

Select this attribute to use the Entity ID as the assignee vendor ID. If this
attribute is set to Yes, when you create a vendor the Entity ID must be
blank or the same as the vendor number for the assignee.

Clear this attribute if you do not want to use the Entity ID as the assignee
vendor ID.

Use assignee
address for buy-from
address

Select this attribute to use the assignee address for the buy-from vendor
address. The buy-from vendor address is copied and updated from the
assignee address, and cannot be maintained. This attribute defaults to
Yes and only applies to buy-from vendors. For assignee vendors, PM
always sets this attribute to No.

Clear this attribute if you do not want PM to synchronize the buy-from
vendor’s address with the assignee vendor’s address.
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Appendix B. Vendor Security

This appendix describes authorization to view and maintain vendor attributes.

You can use Cross Application Support (CAS) to specify field-level security in the Vendors object.
For information about setting up security, see the Cross Application Support User’s Guide or the
Browser Concepts Guide. Users can be authorized to create or change assignee vendors, to
create or change buy-from vendors, or to change attributes for both types of vendors.

For more information about these two types of vendors, see Chapter 3, “Creating and maintaining
vendors” on page 3-4.

Additional field-level security can be defined for vendors. For example, users can be prevented
from viewing some attributes, authorized to view but not maintain other attributes, or authorized to
view and maintain still other attributes, depending on the security settings for which they have
been authorized.

ASSIGNEE VENAON .....ceiiiiiiiiei ettt e ettt e e e e b e e e sbeeeeeeaaas B-1
BUY-TIOM VENAOK ... e B-2
Both types Of VENAOIS .........oiiiiiiiiiie e B-3
Displaying and maintaining vendor attributes............cccco B-3

Assignee vendor

Field-level security has been defined for attributes that can be maintained when a user is
authorized to create or change assignee vendors that allow payments. These attributes will be
display-only for users who do not have maintenance authority:

Allow payments

Assignee

DFI identification number
DFI number qualifier

EFT account number

EFT account number qualifier
Entity

Payment method
Remittance advice EDI flag
Remittance advice fax flag
Remittance advice print flag
Sales tax ID 1

Sales tax ID 2

Tax suffix

Terms.

Payables field security is defined in the PAYMENT task. PAYMENT field-level security only applies
when PM is installed.
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Buy-from vendor

Field-level security has been defined for attributes that will be available for maintenance when a
user is authorized to create or change vendors that allow purchase orders. These attributes will be

display-only for users who do not have maintenance authority:

Allow blanket orders

Allow multiple items on a P.O.
Allow multiple ship-to's on a P.O.
Allow purchase orders
Alternate currency
Average days early
Average days late

Average order size
Average overship percent
Average rework percent
Average undership percent
Average vendor rating
Currency

EU country

EU delivery terms

EU port of entry

EU state

EU transaction code

EU transport code

FOB

Last vendor rating

Our customer number
Planning schedule EDI flag
Planning schedule fax flag
Planning schedule print flag
Planning schedule profile
P.O. change EDI flag

P.O. change fax flag

P.O. change print flag

P.O. change XML flag

P.O. EDI flag

P.O. fax flag

P.O. print flag

P.O. XML flag

Print engineering drawing number on P.O.

Print vendor catalog number on P.O.
Quote EDI flag

Quote fax flag

Quote print flag

Receiving advice EDI flag
Receiving advice XML flag
Reprint P.O. on vendor accept
Require P.O. accept

Send closeout acknowledgement
Ship via

Shipping schedule EDI flag
Shipping schedule fax flag
Shipping schedule print flag
Shipping schedule profile

Use assignee address.
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Purchasing field security is defined in the VNDPUR task. VNDPUR field-level security only applies
when PM is installed.

Both types of vendors

Field-level security has been defined for attributes that you can maintain when creating or

changing both types of vendors:

Abbreviation
Address format
Address 1
Address 2
Address 3
Address 4 (City)
Address 5
Contact
Country

E-mail

Fax

Mobile

Name

Postal code
State
Telephone
Web address.

Authorization to these attributes is controlled by edits on the server. For example, you can enter
data in address attributes, but PM validates you are authorized to add or change the data based
on the type of vendor you are maintaining.

Displaying and maintaining vendor attributes

Additional field-level security has been defined for attributes that you can either view or maintain.

If you are authorized to VNDAMTDSP, you can view the following attributes and if you are
authorized to VNDAMTDSP and VNDAMTMNT, you can maintain them:

Amount last year

Amount last year (local currency)

Amount to date

Amount to date (local currency)

Amount year to date

Amount year to date (local currency)
Discount lost last year

Discount lost last year (local currency)
Discount lost year to date

Discount lost year to date (local currency)
Discount taken last year

Discount taken last year (local currency)
Discount taken year to date

Discount taken year to date (local currency)
NEC amount last year

NEC amount last year (local currency)
NEC amount year to date

NEC amount year to date (local currency).
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If you are authorized to VNDAMTDSP, you can also view the following attributes:

Amount last year (alternate currency)

Amount to date (alternate currency)

Amount year to date (alternate currency)
Discount lost last year (alternate currency)
Discount lost year to date (alternate currency)
Discount taken last year (alternate currency)
Discount taken year to date (alternate currency)
NEC amount last year (alternate currency)

NEC amount year to date (alternate currency).

