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To the reader

To the reader

This book contains the information you need to understand and run this application. The information in this
book applies only to XA.

Before you begin

If you are not familiar with the System i (or previous products AS/400 and iSeries), please complete the
system education for the basic concepts of the server and its operating system.

What this book contains

Chapters 1 and 2 acquaint you with the application. Be sure to read the first two chapters before you use the
instructions in the remaining sections. Use these chapters to understand how this application works and what
you need to know to manage it.

The next group of chapters describes the options on the Main menus. For example, Chapter 3 contains
information about option 1 of the Main Menu. Each chapter includes information about how to use the panels
associated with the options. The last chapter describes the reports and forms for this application.

Use the appendixes to understand more complicated topics needed to implement Purchasing.
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Summary of changes

Summary of changes

The following changes have been made to this application:

Integration with EPDM:

If EPDM is installed, the Purchasing 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.

Position to Iltem:

If you select option 7 on the Purchase Order Entry/Edit display (AM64A01), with the item number, item
number and line number, or item number and release, but the item does not exist, you see an error
message and are returned to the previous screen.

If you select options 6 or 7 with item/warehouse or line number, an item number option is displayed
starting with the line number. The item just be for that purchase order and release number is ignored.

Outside operation purchase orders:

A purchase item/release comment is added on outisde operation purchase orders to identify the
manufacturing item, manfuacturing order, and operation. The comment was designed as follows:

Manufacturing order number/Operation number, Item number, Manufactured item description
Warehouse ID on Procurement Requsitions:

You can now maintain the warehouse ID for requisitions in Purchasing if the requisitions are not
associated with a purchase order.
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Chapter 1.

Introducing the Purchasing application

This chapter contains general information about Purchasing (PUR):

What PUrchasing dOES ..........coooiiiiiiiiiiiii e 11
How Purchasing works with other applications ... 1-2
The Purchasing Main MeNU...........ooiiiiiiiii e 1-6
How the information flows within Purchasing ............cccccci e, 1-7
How the application is designed ... 1-8
Overview Of @Uro CUrrENCY SUPPOM. .. .oeiii it ee e e e e e e e e e e e e e e e e e e e e annes 1-17
Using eWorkPlace with XA documentation ............ccccooiiiiiiiiiiiiic e 1-23

Some concepts and features that are common to most of the XA applications are
discussed in two other books: Getting Started with XA and Planning and Installing XA:

* Menus and panels (displays)
*  Group Job support

* Master file searches

* Audits and controls

»  Security

What Purchasing does

Purchasing is designed to improve productivity and management control in all
departments involved in procurement. The objectives of Purchasing are to provide up-
to-date information to improve decision making and to enhance communication, both
internally and with vendors.

Some benefits of Purchasing include:

* Reduces the time required to enter and maintain requests for quotes, requisitions,
purchase orders, purchase order revisions, invoices, debit memos, and order
close acknowledgments.

Because Purchasing retrieves the information necessary to complete purchase orders
and invoices, data processing personnel spend less time keying data.

* Reduces the time between initiation of the requisition and printing of the purchase
order.

Purchasing eliminates paperwork transfers between the purchasing and data
processing departments. The application also tracks priority requisitions so these
orders receive immediate attention.

* Reduces processing time for quotes, responses to quotes, purchase orders, pur-
chase order changes and acknowledgments, invoices, credits, remittances, and
shipping schedules using electronic data interchange (EDI) and the Electronic
Commerce (EC) application.

Improves communication between buyers, vendors, dock-to-stock, and payables
personnel.
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Purchasing reduces errors that occur because of poor communication. Better
communication is achieved with vendors because Purchasing automatically prints
standard messages and terms on purchase orders. You also can direct special
messages to vendors and internal personnel.

Improves control of purchasing activities.

Purchasing controls all purchase order activities from the time the requisition is
created until the invoice is paid. Benefits of this improved control include prevent-
ing overpayments, highlighting early shipments, and evaluating vendor perfor-
mance.

Improves productivity in receiving.

Purchasing controls dock-to-stock activities by:
- Identifying receipts that have incomplete documentation.

- Preparing a preprinted traveller to help identify each receipt as it moves from the
loading dock to a stock location.

- Allowing dock-to-stock personnel to correct transaction errors as they occur.

- Listing detailed instructions on the purchase traveller. These instructions reduce
or eliminate the problem of locating and maintaining separate documentation.

- Detecting bottlenecks.

Reduces the time required to fill purchase orders with reliable vendors who have
high quality materials at the best price, using the following techniques:

- Producing quotation requests

- Rating vendor performance to the item level as to price, delivery, quality, and
lead time.

How Purchasing works with other applications

Purchasing can interface with other XA applications. Each of these interfaces
provides additional functions either to Purchasing or to the interfacing application.
Refer to the general information manuals and user’s guides for the other XA
applications for additional information about interfaces. A brief discussion of each
application that works with Purchasing follows.

Purchasing interfaces

PUR sends information to ...

AP

AP

Purchase order information required to verify that invoiced items
were actually ordered, received as ordered, priced as expected, and
shipped as expected.

PR Approval requests for requisitions and purchase orders.
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Information about vendors, quotes, purchase orders and changes,
remittances, and shipping schedules so the appropriate EDI
transactions can be sent.

Purchase journal distribution.

Purchase order and receiving data from which IFM can generate
suggested invoices, defaults for generating estimated IFM taxes,
installment payments, and notes.

Purchase order information; updates the quantities on order; cost
adjustments from invoice entry.

Maintenance, Repair, and Overhaul (MRO) information on various
reports and inquiries; vendor and vendor/item maintenance for MMS
specific data; contract prices for MRO requisitions; actual invoice
amounts and quantities.

Scheduled receipts for purchased parts.
Cost of outside operations and miscellaneous charges.

PUR receives information from ...

AP

APPR

EC

IFM

MMS

MRP

EPDM/PDM

Invoicing status to determine when purchase orders are ready to
close.

Information on approval routes, approver IDs and limits, and
approval status used to update requisitions and purchase orders.

Information about quote responses, purchase order
acknowledgments, invoices and credit memos so that the
appropriate EDI transactions can be received.

Updated invoice data, estimated IFM taxes, and estimated
installment payment schedules. Purchase orders generated as part
of an interdivision transfer.

Purchase order receipt tracking via purchasing transactions,
purchase orders, releases, or requisitions generated for order point
items from the Reorder report.

Purchase orders for MRO items and related ledger transactions from
purchased MRO item receipts

Automatically generates planned requisitions and purchase orders
for release via purchasing auto release.

Routing information.

Accounts Payable (AP)

If Accounts Payable is installed, invoice entry and vendor file maintenance can occur
in Purchasing or AP.

Electronic Commerce (EC)

If Electronic Commerce is installed and interfacing, you can exchange business data
electronically with your trading partners. You can process EDI data in both EDIFACT
and ANSI standard formats. EC provides an interface between XA and any EDI
translator. In addition to handling the sending and receiving of EDI transactions, EC
also provides an extensive file maintenance function as a point of entry for all of EC’s
setup tasks and for tasks related to transaction sets and error corrections. In
particular, Purchasing supports quotes, purchase orders, PO changes, PO
acknowledgments, shipping schedules, invoices, credit memos, and remittances.
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The EDI product available in prior XA releases is still supported by this release of XA.
It remains functionally unchanged. However, the new EC application and the old EDI
functions are mutually exclusive and cannot co-reside in the same installation.

General Ledger (GL)

If General Ledger is installed and interfacing and Accounts Payable is not installed,
Purchasing passes purchase journal distribution and cash disbursements
transactions to it. GL uses these transactions as if they had been entered by the GL
application.

International Financial Management (IFM)

If IFM is installed and interfacing, you can tell IFM to generate automatically
suggested invoices from purchase orders and receipt data. You can enter default data
for IFM ledger entries. You can do business with one vendor in multiple currencies.
Purchase orders and purchased items in the Vendor/Item file reference IFM units,
natures, and charge types. Purchase order freight and special charges reference IFM
charge types. IFM allows you to accrue for invoices that are in “hold” status pending
approval. IFM also scans open purchase orders for items that have been received but
not invoiced and automatically creates invoices for the received quantities. You also
can enter defaults that will be used to calculate an estimate of IFM taxes and
installment payments. You can designate a note method to use if this PO will be paid
by using a note.

Inventory Management (IM)

Inventory Management is a prerequisite to installing Purchasing. When Purchasing is
installed with IM, all purchase orders are entered and closed through Purchasing and
all receiving transactions are entered through IM. Purchasing updates the quantities
on-order in IM. Purchasing can pass cost adjustment transactions to IM. Purchasing
verifies the purchase order, item, and warehouse numbers of a cost adjustment
transaction when the transaction is entered. Purchasing also provides IM with
purchase order tracking and receiving information. IM’s Reorder report can generate
automatically requisitions and purchase orders for order point items that fall below
their reorder point.

Maintenance Management System (MMS)

If MMS is installed and interfacing, MMS creates purchase orders for Maintenance,
Repair, and Overhaul (MRO) items that are tracked in Purchasing throughout the
receiving and invoicing cycle. MMS is used to define entities, do work request and
work order processing, and preventive maintenance processing. MMS can generate
purchase orders from an inventory reorder report, from an MRO requisition, or from a
work order. Purchasing then tracks the receipts against the purchase order and
processes the invoices. Receipt and invoice information is passed back to MMS in
order to update MRO inventory records. Finally, MMS sends ledger transactions back
through IM to be processed by General Ledger.

You can use the MMS Approval application along with the Foundation application to
implement electronic approvals for XA Purchasing’s requisitions and purchase orders.
You can define approval routes and approver limits. You can review all your pending
approvals and forward an approval to someone else along the approval route, as well
as add your own comments that others on the route can see. Support for approval
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processing for requisitions only, purchase orders only, or for both is selected in
Purchasing Control file (PURCTL) maintenance.

You can get electronic approvals by using the Approval and Foundation applications
without using MRO Inventory or the Maintenance Management applications of entity
management, work order management, or preventive maintenance.

IFM and MMS do not integrate with each other. References to MRO fields on
Purchasing panels and reports are not applicable if IFM is interfacing with Purchasing.

Material Requirements Planning (MRP)

If MRP is installed and interfacing, requisitions, purchase orders, held purchase
orders, blanket and fixed blanket purchase orders, and held blanket and held fixed
blanket orders, can be generated automatically from planned orders.

Production Control and Costing (PC&C)

If PC&C is installed and interfacing, Purchasing can pass miscellaneous charge and
outside operation transactions to it. Purchasing verifies the manufacturing order
number and the miscellaneous charge number for miscellaneous charge transactions.
When you enter invoices and credit memos, Purchasing verifies the manufacturing
order number and the operation sequence number for an outside operation
transaction.

Enterprise Product Data Management (EPDM)/Product Data
Management (PDM)

If PDM is installed and interfacing or EPDM is activated, you can retrieve standard
dock-to-stock routings for items. However, even without EPDM/PDM, you can create
purchase order operations for a particular item.
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The Purchasing main menu

To understand the main functions of Purchasing, look at the Purchasing main menu.

4 )

AM6MOO Purchasing kK ek kK kK
Main Menu

Type option or command; press Enter.

Purchase Order Processing >>
Payables Processing >>

Inquiry >>

Reports >>

Purchase Order History >>

File Maintenance >>

File Listings >>

Monthly General Ledger Entries >>
Work with Purchasing >>
Revaluation

O WO IO U B WN

i

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

o )

Option 1. Purchase Order Processing. Use this option to enter, edit, or process
quotations, contracts, requisitions, purchase orders, and purchase order operations.
You can print quotations, purchase orders, debit memos, and travellers and close out
and purge purchase orders. You can print the Transaction Register showing all IM
transactions that were generated during Purchase Order Enter/Edit. You also can
create shipping schedules (printed or EDI'd) from purchase orders.

Option 2. Payables Processing. Use this option to enter invoices and credit memos
interactively or from offline files. You also can print the Invoice Transaction Proof/
Register, post entries, and process invoices received via electronic data interchange
(EDI). When IFM is installed, this option is disabled; all payables processing is
handled using IFM’s Accounts Payable Tasks menu.

Option 3. Inquiry. Use this option to access information about an item, purchase
order, invoice, and certain master file information. You can also access information
about a vendor’s or buyer’s performance rating.

Option 4. Reports. Use this option to print reports based on information in your
Purchasing files.

Option 5. Purchase Order History. Use this option to inquire, archive, restore, and
delete purchase order history information.

Option 6. File Maintenance. Use this option to select the Purchasing master file,
code file, or control file you want to maintain.
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Option 7. File Listings. Use this option to print the contents of the master files used
by Purchasing. You also can print the contents of the General Ledger Chart of
Accounts.

Option 8. Monthly General Ledger Entries. Use this option to print the Temporary
General Ledger Listing, or print and clear the Temporary General Ledger file. When
IFM is installed, this option is disabled.

Option 9. Work with Purchasing. Use this option to work with various Purchasing
information. You can work with information organized by item, buyer, or purchase
order. You also can work with purchase planning schedules created by MRP.
Choosing the buyer option gives you access to the Buyer Activity feature that displays
a list of all activity logged by Purchasing or other applications so you can work with
each event listed as needed.

Option 10. Revaluation. Use this option to recalculate the local currency amounts for
quotations and contracts, purchase orders, and open accounts payable. When IFM is
installed, open payables revaluation is disabled.

How the information flows within Purchasing

Figure 1-1 on page 1-8 summarizes the flow of information in Purchasing. The
numbers in the following discussion refer to this figure.

1. Requisitions are entered at a work station or are created with information from IM
or MRP. Requisitions can be approved electronically using the Approval applica-
tion.

2. Quotations and contracts also are entered at a work station. Requests for quotes
can be sent and quote responses received using Electronic Commerce.

3. Purchasing prints various analysis reports to help you make and prioritize pur-
chasing decisions.

4. Purchase orders can be entered at a work station, can be drawn from open requi-
sitions, can be received from the Order Review file in MRP, can be received from
MMS, can be received for order point items from IM’s reorder report, or can be
received from IFM as part of an interdivision transfer. Pricing information can be
received from accepted contracts. Purchase orders can be approved electroni-
cally using the Approval application. Purchase orders and purchase order
changes can be sent and purchase order acknowledgments received using EC.
Shipping schedules can be created and sent electronically using EC.

5. Purchasing transactions, entered through IM or automatically generated during
Purchase Order Enter/Edit, track all outstanding purchase orders. As orders are
received, you can print receiving reports. Purchasing accepts standard routings
from PDM and also allows maintenance to the routings for unique purchase order
requirements. This lets you define by item per purchase order the specific steps a
receipt must go through to get from the dock to stock. Vendor performance is cal-
culated when an item or release is complete.

6. Invoices can be entered at a work station, from a data file you create, or from the
vendor via EDI. Purchasing passes invoice information to Accounts Payable or
IFM so invoices can be paid.

7. Purchasing can close by date and purge a purchase order only when it is com-
pletely received and invoiced. However, you can select and close manually any
purchase order at any time. During the purge procedure, vendor performance rat-
ings are calculated again and the entire purchase order is saved to history. Then,
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Figure 1-1. Purchasing information flow

How the application is designed

Files

In XA, a standard system structure supports the application and system functions.
Most of the structure elements; for example, using menus and displays, and group job
support are discussed in Getting Started with XA. Some of the structure elements are

discussed here.

Information in Purchasing is maintained in three kinds of files: a System Control file,
master files, and work files.
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System Control file

The System Control file (SYSCTL) is the major system file for XA. It shows
information used by more than one application or operation. When you install an
application and enter responses to the questionnaire, the information is stored in
SYSCTL. It contains the functional options you chose, the report options you chose,
and any constant information you entered (such as company name). To change
information in the System Control file, answer the questionnaire again or use Cross
Application Support file maintenance.

Master files

Purchasing creates master files during application tailoring. Information contained in
these files is relatively permanent and is used repeatedly in processing purchase
orders, requisitions, quotations, and reports. For example, vendors’ names and
addresses are stored in the Vendor Master file. This information is termed “static”
because it is seldom changed. “Dynamic” information, also contained in master files,
includes items such as quantity received. Some of the master files have a field or
group of fields called a key. The key is used to identify a record in the file and to
access information from the record. Purchasing uses the following master files.

Buyer Master file (BUYERF) . The Buyer Master file contains the records for each
buyer. Each record includes information such as name, user id, department, phone
number, days early or late, over and under shipment, and buyer performance rating.

Free On Board Master file (FRGHTF) . The Free On Board Master file contains all
the codes and descriptions for your FOB points.

General Ledger Master file (GELMAS) . Purchasing uses this file for verification of
account numbers and for keeping account balances. Purchasing updates this file only
if you chose the General Ledger distribution option during application tailoring. This
file is not used if IFM is interfacing.

In the General Ledger Master file, the company number, general ledger account
number, and the record type code (assumed to be 1 for current record) are used
together to identify each record. A current budget record and a last-year record may
also be present for each general ledger account. The type code of these records is 2
and 3 respectively. Each record includes its description and the account balance.

Item Balance file (ITEMBL) . The ltem Balance file contains one record for each
unique item number per warehouse. Each record includes data for managing
inventory, such as quantity on hand, quantity on order, historical usage, and lead time.
The purchase unit of measure and conversion factor are also stored here. ITEMBL is
shared with IM, COM, PDM, MRP, FCST, MPSP, and PC&C.

Item Master file (ITEMAS) . The Item Master file contains at least one record, the A-
record, for each unique item number. The A-record has two types of information:
general item and pricing/material planning. The general item information includes
fields such as item description, item type, and stocking unit of measure. The pricing/
material planning information includes fields such as base price, price unit of
measure, and demand time fence. If Product Data Management with product costing
or the full version of Material Requirements Planning (MRP) is installed, the Item
Master file will have a B-record following the A-record for each item. The B-record has
costing and MRP information, such as forecast quantity, standard lot size, and cost
technique code.
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There is also a C-record containing unique information for purchased items. Each
record includes information such as the unit cost, lead times, buyer number, tolerance
percentages, weighted averages, item class, preapproved item flag, and purchase
commodity code.

The Item Master file belongs to Product Data Management. It is also used by the
Forecasting (FCST), Customer Order Management (COM), Inventory Management
(IM), Master Production Schedule Planning (MPSP), Material Requirements Planning
(MRP), Production Control and Costing (PC&C), Sales Analysis (SA), and other XA
applications.

Purchasing Activity file (PURACT). The Purchasing Activity file contains logs of
activity against Purchasing documents.

Purchasing Control file (PURCTL) . The Purchasing Control file contains user-set
options that control certain purchasing functions, such as electronic approvals or the
forms type you want to use for purchase orders. These options are in addition to those
defined during Install/Tailor.

Ship Via Master file (SHIPVF) . The Ship Via Master file contains the codes and
descriptions for all the ways goods can be shipped.

Standard Message file (STDMSG). The Standard Message file contains standard
comments that may be attached to quotes, contracts, requisitions, or purchase
orders. The standard messages can be retrieved by number at any point in the future
to save you typing time.

Standard Message Header file (STDHDR). The Standard Message Header file
contains one record per standard message ID. This file contains the Copy In code to
indicate if the message should be copied and retained in the POCOMT file to allow
you to change the text or enter variable information.

Terms Master file (TERMSF) . The Terms Master file contains codes and
descriptions for all the terms you negotiate with your vendors.

Vendor Master file (VENNAM) . The Vendor Master file is used to provide all
information concerning vendors. It has vendor name, address, phone number, contact
person, discounts, and last payment date. It also carries information that is unique to
Purchasing, such as multiple lines per order, blanket order, and drop-ship order
acceptability, as well as vendor statistics. This file also contains the media type that
you and the vendor have agreed to use for the various Purchasing documents.

Vendor/Item Master file (VENITF) . The Vendor/ltem Master file contains one record
for each vendor and item relationship that you have. The vendor/item record contains
information particular to this vendor/item combination.

Warehouse Master file (WHSMST) . The Warehouse Master file contains the record
for each warehouse you have defined in XA. Each record defines whether the
warehouse is a controlled or a primary planning warehouse and a planning
warehouse code.

Warehouse Ship-to Master file (SHPMST) . The Warehouse Ship-to Master file
contains the records for each warehouse/ship-to identifier (ID). Each record contains
information such as name, address, phone number, and contact person.
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Three IDs are reserved for special use. Warehouse Ship-to ID 999 is reserved for
your default ship-to address. ID 998 is reserved for your default bill-to address. And,
ID 997 is reserved for your company’s main address; this address prints on Quotation
Requests.

Work files

Purchasing creates Work files to hold information that changes frequently as
transactions are processed through the system.

Calendar file (CALNDR) . The Calendar file is used to calculate dates from lead
times. You can define multiple production and receiving calendars. CALNDR is
shared with MRP, PC&C, FCST, MPSP, and IM.

Contract file (CONTRF) . The Contract file contains the details for each contract you
have. A contract is for one vendor and one item.

Manufacturing Order Master file (MOMAST) . If Purchasing is interfacing with
Production Control and Costing, the Manufacturing Order Master file is used to verify
the order number of outside operations transactions.

Open Order Miscellaneous Detail file (MOMISC) . If Purchasing is interfacing with
Production Control and Costing, the Open Order Miscellaneous Detail file is used to
describe costs for manufacturing orders that cannot be related directly to any
particular job step. Miscellaneous charges can be used for fixed as well as variable
costs.

Open Order Operations Detail file (MOROUT) . If Purchasing is interfacing with
Production Control and Costing, the Open Order Operations Detail file is used to
verify the operation number for outside operation costs.

Open Payables file (OPNPAY) . The Open Payables files contain records of all the
open invoices and credit memos to be paid. The following files make up the Open
Payables files:

OPNPAYH Purchase Order header

OPNPAYM Invoice header

OPNPAYN Invoice detail

OPNPAYO Name and address

OPNPAYP Payment detail

OPNPAYS Special Charge, Tax, and Freight detail
OPNPAYT Extended Tax

In the Open Payables files, the company number, vendor numbers, payment selection
number, record code and a system-generated distribution sequence number are used
together to form the key to identify each record. Generally, when you want information
about a specific invoice you will need to know only the company number (if you have
more than one company), vendor number, and the payment information that was
assigned to the invoice when it was added to the Open Payables file.

Override file (OVERRD) . The Override file contains a record for every bill-to override
created during the purchase order entry task. A record is also created when
miscellaneous vendors are used during the purchase order entry task. The records
are removed from the file when the associated POMAST record is deleted.
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Purchase Order Detail file (PODATA) . The Purchase Order Detail file is a logical
view over physical files Purchase Order Item, Blanket, Comment, and Debit Memo.
PODATA contains all the detail information pertaining to the purchase orders.

Purchase Order Master file (POMAST) . The Purchase Order Master file contains
one record for each active purchase order in the application. This record contains
information such as vendor name and address, ship-to and bill-to addresses.

Purchase Order Comment file (WKPOCO) . The Purchase Order Comment file is
used in conjunction with POCOMT for PO message and comments interface.

Purchase Order Item file (POITEM) . The Purchase Order Item file contains one
record for each item on each purchase order.

Purchase Order Blanket file (POBLKT) . The Purchase Order Blanket file contains
one record for each blanket release on a purchase order.

Purchase Order Comment file (POCOMT) . The Purchase Order Comment file
contains all comment records associated with purchase orders. The records can be
order comments, item comments, release comments, and/or debit memo comments,
and extended descriptions.

Purchase Order Debit Memo file (PODEBT) . The Purchase Order Debit memo file
contains a record for each debit memo entered against a purchase order. The records
in PODEBT are created during transaction entry by the Vendor Return (VR)
transaction and can be maintained in purchase order entry/edit.

Purchase Order History Detail file (POHIST) . The Purchase Order History Detail
file is a logical view over physical files Purchase Order History Item, Blanket,
Comment, and Debit Memo. POHIST contains all the historical detail information
pertaining to online and/or restored purchase orders.

Purchase Order History Item file (POHISTI) . The Purchase Order History Item file
contains POITEM records for orders which have been purged.

Purchase Order History Blanket file (POHISTB) . The Purchase Order History
Blanket file contains release records for orders which have been purged.

Purchase Order History Comment file (POHISTOC) . The Purchase Order History
Comment file contains POCMNT records for orders which have been purged.
Application tailoring and each record’s print code together determine which comment
records are saved in POHISTOC.

Purchase Order History Debit Memo file (POHISTD) . The Purchase Order History
Debit Memo file contains PODEBT records for orders which have been purged.

Purchase Order History Override file (POHSTO) . The Purchase Order History
Override file contains OVERRD records for orders which have been purged.

Purchase Order History Vendor/Item file (POHSTV) . The Purchase Order History
Vendor/ltem file contains the vendor performance for each Purchase Order/Vendor/
Item written to history. A record is written to this file at purchase order close and purge
if vendor performance is selected to go to history.
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Major reports

Purchase Order Operations file (POROUT) . The Purchase Order Operations file
contains records for released purchase orders. The records contain information such
as the actual labor performed, hours, and sequence used in routing an item from dock
to stock.

Purchased Item Commodity Code file (PURCOM) . The Purchased ltem
Commodity Code file contains one record per purchased item commaodity code.

Quantity/Price file (QTYPRF) . The Quantity/Price file contains up to 20 quantity/
price breaks for a quotation and/or contract.

Quotation file (QUOHDF). The Quotation file contains the details of a quote for a
particular vendor/item.

Quotation Comments Master file (QUOCMF) . The Quotation Comments file
contains comments related to a particular quotation.

Requisition file (REQHDF) . The Requisition file contains one record for each
purchased part requirement. The record contains information such as the quantity and
date required, and the originator.

Requisition Comment file (REQCMF) . The Requisition Comment file contains
comments related to a particular requisition.

Routing file (ROUTNG) . Purchasing uses the Routing file for standard dock-to-stock
operations and their sequences. The records include information such as the facility
ID, operation status, previous and next operation, and the standard hours.

Temporary General Ledger file (TEMGEN) . Purchasing posts transactions to the
Temporary General Ledger file. The records include transactions that are waiting
period close.

Traffic Routing Table file (TRFMAS) . The Traffic Routing table file contains one
record per range of postal codes.

Vendor Description file (VENDSF) . The Vendor Description file may contain an
extended description for each vendor/item combination. This description prints on the
quotation requests.

Purchasing provides reports for the control and tracking of the entire purchasing
process. The reports provide crucial information to assist in decision making and to
avoid costly mistakes resulting from poor communication. The major reports are:

Open Purchase Order Report

Nine open purchase order report options are available. Each prints data on a select
range or group of open purchase orders.
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Requisition Analysis

Three requisition analysis report options are available. Each prints data on a select
group or range of prioritized requisitions. They pinpoint backlogs and help determine
purchasing overload and buying bottlenecks.

Purchase Price Variance

This report shows differences between standard, expected, and actual costs. Specific
data can be selected and the report printed in a variety of sequences. The report can
also be used for comparisons to average and last cost.

Dock to Stock Work List

This report prints prioritized dock to stock workloads by department, work center, or
foreman, and tracks the progress of purchase order receiving activities in your
warehouses.

Buyer Worksheet

This report prints open orders, recent history, open requisitions, and the primary quote
for a given item for use in buyer decision making. An online version of a buyer
worksheet also is available through the Work with Purchasing views by buyer.

Cash Commitments

This report forecasts future currency commitments and prints a list of past
expenditures.

File Listings

Nine file listing report options are available. Each prints selected data on information
currently maintained in the master files.

Invoice Reports

Three invoice report options are available. Each prints data analyzing the invoice
status of select data.

Debit Memo Reports

These reports print listings of all open debit memos. Ranges and sequences can be
specified.

Quotation/Contract Analysis
This report prints all quotations and contracts in item, vendor or buyer sequence.
Purchase Order Closeout Audit

This report prints all purchase orders selected for close.
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Inquiries

In addition to reports, you can request specific information to appear on the display. A
request of this type is called an inquiry. Purchasing also provides master file search
options on buyer, vendor, item, general ledger account, ship-to, standard message,
terms, free on board, and ship via. You can enter a name or description or a portion of
a name or description. All entries containing the characters you entered appear on the
master file search display. You can then select the entry about which you want to
inquire. In Purchasing, you can inquire about:

Purchase Orders: Shows the details of a specific purchase order, all orders for an
item, or purchase orders outstanding by vendor.

Item Master: Shows the details of general item information, pricing/material planning
information, additional cost/MRP Information, and Purchasing/additional MRP
information.

Requisition Master: Shows the details of a specific requisition or all requisitions for a
specific item.

Vendor Master: Shows the details of all vendor records stored in the file.

Vendor Performance: Shows vendor performance ratings and statistics for the
vendor overall, for each item the vendor supplies, or for each order for each item. You
can also use this as a commaodity class inquiry to see all vendors supplying items of a
particular commodity class. You need special security clearance to take this option.

Buyer Performance: Shows a buyer’s performance ratings. You can see the number
of orders early and late, and the number of over and under shipments. You need
special security clearance to take this option.

Purchase Order History: Shows the details of closed purchase orders by vendor,
item, or purchase order number. You can inquire into current history or a restored
history file. This option provides the same function as Open Purchase Order inquiry.

Invoices and Credit Memos: Shows the details of specific invoices, invoices for a
specific order, and all orders for a specific invoice.

Quotation/Contract Master: Shows all details for a quotation or a contract, including
the quantity/price breaks, all current quotes for a specific vendor/item, or all contracts
for a vendor or item.

Vendor/ltem Master: Shows all the detail about a vendor/item relationship. You can
also see all the vendors supplying an item or all items supplied by a vendor.

Data entry and update methods

Data entry is the process of getting your transaction data, such as purchase orders,
into the system. Updating is the process of applying the entered transactions to your
master files.

You can update the master files with the entered receiving transactions in two ways:
immediately after they have been entered and edited or by the batch. The first way is
called immediate or online update; the second way is called batch update. Immediate
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Batches

update requires interactive data entry and applies the transactions to the master files
as soon as they are entered. Batch update uses an entire batch of transactions that is
entered either interactively or from an offline device and then edited and held in a
transaction file until the update operation is requested.

The primary advantage of interactive data entry with immediate update is that master
files are up-to-the-minute; the response to an inquiry, for example, takes into account
the transaction that was entered seconds ago. The primary advantage of batch
update is that transactions can be processed whenever you choose—such as during
periods when the system is not busy answering inquiries and editing transactions.

A batch, as indicated in the preceding discussion, is a group of transactions that are to
be processed together and applied to the master files. The transactions can be
grouped by type, by order of occurrence (such as one batch for each 100
transactions), or by some other category that suits your business.

The transactions are entered into the system from a work station or from an offline
device. Either way, they become records in a transaction file in disk storage.

The application keeps track of each batch’s status and shows it on the Data Entry
Control display. This display, therefore, is the starting place for any interactive data
entry, whether for entering a new batch of transactions or for working on an existing
batch that was entered interactively or from an offline device.

Conflicting procedures

Lockups

Purchasing restricts selected functions from occurring at the same time. Refer to CAS
User’s Guide for more information.

Under certain conditions, Purchasing programs may lock up (that is, remain input-
inhibited) with other programs. These lockups generally occur when two or more work
stations attempt to access the same record simultaneously. Although these situations
are relatively infrequent, they can occur when files are being updated. Lockups can
occur during purchase order/entry edit or file maintenance.

To avoid a lockup situation, it is recommended that you schedule file maintenance
such that it does not run simultaneously with purchase order entry/edit. However, if
you choose to perform these functions simultaneously and lockups occur, it is
recommended that you cancel the file maintenance program, which will unlock any
other input-inhibited programs. Do not cancel any other programs. After the lockup
has been resolved, restart the file maintenance function. Note that you will need to
reenter the changes for the record that was displayed when the lockup occurred.
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Overview of euro currency support

As of January 1, 2002, the euro currency became effective and replaced the following
European currencies:

ATS Austria, Schilling

BEF Belgium, Franc

DEM Germany, Deutsche Mark
ESP Spain, Peseta

FIM Finland, Markka

FRF France, Franc

GRD Greece, Drachma

IEP Ireland, Pound

ITL Italy, Lira

LUF Luxembourg, Franc

NLG The Netherlands, Guilder (also called Florin)
PTE Portugal, Escudo

VAL Vatican City, Lira

For possible new EU members, the European Monetary Union (EMU) regulations
provide for a transition phase during which the currencies are said to be euro-
participating. During this time EMU regulations state that members can comply with
governmental reporting requirements in either their national currency or in euros. Your
company’s employees have the right to be paid in your national currency and
government payroll reports must be in that currency once the transition phase is over.

Ensure that your business is completely ready to convert to euros before you attempt
this effort. Be aware, though, that the actual conversion process is lengthy, so do not
wait to begin the planning process.

Warning: Convert all your systems, offline files, and spreadsheets at the same time.
You risk contamination of your data if your conversion is incomplete.

Warning: These XA applications do not support the conversion of local currency
amounts to euros:

+ Accounting Management Accounts Payable

» Accounting Management Accounts Receivable
« Accounting Management General Ledger

» Financial Analysis

+ Payroll

XA provides two types of assistance to help you deal with euro currency:

» Application functional enhancements: XA provides enhancements to help you
manage trading currency amounts when your trading partners start doing
business in euros in:

- Customer Order Management (COM)
Purchasing/Procurement Management (PUR/PM)

- International Financial Management (IFM)

- Accounting Management Accounts Payable (AP)

- Accounting Management Accounts Receivable (AR).

» Local currency conversion tool: For companies within euro-participating countries,
XA provides a tool to convert your local currency when your organization converts
your books to euros. Use this tool only once.
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The tool, the Euro Currency Conversion Aid (ECCA), is available to all XA
Release 5 and later customers. Use the Euro Currency Conversion Aid Guide to
help plan and implement your conversion efforts. ECCA converts the local
currency values from a euro-participating currency to the euro in one or more of
the following:

- Local currency values in a Infor environment
- IFM financial divisions in a Infor or non-Infor administrative division
- |IFM cash books in a Infor or non-Infor administrative division.

XA provides these functions in support of euro conversion:

The ability to:

- Convert current currency through triangulation
- Print alternate currencies on trading partner documents and reports
- Toggle between currencies: local, trading, or an alternate

Additional customer and vendor capabilities for multiple currencies

Additional COM price book capabilities through offline load and euro price book
generation

Additional IFM capabilities for multiple currencies.

See the XA user’s guides for information about euro support for the following specific
applications:

Cross Application Support

Customer Order Management

International Financial Management
Procurement Management

Purchasing

Accounting Management Accounts Payable
Accounting Management Accounts Receivable.

This table shows how XA applications are affected by conversion to euro:

Table 1-1. XA applications affected by euro

Functional Local
Application changes conversion
Accounting Management Accounts Payable Yes No
Accounting Management Accounts Receivable Yes No
Accounting Management General Ledger No No
Capacity Requirements Planning No No
Contract Accounting No Yes
Cross Application Support Yes No
Customer Order Management Yes Yes
EDI support (pre-EC) Yes No
Electronic Commerce No Yes
Enterprise Product Data Management No Yes
Estimate and Quote Management No Yes
Executive Information System Yes Yes
Financial Analysis No No
Finite Capacity Planning/Scheduling No No

Forecasting No Yes
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Functional Local
Application changes conversion
International Financial Management Yes Yes
InterSite Logistics No Yes
Inventory Management No Yes
Knowledge-Based Configurator Yes Yes
Maintenance Management System No No
Manufacturing Performance Analysis No Yes
Infor Browser No No
Marketing Monitoring and Analysis Yes No
Master Production Schedule Planning No Yes
Material Requirements Planning No No
Materials Management No No
Multiple Environment InterSite Logistics No Yes
Order-Based Production Management No No
Payroll No No
PowerVision No No
Procurement Management Yes No
Production Control and Costing No Yes
Product Data Management No Yes
PDMPlus No No
Production Monitoring and Control No Yes
Purchasing Yes Yes
Repetitive Manufacturing Yes No
Sales Analysis No Yes

Application functional enhancements

These functional enhancements are used by many XA applications:

» Alternate currency printing
» Toggle between currencies

» Support for financials, depending on which of the following is installed:

- XA Accounting Management financials
- XAIFM
- Third-party financials

» Currency conversion routines

» Currency exchange rate overrides

» Trading partner reports.

Alternate currency printing

Documents you send to your trading partners can be printed with the details in euro-
participating currency or in euro. Where applicable, you can print the totals in both
euro-participating currencies and euros. These include:

» Customer quotes
¢ Invoices
e Purchase orders
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Debit memos

Shipping schedules
Order acknowledgements
Customer statements
Delinquency notices
Collection letters

Audit confirmation letters.

Toggle among currencies

With the introduction of the euro, your customers and vendors may convert to the
euro at any point of time during the transition period. They may have orders, quotes,
invoices, and so forth, denominated in both euro-participating currencies and the
euro. The toggling enhancement modifies the current toggling function available in
Infor. This function allows a users to view a euro-participating order, quote, invoice,
and so forth, in euro and is intended to help you handle inquiries about the status of a
trading partner’s account.

IFM installations

You can toggle between euro-participating amounts and the euro. Depending on the
inquiry you use, if the ledger, entity, or transaction is denominated in a currency that is
euro participating, the toggle to euro is available. The following inquiries are included:

* Online Business inquiry
» Personal Ledger inquiry
» Cashbook inquiry.

Non-IFM installations

You can see the amounts of a transaction in up to three currencies: local, trading, and
alternate. The alternate currency is available as an alternative to the trading currency
when the trading currency is either euro or euro-participating. Toggling capabilities
allow you to see amounts in all three currencies when they are different. This provides
the ability to work with transactions in currencies other than the currency in which they
were entered. This is especially useful during the euro transition period when
transactions are sometimes viewed in the national currency and sometimes need to
be looked at in the euro currency.

As an example, a payment is made in euros but the quote, contract, order, or invoice
is denominated in a euro-participating currency. You can view the original transaction
in euro even though it was entered in the national currency. You define the
transaction’s alternate currency as the euro in order to toggle.

Another example is one in which a euro-denominated order or invoice will be paid in a
euro-participating currency. In this case, you define the alternate currency as the
national currency and toggle from euro to the national currency.

The following XA applications use this feature:

COM

Purchasing/Procurement Management
AP

AR.



Contents

|ndeX Page 1-21

Euro support with Accounting Management financials installed

A customer or vendor can only have one primary currency. You cannot change the
currency ID for these customers and vendors. If a customer or vendor uses a euro-
participating currency, you must create a new customer or vendor for the trading
partner when the trading partner converts to euro. You can copy an existing customer
or vendor record and change the currency to euro.

» COM Customer Copy: This function copies all default customer information such
as ship-to and tax registration to the new customer number. It defines a reference
between the newly created customer number and the old customer number. Use
credit checking to account for the new customer number you created.

» Purchasing Vendor Copy: This function copies all default vendor information and,
optionally, all vendor/items records. It also optionally updates the Item Master and
Item Balance files with the new vendor number.

Warning: Accounting Management Accounts Payable and Accounting Management
Accounts Receivable do not support the conversion of local currency amounts to
euro.

Euro support with IFM installed
Multiple currency vendors

If you use IFM financial applications, you may change the currency ID in the vendor
master file when the trading partner converts to euro. This currency ID will be the
default when you enter quotes or orders. You may override the currency to any valid
currency ID. Vendor totals in the vendor master file are converted from the old trading
currency to the new trading currency as defined in the file. Throughout XA, the
currency is no longer dictated by the currency ID of the customer or vendor; it is
defined by either the transaction or the order record.

Multiple currency customers

When IFM and COM are both installed, the IFM financial division is the same as a
COM company. The customer number created in COM is a combination of an IFM
entity and a two-digit suffix derived from the personal ledger defined for the customer.

You can define a personal ledger on the customer master file. This is the default on
order entry. You can override the personal ledger on the customer master on order

entry to any valid personal ledger. A personal account data record must exist for the
personal ledger override.

Personal accounts

Once you create personal ledgers for IFM accounts receivable and accounts payable
for the euro in each financial division, you can “mass create” personal account
records for each entity identified. The defaults from the personal ledger are used to
create the personal accounts.

Credit check

You can credit check IFM entities within a financial division. In COM, any customers
within a COM company for the associated entity can be credit checked in the entity
currency.
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IFM accounts receivable cash receipt

You may receive a cash payment that is different than the invoice amount because of
rounding differences. Because these differences can have a major impact on IFM
cash receipt processing, IFM supports both positive or negative adjustments to
invoices to allow for efficient processing of cash receipts.

IFM alternate currency automated payments

IFM can automatically generate payments using Payment List and Notes Collection
Lists in a currency different from the invoice’s transaction or cash book currency. You
can:

» Enter an exchange rate override if either the payment currency or the financial
division currency are non-euro participating.

» Use a payment currency different than the cash book or invoice currency.
Payment lists are generated based on the selection criteria and the personal
ledgers you select.

» Check to ensure valid exchange rates exist for a split payment list. In they exist,
the payment currency is the same as the original payment list.

Payment list reports and lists identify the payment currency. Any gain or loss is based
on the payment currency. The generic payment file records show the payment
currency amounts.

Euro support with third-party financials installed

If you use third-party financial applications, you may change the currency ID in the
customer or vendor master file when the trading partner converts to euro. This
currency ID will be the default when you enter quotes or orders. You may override the
currency to any valid currency ID. Vendor totals in the vendor master file are
converted from the old trading currency to the new trading currency as defined in the
file. Throughout XA, the currency is no longer dictated by the currency ID of the
customer or vendor; it is defined by either the transaction or the order record.

Currency conversion routine

The Infor currency conversion routine supports the euro. After you establish any
currency as euro participating, no direct exchange rate is recognized between a euro-
participating currency and any currency other than euro. All currency conversions
between euro-participating currencies and all other non-euro currencies are done via
the euro in a process known as triangulation.

Currency exchange rate override

Exchange rates between the euro and euro-participating currencies will be
established. These exchange rates will be fixed and will not change throughout the
transition period. When you set an exchange rate between the currency of the euro-
participating countries and the euro, you cannot change this rate, nor can you create a
new effective exchange rate. All Infor orders or transactions ensure the exchange rate
cannot be overridden between the euro and the euro-participating currency, and
between two euro-participating currencies during:

* COM order entry
» Purchasing order entry
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» IFM transaction processing.
Trading partner reports

During the transition period, various reports can be printed in euro or the trading
partner’s currency. After the transition period, when all transactions are in euro, all
reports and documents will only be available in euro. These reports are intended for
analyzing trading partner performance and account status, and are not intended to be
sent to your trading partners.

Using eWorkPlace with XA documentation

eWorkPlace (eWP) is the Microsoft®, Windows'™-based graphical user interface for
XA. The eWP windows co-exist with the XA character-based displays, called Host
screens. If you are using eWP, you can view the corresponding Host screen for any
eWP window, if necessary.

Note: If you have modified a Host screen, the GUI default is used. The default GUI
feature can be enabled or disabled.

The user’s guides and help text contain instructions that reference the host XA
screens (called panels and displays) rather than the eWP windows.

To understand how a Host screen instruction relates to an action on a eWP window, it
is helpful to look for text on a window control that corresponds to the instruction. For
example, Cancel on a button and on a File pull-down corresponds to the user guide
instruction “use F12=Cancel to return to the previous display”.

Note: For the instruction “press Enter”, the corresponding control on an eWP
window is an OK button.

The following table shows other examples of instructions from the documentation and
the corresponding actions you take on the eWorkPlace window.

Documentation instructions eWorkPlace actions

To change the details of a vendor, type 2 |Select a vendor, then select Change or

next to the vendor and press Enter. type C from the List menu or select
Change using the right mouse. Click the
OK button.

To create a vendor, use F6. Select Create on the Functions menu or

click the Create button.

Position to command. If you want to skip |Type the full or partial command in the
to a particular command, type the full or |position to entry field and click the Posi-

partial command. tion button.

Type the information requested and Type values in or select values for the
press Enter. entry fields and click the OK button.

Type the information requested and use |Type values in or select values for the

a function key. entry fields and click a button or select an

action on the Functions pull-down.
Use the Item Master maintenance dis- Use the Item Master maintenance window

For more information about eWP, see Getting Started with eWorkPlace.
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Chapter 2. Managing Purchasing

This chapter describes the processes and calculations required to manage the
Purchasing (PUR) application.

Before YOU DEgin ... 2-1
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Before you begin

Before beginning your purchasing operations, some preparation is necessary. For
example, you need to:

» Determine if you want to use the Electronic Commerce (EC) application to
process electronic data interchange (EDI) data. You will need to take the
necessary actions in EC to enable its use with your trading partners. Refer to the
EC User’s Guide for more information on those tasks.

» Determine if you want to use the electronic approval process for approving
requisitions and purchase orders. You will need to take the necessary actions in
the Maintenance Management System (MMS) Approval and Foundation
applications to enable its use in Purchasing. Refer to the Approval documentation
for more information on those tasks.

* Determine the tasks involved in managing this application

» Determine how you will group source material into batches

» Establish the accounting controls to be used and determine who will be
responsible for applying them.

Guidelines for managing Purchasing are discussed in more detail in this chapter.

Determine the tasks

Examine your Purchasing activities. Then divide the work into several major tasks and
decide who is to perform each task. This method can help you organize your entire
operation and focus on one major task at a time. For example, you can:

Enter quotations

Enter requisitions

Enter purchase orders
Create shipping schedules
Print reports

Process receipt transactions



Page 2-2
Managing Purchasing

Contents Index

» Enter invoices and make payments
« Perform order closeout
« Maintain master files.

Determine source material and batches

Efficient entry requires that all the information the operator needs is in the source
material or is readily available. You should review purchase orders as they arrive to
determine if all the information is available and conveniently located for efficient entry
at the work station. You may want to use a rubber stamp and write the additional
information, such as vendor number, buyer number, and item number directly on the
source document.

Establish accounting controls

Accounting controls are critical to your business, not only for accurate reporting of
payables information, but also for maintaining efficiency and guarding against
erroneous information.

Here are some examples of accounting control activities you will need to do:
» Add up the control totals manually for each payables batch.
» Validate information on data entry forms, if applicable, before entry.

» Compare the control totals taken for each payables transaction batch to the totals
determined by Purchasing. This procedure eliminates errors early in the payables
cycle. The following totals will either appear on a display or print on a report
during the payables processing cycle:

- Number of invoices

- Gross amount

- Discount amount

- Net amount

- Open payables

- Prepaid invoices

- Miscellaneous charges, if interfacing with Production Control and Costing
- Outside operations, if interfacing with Production Control and Costing

- Cost adjustments.

» Determine who provides the batch totals and use these totals to fill out control
forms.

» Correct any input errors that could not be corrected as the data was entered.
Printed listings may show errors that must be corrected, preferably by the person
who prepared your data entry forms.

Your operating procedures should include the use of inquiry displays and other
features of the application to check information being entered or already on file.

For each monetary denomination other than your own, XA requires a primary
currency ID and description. You can have secondary currency IDs within each
primary currency ID.
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Using Electronic Commerce (EC) for EDI transactions

EC facilitates the movement of electronic data interchange (EDI) transactions easily in
and out of XA and also provides an interface between XA and any EDI translator. The
previous version of EDI transactions is still supported in Purchasing. However, the EC
application supports more completely the previous transactions and fully supports the
new transactions. Media flags are available at the vendor level so you can specify, by
transaction, the communication media to use. Individual transactions have control

files in EC where you can define defaults for each trading partner and transaction set.

The EDI transactions supported in Purchasing provide the function to complete the
entire ordering cycle. You can send a request for quote (840) to a supplier. Then you
receive a quote response (843) from the supplier. You send the initial order (850), and
then you receive a PO acknowledgment (855) from the supplier. If you have changes,
you can send a PO Change (860), and the supplier sends a PO Change
acknowledgment (865). If you are using MRP planning schedules or blanket orders
where you want to pull specific releases as the need arises, you can send shipment
schedules (862) as an alternative to the normal purchase order. You also can send
planning schedules (830) during the planning process. The other parts of the business
process are supported by receiving transactions in IM and invoicing transactions in
AP/IFM.

Note: Throughout this book, the term EDI*** transaction means the ANSI X12 or
EDIFACT transaction.

ANSI EDIFACT Send Receive Description

210/ INVOIC X Freight Invoice *

859

810 INVOIC X Invoice *

812 X Credit Adjustment *

820 X Remittance Advice *

830 DELFOR X Planning Schedule

840 REQOTE X Request for Quote (RFQ)
843 QUOTES X Response to RFQ

850 ORDERS X Purchase Order

855 ORDRSP X PO Acknowledgment
860 ORDCHG X Purchase Order Change
862 DELJIT X Shipping Schedule

865 ORDRSP X PO Change acknowledgment

* Interface with IFM is not available in Release 4, 5, or 6. XA makes no commitment
that the interface to IFM will become generally available.

Transaction sets can be received from a trading partner using any third party
translator program that can deliver to the System i flat file in a format defined by EC.
From the flat file, EC processes the transactions into interface files where unique
requirements of transaction sets and individual trading partners are implemented.
Interface of the data into the XA data is through offline load. When you send
transactions, EC formats the data into EDI segments to meet the transaction and
trading partner requirements. A call to a program supplied by the translator or a user
program then moves the data into the translator’s EDI mailbox.
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You will need to use the EC application to complete the setup tasks before you can
begin using this feature in Purchasing. The setup tasks include:

Defining the translator software you will use

Defining trading partner relationships

Defining the transaction sets to be used for each trading partner

Setting up options in transaction set control files

Setting up cross references to business entities (customers, vendors, bank
accounts)

» Setting up location cross references to addresses and contacts

» Designing a format for printing a transaction set (optional).

You also must use the EC application to maintain, delete, display, and print a
transaction set, work with user exits to alter the data in a transaction set, and to
access the error log that is updated during the send or receive process. See the
EC User’s Guide for more information.

You will need to complete several other tasks before using EC transactions:

+ If you will be using planning schedules, you need to define your planning
schedule profiles in MRP. Then you can assign a defined profile to a specific
vendor, using Vendor Master file maintenance, or you can assign the profile at the
item/warehouse level, using ltem Balance file maintenance in IM.

« If you will be using shipping schedules, use option 15 on the Purchasing File
Maintenance menu (AM6M60) to work with shipping schedule profiles, where you
can define the number and length of periods in a schedule. Then you can assign
a defined profile to a specific vendor or vendor/item, using the appropriate file
maintenance option.

* You need to set the media flags for each vendor, using Vendor Master file
maintenance. Purchasing supports a separate flag for printing and for EDI, so you
can choose one or both communication media types for each type of transaction
for a vendor.

Using planning schedules

The planning schedule transaction (ANSI 830/EDIFACT DELFOR) allows you to send
planned/projected/forecasted schedule information to a supplier. The planning
schedule is generated in MRP, from planned orders. See the MRP User’s Guide for a
complete discussion of planning schedules.

A planning schedule profile is used to create a planning schedule. In the profile you
can specify whether the schedule should be reviewed by a buyer before it is sent to
the vendor. Those planning schedules not requiring review are sent when they are
created in MRP. Planning schedules requiring review are held until the buyer
approves them, using Option 4, Work with Purchase Planning Schedules, on the
Work with Purchasing menu (AM6M90).

Using shipping schedules

The shipping schedule transaction (ANSI 862/EDIFACT DELJIT) gives you the ability
to convey precise shipping schedule requirements to your supplier. It is intended as a
supplement to the planning schedule transaction (EDI 830) created in MRP. The
shipping schedule supersedes projected shipping information transmitted in a
planning schedule, but it does not replace the 830 transaction.
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Using the 862 transaction facilitates Just-in-Time (JIT) manufacturing practices by
providing a way to issue precise shipping schedule requirements on a more frequent
basis than with the issuing of a planning schedule. For example, you can use daily
shipping schedules and weekly planning schedules. Shipping schedules are created
based on a user-defined profile that specifies the number and length of periods in the
schedule.

Shipping schedules are actually another kind of purchase order. They are kept in the
purchase order file set. During PO Entry/Edit and PO Inquiry, there is no visible
distinction between normal purchase orders and shipping schedules. The PO is
identified internally as either a normal PO or a shipping schedule, based on the
setting of shipping profile fields in the Vendor Master and Vendor/ltem files.

There are two types of shipping schedules:

» Daily shipping schedules. This type of schedule is printed and/or EDI
transmitted when you use Option 6, Print Purchase Orders, on the Purchase
Order Processing menu (AM6M10). You do not need to define a specific profile
for a daily shipping schedule; you can enter *DAILY in the Shipping profile field in
the Vendor Master or Vendor/ltem files. A separate 862 transaction is created for
each purchase order defined as a daily shipping schedule when you select the
purchase order for print. No combining of purchase orders occurs.

» Scheduled shipping schedules. This type of schedule uses a unique shipping
schedule profile you have defined in Purchasing File Maintenance. It is used to
combine multiple requirements from outstanding purchase orders into a schedule
where you have defined the number and length of periods. Scheduled shipping
schedules are printed and/or EDI transmitted when you use Option 12, Create
Shipping Schedule, on the Purchase Order Processing menu (AM6M10).

When a purchase order is created, the type of PO is determined by the value in the
shipping schedule profile and saved in the Schedule Hold field. This field is
maintained at the PO header and item detail level. The purpose of the field is to “hold”
purchase orders that are really scheduled shipping schedules so that they do not print
with normal purchase orders or daily shipping schedules. The type of PO is
determined by using the shipping schedule profile defined at the vendor or vendor/
item level. When the first item is added to an order, the value in the shipping schedule
profile field for the vendor/item is retrieved. If it is blank, the shipping schedule profile
from the Vendor Master file is used.

The schedule hold field governs the entire PO, even though it was determined by the
entry of the first item. After the first item is entered, the schedule hold flag is set for
that item in POITEM and for the order in POMAST, and will not be revised. If a second
item with a contradicting schedule profile is added to a purchase order, no change is
made. For every subsequent item added to the PO, the value of the schedule hold
field for that item is determined by the value in POMAST. This is necessary because
an 862 transaction is sent for an entire purchase order; partial orders are not
supported.

Purchase orders generated by MRP or any other function outside of PO Entry/Edit
follow these same rules and will set the schedule hold flag according to the shipping
schedule profile fields in VENITF and VENNAM.

The table below shows how the value of the shipping schedule profile determines the
value of the schedule hold field, which in turn defines the type of purchase order.
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Value of Shipping Profile in

VENITF (1st) or VENNAM Value of Type of EDI Transaction

(2nd) Schedule Hold Purchase Order (Generated from)

*NONE *BLANK Normal 850 - PO Print
(AMBM10/6)

*DAILY 2 Daily 862 - PO Print

shipping schedule (AM6M10/6)

Valid ID from Shipping 1 Scheduled 862 - Create

Schedule Profile file shipping schedule  Shipping Schedule
(AMBM10/12)

EC is not a prerequisite for shipping schedules. You can set up shipping schedule
profiles and print them without EC. To create the 862 transactions, however, you must
have EC.

Using Purchasing with Maintenance Management System (MMS)

The MMS applications help you control activities and costs associated with
maintenance of equipment, vehicles, and facilities. These applications integrate with
XA through Purchasing. The integration uses MMS functions to process requisitions,
print the reorder report, and create purchase orders that XA can use. XA maintains
vendor and vendor/item information, processes quotes, contracts, purchase orders
and invoices, handles purchase receipts, and sends item and work order information
to MMS. Inventory information is kept separately in both systems. Production
inventories are maintained in XA Inventory Management (IM) and Maintenance,
Repair, and Overhaul (MRO) inventories are maintained in MRO Inventory Control
(IC).

MMS uses its own files to create work orders, requisitions, or reorder report
requirements and converts them into XA-style purchase orders. The purchase orders
are added to XA files and Purchasing processes them as usual. Purchasing can
process both XA (production) and MRO purchase orders, but only XA IM maintains
production items and only MRO IC maintains MRO items.

When MRO material is received, IM records the receipt, updates the purchase orders,
and sends the inventory information to IC to update the item information.

Purchasing or Accounts Payable takes the purchase orders through the normal
invoicing process and sends actual costs to MMS to update MRO requisitions, work
orders, and inventory information.

The IC process handles material issues to work orders. For all inventory transactions,
MMS calculates amounts, derives account numbers, and sends inventory ledger
transactions to XA.

Using electronic approvals with the Approval application

If you have the Approval and MRO Foundation applications installed and interfacing,
you can implement an electronic approval process for requisitions and/or purchase

orders. The Approval application is a tool for managing the flow of documents through
your organization’s approval routing system. Approving documents online allows you
to decrease the time between initial creation and final processing by reducing clerical
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effort, management time, and physical handling and storage required by a manual
approval process.

To use the Approval application, you must define a set of approvers and organize
them into sequences or approval routes. Documents submitted for approval are
assigned a route and the approvers on the route then can approve the documents
that are distributed to them.

To install the Approval application, follow the instructions in the MRO manuals for the
applications. To interface the Approval application to XA, follow the instructions in the
XA Maintenance Integration Guide, shipped with the MRO applications.

Using the Approval application, you can:

* |dentify approvers, and the amount they are authorized to approve, for
requisitions or purchase orders (POs)

» Define approval routes for requisitions and POs, identifying the approvers and
sequence

» Determine what approval routes each submitter of a requisition or PO is
authorized to use for approval processing

» Determine what approvers, if any, (other than the first approver on the route) each
submitter of a requisition or PO is authorized to use for initial routing of an
approval request

» Establish “pre-approval” amounts, if desired, below which requisitions or POs do
not require approval

» Use the other functions of the Approval application as required, including
establishing default approval routes for each submitter of requisitions or POs,
enforcing approval route sequence, allowing or preventing the routing
(redirecting) of an approval request to another approval route, defining substitute
approvers, etc. See the MRO manuals for further information.

The Approval application identifies approvers by their System i user ID. XA identifies
buyers in Purchasing by a buyer number. To enable the Approval application to
identify a Purchasing buyer who is an approver, you must enter the buyer’s System i
user ID into the Purchasing buyer file, using Buyer Master File Maintenance.

When you have installed Approval and MRO Foundation, and you have defined your
approval information, you activate the integration to XA from the Foundation
application. Next, you can activate in XA the approval process for requisitions, or
POs, or both, by selections in Purchasing Control File (PURCTL) maintenance. When
you activate approvals in PURCTL, you must identify a default approval route, that
you defined in the Approval application, for the type of document (requisition or PO)
that you will be approving. In PURCTL you also can:

» Establish increase amounts, if desired, below which re-approval is not required for
requisitions or POs that have been changed

» Determine whether you will use “memo approvals” for purchase orders containing
only pre-approved items (identified in Iltem Master file maintenance), or for items
on pre-approved contracts (identified in Enter/Edit Quotations/Contracts)

» Determine whether you will allow the approval request amount to be changed on
re-approval requests for POs.

Once you have activated approvals, at the end of processing a requisition or PO XA
determines whether a new or changed requisition or PO requires approval (or memo
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approval, for POs), based on the selections you have made. If approval is required,
XA next determines whether the document submitter can approve the requisition or
PO. If the submitter can approve the document, the approval is logged, and
processing continues as before. If the submitter cannot approve the document, a
System i message is sent to the next approver on the route, and the document is
flagged as requiring approval. If the next approver is a buyer, an activity record is
written to that buyer’s work queue notifying that an approval is requested.

Approval status is kept for each requisition and purchase order. This is a different kind
of status from the approval status in the Approval application. There is just one status
associated with the document. On the Approval side, each approval cycle for a
document has its own document status. If a document starts down one route and is
later redirected to another route, there would be two approval cycles recorded for that
document, each with its own status. In Purchasing, there is just the one approval
status for the order; only its value changes.

The valid approval status codes are:

* For purchase orders

0 Approved

2 Memo or Special approval requested

4 Change awaiting approval: part of PO awaiting approval

6 Awaiting approval: whole PO awaiting

8 Part approval denied / not requested. Part of the purchase order is

approved, but either approval has been denied, or no approval has been
requested on the rest of the purchase order.

9 Not approved. Either approval has been denied or no approval has been
requested on this purchase order.

» For requisitions

0 Approved
6 Awaiting approval
9 Not approved.

Approval is granted or denied using a function in the Approval application. To access
the Approval application, type APPR on the command line, and the Approval Menu is
displayed. Document Approval is option 6 on that menu. If you are a buyer, you can
access directly the Document Approval option from the Work With Buyer Activity
panel by typing option 8, 17, or 27 for a document requiring approval. In the document
approval function, you can:

» See all documents requiring your approval
» Access the XA requisition or PO inquiry panels for a document

» Review comments that the document submitter or previous approvers have
entered about a document

» Review approval history on a document
» Redirect the document to another approver for approval

» Grant or deny approval on a particular document, specify a reason for your action,
or enter your comments about the document.
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If you accessed the Approval application by typing APPR on the command line, type
END to return to the XA panel where you started, or type any XA fastpath or menu
name to go to another menu in XA. If you accessed Document Approval from the
Work With Buyer Activity panel, when you end the Document Approval program, you
will be returned to the Work With panel.

When the approval process is active, all new requisitions or purchase orders require
approval, whether entered in Purchasing, or sent from MRP, IM, IFM, or MMS.
Changes to requisitions or purchase orders that increase the value above a user-
defined amount require re-approval.

Until approved, a requisition cannot be used on an order. An unapproved order cannot
be printed or EDI'd. Approval processing on POs can be bypassed by flagging an item
or a contract as pre-approved. When an item is pre-approved, the order can be
released to the supplier and normal processing can occur. You also can memo
approve pre-approved items or contracts. The approval request is sent, but the order
is processed concurrently with obtaining the approval, so the order is not delayed.

Special approvals can be requested where the amount being approved is not
necessarily related to the order total. The order must be approved already for its order
value. The special approval amount you specify is over and above the order value.
This might be used when you need to cancel part of a previously approved order or
perhaps there is a cancellation fee owed and you want to get that amount approved
even though the order value has decreased.

Using Purchasing Work With

The Work With menu lets you work with items, buyers, purchase orders, and planning
schedules. You can view all your related purchasing information from a single entry
point by selecting different options and paging through until you find the level of
information you need. Work With supports both maintenance and inquiry, initiates
print and EDI functions, and allows a preview of purchase orders before printing.

You will find the Activity option on the Work With Buyers panel (AM6WBMO01)
particularly useful. Any activity that is performed on a buyer’s documents (requisitions,
quotes, orders, EDI documents) is logged by the transaction processing or
maintenance function that made the change. The buyer can review the activity list to
know quickly what areas need follow-up. The most current activity is at the top of the
list. The activity also can be viewed by purchase order or requisition.

You also can work with shipping profiles, using option 15 on the File Maintenance
menu.

See Chapter 11, “Work with Purchasing” for more information on using Work With.

Multi-currency processing

Purchasing incorporates multi-currency processing. This section discusses the
Purchasing function in general terms. For detailed information about setting up multi-
currency processing and converting currencies, see the CAS User’s Guide. You install
multi-currency processing during application tailoring. Refer to “Overview of euro
currency support” on page 1-1 for information on working with euro currency.
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Multi-currency processing allows you to do business with vendors in different
currencies. Local and trading currencies appear on quotations and contracts,
purchase orders, debit memos, and invoices. Alternate currencies also can be used in
some cases.

Purchasing supports the new euro currency by enhancements made in Release 5 to
make it easier to enter, display, and print information on trading partner documents in
trading, local, and/or euro currency. These enhancements include:

The Alternate currency field allows the display of information in local, trading, or
alternate currency.

The Print in alternate currency field allows printing of a purchase order or debit
memo in either the trading or alternate currency and having an additional total printed
for the other currency.

» Document transactions can be entered in multiple currencies that are different
from the vendor’s default currency. This allows quotes, contracts, orders, and
invoices to be in a different currency from the vendor (when AP is not installed).

When multi-currency processing is active and you set up a vendor on the Vendor
Master File, you must indicate what currency you are using when you do business. A
blank means your own national currency. If you do business with a vendor in more
than one national currency, and you are using AP, you must set up separate vendor
numbers for each currency. An enterprise code field in the Vendor Master lets you link
the vendor numbers and create queries that show combined amounts in local
currency. See the AS/400 Query: User’s Guide, SC21-9614, for more information
about creating queries.

Purchasing provides a Vendor Master Copy function to allow selection of a vendor
master record to use as a source vendor to create a new vendor number. This copy
function also provides the option to copy any vendor/item records from the source
vendor to the new vendor number.

When multi-currency processing is active and you enter quotations, contracts,
purchase orders, and invoices, Purchasing shows the vendor’s currency ID from the
Vendor Master file. You can change the currency ID to another currency ID that
represents the same national currency. You cannot change it to a currency ID that
represents a different national currency, if you have AP installed. If IFM is interfacing,
you can change the currency for the purchase order to any valid currency ID, but the
vendor must have a personal account in a personal ledger of the same currency.

The primary currency ID on the Currency ID file, maintained through the CAS Multiple
Currency Support menu option, identifies which Currency IDs belong to the same
national currency.

Purchasing calculates the local currency value of your quotes, contracts, purchase
orders, and invoices. These local currency values are available to you on displays and
reports.

When multi-currency processing is active, a Revaluation menu option lets you
recalculate the local currency amounts for quotations and contracts, purchase orders,
and open accounts payable. When IFM is interfacing, you cannot revalue open
payables here.



Contents

Index

Page 2-11
Managing Purchasing

If you revalue open payables, you may specify the range of company numbers to be
included.

The revaluation mode controls let you revalue in “no file update” and “file update”
modes. If you select “no file update” mode, Purchasing produces reports showing the
impact of the revaluation and does not actually change the local currency balances on
your files. If you select “file update” mode, Purchasing changes your files to reflect the
new local currency amounts.

You can limit the revaluation to a range of national currencies. The revaluation date
gives Purchasing the date used to retrieve the effective exchange rate for the
currency.

Open payables

Accounting principles often require companies to record transaction gains and losses
before invoices are actually paid. The Revaluation menu option supports this by
recalculating the local currency amounts on various data bases and creating General
Ledger journal entries to record the unrealized gain or loss. See Chapter 13, “Report
descriptions” for more information.

If Accounts Payable is installed, you can generate cash disbursements transactions
for prepaid invoices. It is possible to pay an invoice in any currency.

Sequence of Purchasing tasks

To ensure the easy operation of the Purchasing application, run certain tasks in
sequence. The day-to-day use of the application typically occurs in the manner
explained here, from the perspective of a single order.

Requisition processing

When you establish a need for goods, you can enter a requisition that contains such
information as item number, quantity, required date, requisitioner, and department. A
requisition, however, is not required to create a purchase order.

If you are using the electronic approval process for requisitions the Approval Request
panel appears when you have completed entry/edit.

If MMS is installed and interfacing, you cannot process requisitions for MRO items
here. MRO requisitions are maintained in MMS.

Quotation processing

If quotations are used in the procurement process, entering the required data, printing
a quotation request, and storing the quotation information occurs. You can obtain
quotations from several vendors for the same item. You can also define preferred
vendors in the Purchasing application. A single vendor can also provide several
quotations for a single item depending on certain conditions (dates, quantities, and so
forth). For each quotation, you can request up to 20 quantity/price breaks. If you want
to refer to that quotation when creating a purchase order, you must create a contract
for that quotation. If you want to auto release from MRP or IM, you can refer to a
contract for the pricing information, but a contract is not required.
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You also can store extended description information for a specific vendor and item (for
example, detailed specifications). You can choose to print this item information on any
quotation to the vendor. You can store up to 999,999 quote records for each vendor/
item combination. You do not need to create a record in the Vendor/Item file before
you can enter a quote for that vendor/item. When you add a new quote, if there is no
vendor/item record, the system will create one automatically.

The maintenance of quote information is performed on the Quotation Entry and Edit
display (AM64Q2). The required Buyer Number entry must exist in the Buyer Master
file.

If MMS is installed and interfacing, you can enter quotes and contracts for MRO items.
MRO pricing information comes from MMS.

Quotation status

A quote can be in various stages of processing. To help you determine the condition
of a quote record, the following status codes exist:

10 Quote not yet requested. This is the status of the quote just after it has been
entered and before it has been printed or EDI'd to the vendor.

15 Quote printed. This status indicates that the quote has been printed or EDI'd
and that you are waiting for a reply from your vendor. Quotation entry
provides follow-up dates and request dates for you to manage timely vendor
responses to your quotation requests.

20 Quote accepted. After the quote has been received, perform maintenance on
the quote to update price and terms information. When an entry is made in
the Accept Date field, the status is set to 20 whether or not the quote has
been printed or EDI'd. Printing or EDling the quote does not reset the status
value to 15.

99 Quote rejected. A rejected quote cannot be converted to a contract. You can
change a rejected quote back to an open one by blanking out the reject date.
A report is available to print only rejected quotes.

Since each vendor’s lead time may be different, you can use the lead time fields on
the quote to override the values stored in the Iltem Balance file.

You can designate a quote or contract for a particular warehouse. This determines
which ITEMBL record to use for lead times and purchase unit of measure.

When you enter a quotation, either the stocking or purchasing unit of measure must
be entered as the vendor purchasing unit of measure. The default is purchasing unit
measure. For miscellaneous or service items without an ITEMBL record, any unit of
measure value can be entered. You can then enter up to 20 quantities per record
where price breaks occur. These quantities must be in ascending order and must be
entered in the vendor purchasing unit of measure field. The price information received
from the vendor is entered for the corresponding price break quantities.

When the contract/quote is later referenced in a purchase order, the price applicable
to the quantity being ordered expressed in the vendor purchasing unit of measure is
used as an override to the price found in the Item Master file. You may enter a base
price to establish prices for small quantities of the item. If the base price is zero, the
default is the price from the ltem Master or Item Balance file. However, you must enter
a base price for foreign currency contracts. Information regarding a specific contract
with your vendor is also placed into the contract record. The contract number is used
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to connect a purchase order to a particular contract/quote record. In addition to being
used by MRP and IM, you need to enter the contract quantity limit to help keep track
of shipments by the vendor.

Each time a purchase order is entered and items are tied to a contract, the quantity on
the purchase order is factored into the Contract Percent field on the contract display.
Using the information in this field, the buyer can determine whether a contract should
be extended or increased before the contract limit is reached.

The contract start and stop (expire) dates set up processing limits for the Purchasing
application. The buyer can also request reports that list the quotes whose contracts
have expired or will expire in X days. The buyer is freed from the task of manually
searching the Contract Master file for this type of information, allowing the buyer to
spend more time negotiating with vendors.

If required by your vendors, the vendor’s item number can be keyed into the Vendor
Catalog Number field for subsequent printing on purchase orders.

A quote identification number is required for all quotes and a quote stop (expire) date
is required for all active quote records. When you first create a quote, you can leave
the expiration date blank if you expect the vendor to supply it. However, once you
enter the Accept date, the expiration date is required. The quote number can be user
defined or system assigned, but it must be unique per vendor/item. You can use the
expire date for the same type of reporting found for contracts. Each primary quote
record should be identified as such. Only one primary quote can exist for any vendor/
item combination. If a record was previously identified as being primary and a new
quote is identified for a particular vendor/item combination, the old primary quote has
its status changed to indicate that it is no longer the primary quote.

Quote comments

Quote comments are included to provide additional information about a particular
quote record. You can use a maximum of 120 characters of information to enhance
the description of each quote.

Quote currencies

You must enter quote and contract amounts in trading currency. When you do this,
Purchasing converts the amounts to local currency at the latest exchange rate and
shows them to you. Similarly, when you look at Contract Master amounts, Purchasing
shows contract amounts in both trading and local currency. The trading currency
amounts show how the vendor is performing against the contract. The local currency
amounts show what the contract is actually costing you in your own currency.

For example, suppose you are a U.S. company and have three quotes for an item.
You can buy it for 10,000 French francs, 300,000 Japanese yen, or 2,000 U.S. dollars.
If the exchange rates are 5 francs to the dollar and 150 yen to the dollar, the cost of
the item in local currency is:

Trading Currency Local Currency
10,000 francs 2,000
300,000 yen 2,000

2,000 U.S. dollars 2,000
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When exchange rates change, your cost for an item changes even though the
vendor’s quote remains the same. For example, if the exchange rates from the
previous example changed to 4 francs to the dollar and 140 yen to the dollar, the cost
of the item in U.S. dollars is:

Trading Currency Local Currency
10,000 francs 2,500
300,000 yen 2,143
2,000 U.S. dollars 2,000

Printing quotations

You can print quotations for a group of items within X days of expiration, or individually
by vendor/item identification. If you select a group of quotes to print prior to expiration,
only the primary quotes are printed.

For convenience, quotations are printed on preprinted forms. In addition to the line
item comments and as many extended description records that you can have for a
vendor/item combination, each quote can include up to two heading and two closing
messages from the Standard Message file. When printing individual quotations, you
can include two additional comment records to add free-form information on the
quote.

If you have tied together various quotes via a common reference number, you can
print them at one time by selecting the option to print all of a specific reference
number. Ship-To number 997 must be setup in the Ship-To Master file in order to print
quotations not previously printed.

If the vendor is set up to have quotes sent via EDI using EC, the 840 (REQOTE)
transactions are sent from this task.

Address formats. An address format field on the Vendor Master file lets you indicate
whether the address is printed in U.S., International, or free format. There is a
maximum of six lines available: one for name and up to five address lines.

 If you select the U.S. format (0), the fourth address line will show city, state, and
postal code. For example, ATLANTA GA 30323. The fifth address line will show
the country. If you leave that field blank, Purchasing suppresses that line when
printing.

* If you select the International format (1), the fourth address line will show country,
postal code, city. For example, FRA 75001 PARIS. The fifth address line will
show the state. If you leave that field blank, Purchasing suppresses that line when
printing.

* If you select the free format (2), there are five address lines of text in the format
you choose to enter.

Buyer worksheet

When you determine that a specific item is needed, you can request a worksheet for
that item. The Buyer Worksheet contains:

» All open orders for the item
» All open requisitions for the item
« All history for the item from the online history file
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» All primary quotations, contracts, and quantity/price information for the item
« If multi-currency processing is active, amounts in both local and trading currency.

An online version of the worksheet is available through Work with Purchasing.

Purchase order processing

The Purchase Order Entry/Edit function in the Purchasing application allows for more
than just purchase order printing. It also provides a control mechanism to enable you
to ensure that material is ordered for delivery at the correct time.

The interface to Material Requirements Planning (MRP) helps to ensure that the
correct material is placed on order in the right quantity. You can choose to track the
internal processing of your purchase orders through standard receiving steps. Even
without Product Data Management, you can create your own routing for a purchase
order. This allows you greater visibility of orders that are getting behind schedule and
need more attention.

Besides manual entry, a number of different sources can provide input to the creation
of purchase orders. If you are using requisitions, data such as quantity and due date
provide input to the creation of the purchase order. Once a requisition has been used
to create a purchase order, the requisition status is changed to closed. In addition, the
identification of the purchase order number is updated in the requisition record.

If you choose, a single requisition can be used to create more than one purchase
order. For example, you can split the total quantity of the requisition among multiple
vendors, or you can create multiple purchase orders for a single vendor because of
ordering constraints. In this case, a warning message is issued, but it can be
overridden.

Contracts/quotes can provide input to the purchase order entry process. If used, the
contract/quote is tied to a purchase order item via the contract number. During the
purchase order entry process, the correct pricing, based on the quote information, is
used to generate the purchase order. Contract/quote information is updated when a
contract is used to create a purchase order. The Quantity Used field is updated in the
Contract Master file.

With the Purchasing application, you can use both requisition and quotation
information to create a purchase order. If this method is used, quantity, schedule,
pricing, and related information can come from data already in your files. All you need
to create a purchase order in this case are the buyer, vendor, contract, and requisition
numbers.

Material Requirements Planning (MRP) and Inventory Management (IM) can
generate purchase orders automatically if you so choose. Depending on the coding of
the item’s Auto Release code in the Item Plan file, the applications can automatically
create a purchase order with a single line item, or a blanket release item, a held
purchase order, or a held purchase order with a blanket release item, a fixed blanket,
or a held fixed blanket.

A held purchase order is one that has been flagged with Y in the Hold Code field of
the purchase order master record. You can also manually enter the hold code if you
want. The application withholds the purchase order from printing until the hold code is
removed, giving you additional time to review information in the purchase order or add
comments prior to releasing the order to your vendor. In all other respects, a held
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purchase order is treated like any other order. It appears on open purchase order
reports and inquiries, and MRP and IM assume it is a scheduled receipt.

MMS also can generate purchase orders for MRO items. MMS creates purchase
orders from the MRO Inventory Reorder report, from MRO requisitions entered
manually, or MRO requisitions generated from a work order.

If IFM is interfacing, purchase orders can be created as part of an interdivision
transfer. The purchase order is linked to an associated customer order in COM as
well. Purchase orders created in this way are processed like all other purchase
orders.

If a vendor is set up to receive daily or scheduled shipping schedules at the overall
vendor level or by item/vendor, a purchase order you enter for that vendor is coded as
a daily or scheduled shipping schedule, as appropriate.

Initiate purchase order processing

After you select option 4 on the Purchase Order Processing menu (AM6M10), the
Purchase Order Entry/Edit—Order Selection (Select) display (AM64A01) appears so
you can select the purchase order to be added, revised, changed, cancelled, or
reactivated. You also can initiate IM transactions to enter a vendor accept, or to
reopen or complete an order, item, or release. From here you also create a Special
Approval request, if the interface to the Approval application is active. You also can
inquire into estimated IFM taxes that have been calculated for an order.

If you are using the electronic approval process for purchase orders, and the item or
contract is not pre-approved, the Approval Request panel appears when you have
completed entry/edit.

All purchase order entry and editing activity must occur through Purchasing. If you
attempt any purchase order activity through IM, the application shows the message E
AM-7675 SELECTION NOT VALID-PURCHASING INSTALLED and does not let you
proceed. Purchase orders are created with the data entered in an online mode in the
purchase order summary and detail files.

Fast path entry/access

When you select the Add option on the Order Selection panel and also enter an item
and warehouse number, the program retrieves the next purchase order number,
retrieves the buyer number from the ltem Master file and retrieves the vendor number
from the Item Balance file and displays the item entry panel for quick entry of the
quantities and due dates. If you also enter a PO number, the item will be added to an
existing PO.

When you select the Change or Revise options on the Order Selection panel, and
enter the purchase order number and also enter the item, warehouse and release
number or enter the line and release number, the program displays the appropriate
panel for quick editing.

Tax calculations

If IFM is interfacing, you can have taxes calculated based on state, county, and city
information. This makes it easy to handle situations where an item (food, for example)
is taxable in one jurisdiction and not taxable in another jurisdiction. During PO Entry/
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Edit, you can enter the type of the tax transaction from a table of government-defined
transaction types. The tax routine handles special situations such as: tax in price
calculations; government specified “prices” for tax purposes; taxes that include other
taxes in their tax base; taxes between EEC countries; and taxes that are adjusted to
reflect cash discounts taken. The IFM taxes do not appear on the purchase order
itself, but the IFM data is saved. There is a tax inquiry that lets you see how taxes
were calculated for purchase orders. IFM taxes calculated in PUR are for estimating
only. The taxes will be recalculated when the invoice is created in IFM.

Installment payments

If IFM is interfacing, you can have installment amounts calculated taking into
consideration order amounts, down payments, number of payments, and interest
rates. During PO Entry/Edit, you can specify the installment method you want to use
for a purchase order. There is an installment payments inquiry that lets you see how
the installment payments were calculated for purchase orders.

Notes/draft payments

If IFM is interfacing, you can handle purchases where payments are made by notes or
drafts. During PO Entry/Edit, you can specify the note method you want to use for a
purchase order. The note method is passed to IFM invoicing and will be used when
the invoice is posted.

Using Advise Price on purchase orders

You can have a standard message appear on the purchase order instead of the price
when you want the vendor to advise you of the price of the item you are ordering. You
can specify a clip level that sets the acceptable price limit for the purchase of an item.
You select these options in Purchasing Control (PURCTL) file maintenance. Then in
PO Entry/Edit you specify at the item level if this is to be an advise price order. If it is,
and the extended amount of the item exceeds the clip level, an error message
appears.

Omitting item quantities on purchase orders

You can choose to omit item quantities on the purchase order when you want to
purchase a certain amount from your supplier over a period of time but do not want to
show that planned quantity on the purchase order. You can specify a standard
message to appear in place of the quantities. You select these options in Purchasing
Control (PURCTL) file maintenance. Then in PO Entry/Edit you can adjust the
quantities on the PO by creating blanket releases for the actual quantities needed.
The release quantities will print, indicating to the vendor how much to send.

Fixed blanket releases

A blanket order can be “fixed”, allowing you to specify a “latest due date” to serve as a
time limit on the order. The quantity that you enter on the fixed blanket order serves as
a quantity limit. This quantity is not changed when MRP performs auto release or
order release, but is used to check that the sum of releases does not exceed the
quantity on the fixed blanket. If you do not use contracts with vendors, you can set the
contract required code, either by warehouse or by item, to not require contracts for
MRP order release. You can use a fixed blanket order as a simple alternative to a
contract if you still want to establish date and quantity controls. You create the fixed
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blanket only at the Item Entry level in PO Order Entry/Edit. The rules for adding
releases to a fixed blanket are the same whether MRP or PUR is adding the release:

» The quantity of the release cannot be greater than the quantity remaining on the
blanket (that quantity of the blanket item minus the sum of existing releases)

« The due date of the release must be on or before the latest due date of the
blanket item.

If you are using Approvals processing for purchase orders, blanket orders must be
defined as Fixed blankets, unless the blanket item is a preapproved item or is on a
preapproved contract.

Generating IM transactions in PO Entry/Edit

During maintenance of a purchase order, if the order quantity is reduced to equal the
quantity received, an RP or PQ transaction with a completion code of C will be
created automatically and sent to IM to mark the release, item, or order as complete.
If the order quantity is subsequently increased, the release, item, or order will be
reopened and another RP or PQ will be generated.

You also can select options from the Order Selection panel to reopen or complete or
vendor accept an order, item, or release. The appropriate transactions are generated
and sent to IM.

Print Transaction Register, on the Purchase Order Processing menu prints and clears
all the VA and RP IM transactions that Purchasing generated. Any PQ transactions
that are generated are printed on the Quality Control Transactions Report (AMIQH).
See the IM User’s Guide for more information on that report.

Vendor performance statistics in PO Entry/Edit

When an item or release is completed during PO entry/edit, some vendor
performance statistics are collected. If the item or release is subsequently reopened,
the vendor performance statistics are deleted. Purchasing records actual
performance data for the item or release. Vendor and vendor/item averages are
recalculated only when the order is purged.

Cancelling and deleting items and releases

Purchasing makes a distinction between cancelling and deleting records. Cancelling
leaves the record in the file and writes it to history when the order is purged. Deleting
removes the record immediately and nothing is written to history.

You can cancel items and releases using a function key on the item or release detail
panel or by taking the cancel option and using the fast path fields on the Order
Selection panel.

Cancelled items and releases appear on the Order Detail Selection panel as
“Cancelled”, and cannot be selected for further maintenance until you reactivate them.
When paging through the purchase order, cancelled items and releases are
bypassed. In PO Inquiry, however, you can see cancelled items and releases in their
entirety.
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The printing of cancelled items and releases on a PO is controlled by a run-time
option where you decide whether to include them or not. Cancelled items and
releases do not appear on open purchase order reports.

Foreign currency purchase orders

When multi-currency processing is active, the PO Entry/Edit menu option allows you
to enter foreign currency purchase orders and see prices in both trading and local
currency.

When multi-currency processing is active, the currency ID you assigned to the vendor
determines the default trading currency for the purchase order. With AP installed, you
can change the currency ID to another currency within the same national currency,
but you cannot change it to another national currency. If AP is not installed and
interfacing, you can change the currency for the purchase order to any valid currency
ID. If IFM is installed and interfacing, the vendor must have a personal account in a
personal ledger of the same currency. You can also enter an override exchange rate
which lets you lock in the exchange rate for the purchase order.

Purchasing lets you price foreign currency purchase orders by:

» Taking the price from the trading currency price on the contract or quote if you
reference a quote or contract.

Note: Purchase orders from MRP that are based on quotes reflect the correct
trading currency price.

» Converting the local currency price from IM to the trading currency and showing
the results if you reference a purchase requisition. In most cases, this price is an
approximation of what you will pay the vendor and you will have to override it by
entering the exact foreign currency price. Trading currency amounts represent the
amounts you actually agree to pay the vendor for goods and services. Local
currency amounts are the cost of the goods and services.

Casing, insurance, and freight charges. \When you import, many vendors include
casing, insurance, and freight (CIF) charges on their invoices. In many cases, you will
know only the approximate amount of these charges.

When multi-currency processing is active, a special charges field and an estimated
freight field appear on the Purchase Order Summary display to let you enter
estimated CIF charges. Purchasing and Accounts Payable can use this information to
edit invoices in the same way they edit estimated freight. Purchasing also lets you
suppress printing of these special charges on the purchase order if you do not want
the vendor to know your estimate.

If IFM is interfacing, you also can assign the special charges and freight charges to
specific ledger accounts.

Note: You can use the print special charges feature in any situation where you
need to record an estimate without showing it to your vendor.

Debit memos. When multi-currency processing is active and a debit memo is issued
against a foreign currency purchase order, Purchasing shows the trading and local
currency amounts for the item. The cost of the item comes from IM and is in local
currency. The trading currency amount is calculated by converting the local currency
IM amount at the purchase order exchange rate. When the IM amount is based on a
standard or average cost, the trading currency amount will not always be the exact
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amount that was charged by the vendor. You can correct this by overriding the trading
currency amount for the item on the Debit Memo Maintenance display (AM64A51).

Special charge, freight, and tax amounts. If you enter special charge, freight, and
tax amounts separately, they appear separately on your purchase orders.

When multi-currency processing is active, you can enter these charges in either
trading or local currency and have Purchasing make the conversion at the purchase
order exchange rate. You can lock in the exchange rate for these items by entering
both trading and local currency amounts.

Purchase order formats

Within the Purchasing application, you can create new purchase orders ranging from
the very simple (one item, one shipping address) to the very complex (multiple items
and blankets with multiple delivery points).

You should exercise care in determining the structure of the purchase orders because
complex orders can be more difficult to manage. All detail relating to an order is kept
until the order is purged.

In general, the simpler the structure of the order, the easier the follow-on processing
is. However, for those situations where complex orders are necessary, the Purchasing
application tracks those orders with the same level of detail as the simpler orders.

You can choose to print purchase orders in 4 formats: two at 9 x 11, 10 characters per
inch, and 2 at 8-1/2 x 11, 12 characters per inch. The formats let you choose whether
the PO number is to print on the left or right side of the form. You select what format
you want to use in Purchasing Control (PURCTL) file maintenance.

Revision-level tracking is kept on an order basis and on an item/release basis. This
allows you to print revised orders showing only the changes. An option in PURCTL
lets you specify whether or not you want to print revisions only.

There is a major distinction in Purchasing between revising an order and changing an
order. If you choose to revise an order during PO Entry/Edit, any change to any field
will cause the revision number to be incremented, the revision date to be updated,
and the revision print flag to be set.

If you choose to change an order, no matter what you change, the revision number is
not incremented, the revision date is not updated, and the order is not flagged as
needing to be reprinted.

If you are planning to change a date, a price, or a quantity, use the revise option, since
these are considered significant changes.

Cancel and reactivate are always treated as a revision, because they represent a
significant change to the order. The revision number does not get incremented again
until after a previous revision has been printed. That is, you make as many changes
as you want within a revision, but the revision number does not get incremented
unless you revise it again after printing it.
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Purchase order preview

You can view an image of what the purchase order will look like before it is printed on
the pre-printed form. This allows you to check for formatting problems or errors in a
final review of the order before it is released. Use the Preview option on the Work With
Purchase Orders panel.

Electronic data interchange

You can print and mail the Purchasing documents or you can send them electronically
via EDI. See the Electronic Commerce User’s Guide for more information on using
the EC application. See the CAS User’s Guide which discusses in detail the steps
necessary to activate CAS EDI support when EC is not installed.

Receipt processing

When you receive an order, you should process a receipt using Inventory
Management’s Transaction Processing option. All purchase order related transactions
can be entered through Inventory Management. You can, however, enter a Vendor
Accept (VA) transaction or reopen/complete an order, item, or release from within PO
Entry/Edit. Since these are Purchasing activities only and do not update inventory
balances, they can be done in Purchasing. There is separate security available to
allow these transactions from PUR but not from IM. You can specify during application
tailoring whether or not to have transactions update your files immediately or later
during batch processing. Once transactions have been entered, the Transaction
Register provides a printed record of your activity, as well as transaction history. If you
choose the batch method of updating your files, the files are updated when the
Transaction Register is printed.

Even when MMS is installed and interfacing, purchase receipts for MRO purchase
orders are entered and processed through IM.

The following Receiving transactions support MRO items:

RD - Receipt to dock

RI - Receipt to inspection
RP - Receipt to stock

SP - Purchase order scrap
VA - Vendor accept

VR - Return to vendor

For transactions RD, RI, and VA, MRO item numbers are validated against the MMS
item master file and MMS item warehouse file. Since no inventory is updated, the
transaction is not sent to MMS. Updating the purchase order is the same for MRO
items as it is for production items.

Transaction types

All receiving transaction processing takes place in Inventory Management. There are
eight transaction types that relate to Purchasing activities.

* Vendor accept (VA): Use this transaction to indicate that a vendor has received
the purchase order and has agreed to abide by its terms and conditions.

You also can enter a VA transaction by using the option on the PO Entry/Edit
Order Selection panel.
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The required fields are purchase order number and promise date. The warehouse
field is required only when multiple warehouses are supported. The release
number is required when the VA is confirming a blanket release. The display is
shown a second time for you to confirm the promise date. The promise date can
be accepted as is or changed.

A VA transaction can be entered only until you have processed a receipt
transaction against the order. The VA transaction lets you individually change the
promise date of each line item and blanket release. If there is more than one line
item on a purchase order, or if a line item has blanket releases, you can specify
the item (and release number) to acknowledge a specific part of the order.

If you do not enter a VA for each item number, you can enter one VA for the entire
order and the promise date on that VA will be used to update each line item and/
or release.

Any VA transaction will update the order status from Vendor Accept Required to
Vendor Accept Received but will not update any quantities in either Purchasing or
Inventory Management.

The promise date is used to calculate vendor performance during order closeout.
Multiple VVAs can be entered if the vendor changes the promise date. But once
you have processed a receipt transaction against the order, you can no longer
enter a VA. Also, the promise date cannot be changed in Purchase Order Entry/
Edit.

Receipt to dock (RD): Use this transaction to indicate that material has been
received at the dock.

The required fields for the RD transaction are purchase order number, item
number, and receipt quantity. The warehouse field is required only if multiple
warehouses are supported.

An RD can be entered only if the purchase order is not complete or cancelled and
the order status must be less than 40. The item status of the item being received
must not be 50 (Item Complete). When an RD is processed, the item and order
status codes are changed to indicate that material is at the dock and Purchasing
has started the dock to stock process.

If this is a blanket purchase order and you want the receipt applied to a specific
release, you can enter the release number. If you leave the release number blank,
the receipt is applied to the oldest open release. Any remaining quantity is applied
to the next oldest release until the quantity is fully applied.

This transaction also gives you the opportunity to review any shortages for the
item you are receiving. RD transactions are optional, but they provide valuable
information when following up on purchase order status. Dock quantity can affect
delivered quantities depending on tailoring options.

Receipt to inspection (RI): Use this transaction to indicate that material has
been placed into inspection during the receiving process. You do not have to
enter an RD transaction before entering an Rl transaction.

The required fields are purchase order number, item number, and quantity. The
warehouse field is required only if multiple warehouses are supported. If the item
is coded in the ltem Master file as requiring inspection upon receipt and the
receipt is for a controlled warehouse, the location is required. The receipt amount
is optional; if it is not entered, a warning message appears. Material received to
inspection updates the status of the purchase order. If the receipt is for an
inspect-on-receipt item in a controlled warehouse, the location quantity is updated
with the receipt quantity but is not available for use because it has not been
received to stock and is awaiting inspection status. This transaction does not
decrease the total quantity received to dock.
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This transaction also gives you the opportunity to review any shortages for the
item being put into inspection.

If you have more than one inspection step in your receiving cycle, you should only
report against the first inspection step with an Rl transaction. Otherwise, you will
overstate the amount of material in inspection.