If you are authorized to VNDPRVDSP, you can view the following attributes and if you are
authorized to VNDPRVDSP and VNDPRVMNT, you can maintain them:

» Bank account 1
» Bank account 2
» Federal tax payer ID.
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Glossary

This glossary defines terms that are important for this application. It does not include all XA terms
nor all terms established for your system. If you do not find the term you are looking for, refer to
the Index in this book or to glossaries in other XA publications.

advance ship notice. An electronic notification, from the vendor or to the customer, regarding a
shipment.

assignee vendor. A vendor that receives payment for the goods and services your company
purchases. You use assignee vendors to process payments only. You cannot use assignee
vendors to process purchasing information, unless the assignee vendor is also a buy-from vendor.

batch/lot control code. The code indicating <Y/N> that an item requires batch/lot control.

blanket release. A purchase order that contains multiple shipments of an item on different due
dates.

buy-from vendor. A vendor that sells goods and services to your company. You cannot use a
buy-from vendor to process payments.

buy-from assignee vendor. A vendor that processes both payment and purchasing information.
If the vendor is not also its assignee, the Assignee attribute points you to the assignee that
contains the payment information for the vendor. If the assignee vendor is also its assignee, then
the Assignee attribute contains its assignee vendor number.

button. Rectangular shape containing text or a symbol that identifies an action that can be taken
a window.

card. A grouping in a set of related information about an object, called a card file.

card file. A set of related information about an object. Each set contains groupings of related
information, shown as a stack of tabbed index cards. Each group is a card.

check box. Type of selection attribute that allows you to turn an attribute value on and off.

control file. A file with options chosen at installation that controls the way XA applications relate
to each other.

controlled warehouse. A controlled warehouse is one in which an item can be stocked in more
than one location and can be tracked by batch/lot numbers and FIFO dates.

default container. Each shipment notice has a default container with a blank container ID.
Displays any items specified in an ASN as not being in a container.

EDI. See electronic data interchange.
electronic data interchange. A paperless electronic exchange of business documents.

entity. An entity stores information about the trading partners with which your company does
business. An entity can be used in multiple administrative divisions, but each entity has a single
administrative division, which controls how the entity can be used and maintained.

FIFO. See first in first out.
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FIFO date. The date the item was received in stock, whether at approved or unapproved status.
This attribute is maintainable only if FIFO control is active. On Transaction Processing audit trails,
the FIFO date attribute defaults to the transaction date if FIFO control is not active.

first in first out. A method of valuing inventory which assumes that items are consumed in the
same sequence in which they are received.

GRN. Goods received note number.
higher-level object. An object that contains other objects.

inspect on receipt code. The code indicating if an item requires inspection on receipt to confirm
that it meets design or shelf life standards.

inspection. The examining of completed production or purchased items to see that parts meet
tolerances and that work has been properly completed. It may or may not be a separate operation.

inventoried item. An item used on the shop floor as part of a manufactured item and which is
tracked in inventory.

item. Any raw material, manufactured or purchased part, subassembly, assembly, or end item.

line item. A line of information appearing on a customer or purchase order that identifies the item
wanted.

list windows. A window that contains a list of objects, such as a list of items or a list of
warehouses, with multiple columns of information per object.

lower-level object. An object that is contained in another object.

manifest. An invoice or list of items in a shipment.

manufacturing order. An order issued to the factory to produce a component or assembly.
miscellaneous item. An expense type of commodity, such as office supplies.

offline. Pertaining to equipment or devices not under control of the processing unit.

on hand. (1) Pertaining to stock that is immediately available for shipment. (2) Pertaining to items
available in the stockroom and within shelf life. Stock now on the receiving dock, in QC, or issued
to the shop floor is not considered on hand stock.

on-order. Pertaining to stock that has been requested on manufacturing or purchase orders but
has not been received.

over-shipment. When the vendor sends more of the purchase order item or purchase order item
release than ordered.

parent container. A shipment container that has another container directly inside it.

payment attributes. Attributes that have field security defined in the PAYMENT task. PAYMENT
field-level security only applies when PM is installed.



Page GL-3
Glossary

payment processing terms. Information needed on buy-from vendors to tell which vendor
handles the payments, that is, which vendor is its assignee. Payment processing information is
also needed on assignee vendors to tell how to handle the payments to be made for purchases, or
when IFM is installed, to tell which entity handles the payments.

pay-to vendor. See assignee vendor.