If this is a blanket purchase order and you want the receipt applied to a specific
release, you can enter the release number. If you leave the release number blank,
the record is applied to the oldest open release. Any remaining quantity is applied
to the next oldest release until the quantity is fully applied.

This transaction is valid as long as the material has not been received complete,
or the order has not been cancelled. Also, the item must not have a status code of
50 (Item Complete). If an item must be inspected upon receipt, an Rl transaction
must be entered. After the Rl transaction has been processed, the item can be
shown in the selected location but is not available for issue since it has not yet
been received in stock. You must process a Quality Control transaction (PQ) to
complete the receipt to stock. Rl transactions provide valuable information when
following up on purchase order status.

Purchasing quality control for approvals (PQ): This transaction must be
preceded by an RI transaction. Use this transaction to approve all or part of the
inspected material.

Required fields for the PQ transaction are item number, warehouse, quantity,
location, and order number. The blanket release number is required if you are
approving a blanket purchase order. If the entire location is not being approved, a
transfer to warehouse and location are required. Upon completion of this
transaction, the inspected material is available for issue. This transaction also can
be generated automatically in PO entry/edit to complete or reopen an order, item,
or release.

Purchasing quality control for rejects/returns (RQ): This transaction must be
preceded by an RI transaction. Use this transaction to reject all or part of the
inspected material.

Required fields for the RQ transaction are item number, warehouse, quantity,
location, and order number. The blanket release number is required if you are
rejecting a blanket purchase order. The rejected quantity is automatically
scrapped unless a return quantity is entered. If a return quantity is entered, a debit
memo is generated.

Receipt to stock (RP): Use this transaction to receive material into the
stockroom. This transaction is only valid for items on order in uncontrolled
warehouses, or for items in controlled warehouses that do not require inspection
upon receipt. It does not have to be preceded by an RD or Rl transaction.

Required fields for the RP transaction are purchase order number and item
number. The warehouse field is required only if multiple warehouses are
supported. The Quantity field is not required if you have already processed the
final receipt for this order and you now want to report the order complete (CMP
equals C). If you do not type in C in the CMP field, however, the quantity field is
required. The Location field is required if you are using controlled warehouses. A
warning message is issued if there is no data in the Transaction Amount field.

An RP transaction can be entered only if the purchase order is not complete or
cancelled, and the order status must be less than 40. Also, the item status must
not be 50 (Iltem Complete).

The transaction quantity can increase the quantity on hand and decrease the
quantity on order in the inventory and purchase order records. This transaction
has no effect on the total quantities reported to dock or inspection.
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On a receipt to stock (RP) transaction, the completion code can be entered. The

completion code can be blank, or P (partially received), C (all receipts received),

or R (re-opening a completed line item or blanket release). You can reopen only if
the status is 40 or 50.

If you enter a blank completion code, Purchasing determines whether the line
item or blanket release is completed by checking to see if the quantity received to
date is equal to or exceeds the quantity ordered. If the quantity ordered has been
received or over-received, the blanket release or line item status is set to C;
otherwise, the status is set to P.

If you enter a completion code of P, the line item or blanket release status is set to
partially received. The quantity received to date can be less than the quantity
ordered (under-received), equal to the quantity ordered, or greater than the
quantity ordered (over-received). The line item or blanket release status will
remain partially received.

If you enter a completion code of C, the line item or blanket release status is set to
completed. The line item or blanket release can be under-received or over-
received.

You cannot enter receiving transactions against line items or blanket releases that
have a completed status unless you use a completion code of R. However, if you
maintain a completed item or release in PO entry/edit, a transaction with
completion code of R will be created for you.

You can enter a receipt-to-stock transaction that has a transaction quantity of zero
and a completion code of C. This completion code indicates that no more material
is expected for this line item or blanket release and that you can invoice the order,
line item, or blanket release. If you do not enter a completion code of C, you must
enter a transaction quantity.

For example:
- You can receive items into stock using a completion code of P.

- When you determine that the material has been Received Complete, enter a
quantity of zero and a completion code of C. The blanket release or line item
status becomes complete.

- When the last blanket release of a line item is completed, the line item status
is changed to complete.

- When the last line item is completed, the order status is changed to complete.

- If no completion code is used and material has been completely received or
over-received, Purchasing assumes a completion code of C.

Therefore, if additional material is expected for an order, use a completion code of
P to ensure that the line item or blanket release remains open.

If the blanket release or line item has been completely received (for example, you
entered a completion code of C on a previous RP transaction) and you must enter
a late receipt, the blanket release or line item can be reopened by entering a
completion code of R. If you reopened a blanket release, its line item is also
reopened. If the order was received complete, the order is now available again for
receipt activity. If you used a completion code of R, you should use a subsequent
transaction of C to complete the line item or blanket release.

If this is a blanket purchase order and you want the receipt applied to a specific
release, enter the release number. If you leave this field blank and this is a
blanket purchase order, the receipt is applied to the oldest open release. Any
remaining quantity is applied to the next oldest release(s) until the quantity is fully
applied.
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Note: A simpler way to complete or reopen releases, items, and orders is by
selecting those functions from within Purchase Order Entry/Edit. A summary of
the PO is displayed, letting you select the action you want. The system will
generate the RP transactions automatically for you.

This transaction also gives you the opportunity to review shortages for the item
you are receiving.

If you attempt to enter this transaction for an item that requires inspection upon
receipt, the message TRANSACTION NOT VALID-INSPECT ITEM appears. You
must first process a Purchase Receipt to Inspection transaction (RI) and then a
Quality Control transaction (PQ) to complete the receipt to stock.

Once the Purchase Receipt to Stock transaction has been processed, an item
that does not require inspection is available for issue.

Vendor return (VR): Use this transaction to indicate that material already
received (to dock or stock) is being returned. Required fields for the VR
transaction are purchase order number, item number, quantity, and resupply. The
warehouse field is required only if multiple warehouses are supported.

VR transactions can be processed against an order, an item, or a release that is
complete. The order, item, or release is re-opened by this transaction. The item or
release status is reset to 40 (received to stock). If the order status was 40
(received complete to stock), it is reset to 30 (receiving activity reported). If the
order status was 50 (invoiced and received complete), it is reset to 35 (invoiced
complete but not received complete). The order remains open until either:

* An RP transaction with a completion code of C and zero quantity is reported,
if inspect on receipt is not required. Or, a Quality Control transaction with
order number and completion of C is reported, if inspect on receipt is
required. One of these transactions should be used if Resupply is N (no).

» The full order quantity is received by an RP transaction (inspect on receipt not
required) or Rl and Quality Control transactions (inspect on receipt required).
This should be used when Resupply is Y (yes).

The resupply code indicates whether the vendor is requested to resupply the
quantity being returned.

When the VR transaction is processed, the return quantity you specify is issued
from stock and a debit memo is created. From within Purchase Order Entry/Edit
debit memo maintenance, you can convert the debit memo to a credit memo if
IFM is interfacing.

Update purchase order routings (UR): Use this transaction to indicate that a
step in the purchase order routing has been completed. Required fields for the
UR transaction are operation number, order number, item number, quantity,
release number (if a blanket release), and sequence number (if a miscellaneous
item). The warehouse field is required only if multiple warehouses are supported.
Other fields you can type in are order number, unit of measure, release number,
reference, reason, and transaction date. You can also type in the actual number
of hours it took to complete this operation.

When you finish typing in the UR transaction, depending on the value in the
Transaction Code field in the Purchase Order Routing file for the selected
operation, another display appears. If you specified that this operation should also
generate an RD, RI, RP, or VA transaction, the appropriate display appears to
allow further entry of fields.

See the Inventory Management User’s Guide for more information on transaction
types.
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Inventory transaction history

If you selected the Transaction History option when you tailored the Inventory
Management application, inventory transactions are written to the Transaction History
file. You can use the transaction history inquiry and report menu options to review the
purchasing transactions you entered. The transaction history options also allow you to
save the history transactions and to restore them back onto the system for later
analysis and tracking purposes.

All receipt-type transactions are written to the transaction history file, whether they
were for controlled warehouses or uncontrolled warehouses.

When the Inventory Transaction Register is printed, all transactions are written to the
Transaction History file, except the UR. A receipt history transaction is written if the
quantity accepted is not zero for RP transactions.
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Transaction Register (AMV3G)

Use the Inventory Transaction Register (AMV3G) to provide an audit of the data used
to update the purchase order and inventory files. If you are processing in a batch
mode, this option updates the following files:

¢ |tem Balance
LIFO/FIFO Transaction
Transaction History
Purchase Order Master
Purchase Order Detail
Purchase Operations
Location Quantity
Goods Received Note.

The Transaction Register shows the following:
» Transactions with errors found during the entry or updating
» Transactions that have been deleted by the operator

» Transactions that have been successfully processed (along with their associated
comments)

» Control totals used for audit purposes.

In addition, the effect on quantities in the Item Balance file is calculated and printed on
the register.

All transactions, whether entered by transaction code or operation sequence number,
are printed on the report. If operation sequence numbers are used, those having an
associated transaction code will calculate the net change to the inventory position and
print it on the register. See Chapter 13, “Report descriptions” for a description of the
report.

Item costing (standard, average, and last)

The Purchasing application supports three inventory costing methods:

« Standard unit cost
» Average unit cost
¢ Last unit cost.

The standard unit cost method uses unit costs you enter and maintain. An item’s
standard unit cost can be entered in the Item Master record, establishing a single
standard cost for that item across all warehouses. Or an override standard unit cost
can be entered in the Item Balance record, establishing a different standard cost for
that warehouse.

The average unit cost method recalculates the average cost of all units in inventory.
The total cost of all units currently in inventory is calculated, and added to the cost
from the receipt. The sum is divided by the new quantity in inventory. Each time a
receipt to stock transaction (containing a transaction amount) is posted, the following
calculations are performed:

OTOHVL = OAVCST x OMOHTQ
NAVCST = (OTOHVL + TRAMT) / (OMOHTQ + TRQTY)
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Codes are defined as follows:

NAVCST New average unit cost
OAVCST Old average unit cost
OMOHTAQ Old quantity on-hand
OTOHVL Old total on-hand value
TRAMT Transaction amount
TRQTY Transaction quantity.

The last unit cost method calculates the average cost per unit for the receipt. The
average receipt unit cost replaces the previous last unit cost. Each time a receipt to
stock transaction (containing a transaction amount) is posted, the following
calculation is performed:

LCOST = (TRAMT) / (TRQTY)

Codes are defined as follows:

LCOST Last unit cost
TRAMT Transaction amount
TRQTY Transaction quantity.

Inventory costing methods are not affected by multi-currency processing. Receiving
transaction amounts entered are in your national currency, as are the standard,
average, and last costs maintained in the IM files.

Immediate update

When the immediate update option is specified for transaction processing in Inventory
Management, the master files in Inventory Management and Purchasing reflect the
transaction data as soon as it is accepted.

So you can determine which updates have been made, the transactions are saved in
a batch transaction file. You can page through this file to see the transactions used to
update the master files.

Reversing transactions

When you enter a transaction in immediate update mode, you cannot change the
transaction. If a transaction you entered contained erroneous information, the
transaction can be reversed, and a new transaction entered. To reverse the
transaction, show the transaction in Review mode and enter an R in the Reverse field.
The effects of the erroneous transaction on the purchasing, inventory, and location/lot
records will be immediately reversed.

If the transaction is in a closed batch and the Transaction Register has been printed,
the transaction has already been posted. You will be unable to select the batch
containing the transaction to perform the reversal. To correct the erroneous
transaction, you can enter a new transaction with negative quantities and amount.

You cannot reverse a VA transaction. If you want to change the promise date for a line
item or blanket release, enter a new VA transaction.
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Reporting against receiving routings

If an order has been released with a receiving routing attached, use the receiving
operation number instead of the transaction code to receive materials. When the
receiving routing was defined, specific operations were associated with certain
transaction codes. The application automatically uses an associated transaction code
when the operation record is processed. Each operation entered is printed on the
Transaction Register even when there is no associated transaction code.

The display used for receiving operations is similar to the receiving transaction
display. The differences include the:
» Replacement of the transaction type by the receiving operation sequence number
» Addition of the number of hours consumed by the operation.
When working with receiving routings, the application performs quantity edits to assist
you in recording material receipts. If you enter a quantity at a subsequent operation

greater than reported at the previous operation, the application shows a warning
message. You can override this warning.

If the operation is not yet complete, the amount of time entered into the Hours field is
used to decrease the number of expected hours remaining on the Dock To Stock
Work List report (AMV750).

You can mix receipts for orders with and without routings in the same batch.

Return/reject/resupply

Using Quality Control transactions in Inventory Management, you can indicate that
some of the quantity received was returned or rejected. The quantity received is really
the sum of the quantity accepted or approved, quantity returned, and quantity
rejected. For example, the application accepts 85 of the item into stock, returns 10 to
the vendor, and scraps 5 of the item if you enter:

Approved quantity = 85
Returned quantity = 10
Rejected quantity = 15.

You cannot return and reject more than you have received. When part of the
transaction is returned or rejected, the return or reject quantity is no longer tracked
and is not in any warehouse.

When you indicate goods are returned, indicate whether or not these goods should be
resupplied by the vendor. Type Y in the Resupply field of the Quality Control
transaction. If you do not want the goods resupplied, the returned quantity is treated
as scrapped.

When you reject and return goods by typing N in the Resupply field, the total quantity
on order in the Item Balance file is reduced by the rejected quantity. The line item’s
quantity ordered is also reduced (by subtracting the rejected quantity from the
quantity deviation of the line item). If the receipt is for a blanket release, the release
quantity is reduced. When you reject and return goods by typing N in the Resupply
field, the order quantity is not reduced by the return quantity.

An automatic debit memo is created only for material being returned.
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Note: Goods not coded as requiring inspection upon receipt can be returned to the
vendor by processing a VR transaction.

Blanket order processing

Receipts are posted to a specific blanket release when the blanket release number is
entered in the release field of the transaction entry display. You can under-receive or
over-receive a particular release, and close (complete) the release to prevent further
posting.

If you do not enter a blanket release number, the application automatically spreads
the receipt against the open blanket releases:

» The receipt is applied by finding the first open release. If the release has not been
over-received, the open quantity is calculated by subtracting the sum of the
release’s quantity in stock, quantity returned, and quantity rejected from the
quantity ordered for the release.

 If the open quantity is positive, the receipt is applied by adding the open quantity
to the quantity in stock and reducing the receipt quantity by the same amount.
The new receipt quantity is the receipt quantity remaining.

« If this release is the last open release, the receipt quantity remaining is also
applied to the release.

Receipts to stock

The install/tailor question, “Do you want to consider the quantity received as the
quantity received to stock?” affects several Purchasing displays and reports. If your
response to this question is Y, the following displays and reports indicate that material
is at your company only after a receipt-to-stock transaction has been posted:

» Purchase Price Variance report (AM6DC)

* Invoice Entry display (AMV160, AMV161)

» Purchase Orders with Receipts not yet Invoiced (AMER3)
» Orders Invoiced not yet Received (AM6R3)

* Open Debit Memos—All Open (AM6S5)

» Purchase Order Print (AM64L1).

If your response is N, the displays and reports show material received when it has
been received to the dock. Only these reports and displays are affected by this
question; the remaining purchasing and inventory reports and displays are changed
when a receipt-to-stock transaction is posted. If you are using the invoicing function,
type in receipt-to-dock (RD) transactions.

Process information

When location or batch lot functions are tailored, some portions of receipt processing
are changed and additional information must be entered before a transaction can be
posted into inventory.

Receiving comments

During transaction processing, you can enter 80 characters of information regarding
the receipt. This comment is optional.
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Receiving comments are typically entered for future reference and include such
information as the condition of goods received or comments about overall quality.
Although not used for any formal analysis by the application, these comments print on
the Transaction Register.

Dock to stock control

The Purchasing application receives material in two different ways:

* Receiving transactions. If detailed dock-to-stock control is not necessary for
your organization, receive material using transactions with entry codes found in
Inventory Management. Through the use of these receiving transactions, you can
report material received to the dock, to inspection, and to the stock room.

All these Purchasing transactions are written to the Inventory Management
Transaction History file so you can review them if necessary. For detailed
information about receiving transaction entry, see the Inventory Management
User’s Guide.

* Receiving routings. The use of receiving routings allows your company to track
and schedule material receipts on a more detailed basis. Using this method, you
can describe in precise detail how material flows from the receiving dock to the
stockroom. The three standard receiving steps can now be expanded to a virtually
unlimited number of steps.

As time is reported during the receiving operations, you can print an up-to-date
Dock to Stock Work List. This shows you potential problem orders as they near
their required in-stock date. With this information, work can be adjusted in the
receiving work centers to expedite material receipt processing.

Dock to Stock Work List (AMV750)

The Dock to Stock Work List (AMV750) prints on demand. This report prints only if
purchase order receiving routings have been attached to some or all of the purchase
orders in your files.

Use the Work List Generation Options (Select) display (AMV710) to choose whether
you want the items on the report prioritized by order due date or by critical ratio. The
critical ratio is calculated by subtracting the Run Date from the Due To Stock Date and
dividing by the cumulative lead time remaining for the item. Any hours reported for the
processing of the item and hours associated with completed operations are
subtracted from the cumulative lead time. A critical ratio value of less than one
indicates that the item is behind schedule and you need to take expedited action. Any
management priority overrides take precedence over either the due date or the critical
ratio calculations. These overrides force the applicable orders to the top of the work
list; use them with caution.

Use the Work List Horizon field to define the end of the work period for which you
want the report to be calculated. This date must be a valid work date and it must be
later than the Run Date. The Run Date must be a valid work day and you do not enter
a date, defaults to the System Date.

The valid choices for major sort sequence are:

« Work Center
¢ Department
¢ Foreman.
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You also choose whether you want to see all orders or only those orders under a
specific critical ratio printed on your report. For example, by selecting a critical ratio
value of 0.50 to 1.20, you can limit the report to include only those items that may
need attention now or in the near future.

The work list report is divided into three sections.

» A picture of those operations currently in a work center
» Those operations waiting to enter a work center
* Those operations entering a work center sometime in the near future.

The report is printed on a work center by work center basis within the sort criteria
previously defined. Through the use of this report, you can readily see which orders
are falling behind schedule and need to be expedited through the receiving cycle.

Materials Requirement Planning and auto release

Purchasing can automatically release purchase orders that the MRP planning run has
generated. The MRP planning run plans purchase orders to cover demand across the
planning horizons. If the planned order has an exception code of Release or Expedite,
the planned order can be automatically converted into a purchase order or requisition
by the Purchase Order Auto Release option. The Purchase Order Auto Release
option can be invoked from the MRP menu option or it can be selected as a run-time
option to the MRP planning run.

Auto release purchase orders

Purchase order auto release is controlled by three fields defined in the Item Planning
file ITMPLN).

Firm time fence. This field establishes an offset to be used with the auto
release function for purchase orders and requisitions. The
number of days entered is added to the MRP current date to
establish this fence.

Authorized time fence. This field establishes an offset to be used with the auto
release function for blanket purchase orders. The number of
days entered is added to the MRP current date to establish
this fence.

Auto release code. This field establishes an item’s type of auto release and its
eligibility for the auto release function.

You also can specify whether a contract is required, both at the warehouse level and
at the item warehouse level. In the MRP Planning Run Execution options, you can set
the “Contract required for auto release” code for all items in the warehouse. In Item
Balance file maintenance, using the “Contract required code” in the ITMPLN file you
can override that setting for individual items.

Performing the auto release

The application provides safeguards to protect against the accidental automatic
release of purchase orders. When the auto release purchase orders option is selected
in MRP, automatic release for planned orders fitting the following criteria occurs. To be
selected, planned orders must:
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Contain an auto release code greater than 0 for the item.
Have a start date less than the purchasing time fence, if established.

Have an exception code of RELEASE or EXPEDITE if the purchasing time fence
is not established.

Not exceed the remaining contract quantity if a contract is required for the item,
and the order due date must not be later than the contract expiration date.

include a fixed blanket if the auto release code is 6 or 7; or if the auto release
code is 4 or 5 and purchase orders are being approved, and the item is not pre-
approved (it is not flagged in the Item Master or in the Contract Master file).

Not exceed the remaining fixed blanket quantity, and the order date must not be
later than the “latest due date” for the fixed blanket if a fixed blanket exists. If the
planned order quantity exceeds the remaining quantity on the fixed blanket, and a
second fixed blanket exists for the vendor, the planned order quantity will be split
into two releases. One release will be created against the first fixed blanket for the
remaining fixed blanket quantity. A second release will be created against the
second fixed blanket for the remaining planned order quantity.

In addition, to release a purchase order, there must be a vendor defined in the ltem
Balance (ITEMBL) file.

Auto release codes

Auto rel Purchasing time fence
code Release type (MRP cur date plus:)
0 None Not applicable
1 Requisition Firm time fence
2 Held purchase order Firm time fence
3 Purchase order Firm time fence
4 Held blanket (normal or fixed) Greater of Firm or Authorized time
purchase order fence
5 Blanket (normal or fixed) purchase Greater of Firm or Authorized time
order fence
6 Fixed blanket required Greater of Firm or Authorized time
fence
7 Held fixed blanket required Greater of Firm or Authorized time
fence

Auto release processing

The MRP Planning run must be executed first. This option uses the purchasing
horizon times for purchased items to build the Order Review file.

You can release purchase orders and requisitions from MRP in several ways, all using
MRP menu options. First, you can choose to have Purchasing Auto Release run
immediately after the planning run completes. Or you can choose to run the
Purchasing Auto Release as a separate menu option any time after a planning run.
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If you choose not to use auto release, you may use the normal MRP Review/Approval
process to individually consider each order. Then choose MRP Order Release to
create purchase orders and requisitions for each manually approved order.

During auto release, if a candidate is found for automatic requisition creation, a record
is added to the Requisition file with a requisitioner identification of MRP AUTO. The
planned order is changed to firm planned order and updated with the requisition
number. If the requisition is later used to create an order, the next MRP planning run
will change the firm planned order to a scheduled receipt.

If a candidate is found for automatic order or blanket release creation, records are
added to the Purchase Order Master and Detail files and the planned order is
changed to a scheduled receipt. The planned order is also updated with the purchase
order number.

Inventory Reorder Report and auto release

In Inventory Management, the Inventory Reorder Report provides the capability to
release automatically requisitions and/or purchase orders to Purchasing when an
order recommendation is determined for an order point item.

Order point items (with Order Policy Code B or C) can set the auto release code for
the item in the Item Plan file to specify that requisitions or held or open purchase
orders will be created or that held or open blankets or fixed blankets will have
releases added. Logs are written to the Purchasing Activity (PURACT) file for the
buyer whose item has a requisition or PO or release generated. If the Approval
interface is active, an approval request can be sent as well.

A run-time option on the Reorder report lets you choose whether or not you want to
actually perform the auto release.

Lot sizing adjustments

The initial reorder quantity is determined based on the Order Policy code (OPC) and
the value of the Fixed Order Quantity (FOQ) parameter in Item Plan.

1. OPC=B and FOQ=not 0: The FOQ represents the reorder quantity

2. OPC=B and FOQ=0: The system calculates an Economic Order Quantity (EOQ)
which becomes the reorder quantity

3. OPC=C and FOQ=not 0: The FOQ represents the order up to level. The reorder
quantity becomes the difference between the quantity available and the order up
to level.

The initial reorder quantity is rounded up to the nearest multiple, if a multiple lot sizing
rule is specified.

Then, if a minimum order quantity is specified and the reorder quantity is below the
minimum, the actual order quantity will be the minimum. If the reorder quantity is
greater than a maximum order quantity, the actual order quantity will be the reorder
quantity. A message will be issued stating that the maximum was exceeded.
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Pricing

Auto release of requisitions

If an order recommendation is determined for an item and the auto release code is 1
(requisition), a new requisition will be created and a notification sent to PURACT. The
report will show the new requisition number. The report first checks to make sure a
duplicate requisition is not being created. If a requisition exists for the same item,
amount, and dates, but it has not been associated to a PO yet, no new requisition will
be created. Instead the existing requisition number is printed on the report and
identified as such.

Auto release of purchase orders

If an order recommendation is determined for an item and the auto release code is 2
through 7, then purchase orders or releases will be created and a notification sent to
PURACT. The report will show the new PO or new release number. If the auto release
code is 4 or 5, either a normal or fixed blanket can be used to add a release. If the
auto release code is 6 or 7, a fixed blanket must exist.

Purchase orders

If you enter a contract number and a quotation exists for this item, the unit price that
appears is determined by the quantity/price break as defined in the contract for this
item. If the order quantity is below the first quantity break, the contract base price is
used.

When a blanket purchase order is being processed, it uses the first price break
selected for the quote throughout the life of the purchase order. If no quotation is
being used and you entered a requisition that contained a unit price, that price
appears. Otherwise, the unit price is determined by the purchase price default from
the Purchasing Control (PURCTL) file as follows:

0 = No default selected

1 = Current material this level (ITEMAS B-record)
2 = Purchase price (ITEMAS C-record)

3 = Standard unit cost (ITEMBL record)

4 = Unit cost default (ITEMAS A-record)

If the purchase price default is 0 (no default selected), the unit price defaults to one of
the following records in the standard default hierarchy. The records are queried in the
following order:

¢ |tem Master B-record - Current material this level

* Item Master C-record - Purchase price

« |tem Balance record - Standard cost

* |tem Master A-record - Unit cost default.

The first non-zero price is used. You can type in a different price to override the one
shown.

MMS purchase orders

If MMS is installed and interfacing, purchase orders for MRO items are priced from
vendor/item information on requisitions maintained in MMS or from a contract. Prices
can be overridden in the purchase order through PO Entry/Edit.
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Requisitions

If you also type in a contract number on the purchase order, the system uses the
appropriate price from the quotation based on the quantity defined in the requisitions.
Otherwise, the unit price is determined by the purchase price default from the
Purchasing Control file as follows:

* 0= No default selected

» 1 = Current material this level (ITEMAS B-record)
» 2 = Purchase price (ITEMAS C-record)

» 3 = Standard unit cost (ITEMBL record)

* 4 = Unit cost default (ITEMAS A-record)

If the purchase price default is 0 (no default selected), the unit price defaults to one of
the following records in the standard default hierarchy. The records are queried in the
following order:

« |tem Master B-record - Current material this level
* Item Master C-record - Purchase price

* |tem Balance record - Standard cost

* |tem Master A-record - Unit cost default.

The first non-zero price is used. You can type in a different price to override the one
shown.

Payables processing with AP

An important requirement of the Purchasing application is that payables transactions
be correctly and completely entered. Although you have the ultimate responsibility of
reviewing and verifying your payables data using the listings and data entry review
features, there are several internal controls in the Purchasing application of which you
must be aware to understand and properly utilize the application. These controls are
established to aid you in maintaining the integrity of the application.

Payables processing consists of:

Entering and editing invoices and credit memos

Selecting and processing EDI invoices (if you are using EDI)
Printing the Invoice/Transaction Proof/Register

Printing the Purchase Invoice Journal

Posting the purchasing transactions to the Open Payables file.

As invoices and credit memos are typed in, the Purchasing application validates that
what was ordered was received, and that what was received was invoiced. Any
discrepancies between the order, receipt, and invoice immediately appear on the
display.

Invoice and credit memo entry controls

When you enter invoices and credit memos from the work station keyboard, edits are
performed and you can immediately correct errors.

When processing payables, Purchasing checks the validity of the vendor number,
purchase order number, and data relationships and codes. When you enter data from
the keyboard, messages appear on the display showing you missing or invalid
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information, and a request for you to accept the entry. You can accept the errors or
may interrupt processing to perform file maintenance to supply some missing data.
After adding the missing data, you can continue with keyboard entry.

A suspended or closed batch containing errors cannot be processed beyond printing
of an Invoice Transaction Proof. After the errors are corrected, you can print the proof
listing again. Records previously accepted with error will no longer cause errors. Once
the Invoice Transaction Proof has been printed without errors, you may post that
batch to the Open Payables file.

The application also checks the System Control file to find the processing options
selected during application tailoring. Line item entries are not accepted by the
application until a valid invoice header appears on the display. No header information
is accepted without at least one line item. Miscellaneous vendors, those assigned
vendor number 000000, are checked for a name entry. An edit is also made to ensure
that the vendor’s name is not blank. Dates are checked for validity (month must be 01
through 12 and day must be 01 through 31). If no date is entered for either invoice or
due date, a default date is used.

In Purchasing, the gross amount of the invoice must be entered and the total of all the
invoice line items must balance to the invoice amount.

When Purchasing matches foreign currency invoices to purchase orders, Purchasing
uses trading currency amounts to balance. The local currency amounts for these
invoices are recorded.

The local currency amounts you see in Purchasing reflect the exchange rates in effect
when the invoice was entered in payables processing. In most cases, the rate used to
convert the invoice will be different from the rates used to convert the purchase order.
It is normal for purchase order and invoice amounts to agree in trading currency and

be different in local currency.

Unless you have arranged with your banker to lock in an exchange rate, the local
currency amounts for the purchase order do not reflect your actual payment cost. This
is because the exchange rate may have changed between the time you enter the
purchase order or invoice and make the payment.

You can see batch status totals at any time. The following totals are accumulated and
printed when a batch is processed:

Valid records

Error records
Number of invoices
Gross amount
Discount amount
Net amount

Open payables
Prepaid invoices
Miscellaneous charges
Outside operations
Cost adjustments
Other costs
Control.

Corresponding totals should balance with totals manually calculated. When totals
calculated by the application agree with the manual totals taken for the batch and all
errors have been corrected, the batch is ready for further processing.
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Invoice Transaction Proof controls

An Invoice Transaction Proof listing can be printed at any time for a suspended or
closed data entry batch (one that data is not currently being entered into or that is not
being used for printing). You will print it ordinarily after the batch status totals balance
with the manual totals taken for the batch. Invoice Transaction Proof processing re-
edits each entry and ensures there are no duplicate entries. It also re-edits fields that
were originally accepted with error and checks that line-item gross amount totals
balance with the entered invoice total.

The proof listing shows any out-of-balance conditions between entered invoice gross
amount and total line item amounts or between check amounts and total amounts of
invoices for which the check was written.

The Invoice Transaction Proof calculates the control totals again. If these totals agree
with the previous control totals for the batch, you can print the Purchase Invoice
Journal listing to update the master files. Otherwise, the batch must be corrected or
deleted. Before you print the listing, ensure:

e There are no errors to correct
< All transactions for the batch have been entered
* The batch has been closed.

When the Purchasing application detects errors while printing the Invoice Transaction
Proof listing or the Purchase Invoice Journal listing for a batch, the application
automatically suspends the batch.

Purchase Invoice Journal controls

The final control in payables processing takes place when a batch is selected for
purchase journal processing. If the batch has not been closed and if an Invoice
Transaction Proof listing has not printed for the batch, you must print this listing
without errors before you can post it. Nor can you select it if the proof was printed, if
serious errors were detected, and if error messages were printed on the proof listing.

Once a transaction batch is selected, a further edit is made to determine whether the
transaction can be used to update the files without causing errors. If the updates
cannot be made, the error condition is noted on the printed reports. Your data is saved
until the problem is corrected and the batch can be selected again for processing.

Payables processing with IFM

When IFM is interfacing, PUR invoicing is done using the IFM Accounts Payable
Tasks menu. The processing of PO-related invoices has the following characteristics:

* IM continues to update PUR with receipt information at either the PO item or
blanket release level.

* You enter invoice details manually or have IFM automatically generate suggested
invoices based on PO and receipt information.

» IFM performs a three-way match, comparing invoice, purchase order, and receipt
data and handling any discrepancies that exist.

* IFM updates the PO with actual information and triggers the interface to IM and
PC&C.
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* IFM has a self-invoicing function that creates an invoiced based on receipts that
have not been invoiced by the vendor.

For more information, see the IFM User’s Guide.

Purchase order closeout and purge

Once an order has been received and invoiced, it is ready to be purged. You must
select which orders are to be purged. You can verify that you have chosen the correct
orders through the printing of the Order Closeout Audit List.

Purchasing considers an order ready for close and purge when it is completely
received and invoiced. You can, however, force close a purchase order if you know
you will not be receiving any more items.

A purchase order is completely invoiced once it is posted, and that process sets the
order status to completely invoiced (35 or 50). It doesn’t matter to Purchasing when
the check is written or when the payment is actually made.

When you are ready to proceed, you request that the orders be purged from the
Purchasing files and sent to the online Purchase Order History file. When the order is
purged and sent to the History file, vendor performance and buyer statistics are
calculated and stored.

When the purchase order is closed and purged, Purchasing updates the invoice to
show that the Purchasing side is complete. The invoice cannot be purged until the flag
is set saying the PO is closed and purged. When the PO is purged, all related data
including used requisitions and all the activity logs in the Purchasing Activity
(PURACT) file are deleted. None of the Purchasing activity logs go to the History file.

The purged order remains in the online Purchase Order History file until you remove it
by saving the history to tape. You determine how much history is kept in the online
History file by archiving by order closed date.

When multi-currency processing is active, purchase orders are closed out if they meet
closeout criteria in trading currency even if they do not meet closeout criteria in local
currency.

Vendor and buyer performance statistics are based on trading currency amounts. This
avoids distortions caused by exchange rate fluctuations.

Purchase order history amounts are maintained in both trading and local currency.
Purchase price variance reports are available in both trading and local currency.
When you compare trading currency amounts to standard costs, Purchasing converts
the standard cost (local currency) to trading currency at the purchase order exchange
rate.

Note: Once a purchase order has been purged, the same purchase order number
can be used again for a new purchase order. The new purchase order, however,
cannot be selected for closeout and purge on the same day the old purchase order
was already selected for closeout and purge.
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General considerations and definitions

Purchasing date fields

Different order date fields appear in the Purchasing application:

* The Order Date (ACTDT in POMAST) is the date you entered the purchase
order.

* The Release Date (POPDT in POMAST) is the date you want printed as the P.O.
DATE on the purchase order form. If you enter this date during purchase order
entry, it appears on the purchase order form as P.O. Date. If you leave this field
blank during purchase order entry, the System Date the day the purchase order is
printed is used, and the Release Date field shows that date.

Note: If you leave Release Date blank in Add mode and it remains blank in
Change mode, the order has not yet been printed. If a date appears in Release
Date, it is the date the order was printed.

Inventory code definitions

Each item in the Item Master file is assigned an inventory code that controls what
activity is allowed.

Inventory code 1-inventory items

These are items you stock and use as end items you sell, components in end items
you manufacture, or replacement parts.

Inventory items have an Item Master A-record and an Item Balance record. You can
do quotations, contracts, purchase orders, receipts, and invoicing for inventory items.
Material Requirements Planning only plans for inventory items.

Inventory code 2—miscellaneous items

These are items used in the maintenance of your business but not necessarily used in
production; for example, pens, paper, and office supplies. Miscellaneous items have
an ltem Master A-record. If the Receipt Required field is Y, an ltem Balance record
can be created and receipts can be made against miscellaneous items. You can do
quotations, contracts, requisitions, purchase orders, receipts, and invoicing for
miscellaneous items.

Inventory code 3-service items

These items represent a service being purchased by your company; for example, an
order to have your building painted. Service items have an Item Master A-record.
Typically, you do not need an Item Balance record because a service item is not
stocked. However, if the Receipt Required field is Y, you can create an Item Balance
record. This is useful if you have a blanket order for 12 monthly landscape
maintenance services. You could post each month’s service as a “receipt” against the
order. You can do quotations, contracts, requisitions, purchase orders, receipts, and
invoicing for service items.

Note: Quality control, shelf life, inspection on receipt, and batch/lot control are not
allowed for miscellaneous or service items.
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No vendor performance is done on service items at all or on miscellaneous items
when the Receipt Required field is N. Vendor performance is done on a
miscellaneous item when the Receipt Required field is Y and the answer to the
tailoring question, “Do you want miscellaneous items on a purchase order sent to
history?” is Y.

If MMS is installed and interfacing, MRO items are stored in MRO inventory where
they have similar classifications. When an MRO item appears in Purchasing the MRO
item type translates as follows:

» Stores becomes Inventory code 1 - Inventory
* Non-stores becomes Inventory code 2 - Miscellaneous
» Service becomes Inventory code 3 - Service.

Status codes

The tables that follow list order, item, and operation status codes and how they are
generated through the Purchasing application.

Order status codes

Status
Code

Code Description/Definition

How Generated

10

Acceptance Required: Vendor
acceptance of the order is required
before processing.

The order is released with VENDOR
PO ACCEPT =Y and a confirmation
date through Purchase Order Entry.

20

Acceptance Received or Not
Required: Vendor acceptance has
been received or no confirmation is
required.

A VA transaction is entered in IM
Transaction Entry or an order is
released with confirmation not
required through Purchase Order
Entry.

30

Activity Reported: Receiving
transaction has been reported for the
order.

A RD, RI, PQ, RQ, or RP partial
transaction is entered in IM
Receiving Transaction Entry.

35

Invoiced Complete, Not Received
Complete.

This order has been invoiced
complete, but not received complete.

40

Order Complete (buyer): The order
has been received complete to
stock, but not invoiced complete.

The last RP complete to stock (PQ,
RQ) transaction is entered in IM
Receiving Transaction Entry.

50

Order Complete (vendor): The order
has been received and invoiced
completely.

The order has been invoiced
complete through Payables Entry
and received complete.

60

Order Closed: The order has been
selected for close.

The order has been selected for
close through Order Closeout
Selection.

99

Order Cancelled: The order has
been cancelled.

The order has been cancelled
through Purchase Order Entry.
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Item and blanket release status codes

Status
Code

Code Description/Definition

How Generated

05

Vendor acceptance required

Order confirm-by date was not zero
when item was added in Purchase
Order Entry.

10

Open

The order is released through
Purchase Order Entry.

20

Received at Dock

An RD transaction is entered in IM
Receiving Transaction Entry.

30

Received in Inspection

An RI transaction is entered in IM
Receiving Transaction Entry.

40

Received to Stock

An RP, PQ, RQ partial transaction is
entered in IM Receiving Transaction
Entry.

50

Item Complete: Received complete
to stock.

An RP, PQ, RQ complete transaction
is entered in IM Receiving
Transaction Entry.

99

Iltem Cancelled: The item has been
cancelled.

The order has been cancelled
through Purchase Order Entry.

Operation status codes

Status
Code

Code Description/Definition

How Generated

00

Inactive: The operation is not active
for the order.

Established in Purchase Order Entry.

10

Released/No Activity Reported: The
operation has been released but no
activity is reported for the order.

Established in Purchase Order Entry.

30

Labor Reported

An operation sequence transaction is
entered with a completion code P
through Receiving Transaction Entry.

40

Labor Completed

An operation sequence transaction is
entered with a completion code C
through Receiving Transaction Entry.

Handling freight

Freight can be handled several ways in Purchasing. Freight-related fields appear in
the purchase order, the Invoice Select display, the invoice header, and the invoice
detail line. An explanation of each field is followed by some alternatives available for
handling freight.

* Invoice Freight. A field in the invoice header that represents the total freight
amount for the entire invoice. When the invoice is posted, this amount is used to
update the purchase order header record (POMAST) to show actual freight cost
for this order. Vendor performance only uses freight cost from POMAST in its
calculations.



Contents

Index

Page 2-43
Managing Purchasing

« Item Freight. A field in the invoice detail line that represents the freight amount

for each item. You may know this amount if freight is identified by line item on the
invoice, but if the invoice shows a total freight amount, you may want to apportion
the freight to each item using your own rules. When the invoice is posted, this
amount is used to update the purchase order item record (POITEM or POBLKT)
to show actual freight cost for this item.

Expected Freight. A field on the purchase order from the order summary
(POMAST) record that represents the amount of freight you expect will be
charged for the entire order. There is no expected freight by line item. If you enter
an expected freight amount and you automatically create the invoice, an entire
detail line is created on the invoice with the reserved word FREIGHT in the Item
Number field.

Freight Amount. A field used on the initial invoice header display to represent
the actual freight amount for the entire invoice. If you had an expected freight
amount on the purchase order and type in a value in the Freight Amount field at
auto generation, the Freight Amount, representing the actual, is used instead of
the Expected Freight Amount from the order. If you did not have an expected
freight amount on the order, you can type in the Freight Amount at auto
generation time. If you entered an expected freight amount and leave the Freight
Amount field blank, the expected freight amount becomes the actual freight
amount used in the invoice. After auto generation, the actual freight amount is
written to the Invoice Freight field in the invoice header and a detail line is
created for reserved word FREIGHT with a gross amount equal to the actual
freight amount.

FREIGHT (reserved word). If you type in an invoice gross amount in the header
and it includes freight amount, you need a separate detail line for FREIGHT so
the sum of the detail line gross amounts will balance to the invoice header gross
amount. When you type in the word FREIGHT in the item number on a detail line,
it creates a new detail line item for the freight amount. If you automatically
generate an invoice and the purchase order has an expected freight amount, or if
you enter the actual freight amount, this detail line is automatically created for
you.

The methods for handling freight are flexible in Purchasing. They allow you to choose
how you want to track freight costs. Because of the various combinations, there are
no edits to force balancing of item freight to invoice freight, or to force balancing of
gross amount of a FREIGHT detail line to the sum of freight fields in other detail lines.
This allows you to enter whatever freight information you have at the invoice level or
the item level.

Understanding how these fields are used will help you determine how you want to
handle freight in your company. Your options are:

» Tracking freight at the invoice/purchase order level:

- Type in the Invoice Freight Amount in the invoice header. This amount is the
part of the invoice gross that is the actual freight cost. The Invoice Gross
Amount is the total charge, or bottom line, on the invoice. You do not have to
subtract the invoice freight amount from the invoice gross amount.

- Enter the detail lines for the material being invoiced.

- Add one more detail line so the invoice will balance. Add a detail line for the
reserved word FREIGHT. Type in the same amount in this field as you did for
Invoice Freight. Leave the Item Freight fields blank.

This method allows you to update the purchase order with the actual freight costs
at the order level. Having a separate line item for freight allows you to charge
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these costs to a separate general ledger account number and the invoice is
balanced. The same result is achieved through auto generation of an invoice.

» Tracking Freight at the detail/item level:

Follow the steps previously outlined. If the vendor did not itemize the freight
costs on the invoice, calculate how you want them distributed.

Type in these amounts in the Item Freight field for each detail line.

On the detail line for the reserved word FREIGHT, leave the Item Freight
field blank.
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Chapter 3. Purchase Order Processing

When you select option 1 on the Purchasing Main Menu (AM6MO0O), the secondary
menu, Purchase Order Processing (AM6M10), appears. From this menu, you can
enter, edit, or process quotations, contracts, requisitions, and purchase orders. You
also can print debit memos and travellers, close out and purge purchase orders, print
the Transaction Register, and create shipping schedules.

Option 1. Enter/Edit Quotations/Contracts (AMBM10).........cccooiiiiiiiiiiiiiieeeiiieeeeee 3-3
Option 2. Print Quotation Requests (AMBM10) .........ooiviiiiiiiieeiiee e, 3-27
Option 3. Enter/Edit Requisitions (AMBM10)...........cceeviiiiieeeeeiecceeeee e 3-34
Option 4. Enter/Edit Purchase Orders (AMBM10) .........ccooeiiiiiiiiiiiiiiiiieeee e 3-49
Option 5. Enter/Edit Purchase Order\Operations (AMBM10) .........ccccevevvvveeeeeennn. 3-153
Option 6. Print Purchase Orders (AMBM10).........cccociiiiiiiiiieeee e 3-161
Option 7. Print Debit Memos (AMBM10)............cooiiciiiiiiieeee e 3-166
Option 8. Print Travellers (AMBMT10) .........cooiiiiiiiieeee e 3-169
Option 9. Purchase Order Closeout Selection (AM6M10).........cccccvvveeeeeereeeeennnn. 3-172
Option 10. Purchase Order Closeout Report and Purge (AM6M10) .................... 3-180
Option 11. Print Transaction Register (AMBM10) ..........cccoeiiiiiiiiiiiiiiiiieeeeeeeeeee, 3-191
Option 12. Create Shipping Schedule (AMBM10) ........cvviieeeeeiiiiiiiiiiireeeeeeeeeee, 3-192
//’> AM6M10 Purchasing e o ok e ok ok ok ke ﬂ\\\

Purchase Order Processing
Type option or command; press Enter.

Enter/Edit Quotations/Contracts
Print Quotations Requests

Enter/Edit Requisitions

Enter/Edit Purchase Orders
Enter/Edit Purchase Order Operations
Print Purchase Orders

Print Debit Memos

Print Travellers

Purchase Order Closeout Selection
10. Purchase Order Closeout Report and Purge
11. Print Transaction Register

12. Create Shipping Schedule

V00U WN K

F3=Exit F4=Prompt F9=Retrieve Fl0=Actions
Fll=Job status Fl2=Return F22=Messages

\_ J

Option 1. Edit Quotations/Contracts. Use this option to enter and edit quotations,
contracts, and quantity/price breaks.

Option 2. Print Quotation Requests. Use this option to print requests for vendor
quotations.

Option 3. Enter/Edit Requisitions. Use this option to enter and edit material or
service requisitions.

Option 4. Enter/Edit Purchase Orders. Use this option to enter and edit summary
and detail records, including blanket release information, order and item comments,
and routing generation.
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Option 5. Enter/Edit Purchase Orders Operations. Use this option to enter and
edit purchase order operations information.

Option 6. Print Purchase Orders. Use this option to print purchase orders, including
revisions and cancellations to those orders. You can print the purchase orders
individually or in groups.

Option 7. Print Debit Memos. Use this option to print all debit memos not printed
previously and debit memos you have revised. You also can print debit memos
individually.

Option 8. Print Travellers. Use this option to print dock to stock travellers for a line
item or a group of line items based on expected date to dock.

Option 9. Purchase Order Closeout Selection. Use this option to select the orders
you want removed from the Purchasing files. No panel appears.

Option 10.Purchase Order Closeout Report and Purge. Use this option to perform
the actual purge of the orders you selected for closeout with option 9. At purge time,
the vendor and buyer performance is calculated and the purchase orders are written
to history. No panel appears.

Option 11.Print Transaction Register. Use this option to print the Purchasing
Transaction Register. No panel appears.

Option 12.Create Shipping Schedule. Use this option to create and print shipping
schedules for warehouses and shipping schedule profiles.
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Option 1. Enter/Edit Quotations/Contracts (AM6M10)

Use this option anytime you need to add quotes or contracts in the Quotation/
Comments Master or Contract Master file, or to change or delete quotation, contract,
or quantity/price break information already in the files.

Maintaining quotations through the Purchasing application allows the buyer to make a
more informed decision in the acquisition of material. The application contains
information that lets a buyer know the following:

* Who sells a given item
* How much the item costs
* When the item can be expected to arrive at the receiving dock.

In addition, Purchasing notifies the buyers when particular quotes or contracts are due
to expire so they can begin to renegotiate with their vendors before the existing
quotes become invalid.

In the Purchasing application, four different types of information can be stored as
follows:

» Vendor/ltem: This information is required in order to establish a relationship
between the items in your master files and the vendors with whom you do
business. The vendor/item record does not have to exist before a quote can be
entered. If there is no vendor/item record for the vendor/item on the quote you are
entering, the system creates one. There is an exception, however. When MMS is
interfacing, for MRO items, a valid vendor/item record must exist before you can
enter a quote.

* Quotes: After you have defined all your vendor/item identifications, you can
specify quantity/price break and other information commonly found in quotation
information. You can enter up to 999,999 numerically identified quote records for
a particular vendor/item combination.

» Comments: You can enter and store two lines of comments for each quote record.

» Vendor/ltem Descriptions: You can add descriptions to the vendor/item
description file to customize item information as it relates to a particular vendor.
You can add as many descriptive lines of text as necessary in order to fully
describe what is required of your suppliers.

If MMS is interfacing, quotes/contracts can be entered for MRO items. The item
number is edited to MMS files and unit of measure information comes from MMS.
Pricing information also comes from the MMS vendor/item file.

What information you need: A valid item number and vendor number. The quotation
number or contract number is optional.

What reports are printed: Quotation Contract Entry/Edit (AM64Q).

The basic steps for performing this task follow each panel.
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AM64Q1—Quotation/Contract Entry/Edit (Select)

Use this panel to enter and maintain quotations, quotation comments, contracts, and
quantity/price breaks.

This panel appears when you select option 1 on the Purchase Order Processing
menu (AM6M10).

4 )

Date *k [xk [xx Quotation/Contract Select AM64Q1 8T
Entry/Edit

Select option: n
1 Quotation/Comments
2 Contract

Vendor aaaahA6

Item aaaaaaaaaaaa”Als
Warehouse aA3

Quote aaaahé

Contract aaaA5

Action code <A/C/D> A

Last update
Option * Vendor ***%%* Ttem *kkkkkkkkkkkkk* Quote ****** Contract ****%

F24=Status

- /

What to do

» To add, change, or delete a quotation/comment record, type 1 in the Select
option field. Type the vendor, item and quotation, and type the necessary action
code (A/C/D) in the Action code field and press Enter. Panel AM64Q2 appears
in the appropriate mode for the action you chose.

Note: If this quotation has an attached contract, you must delete the contract in
order to delete the quote.

» To add, change, or delete a contract record, type 2 in the Select option field.
Type the vendor, item, and quotation and contract numbers, and type the
necessary action code (A/C/D) in the Action code field and press Enter. Panel
AM64Q3 appears in the appropriate mode for the action you chose.

* If you leave the quote number field blank, panel AM64Q4 appears, so you can
select a quotation to attach to a contract.

Function keys

F24=Status shows you the Quotation/Contract Entry/Edit (Status) panel (AM64QS).
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Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Select option. Required. Type one of the following option codes:

1 Quotation/Comments. Select this code to enter and edit quotations and
comments for a specific vendor/item record.

2 Contract. Select this code to enter and edit a contract for a specific vendor/
item record.

Vendor [?] . Required. Type the vendor number for the record you want to enter or
edit. If you want to enter or edit a miscellaneous vendor, type in all zeros.

Item [?]. Required. Type the item number for the record you want to enter or edit.

If the Maintenance Management System (MMS) is interfacing, you can do a master
file search on production items, MRO items, or both.

Warehouse. Type the code of the warehouse where the item is stored. The code you
enter determines from which ITEMBL record comes the purchasing unit of measure
and the unit of measure conversion factor and lead times for production items.

In Add mode, if you leave this field blank, or if the warehouse code is not valid, or if
the item is not in that warehouse, a default warehouse will be used. If you have only
one warehouse defined in the Warehouse Master file, that warehouse will be used. If
there is more than one warehouse defined in the Warehouse Master file, then the
default planning warehouse in SYSCTL will be used.

In Change mode, if you leave this field blank, or if the warehouse code is not valid, or
if the item is not in that warehouse, the warehouse last used for this quote (whether it
was in Add mode or an earlier Change mode action) will be used. If you change the
warehouse from what was used when the quote was created, the ltem Balance record
for the new warehouse will be used to retrieve defaults. This could cause some error
conditions in the quote. For example, if the quote’s vendor purchase unit of measure
was chosen as the purchasing unit of measure from the first warehouse and the
purchasing unit of measure in the second warehouse is different, the quote unit of
measure no longer will be valid. You can either return to the first warehouse or change
the vendor purchase unit of measure in the quote to match the new ltem Balance
value.

Quote. If you selected option 1 (Quotation/Comments), type the quotation number for
the vendor/item record. If you leave this field blank and select option 1 and action
code A, the system generates the next available number for this quotation.

If you selected option 2 (Contract) and action code A to add, you must select a
quotation. If you do not enter a quote number, the Vendor/ltem Quote Selection panel
(AM64Q4) appears.

Contract. If you selected option 2 (Contract), type the contract number for the
vendor/item record you want to enter or edit. If you leave this field blank and select
option 2 and action code A, the system generates the next available number for this
contract.
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Action code <A/C/D>. Type one of the following action codes for the quotation or
contract record you want to enter or edit:

A
Cc
D

Add a new record
Change an existing record
Delete an existing record

Last update. These fields show the following information for the last record updated
during the quotation/contract session:

Option: The option used for the last updated record.
Vendor: The vendor number for the last updated record.
Item: The item number for the last updated record.
Quote: The number identifying the specific quotation.

Contract: The number identifying the specific contract for the last updated record.
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AM64Q2—Quotation/Comments Entry/Edit (Add/Change/Delete)

Use this panel in Add mode to type quotations and quotation comments for specific
vendor/item records. Use this panel in Change mode to update previously entered
quotations and quotation comments for specific vendor/item records. Use this panel in
Delete mode to delete previously entered quotations and quotation comments for
specific vendor/item records.

This panel appears in the appropriate mode when you select option 1 and an Action
Code (add, change, or delete) on the Quotation/Contract Entry/Edit (Select) panel
(AM6B4Q1).

When you are in Delete mode, you see the prompt, Press Enter to Delete. When you
press Enter, the quotation record is deleted and the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1) appears.

Warning: When a quotation record is deleted, all associated comments and
quantity/prices are also deleted.

Note: A quotation attached to a contract can be deleted only by deleting the
contract record.

Date **/**/** Quotation/Comments Entry/Edit ~ Add AM64Q2 **
Vendor Prime * Quote  ******
Item *MRO* Status **

U/M ** Purch U/M ** U/M cony ** *** **** Contract *****

Ext description aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaAd0

Vendor catalog

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaAdl
Buyer aaaA5 A
aaaaaaaaaaaaaaaaaaaaaaA2b

Qty/Prices
Primary quote

Eng drawing aaaaaaaaaaaaA1l15 Preferred vendor *
Alternate item aaaaaaaaaaaaA15 Vendor lead time nnn

Tax percent nnn.nnn Safety lead time nnn

Terms aA3 Vendor Purch U/M A2

FOB QA FrEEEERR Blanket orders A

Request date nnnnnn Hold quote A

Accept date nnnnnn Follow-up date nnnnnn

Reject date nnnnnn Expiration date nnnnnn

Reference # aaaaaaaaaaaaaaaaaaaaaaA25 Quote print date  **/**/**
Currency ID QA3 FrEEER Last maintenance  **/**/**

Quote comments aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalbl
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalA6l

F5=Contract F18=Refresh F19=Select F24=Status

- J

What to do

» To add or change information, type the information you need to add or change
and press Enter. The Select panel appears again.

» To delete the quotation record, all associated comments, and the quantity/price
breaks, verify that this is the record that you want to delete and press Enter. To
return to the select panel without deleting the quotation, use F19. The Select
panel appears again.

» To review or change quantity/price breaks, type Y in the QTY/PRICES field. The
Quantity/Price Entry/Edit panel appears.

» To see the contract for this quotation use F5. The Contract Master (Display) panel
appears. You cannot change that panel.
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Function keys

F5=Contract shows you the Contract Master Entry/Edit (Display) panel (AM64Q8).
All fields are informational and cannot be changed.

F18=Refresh clears the data you have entered and shows the panel as it originally
appeared.

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel (AM64Q1)
S0 you can select another quotation or contract.

F24=Status shows you the Quotation/Contract Entry/Edit (Status) panel (AM64QS)
s0 you can check your session statistics or end the session.

Fields

[?] appears next to a field name in the following field definitions to identify a field
from which you can begin a master file search.

Vendor. The vendor number you entered on the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1). The vendor name associated with the number also
appears.

Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.

Item. The item number for the vendor/item record you entered on the Quotation/
Contract Entry/Edit (Select) panel AM64Q1. The item description associated with the
number also appears.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Quote. The quotation number for the vendor/item record you entered on the
Quotation/Contract Entry/Edit (Select) panel AM64Q1.

Status (quotation status code). The status of quotations that were previously
entered for the record you want to maintain:

10 Quote not yet printed

15 Quote printed

20 Quote received and accepted.
99 Quote rejected.

The values in the next three fields come from MMS if the item is an MRO Stores item.
For non-stores and service items, you can enter any valid unit of measure in Vendor
Purch U/M. In change mode, for non-stores and service items, the U/M and Purch U/
M default to the Vendor Purch U/M and the conversion factor will be 1.

U/M (unit of measure). The stocking unit of measure associated with this item. It
comes from the Item Master file, if this is a production item.

Purch U/M (Purchasing unit of measure). The measurement basis of purchase
quantities for this item. It comes from the Item Balance file, if this is a production item.
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U/M Conv (unit of measure conversion). The number of stocking units in one
purchasing unit of measure. It comes from the Item Balance file, if this is a production
item.

Contract. The number of the associated contract, if any, for the quotation you want to
maintain.

Ext description. Type the extended description associated with this item. The default
is the extended description from the ltem master file.

Buyer [?]. Required. The buyer number that originally appeared on the panel will
default to the buyer number from the Item Master file. If you want a different buyer
number, type the buyer number for the person responsible for the item.

Qty/Prices. Type Y to show the Quantity/Price Entry/Edit (Add/Change/Delete) panel
(AM64Q6), otherwise type N.

Vendor catalog. Type the vendor's catalog number for the item.

Primary quote. Only one primary quotation is allowed per vendor/item. Type Y if this
is the primary quotation for this vendor/item, otherwise type N.

Eng drawing. Type the engineering drawing number for the item. The default is the
value from the Vendor/Item file.

Preferred vendor. This field indicates whether this is a preferred vendor.

Alternate item. A user-defined identifier for the item. It could represent, for example,
an OEM number or UPC code.

Vendor lead time. Type the vendor-quoted number of days between the release of
the order and delivery to the dock. You can override the value shown.

Tax percent. Type the percent to be calculated as tax on this quotation. For example,
if you want to enter 15%, type 15. To enter .1%, type .1.

Safety lead time. Type the number of days expected for normal delays or variances
in the delivery time. You can override the value shown.

Terms (terms code and description) [?]. Type the terms from the Terms Master file
that apply to the purchase of this item. In Add mode, these fields show the default
from the Vendor Master file. You can type the three-digit code to indicate the method
of payment and the associated description.

Vendor Purch U/M (vendor purchasing unit of measure). This field defaults to the
purchasing unit of measure described previously. This field must equal either the
stocking unit of measure or the purchasing unit of measure. This value is the unit of
measure printed on the quotation request. In Add mode, for an MRO non-stores or
service item, you can enter any valid U/M. It will be used as the U/M and Purch U/M,
and the U/M conversion will be set to 1.

FOB (free on board code and description) [?]. Type the code to indicate the point
at which the buyer assumes payment for the purchase order from the Free on Board
Master file. The associated description appears when the quotation record is
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accepted. If you do not type a code, you can type a 15-character description. In Add
mode, these fields show the default from the Vendor Master file.

Blanket orders. Type Y if the vendor accepts blanket orders for this item, otherwise
type N.

Request date. Type the date you expect the vendor to reply to the quotation.

Hold quote (quote print hold code). Type N to prevent this quotation from being
printed during the Print Quotation Requests operation.

Accept date (acceptance date). Type the date that you accept the quotation. This
field must be entered before a contract can be attached to this quotation.

Follow-up date. Type the date this quotation should be flagged for follow-up action.
Normally, this is a date preceding the Request Date to check for vendor acceptance or
confirmation of the quotation.

Reject date (rejection date). Type the date you reject this quotation.

Expiration Date. Type the date the terms of the quotation expire. This field is
required if you enter an acceptance date.

Reference #. Type the user-defined code associated with this item. Use this field to
relate quotations that may be sent to more than one vendor. You can print all
quotations for a reference number.

Quote print date. The date on which this quotation was printed.

Currency ID [?] . The currency identification and description for this record. The
default is the vendor currency. If the currency ID is blank, this record is in your national
currency. In Change mode, if AP is not installed, you can change the currency ID.
However, you can change the currency only if no quantity/price break records exist for
the quote. If AP is installed, you can change the currency only within the same
primary currency. This field appears only if multi-currency processing is active.

Last maintenance. The date this quotation record was last maintained.

Quote comments. Type any comments that refer to this quotation. The comments
are printed on the quotation request.
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AM64Q3—Contract Master Entry/Edit (Add/Change/Delete)

Use this panel in Add mode to enter contracts for vendor/item records. Use this panel
in Change mode to update previously entered contracts for vendor/items records. Use
this panel in Delete mode to delete previously entered contracts and the associated
quote, comments, quantity, and price information.

This panel appears in the appropriate mode when you select option 2 and an Action
Code (add, change, or delete) on the Quotation/Contract Entry/Edit (Select) panel
(AM64Q1).

When you are in Delete mode, you see the prompt, Press Enter to Delete and the
field Delete quote. When you press Enter, the contract record is deleted. If you would
like to also delete the quote, type Y in the Delete quote field. The quote, comments,
and quantity/price breaks are then deleted. If you choose to keep the quote, type N
and press Enter. The contract record is deleted and the contract number is removed
from the quotation.

Date **/**/** Contract Master Entry/Edit ~ ******  AM64Q3 **
Vendor Prime * Quote ******
Item *MRO* Status **

U/M ** Purch U/M ** U/M cony ***** *xx*

Fkkkk

Contract Percent used x40
Description aaaaaaaaaaaaAl15 Qty-to-date  *,xx ** =
Vendor contract number aaaaaaaaaaaaA15 Amt-to-date *,*** wx wx e

Pre-approved

Fkk kkkkkkkkkk dkk kkkkkkkkk

Setup cost nn,nNn,NNN,NNN.NN- Setup cost  ** ** ok s xx

Base price nn,nnn,nnn,nNn.NNNN- Base price  *,** o o =

Unit freight nn,nnn,nnn,nnn.nnnn- Unit freight = e o o
Amt_to_date *,***,***,***,***.**

Start date FrRkkk

Expire date i Qty limit nnnANnNNn.nNn

Qty/Price A Delete quote A

Quote comments

*** Press Enter to Delete ***
F5=Quote = F9=Alt currency F18=Refresh F19=Select F24=Status

- /

What to do

» To add or change information, type the information you need and press Enter.

» To enter quantity/price breaks, type Y in the Qty/Price field. Panel AM64Q6
appears.

» To delete the contract record and the associated quotation, comments and
quantity/prices, type Y in the Delete Quote field and press Enter. Panel AM64Q1
appears again.

» To delete the contract only and save the quotation, comments and quantity/prices,
type N in the Delete Quote field and press Enter. Panel AM64Q1 appears again.

» To return to the select panel without changing or deleting the contract, use F19.
Panel AM64Q1 appears again.

» To see the quotation to which this contract is attached, use F5. Panel AM64Q7
appears. You cannot change that panel.
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Function keys

F5=Quote shows the Quotation/Comment Master (Display) panel (AM64Q7). All
fields that appear are informational only.

F9=Alt currency allows you to toggle between local and alternate currency. The
heading appears appropriately. If the alternate currency is the same as the trading
currency, the function key does not appear. If the trading currency is not euro or euro
participating, the function key does not appear.

F18=Refresh clears the data you have entered and shows the Contract Master Entry/
Edit panel (AM64Q3) as it originally appeared.

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel
(AMB4Q1).

F24=Status shows the Quotation/Contract Entry/Edit (Status) panel (AM64QS).
Fields

Vendor. The vendor number and name you entered on the Quotation/Contract Entry/
Edit (Select) panel (AM64Q1).

Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.

Quote. The quotation number you entered on the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1) or a system-generated number.

Item. The number and description of the item.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Status. The status code of quotations that were previously entered for the record you
want to maintain:

10 Quote not yet printed

15 Quote printed

20 Quote received and accepted.
99 Quote rejected.

U/M (unit of measure). The stocking unit of measure associated with this vendor/
item record. You cannot change this field. For production items, this value comes from
the Item Balance file. For MRO non-stores and service items, the value here is what
was entered for Vendor Purch U/M.

Purch U/M (purchasing unit of measure). The measurement basis of purchase
quantities for this item. For production items, this value comes from the ltem Balance
file. For MRO non-stores and service items, the value here is what was entered for
Vendor Purch U/M.
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U/M conv (unit of measure conversion). The number of stocking units in one
purchasing unit of measure. You cannot change this field. For MRO non-stores and
service items, this is set to 1.

Contract. The contract number you entered on the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1). If you left the Contract Number field blank and selected
option 2 and action A, it shows a system-generated number.

Description. Type the description of this contract. If multi-currency processing is
active, this field is required for foreign currency contracts.

Vendor contract number. Type the vendor's contract number.

Contract-to-date.

Percent used: The percent of the quantity limit of the contract that has been
used. For example, if the quantity limit is 100 and 50 have been ordered, the
percentage used is 50 percent.

Qty-to-date: The quantity ordered to-date against this contract.

Amt-to-date (trading amount-to-date). The amount ordered to-date against this
contract. If the contract is in a foreign currency, the amount also appears in local
currency.

Pre-approved. A code to indicate if this a pre-approved contract. Processing activity
(printing, receipts, and invoicing) can occur immediately without waiting for approval
to be obtained. This is used only if you are using the approval process.

N This is a normal contract subject to approval processing. This is the default.

Y This is a pre-approved contract. Either no approval or only memo approval is
required for items ordered under this contract, depending on the memo
approve pre-approved contracts code in the Purchasing Control file.

Currency ID. The currency identification and description for this record. If the
currency ID is blank, this record is in your national currency. This field appears only if
multi-currency processing is active.

Trading and ******** currency. If multi-currency processing is active, the contract
amount appears in both trading and local currencies. If F9 is used, the vendor’s
alternate currency ID and description is displayed. The left column is the trading
currency identified by the currency ID and description. The right column is labeled
with the ID and currency of the alternate currency. If the alternate currency is not euro
or euro participating, or is the same as the trading currency, only local currency will
display on the right.

Setup cost. Type the vendor's one-time setup cost for this contract in trading
currency.

Base price: Type the base unit price in trading currency for this item for a quantity
less than that quoted in the quantity/price field. Required for foreign currency
contracts.

Unit freight: Type the unit freight cost that the vendor needs to deliver this item.
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Amt-to-date (trading amount-to-date): The amount ordered to-date against this
contract. If the contract is in a foreign currency, the amount also appears in local
currency.

Start date. Type the date the terms of this contract become effective. This field is
required.

Expire date. Type the date on which the terms of the contract expire. This field is
required.

Qty limit (quantity limit). Type the maximum quantity that can be ordered under the
terms of the contract. This field is required.

Qty/price (quantity/price). At least one quantity/price break is required for a
contract. Type Y to show the Quantity/Price Entry/Edit panel (AM64Q6), otherwise
type N. This field is required when adding a contract.

Delete quote. This field appears only in Delete mode. Type Y to delete the attached
quotation and all associated comments from the file, otherwise type N.

Quote comments. The comments that were entered for the quote on the Quotation/
Comments Entry/Edit panel (AM64Q2).
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AM64Q4—Vendor/ltem Quote Selection (Select)

Use this panel to select the quote to convert to a contract. It shows all unexpired
quotes that have been accepted by the vendor but are not yet converted to a contract.

This panel appears when you leave the Quote field blank on the Quotation/Contract
Entry/Edit (Select) panel (AM64Q1) after you have selected option 2 and entered A in
the Action code field.

4 )

DATE  *% /%% /%% Vendor/
Item Quote Selection Select AM64Q4 ek
Vendor khkkkkk kkkkkkkkkkkhkkkhkkkkhhkkkkkkxk*kkxk*x**x Contract * Kok ok k Prime
*
Enter X beside selection
Request Follow-up Accept Expire Prim
Sel Quote Item Buyer Date Date Date Date Quote MRO
D Rkkkkok Rk kkkkkkkkkkkkk kkkkk kk [k [hk LA VAR VAL kK [k [ kK LA VAR VAL * *
DA Kkkkkk Rk kkkkkkkkkkkkk kkkkk kk [k [hk LA VAR VALY LA VAL VAR LA VAR VALY *
DA Kkkkkk Rk kkkkkkkkkkkkk kkkkk kk [k [hk LA VAR VALY LA VAL VAR LA VAR VALY * *
DA Kkkkkk kkkkkkkkkkkkkkk kkkkk Kk [k [hk LA VAR VAR *k [k [ kK LA VAL VAR *
DA Kkkkkk kkkkkkkkkkkkkkk kkkkk Kk [kk [hk LA VAL AR kK [k [ kK *k [k [ kK *
Use roll up/down Fl9=Select F24=Status

. /

What to do

To select a quotation to attach to a contract, type X next to the quotation that you want
to convert to a contract and press Enter. Panel AM64Q3 appears again. You can
convert the quotation to a contract and add the record to the Contract Master file.

Function keys

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel
(AMB4Q1).

F24=Status shows the Quotation/Contract Entry/Edit (Status) panel (AM64QS) so
you can check your session statistics or end the job.

Fields

Vendor. The vendor number you entered on the Quotation/Contract Entry/Edit panel
(AM64Q1). The vendor name also appears.

Contract. The contract number you entered on the Quotation/Contract Entry/Edit
panel (AM64Q1).
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Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.

Sel (select number). Type X next to the quote you want to select.
Quote (quote number). The quotation number for this item.

Item. The item number for this quotation.

Buyer. The buyer number for this quotation.

Request date. The date you expect the vendor to reply to the quotation.
Follow-up date. The date follow-up action should be taken.

Accept date. The date this quotation was accepted by your company.
Expire date. The date this quotation expires.

Prim quote (primary quote) . This field indicates whether this is a primary quote for
this vendor/item.

MRO . This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that the item is a spare part item or a maintenance service.
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AM64Q6—Quantity/Price Entry/Edit (Add/Change/Delete)

Use this panel to add or change quantity and price breaks quoted by the vendor.

This panel appears in the appropriate mode for the action code you selected, when
you type Y in the QUANTITY/PRICES field on the Quotation/Comments Entry/Edit
(Select) panel (AM64Q2) or the Contract Master Entry/Edit panel (AM64Q3).

Date **/**/** Quantity/Price R AMB4Q6 **
Entry/Edit

Vendor Prime * Quote ******

Item *MRO* Status **

Contract ***** U/M Purch UM U/M Conv Currency ID *** Exchange rate

kkkkkkkkkkkkkkk  kk *kkkk Kkkkk *kRHk

Quantity  Price Price

Fkkkkdokdokkk kkkk

nnnnnNnn.nnNn nnnnNnnNnnNNn.nnnn .
NNNNNNN.NNN- NNNNNNNNNNN.NNNR e e
NNNNNNN.NNN- NNNNNNNNNNN.NNNR **Fsses e
NNNNNNN.NNN- NNNNNNNNNNN. ANQQ ¥ oo
NNNNNNN.NNN- NNNNNNNNNNN.NNNR *FFFee s
NNNNNNN.NNN- NNNNNNNNNNN.NNNR **Fssee oo
NNNNNNN.NNN- NNNNNNNNNNN. ANQR ¥ oo
NNNNNNN.NNN- NNNNNNNNNNN.NNNR *FFFees e
NNNNNNN.NNN- NNNNNNNNNNN.NNNR **FFssee oo

Use roll up/down F4=Quote F9=Alt currency F19=Select F24=Status

o )

What to do

Type the quantity/price breaks you want to add or change and press Enter. The
Select panel appears again.

Function keys

F4=Quote/Contract returns you to the Quotation/Comments Entry/Edit panel
(AM64Q2) or to the Contract Master Entry/Edit panel (AM64Q3), depending on
whether you're working with quotes or contracts.

F9=Alt currency allows you to toggle between local and alternate currency. The
heading appears appropriately. If the alternate currency is the same as the trading
currency, the function key does not appear. If the trading currency is not euro or euro
participating, the function key does not appear.

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel
(AM6B4Q1).

F24=Status shows the Quotation/Contract Entry/Edit (Status) panel (AM64QS).

Fields

Vendor. The vendor number for this quotation. The name appears after the number.
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Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.

Quote. The quotation number for this item.

Item. The number of the item for this quotation. The description appears after the
number.

*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Status. The status code of the quotations that were previously entered for the record
you want to maintain:

10 Quote not yet printed

15 Quote printed

20 Quote received and accepted.
99 Quote rejected.

Contract. The number of the contract. The description appears under the number.

U/M (unit of measure). The stocking unit of measure associated with this item
record. For production items, this value comes from the Item Balance file. For MRO
non-stores and service items, the value here is what was entered for Vendor Purch
U/m.

Purch U/M (purchasing unit of measure). The measurement basis of purchase
quantities for this item. For production items, this value comes from the ltem Balance
file. For MRO non-stores and service items, the value here is what was entered for
Vendor Purch U/M.

Note: Either the unit of measure or the purchasing unit of measure will be
highlighted to show the unit of measure in which the quantities and prices are
expressed.

U/M conv (unit of measure conversion). The number of stocking units in one
purchasing unit of measure. For MRO non-stores and service items, this is set to 1.

Currency ID. The currency identification and description for this record. If the
currency ID is blank, this record is in your national currency. This field appears only if
multi-currency processing is active.

Exchange rate. The effective rate of exchange used to convert trading currency to
local currency. This field appears only if the contract is written in a trading currency.
Note: Before a contract is added, you must enter quantity and price break
information.

Use the next two fields to enter up to twenty quantity/price break quotes from the
vendor. Enter the quotes starting with the lowest quantity.

Quantity. Type the quantity at which the price break occurs.

Price. Type the quoted price in trading currency for the corresponding unit quantity.
The currency ID and description appears below the heading.
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wxxxxk* currency. The local or alternate currency amounts for the quoted price. The
system converts the trading currency price you entered in the PRICE field to local or
alternate currency based on the quote's exchange rate. The currency ID and
description appears below the heading. This field appears only if multi-currency
processing is active and the contract is written in a trading currency. It does not
appear in Add mode.
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AM64Q7—Quotation/Comment

Use this panel to review quotation and comment information while you are using the
Contract Master Entry/Edit panel (AM64Q3).

This panel appears when you use F5 on the Contract Master Entry/Edit panel
(AM64Q3). All fields are informational only and cannot be modified.

4 )

Date **/*x /%% Quotation/Comments Master Display AM64Q7  **
Vendor khkkhkkkhk Fhhkkhkhkhkhhkhdkhhkhkdkhkdkhkdhhkhhkhkhkrhkrhkrhkkhkkkk Prime * Quote * Kk k ok kK
Trtem ***kkkkkkkhhhhk  kokkkkhkhkhkhkhkhkdhkhkhkks *MRO* Status **
U/M ** Purch U/M ** U/M conv —*% , k% xkkxk

Ext description Kk kkkkkhhkkkkhkkkhkkkkhkkkkkkkkhkkkkkkk Kk Kk

khkhkhkhkhkhkhkhkhkdkhkdkhkhhkhhkhhkhhkhhkhkhkhkdkhkhhkhhkrhkhkhkx

Buyer * ok ok kK

Vendor catalog Khkkkkkkkkkkkkkkkkkkkkkkk* Primary quote *
Eng drawing ok ok ok ok ok ok ok ok ok ok ok Preferred vendor *
Alternate item kkkkkkkkkkkkkkkkkkkkkkkkk Vendor lead time *kk Kk
Tax percent Hk ok kkk Safety lead time ok k x
Terms Kkhkk hhkkkkkkhkhkhkhkhkkhkhhkhkkkkkk v€ndor purch U/M * %
FOB Kkhkk khkkkkkkhkhkhkhkhkhkhkhkhkkkkkkkhk Blanket orders *
Request date LA VAL VAL Hold quote *
Accept date LA VALV Follow-up date *k [kk [ %k
Reject date LA VAL VAL Expiration date *k [kk [ %k
Reference # Kkkkkkkhkhkkkhkkkhkkkkkhkkkk* Quote print date *k [ Kk [ Kk
Currency ID Rk kkokodkk ok ok ok Kok ok kok ok Last maintenance ATASVALS

Quote comments Khkkhkkhkkhkhkhkhkhkhkhkhkhkkkkkkkkkkkkkkkkkkkkkkkkhkhkkhkkhkkkkkkkkk*

]

F5=Contract Fl9=Select F24=Status

- /

What to do

After you have reviewed the information on this panel, use F5 to return to the previous
panel.

Function keys

F5=Contract returns you to the Contract Master Entry/Edit (Add/Change/Delete)
panel (AM64Q3).

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel
(AM64Q1).

F24=Status shows the Quotation/Contract Entry/Edit (Status) panel (AM64QS).

Fields

Vendor. The vendor number and name you entered on the Quotation/Contract Entry/
Edit (Select) panel (AM64Q1).

Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.
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Quote. The quote number you entered on the Quotation/Contract Entry/Edit (Select)
panel (AM64Q1).

Item. The number and description of the item for this quotation.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Status. The status code of the quotation record you are maintaining:

10 Quote not yet printed

15 Quote printed

20 Quote received and accepted
99 Quote rejected.

U/M (unit of measure). The stocking unit of measure for this item.
Purch U/M (purchasing unit of measure). The purchasing unit of measure.

U/M conv (unit of measure conversion). The number of stocking units in one
purchasing unit of measure. For MRO non-stores and service items, this is set to 1.

Ext description (extended description). The extended description for this vendor/
item.

Buyer. The number of the buyer responsible for the item.

Vendor catalog. The vendor's catalog number for this item.

Primary quote. This field indicates whether this is a primary quotation.

Eng drawing. The engineering drawing number for this item.

Preferred vendor. This field indicates whether the vendor is a preferred vendor.

Alternate item. A user-defined identifier for the item. It could represent, for example,
an OEM number or UPC code.

Vendor lead time. The vendor-quoted number of days between the release of the
order and delivery to the dock.

Tax percent. The tax percentage for this vendor/item.

Safety lead time. The number of days expected for normal delays or variances in the
delivery time.

Terms. The terms code and description that apply to this item on the quotation.

Vendor Purch U/M (vendor purchasing unit of measure). The unit of measure of
the quantities and price breaks that print on the quotation.

FOB (free on board). The code and associated description appears when the
quotation record is accepted. It indicates the point at which the buyer assumes
payment for the purchase order from the Free on Board Master file.
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Blanket orders. This field indicates whether the vendor accepts blanket orders.
Request date. The date on which you expect the vendor reply to the quotation.

Hold quote. This field shows one of the following:

Y Hold quote. Do not print during the Print Quotation Requests operation.
N Do not hold quote. Print during the Print Quotation Requests operation.

Accept date (acceptance date). The date that you accept the quotation from the
vendor.

Follow-up date. The date this quotation is flagged for follow-up action.
Reject date. The date this quotation was rejected.
Expiration date. The date the terms of this quotation expire.

Reference #. The user-defined code associated with this item. It is used to group
related quotations for printing.

Quote print date. The date on which this quotation was printed.

Currency ID. The currency identification and description for this record. If the
currency ID is blank, this record is in your national currency. This field appears only if
multi-currency processing is active.

Last maintenance. The date this quotation was last maintained.

Quote comments. This field shows any comments that apply to this quotation.
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AM64Q8—Contract Master (Display)

Use this panel to review contract information while you are using the Quotation/
Comments Entry/Edit panel (AM64Q2).

This panel appears when you use F5 on the Quotation/Comments Entry/Edit panel
(AM64Q2). The fields in this panel are informational only and cannot be modified.

Date **/**/** Contract Master Display AM64Q8 **
Vendor Prime * Quote ******
Item *MRO*  Status **

UM ** Purch UIM ** UJM cony ***** ***+

Contract ool Percent used ** %
DeSCrlpthn khkkkkkkkkhkhkhk Qty_to_date *’***,***,***-**
Vendor Contract nUmber ***sksscsenis  Ap b (2 b owk owk wak wae ox
Pre-approved

*kk kkkkkkkkhk kK kkkkkkhkhhk

Setup cost sx n w3 Sotup GOSt ¥ wes ke s

Base prlce **,***’***’***.**** Base prlce **Y***’***’***.**

Unlt frelght **‘***‘***,***-**** Unlt frelght **’***,***7***-**
Amtto-date * o s st he xf

Start date e

Explre date **/**/** Qty Ilmlt *,***:***:***-***

Quote comments

F5=Quote = F9=Alt currency F19=Select F24=Status

- /

What to do

After you have reviewed the information on this panel, use F5 to return to the previous
panel.

Function keys
F5=Quote returns you to the Quotation/Comments Entry/Edit panel (AM64Q2).

F9=Alt currency allows you to toggle between local and alternate currency. The
heading appears appropriately. If the alternate currency is the same as the trading
currency, the function key does not appear. If the trading currency is not euro or euro
participating, the function key also does not appear.

F19=Select returns you to the Quotation/Contract Entry/Edit (Select) panel
(AM64Q1).

F24=Status shows the Quotation/Contract Entry/Edit (Status) panel (AM64QS).
Fields

The fields on this panel are described in groups as they appear on the panel rather
than in the normal cursor movement order.

Vendor (vendor number). The vendor number you entered on the Quotation/
Contract Entry/Edit (Select) panel (AM64Q1). The vendor name also appears.
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Prime. This field appears only if the Maintenance Management System (MMS) is
interfacing. Y indicates that this is the MMS prime vendor. There can be only one
prime vendor, and it is used as the default vendor in MMS.

Quote. The quotation number you entered on the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1) or a system-generated number.

Item. The number and description of the item.

*MRO* This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Status. The status code of quotations that were previously entered for the record you
want to maintain:

10 Quote not yet printed

15 Quote printed

20 Quote received and accepted.
99 Quote rejected.

U/M (Unit of measure). The stocking unit of measure associated with this vendor/
item record.

Purch U/M (purchasing unit of measure). The measurement basis of purchase
quantities for this item. For production items, this value comes from the Item Balance
file. For MRO non-stores and service items, the value here is what was entered for
Vendor Purch U/M.

U/M conv (unit of measure conversion). The number of stocking units in one
purchasing unit of measure. For MRO non-stores and service items, this is set to 1.

Contract. The contract number you entered on the Quotation/Contract Entry/Edit
(Select) panel (AM64Q1). If you left the Contract Number field blank and selected
option 2 and action A, it shows a system-generated number.

Description. The description of this contract.
Vendor contract number. The vendor's contract number.

Pre-approved. A code to indicate if this a pre-approved contract. Processing activity
(printing, receipts, and invoicing) can occur immediately without waiting for approval
to be obtained. This is used only if you are using the approval process for purchase

orders.

N This is a normal contract subject to approval processing. This is the default.

Y This is a pre-approved contract. Either no approval or only memo approval is
required for items ordered under this contract, depending on the memo
approve pre-approved contracts code in the Purchasing Control file.

Contract-to-date (trading).

Percent used: The percent of the quantity limit of the contract that has been
used. For example, if the quantity limit is 100 and 50 have been ordered, the
percentage used is 50 percent.

Qty-to-date: The quantity ordered to-date against this contract.
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Amt-to-date (Trading amount-to-date): The amount ordered to-date against this
contract. If the contract is in a foreign currency, the amount also appears in local
currency.

Trading and ******** currency. If multi-currency processing is active, the contract
amount appears in both trading and local currencies. If F9 is used, the vendor’s
alternate currency ID and description is displayed. The left column is the trading
currency identified by the currency ID and description. The right column is labeled
with the ID and currency of the alternate currency. If the alternate currency is not euro
or euro participating, or is the same as the trading currency, only local currency will
display on the right.

Setup cost. The vendor's one-time setup cost for this contract in trading currency.
Base price: The base unit price for this item.
Unit freight. The unit freight cost that the vendor needs to deliver this item.

Amt-to-date (trading amount-to-date). The amount ordered to-date against this
contract. If the contract is in a foreign currency, the amount also appears in local
currency.

Start date. The date the terms of this contract become effective.

Expire date. The date the terms of the contract expire.

Qty limit. The user-defined limit on the quantities of this item that can be ordered
under this contract.

Quote comments. The comments entered for the quote on the Quotation/Comments
Entry/Edit panel (AM64Q2).
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Use this panel to view the status of the current Quotation/Contract Entry/Edit session.

This panel appears when you use F24 on any of the quotation/comment entry/edit

panels.
Date ** /% /** Quotation/
Contract Status AM64QS  **
Entry/Edit
Session status
Records added Kk Kk kX Records deleted Hokok ok ok ok k
Records changed ok Kk Kk

F24=Exit

o

~

What to do
To return to the previous panel, press Enter. To end the session, use F24.
Function keys

F24=EXxit ends the session and shows the Purchase Order Processing menu
(AM6M10).

Fields

Session status.
Records added: The number of records added during this session.

Records deleted: The number of records deleted during this session.

Records changed: The number of records changed during this session.
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Option 2. Print Quotation Requests (AM6M10)

Use this option anytime you need to print a quotation or a group of quotations from the
Quotation Master file.

An individual quotation request or group of quotation requests prints when you select
an option. In either case, you can enter standard message numbers to print heading
or closing messages on the quotation requests.

Once you make the print selections, the selected orders are sent to the print spool
with a hold status. They remain on the print spool until you release them for print. This
allows time to change the print forms.

There may be times when you want to print a quotation before you have established
that you want a vendor/item relationship created. You can print a one-time quotation
by entering a vendor and item number, and leaving the quote number blank. The Print
Quotation Requests (Options) panel (AM6DH1) allows you to define the individual
quotation. This quotation is printed, but nothing is saved in the files. If you later decide
you want to accept this quotation, use the Quotation/Contract Entry/Edit panel
(AM64QS) to add the records to the files.

If you activate EC or EDI, requests for quotations are automatically sent electronically
to vendors for whom you have set up an active trading partner record in EC or EDI/
400. If you are using EC or EDI but do not have an active trading partner record set up
for a given vendor, the Request for Quotation is printed normally. If you are using EC,
you also must set up the media flag to print, EDI, or both in the Vendor Master file
record.

What information you need: *The standard messages you want to print on the
quotations
* The number of days until the quotations expire
» Valid vendor and item numbers
+ Valid reference numbers.

What reports are printed:
* Quote Request Print Error Listing
* Quotation Request Sample.

The basic steps for performing this task follow each panel.
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AM6DG1—Print Quotation Requests (Options)

Use this panel to select the quotation requests you want to print.

This panel appears when you select option 2 on the Purchase Order Processing
menu (AM6M10).

If EC or EDI support is activated, quotations and requests for quotations are sent
electronically to any vendor for whom you have set up an active trading partner
record. If you are using EC, you also must set up the vendor’s media flag.

4 )

Date ** /%% /%% Print Quotation Requests Options AM6DG1  **

Select option: n
1 All unprinted primary quotations
2 Individual quotations
3 All quotations

Enter request numbers:

Number of days to expiration nnn

Reference number aaaaaaaaaaaaaaaaaaaaaal2s
Item number aaaaaaaaaaaa”ls

Heading standard message numbers aaaA5 aaahAb

Closing standard message numbers aaaA5 aaahAS5

F24=Exit

. /

What to do

» To print a group of quotation requests, type 1 in the SELECT OPTION field. Type
any standard message numbers and any other optional limits. Press Enter. The
quotation requests are scheduled for printing.

» To print an individual quotation request, type 2 in the SELECT OPTION field and
press Enter. The Print Quotation Requests (Options) panel (AM6DH1) appears.

Function keys

F24=EXxit cancels the quotation request session and shows the Purchase Order
Processing menu (AM6M10).
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Fields

[?]1 appears next to a field name in the following field definitions to identify a field
from which you can begin a master file search.

Select option. Required. Type the code that represents the quantity of quotation
requests you want to print:

1 All unprinted primary quotations. Select this option to print all unprinted
primary quotation requests.

2 Individual quotations. Select this option to print individual quotation requests.
You can select any quotation request for printing, whether primary or not.

3 All quotations. Select this option to print all quotation requests.

Enter request numbers.

Number of days to expiration: This is a required field for option 1 only. If you
selected option 1, type in a number of days to specify that you want to print
quotation requests for all primary quotations due to expire within that many days.

Reference number: Type the reference number assigned to the group of
quotations you want to print.

Item number [?]. Type the item number to print all unprinted quotations assigned
that item number.

Heading standard message numbers[?]. Type up to two numbers of the
messages you want to print as the heading on your quotation request.

Closing standard message numbers[?]: Type up to two numbers for the
messages you want to print as the footing, or closing, on your quotation request.

Note: If you entered an extended description or a standard message in quotation
entry/edit, it appears on the quotation request in addition to any messages selected
here.
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AM6DH1—Print Quotation Requests (Options)

Use this panel to select an individual quotation request you want to print.

This panel appears when you select option 2 on the Quote Requests (Options) panel

Date *x /%% /xx Print Quotation Requests Options AM6DH1  **
Vendor number aaaah6
Item number aaaaaaaaaaaaAls
Quote number aaaah6

**%* Press enter to continue ***x*

F24=Exit

o /

What to do

» To print the quotation request, type in the vendor, item, and quotation number, and
press Enter. Panel AM6DH2 appears.

« If the quotation number is not entered, a warning message appears. When you
press Enter, you can type in a free form quotation.

Function keys
F24=Exit shows the Purchase Order Processing Menu (AM6M10) so you can select
another activity. If you returned to this panel from the Print Quotation Requests

(Options) panel (AM6DH2), any quotation requests you selected for printing during
this session are sent to the printer on hold.

Fields

[?]1 appears next to a field name in the following field definitions to identify a field
from which you can begin a master file search.

Vendor number [?]. Required. Type the number of the vendor for the quotation
request you want to print.
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Item number [?]. Required. Type the number of the item for the quotation you want
to print.

Quote number. Type the quotation number for the vendor/item combination. If you do
not enter a quotation number, a warning message appears. You can accept the
warning and enter a free-form, one-time quotation.
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AM6DH2—Print Quotation Requests (Options)

Use this panel to select individual quotation requests for printing.

This panel appears after you press Enter on the Print Quotation Requests (Options)
panel (AM6DH1).

If EC or EDI support is activated, quotations and requests for quotations are sent
electronically to any vendor for whom you have an active trading partner record set up
in EC or EDI/400.

4 )

Date ** /%% /%% Print Quotation Requests Options AM6DH2  **
Vendor EE RS RS EEESEEESEE S EEE SRR RS SRR R SRS EEEEES Quote * kK kK k
Item R R R RS SRS RS SR RS SRS RS R R R R EEEEEEEEEEEES *MRO* U/M * %
Extended description Kok kkkkkhkkhkhkkhkkhkhkkhhkkhkhkkkkkkkkk ok k k&

Kkkkkkkkhkkhkhhkhhhhhhkhhhhkhhhhkhkhhkhkkkkkkk*

Warehouse aA3 Ship-to ID aA3 Ship via aA3 **xkkxkkxkkx Lead time nnnnn
FOB aA3
————— Quantities Requested -----
1 nnnnnnnnnnn 2 nnnnnnnnnnn 3 nnnnnnnnnnn 4 nnnnnnnnnnn 5 nnnnnnnnnnn
6 nnnnnnnnnnn 7 nnnnnnnnnnn 8 nnnnnnnnnnn 9 nnnnnnnnnnn 10 nnnnnnnnnnn

11 nnnnnnnnnnn 12 nnnnnnnnnnn = 13 nnnnnnnnnnn = 14 nnnnnnnnnnn = 15 nnnnnnnnnnn
16 nnnnnnnnnnn 17 nnnnnnnnnnn = 18 nnnnnnnnnnn 19 nnnnnnnnnnn = 20 nnnnnnnnnnn

Heading standard messages aaaA5 aaaA5 Closing standard messages aaaA5 aaalAb

Comments 1 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

2 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldl
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

F18=Refresh Fl9=Reselect F24=Exit

. /

What to do

To print the quotation request, type any additional information you need and press
Enter. The previous Options panel appears again.

Function keys

F18=Refresh clears the data you have entered and shows the panel as it originally
appeared.

F19=Reselect returns you to Print Quotation Requests (Options) panel (AM6DH1) so
that you can select another quotation to print.

F24=EXxit cancels the quotation request session and shows you the Purchase Order
Processing menu (AM6M10).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.
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Vendor. The vendor number and name of the vendor associated with the quote
number you entered on the Print Quotation Requests (Options) panel (AM6DH1). This
is the vendor to whom you are going to send this quote.

Quote (quotation number). The number of the quotation you entered on the Print
Quotation Requests (Options) panel (AM6DH1).

Item. The number and description of the item you entered on the Print Quotation
Requests (Options) panel (AM6DH1).

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

U/M (unit of measure). The purchasing unit of measure used to purchase the item.
For example: EA (each) or DZ (Dozen).

The following fields appear with information from the Quotation Master file if you
entered a valid quote number on panel AM6DH1. If you did not enter a quote number,
you can type information in these fields.

Extended description. This field shows an additional description for this item.

Warehouse. Type the code for the receiving warehouse for this item. The default is 1.
This field is required.

Ship-to ID [?]. Type the identifier of the ship-to address for this item. The default is
the code for your company's return address.