PO blanket item. A purchase order allowing multiple orders or releases of an item.

preferences. ldentifies the choices you can make for which view, subset, sort, card file, or
template you want to use with the current object: the last one you used, the default, or one you
select from a drop-down list.

price break. A discount given for some reason, such as paying early or buying in bulk.

production calendar. A calendar used in inventory and production planning functions that uses
the actual workdays your company is open for manufacturing.

purchase order. A document used to order specific materials for delivery on a required date.
Purchase order processing is the heart of both Purchasing and Procurement. It is here that
requests are communicated to the vendor and tracked.

purchasing attributes. Attributes that have field security defined in the VNDPUR task. VNDPUR
field-level security only applies when PM is installed.

purge. The process that deletes records in the Master and Data files and copies the files to a
History file.

quotation request. A request you send to the vendor asking for a quote for goods and services
your company intends to purchase.

receipt location. The location to use when receiving an item.
receipts. Merchandise or stock that is received in inventory.

receive complete option. The Receive Complete option provides a convenient way to receive
completely purchase orders, shipment notices, or shipment containers.

receive option. The Receive option provides a convenient way to receive scheduled receipts,
shipment container items, purchase order items, or purchase order item releases.

receive purchased item to dock (RD). Items that are received first to dock and then
subsequently are received to stock.

receive purchased item to inspection (RI). Items that are received into inspection first instead
of going directly to stock.

receive purchased item to stock (RP). Items that are received to stock straight away or
received to dock and to stock in a single process.

receiving calendar. A calendar used in inventory and production planning functions that uses
the actual workdays your company is open for receiving.
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release. (1) To authorize an order commitment by changing a planned order into a purchase
order or shop order. (2) To specify a date and quantity to be shipped under a blanket order. (3) To
ship goods to a customer.

released order. An order that has been issued to the shop floor or a vendor. Once released, it is
a commitment that can only be canceled or rescheduled.

requisition. A request for goods or services sent to the Purchasing Department from another
internal department. It contains the item and quantity, the date the item is needed and the person
and department creating the request for the item.

routing. A sequence of operations required to make a manufactured item.

scheduled receipt. An individual list item found on the Scheduled Receipts list window. See also
receipts.

scheduled receipt (shipment notice). A scheduled receipt that has an associated shipment
notice.

scheduled receipt (no shipment notice). XA creates this scheduled receipt to track items that
are ordered but are not notified on the shipment notice that they will be shipped.

scheduled receipts object. A collection of purchase order items and purchase order item
releases that are not completely received.

separation of duties. One person's work serves as a complimentary check on the work of
another. Implied in this definition is the concept that no one person should have complete control
over any business process from initialization to completion.

service item. Non-product expense, such as recurring utility charge.

shipment notice. Describes incoming vendor shipments against purchase orders, including the
item and quantities shipped, and the expected arrival date and time at the warehouse.

shipment objects. The Shipment Notices, Shipment Containers, and Shipment Container ltems
objects.

sort. A method of identifying the order in which the information about objects will appear in the list
window. Sorts can be ascending or descending. A sort has its own unique name and can be
public or private.

subordinate object. You access subordinate objects through the higher-level object to which the
subordinate object belongs. Subordinate objects provide additional information that relates to the
higher-level object. See also lower-level object.

subset. A method of narrowing a list of objects to a smaller list in the list window. A subset has its
own unique name and can be public or private.

system-link. System-Link provides an XML-based interface to the XA applications.

templates. A template is used to create a new object with a set of defaults. A template has its
own unique name and can be public or private. When you preview a template, it looks like a card
file.
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top level container. A shipment container that is not in another container but has containers
inside it.

transaction code. A two-character code that identifies inventory activities such as issues,
receipts, scrap, inspect, etc.

transaction date. The date a particular transaction was entered against an item.

transaction history. A sequential record of all transactions related to a major accounting activity.
For example, an inventory transaction history includes all transactions related to or affecting
inventory balances and costs.

unapproved item. Items whose QC type is QC due, Reject, or Waiting.

under-shipment. When the vendor sends fewer of the purchase order item or purchase order
item release than ordered.

unit of measure. A code indicating the measurement basis for inventory such as each, pound,
tons, gallons, or feet.

variance. The difference between standard and actual performance. Variance analysis can be
applied to costs, labor or machine hours, counts and balances, etc.

vendor. A supplier of components, materials, supplies, equipment, or any other type of goods or
services purchased by your company. See also assignee vendor and buy-from vendor.

vendor performance. Vendor’s effectiveness for supplying a purchased item.

view. A particular set of columns in a list window. A view has its own unique name and can be
public or private.

weighting factors. Factors defined in Procurement Management - Application Settings that
determine how much emphasis is placed on the latest purchase order for lead time, quantity
delivered, price difference (expected compared to actual), and quality (rejects and returns).

XML document. Are used by System-Link to exchange information between XA and other
applications.
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