Ship via [?]. Type the ship via code that describes how this item will be shipped from
the vendor.

Lead time. Type the number of days you expect it to take for this item to be delivered.

FOB (Free on board) [?]. Type the code to indicate the point at which the buyer
assumes payment for the purchase order from the Free on Board Master file.

Include extended descriptions <Y/N>. This field appears only if an extended
description was entered during quotation entry/edit. It determines whether the item
extended description will print (Y) on the quotation request form.

Quantities requested. Type the quantities to be used for the price breaks, starting
with the lowest quantity.

Heading standard messages [?]. Type up to two identifiers for the standard
messages you want printed at the top of the quotation.

Closing standard messages [?]. Type up to two identifiers for the standard
messages you want printed at the bottom of the quotation.

Comments. Type any additional comments you want to include with this quotation
request. Any quotation comments that were previously entered during Quotation/
Contract Entry/Edit do not appear here. However, they are printed with any comments
you type in this field.
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Option 3. Enter/Edit Requisitions (AM6M10)

Use this option anytime you need to add requisition information to the Requisition
Master file, or to change or delete requisition information already in the file.

Although requisitions are an optional feature of the Purchasing application, they serve
as an initial point of entry and control in the process of creating purchase orders. You
can manually enter requisitions at any work station or automatically generate
requisitions through the Material Requirements Planning (MRP) auto release function
or through the Inventory Management Reorder Report function . You can process
requisitions for inventoried, miscellaneous, and service items.

If MMS is interfacing, requisitions for MRO items must be entered in MMS.

When entered at a work station, requisition information is updated online. Any new or
changed information is immediately available to all users of the application.

From the initial entry panel, you have the option of adding, changing, or deleting a
requisition. When adding a new requisition, you can either type in a requisition
number or you can let the application assign one for you.

» Creating a requisition: You can create a requisition, including comments, with
minimum information. To do this, select action A and enter the item and
requisition numbers on the Requisition Entry/Edit panel (AM64B1).

During the initial entry of a requisition, certain information is automatically taken
from the Item Master file and appears on the entry panel:

- Stocking unit of measure

- Price

Item description

Extended item description.

When you create a requisition, if a vendor item record does not exist, one is
created automatically if you enter a requested vendor.

When you enter dates for a requisition, they must be already-established
workdays in the calendar file. In addition, the dates must be greater than or equal
to today’s date. Purchasing assumes you cannot order material to be received on
a date that has already passed. If you need to change a requisition at a later time
and the material receipt date is now earlier than today’s date, Purchasing does
not require you to re-enter a valid material receipt date.

If you want to attach comments to the requisition, add them during requisition
entry/edit or by changing them after the requisition is created. Any number of
comments can be attached to a requisition. You can enter the comments in a free-
form manner or create them from information already stored in the Standard
Message file. Depending on the print code, comments entered during requisition
process are passed through purchase order entry and appear in various places.
The print codes are:

C The comments appear on the vendor closeout acknowledgment sent
to the vendor when a purchase order is complete. Closeout
acknowledgments are automatically sent to vendors depending on
the coding of the vendor closeout acknowledgment code in the
Vendor Master file.

P The associated comments only appear on purchase orders and their
revisions. These can be comments requesting special handling of the
purchased material by the vendor.
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G In addition to printing the comments on purchase orders, the
information is retained in the Purchase Order History file for later
analysis if you selected to save G comments to history during install/
tailor processing.

Once a requisition is tied to a purchase order, you cannot delete it manually. Once
the associated purchase order is closed and purged, the requisition is deleted. If
you want to indicate that additional requisitions have been included for a single
item on a purchase order, you can enter the appropriate order number in the
Purchase Order field. This lets the person who submitted the requisition know that
the requirement has been met.

Since requisition processing is treated in the same manner as file maintenance,
an audit list of your entry and maintenance activity is printed at the end of a
session. If maintenance has been performed on a requisition, a before and after
image of the requisition prints.

Entering and editing requisition comments: You can enter requisition
comments when in Add or Change mode by answering Y to Req Comment
(requisition comments). This causes the Requisition Entry/Edit— Comments
panel (AM64B4) to appear and allows you to add new or change existing
comments. Use the print code field on this panel to direct where to print or show
the comment(s).

Changing entries: Change existing requisition entries by selecting action C on
the Requisition Entry/Edit (Select) panel (AM64B1). This causes the Requisition
Entry/Edit panel (AM64B2) to appear in Change mode, and you can change the
entries.

Deleting entries: You can delete existing requisitions, including comments, in
their entirety by selecting action D on the Requisition Entry/Edit (Select) panel
(AM64B1). This causes the Requisition Entry/Edit (Delete) panel (AM64B3) to
appear. When you press ENTER, the requisition and its comments are deleted.
You can delete requisition comments without deleting the requisition itself. Do this
by answering Y to Req Comment (requisition comments) from the Requisition
Entry/Edit (Delete) panel (AM64B3). You can blank out comments as needed. If
all three comments are blanked out on the Requisition Entry/Edit Comments
panel (AM64B4), the record is deleted from the Requisition Comments file.

Using approval processing with requisitions: To activate requisition approval,
answer Yes to the requisition approval question in the Purchasing Control file. If
requisitions are being approved, the approval process is performed on each
requisition when it is entered or maintained. Approval rules apply to all
requisitions that come into Purchasing, whether by manual entry, from MRP, or
from IM’s reorder report process.

A requisition will need approval if it is new or if it has been changed to a value
which is greater than the reapproval limit defined for requisitions in the
Purchasing Control file. Each requisition must be approved before it can be
further processed, for example, before it is used on a purchase order. A
requisition quantity is considered either all approved or all unapproved. Only
“approved” values are considered open.

A requisition can have any of the following approval status codes. Requisition
approval status is maintained in the Requisition header file (REQHDF).

0 Approved.
6 Approval has been requested on the entire purchase order or requisition.
9 Approval denied / not requested. Either approval has been denied or no

approval has been requested on this requisition.
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What information you need: A valid item number for each requisition you are
adding.

What reports are printed: Requisition Entry/Edit Maintenance (AM64B).

The basic steps for performing this task follow each panel.
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AM64B1—Requisition Entry/Edit (Select)

Use this panel to select the requisition/item records you want to maintain and the type
of maintenance you want to perform.

This panel appears when you select option 3 on the Purchase Order Processing
menu (AM6M10).

4 )

Date ** /%% /%% Requisition Select AM64B1l  **
Entry/Edit

Requisition R aaaahé
Item aaaaaaaaaaaal”ls

Action Code <A,C,D> A

Last updated

Req. * Kok k ok kok Them % %k ok ok ok ok ok ok ok koK ok

F24=Display status

- J

What to do

« To add a requisition, type the requisition number (if you are assigning requisition
numbers) and item number. Type A in the Action code field and press Enter.
Panel AM64B2 appears.

» To change a requisition, type the requisition number or the requisition and item
numbers. Type C in the Action code field and press Enter. Panel AM64B2
appears.

» To delete a requisition, type the requisition number or the requisition and item
numbers. Type D in the Action code field and press Enter. Panel AM64B3
appears.

Function keys
F24=Display status shows the Requisition Entry/Edit (Status) panel (AM64B6).
Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Regquisition. Type the number of the requisition you want to add, change, or delete. If
you leave this field blank and select action code A, the application assigns the next
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sequential number to the requisition. The application puts an R at the beginning of the
requisition number to show it is a requisition.

Item (item number) [?]. This field is required when you select action code A. Type
the number of the item you want to place on this requisition.

Note: This field allows only production items. If you enter an MRO item, an error
message appears. Requisitions for MRO items must be entered through MMS.

Action code<A/C/D>. Required. Type one of the following action codes for the
requisition you want to enter or edit:

A Add a new record

C Change an existing record
D Delete an existing record
Last updated.

Req: The number of the last requisition that was updated.

Item: The number of the last item that was updated during this session.
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AM64B2—Requisition Entry/Edit (Add/Change)

Use this panel in Add mode to enter requisitions or in Change mode to update
requisitions and enter requisition comments. The panel appears in the appropriate
mode when you select action code A or C on the Requisition Entry/Edit (Select) panel
(AM64B1).

4 )

Date **/*x% /%% Requisition ok k ok ok ok AM64B2  **
Entry/Edit
Requisition number R ****i% Requisition date **%/%*/x%x Revision * %

Ttem *hkkkkkhkhkhhhkx DEeSCr **kkkkhhkkhhhkhhhhkhhhkhhhkkkhkh*x

Extended description Approval status * *kkkkkkkkkkkkkkk

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa”dl Requisitioner
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo aaaaaaalAll

Quantity NNNNNNN. nnn Dates

Stock UM *x To dock nnnnnn

Purchase UM k% To stock nnnnnn

Conv Factor Hk o kkok Kok okok ok Follow-up nnnnnn
Warehouse aA3 Last maint *k [kk [ k%

Ship-to ID nnn

Account aaaaaaaaaaaaAl’ Purchase order aaaaaaa
Department aah4 Price NNNNNNNNNNN . NNNn
Priority n Requested vendor aaaah6  Kkkkokkkkokk

Job number aaaaaaaaalAl2
Ref number aaaaaaaAll

Req comment (Y/N) A

Fl9=Return to select F24=Display status

- J

What to do

» To add the requisition, type the information you need and press Enter. If this is
not a pre-approved item and requisitions are being approved, the Approval
Request panel (AM64F 1) appears so you can begin the approval process.

» To change the requisition, type the information you need to change and press
Enter.

» To add, change, or delete comments for this requisition, type Y in the Req
Comments field and press Enter. The Requisition Entry/Edit -Comments panel
(AM64B4) appears.

Function keys

F19=Return to select returns you to the Requisition Entry/Edit (Select) panel
(AM64B1) so you can select another requisition for entry. No update or add is
performed.

F24=Display status shows the Requisition Entry/Edit (Status) panel (AM64B6).
Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.
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The fields on this panel are described in groups rather than in the normal cursor
movement order.

If you are adding a line item and you entered an item number on the Requisition
Entry/Edit (Select) panel (AM64B1), the field values that appear are defaults from the
Item Master file.

Requisition number. The requisition number entered or assigned on the Requisition
Entry/Edit (Select) panel (AM64B1).

Requisition date. The date you entered the requisition.
Revision. The number of times this requisition has been revised.

Item. The item number entered on the Requisition Entry/Edit (Select) panel
(AM64B1).

Descr (item description). The item description from the Item Master file.

Extended description. The detailed description from the Iltem Master file appears.
You can change this description for this requisition.

Requisitioner. Type the name of the person making this requisition. This field is
required.

Approval status. This field appears only if you responded Y to the Approve
requisitions question in the Purchasing Control file. A code to indicate the approval
status of the requisition or purchase order. All codes are valid for purchase orders, but
only codes 0, 6, and 9 are valid for requisitions.

0 Approved. Approval has been granted for the enter order or requisition.

2 Memo/spec approval requested. Either a memo approval or a special
approval has been requested for this purchase order.

4 Approval requested on part. Part of the purchase order is approved, but the
order value changed and approval has been requested on the changed part
of the order.

6 Approval requested. Approval has been requested on the entire purchase
order or requisition.

8 Part denied/not requested. Part of the purchase order is approved, but either
approval has been denied, or no approval has been requested on the rest of
the purchase order.

9 Approval denied/not requested. Either approval has been denied or no
approval has been requested on this entire purchase order or requisition.

Quantity. Type the quantity for the item on this requisition. This field is required.
The quantity you enter is assumed to be in the stocking unit of measure.

Stock U/M (stocking unit of measure). The unit of measure your company uses to
stock this item.

Purchase U/M. The purchasing unit of measure associated with this item.
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Conv factor (conversion factor). The number of stocking units in one purchasing
unit of measure.

Warehouse. Type the number of the warehouse in which this item will be stored.

Ship-to ID [?]. Type the number of the ship-to warehouse location for this item. If left
blank, the default is 999.

Account [?]. Type the number of the account to be charged for the requested item.
The system checks for account numbers in Company 1 only. If you have multiple
companies, the system issues a warning message. To bypass the warning message,
press Enter.

If IFM is installed and interfacing, the Account field is replaced with the Unit and
Nature fields.

Units and Natures are validated to IFM. Also, the unit/nature combination must be
valid if the IFM rule is set to prohibit new combinations. Access to IFM lookup and
Work With is available for Unit and Nature fields.

Unit [?]. When the entered item has a Preferred Vendor value, the unit value in the
Vendor/ltem file is displayed in this field. You can override the entry. When a Vendor/
Item file record does not exist, the field is blank.

Nature [?]. When the entered item has a Preferred Vendor value, the nature value in
the Vendor/Item file is displayed in this field. When a Vendor/Item file record does not
exist, the field initially displays the value in the Item Master C record. You can override
the entry.

Department. Type the number of the department responsible for the requested item.

Priority. Type the management code that prioritizes the critical ratio calculations for
this item. Your company assigns this code. Valid numbers are 1 through 9, with 9
being the highest priority that can be assigned to a requisition.

Job number (customer job number). Type either a manufacturing order number, a
customer order number, or a user-defined reference number to relate this requisition
to a manufacturing or customer job. Purchasing writes the number you enter here in
the Job field in the purchase order associated with this requisition. Do not type the M
prefix for manufacturing orders; the field can accept only 6 positions. If you enter
greater than 6 positions, auto-gen will ignore it.

Ref number (reference number). Type the number used for this item when printing
on reports. Your company assigns this number.
Dates.

To dock (due date to dock): Type a valid work date to indicate when the items
are required to arrive at the dock. If blank, the application calculates a date by
subtracting the dock to stock and safety lead times from the due date to stock.

To stock (due date to stock): Type a valid work date to indicate when the items
are required to arrive in stock. This field is required.

Follow-up: Type a date to flag the requisition for follow-up action.
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Last maint (last maintenance date): The date this requisition was last updated.

Purchase order. If you want to assign a purchase order number to this requisition,
type the number you want to see. If you leave this field blank, the application assigns
a number when the actual purchase order is created. If a number is entered, the
application edits to ensure a purchase order has been created, and this requisition is
not considered open or outstanding.

Note: If you want to indicate that multiple requisitions have been combined on one
line item of a purchase order, type that purchase order number. The application
automatically does this for the requisition identified in Purchase Order Entry.

Price. Type the price for this item.

Requested vendor. Type the number of the vendor that the originator of the
requisition wants to use for the purchase order. The vendor's name abbreviation also
appears. This field is only for the buyer's information and is not used automatically
when the purchase order is created.

Req comment <Y/N>. Type Y if you want to add, change, or remove comments on
the requisition. The Requisition Entry/Edit - Comments panel (AM64B4) appears.
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AM64B3—Requisition Entry/Edit (Delete)

Use this panel to delete an existing requisition.

This panel appears in Delete mode when you select action code D on the Requisition
Entry/Edit (Select) panel (AM64B1).

4 )

Date ** /%% /%% Requisition Delete AM64B3  **
Entry/Edit

Requisition number R ***xxx Requisition date **#%/**/x%x Revision * %

Ttem  hFxkkkkkkkkhk KKKk DESCT **kkkkkkkkkkhkkkhkhkkkkkhkkk Kk

Extended description Approval status * kkkkkkkokkokkkkkkk

R R R R R R R SR RS RS RS RS RS E R R R REREEEEEE S Requlsltloner

Khkhkhkhkhkhkhkhkhhkhkhkhkhkhkhhkhkhkhkhkhkhkhkhkhhkhhkhhkhkhkhdkdxk *k ok ok ok ok ok ok ok ok ok

Quantity K kkk kokk kkok Dates

Stock um *k To dock *k [kk [kx

Purchase um * % To stock Xk [k [ %Kk

Conv factor dk ok dokdkok ok Follow-up Xk [k [ KKk

Warehouse * k% Last maint Xk [k [ KK

Ship-to ID * k%

Account Kk ok ok ok ok ok ok ok ok ok ok ok kK Purchase order ok ok ok ok ok Kk

Department * ok kk Price kokkkkkkkkkk Kk kk

Priority * Requested vendor rxkxk  kkkkkkkkkk

Job number *k ok ok ok ok ok ok ok ok ok ok

Ref number *k ok ok koK ok ok ok ok

****x* Press Enter to delete ****x

Fl9=Return to select F24=Display status

= /

What to do

To delete the requisition, verify that this is the requisition that you want to delete and
press Enter.

Function keys

F19=Return to select returns you to the Requisition Entry/Edit (Select) panel
(AM64B1). The requisition is not deleted.

F24=Display status shows the Requisition Entry/Edit (Status) panel (AM64B6).

Fields

The fields on this panel cannot be changed. See “AM64B2—Requisition Entry/Edit
(Add/Change)” on page 3-39 for field descriptions.
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AM64B4—Requisition Entry/Edit—-Comments (Add/Change)

Use this panel in Add mode to add comments to a requisition.

Use this panel in Change mode to update or remove existing comments associated
with a requisition.

This panel appears when you type Y in the Req comment field on the Requisition
Entry/Edit (Add/Change) panel (AM64B2).

4 )

Date ** /%% /%% Requisition Entry/Edit ok ok k ok ok AM64B4  **
Comments

Requisition number R ***x*x

Message Print Message
Number Code Text
aaaA5 A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

aaaA5 A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald

aaaA5 A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

F2=Page forward F9=Add comments Fl9=Return to select F24=Display status

N /

What to do

» To add or change comments to the requisition, type in the information you need
and press Enter.

» To delete comments shown, blank out (field exit) through the comment and its
data and press Enter.

Function keys
F2=Page forward shows more comments for this requisition.

F9=Add comments appears only in Change mode. It allows you to switch to Add
mode to enter a new comment to this requisition.

F19=Return to select returns you to the Requisition Entry/Edit (Select) panel
(AM64B1) so you can select another requisition for entry or edit.

F24=Display status shows the Requisition Entry/Edit (Status) panel (AM64B6) so
you can check your session statistics or end the job.
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Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Requisition number. This field shows the number entered or assigned on the
Requisition Entry/Edit (Select) panel (AM64B1).

Message number (standard message number) [?]. Type the number of the
standard message you want printed on this requisition. Leave this field blank only if
you manually enter a message text.

Note: If you type in a message number, the standard message is used only if the
date of use falls within the effective date range as defined for that message.

Print code. Type one of the following codes to show where the comment will print
when the purchase order is released:

C Vendor closeout acknowledgments
G Purchase order and history file
P Purchase order only.

Message text. If you did not type in a standard message number, type in the text for
the message you want printed on this requisition.
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AM64B6—Requisition Entry/Edit (Status)

Use this panel to review the status of the current requisition entry and edit session.

This panel appears when you use F24 on any of the Requisition Entry/Edit displays.

4 )

Date ** /%% /x% Requisition Status AM64B6  **
Entry/Edit

Session status

Records added Kk Kk kX Records deleted Hokok ok ok ok k

Records changed ok Kk Kk

F24=End of job

- J

What to do

» To return to the previous panel, press Enter.

¢ To end the session, use F24.
Function keys

F24=End of job ends the session and shows the Purchase Order Processing menu
(AMBM10). The Requisition Entry/Edit report (AM64B) is scheduled for printing.

Fields

Session status.
Records added: The number of records added during this session.

Records deleted: The number of records deleted during this session.

Records changed: The number of records changed during this session.
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AM64F1—Approval Request (Requisition or Purchase Order)

Use this panel to request approval for a requisition or purchase order requiring
approval that you are not authorized to give, to submit a special approval request for a
purchase order, or to change information about the approval request.

This panel appears if requisitions or purchase orders are being approved and you
have completed the entry and pressed F19 or F24 and further approval is required. If
further approval is not required, you will be returned to the appropriate Entry/Edit
panel with a message noting the approval status.

This panel also appears when you select Option 8 on the Purchase Order Entry/Edit
Select panel. The title indicates whether this is a Requisition Entry/Edit or Purchase
Order Entry/Edit Approval Request.

4 )

Date **/x%/x* ok ok ok ok ok ok ok ok ok kK kK K K Kk AM64F1 *%

Approval Request

Type information; press Enter.

Document type . . . . . . . : k¥%*
Document ID . . . . . . . . 1 R¥¥kkkxak
Approval requested amount . : nnnnnnnnn.nnnn
Last approved amount . . . :  RkEkkkkkkk kkkk
Approval route code . . . . ? aaaaaaalAll
Next approver . . . . . . . ? aaaaaaalAlol
Approval priority . . . . . ? aA3

F5=Refresh Fl0=Approval comments

F1l=Do not request approval Fl2=Return to entry/edit

o /

What to do

» To begin the approval process, enter the information and press Enter. The
approval request is submitted, and you are returned to the appropriate Select
panel.

Function keys
F5=Refresh causes the panel to appear as it was first displayed without your entries.

F10=Approval comments causes the Text Editor panel in the MMS Approval
application to appear so you can enter information for use by the document
approvers.

F11=Do not request approval causes the approval process to be suspended
pending further expected maintenance. The requisition or purchase order is marked
with a status code of 8 or 9, and you are returned to the appropriate Select panel so
you can continue with another requisition or purchase order.
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F12=Return to entry/edit causes the appropriate Entry/Edit panel to appear so that
you can make further changes or additions to this purchase order before submitting
the approval request. This function key appears only during Enter/Edit Purchase
Orders.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Document type. A code identifying the document in the MMS Approval application.
MRAQ identifies a XA requisition. MPO identifies a XA purchase order.

Document ID. The requisition or purchase order number.

Approval requested amount. Normally, the total amount of the requisition or
purchase order.

If you are re-approving a previously approved PO and Yes was answered to the
“Purchase order re-approval value override” option in the Purchasing Control file, you
can change the amount to an amount not less that the amount added to the PO nor
more than total amount of the PO.

If this is a PO special approval request, this field displays zero, and you must enter
the requested amount.

Last approved amount. The amount last approved for this PO. This field does not
appear for a requisition.

Approval route code [?]. The default approval route code as defined in either the
MMS Approval application or in the Purchasing Control file. Security settings in the
MMS Approval application determine if you can change this field.

Next approver [?]. The next approver on the default approval route who will receive
the request for approval of this document. Security settings in the MMS Approval
application determine if you can change this field.

Approval priority [?] . The priority you want to set for this approval request.
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Option 4. Enter/Edit Purchase Orders (AM6M10)

Use this option to perform any of the following:
» Add, change, cancel, reactivate, or delete a purchase order

» Create IM transactions to complete or reopen an order, or to process vendor
acceptances

« Initiate requests for special approval

» Inquire into IFM taxes. This feature is available only if IFM is interfacing.

The Purchase Order Entry/Edit function provides a control mechanism to enable you
to ensure that material is ordered for delivery at the correct time.

Purchasing allows you to create orders in multiple formats to suit the needs of your
company and fulfill the requirements of your vendors. Even though Purchasing can
create very complex orders, you should realize that the more complicated you make
the order, the longer it is likely to remain open and take up space.

If purchase orders are being approved, the approval process is performed on each
purchase order when it is entered or maintained.

» Purchase Order formats. Examples of the types of orders that you can create
are:

- Single Line Item: This is the simplest way of creating a purchase order. The
only entries are a header record, one line item detail record, and as many
comment records as necessary.

- Multiple Line Item: If your vendor accepts this type of order (defined by a
code in the Vendor Master record), you can create a purchase order with
multiple line item details. The order is not considered complete for a normal
close until all the line items have been received. Each line item must have a
unique identification. For a miscellaneous or service item, you can use the
same item number on multiple lines, because a sequence number is also
assigned to make the item identification unique. However, you cannot use an
inventory item more than once on a PO unless each line is in a different
warehouse. In that case, the warehouse makes the identification unique.

- Blanket Order: In this case, an individual item has more than one delivery
date (blanket release) associated with it. Whether or not a vendor accepts
blanket orders is defined by a code in the Vendor Master file. The order is not
considered complete until all the releases have been satisfied. If you want,
you can create an order with multiple items on it, each item having multiple
releases.

- Drop Ship Order: You can create an order and have the items delivered to
more than one address. Whether or not a vendor accepts drop ship orders is
defined by a code in the Vendor Master file. This type of order is created in
much the same way as a blanket order except each release has a separate
ship-to address associated with it.

On any particular order, you can have a combination of items with blanket
releases, items with multiple shipment addresses, and additional line items with
no extra data. You also can have orders with just miscellaneous and/or service
items, or orders with the combination of all three: inventory, miscellaneous, and
service items.
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A purchase order is made up of a summary record, followed by optional order
comments, followed by one or more items. If an item does not have blanket
releases, it is composed of a detail record, followed by optional item comments,
followed by optional routing data, followed by debit memos if they exist. An item
with blanket releases is composed of a detail record, followed by optional item
comments, followed by one or more blanket releases. A blanket release is
composed of a release detail record, followed by optional release comments,
followed by optional release routing data, followed by debit memos if they exist.
The hierarchical relationship between data records is illustrated as follows:

- Order Summary
— Order Comment(s)
— Item Detail (without blanket releases)

— Item Comment(s)
— Routing
— Debit Memo(s)

— Item Detail (with blanket releases)

ltem Comment(s)
Blanket Release

— Release Comment(s)
— Routing.
— Debit Memo(s)

Blanket Release

— Release Comment(s)

Blanket Release

— Routing
— Debit Memos

When you are adding a new order, the Enter key or F7 causes the next panel in
the data hierarchy to be presented automatically. If a function key is used to move
backward through the order, the mode is changed from Add to Change. When
you are in Change mode, the Enter key causes the panel flow to move forward
through the order. Comments and routings are bypassed unless you change the
defaults from N to Y for Add or Review of these records.

After you press Enter, a panel appears again if data is changed which causes the
program to generate new data or retrieve new data from the master files. You can
then review or modify the data before pressing Enter to continue.

Direct access selection of an existing record. You can specify the item,
release, or order you want by entering details in the appropriate combination of
these fields: item number, warehouse, line number, and release number. Then the
system displays the record that best matches the details, using the panel that is
most appropriate for the information. This search feature is available for options
2-5 on the Order Selection panel.

Fastpath creation of a new purchase order. When you want to add a purchase
order quickly, you can enter an item number, a warehouse number, and option 1
(Add) to have the system generate a purchase order header. Then the system
displays the Item Detail panel to let you enter quantity and due dates.

You also can use this feature to add an item to an existing order. You enter an
existing PO number, an item number, and warehouse number, then choose the
Add option.
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Items that are added using the Fastpath approach are considered revisions, just
as if you had chosen option 2 (Revise). If you are already in the middle of a
revision cycle and the purchase order has not been reprinted, the revision number
will not be increased.

Using approval processing with purchase orders. To activate purchase order
approval, answer Yes to the purchase order approval question in the Purchasing
Control file. If purchase orders are being approved, the approval process is
performed on each purchase order when it is entered or maintained. Approval
rules apply to all purchase orders that come into Purchasing, whether by manual
entry, from MRP, from IM’s reorder report process, from MMS, or from IFM’s
interdivision transfers.

A purchase order will need approval if it is new or if it has been changed to a
value which is greater than the reapproval limit defined for purchase orders in the
Purchasing Control file. Each purchase order must be approved before it can be
further processed; for example, before it can be printed or transmitted by EDI to a
vendor.

Only approved values are considered open. The system keeps track of approved
quantity/price separately from unapproved quantity/price. For example, if you
have ordered 100, but have approval for only 80, you can still print the order for
80.

Approval status for POs is kept at the header level which gives the overall order
one status. The status is based, however, on the sum of the items’ value and their
approval status.

At the item level in the PO/Item master file (POITEM), there are separate fields for
approved and unapproved quantity and unit price. The approved quantity is kept
in the Quantity Ordered (QTYOR) field and the unapproved quantity is kept in
the Quantity Unapproved (QTUA) field. Where the requested quantity is shown,
it is the sum of QTYOR and QTUA.

The current unit price (CURPR) and the current unit price local currency (CURLC)
represent the approved price. Unapproved price (PRUA) and unapproved local
currency price (PRLU) represent the unapproved price.

Although the practice is not recommended, you can receive and invoice above
the approved amounts. Warning messages are provided when you over receive in
IM, or over invoice in AP.

Tracking a purchase order. If Product Data Management (PDM) is installed and
interfacing, you can track the internal processing of your purchase orders through
their standard receiving steps, allowing you to easily see orders that are getting
behind schedule. Even if PDM is not installed and interfacing, you can track the
progress of the purchase order by creating an individual routing for each
purchase order item.

Creating a purchase order. You can create a purchase order, including order
summary, order comments, item details, item comments, and receiving routings
with a minimum of information.

When you select option 1 from the Main Menu and option 4 from the Purchase
Order Processing menu (AM6M10), the Order Selection (Select) panel appears.
Type an order number or allow the application to assign one, then select

option 1, Add Order.

Basic data is added for the order when you type in the warehouse, buyer, and
vendor numbers on the Order Entry (Add) panel. If there is no vendor/item record
for the vendor/item on the purchase order you are entering, the system creates
one. You can add dates, billing, and shipping data at this time. You can add
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comments to the order summary using the Comment Entry/Edit panel and typing
in a standard message number or free-form text.

Requisition, quotation, and contract data can be used to create purchase orders.
Data from these sources is pulled into the purchase order when line items are
added to the order.

If an acknowledgment of the purchase order is required from your vendor, type a
date in the Confirm By Date field. If purchase order confirmation is required
(defined by POACCEPT code in the Vendor Master file) a confirm-by date is
required. When this date is entered, the purchase order is released with a status
of 10 and the line items are released with a status of 05 indicating that vendor
acceptance is required. The date and a confirmation message print on the
purchase order. After a vendor accept transaction (VA) is entered, the order status
is changed to 20 and the line item status to 10. If a date is not entered in the
Confirm By Date field, vendor acceptance is not required and the purchase order
is released with a status of 20, and all line items have a status of 10.

When initially setting up your master files, you must set up a warehouse ship-to ID
record of 999, a warehouse bill-to ID record of 998, and a warehouse return-
address ID record of 997 for each warehouse where purchase orders are
released. These records contain default ship-to, bill-to and return-address names
and addresses for all of your purchase orders. You can enter up to 996 additional
warehouse ship-to IDs per warehouse for expanded name and address capability.

You can use one of the preassigned ship-to IDs to create ship-to and bill-to
names and addresses, or you can type in one-time vendor ship-to or bill-to names
and addresses by leaving the ship-to and bill-to IDs 000. The bill-to information
defaults to the ship-to entries unless otherwise noted on the order. Any bill-to data
you type in creates a record in the OVERRD file if one does not already exist. Any
change or override to the ship-to information directly updates the POMAST file.

Any numbers entered in the ship-to or bill-to ID fields override the information
typed in the name and address fields. If the ship-to ID is zero and you enter a
one-time name and address in the ship-to fields, the information is written to the
PO Master record. If the bill-to ID field is zero and you enter a one-time name and
address in the bill-to fields, the application adds a record to the OVERRD file. This
record is not removed until you run purchase order close and purge.

If you want to change the vendor contact and telephone information, type in
values different from those appearing on the panel. Terms, Ship Via and Free on
Board (FOB) information come from the Terms, Ship Via and Free on Board
Master files, or you can enter one-time overrides as necessary.

If a value is entered into the Expected Freight field, this value is used to create a
freight line item entry if the Auto Gen option is selected during invoice entry. This
way, you can analyze any freight discrepancies later.

If you want to assign an override priority to the purchase order that moves the
order to the top of prioritized work lists, you can enter a value of 0 through 9 (9
indicating the highest priority, O indicating no priority). After editing the information
on the Order Summary panels, the system proceeds to the Comment Entry/Edit
(Summary) panel if you entered Y in Add Comments. Otherwise, the ltem Entry
panel appears.

If MMS is interfacing, purchase orders can be created automatically for MRO
items. MMS can generate a purchase order from the MRO Inventory Reorder
report, from a manually entered requisition, or from a requisition created from a
work order. Prices for MRO items can come from a contract, a requisition, or the
MMS item/vendor file. Purchase orders created automatically by MMS can be
only for MRO items. However, in change mode, production items can be entered
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on a purchase order to an MRO vendor. If the vendor is a production only vendor
(does not exist in MMS), then MRO items are not allowed on the purchase order.

The Omit Quantities feature is helpful for those occasions when you do not want
purchase order quantities to be printed or EDI'd. You may, for example, have an
agreement that represents plan numbers rather that committed quantities. To use
this feature, respond Y to the Omit quantities field on the Order Summary panel.
You still enter the item quantity on the Item Detail panel, but a standard message
you define will be printed instead of the quantity on the purchase order. You must
also use the Purchasing Control file to activate this feature and cause the Omit
quantities field to appear on the Order Summary panel: first, respond Y to the
Activate omit quantities field, then enter a valid standard message number
(required when you respond Yes to the Activate omit quantities field). See
“Option 13. Control File Options” on page 8-124 for more information.

Use the Item Entry (Add) panel to identify items that appear on a purchase order.
The ltem Detail (Add) panel shows the information retrieved from master files as a
result of the data entered on the Item Entry panel and allows you to override it as
appropriate.

If the Maintenance Management System (MMS) is interfacing, you can enter
MRO items on purchase orders that use MRO vendors. MRO vendors can supply
both production and MRO items. Production vendors supply only production
items.

Three types of items can appear on a purchase order; however, each type must
first have an A-record and a C-record in the ltem Master file. The specific item
types are:

- Inventoried item. This item has an Inventory Code of 1 in the Item Master file
and corresponding records in both the Item Master and Item Balance files.
This type of item is typically used on the shop floor as a part of a
manufactured item. However, it could be any item you want to track in
inventory. This is equivalent to an MRO stores item.

- Miscellaneous item. This item has a Inventory Code of 2 in the Item Master
file and may have supporting information in either the Item Master or Iltem
Balance files. This kind of item is typically an expense type of commodity
such as office supplies. This is equivalent to an MRO non-stores item.

- Service item. This item has an Inventory Code of 3 in the Item Master file and
may have supporting information in the Item Master and Item Balance files.
This type of item is usually of a non-product nature such as a recurring utility
charge or some type of labor performed for your company like lawn
maintenance, and so forth. This is the same as an MRO service item.

Both miscellaneous and service items (Inventory Codes of 2 or 3) can be placed
multiple times on a single purchase order using the same item number. For this
reason, each time a service or miscellaneous item is added to an order, the
sequence number field (SEQ) is automatically incremented by 1 for that item. In
all future activity for that line item (purchase order maintenance, transaction entry,
invoice processing, and so forth), the sequence number must be referenced for
positive identification on the purchase order.

In MMS, purchase orders cannot combine item types. Orders you see from MMS
will be all the same type of item.

Unless otherwise specified by the buyer, purchase orders are created using the
purchasing unit of measure. You also can create the purchase order using the
stocking unit of measure. The purchase order prints the unit of measure used
during the order entry process, unless during application tailoring you chose the
option to use the purchasing unit of measure for printing.
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No matter which unit of measure is used, purchase order inquiries can be made in
either unit of measure, depending on the requirements of the user. If the
quantities placed on order are for the purchasing unit of measure, the price
extracted from the Purchase Price hierarchy is converted and extended through
the alternate unit of measure conversion factor.

Likewise, if you manually override the price and use the stocking unit of measure,
make sure the price is entered in terms of the alternate quantity. Price in the Item
Master C-record is keyed by the user and should be in the stocking unit of
measure.

The following fields come from the Item Master and Item Balance files when the
item detail record is accepted:

- Item Description

- Extended Item Description

- Unit of Measure (stocking)

- Price (can be overridden)

- Account Number

- Department Number

- Vendor Lead Time

- Safety Lead Time

- Dock-to-Stock Lead Time

- Planner Number

- Engineering Drawing Number

- Alternate ltem Number

- Unit of Measure (purchasing)

- Pre-approved item code

- Item tax class

- Unit of Measure Conversion Factor
- ltem class (item balance, if inventory item).

When you create a purchase order, if a vendor item record does not exist, one is
created automatically for each item on the order.

Purchase price hierarchy. If you entered a contract number, the unit price that
appears is determined by the quantity/price break as defined in the quotation for
this item. If the quoted price is below the first quantity break, the contract base
price is used. If no quotation is being used and you entered a requisition that
contained a unit price, that price appears. Otherwise, the unit price is determined
by the purchase price default from the Purchasing Control file as follows:

No default selected
Current material
Purchase price
Standard unit cost
Unit cost default.

AWOWN=_0O

The value you choose for the purchase price default is used in:

- Reaquisition Entry/Edit
- Purchase Order Entry/Edit
- Buyer Worksheet.

If the purchase price default is 0 (no default selected), the unit price defaults to
one of the following in the order presented:

ITEMAS B-record - Current material this level
ITEMAS C-record - Purchase price

ITEM BALANCE record - Standard cost
ITEMAS A-record - Unit cost default.
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The first non-zero price is used. You can type in a different price to override the
one shown. If MMS is interfacing, the unit price can come from a contract, a
requisition, or the vendor/item.

Adyvise Price feature. At times you may want the vendor to provide the price for
the item instead of your company printing the price defined in your XA files on the
purchase order. Instead of price, a standard message you define will be printed.

To activate the Advise Price feature and cause the Advise price field to appear
on PO Entry/Edit panels, use the Purchasing Control file. First, respond Y to the
Activate advise price field, then enter a standard message number in the Advise
price standard message field, and for the last step, enter an amount in the Advise
price clip level field. See “Option 13. Control File Options” on page 8-124 for more
information.

To use this feature on a PO, respond Y to the Advise price field on the ltem
Detail panel. With the feature active, when you press Enter on the Item Detail
panel, the system compares the calculated extended amount to the clip level. The
clip level represents an upper limit for the value of advise price items and ensures
that the item qualifies as an advise price item. For example, for items being
ordered where the extended amount (per your price estimate) is less than $2000
(the clip level you specified), you will let the vendor advise you of the price. If,
however, the item’s extended value is greater than the $2000 clip level, you may
want to negotiate a price before you send a PO.

Requisitions. Enter a valid requisition number on the Item Entry or Item Detail
panel if you use requisitions to create item details on a purchase order. The
application uses the requisition information to provide the following information
from the Requisition Master file:

- Item number and description

- Order quantity

- Unit price

- Extended item description

- Dates due to dock and stock

- Follow-up date

- Lead times for vendor, dock to stock, and safety

- Item comments

- Planner, reference, job, account, and department numbers.

If the item description, unit price, extended item description, account or
department numbers do not exist on the requisition, those fields come from the
Item Master records.

If you also entered a contract number, the unit of measure and unit price come
from the Quantity/Price Master file for the quantity/price level break. Even though
a requisition is being referenced, fields such as extended description, price,
quantity, dates, and reference numbers can be overridden. This provides the
ability to combine a number of requisitions on a single purchase order.

Once the requisition has been used, it is considered closed, and the purchase
order number and line number are placed in the requisition record. If you are
combining multiple requisitions onto one purchase order, you can update all the
requisitions used with the applicable purchase order number to indicate that the
requisitions have been closed. You must use requisition maintenance to place the
purchase order number in additional requisitions.

If MMS is interfacing, you cannot generate a purchase order from an MRO
requisition through this menu option. It can be done only automatically.

Contracts. Pricing information can be taken automatically from a quote already in
your files if contracts are used. Enter a contract number on the Item Entry or ltem
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Detail panel. Pricing information can be automatically taken from a quote already
in your files. Using the item number and order quantity, the application scans the
applicable quantity/price record and fills in the correct price for the item. If you
want, you can override this price because of exceptional conditions.

Besides the contract price, other fields from the quote and contract are used to
provide information for this line item. The tax percent and the lead times for the
vendor and safety come from the Quote Master file. The Vendor/ltem file supplies
the vendor catalog number and the engineering drawing number.

The due date and dock date (if entered) must be valid work days and the same as
or later than the system date. If you choose, you can let the application calculate
the dock date for you using lead times.

If you want to bring the extended quote descriptions into the body of the purchase
order, type Y in the appropriate field on the Item Detail panel.

When a contract item’s quantity is created or changed on a purchase order, the
system checks to ensure that the sum of the new quantity plus the item’s contract
quantity-to-date does not exceed the contract limit. The system also ensures that
the contract has not expired.

Requisitions and contracts can be used in conjunction with each other. Item
number, quantity, and dates are taken from the requisition. Price and specific
comments are taken from the contract.

If MMS is interfacing, contracts can be used to determine a price for an MRO item
during requisition maintenance in MMS. The contract also can be used for
manually created orders for MRO items.

Other fields. If you are not using contracts or requisitions to assist you in creating
purchase orders, type in the item number, the quantity, and the due date
information on the Item Detail panel. Pricing information can be overridden at any
point and reflects the unit of measure being used for the line item. You also can
use the extended description from the Item Master C-record or type in an override
description in the extended description field.

If you are creating blanket releases for this line item, type Y in the Blanket field;
the default is N. If you want to generate receiving routings for this item, type Y in
the Generate Routing field.

Dates manually entered during purchase order processing must be valid work
days as specified in the XA Calendar file, and must be the same as or later than
the system date. If you need to perform order maintenance at some later time, the
application does not force you to change stock and dock dates if they have
passed. When a purchase order line item is initially loaded to the POITEM file, the
Promise Date field is filled in with the original due date to dock. After the initial
entry of this date, you can only change it using the Vendor Accept (VA)
transaction in purchase order receipt processing. The promise date is used for
vendor performance calculations at order close out; therefore, any change to the
original promise date is strictly controlled. You can change Promise Date by
subsequent VA Transactions until a receipt is posted.

Units of measure. You can create a purchase order using either the purchasing
or stocking unit of measure as specified in the Item Master records for each item.
The unit of measure conversion factor defines the number of stocking units
contained within a purchasing unit for that item.

Quotations can be created with either the purchasing or stocking unit of measure
specified as the vendor unit of measure. The quantity/price breaks of the quote
must then be specified in this vendor unit of measure. Requisitions are created
using the stocking unit of measure.
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The following chart describes the default values for the unit of measure, quantity,
and price fields as shown on the Item Detail panel. Their use depends on whether
a contract and/or a requisition was specified on the Item Entry panel.

Contr Req. Field Action
exists exists

N N U/M Defaults to purchasing units.

Qty Entered by user.

Price Defaults to converted price from Purchase Price
Hierarchy. Can be overridden by the user.

Y N U/M Purchasing or stocking units, as specified by vendor
U/M in the contract. Cannot be overridden.

Qty Entered by user.

Price Generated using the quantity/price breaks or base
price from the contract. Can be overridden by the

user.
N Y U/M Defaults to purchasing units.
Qty Requisition quantity is converted to purchasing units

using the U/M conversion factor.

Price Defaults to price from requisition (if available), con-
verted by the U/M conversion factor. Otherwise,
defaults to converted price from the Purchase Price
Hierarchy. Can be entered or overridden by the user.

Y Y U/M Purchasing or stocking units, as specified by vendor
U/M in the contract. Cannot be overridden.

Qty Requisition quantity is converted, if necessary, using
U/M conversion factor.

Price Generated using the quantity/price breaks or base
price from the contract. Can be overridden by the
user.

Unless a contract was specified, you can override the default unit of measure on
the Item Detail (Add) panel. The system then recalculates and shows the
corresponding quantity and price using the unit of measure conversion factor
unless you have also entered override values for the quantity or price.

The following examples illustrate how the unit of measure quantity and price
interact on the Item Detail panel.

XA carries decimal positions as follows:

Prices 4 decimal positions (.0000)
Quantities 3 decimal positions (.000)
U/M Conv 5 decimal positions (.00000)

Quantities and prices must be expressed in vendor purchasing units of measure.
A unit of measure of Dozen (DZ) is used in the following examples.
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For item XYZ, assume the following information exists in the master file records:

Table 3-1. Item Master File

Purchasing U/M DZ
U/M Conversion Factor 12.00
Price (in Stocking U/M) 1.05

Table 3-2. Requisition Master File

QTY

250

U/M (must be Stocking U/M) EA

Table 3-3. Quotation/Contract Master File

Vendor Purchasing U/M Dz
Base Price 11.95

Table 3-4. Quantity Price Breaks File

QTY
Price

5 10 25 100 500
11.40 10.80 10.20 9.60 9.00

Example 1: If you add item XYZ to a purchase order without referencing the
requisition number or contract number of the quote, the system shows or
accepts the following item detail information.

um DZ (defaults to Pur U/M)
QTY blank
PRICE 12.60 (1.05x12)

If you enter a quantity of 20, the system shows or accepts the following item
detail information.

UM Dz
QTY 20
PRICE 12.60

If you change U/M to EA, without changing the quantity or price, the system
shows or accepts the following item detail information.

um EA
QTY 240 20¥12)
PRICE 1.05 (12.60 x 12)

If you change U/M to EA, QTY to 230, and PRICE to 1.02, the system shows
or accepts the following item detail information.

um EA
QTY 230 (user changed fields are not converted)
PRICE 1.02
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- Example 2: If you add item XYZ to a purchase order and references the
contract number but not the requisition, the system shows the following item
detail information.

U/M Dz (Vendor Purchase U/M)
QTY blank
PRICE 11.95 (base price from quote)

If you enter a quantity of 20, the system shows or accepts the following item
detail information.

um Dz
QTY 20
PRICE 10.80 (quote price break)

- Example 3: If you add item XYZ to a purchase order and references the
requisition, but not the contract, the system shows or accepts the following
item detail information.

U/M Dz (defaults to purchasing U/M)
QTY 20.833 (2507 12)
PRICE 12.60 (Requisition price was blank, so Purchase

Price Hierarchy used)

If you change U/M to EA, the system shows or accepts the following item
detail information.

UM EA
QTY 250
PRICE 1.05 (12.60/12)

- Example 4: If you add item XYZ to a purchase order and references both the
requisition and the contract, the system shows or accepts the following item
detail information.

UM DZ (Vendor Purch U/M)
QTY 20.833 (250/12)
DZ PRICE 10.80 (quote price break)

If you change QTY to 250, the system shows or accepts the following item
detail information.

Um Dz
QTY 250
PRICE 9.60

» Creating blanket releases. When you type Y in the Blanket field on the Item

Entry or Item Detail panels, you can enter blanket releases for an item. The
Release Detail (Add) panel appears so you can enter the data for a release to a
blanket order. Type the quantities and dates of each of the multiple releases.

The default quantity for a new release is the difference between the item detail
quantity and the sum of the existing releases for this item. Purchasing does not
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allow you to enter a cumulative quantity of releases greater than the total quantity
entered for this item on the Item Detail panel.

If you are creating drop-ship records, each release has a ship-to ID or ship-to
override associated with it. When using a standard ship-to ID number, you must
reference a ship-to ID that is valid for the warehouse being referenced for the
item. The ship-to information then prints on the purchase order.

If you want to generate receiving routings or add comments to each blanket
release, type Y in the Generate Routing or Add Release Comments field.

Blanket releases and MRP. If the Materials Requirements Planning application
is interfacing with Purchasing, MRP Order Release or Auto Release may add
blanket releases to the same item to which you are adding blanket releases. If this
occurs, a warning message appears and the Purchase Order Entry program
automatically increments the release number so you can add your releases
without creating duplicate blanket releases. As with all purchase orders, the
application still maintains appropriate edits to ensure that the accumulated
release quantities, both from MRP and your maintenance, do not exceed the item
quantity ordered.

If MMS is interfacing, purchase orders created automatically for MRO items will
not have blanket releases. However, in change mode, you can change the item to
a blanket and then create the releases.

Fixed blanket items. A fixed blanket can serve as a alternative to a simple
contract. It provides an upper limit on the quantity of the fixed blanket item. When
MRP or IM adds a release, this does not automatically increase the item’s
quantity by the release quantity. A Latest due date field gives you date control for
the item. Whether MRP, IM, or Purchasing is used to add a release, the following
conditions must be met:

- The quantity of the release to be added is not greater than the quantity
remaining on the blanket (blanket item quantity minus the sum of existing
releases).

- The due date of the release is on or before the Latest due date of the blanket
item.

- A fixed blanket can be created only in the Purchase Order Entry/Edit option.

The system maintains the sum of the releases and the percent of the blanket
remaining/available for additional releases in the Purchase Order ltem file
(POITEM). This information appears on the PO Inquiry panel and on the Fixed
Blanket Status Report (AM62L).

To support fixed blankets, you can define two auto release codes in the Iltem
Balance file (ITEM BL) which are used by MRP and IM. Using these codes lets
you specify that a fixed blanket must exist for auto release to execute. The codes
are:

6 Held fixed blanket required
7 Fixed blanket required

Using Approvals Processing and Fixed Blankets. If approvals processing is
active for purchase orders, blankets must be defined as fixed blankets. Approval
processing is performed at the order level, but the system reviews each item to
see if it is exempt from approval. When an order is approved, the approval is for
the item quantities and prices at that time. If the quantity or price changes,
reapproval is required. Reapproval is not triggered, however, if you add releases
which total less than the original item quantity. In this way, a fixed blanket with an
approved upper limit item quantity lets you avoid additional approval requests.
The exception is if the blanket is preapproved or is on a preapproved contract,
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there is no need for a fixed blanket since approval processing is not required in
these situations.

Creating receiving routings. Unlike Inventory Management that only allows
three possible receiving areas (dock, inspection, and stock), Purchasing allows
an unlimited number of receiving areas and inspection steps. Receiving
operations are used as an alternate way to track the movement of purchased
items through the dock-to-stock process. The Routing file provides standard
operation records for purchased items. The Purchase Order Operations file
provides specific operation records for an individual purchase order. Additional
purchase order routings can be entered for individual purchase order items.

Once created, the receiving operation records can be used to prepare a receiving
work list report similar to that provided in Production Control and Costing to help
determine the relative scheduling priorities of purchased items on their way to the
stock room. In addition, a receiving traveller prints as a hard copy reference for
dock-to-stock personnel. If the Routing Additional Descriptions file is being used,
specific receiving comments provide additional receiving instructions (such as
special handling).

As material is reported on its way through the receiving area, you can inquire
about the specific location and status of the receipts for an order.

Prior to creating receiving routings during the purchase order entry process, the
standard routings for an item must already exist in the Routing file (ROUTNG)
maintained through the Product Data Management (PDM) application. If you do
not have PDM installed and interfacing, or do not have a standard routing for a
particular item, you can still create some routing operations for an individual
purchase order by using option 5 on the Purchase Order Processing menu.
However, if PDM is installed and interfacing with Purchasing, you can enter
additional information in the Routing file, including the following:

- Inventory Transaction Code: Since receiving transactions for an item with a
receiving routing are entered by receiving operation number and not by
transaction code, the appropriate inventory transaction code is embedded in
the routing record. Although the receiving routing can be quite long and
actually have a number of operations that are basically quite similar (like
multiple inspection steps), you should enter a particular transaction code in
only one of the receiving steps.

For instance, if you entered an RI transaction code in two receiving steps
being used for an item, by the time the receiving cycle was complete, the
order would show that twice as many parts went through inspection as were
received to the dock or put into stock. During order release, if an item has
more than one receiving step with an RP transaction identified for it, the
receiving routing is rejected and a warning message is issued.
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- Select Code: Using this two position field, you have the ability to create

generic routings for your purchased items. For instance, there can be one
item (Item A) or group of items that characteristically go through seven
receiving steps and another item (ltem B) or group of items that only goes
through five receiving steps.

— Item A
0010 Receipt to dock
0020 Unwrap and clean
0030 Inspection #1
0040 Quarantine
0050 Inspection #2
0060 Inspection #3
0070 Receipt to stock
- Item B
0010 Receipt to dock
0020 Count
0030 Inspection A
0040 Inspection B
0050 Receipt to stock

Although a common receiving dock can be used for both items or groups, the
inspection steps can be totally different. To handle this type of situation and
reduce the amount of similar data to be maintained in the PDM master files,
you can create a single routing that covers many situations. Each item or item
group that has a specific routing is then identified by a unique select code in
the routing record.

Operation Generic Item Description Transaction Code Select
0010 Receipt to dock DA

0020 Unwrap and clean 35
0030 Count 16
0040 Inspection # 1 35
0050 Quarantine 35
0060 Inspection # 2 35
0070 Inspection # 3 RI 35
0080 Inspection A 16
0090 Inspection B RI 16
0100 Receipt to stock RP

When the select code is entered on the Iltem Routing Generation or Release
Routing Generation display, only those records without a select code (all
blanks) and those with the specific code that has been referenced are used to
create a receiving routing for the item or release. In this way, one generic
purchased item with an associated routing can be used for all or most
purchased items in your inventory. The Select Code is two alphanumeric
positions so you can define and use over a thousand select codes.

Note: In the preceding example, the receipt-to-dock and receipt-to-stock
operations would be used by both items.

Print Flag: A'Y or N determines if a particular operation prints on the Dock-to-
Stock Traveller. This flag has no effect on the Dock-to-Stock Work List report.
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You may find that although your company normally manufactures a
component part, there can be times when that component is purchased from
the outside. To cover this situation, you can have a routing with both
manufactured and purchased segments, each segment being used at the
appropriate time. Should this be the case, you can set up and use the Routing
file:

1. Assign the manufacturing operations a status code of 10 (Active) and the
purchasing routing operations a status code of 00 (Inactive).

2. For each purchasing routing operation, place a number in the select code
field. Use a different number for the manufacturing operations.

When a manufacturing order is released for the item, operations with status of
00 are not added to the MOMAST file. Since the Purchasing application does
not use the Status Code field, all records can be included to create the
receiving routing. To choose only the correct receiving records, type in the
appropriate select code at the time of routing generation.

If receiving routing records are to be generated for an item or release, enter Y
in the Generate Routing field on the Item Detail or Release Detail panel. The
Item or Release Routing Generation panel appears. You can enter an item
number on the panel for an alternate item whose routing is to be used for this
line item or release. A select code also can be entered to select the specific
routing operations to be generated for this item or release.

Note: Additional Purchasing Routing Records can be entered for individual
purchase order/items using option 5 on menu AM6M10.

If MMS is interfacing, purchase order routings can be used for an MRO item.
Either copy a routing from a production item to the MRO item or manually create
the routing using option 5 on Menu AM6M10.

Creating comment records. You can add an unlimited number of comment
records to a purchase order. The comments either come from the Standard
Message file, or you can type them in. If the Standard Message file is used, you
can choose from any of the messages created there. Each message can have up
to 99 lines of 80 characters of information. Each of these message lines is subject
to the effective dates specified in the Standard Message file. You can define that a
standard message be copied into a PO. With a copied message you are allowed
to make changes or enter variable text that applies only to the specified PO.

If you choose to type in comment records, the application allows you to enter as
many 80-character comment lines as you want for each order, line item, debit
memo, or blanket release. These comments are included in addition to those
provided as standard order heading and closing comments selected at the time
that purchase orders are printed.

If requisitions are used to create purchase orders, the comments associated with
the requisitions are transferred to the order. Only P-, G-, and C-type comments
are passed from requisitions.

You can add, change, or delete comment records for orders, line items, or
individual blanket releases at any time during the order entry process. To access
the appropriate comment panels, type Y in the Add/Review Comments field of the
Order Summary panel, Item Detail panel, the Release Detail pane or the Debit
Memo Maintenance panel.
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For each comment record, you must indicate where you want the comment record
to appear. The choices for print codes are:

P Print on all purchase orders and revisions.

D Print the message on the debit memo. This represents a manually
entered comment on a debit memo, as contrasted to code R, which is
generated by the VR transaction. While you are in PO Entry/Edit, if you
maintain a debit memo, you can create debit memo comments manually.
When you choose to maintain debit memo comments, the print code of D
is assigned, and the code cannot be changed.

G Print on all purchase orders and revisions and, in addition, send the
comments to the Purchase Order History file when the order is closed
and purged.

Note: A comment with this code is automatically generated whenever a
purchase order that has already been printed is later updated for price,
dock date or quantity. If the order was revised (option 2), a G-type
comment is created. If the order was changed (option 3), a T-type
comment is created. These comments automatically print on the
purchase order revision and are included in the data that is sent to the
Purchase Order History file if you selected this option during application
tailoring. (To prevent these comments from printing, change the Print
Code and delete.) This provides an audit trail of changes to these critical
fields.

R Print on the debit memo or on the Dock-to-Stock Traveller, depending on
whether they were manually entered or system generated. When
manually entered, comments are allowed only at the PO item, release, or
vendor/item level. Manually entered comments print only on the Dock-to-
Stock Traveller, in addition to any added instructions that are placed in
the Routing Additional Description file. Use these comments for one time
special handling notes for receiving personnel. System generated
comments are created by the VR transaction and are associated with the
debit memo. These will print on the debit memo or the Traveller.

C Print on the order closeout notice sent to vendors when the order is
closed and purged. A vendor receives a closeout notice if the Vendor
Closeout Acknowledge is Yes in the Vendor Master file.

T Transaction processing only. The comment is never printed. This type of
comment is for the user’s information, and it can be used throughout the
Purchasing application. However, only the T type comments entered
during receipt entry appear on the Transaction Register, and if you
selected this option during application tailoring, they are passed to the
history file for later analysis. Use this type of comment to describe the
condition of goods as they arrived at the receiving dock, and so forth.

Changing existing purchase orders. Once a purchase order has been entered,
you can revise, change, cancel, reactivate, or delete the order using the Purchase
Order Entry/Edit function.

You can readily change purchase order information, including order summary,
order comments, item details, item comments, release details, release comments,
and debit memos. Select option 2, Revise Order, or option 3, Change Order Do
Not Flag as Revised, from the Order Selection panel. This shows the Order
Summary (Change) panel where you can change various entries.

Type Y in the Review Comments field to change order comments. The Comment
Entry/Edit—Summary panel allows you to select the comment or message you
want to maintain.
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Line items, their comments, and their debit memos can be changed by using the
Purchase Order Item Detail (Change) panel, the Comment (Change/Review)
panel and the Purchase Order Debit Memo (Change) panel. Blanket release
items, their comments, and their debit memos can be changed by using the
Release Detail (Change) panel, the Comment Entry/Edit (Change/Review) panel,
and the Purchase Order Debit Memo (Change) panel.

If you want to change a receiving routing, use Purchase Order Operations
Entry/Edit.

Debit Memos are reviewed, or changed on the Debit Memo panel. Enter Y in the
Maintain Debit Memos field on the ltem Detail (Change) panel or on the Release
Detail panel to show the Debit Memo panel. Debit memos can be changed only in
Purchase Order Entry and Maintenance. They are created in transaction entry. If
IFM is interfacing, you can create an IFM credit memo automatically from the
debit memo.

See the Inventory Management User’s Guide for more information about
Purchase Return to Vendor.

Each time a purchase order is revised, you may choose to have it marked for
printing. Revision number assignment begins after the purchase order has been
printed for the first time. The application automatically tracks revision levels made
against the order. All subsequent printings of a purchase order show the order
number plus a two-digit revision level number. Revision levels are also tracked at
the item and release levels. This allows you to print or EDI revisions only when
POs are printed.

Any change to quantity, date to dock, or price creates a comment record on the
revised order highlighting the change and showing the date when the change was
made if you are tailored to create them. These comments are automatically
placed in the Purchase Order History file, if you selected G-type comments to go
to History during application tailoring. If you are making an insignificant change to
the order, you can choose to maintain the order without setting the revision flag
and incrementing the revision level.

The information associated with an existing purchase order can be reviewed,
changed, or deleted. New information can be added to the order as long as the
order is not complete and has not been cancelled or closed and purged.

Order comments can be reviewed, changed, added, or selected for deletion from
an existing purchase order from the Comment Entry/Edit Summary panel. Type Y
in the Add/Review Comments field on the Order Summary (Change) panel. New
comments can either come from the Standard Message file or can be typed in.

Iltem comments are reviewed, changed, added, or selected for deletion from the
Comment Entry/Edit Summary panel. Type Y in the Add/Review Item
Comments field on the Item Detail (Add) panel.

Release comments can be reviewed, changed, added or selected for deletion
from the Comment Entry/Edit Summary panel. Type Y in the Add/Review
Release Comments field on the Release Detail (Add) panel.

Debit memo comments can be reviewed, changed, added or selected for deletion
from the Comment Entry/Edit Summary panel. Type Y in the Add/Review Debit
Memo Comments field on the Purchase Order Debit Memo (Change) panel.

Orders can have detail records added as long as the order has not been
cancelled or closed and purged. If any activity has been reported against a line
item or release, it cannot be deleted from the order. You must force-close the
order and then re-enter the order without the item or release.
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» Cancelling a purchase order, item, or release. An entire order, an item, or a

release can be cancelled by selecting Option 4 on the Order Selection (Select)
panel, or using F21 on the Order Summary, ltem Detail, or Release Detail
(Change) panel, provided no activity has been reported against it. If activity
(receipts or invoices) has already been reported, the order must be force-closed.
You can reactivate a cancelled order, item, or release by using Option 5 on the
Select panel. When you cancel an order, item or release, it remains in the PO files
and is written to history when the order is purged.

A canceled item or release will still appear on the Order Detail panel, but the
message ‘Canceled’ will appear instead of the due date to indicate the entry was
originally part of the order. You cannot, however, select the entry for further
processing. These entries are also bypassed when you page through the
purchase order.

Deleting an existing purchase order, item, or release. You can delete the
purchase order, items, releases, comments, or debit memos. Be aware, however,
that deleting removes the order, item, or release immediately and there will be no
record of it in history. To delete, use F20 on the following panels:

Order Deletion

Comment Entry/Edit (Change/Review)
Item Deletion

Release Deletion

Debit Memo Deletion.

Note: An item cannot be deleted from a purchase order if the PO has been
printed. If the PO line item has been printed, you can cancel only the line item.

Reopening or completing order, items, and releases and Initiating vendor
acceptances. All these tasks can be performed from either the Purchase Order
Enter/Edit option or from the Inventory Management (IM) application. To preserve
an audit trail, the system creates a Vendor Acceptance (VA), a Purchase Receipt
(RP), or Quality Control Purchase Receipt (PQ).

When these tasks are performed in Purchasing, the user (buyer) security is
different from the security in IM. In Purchasing you cannot enter the receipt
quantities as you can in IM. The transaction information is passed from
Purchasing to IM which processes the transaction, updates the files, and writes
the transaction to IM history immediately. You can print the purchasing/inventory
transaction using option 11, Print Transaction Register, on the Purchase Order
Processing menu. The history transaction remains in the file until it is cleared after
the printing process.

Purchase Order Entry/Edit with IFM interfacing. When IFM is interfacing with
Purchasing, there are several features which become available on various
Purchasing panels.

- Enter IFM information. Additional panels and fields appear in the Purchase
Order Enter/Edit option to let you record information to be used by IFM when
the invoice is processed. Two panels contain only IFM information and let you
initiate certain IFM functions:

— The Order Summary--IFM panel provides order level fields which let you
enter units, natures, IFM charges, tax transaction types, and item tax
classes for freight and for special charges. In addition to other IFM related
fields, you can indicate if detail IFM taxes should be calculated and the
IFM method to be used if the PO is to be paid in installments or by a note.

— The Item Detail--IFM panel provides item level fields which let you
override some of the order level fields for the item. Although default
values from the Order Summary panel appear in these fields, you can
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change the IFM charge, unit, nature, apportionment, charge type, tax
transaction type, and item tax class.

- IFM taxes. While entering a PO, if you specify that you want taxes calculated

using the IFM methods, the PO can be entered net of tax. IFM will then
calculate the taxes and hold the tax data for use by IFM when the invoice is
posted. The calculated detail taxes are saved in the IFM Tax Estimation
History file and the data is available for inquiry. When the PO is purged, IFM
removes the estimated tax information associated with the order.

None of the tax information is shown in Purchasing nor is it printed on the PO
or transmitted via EDI. Although the tax data in the IFM file is considered only
an estimate, it is available to users who want to write their own report
program to merge the tax information with the purchase order information.

The Tax % field on the Purchase Order item detail panel is retained. It
represents a broader estimate of what taxes are expected to be. This field
should be used if you want a tax estimate to be printed on the PO. It is also
used by the Approval application to estimate the taxes to include in the order
value which becomes the approval amount. The taxes resulting from the Tax
% field are also used by EC.

The only use of IFM taxes in Purchasing is to inquire into them. Of the three
types of tax inquiry available in IFM, Purchasing uses only line item tax
inquiry. You can access the IFM tax inquiry panel by choosing option 9 on the
Order Selection panel or with F16 on the Order Summary—IFM panel in PO
Inquiry and PO History Inquiry. You can then review the tax calculations and
results that occurred when the PO was created.

IFM Installment payments. You can use the Order Summary panel to set up
an installment method when you create a purchase order. The method you
enter is edited to an IFM table of valid methods and it must be designated an
‘AP type’ method. In Add mode, IFM automatically creates installment
payment records. The actual IFM settlement lines for installment payments
are generated when the invoice is posted. When the PO is purged, IFM
removes the PO’s installment payment information.

There are two ways to access existing installment information from
Purchasing:

— In Change mode, you can edit installment information by using F10 to
access the IFM Edit Installments panel. If you change the instaliment
method or the value of the order, IFM automatically regenerates
installment payments and displays the new schedule. You also can
specify the expected date of first payment and the down payment
information, and override the installment method defaults.

— In Purchase Order Inquiry, you can use F02 to view the generated
installment payments.

IFM notes. If a purchase order is to be paid by note, you can enter this
information on the Order Summary panel in Purchase Order Entry/Edit. The
note method you enter is edited against an IFM table of valid methods and
must be designated an ‘AP type’ method. The note method field also appears
on the IFM panel in PO Inquiry and PO History Inquiry. The note method
entered in Purchasing is used as a default when you generate the invoice
from the purchase order in IFM.

IFM credit memos. You can create an IFM credit memo automatically from a
debit memo while in Purchasing. The Debit Memo panel has a prompt to
Create an IFM credit memo. If you respond Yes, an IFM transaction header
panel appears to let you enter the required information. You must have
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previously entered a valid unit and nature for the item. An IFM process then
creates a credit memo using information from the debit memo. IFM updates
the debit memo with the credit memo quantity and amount (both trading and
local currency).The debit memo then appears closed from the Purchasing
perspective and will no longer show on the Open Debit Memos report.

What information you need: The purchase order information that you want to

maintain.

What reports are printed: Purchase Order Entry/Edit Condensed Audit (AM64A).

The basic steps for performing this task follow each panel.
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AM64A01—Purchase Order Entry/Edit—Order Selection (Select)

Use this panel to select the purchase order and to indicate the option you want to
perform.

If purchase orders are being approved, PO entry/edit initially shows you requested
quantities and prices. This assumes that while you are editing, you always want to
see the total amount you have entered regardless of the approval status. On some
panels a function key is available to toggle between requested and approved values.
When you return to this panel after requesting approval, a message appears with the
status of the approval request.

This panel appears when you select:
» Option 1 on the Purchase Order Processing menu (AM6M10)

* F19 from any of the Add or Change panels for purchase order entry/edit.

* F20 on the Order Cancellation panel (AM64A22) or the Order Deletion panel
(AMB4A23)

» or when you press Enter on the Order Cancellation panel (AM64A22) when this
panel was the previous panel.

Date **/**/** Purchase Order Entry/Edit Select AMG64A01 **
Order Selection

Order P aaaaA6

ltem numbe aaaaaaaaaaaaA15 WH aA3 or Line number aaaA5
Release  aaA4

Option A

Add order/item

Revise order/item/release

Change, do not flag as revised, order/item/release
Cancel order/item/release

Reactivate cancelled order/item/release

Vendor accept

Reopen/Complete

Special approval

IFM tax inquiry

OCONOARWN =

F24=Display status

o J

What to do

To add a purchase order, type in the desired number and enter 1 in the Option field.

Note: If you leave the purchase order number blank, the system assigns a number
to this purchase order.

To utilize fast path entry, you can type specific information in the item number and WH
or line number or release fields in addition to the purchase order number and enter
the appropriate option number. The appropriate panel appears, based on the
information you entered.
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Function keys

F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AM64A99).

Fields

[?]1 appears next to a field name in the following field definitions to identify a field
from which you can begin a master file search.

Order (purchase order number)[?]. When you want to add a purchase order, you
can type the purchase order number in this field or leave it blank. If you leave the field
blank, the application assigns the next available order number, in sequence. The
application puts P at the beginning of the purchase order number to show it is a
purchase order. When you want to change an order, you must first type in that
purchase order number.

Item number [?]. Type the item number you want to associate with this order.

WH (Warehouse). Type the warehouse associated with this item. The default value is
your planning warehouse. An entry is required when you enter an item number.

Line number. Type the purchase order line number associated with this item.
Entering a line number is an alternative to entering an item number and warehouse.

Release. Type the release number associated with this item.

Option. Required. Type one of the following codes:

1 To add a new purchase order or item. When you select this option and type
an item and warehouse number, the program creates an order header by
retrieving the buyer number and vendor number from the master files. Then
the ltem Detail (Add) panel appears. If you do not enter an item and
warehouse, the Order Entry (Add) panel (AM64A20) appears.

2 To add, change, or delete any element of an existing purchase order. You can
also change an item or release by typing the item number or release number.
The appropriate panel appears.. Any change you make using this option
updates the revision date, causes the revision number to be incremented,
and flags the order to be reprinted. It is recommended that you use this option
for any changes to dates, quantities, or prices since those are considered
significant changes.

When you select this option and type the item number, warehouse, or line
number in addition to the purchase order number, the Item Detail panel
(AM64A31) appears. If you also enter the release number to the data, the
Item Release Detail panel (AM64A41) for that release number appears.

Selecting this option causes this order to be included when you print all
revised purchase orders.

3 To add, change, or delete any element of an existing purchase order without
indicating the order is to be revised. You also can maintain an item or release
by typing the item number or release number. The appropriate panel appears.
No matter what kind of change you make, the revision date is not updated,
the revision number is not incremented, and the order is not flagged for
reprint. Use this option for minor changes only.
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When you select this option and type the item number, warehouse, or line
number in addition to the purchase order number, the Item Detail panel
(AMB4A31) appears. If you also enter the release number to the data, the
Item Release Detail panel (AM64A41) for that release number appears.

The changes you make after selecting this option do not cause the purchase
order to be included when you print all revised purchase orders. However,
previous or future revisions of this order could cause it to be included.

To cancel an entire purchase order and set the revision flag to select the
order for reprint. You also can cancel an item or release on the order, by
typing the item number or release number. The appropriate panel appears.

To change a cancelled purchase order back to an active order before it is
closed out. You also can reactivate an item or release on the order, by typing
the item number or release number. The appropriate panel appears.

To record vendor acceptance. When you select this option and enter a
purchase order number, the Purchase Order Vendor Accept panel
(AM65B02) appears so you can enter a VA transaction for an item or release.
Security settings in CAS determine if you can use this option.

To reopen or complete an order. When you select this option and enter a
purchase order number, the Purchase Order Reopen/Complete panel
(AM65B01) appears, so you can reopen or record completion of a line item.
Security settings in CAS determine if you can use this option.

To submit a special approval request for a charge related to an existing
purchase order. This option appears only if purchase orders are being
approved. When you select this option and enter a purchase order number,
the Purchase Order Entry/Edit Approval Request panel (AM64F1) appears.

To access the IFM Tax Inquiry. When you select this option and enter only a
purchase order number, the IFM Tax Inquiry panel, Document line item taxes
(UAPMDFR), appears so you can view IFM tax detail at the order level. When
you also enter the item/warehouse or line number, the IFM line item inquiry
panel, Tax details (UAPSDFR), appears so you can view IFM tax detail at the
line item level.

The original session default is to add a purchase order. When returning to this

select panel during the same session, the default is the last value you entered on a
previous purchase order.
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AMG64A20—Purchase Order Entry/Edit—Order Entry (Add)

Use this panel to enter the basic data for a new purchase order.

This panel appears when you select option 1 on the Order Selection panel
(AMB4A01). If you typed an item and warehouse on the Select panel, this panel is

skipped in Add mode.

-

Date **/*% /%%

Order
*okok ok ok ok ok

Confirm by date
nnnnnn

FOB
ah3

Warehouse
aA3

Purchase Order Entry/Edit

Order Entry

Buyer
aaaA5

Release date Priority
nnnnnn <1l-9> n
Via
aA3
Ship-to

aA3

“\\

Add AM64A20 **
Vendor
aaaah6
Hold from print
<Y/N> A
Terms

ah3

Bill-to
ah3

Omit quantities
<Y/N> A

F19=End of order F24=Display status

- J

What to do

To add a purchase order, type in the information requested and press Enter. The
Order Summary panel (AM64A21) appears so you can complete the order summary
information.

Function keys

F19=End of order returns you to the Order Selection panel (AM64A01) without
saving your entries, so you can select another purchase order.

F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AM64A99) so you can review session statistics or end the session.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order (purchase order number). This field shows the number of the purchase order
being entered. If you did not enter a number on the Select panel, a system-generated
number was assigned and appears here.

Buyer (buyer number) [?]. Required. Type the number of the buyer for this order.
The buyer number must be defined in the Buyer master file. If you entered an item
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number on the Select panel, the buyer number for that item appears. You can change
it.

Vendor (vendor number) [?]. Required. Type the number of the vendor with whom
this order is being placed. If you entered an item number on the Select panel, the
vendor number for that item appears. You can change it.

If you type a vendor number of 000000 (miscellaneous vendor), you must type in the
vendor’s name and address on the Order Summary Addresses panel (AM64A24)

Vendor number 000000 is not allowed if IFM is installed and interfacing. See the IFM
User’s Guide for information on one time account status in Work with Personal
Accounts.

Confirm by date (confirmation date). Type the date by which you require vendor
acceptance for this order. If no date is entered, acceptance is not required. If the
vendor’s purchase order accept code in the Vendor Master file is Y, a confirmation
date is required. A VA transaction must be entered when Vendor Accept is required.

Release date (order release date). Type the date this order is to be released to the
vendor. If you do not type in a date, the application assigns the date the purchase
order is printed.

Priority <1-9>. Type a priority override number from 1 through 9. The priority number
allows you to control where this purchase order will appear on Prioritized Work Lists.
The default of 0 means you are not using priority. A value of 9 is highest priority.

Hold from print <Y/N>. Accept the default of N to release the order for printing. Type
Y to prevent this order from being printed during the Print Purchase Orders operation.

FOB (free on board) [?]. Type a user-defined FOB code from the Free on Board
master file.

If you leave this field blank, you can type in an FOB description on the Order
Summary (Add/Change) panel (AM64A21).

Via (ship via) [?]. Type a user-defined ship via code from the Ship Via master file.

If you leave this field blank, you can type in a ship via description on the Order
Summary (Add/Change) panel (AM64A21).

Terms [?]. Type a user-defined terms code from the Terms master file. This code
does not change the due date in Accounts Payable when creating an invoice from the
purchase order.

If you leave this field blank, you can type in a terms description on the Order
Summary (Add/Change) panel (AM64A21).

Note: If you leave FOB, VIA, and TERMS codes blank, and a default for any of
these codes is defined for the vendor in the Vendor Master file, the code description
will be shown on the next panel, AM64A21.

Warehouse. Required. Type the number of the warehouse where the vendor is to
ship the items on this purchase order. The XA default warehouse is the default value,
and can be overridden to any warehouse defined in the Warehouse master file.
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Ship-to [?]. Type a number from 001 to 999 that corresponds to the address in the
Warehouse Ship-to master file to which the vendor will ship items on this purchase
order. 999 is the default and must exist in the Warehouse Ship-To master file if you
use the default. If you type in 000, you must type in the SHIP-TO NAME AND
ADDRESS on the Purchase Order Entry/Edit—-Order Summary Addresses (Change)
panel (AM64A24).

Bill-to [?]. Type a code for the bill-to address you want the vendor to use for billing.
The code must be from 001 to 999 and correspond to the address in the Warehouse
Ship-to master file. 998 is the default and must exist in the Warehouse Ship-to master
file if you want to use the default.

If you type in 000, type in the BILL-TO NAME AND ADDRESS or leave these fields
blank. If the BILL-TO NAME AND ADDRESS are left blank, the SHIP-TO NAME
AND ADDRESS are used.

Omit quantities. A code to indicate that item quantities are to be omitted on purchase

orders.

N Iltem quantities are to appear on purchase orders. This is the default.

Y Item quantities do not appear on purchase orders. A standard message is to
appear in place of the quantity.

This field appears only if you responded Y to the Activate Omit Quantities field in the
Purchasing Control (PURCTL) file.
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AM64A21—Purchase Order Entry/Edit—-Order Summary (Add/Change)

Use this panel to review the information retrieved from master files as a result of the
data entered on the Purchase Order Entry/ Edit—Order Entry (Add) panel (AM64A20),
and to modify or override the information when necessary.

This panel appears in Add mode when you press Enter on the Purchase Order Entry/
Edit-Order Entry (Add) panel (AM64A20).
This panel appears in Change mode when you select:

» Options 2, 3, or 5 on the Purchase Order Entry/Edit—Order Selection (Select)
panel (AM64A01)

* F5 on the Purchase Order Entry/Edit—-Order Detail Selection (Select) panel
(AMB4A29), the Purchase Order Entry/ Edit—Item Entry (Add) panel (AM64A30),
or the Purchase Order Entry/Edit—Item Detail (Add/Change) panel (AM64A31)

* F20 on the Purchase Order Entry/Edit-Item Deletion (Delete) panel (AM64A32) if
it is the only order comment or item on the order.

« or when you press Enter on:
- The Purchase Order Entry/Edit—Order Delete panel (AM64A23)

- The Purchase Order Entry/Edit—Order Cancellation (Cancel) panel
(AM64A22) and this was the previous panel.

4 )

Date **/**/** Purchase Order Entry/Edit i AMB4A21 **
Order Summary
Order Buyer aaaA5 Vendor aaaaA6
Confirm by date Release date Priority Hold from print
nnnnnn nnnnnn <1-9>n <Y/N> A

FOB aA3 Via aA3 Terms aA3
aaaaaaaaaaaaAl15 aaaaaaaaaaaaA15 aaaaaaaaaaaaaaaaaaaaaaA25
Currency ID Exchange rate Exch rate date
QAJ FHHHRRRRR nnnn.nnnnnnn nnnnnn
Alternate currency Print in alternate
kkk kkkkkkkkkkkkkkk <Y/N> A
Special charges Print special charges Exp. freight

nnnnnnnnnnn.nn <Y/N> A nnnnnnnnnnn.nn
Review names/addresses Add comments Omit quantities

<Y/N> A <Y/N> A <Y/N> A
Approval status *
F9=Local currency F13=Change PO currency F14=Use local currency F16=0rder detail
F17=Vendor change F19=End of order F20=Delete order F21=Cancel order
F24=Display status

- J

What to do

» To continue without making any changes, press Enter. Panel AM64A30 appears.
If IFM is interfacing, panel AM64A2A appears instead, as a continuation of the
Order Summary panel.
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» To update the information shown, type in your changes and press Enter. Then do
one of the following:

- If you made changes to any field that cause other shown information to
change, press Enter and go to the next panel.

- If you did not make changes to these fields:
— If you typed Y in the Add comments field, go to panel AMG4E1.

— If you typed Y in the Review names/addresses field, go to panel
AM64A24.

— If IFM is interfacing, the Order Summary-IFM panel (AM64A2A) always
appears before another panel that you select so that you can continue
with specific IFM information.

Function keys

F9=Local/alternate currency shows you local currency amounts initially. Then you
can toggle to see alternate currency amounts. This function key appears only if multi-
currency processing is active and this panel shows trading currency amounts.

F13=Change PO currency appears only if IFM is interfacing and the vendor you are
using is defined as a local currency vendor. It causes the currency fields to appear
and allows changing to any valid trading currency ID if no items have been entered.

F14=Use local currency appears only if IFM is interfacing and you previously used
F13 to enter a currency ID for a local currency vendor. It allows you to cancel the
trading currency and return to the local currency, if no items have been entered.

F16=0Order detail appears only in Change mode and shows you the Order Detail
Selection panel (AM64A29) with all order details previously entered. If there are no
order details, F16 shows you the Order Summary (Change) panel (AM64A21) with a
message that no details exist.

F17=Vendor change appears only in Change mode and lets you change the Vendor
number on an unprinted purchase order. You cannot change the vendor once the
purchase order has been printed.

F19=End of order returns you to the Purchase Order Entry/ Edit-Order Selection
(Select) panel (AM64A01). Depending on what other functions are active, other
panels may appear first. For example, approval processing causes another panel to
appear when you end an order.

F20=Delete order appears only in Change mode and deletes the order header record
and returns you to the Purchase Order Entry/Edit—Order Deletion (Delete) panel
(AMB4A23).

You can delete a purchase order only before the purchase order has been printed
and/or before any goods have been received. You must delete all line items prior to
deleting the purchase order.

F21=Cancel order appears only in Change mode and shows you the Order
Cancellation panel (AM64A22). If activity has been reported against the order (order
status is greater than 20), F21 shows you the Order Summary (Change) panel
(AM64A21) again with a message.
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F24=Display status shows you the Purchase Order Entry/ Edit—(Status) panel
(AMB4A99).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order (purchase order number). This field shows the number of the purchase order
being entered or maintained.

Buyer (buyer number and buyer name) [?]. In Add mode, type in the number of the
buyer for this purchase order. You can override this field. In Change mode, this field
shows the buyer number and name. If the purchase order has not been printed or has
not had any receiving activity, you can change the buyer number to another buyer
from the Buyer master file.

Vendor (vendor number) [?]. Required. Type the number of the vendor with whom
this order is being placed. If the purchase order has not been printed, you can change
the vendor number to another vendor from the Vendor master file. If you type in a
vendor number from the Vendor master file, the vendor’s name, address, contact,
telephone number, terms code, and terms description appear on the Purchase Order
Entry/Edit—-Order Summary Addresses (Change) panel (AM64A24).

If you type in a vendor number of 000000 (miscellaneous vendor), you must type in
the vendor’s name and address on the Purchase Order Entry/Edit—Order Summary
Addresses (Change) panel (AM64A24).

If IFM is installed and interfacing, vendor 000000 is not allowed.

Confirm by date (confirmation date). Type the date by which you require vendor
acceptance for this order. An acceptance-required message and the confirmation date
prints on the purchase order and on the revision notices. If no date is entered,
acceptance is not required.

Release date (order release date). Type the date this order is to be released to the
vendor. If you do not type in a date, the application assigns the date the purchase
order is printed.

Priority <1-9>. In Add mode, the value in this field comes from the Purchase Order
Entry/Edit—Order Entry (Add) panel (AM64A20). In Change mode, type in a priority
override number from 1 through 9. The priority number allows you to control where
this purchase order appears on Prioritized Work Lists. The default of 0 means you are
not using priority. A value of 9 is highest priority.

Hold from print <Y/N>. Type Y to prevent this order from being printed during the
Print Purchase Orders operation. You can accept the default of N to release the order
for printing.

FOB (free on board code) [?]. Type a user-defined FOB code. If you type in an FOB
code from the Free on Board master file, the associated description appears when
this panel appears again.

If you did not enter an FOB code and a default was defined for the vendor, its code
and description appear. Optionally, you can leave the code blank and type in the Free



AM6M10, option 4

Contents

Index

Page 3-78

on Board description you want associated with this purchase order. You do not need
to enter both an FOB code and an FOB description.

Via (ship via code) [?]. Type a user-defined ship via code. If you type in a ship via
code from the Ship Via master file, the associated description appears when this
panel appears again.

If you did not enter a ship via code and a default was defined for the vendor, its code
and description appear. If the vendor has no ship via default, the vendor’s postal code
is used to search the Traffic Routing table for a ship via code. Optionally, you can
leave the code blank and type in the ship via description you want associated with this
purchase order. You do not need to enter both a ship via code and a ship via
description.

Terms (terms code) [?]. Type a user-defined terms code. If you type in a terms code
from the Terms master file, the associated description appears when this panel
appears again.

If you did not enter a terms code and a default was defined for the vendor, its code
and description appear. Optionally, you can leave the code blank and type in the
terms description you want associated with this purchase order. You do not need to
enter both a terms code and a terms description.

Currency ID. Type the currency ID identifying the currency for this record. Leave this
field blank if this purchase order is in your national currency. If AP is installed, you
cannot change the currency. This field appears only if multi-currency processing is
active.

Exchange rate. Type the effective rate of exchange used to convert trading currency
to local currency on this purchase order. When the purchase order exchange rate
changes, all local currency amounts associated with the purchase order are
automatically and immediately recalculated. If you leave this field blank, the effective
rate from the Exchange rate file is used. This field appears only if multi-currency
processing is active. This rate cannot be overridden if the local currency and the
trading currency are either euro or euro-participating currencies.

Exch rate date. Type the date used to look up the exchange rate in the Exchange
Rate file. A change to the Exchange Rate takes precedence over a concurrent
change to the Exchange Rate Date. This field appears only if multi-currency
processing is active.

Alternate currency. Accept the default or type the alternate currency ID identifying
the currency for this record. This field appears only if multi-currency processing is
active.

Print in alternate. Type Y if you want to print the purchase order in the alternate
currency.

If IFM is installed and interfacing, the next three fields do not appear on the panel.
When you press Enter, panel AM64A2A appears with these fields and other specific
IFM fields.

Special charges. Type the amount of any special charges (such as casing or
insurance) for this purchase order.
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Print special charges <Y/N>. Type Y to indicate that you want special charges to
print on the purchase order.

Exp. freight. Type the freight charge you expect for this purchase order. During
invoicing, if you auto generate the invoice from the purchase order and do not
override this value, the value entered will be used to create an invoice freight line
item.

Review names/addresses <Y/N>. Type Y to look at and change if needed ship-to,
bill-to, and vendor names and addresses.

wrxxxk Comments <Y/N> (add/review comments). ADD COMMENTS appears when
no order comments exist. REVIEW COMMENTS appears when order comments
exist. Type Y to cause the Comment Entry/Edit (Summary) panel (AM64E1) to appear
when you press Enter.

Omit quantities. A code to indicate that item quantities are to be omitted on purchase
orders.

N Item quantities are to appear on purchase orders. This is the default.

Y Item quantities do not appear on purchase orders. A standard message is to
appear in place of the quantity.

Approval status. A code to indicate the approval status of the requisition or purchase
order. All codes are valid for purchase orders, but only codes 0, 6, and 9 are valid for
requisitions.

0 Approved. Approval has been granted for the enter order or requisition.

2 Memo/spec approval requested. Either a memo approval or a special
approval has been requested for this purchase order.

4 Approval requested on part. Part of the purchase order is approved, but the
order value changed and approval has been requested on the changed part
of the order.

6 Approval requested. Approval has been requested on the entire purchase
order or requisition.

8 Part denied/not requested. Part of the purchase order is approved, but either
approval has been denied, or no approval has been requested on the rest of
the purchase order.

9 Approval denied/not requested. Either approval has been denied or no
approval has been requested on this entire purchase order or requisition.
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AM64A2A—Purchase Order Entry/Edit—-Order Summary - IFM (Add/

Change)

Use this panel to modify or override specific IFM information for this purchase order.

This panel appears in Add mode when you press Enter on the Order Entry (Add)
panel (AM64A21) and IFM is installed and interfacing.

This panel appears in Change mode when you press Enter on the Order Entry
(Change) panel (AM64A21) and IFM is installed and interfacing.

Units and natures are validated to IFM. The unit/nature combination must be valid if
the IFM rule is set to prohibit new combinations. Access to IFM lookup and work with
is available for those fields identified with [?] in the field descriptions below.

4 )

Date **/%%/xx Purchase Order Entry/Edit Kk Kk kX AM64A2A **
Order Summary - IFM

Freight:
IFM charge aaaaaaaAll Tax transaction type aaaaaalAll
Unit aaaaaaaAll Nature aaaaaalAlo
Expected amount nnnnnnnnnnn.nn Local currency NNNNNNNNNN . NN

Prorate <Y/
N> a Item tax class aaaaaaaaaaaaAls

Special charge:

IFM Charge aaaaaaaAll Tax transaction type aaaaaaaAll
Unit aaaaaaaAl0 Nature aaaaaaaAlol
Expected amount nnnnnnnnnnn.nn Local currency nnnnnnnnnnn.n

n
Prorate <Y/

N> a Item tax class aaaaaaaaaaaaAls
Print <Y/N> a
Orig unit aaaaaaalAlo Apportionment aaaaaaalAlo
IFM approver aaaaaaaAlol Charge type a
Calculate taxes <Y/N> a
Tax tran type aaaaaaalAlol khkkkkkhkhkhkhkhkhkhkhkhkhkhhkkhkkkx
Installment method aaaaaaaAlO dekddkkdkkddkhkkddkkkkkkkk
Note method aaaaaaaAlO EE RS RS EEEEEEEE SRR R RS S
LAST UPDATED Fkkkkk
F10=Edit installments F19 Return to Order Summary

To update the information shown, type in your changes and press Enter.
Function keys

F10=Edit installments causes the IFM Edit Installments panel to appear so you can
change installment defaults, change values in the note method, see the installment
schedule, and recalculate the payments.

F19=Return to order summary returns you to the Purchase Order Entry/ Edit—-Order
Summary panel (AM64A21).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.
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Freight IFM charge [?]. The class of invoice detail line used to derive the nature that
is used to create a ledger transaction for the freight on this purchase order. An IFM
charge can be set up in IFM to predefine a type of charge and other specific
characteristics. If both a Freight IFM Charge and a Freight Nature are entered, the
Freight Nature overrides the nature defined in the IFM Charge field.

Freight tax transaction type [?]. The taxing authority's classification of the
transaction. This field defaults to the value in the Purchasing Control (PURCTL) file.

Freight unit [?]. The organizational unit (department, for example) to be used in
determining the account to be charged for the freight on this purchase order.

Freight nature [?]. The income, expense, asset, liability, or capital account to be
used in creating a ledger transaction for the freight on this purchase order. If both a
Freight IFM Charge and a Freight Nature are entered, the Freight Nature overrides
the nature defined in the IFM Charge field.

Freight expected amount . The freight charge you expect for this purchase order.
During invoicing, if you generate the invoice automatically from the purchase order,
and you do not override this value, the value entered will be used to create an invoice
freight line item.

Freight local currency . The local currency equivalent for the expected freight
charges.

Freight prorate <Y/N>. Type Y to prorate freight charges across each line item on
this order, for accounting and inventory management purposes. Leave the default N if
you do not want to prorate freight charges across each line item on this order.

Freight item tax class [?]. The tax classification of the item.

Special charge IFM charge [?]. The class of invoice detail line used to derive the
nature that is used to create a ledger transaction for the Special Charge on this
purchase order. An IFM charge can be set up in IFM to predefine a type of charge and
other specific characteristics. If both a Special Charge IFM Charge and a Special
Charge Nature are entered, the Special Charge Nature overrides the nature defined in
the IFM Charge field.

Special charge tax transaction type [?]. The taxing authority's classification of the
transaction. This field defaults to the value from the Purchasing Control (PURCTL)
file.

Special charge unit [?]. The organizational unit (department, for example) to be
used in determining the account to be charged for the Special Charge on this
purchase order.

Special charge nature [?]. The income, expense, asset, liability, or capital account
to be used in creating a ledger transaction for the Special Charge on this purchase
order. If both a Special Charge IFM Charge and a Special Charge Nature are entered,
the Special Charge Nature overrides the nature defined in the IFM Charge field.

Special charge expected amount. The amount of any special charge you expect for
this purchase order.
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Special charge local currency. The local currency equivalent for the expected
special charges.

Special charge prorate <Y/N>. Type Y to prorate special charges across each line
item on this order, for accounting and inventory management purposes. Leave the
default N if you do not want to prorate special charges across each line item on this
order.

Special charge item tax class [?]. The tax classification of the item.

Special charge print <Y/N>. Type Y to print special charges on the purchase order.
Type N if special charges are not to be printed on the purchase order.

Orig unit (originating unit) [?]. The identification of the unit that originated this
purchase order. It serves as the default unit in case no other unit is entered for IFM
charge or Freight or Special Charge unit at the order or item level.

Apportionment [?]. The identification of the IFM apportionment previously defined in
IFM that defines the way an amount should be distributed across multiple accounts.
Press F4 to search for apportionment identifiers. If entered here, this becomes the
default apportionment for all line items.

IFM approver [?]. This field is required. The identification of the IFM user who
handles discrepancies between invoice, purchase order, and receipt data during
processing of PO-related invoices. This field is defaulted from the Buyer Master file.

Charge type. This field is required if invoicing passes this detail to IM or to PC&C.
The field must be blank if this is an MRO item.

Blank No information is to be passed to IM or PC&C

F Miscellaneous charge (forced add). Passes the miscellaneous charge to
PC&C when the charge number does not exist already in the Manufacturing
Order Miscellaneous Detail file (MOMISC).

| Cost adjustment. Passes a CA transaction to IM to update current and last
cost of the item in the Item Balance file.

M Miscellaneous charge. Passes miscellaneous charge information to PC&C
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file (MOMISC).

(0] Outside operation. Passes information for an outside operation to PC&C.

Calculate taxes <Y/N>. A code to indicate if IFM taxes are to be calculated for
purchase orders. The Save Detail flag for Purchasing defined for the IFM
Administrative division determines if you can calculate detail taxes in Purchasing. If
the flag is set to Save, you can enter Y or N. If the flag is not set to Save, N appears in
the field and you cannot change it.

N Do not calculate IFM taxes on purchase orders.
Y Calculate IFM taxes on purchase orders. This is the default. You can override
it for this particular order.

Tax tran type [?]. The taxing authority's classification of the transaction. This field
defaults to the value from the Purchasing Control (PURCTL) file.
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Installment method [?]. |dentifier of a definition of how installment payments are to
be determined. Specifies whether this is for payables or receivables, the number and
frequency of payments, and the interest rate.

Note method [?]. Identifier of a definition of how a note is to be created. Specifies
whether this is for payables or receivables, the currency, where the note is stored,
how the due date and note transaction number is determined, terms, and rules for
accepting the note.



AM6M10, option 4

Contents

Index

AM64A22—Purchase Order Entry/Edit—Order Cancellation (Cancel)

Use this panel to cancel or keep the purchase order to be cancelled.

This panel appears when you select:

» Option 1 on the Order Selection panel (AM64A01)
* F21 on the Order Summary (Change) panel (AM64A21).

Page 3-84

Date **/**/** Purchase Order Entry/Edit Cancel AMG64A22 **
Order Cancellation

Order Buyer ***** Vendor ******

Confirm by date Release date Priority Hold from print
**/**/** **/**/** <1_9> * <Y/N> *

FOB *** Via *** Terms ***

Currency ID Exchange rate Exch rate date

dkk kkkkkkkkkkhkhkhkk *****.****** **/**/**

Alternate currency Print in alternate

kkk kkkkkkkkkkkhkkk <Y/N> *

Special charges Print special charges Exp. freight

A * o= Ay
. <Y/N> .

Omit quantities
<Y/N> *

Press F21 to cancel this order or Enter to ignore cancel
F18=0rder addresses F21=Cancel order

o /
What to do

» To review the name and address of the vendor with whom this purchase order
was placed, use F18. The Order Summary Addresses panel AM64A24 appears.

» To cancel this purchase order, use F21. The Select panel AM64A01 appears
again.

» To continue without cancelling this purchase order, press Enter. The Select panel

AMG64A01 appears again.
Function keys

F18=0Order addresses allows you to review name and address of the vendor with
whom this purchase order was placed on the Order Summary Addresses panel
(AM64A24).

F21=Cancel order cancels the order and returns you to the Order Selection panel
(AMB4A01).

Fields

All fields are informational only. For additional field information, see “AM64A21—
Purchase Order Entry/Edit—-Order Summary (Add/Change)” on page 3-75.
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AM64A23—Purchase Order Entry/Edit—Order Deletion (Delete)

Use this panel to delete or keep the purchase order to be deleted.

This panel appears when you select F20 on the Order Summary (Change) panel

(AMB4A21).

s

Date **/**/**

Order Buyer

Fkkkk

Purchase Order Entry/Edit Delete
Order Deletion

Vendor

AMG4A23 **

*kkkkk

Confirm by date

ok [k [k

Release dat
**/**/**

e
<1-9> *

Priority Hold from print
<Y/N>*

FOB *** Via *** Terms ***
Kkkkkkkkhkkhkhkk

Currency ID Exchange rate Exch rate date
dkk kkkkkkkkkhkhkhkk *****-****** **/**/**

Alternate currency Print in alternate

dkk kkkkkkkkkkhkkhkk <Y/N> *

Special charges Print special charges Exp. freight
************.** <Y/N> * ***********-**

~

Omit quantities
<Y/N> *

Press F20 to delete this order or Enter to ignore delete
F18=0Order addresses F20=Delete order

- J

What to do

» To review the name and address of the vendor with whom this purchase order
was placed, use F18. Panel AM64A24 appears.

» To delete this purchase order, use F20. Panel AM64A01 appears again.
» To continue without deleting this purchase order, press Enter.

Function keys

F18=Order addresses allows you to review the name and address of the vendor with
whom this purchase order was placed on the Order Summary Addresses panel
(AM64A24).

F20=Delete order deletes the order and returns you to the Order Selection panel
(AMB4A01).

Fields

All fields are informational only. For additional field information, see “AM64A21—
Purchase Order Entry/Edit—-Order Summary (Add/Change)” on page 3-75.

If IFM is installed and interfacing, the Special Charges, Print Special Charges, and
Exp Freight fields do not appear.
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AM64A24—Purchase Order Entry/Edit—-Order Summary Addresses (Add/

Change)

Use this panel to show and override vendor information, Ship-to, and Bill-to
addresses. You cannot override vendor, ship-to, or bill-to names, addresses, and
address format information for non-miscellaneous vendors. You can override the
vendor contact/telephone information for both miscellaneous and non-miscellaneous
vendors.

This panel appears when you type Y in the REVIEW NAMES/ADDRESSES field on
the Order Summary panel (AM64A21) or when you use F18 on the Order
Cancellation panel (AM64A22) or the Order Deletion panel (AM64A23).

-

Date ** /%% /%% PO Entry/Edit-Order Summary Addresses Add AM64RA24 *%
Order *kkkk Kk Kk *MRO*

Vendor aaaah6 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaAl3’ Abbreviation aaaaaaaall
Address 1 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalAlds

Address 2 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalAl3s Vendor contact/
Telephone

Address 3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaAl’ aaaaaaaaaaaaaaaaaaaaaal2
5

City aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalA3s aaaaaaaaaaaaaaaaaaaaaalh2
5

State A2 Postal aaaaaaaAl0 Country aA3 Address format n
Warehouse aA3

Ship-to aA3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaall’b

Address 1 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald3ds

Address 2 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald3ds

Address 3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalA3ds

City aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldld’b

State A2 Postal aaaaaaaAl0 Country aA3 Address format n
Bill-to aA3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaA3’

Address 1 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald3ds

Address 2 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald3ds

Address 3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldlds

City aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldlds

State A2 Postal aaaaaaaAl0 Country aA3 Address format n
F7=End of name/address

- J

What to do

» To add an address, type the information requested and press Enter.

» To change the vendor for this order, enter a different vendor number and use F17
(F17 appears after you enter a different vendor number). This panel appears
again with the address information for the new vendor.

Note: You cannot change vendor number and address information on purchase
orders that have printed or have had activity reported.

Function keys

F7=End of name/address takes you to one of the following Purchase Order Entry/
Edit panels depending on which was the previous panel.

* Order Delete (AM64A23)
» Order Cancellation (AM64A22)
* Order Summary (AM64A21) Add mode

If the previous panel was Order Summary (AM64A21) in Change mode, the next
panel for this order appears.
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F17=Accept vendor change causes this panel to appear again with the address
information for the new vendor.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The number of the purchase order being entered or maintained.

*MRO* (maintenance repair overhaul). This field appears only if the Maintenance
Management System (MMS) is interfacing and indicates that this is an MRO vendor.

Note: You cannot change the name and address of a vendor whose information
comes from the Vendor Master file. If the vendor name, name abbreviation, or
address is incorrect and the information comes from the Vendor Master file, you must
use Vendor Master file maintenance to correct the information before you enter the
purchase order. You can change the vendor contact and telephone number on this
panel, however.

Vendor. This field defaults to the value you entered on panel AM64A20 or AM64A21.
If you are using a miscellaneous vendor (000000), type the name of the vendor with
whom you are placing this purchase order.

Abbreviation. If you are using a miscellaneous vendor, type the name abbreviation of
the vendor with whom you are placing this purchase order.

Address 1, 2, 3, 4, and 5, City, State, Postal, Country. If you are using a
miscellaneous vendor, type the address, postal code, and country of the vendor with
whom you are placing this purchase order. What lines you see depends on the
address format selected.

Vendor contact/telephone. Type the name and telephone number of the person to
contact at the vendor location regarding this purchase order.

Address format. The address format selected for the vendor with whom this
purchase order is being placed. Formats 0 and 1 display the same on the panel.
However, when the PO is printed, format 1 prints in the format shown in the table. The
three formats available are:

Format 0 Format 1 Format 2
Name Name Name
Address 1 Address 1 Address 1
Address 2 Address 2 Address 2
Address 3 Address3 Address 3
City Country Postal City Address 4
State Postal Country State Address 5

The default is 0 for the format used in the United States. Accept the default or type 1
for an International format, or 2 for a free-form format. This format is used for all
external documents. Purchasing is the only application that uses this address format

flag.
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Warehouse. Type the number of the warehouse to which the vendor is to ship items
on the purchase order.

Ship-to [?]. Type a number from 001 to 999 that corresponds to the address in the
Warehouse Ship-to master file to which the vendor is to ship items on this purchase
order.

If you use the default (999), it must exist in the Warehouse Ship-to master file. If you
type 000, you must type a ship-to name and address.

Note: If the ship-to address information is incorrect and it comes from the
Warehouse Ship-to master file, use file maintenance to correct it.

Address 1, 2, 3, 4, and 5, City, State, Postal, Country. Type the address, postal
code, and country of the ship-to location to which the vendor is to ship items. What
lines you see depends on the address format selected

Address format. The address format selected for the ship-to warehouse where this
order is to be shipped. Formats 0 and 1 display the same on the panel. However,
when the PO is printed, format 1 prints in the format shown in the table.The three
formats available are:

Format 0 Format 1 Format 2
Name Name Name
Address 1 Address 1 Address 1
Address 2 Address 2 Address 2
Address 3 Address3 Address 3
City Country Postal City Address 4
State Postal Country State Address 5

The default is 0 for the format used in the United States. Accept the default or type 1
for an International format, or 2 for a free-form format. This format is used for external
documents other than printed checks. Purchasing is the only application that uses this
address format flag.

Bill-to [?]. Type the number (001 through 999) that corresponds to the address you
want the vendor to use for billing. The default is 998.

If you type a different number from the Warehouse Ship-to master file, the associated
name and address appear when this panel appears again. If you type 000, you can
type the bill-to name and address or leave the fields blank. If the bill-to name and
address fields are left blank, the ship-to name and address are used for billing.

Note: If the bill-to address information is incorrect and it comes from the Warehouse
Ship-to master file, use file maintenance to correct it.

Address 1, 2, 3, 4, and 5, City, State, Postal, Country. Type the address, postal
code, and country of the bill-to location to which the vendor is to ship items. What
lines you see depends on the address format selected
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Address format. The address format selected for the bill-to address for this purchase
order. Formats 0 and 1 appear the same on the panel. However, when the PO is
printed, format 1 prints in the format shown in the table.The three formats available

are:
Format 0 Format 1 Format 2

Name Name Name

Address 1 Address 1 Address 1
Address 2 Address 2 Address 2
Address 3 Address3 Address 3

City Country Postal City Address 4

State Postal Country State Address 5

The default is 0 for the format used in the United States. Accept the default or type 1
for an International format, or 2 for a free-form format. This format is used for all
external documents. Purchasing is the only application that uses this address format

flag.
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AM64A29—Purchase Order Entry/Edit—Order Detail Selection (Select)

Use this panel to select a specific line item or blanket release item to be reviewed or
maintained.

This panel appears when you use:

* F16 on the Order Summary (Change) panel (AM64A21), the Item Entry (Add)
panel (AM64A30), the Item Detail (Add/Change) panel (AM64A31), or the
Release Detail (Add/Change) panel (AM64A41).

* When you press Enter on the Order Summary (Change) panel (AM64A21).

~

Date **/**/** Purchase Order Entry/Edit Select AM64A29 **
Order Detail Selection

Order WH Buyer ***** Vendor ****** Currency ID ***
ok

ok kkkkFkhkkkkk

Ref WH Item number Rel Seq Contr Quantity UM Unit price  Due

khkk kkkkkkkkkkkkkkk khkkk kkk kkkkk ko [k hk

*k kkk kkkkkkkkkkkkkkk kkkk kkk kkkkk *kk ko ek ek [k [k

Kk kkk kkkkkkkkkkkkkkk khkhk kkk kkkkk *kk kK Fkkk ok [k [k

*h kkk kkkkkkkkkkkkkkEk kkkk kkk kkkkk *kk Kk Fhkk Kk [k [k

*h kkk kkkkkkkkkkkkkkk kkkk kkk kkkkk *kk kK ek ek [k ek

Kk kkk kkkkkkkkkkkkkkk khkhk kkk kkkkk *kk kK Fkkk ok [k [k

*k End **
Enter reference number: nn
Use roll up/down F3=Add item F5=Order summary F9=Local currency
F14 =******** yalues F19=End of order F24=Display status
What to do

» To select a specific line item or blanket release, type in the reference number of
the item or release and press Enter.

 If multi-currency processing is active, to change the currency that appears on the
panel, use F9.

« If purchase orders are being approved, highlighted items mean there is some part
of the value unapproved. Use F14 to see how much is
already approved. If an item is pre-approved, it will not be highlighted.

Function keys
F3=Add item shows you the ltem Entry (Add) panel (AM64A30) so you can add an
item. If the vendor does not allow multiple line items on purchase orders, a message

appears.

F5=0rder summary shows you the Order Summary (Change) panel (AM64A21) so
you can change this order.
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F9=Local/Alternate currency allows you to toggle between local or alternate
currency. This function key appears only if multi-currency processing is active. The
panel default is local currency.

F14=Approved /requested values shows you approved quantity and price. A new
line appears under highlighted items showing the approved quantity and price. Lines
showing blanket releases are not displayed, because approval quantities and prices
are kept only at the item level. When you have finished looking at the Approval view,
press F14 again to display requested values for the item. This function key appears
only when approval processing is active for purchase orders.

F19=End of order returns you to the Purchase Order Entry/ Edit—Order Selection
(Select) panel (AM64A01). Depending on what other functions are active, other
panels may appear first. For example, approval processing causes another panel to
appear when you end an order.

F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AM64A99) so you can review session statistics or end the session.

Fields
Order (purchase order number). This field shows the number of the purchase order.

WH. This field shows the number of the warehouse to which the vendor is to ship the
items on this purchase order.

Buyer (buyer number and name). This field shows the number and name of the
buyer for this order.

Vendor (vendor number and name). This field shows the number and name of the
vendor with whom this order is being placed.

Currency ID. This field shows the currency ID and description identifying the
currency for this record. This field is blank if this record is in your national currency.
This field appears only if multi-currency processing is active.

Ref (reference number). This field shows a sequential number assigned to a specific
line item or blanket release. This number is used to identify the item or release to be
reviewed or maintained.

WH (warehouse). This field shows the number of the warehouse where this item is to
be stored.

Item number. This field shows the number of the item on a specific line item or
blanket release. This field is blank if it is the same as the item number on the line
above.

Rel (release). This field appears only for blanket items. It shows the individual release
number for this blanket item.

Seq (sequence). This field shows the number assigned by the application to a
miscellaneous or service item. Miscellaneous or service items may appear more than
once on the same purchase order.
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Contr (contract number). This field shows the vendor contract number associated
with this particular item.

Quantity. This field shows the requested order quantity for this line item or release.

UM (unit of measure). This field shows the unit of measure corresponding to the
quantity shown.

Unit price. This field shows the requested price for a single unit of this item or
release.

Due (due date). This field shows the date due in stock for an inventory or
miscellaneous item. If this is a service item, this is the expiration date for this service
item for this purchase order. For blanket items, due dates are shown for each release
but not for the item over all. If the item or release is cancelled, the word CANCELLED
appears in this field.

Approved quantity and price. When you use F14, this field shows the approved
quantity and price for the item.

Enter reference number. Type in the reference number for the line item or blanket
item release that you want to review or maintain.
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AMG64A30—Purchase Order Entry/Edit-ltem Entry (Add)

Use this panel to enter the basic data for a new item.

If the Maintenance Management System (MMS) is interfacing, you can enter
Maintenance, Repair, and Overhaul (MRO) items. MRO vendors can supply both
production and MRO items, but production vendors supply only production items.

This panel appears when you use:

Key on Purchase Order Entry/Edit panel Panel ID
F3 Order Detail Selection AM64A29
Item Detail (Change) AM64A31
F7 Release Detail (Add) AM64A41
Enter Order Summary (Add/Change) AM64A21
Item Detail (Add) AM64A31
Item Routing Generation (Add) AMG64A37
Date ** /%% /%% Purchase Order Entry/Edit Add AM64A30 **
Item Entry
Fixed
Order Warehouse Item number Requisition Contr Blanket blanket
P oxkxkkok aA3 aaaaaaaaaaaaAl5 R aaaalA6 aaaAs A A

F2=Previous item F5=Order summary Fl16=Order detail
Fl7=Accept requisition F19=End of order F24=Display status

o /

What to do

To add an item to the purchase order, type the information requested. If this is a
blanket item, be sure to type Y in the BLANKET field. If Approvals processing is
active and this is a blanket item, type Y in the FIXED BLANKET field. Press Enter.
The Item Detail panel (AM64A31) appears.

Function keys

F2=Previous item shows you the Item Detail panel (AM64A31) with the previous
item.If there are no previous item details, a message appears.
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F5=0rder summary shows you the Order Summary (Change) panel (AM64A21) so
you can change the order.

F16=Order detail shows you the Order Detail Selection panel (AM64A29) so you can
select another record. If there are no order details, a message appears.

F17=Accept requisition shows you the Item Detail (Add) panel (AM64A31) with data
from the requisition. This function key is allowed only when the requisition was
previously assigned to a different purchase order.

F19=End of order returns you to the Order Selection panel (AM64A01). Depending
on what other functions are active, other panels may appear first. For example,
approval processing causes another panel to appear when you end an order.

F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AMB4A99).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The number of the purchase order being entered or maintained. Any item
detail entered is applied to this order.

Warehouse. Required. Type the number of the warehouse to which the vendor is to
ship the items on this purchase order. If the item you are entering is stored in a
different warehouse, type that warehouse number. The item detail is accepted only for
warehouses where the item is stored. The default value comes from the Summary
Addresses (Add/Change) panel (AM64A24).

If the Maintenance Management System (MMS) is interfacing and this is an MRO
item, the warehouse must be uncontrolled.

Item number [?]. Required. Type the number of the item you want to appear on this
purchase order. An inventory item cannot appear more than once on the same
purchase order unless each occurrence is from a different warehouse. If you are
creating the purchase order item from a requisition, item number is not required.

If MMS is interfacing, you can do a master file search on production items, MRO
items, or both.

Requisition. Type the number of the requisition you are filling with this line item. A
requisition number can be used only on one purchase order, but you can reassign one
to a purchase order by using F17. Item number is not required if you are entering a
requisition.

If MMS is interfacing and this is an MRO item, this field must be blank.

Contr (contract number). Type the contract number associated with a specific
vendor contract for this item.

Blanket (multiple release flag). Type Y if this item is to have multiple releases;
otherwise, accept the default (N). This field does not appear if this vendor does not
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allow blanket releases. If the vendor does not allow multiple releases, change the
blankets-allowed code using Vendor Master file maintenance to add the releases.

Fixed blanket. Type Y if this is a fixed blanket item. Accept the default (N) if it is not a
fixed blanket item. If Approvals processing is active, and this is a blanket item, you
must enter Y. If you leave it as N, it will be changed to Y when you press Enter.
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AM64A31—Purchase Order Entry/Edit—Item Detail (Add/Change)

Use this panel to review the information generated for a new line item from the master
files and to change the information when necessary. The information was entered on
the Item Entry (Add) panel (AM64A30).

This panel appears in Add mode when you use F17 or press Enter on the ltem Entry
panel (AM64A30).

This panel appears in Change mode when you use:

Key on Purchase Order Entry/Edit panel Panel ID
F2 Item Entry (Add) AM64A30
Item Detail (Add/Change) AM64A31
F6 Item Routing Generation AMG64A37
Release Detail (Add/Change) AM64A41
F7 Release Detail (Add/Change) AM64A41
F20 Item Deletion (Delete) AM64A32
Release Deletion AM64A42
Enter Order Detail Selection AM64A29
Item Deletion (Delete) AM64A32
Item Routing Generation AM6B4A37
/ Date ****** Purchase Order Entry/Edit e AMB4A31 ** \
Item Detail

Order Currency ID  WH Item *MRO* Req Contr Binkt Fxd Seq Line
T iiiaaceesst aA3 aaaaaaaaaaaaAl15 R aaaaA6 aaaA5 A A nnn nnnn

UM Unit price  Quantity Due Dock Follow-up Promise Planner

A2 nnnnnnnnnnNn.nnNNN NNNNNNN.NNN NNNNNN NNNNNN- NNNNNN-~ ******  aaaA5
Receipt required  <Y/N> A

Maintain debit memos <Y/N> A Advise price <Y/N> A ------ Lead times --------
Generate routings <Y/N> A Engineering # Vendor Dock/Stock Safety
Add item comments <Y/N> A aaaaaaaaaaaaA15 nnn.n  nnn.n nnn.n
Country of origin aA3

Vend catalog # Quote Use quote descr Rsch code
Item descr <Y/IN> A 0
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaAdl
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa”dl

Reference Job Account  Dept Tax %

aaaaaaaA10 aaaaaaaaaA12 aaaaaaaaaaaaA15 aaA4 nnn.nnn

Work order-task: nnnnnn nn Cost code: aaaaA6

IFM information <Y/N> A

F2=Prev item F3=Add item F5=PO summary F9=Local currency F16=PO detail
F17=Accept requisition F19=End of order F24=Display status

N /

What to do

» To add the item without making any changes, press Enter and go to one of the
following:

- If the Binkt (blanket) field is N, the Item Entry (Add) panel (AM64A30)
appears.

- If the Binkt (blanket) field is Y, the Release Detail (Add/Change) panel
(AM64A41) appears.
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» To update the item detail, type your changes and press Enter.

« If you did not make changes to the fields that cause other shown information to
change,

- To generate a routing for this item: If you typed Y in the GENERATE
ROUTING field, go to panel AM64A37.

- To add item comments: If you typed Y in the ADD ITEM COMMENTS field, go
to panel AM6G4E1.

- To add a blanket release: If you typed Y in the BLANKET release field, go to
panel AM64A41.

- If you did not change any of these fields, go to panel AM64A30.

 If multi-currency processing is active, to display the currency in local or alternate
currency, use F9.

 If another purchase order has already been assigned to this requisition and you
want to assign this purchase order to the requisition instead, use F17.

If you reduce the quantity ordered to equal the received quantity, an RP or PQ with a
completion code of C is created automatically and sent to IM to adjust the status for
the item. If this is the last item to be complete, the order status is also updated to
complete. This logic also applies to releases. If the release becomes complete, an
RP/PQ will be created. If this causes the item to be complete, the item status also will
be changed. The RP transactions also are written to the Purchasing/Inventory Work
file and are printed on the Transaction Register. The PQ transactions are printed on
the Quality Control Transactions report. If you later increase the quantity ordered and
the item status is already at 50, it will reset the status back to 40.

To provide more timely feedback on a vendor’s performance, the vendor performance
data is calculated more frequently than when the order is purged. When an item or
release is complete, some vendor performance calculations are performed. Actuals
are written to the POHSTYV file. The averages are not updated in BUYERF, ITEMASC,
VENITF, and VENNAM until the order is purged. If the item or release is reopened, the
vendor performance data is deleted and will be recalculated when the item is closed
again. Then vendor performance is calculated again when the order is purged to
make sure it is current and based on the final order.
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Function keys

If you use any of the function key options other than F17, the item is not added.
F2=Prev item (previous item) shows you panel AM64A31 with the previous item.

If there are no previous item details, F2 shows you panel AM64A31 with a message.

F3=Add item shows you the ltem Entry (Add) panel (AM64A30) so you can add an
item. This function key appears in Change mode only.

If the vendor does not allow multiple line items, F3 shows you the Order Detalil
Selection panel (AM64A29) again with a message.

F5=PO summary shows you the Order Summary (Change) panel (AM64A21) so you
can change the order.

F9=Local/Alternate currency allows you to toggle between local or alternate
currency. This function key appears only if multi-currency processing is active. The
panel default is local currency.

F16=PO detail shows you the Order Detail Selection panel (AM64A29) so you can
select another record.

If there are no order details, F16 shows you the ltem Detail (Add) panel (AM64A31)
with a message.

F17=Accept requisition assigns the requisition to this purchase order. Use this
function key only when you have been warned that the requisition was not accepted
when you press Enter.

F19=End of order returns you to the Order Selection panel (AM64A01) so you can
select another order. Depending on what other functions are active, other panels may
appear first. For example, approval processing causes another panel to appear when
you end an order.

F20=Delete item (In Change mode) shows you the Item Deletion panel (AM64A32).

F21=Cancel item (In Change mode) shows you the Item Cancellation (Cancel) panel
(AM64A33).

F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AM64A99) so you can see the status and end the job.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The number of the purchase order being entered or maintained. Any item
detail entered is applied to this order.
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Currency ID. The currency identification and description for this record. This field is
blank if this record is in your national currency. This field appears only if multi-currency
processing is active.

In Add mode, the values in the following five fields come from the Item Entry (Add)
panel (AM64A30).

WH (warehouse). In Change mode, type the number of the warehouse where the
item is to be stored. If the item is stored in an alternate warehouse, you can type that
warehouse number. The item detail is accepted only for warehouses where the item is
stored.

If the Maintenance Management System (MMS) is interfacing and this is an MRO
item, the warehouse must be uncontrolled.

Item [?]. An inventory item cannot appear more than once on the same purchase
order unless each occurrence is from a different warehouse.

*MRO* This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Req (requisition number). Type the number of the requisition you are filling with this
line item. A requisition number can be used only on one purchase order, but you can
reassign one to a purchase order by using F17. In Change mode, the requisition
number appears but cannot be changed.

If you manually enter an order for a Maintenance, Repair, and Overhaul (MRO) item,
you cannot automatically generate it from a requisition. In change mode, if this is an
MRO item that was generated by an MRO requisition, the requisition number appears
but cannot be changed.

Contr (contract number). Type the contract number associated with a specific
vendor contract for this item. In change mode, the contract number cannot be
changed. If the contract has expired, you cannot change the quantity, but you can
change dates or override the price.

Binkt (blanket - multiple release flag). This field appears if this vendor allows
blanket orders and indicates whether or not an item is a blanket item. If the vendor did
not previously allow blanket orders and you need to add a release in an item, you
must first change the vendor's blankets-allowed code to Y through Vendor Master file
maintenance and then add the releases.

Fxd (fixed). Y indicates this is a fixed blanket item; N indicates it is not. If Approval
processing is active, all blankets must be fixed.

Seq (sequence number). This field appears if this line item is a miscellaneous or
service item. It shows the number assigned by the application to a miscellaneous or
service item which may appear more than once on the same purchase order.

Line (line number). The relative position number of this item on the purchase order.

UM (Unit of Measure). This field must be equal to either the purchasing unit of
measure or the stocking unit of measure for this item. It comes from the Item Balance
file or the Item Master file respectively. If the item is an MRO item, it comes from the
Maintenance Management System (MMS). You can override the default.
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An application tailoring question allows you to always print purchase orders in the
purchase unit of measure. If you did not activate this feature, each item will print in the
unit of measure shown during Purchase Order Entry/Edit.

Unit price. If you entered a contract number and a quotation exists for this item, the
unit price that appears is determined by the quantity/price break as defined in the
contract for this item. If the order quantity is below the first quantity break, the contract
base price is used. If no quotation is being used and you entered a requisition that
contained a unit price, that price appears. Otherwise, one of the following purchase
price defaults from the Purchasing Control file determines the unit price:

No default selected
Current material
Purchase price
Standard unit cost
Unit cost default.

HAOWON=_0O

If the purchase price default is 0 (no default selected), the unit price defaults to one of
following options (in the order presented):

¢ |tem Master B-record - current material this level
* Item Master C-record - purchase price

* |tem Balance record - standard cost

* |tem Master A-record - unit cost default

The first non-zero price is used. You can type a different price to override the one
shown. If the Maintenance Management System (MMS) is interfacing and there is no
contract or requisition, the price comes from the MRO vendor/item.

Quantity. Required. Type the quantity of this item to be ordered. If a requisition was
used that contained an order quantity, that quantity appears. You can override the
quantity that appears.If this is an MRO item and the quantity is changed or deleted,
the update will be reflected in the Maintenance Management System (MMS) inventory
and requisition on order information.

Due (date due to stock). Required. This field appears for non-blanket items. If this is
an inventory or miscellaneous item, type the date it is due in stock. If a requisition was
used, its due date appears. If this is a service item, type the date the purchase order
expires for this service item. This allows the purchase order to be used more that
once for the same service or for multiple services listed on the same order.

You can type a different date to replace the one shown. The date you type must be a
valid date from the Production Calendar and, when in Add mode, equal to or later than
the current date. If this is a fixed blanket, the heading changes to Latest Due Date.

Dock (date due to dock). This field appears for inventory and miscellaneous items
that are not blanket items. Type the date this item is due at the dock. If a requisition
containing a date due to dock was used, that date appears. You can override the date
shown, or if you leave it blank, the application will calculate this date from the due
date. If you do type a date, it must be a valid date from the Receiving Calendar. When
in Add mode, it must be equal to or later than the system date. If the Date Due to
Stock is maintained while in Change mode, the Date Due to Dock will be recalculated
if the Dock Date field is blanked out before pressing Enter.

A dock date for a blanket item must be attached separately to each release.
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Follow-up. This field shows the date when follow-up action should be taken. It
defaults to the dock date.

Promise (date promised). This field appears for inventory and miscellaneous items
that are not blanket items. In Add mode, this field is blank. In change mode, this field
shows the date the item was promised to be delivered. Until the date is updated using
option 6 Vendor Accept on the Order Selection panel or through an IM VA transaction
entry, the value originally entered for the due date to dock appears here.

Planner. Type the planner number associated with each item.

Receipt required <Y/N>.Y indicates an inventory receipt transaction is required for
this item before invoicing can be processed without the system giving a warning
message; N indicates it is not required. The field defaults to the value from the ltem
Master file. You can enter Y or N for any type of item. If an item normally requires a
receipt before payment, but you want to make progress payments, set this field to N.
Later set it back to Y before the final receipt.

Maintain debit memos <Y/N>. This field appears in Change mode if debit memos
are on the item. Type Y if you want to maintain a debit memo. Y causes the Debit
Memo Maintenance (Add/Change) panel (AM64A51) to appear after the item detail
data is accepted. You can change or delete the debit memo. If IFM is interfacing, you
can create a credit memo from the debit memo. The default for this field is N (do not
maintain debit memo).

Advise price <Y/N>. Accept the default of N to indicate that the item price is to
appear on purchase orders. Type Y to indicate that the item price is to be provided by
the vendor and the unit price is replaced with a standard message on purchase
orders. If Y, the item’s extended amount is compared to the Advise Price clip level
defined in the Purchasing Control (PURCTL) file. If it exceeds the clip level, an error
message is issued. You must then reduce the quantity or price or type N in this field.

Generate routing <Y/N>). In Add mode, this field appears for inventory and
miscellaneous items that are not blanket items if the PDM routing function is active.
Type Y in this field to generate a receiving routing with this line item. Leave the default
of N if you do not want to generate a routing now. Y causes the ltem Routing
Generation panel (AM64A37) to appear after the item detail and comment data is
accepted. After generating routings, the panel shows ROUTINGS GENERATED Y
and cannot be changed.

To generate routings for a blanket item, the routing must be attached separately to
each release.

Engineering #. The engineering drawing number may come from the following
sources: 1) if a contract is used for the purchase order, this number comes from the
associated Quote file; 2) If no contract number is used, or when a contract is used
with a blank engineering number, this number comes from the Vendor/ltem file; 3)
when the engineering number in the Vendor/ltem file is blank, this number comes
from the Item Master file. You can override this field.

Lead times. These fields appear only for inventory and miscellaneous item that are
not blankets. They show the lead times from the Item Balance file. If a quote is used
for this item, the vendor/safety lead times come from the Quotation master file. If a
requisition is used, it comes from the Requisition master file.
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These lead times assist you in determining your dates due to dock and stock. In
Change mode, you can change the lead times shown only for this purchase order, but
dates for existing items or releases are not recalculated. If a new release is added for
the item, its lead times default to the item’s lead times and the releases dates are
calculated using the new lead times.

Vendor. The vendor-quoted number of days between release of the order and
delivery to dock.

Dock/Stock (dock to stock): The number of days between delivery to dock and
receipt of the item in stock.

Safety: The number of days allocated for unexpected delays.

Add or Review item comments <Y/N>. If no item comments exist, ADD ITEM
COMMENTS appears; if item comments exist, REVIEW ITEM COMMENTS appears.

Type Y to add or change item comments to print with this line item on the body of the
purchase order. Accept the default of N if you do not want to maintain item comments
at this time. Entering Y causes the Comment Entry/Edit panel (AM64E1) to appear.

Country of origin. Type the code for the country where this item originates. This can
default from Vendor/ltem, ltem Master, or Purchasing Control.

Vend catalog # (vendor catalog number). The vendor's catalog number for this
item that comes from the Vendor/Item file.

Quote (quotation number). This field appears if a contract number was used on this
line item. It shows the quotation number. The quotation number for this item appears
from the Contract master file, and is used for price/level breaks.

Use quote descr <Y/N> (print extended quotation description). This field appears
only when you previously entered a contract number.

Type Y to print the extended quotation description on the purchase order, or N if you
do not want to print the quote description. If this field is Y and an extended quotation
description exists for this item, the extended quotation description prints on the
purchase order in place of this item's extended item description, if any.

Rsch code (reschedule code). Code used to indicate whether or not an individual
manufacturing order or purchase order line item can be rescheduled automatically by
the system.

Default to item reschedule code. This is the default.
Cannot be rescheduled automatically

Can be scheduled out

Can be scheduled in

Can be scheduled both out and in

HAOWN=-0O

Item descr (item description). The item description from the Item Master file. This
description cannot be changed. If additional item description or a description for a
miscellaneous item is necessary, use the extended item description that appears
below this field.

Extended item descr. Type an additional description for an inventory item or the
description for a miscellaneous item. If a requisition containing an extended item
description was used, that description appears. Otherwise, the extended description
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from the Item Master file appears, if one exists. You can type a different extended
description to replace the one that appears.

This Extended item description will print on the purchase order as entered on two
lines of 40-characters each.

Reference (reference number). Type a user-defined code you want associated with
this item. If you entered a requisition that contained a reference number, that
reference number appears. You can type a different reference number to replace the
one shown.

Job (customer job number). Type either a manufacturing order number, a customer
order number, or a user-defined reference number to relate this purchase order to a
manufacturing or customer job. Do not type the M prefix for manufacturing orders; the
field can accept only 6 positions. If you enter greater than 6 positions, auto-gen will
ignore it.

Purchasing writes this field to the ORDER M/P field in the invoice when you auto-gen
the invoice from the purchase order under these conditions:

* You type a manufacturing order number
» Accounts Payable is interfacing with Production Control and Costing (PC&C).

Auto-gen also sets the Charge Type to M so a miscellaneous charge will be
generated for the manufacturing order.

If you type a customer order number, Purchasing will not write it to the invoice during
the auto-gen. Customer order number is for informational use only.

If a requisition that contains a job number was used to create the purchase order, that
number appears here.

Account (account number)[?]. Type the material expense account number to be
charged during invoicing for this item with its associated cost. If a requisition
containing an account number was used, that account number appears. Otherwise,
the account number from the Item Master file appears. The system checks for
account numbers in Company 1 only. If you have multiple companies, the system
issues a warning message. To bypass the warning message, press Enter.

If IFM is installed and interfacing, this field is replaced with Unit and Nature fields
appearing on Panel AM64A3A.

Dept. Type the department number associated with this item. If a requisition
containing a department number was used, that department number appears.

Tax % (tax percentage). Type the expected tax percentage to be printed on the
purchase order for this item. For example, if you wish to enter 15%, you must

|enter .15 from the keyboard. If a contract number was used and a quotation exists for
his item, the tax percentage from the Quotation master file appears.

If IFM is interfacing and you are using IFM’s detailed tax calculations, you still can use
this field. IFM’s detailed taxes are not used in Purchasing. Enter a tax percent here if
you want a high level estimate to be associated with the PO. This tax percentage will
be used by Approvals and will print or be EDI'd with the PO.
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The next three fields appear only for MRO items if the Maintenance Management
System (MMS) is interfacing.

These fields are protected for purchase orders originating from an MMS requisition. If
the purchase order was originated from an MMS Reorder report or manually created,
these fields are maintainable.

Work order. The number of the work order that originated in MMS.

Task. This field identifies a step on the work order. It represents the task to charge
field, not the task sequence number.

Cost code. The cost category that MMS uses to accumulate a particular cost
associated with this work order or item. It is used only for non-stores and service
items in MMS. For stores items, it will not be displayed.

IFM information <Y/N>. This field appears in Change mode only if IFM is installed

and interfacing. If you leave the default Y, panel AM64A3A appears when you press
Enter so you can change specific IFM information for this item. In Add mode, panel
AMGB4A3A appears automatically after you press Enter so you can add specific IFM
information.
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AMG64A3A—Purchase Order Entry/Edit-Item Detail- IFM (Add/Change)

Use this panel to modify or override specific IFM information for this purchase order
line item.

This panel appears in Add mode when you press Enter on the ltem Detail (Add) panel
(AM64A31) and IFM is installed and interfacing.

This panel appears in Change mode when you answer Y to IFM Information and
press Enter on the Item Detail (Change) panel (AM64A31) and IFM is installed and
interfacing.

Units and Natures are validated to IFM. The Unit/Nature combination must be valid if
the IFM rule is set to prohibit new combinations. Access to IFM lookup and work with
is available for those fields identified with [?] in the field descriptions below.

4 )

Date **/** /%% Purchase Order Entry/Edit Kok kK kK AM64A3A **
Item Detail - IFM

IFM charge aaaaaaalAll
Unit aaaaaaaAlo
Nature aaaaaaaAlo
Apportionment aaaaaaaAll
Charge type a

Tax transaction type aaaaaalAll

Item tax class aaaaaaaaaaalhlb

Fl9=Return to Item
detail

- J

What to do

To update the information shown, type in your changes and press Enter.
Function keys

F19=Return to Item detail returns to the Purchase Order Entry/ Edit-Item Detail
panel (AM64A31).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.
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IFM charge [?]. The class of invoice detail line used to derive the nature that is used
to create a ledger transaction for this item. This field defaults to the value in the
Vendor/Item file.

Unit [?]. The organizational unit (department, for example) to be used in determining
the account to be charged for this item. This field defaults to the originating unit on the
order summary first, unless an apportionment was entered on the order summary. In
that case, unit will not default. Otherwise, it defaults from the Vendor/Item file.

Nature [?]. The income, expense, asset, liability, or capital account to be used in
creating a ledger transaction for this item. This field is defaulted from the IFM charge if
entered; then the Vendor/ltem file. Otherwise, it can come from ITEMAS-C.

Apportionment [?] . The identification of the IFM apportionment previously defined
in IFM that defines the way an amount should be distributed across multiple accounts.
If an apportionment is entered, there is no edit on charge, unit, and nature fields. This
defaults to the apportionment entered on the order summary.

Charge type. This field is required if invoicing passes this detail to IM or to PC&C.
The field must be blank if this is an MRO item. This defaults to the charge type
entered on the order summary.

Blank No information is to be passed to IM or PC&C

F Miscellaneous charge (forced add). Passes the miscellaneous charge to
PC&C when the charge number does not exist already in the Manufacturing
Order Miscellaneous Detail file (MOMISC).

| Cost adjustment. Passes a CA transaction to IM to update current and last
cost of the item in the Item Balance file.

M Miscellaneous charge. Passes miscellaneous charge information to PC&C
when the charge number already exists in the Manufacturing Order
Miscellaneous Detail file (MOMISC).

(0] Outside operation. Passes information for an outside operation to PC&C.

Tax transaction type [?]. The taxing authority's classification of the transaction. This
defaults to the tax transaction type on the order summary.

Item tax class [?]. The tax classification of the item.
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AM64A32—Purchase Order Entry/Edit—Item Deletion (Delete)

Use this panel to delete or keep a selected line item which is to be deleted. All
associated item comments are deleted when the item is deleted.

This panel appears when you use F20 on the Item Detail (Change) panel (AM64A31).

4 )

Date **/**/** Purchase Order Entry/Edit R AMB4A32 **
Item Deletion

Order Currency ID  WH Item *MRO* Req Contr Binkt Fxd Seq Line

*kkkk Kk Kk

UM Unit price  Quantity Due Dock Follow-up Promise Planner

Ak "k [k Ak Kk [k [k ok flek [k ok [k ik kkkkk

Receipt required  <Y/N>*

Advise price <Y/N>* --—--- Lead times -------—-
Generate routings  <Y/N>* Engineering # Vendor Dock/Stock Safety
Add item comments <Y/N> * *Frsssssssseess wwx ok wek % ok

Country of origin bl

Vend catalog # Quote Use quote descr Rsch code
Item descr <Y/N>* *

Reference Job Account  Dept Tax %

*hkk Kk kkk

Work order-task: ****** ** Cost code: ******

IFM information <Y/N> *

Press F20 to delete this item or Enter to ignore delete
F20=Delete item

o /

What to do

To delete this item and go to the next item detail record, use F20 and go to the ltem
Entry (Add) panel (AM64A30).

Function keys

F20=Delete item deletes this item and all associated comments from the purchase
order.

If there are more item details, F20 shows you the ltem Detail (Change) panel
(AM64A31) with a message.

If there are no active item details, F20 shows you the Order Summary (Change) panel
(AMB4A21) with a message.

Fields

The fields on this panel cannot be changed. See “AM64A31—Purchase Order Entry/
Edit-Item Detail (Add/Change)” on page 3-96.

If IFM is installed and interfacing, the Account field does not appear. It is replaced
with the Unit and Nature fields.
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AMG64A33—Purchase Order Entry/Edit-Item Cancellation (Cancel)

Use this panel to cancel or keep a selected line item which is to be cancelled. All
associated item comments are cancelled when the item is cancelled.

This panel appears when you use F21 on the Purchase Order Entry/Edit-ltem Detail
(Change) panel AM64A31 or when you enter a purchase order number with either an
item/warehouse or line number and select option 4 to cancel an item on the Order
Selection panel.

4 )

Date **/**/** Purchase Order Entry/Edit weexx AMB4A33 **
Item Cancellation

Order Currency ID  WH Item *MRO* Req Contr Binkt Fxd Seq Line

UM Unitprice  Quantity Due Dock Follow-up Promise Planner
*k -*** .*** **/**/** **/**/** **/**/** **/**/** *kkkk
Receipt required  <Y/N>*

Advise price <Y/N>* ------ Lead times --------
Generate routings <Y/N> * Engineering # Vendor Dock/Stock Safety
Add item Comments <Y/N> *  kkkkkkkkkkkkkkk ***.* ***.* ***.*
Country of origin e

Vend catalog # Quote Use quote descr Rsch code
Item descr <Y/N>* *
Reference Job Account  Dept Tax %

kkk ok kkk

Work order-task: ****** ** Cost code: ******

IFM information <Y/N> *

Press F21 to cancel this item or Enter to ignore cancel
F21=Cancel item

- )

What to do

To cancel this item and go to the next item detail record, use F21 and go to panel
AMB64A30.

Function keys

F21=Cancel item cancels this item and all associated comments from the purchase
order.

If there are more item details, F21 shows you the Item Detail (Change) panel
(AM64A31) with a message.

If there are no active item details, F21 shows you the Order Summary (Change) panel
(AM64A21) with a message.

Fields

The fields on this panel cannot be changed. See “AM64A31—Purchase Order Entry/
Edit—Item Detail (Add/Change)” on page 3-96.

If IFM is installed and interfacing, the Account field does not appear. It is replaced
with the Unit and Nature fields.
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AMG64A37—Purchase Order Entry/Edit—-Item Routing Generation (Add/

Change)

Use this panel to generate the initial routing for a specific line item. To change a
generated routing, you must use Purchase Order Operations Entry/Edit (panel
AM64H1).

If the Maintenance Management System (MMS) is interfacing, you can generate a
routing for an MRO item, but it must be generated from a production item's routing.
Only production item numbers are valid in the Routing ltem field. If you enter an MRO
item number, an error message appears.

This panel appears when you answer Y to Generate Routings on the ltem Detail
(Add or Change) panel (AM64A31).

\

DATE ****** Purchase Order Entry/Edit Freeee AMG4A3T7 **
Item Routing Generation

Order WH ltem **ooeeeas>\MRO*  Requisition Contr Seq Line

Site aA3

Routing ID aaaaaaaaaaaaAl5
Routing version aaaaAb

Routing select code A2

F6=Item detail

o /

What to do

» To generate a routing for this item, type the information required and press Enter.
» To return without generating a routing for this item, use F6.

Function keys

F6 Item detail does not generate the routing. The Item Detail (Change) panel
(AM64A31) appears.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The number of the purchase order being entered or maintained.

WH (warehouse). The number of the warehouse where this item is to be stored.
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Item. The number and description for the item being entered or maintained. Any
routing generated is applied to this line item only on this purchase order.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

You can generate a routing for an MRO item, but it must be generated from a
production item's routing.

Requisition (requisition number). The number of the requisition assigned to this
line item on this purchase order.

Contr (contract number). The contract number associated with a specific vendor
contract for this line item.

Seq (sequence number). This field appears if this line item is a miscellaneous or
service item. It shows the number assigned by the application to a miscellaneous or
service item which may appear more than once on the same purchase order.

Line. The relative position number of this item on the purchase order.
Site [?]. The identifier of the site associated with this item.

Routing item [?]. This field appears if PDM is interfacing. This is the item number
whose routing is used for this line item on this purchase order. You can use this to
provide support for a generic routing when you don’t have EPDM. By creating a
generic item and defining its routing, you can reference that routing in purchase
orders for other items that you want to be received the same way.

Only production item numbers are valid in this field. If you enter an MRO item number,
an error message appears.

Routing ID [?]. This field appears if EPDM is activated. The item number whose
routing is used for this line item on this purchase order. The default is that of the
current line item. You can override the default with a different item number.

Routing version[?]. This field appears if EPDM is activated. The version number of
the routing.

Routing select code. Type the select code for the specific routing operations you
want to generate for this line item. If you enter a routing select code, the routing for
this line item consists of only those operations with blank select codes and select
codes equal to the routing select code that you entered. Enter two asterisks (**) to
select all the operations for the routing item.

If you leave this field blank, only base operations are selected.
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AM64A41—Purchase Order Entry/Edit—Release Detail (Add/Change)

Use this panel to review or modify the data for any release of a blanket order.

This panel appears in Add or Change mode when you use function keys as follows:

Key on Purchase Order Entry/Edit panel Panel ID
Add mode
F3 Release Detail AM64A41
Change mode
F2 Release Detail AM64A41
F8 Release Routing Generation AM6G4A47
F20 Release Deletion AM64A42
Enter Order Detail Selection AM64A29
Item Detail (Change) AM64A31
Release Deletion (Delete) AM64A42
Release Routing Generation (Add) AM64A47
Date ****** Purchase Order Entry/Edit Change AMG64A41 **
Release Detail
Order ggrrency ID *** WH Iltem *hfl*lfgi*** **Bﬁg* Contr Release Seq Ling*******  xxx*x
UM  Unit price Quantity Due date Dock date
** nnnnnnnnnnn.nnnn-— nnnnnnn.nnn nnnnnn nnnnnn
Maintain debit memos <Y/N>A e Lead times --------
Generate routings <Y/N> A Vendor Dock/Stock Safety
***x* release comments <Y/N> A nnn.n  nnn.n nnn.n

Override ship-to aA3 Address format N

Name aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalA3s

Address 1 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaA3d

Address 2 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaA3b

Address 3 aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaA3s

City aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaA3s

State A2 Postal aaaaaaaA10 Country aA3

Contact aaaaaaaaaaaaaaaaaaaaaalA25 Telephone aaaaaaaaaaaaaaaaaA20

F2=Prev rls F3=Add rls F6=Item detail F7=End of rls F16=PO detail F19=End order
F20=Delete rls F21=Cancel rls F24=Display status

- J

What to do

» To update this release detail, type the changes and press Enter.

» To add or review a release comment, do not change any fields that cause the
information that appears to change and type Y in the ADD/REVIEW RELEASE
COMMENTS field. Go to the Comment Entry/Edit panel AM64E1.

» To generate a routing for this release, do not change any fields that cause the
information that appears to change and type Y in the GENERATE ROUTING
field. Go to panel AM64A47.

» To continue to the next release detail without making any changes, press Enter.
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Function keys

F2=Prev rls shows you the previous release record. If there are no previous release
details, it shows you Add panel AM64A41 with a message.

F3=Add rls shows you Add panel AM64A41 to add a new release record.
F6=Item detail shows you the Item Detail (Change) panel (AM64A31).

F7=End of rls shows you the next item detail on the Item Detail (Change) panel
(AMB4A31).

F9=Lcl/Alt currency allows you to toggle between local or alternate currency. This
function key appears in Change mode only if multi-currency processing is active. The
panel default is local currency.

F16=PO detail shows you the Order Detail Selection panel (AM64A29).

F19=End order returns you to the Order Selection panel (AM64A01). Depending on
what other functions are active, other panels may appear first. For example, approval
processing causes another panel to appear when you end an order.

F20=Delete rls shows you the Release Deletion (Delete) panel (AM64A42) to confirm
the deletion request. This key is available in Change mode only.

F21=Cancel rls shows you the Release Cancellation (Cancel) panel (AM64A43) to
confirm the cancellation request. This key is available in Change mode only.

F24=Status shows you the Purchase Order Entry/Edit (Status) panel (AM64A99) so
that you can review session statistics.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The number of the purchase order being entered or maintained. Any release
entered is applied to this order.

Currency ID. The currency identification and description for this record. This field is
blank if this record is in your national currency and appears only if multi-currency
processing is active.

WH (warehouse). The number of the warehouse where this item is to be stored.

Item. The item number and description for the blanket release being entered or
maintained. Any releases entered will be applied to this line item on this purchase
order.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Req (requisition number). The number of the requisition assigned to this blanket
item on this purchase order.
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Contr (contract number). The contract number associated with a specific vendor
contract for this blanket item.

Release (multiple release number). The number for the individual release of this
blanket item being entered.

Seq (sequence number). This field appears if this release is for a miscellaneous or
service blanket item. It shows the number assigned by the application to the item this
release is for.

Line. The relative position number of this item on the purchase order.
UM (unit of measure). The unit of measure for this item.

Unit price. In Add mode, this field shows the unit price from the Item Detail (Add/
Change) panel (AM64A31). You can type a different unit price at any time, in either
Add or Change mode. Once changed, the new value is retained for this release.

Quantity (release quantity). Required. The the quantity of this item on this release.

If this is a Maintenance, Repair, and Overhaul (MRO) item and the quantity is
changed or deleted, the update will be reflected in the Maintenance Management
System (MMS) inventory and requisition on order information.

Due date (date due to stock). Required. For inventory or miscellaneous blanket
items, this field shows the date this release is due in stock. For service items, it shows
the date the purchase order expires for this service. This feature allows the purchase
order to be used more than once for the same service, or for multiple services to be
listed on the same purchase order. If you do type a date, it must be a valid date from
the Production Calendar. In Add mode, the date must be today or later.

Dock date (date due to dock). This field is optional and appears for inventory and
miscellaneous items. It shows the date this release is due at the dock. If you leave this
date blank, the application calculates it from the due date. If you type a date, it must
be a valid date from the Receiving Calendar and equal to or earlier than the due date.

Maintain debit memos <Y/N>. This field appears only when debit memos exist for
this order. Type Y to maintain debit memos. Accept the default of N if you do not want
to maintain debit memos. Y causes the Debit Memo Maintenance panel (AM64A51) to
appear after the debit memo information is accepted.

Generate routings <Y/N> (routings generated/released). This field appears for
inventory and miscellaneous items that are blanket items if the PDM routing function
is active. Type Y to generate a receiving routing with this line item. Leave the default
of N if you do not want to generate a routing now. Y causes the Purchase Order Entry/
Edit -- Item Routing Generation panel (AM64A37) to appear after the item detail and
comment data is accepted. After generating routings, this panel shows ROUTINGS
GENERATED Y and this field cannot be changed.

To generate routings for a blanket item, the routing must be attached separately to
each release.

**ixk* Release comments <Y/N>. This field indicates whether there are comments
for a release. If comments are present, it reads “Review Release Comments”. If there
are no comments, it reads “Add Release Comments”. An answer of Y causes the
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Comment Entry/Edit panel (AM64E1) to appear after the release detail information is
accepted.

Type Y to add release comments to print with this release on the body of the purchase
order. Accept the default of N if you do not want to enter release comments now.

Type Y to review, change or delete any of the release comments currently defined for
this release or add new release comments to the release. Accept the default of N if
you do not want to review release comments now.

Lead times. This field appears for inventory and miscellaneous items that are blanket
items and shows the following lead times from the Item Detail panel AM64A31. These
lead times can assist you with dates due to dock and stock. You can override the
item’s lead times for calculating the release’s dates. Once the release is added, you
can change the lead times, but you also must blank out the dock date in order for the
dock date to be recalculated.

Vendor. The vendor-quoted number of days between release of the purchase
order and delivery to dock.

Dock/stock (dock-to-stock): The number of days between delivery to dock and
receipt of the item into stock.

Safety: The number of days allocated for unexpected delays.
The following fields appear only if the vendor allows multiple ship-to addresses.

Override ship-to [?]. The number that corresponds to the name and address where
the vendor will ship this release of this purchase order. If you want a ship-to name and
address for this release that is different from the default specified on the order
summary, type that ship-to number from the Warehouse Ship-To Master file.

Address format. The address format selected for the vendor with whom this
purchase order is being placed. Formats 0 and 1 display the same on the panel.
However, when the PO is printed, format 1 prints in the format shown in the table. The
three formats available are:

Format 0 Format 1 Format 2
Name Name Name
Address 1 Address 1 Address 1
Address 2 Address 2 Address 2
Address 3 Address3 Address 3
City Country Postal City Address 4
State Postal Country State Address 5

Name. The name of the Ship-to addressee.

Address 1, 2, 3, 4, and 5, City, State, Postal, Country. The address, postal code,
and country of the Ship-to addressee. What lines you see depends on the address
format selected.

Contact and Telephone (override ship-to contact). The name and telephone
number of the person at the Ship-to address that the vendor should contact on
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matters concerning the shipment of this release. You can override the telephone
number.
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AM64A42—Purchase Order Entry/Edit—Release Deletion (Delete)

Use this panel to delete or keep the selected release. All associated release
comments are deleted when the release is deleted.

This panel appears when you use F20 on the Release Detail (Change) panel
(AM64A41).

4 )

Date ****** Purchase Order Entry/Edit *kkkkk AM64RA42 **
Release Deletion

Order Currency ID *** WH Item *MRO¥* Reg Contr Release Seq Line
* ok ok ok ok ok ok khkkkkhkkhkhkkhkhkhkkkkkx *kk kkkkkkkkhkhkkkkkkk khkkkkkkx khhkkkk *hkkk *kk  kkkok
UM Unit price Quantity Due date Dock date

* * ***********.**** *******.*** * Kk k ok kk * ok k ok ok k
Maintain debit memos <Y/N> *  a----- Lead times --------
Generate routings <Y/N> * Vendor Dock/Stock Safety
***xx* release comments <Y/N> * FrKk K FrKk K TRk K
Override ship-to *hk Address format *

Name LR SRS S S S S S S SRS R R R EEEEEEEEEEEEEES]

Address 1 LR R E SRS EE S S S SRS R R R EEEEEEEEEEEES]

Address 2 ok ok ok ok ok ok ok ok ok ok ok ok ko k ok kR k kR kR kR ok k kR ok ok kK

Address 3 Kok kokkkkkkkkokkkokkokkokkokkk ok ok kok ok ok ok ok ok kKK

City kkkhkhkhkhkhkhkhkhkhkhhkhkhhhkhkhkhkhhhhhhkhhkhkhkhkkkk

State *% Postal *****kxx%%k  Country ***

Contact Khkhkhkkhkhkhkhkhkhkhkhkhkhkhkhkhkkhkkkkkhkkk Telephone khkkkkkhkhkhkhkhkhkhkkkhkkkkx

Press F20 to delete this release or Enter to ignore delete

F20=Delete release

- J

What to do

» To delete this release detail and go to the next release, use F20.
» To return without deleting this release, press Enter.

Function keys

F20=Delete release deletes this release and all associated comments. The Release
Detail (Change) panel (AM64A41) appears with the next release detail entered. If
there are no active release details, the Item Detail (Change) panel (AM64A31)
appears with a message.

Fields

The fields on this panel cannot be changed. See “AM64A41—Purchase Order Entry/
Edit—Release Detail (Add/Change)” on page 3-111 for field descriptions.
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AM64A43—Purchase Order Entry/Edit—Release Cancellation (Cancel)

Use this panel to cancel or keep the selected release. All associated release
comments are cancelled when the release is cancelled.

This panel appears when you use F21 on the Release Detail (Change) panel
(AM64A41) or when you select option 4 to cancel a release on the Order Selection
panel and enter information in the appropriate fields.

4 )

Date ***x*x Purchase Order Entry/Edit *ok ok ok ok ok AM64RA43 **
Release Cancellation

Order Currency ID *** WH Item *MRO* Reqg Contr Release Seqg Line
* ok ok ok ok ok ok khkkkkkkkkhkkkkkk*x *k% khkkkkkkhkkhkkhkhkhkkkkx *hkhkkhkkkkkx *hkkkk * ok ok ok *kk kkkk
UM Unit price Quantity Due date Dock date

* * kkkkkkkkkkk Kkhkkk dhkkkkkk Khkk % kok ok ok ok %k ok ok ok ok
Maintain debit memos <Y/N> *  a----- Lead times --------
Generate routings <Y/N> * Vendor Dock/Stock Safety
***xx* release comments <Y/N> * TEK K KEK K K K
Override ship-to * ok ok Address format *

Name LR R R RS E SR SRS EEEEEEEEEEEEEEEEEEES]

Address 1 LR SRS RS S S S S SRS R R EREEEEEEEEEEEES]

Address 2 LR SRS S S S S S SRS EEEEEEEEEEEEEEEEES]

Address 3 ok ok ok ok ok ok ok ok ok ok ok ok ok ok ko kR k ok ok kR kR kR ok k ok ok kK

City khkkhkhkhkhkhkhkhkhkhkhkhkhkhhhhkhkhkhhhhhhhkhkhkhhkdkk

State *% Postal ****¥kkxx%k  Country ***

Contact Khkhkhkkhkhkhkhkkkhkhkhkhkhkhkhkhkkhkhkkhkkkhkkk Telephone khkkkkkhkhkhkhkhkhkhkkkxkkkkx

Press F21 to cancel this release or Enter to ignore cancel

F21l=Cancel release

. /

What to do

» To cancel this release detail and go to the next release, use F21.
» To return without deleting this release, press Enter.

Function keys

F21=Cancel release cancels this release and all associated comments. The Release
Detail (Change) panel (AM64A41) appears with the next release detail entered. If
there are no active release details, the Item Detail (Change) panel (AM64A31)
appears with a message.

Fields

The fields on this panel cannot be changed. See “AM64A41—Purchase Order Entry/
Edit—Release Detail (Add/Change)” on page 3-111 for field descriptions.
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AM64A47—Purchase Order Entry/Edit—Release Routing Generation

(Add/Change)

Use this panel to generate the initial routing for a specific release of a blanket order.
To change or delete a generated routing, you must use Purchase Order Operations—
Entry/Edit (AM64H1).

If the Maintenance Management System (MMS) is interfacing, you can generate a

routing for an MRO item, but it must be generated from a production item's routing.
Only production item numbers are valid in the ROUTING ITEM field. If you enter an
MRO item number, an error message appears.

This panel appears when you type Y in the GENERATE ROUTINGS field on the
Release Detail (Add/Change) panel (AM64A41).

\

Date **/**/** Purchase Order Entry/Edit Add/Change = AMG64A47 **
Release Routing Generation

Order WH Item *xxx**xxeneex *MRO*  Requisition Contr Release Seq Line

dkkkk kkkk  kkk kkkk

Site aA3

Routing ID aaaaaaaaaaaaA1l15
Routing version aaaaA6

Routing select code A2

F8=Release detail

o /

What to do

To generate routings for this release, type any additional information required and
press Enter. When you press Enter:

» The selected routing is generated. If you choose to maintain debit memos, the
Debit Memo Maintenance panel (AM64A51) appears.

» The selected routing is generated, and the next release detail appears on the
Release Detail (Change) panel (AM64A41).

« If there are no more release details and you were in the process of adding a
release detail and the sum of the release quantities equals the order quantity for
the item, the ltem Detail (Change) panel (AM64A31) appears.

 If the sum of the release quantities is less than the order quantity, then the
Release Detail (Change) panel (AM64A41) appears.

« If there are no more release details and you were in the process of changing a
release detail, then the last release detail appears on the Purchase Order Entry/
Edit-item Detail (Change) panel (AM64A31) with a message.
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Function keys

F8=Release detail does not generate the routing and shows you the Release Detail
(Change) panel (AM64A41).

Fields

Order. The number of the purchase order being entered or maintained.
WH (warehouse). The number of the warehouse where this item is to be stored.

Item. The blanket item number and description for the release being entered or
maintained. Any routing generated is applied to this release item on this purchase
order.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

You can generate a routing for an MRO item, but it must be generated from a
production item's routing.

Requisition. The number of the requisition assigned to this blanket item on this
purchase order.

Contr (contract number). The contract number associated with a specific vendor
contract for this blanket item.

Rel (multiple release number). The number for the individual release of this blanket
item.

Seq (sequence number). This field appears if this release is for a miscellaneous or
service blanket item. It shows the number assigned by the application to the Item this
release is for.

Line. The relative position number of this item on the purchase order.

If you do not have EPDM activated, the following field appears instead of the Site,
Routing ID and Routing Version fields described below.

Routing item [?]. The item number whose routing will be used to generate a routing
for this release on this purchase order. The default is that of this release. You can
override the default with a different item number. You can use this to provide support
for a generic routing when you don’t have EPDM. By creating a generic item and
defining its routing, you can reference that routing in purchase orders for other items
that you want to be received the same way.

Only production item numbers are valid in this field. If you enter an MRO item number,
an error message appears.

Site [?]. The identifier of the site associated with this item.

Routing ID [?]. This field appears if EPDM is activated. The item number whose
routing is used for this line item on this purchase order. The default is that of the
current line item. You can override the default with a different item number.
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Routing version[?]. This field appears if EPDM is activated. The version number of
the routing.

Routing select code. Type the select code for the specific routing operations you
want to generate for this line item. If you enter a routing select code, the routing for
this line item consists of only those operations with blank select codes and select
codes equal to the routing select code that you entered. Enter two asterisks (**) to
select all the operations for the routing item.

If you leave this field blank, only base operations are selected.
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AM64A51—Debit Memo Maintenance (Change)

Use this panel to change debit memo records.

This panel appears when you type Y in the MAINTAIN DEBIT MEMOS field on the
Item Detail (Add/Change) panel (AM64A31) or the Release Detail (Add/Change)
panel (AM64A41).

4 )

Date ****** Debit Memo Maintenance Change AM64A51 **
Order Currency ID *** WH ltem *MRO* Req Contr Release Seq Line
ok R

kkkkk  kkkk  kkk  kkkkk

Vendor Buyer *****
Contact
Vendor catalog no. Expected amt Ordered Due Debit date

Fh kkE AR Rk kkk kkkkkk kk Rk [ Kk [k [k
’ 3 ) .

Debit no. Printed UM  Unit price Debit qty Return auth --Resupply--
i e ' aaaaaaaA10 <Y/N> A
Date nnnnnn

Item nnnNNNNNNNN.Nn *****eess = Charge description

Sp chg.... nnnnNNNNNNN.NN ******%* ** g33aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa”hdl

Frght .... nnnnnnnnnnn.nn ********* ** gagaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalhd0

Taxes .... nnnnnnnnnnn.nn
*k

kkkkkdkkkhk hk

Total .... . o

Review messages <Y/N> a Create IFM credit <Y/N> a

F2=Previous debit = F6=Return to ltem detail F7=End of debits

F9=Alternate currency F20=Delete debit F24=Display status
What to do

To update the debit memo, type the changes and press Enter.

If you made changes to any field that caused other information on the panel to
change, press Enter again.

Function keys
F2=Previous debit shows you the debit memo preceding this one.

F6=Return to ******* shows you the release or the item that this debit memo belongs
to on the Release Detail (Add/Change) panel (AM64A41) or the Item Detail (Add/
Change) panel (AM64A31).

F7=End of debits ends the debit memo maintenance session and returns you to the
item (AM64A31) or release (AM64A41) panel so you can continue your entry/edit
session.

F9=Alternate currency allows you to toggle between local or alternate currency. This
function key appears only if multi-currency processing is active. The panel default is
local currency.

F20=Delete debit shows you the Debit Memo Maintenance (Delete) panel
(AM64A52) so that you can delete this debit memo.
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F24=Display status shows you the Purchase Order Entry/Edit (Status) panel
(AMB64A99) so that you can review session statistics or end the session.

Fields

Order. The order number for this item.

Currency ID. The currency ID and description identifying the currency for this record.
This field is blank if this record is in your national currency and appears only if multi-
currency processing is active.

WH (warehouse). The number of the warehouse to which this item is to be shipped.
Item. The item number for this debit memo.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Req. The number of the requisition for this item.
Contr (contract number). The number of the contract for this item.

Release. The blanket release number for this blanket item. This field appears only if
the debit memo is for blanket items.

Seq (sequence number). The sequence number for this miscellaneous or service
item. This field does not show for inventory items.

Line. The relative position number of this item on the purchase order.
Vendor. The vendor number and name.

Buyer. The number and name of the buyer for this item.

Contact. The name and telephone number of the vendor contact.
Vendor catalog no. The catalog number in the vendor's catalog for this item.
Expected amt (expected amount). The expected cost of this item.
Ordered. The date this order was placed.

Due. The date on which this order is due for delivery.

Debit date. The date of this debit memo.

Debit no. The number of this debit memo.

Printed. This field indicates whether this debit memo has printed.
UM (unit of measure). The unit of measure for this item.

Unit price. The price per unit for this order.
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Debit gty (debit quantity). The quantity of the item for this debit memo.

Return auth (return authorization). Type a code that authorizes return of this item to
the vendor.

Resupply <Y/N>. Type Y if this item is to resupplied.

Date. Use this field only if the value in the Resupply field is Y. Type a date on which
this item should be resupplied. This must be a valid date in the Production Calendar.

Trading and Local currency.

Item: The amount of the item cost as entered when the debit memo was created.
If multi-currency processing is active, the amount appears in both trading and
local currency. The trading currency amount is calculated by the system from the
local currency item amount and the purchase order exchange rate. You can
change only the trading currency amount. If multi-currency processing is not
active or the vendor currency is local, only the Amount field appears.

Charge description: The description of the special and freight charges. You can
change this description.

Sp chg (special charges): Type the amount of special charges on this debit
memo. If multi-currency processing is active, type the trading currency amount.

Frght (freight): Type the amount of freight on this debit memo. If multi-currency
processing is active, type the trading currency amount.

Taxes: Type the amount of taxes on this debit memo. If multi-currency processing
is active, type the trading currency amount.

Total: The total amount of the debit memo plus the charges you entered. You
cannot change this amount. If multi-currency processing is active, the amount
appears in both trading and local currency.

Review messages. Type Y to review messages. Type N if you do not want to review
messages. Y causes the Comment Entry/Edit panel (AM64E1) to appear.

Create IFM credit. Accept the default of N if you do not want to create a credit memo
in IFM. Type Y if you want to create a credit memo in IFM. When you type Y, and
press Enter, IFM panel UAKNPVR appears to let you create the IFM credit. See the
IFM User’s Guide for a description of that panel. If a credit memo already has been
created in IFM, N appears in this field and you cannot change it. A message appears
reminding you that a credit memo already exists. This field appears only if IFM is
interfacing.
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AMG64A52—Debit Memo Maintenance (Delete)

Use this panel to delete debit memos.

This panel appears when you select F20 on the Debit Memo Maintenance (Change)
panel (AM64A51).

4 )

Date ****** Debit Memo Maintenance Delete  AM64A52 **
Order Currency ID *** WH Item *MRO* Req Contr Release Seq Line
*kk R

kkkkk  kkkk  kkk  kkkkk

*kkkk

Vendor Buyer
Contact

Vendor catalog no. Expected amt Ordered Due Debit date

k okdkk dokk kkk kkkk  kkkkkk  kk fhk fhk kk [k
1**! ¥/

Debit no. Printed UM Unit price  Debit qty Return auth --Resupply--
*kk  kk .***** .**** aaaaaaaA1O <Y/N> A
Date nnnnnn

Item Rk Charge description

Sp chg.... B R

Frght .... Rl Bl

Taxes .... S N

Total .... * x

Review messages <Y/N> * Create IFM credit <Y/N> *

F20=Delete debit

o /

What to do

» To delete this debit memo and go to the next debit memo, use F20.
* To return without deleting this debit memo, press Enter.

Function keys

F20=Delete debit deletes this debit memo and shows you the next debit memo for
this item or release on the Debit Memo Maintenance (Change) panel (AM64A51).

Fields

The fields on this panel cannot be changed. See “AM64A51—Debit Memo
Maintenance (Change)” on page 3-121 for field descriptions.
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AM64A99—Purchase Order Entry/Edit (Status)

Use this panel to show the session status of the current file maintenance session.

This panel appears when you use F24 on any of the Purchase Order Entry/Edit Add,
Change, or Select displays.

4 )

Date **/x%/x% Purchase Order Entry/Edit Status AM64RA99 **
Session status
POMAST PODATA

Records added ok k kK EEE T

Records changed *okk ok ok Kk ok

Records deleted *ok Kk K EEEE Y

Purchase orders added ok kK k

Line items added KKk Kk

Total order quantity added
Total order amount added (local)

F19=End of order F24=End of job

o /

What to do

» To return to the Purchase Order Entry/Edit—Order Selection panel (AM64A01),
use F19.

» To end the order entry session, print the Purchase Order Entry and Maintenance
Condensed Audit Report, and return to the Purchase Order Processing Menu
(AM6M10), use F24.

» To return to the panel where you requested this status display, press Enter.

Function keys

F19=End of order returns you to the Order Selection panel (AM64A01). Depending
on what other functions are active, other panels may appear first. For example,
approval processing causes another panel to appear when you end an order.

F24=End of job ends the entry session and returns you to the Purchase Order
Processing menu (AM6M10). The Purchase Order Entry/Edit—Condensed Audit
report (AM64A) is scheduled for printing.
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Fields

Session status.

Records added: The number of records added during this session.
Records changed: The number of records changed during this session.
Records deleted: The number of records deleted during this session.

Purchase orders added: The number of purchase orders added less the number
cancelled and deleted during this session.

Line items added: The number of line items added less the number deleted
during this session.

Total order quantity added: The net change in quantity of all items added,
changed, or deleted on all purchase orders during this session.

Total order amount added: The net change in currency value of all purchase
orders added, changed, or cancelled during this session.

If multi-currency processing is active, this amount appears in trading currency
with the primary currency ID in parentheses. If the orders in this session were in
different primary currencies, the word MIXED appears in the parentheses. If all
the orders in this session were in local currency, the word LOCAL appears in
parentheses.

Total order amount added (local): If multi-currency processing is active and the
amount in the previous field was either trading currency or mixed currencies, this
field appears. The net change in currency value of all purchase orders added,
changed, or cancelled during this session in local currency.
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AM64E1—Comment Entry/Edit (Summary)

You can attach messages and comments to a purchase order at four levels: purchase
order, item, release, or debit memo.

Use the Summary panel to select an existing message/comment to change or review,
or to press the appropriate function key to add a comment or message.

The Summary panel displays all previously entered PO comments for the current
level. The title of the current level appears under the panel title. The Summary panel
appears when you do any one of the following:

* Type Y in the Add/review Comments field of the Order Summary panel
(AM64A21) to access messages/comments at the purchase order level.

» Type Y in the Add/review Item Comments field of the Item Detail panel
(AM64A31) to access messages/comments at the item level.

» Select the release you want from the Order Detail Selection panel (AM64A29),
then type Y in the Add/review Release Comments field of the Release Detail
panel (AM64A41) to access messages/comments at the release level.

» Type Y in the Add/review Messages field of the Debit Memo Maintenance panel
(AMB4A51) to access messages/comments at the debit memo level.

Date **/**/** Comment Entry/Edit Summary AMG4E1 **
PO Order

Vendor Order Item *MRO* WH Seq Rel Debit memo

k kkk kkkk  kkkkkkkkkk

To view or maintain a message or comment, type 1 in Opt field; press Enter.

Print Copy
Opt Msg/Com Text code in
n * *

Fkkkhk

Fkkkhk

E
E

5333335

F3=EXxit F6=Add comment  F7=Backward F8=Forward
F10=Add message F11=Add V/I desc F13=Select all

o /

What to do

» To add a comment, press F6. Panel AM64E3 appears to let you type in a
comment.

» To add existing vendor/item descriptions when adding item comments in Add
mode, press F11. After pressing F11, the panel appears again with all vendor/item
descriptions in place.

» To select a previously entered comment or message, type 1 in the Opt field next
to the comment or message you want, then press Enter. When you select a
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message, panel AMG4E2A appears to let you view the entry or enter changes.
When you select a comment, panel AM64E4 appears to let you view the comment
or enter comment changes.

Function keys

F3=EXxit ignores changes you typed on this panel, and returns to the panel where you
started.

F6=Add comment takes you to panel AM64E3 to let you create a new comment.
F7=Backward shows the previous set of information on the panel.
F8=Forward shows the next set of information on the panel.

F10=Add message takes you to panel AMG4E2 to let you select a message to be
added.

F11=Add V/I desc appears when you are adding item comments only if there are no
other comments for the item and if vendor/item descriptions exist. The panel is
refreshed, showing all comments/messages associated with the item after inserting
the V/I descriptions.

F13=Select all selects all entries on the panel by typing 1 in the Opt field beside each

entry. When you press Enter, panel AM64E2A or AM64E4 appears. You then can
view all selected comments/messages by pressing Enter to display the next entry.

Fields
Vendor. Vendor number associated with the purchase order.
Order. The number of the currently selected purchase order.

Item. The number of the currently selected item. Any item comments you enter are
applied to this item on this purchase order. This field does not appear when you enter
comments at the purchase order level.

*MRO*. Indicates that this is a spare part item or a maintenance service. This field
appears only if the Maintenance Management System (MMS) is interfacing, and only
in association with an item number.

WH (warehouse). The number of the warehouse where this item is to be stored.

Seq (sequence number). This field appears if this line item is a miscellaneous or
service item. It shows the number assigned by the application to a miscellaneous or
service item which may appear more than once on the same purchase order.

Rel (release). The number of the currently selected release. This field appears only
when the comments are at the release or debit memo level.

Debit memo. The number of the currently selected debit memo. This field appears
only when the comments are at the debit memo level.
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Opt (option). When previously entered comments and messages are listed on this
panel, use this field to type 1 to select an entry.

Msg/Com (message/comment). The message number appears to identify a
standard message. If the entry is a comment, it is identified by *COM*.

Text. When previously entered comments and messages appear on this panel, the
first line of each comment and message text appears.

Print Code. Code that determines the printing of the comment/message.

Cc

D
G

T

Print the message on the vendor closeout acknowledgment that is sent to the
vendor when the order is closed and purged.

Message attached to a debit memo.

Print the message on the purchase order and revisions, then send this
comment to the Purchase Order History file when the order is closed and
purged. You cannot delete a message that has a G print code unless you first
change the print code because the order is to go to history. G is the default
code that appears when you enter a comment/message, but you can type in a
different code.

Print the message on the purchase order and revisions.

Print on the Dock-to-Stock Traveller, in addition to any added instructions that
are placed in the Routing Additional Description file. Use these comments for
one time special handling notes for receiving personnel. These comments are
available at the PO item, release, or vendor/item level.

Do not print the message—for internal information only.

Copy in. Y indicates that the message is copied into the purchase order and the text
can be changed. N indicates the message appears by reference from the Standard
Message File and cannot be changed by any other option.
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AM64E2—Comment Entry/Edit (Add Message)

Use this panel to add a standard message at one of these levels: purchase order,
item, release, or debit memo. The level you selected appears under the panel title.
The level determines which fields appear in the header.

This panel appears when you press F10 on the Comment Entry/Edit (Summary) panel
(AMG4E1).

4 )

Date ** /%% /%% Comment Entry/Edit Add AM64E2 **
* ok ok ok ok kK k Message
Vendor Order Item *MRO* WH Seq Rel Debit memo
khkkkkk Khhkkkkkk khkkkhkhkkhhkkhkkkkkkk * kK * %k k * ok kk *okkok ok ok ok ok kok
Message number . . . . . . . aaaA5
F3=Exit Fl9=Return to summary

- J

What to do

» To add a message, type the number of the standard message you want included
on the purchase order and press Enter.

» Standard messages must be established previously in the Standard Message
Master file, using option 6 on the File Maintenance menu.

* When you select a message that is defined as Copy in, the text appears on the
Change Message panel (AMG4E2A).

* When you select a message that is not copied in (is included by reference), no
text appears. A system message notifies you that the message you selected was
included. When you return to the Summary panel, the first line of the message
displays in the summary list. You then can select the message and view its text,
but you cannot change it.

Function keys

F3=EXxit ignores changes you typed on the current panel and returns to the panel
where you started.

F19=Return to summary returns you to the Comment Entry/Edit (Summary) panel
(AMB4E1).
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Fields

See “AM64E1—Comment Entry/Edit (Summary)” on page 3-127 for a description of
the fields in the panel header.

Message number. Type the number that identifies the standard message you are
adding.
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AM64E2A—Comment Entry/Edit (Change/Review Message)

Use this panel to change or review a standard message at one of these levels:
purchase order, item, release, or debit memo. The level you selected appears under
the panel title. The level determines which fields appear in the header.

This panel appears when you type 1 in the Option field beside an existing message
listed on the Comment Entry/Edit (Summary) panel (AM64E1).

4 )

Date **x /%% /xx Comment Entry/Edit Change/Review AM64E2A  x*
*ok ok k ok ok kk Message
Vendor Order no. Item *MRO* WH Seq Rel Debit memo
* ok ok ok ok ok * ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok * Kk ok * ok ok * ok kK dk ok kok ok ok ok ok ok
Message number **k** Copy in * Print code A
Position to print seg. . . nnnn
More: +
To insert new message text, type 1 in the "Insert after" field; press F6.
Insert Print Text 1/
after seq. Text 2
A KK kK aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
A Il aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
A Hk kK aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
A KKKk K aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

F3=Exit F6=Insert after F7=Backward F8=Forward
Fl2=Return Fl9=Return to summary F20=Delete message

. /

What to do

» For messages that are Copy in=Y, to insert additional text into the message that is
displayed on this panel, type 1 in the Insert after field of the line you want the
new text to follow, then press F6. Panel AM64E2B appears to let you enter
additional text.

» To correct errors in inserted text or change message text, type over existing text,
then press Enter.

» For standard messages that were not copied in, you see the text as output only
fields, and you cannot change or insert.

» To delete a message, press F20. Press F20 again to confirm. The message is
then deleted from the order. To ignore the deletion, press Enter instead of
pressing F20 a second time.

Function keys

F3=EXxit ignores changes you typed on this panel and returns to the panel where you
started.



AM6M10, option 4

Contents

Index

Page 3-133

F6=Insert after takes you to panel AM64E2B to let you insert additional text after the
line you selected. Before pressing F6, you must select a line by entering 1 in the
Insert after field next to the line.

F7=Backward shows the previous set of information on the panel.
F8=Forward shows the next set of information on the panel.
F12=Return returns to the Comment Entry/Edit (Summary) panel (AM64E1).

F19=Return to summary returns to the Comment Entry/Edit (Summary) panel
(AMB4E1).

F20=Delete message deletes the message you selected.

Fields

See “AM64E1—Comment Entry/Edit (Summary)” on page 3-127 for a description of
the fields in the panel header.

Message number. Number that identifies a standard message.

Copy in. Y indicates that the message is copied into the purchase order and the text
can be changed. N indicates the message appears by reference from the Standard
Message File and cannot be changed by any other option.

Print code. Code that determines the printing of the comment/message.

C Print the message on the vendor closeout acknowledgment which is sent to
the vendor when the order is closed and purged.

D Message attached to a debit memo.

G Print the message on the purchase order and revisions, then send this

comment to the Purchase Order History file when the order is closed and
purged. You cannot delete a message that has a G print code unless you first
change the print code because the order is to go to history. G is the default
code that appears when you enter a comment/message, but you can type in a
different code.

P Print the message on the purchase order and revisions.

R Print on the Dock-to-Stock Traveller, in addition to any added instructions that
are placed in the Routing Additional Description file. Use these comments for
one time special handling notes for receiving personnel. These comments are
available at the PO item, release, or vendor/item level.

T Do not print the message—for internal information only.

Position to print seq. Displays messages starting with the Print Seq number you
enter in this field.

Insert after. Type 1 in the field to select the line after which you want to insert new
text.

Print seq. The order in which the text lines are to be printed on the purchase order.

Text1/Text2. Two lines of text of the comment or message.



AM6M10, option 4

Contents

Index

Page 3-134

AMG64E2B—Comment Entry/Edit (Insert Message)

Use this panel to insert additional text into an existing message. The message is
associated with one of these levels: purchase order, item, release, or debit memo.
The level you selected appears under the panel title. The level determines which
fields appear in the header.

This panel appears when you type 1 in the Insert after field beside a line of text in an
existing message and press F6 on the Comment Entry/Edit (Change/Review
Message) panel (AMG4E2A).

4 )

Date ** /%% /%% Comment Entry/Edit Insert AM64E2B  **
Kok ok ok ok ok ok Message

Vendor Order Item *MRO* WH Seq Rel Debit memo

Khkhkhkhkk *Ahkkkkkx Kk hkhkhkkhkhkkkkhkkkkkkx * k * * % % * k ok ok EEE R R R R RS

Message number  kkxkkxk Copy in * Print code A

Print Text 1/

seq. Text 2

* ok ok ok R R R R R RS R R RS SRS RS RS RS RS RERE R RS RS S
R R R R R RS R R R SRS E SRS RS E R RE R RS RS S
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldl
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo

Fl2=Return

- J

What to do

« To insert additional text in an existing message, type text beginning in the first
space of the first blank line following existing text. The cursor is positioned in the
space where you are to begin typing.

* You can type as many lines as you need. When you press Enter, the message is
changed to include the inserted text. Press F12 to return to panel AMG4E2A. You
can correct errors in the inserted text on that panel.

Function keys

F12=Return returns you to the Comment Entry/Edit (Change/Review Message)
panel.

Fields

See “AM64E2A—Comment Entry/Edit (Change/Review Message)” on page 3-132 for
a description of the fields in the panel header.

Message number. Number that identifies a standard message.
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Copy in. Y indicates that the message is copied into the purchase order and the text
can be changed. N indicates the message appears by reference from the Standard
Message File and cannot be changed by any other option.

Print code. Code that determines the printing of the comment/message.

Cc

D
G

T

Print the message on the vendor closeout acknowledgment which is sent to
the vendor when the order is closed and purged.

Message attached to a debit memo.

Print the message on the purchase order and revisions, then send this
comment to the Purchase Order History file when the order is closed and
purged. You cannot delete a message that has a G print code unless you first
change the print code because the order is to go to history. G is the default
code that appears when you enter a comment/message, but you can type in a
different code.

Print the message on the purchase order and revisions.

Print on the Dock-to-Stock Traveller, in addition to any added instructions that
are placed in the Routing Additional Description file. Use these comments for
one time special handling notes for receiving personnel. These comments are
available at the PO item, release, or vendor/item level.

Do not print the message—for internal information only.

Print seq. The order in which the text lines are to be printed on the purchase order.

Text1/Text2. Two lines of text for the comment or message appear.
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AM64E3—Comment Entry/Edit (Add Comment)

Use this panel to add a comment at one of these levels: purchase order, item, release,
or debit memo. The level you selected appears under the panel title. The level
determines which fields appear in the header.

This panel appears when you press F6 on the Comment Entry/Edit (Summary) panel
(AMB4E1).

4 )

Date **x /%% /xx Comment Entry/Edit Add AM64E3  *x
* Kok Kok ok k ok Comment
Vendor Order Item *MRO* WH Seq Rel Debit memo
Khkhkkkhkk kkkkkkok khkkkkhkkhkkhkkkkkx * k ok * % %k * %k k * Kk ok ok ok ok ok ok ok ok
Print Text 1/
code Text 2
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldi
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldi
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldl
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldi
A aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahidi

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahido

F3=Exit Fl9=Return to summary

. /

What to do

» To add a comment, type a print code, then tab to the Text1/Text2 field and type in
your message. Two lines per message are available. Press Enter to accept the
comment.

» To correct errors in comment text, type over existing text, then press Enter.

* You cannot delete a comment on this panel. To delete a comment after you have
pressed Enter, return to the Summary panel and select option 1 to get to panel
AMG64E4 where you can use F20 to delete it.

Function keys

F3=EXxit ignores any changes you typed on the current panel and returns to the panel
where you started.

F19=Return to summary returns to the Comment Entry/Edit (Summary) panel
(AMG4E1).

Fields

See “AM64E1—Comment Entry/Edit (Summary)” on page 3-127 for a description of
the fields in the panel header.
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Print code. Code that determines the printing of the comment/message.

Cc

D
G

T

Print the message on the vendor closeout acknowledgment which is sent to
the vendor when the order is closed and purged.

Message attached to a debit memo.

Print the message on the purchase order and revisions, then send this
comment to the Purchase Order History file when the order is closed and
purged. You cannot delete a message that has a G print code unless you first
change the print code because the order is to go to history. G is the default
code that appears when you enter a comment/message, but you can type in a
different code.

Print the message on the purchase order and revisions.

Print on the Dock-to-Stock Traveller, in addition to any added instructions that
are placed in the Routing Additional Description file. Use these comments for
one time special handling notes for receiving personnel. These comments are
available at the PO item, release, or vendor/item level.

Do not print the message—for internal information only.

Text1/Text2. Two lines of text for the comment or message.
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AM64E4—Comment Entry/Edit (Change/Insert Comment)

Use this panel to change an existing comment, insert additional comments, or delete
the comment. The comment is associated with one of these levels: purchase order,
item, release, or debit memo. The level you selected appears under the panel title.
The level determines which fields appear in the header.

This panel appears when you type 1 in the Option field next to an existing comment
on the Comment Entry/Edit (Summary) panel (AM64E1).

4 )

Date ** /%% /%% Comment Entry/Edit Change/Insert AM64E4  **
K okok ok ok koK k Comment

Vendor Order Item *MRO* WH Seq Rel Debit memo
* kK ok Kk * Kk kK kK Kk R RS RS E SRR R EEE ST * % % * k% * k ok ok * ok ok ok ok ok ok ok k%

Print Print Text 1/

seq. code Text 2
* Kk Kk A R R RS S S E SRR RS RS EEE R R R EEEEEEEEEEEEEEEE RS

R R R RS RS RS RS S SRS RS RS E R R R R RS S S
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaldo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaald

L A

F3=Exit Fl19=Return to summary F20=Delete comment

- )

What to do

» To change the text of an existing comment, type over existing text with new text.

» To insert a comment, you can begin typing in the first blank space or blank line
following the previous comment. Take care not to type in the Print Code column
unintentionally. You cannot leave more than one line blank between text lines.

* To delete a comment, press F20. Press F20 again to proceed with the deletion.
The comment is immediately deleted. To ignore the deletion, press Enter instead
of pressing F20 for a second time. A comment with Print Code G cannot be
deleted, unless you first change it to another print code.

Function keys

F3=EXxit ignores any changes you typed on the current panel and returns to the panel
where you started.

F19=Return to summary returns you to the Comment Entry/Edit (Summary) panel
(AMB4EN1).

F20=Delete comment deletes the comment.
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See “AM64E1—Comment Entry/Edit (Summary)” on page 3-127 for a description of
the fields in the panel header.

Print seq. The order in which the text lines are to be printed on the purchase order.

Print code. Code that determines the printing of the comment/message.

Cc

D
G

T

Print the message on the vendor closeout acknowledgment which is sent to
the vendor when the order is closed and purged.

Message attached to a debit memo.

Print the message on the purchase order and revisions, then send this
comment to the Purchase Order History file when the order is closed and
purged. You cannot delete a message that has a G print code unless you first
change the print code because the order is to go to history. G is the default
code that appears when you enter a comment/message, but you can type in a
different code.

Print the message on the purchase order and revisions.

Print on the Dock-to-Stock Traveller, in addition to any added instructions that
are placed in the Routing Additional Description file. Use these comments for
one time special handling notes for receiving personnel. These comments are
available at the PO item, release, or vendor/item level.

Do not print the message—for internal information only.

Text1/Text2. Two lines of text for the comment or message.
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AM65B01—Purchase Order Reopen/Complete

Use this panel to reopen or complete a line item on a purchase order. When you
complete the action, the appropriate inventory transactions are generated and passed
to IM.

This panel appears when you select option 7 on the Purchase Order Entry/Edit Order
Selection panel (AM64A01) and type in a purchase order number.

The only input capable fields are Reference, Reason, and Comment. The fields are
not edited, but are passed along with the transaction.

4 )

Date ** /%% /%% Purchase Order Reopen/Complete *ok Kk ok AM65B01  **

Order nNo. P****x*x%x Vendor ***xkxxkxxkxkkkkkkkkkkkkkkkkkk*k*k*x*x*x*x** Order status **

Type option; press Enter.
3=Reopen 4=Complete 5=Display

Opt Item number/ Seq Line Release Status Reference Reason
Comment
n Kk kkkkkkkkkkkkk Khkhkk KhkrAkhkkkx *kkkk * % aaaaaaaAlo aaaaAG
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahsi
N Kk kkkkkkkkkkk kK Khkkk khkkkkk Khkkkk * % aaaaaaalAlo aaaal6
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahso
n Kk kkhkkkkkkkkkkk *hkhkk KAhkkhkkk *hkkkk * * aaaaaaaAlO aaaaA6

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaisi
n dokokokokokokok ok ok ok ok ok ok ok kkkk Khhkhkkkk *kkkkk * % aaaaaaalAll aaaalé

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaals8
NI kR kk Kk Ak Ak K kKA K Khkkk Kkkkkk kkkk*k * % aaaaaaalAl0 aaaal6

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaai8o

F7=Backward F8=Forward Fl2=Return

- )

What to do

» To reopen an item or release, type 3 in the Opt field and press Enter. The PO
status is updated and an RP transaction with an R completion code is sent to IM.
A transaction is written to the Purchasing/Inventory Work file (PURIMW) where it
remains as an audit trail until the transaction register is printed. If the item or
release is an Inspect on Receipt item and the warehouse is controlled, a PQ
transaction is generated instead of an RP. PQ transactions are printed on the
Quality Control Transaction report.

» To complete an item or release, type 4 in the Opt field and press Enter. The PO
status is updated and an RP transaction with a C completion code and zero
quantity is sent to IM. A transaction is written to the Purchasing/Inventory Work
file (PURIMW) where it remains as an audit trail until the transaction register is
printed. If the item or release is an Inspect on Receipt item and the warehouse is
controlled, a PQ transaction is generated instead of an RP. PQ transactions are
printed on the Quality Control Transaction report.

» To display an item or release, type 5 in the Opt field and press Enter. The
Purchase Order Entry/Edit Item Detail or Release Detail panel appears.
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Function keys

F7=Backward shows the previous set of information on the panel.
F8=Forward shows the next set of information on the panel.

F12=Return returns to the Select panel where you started.

Fields

Order no. (number). The purchase order number typed on the Select panel.
Vendor. The vendor associated with this purchase order.

Order status. The current status of the order:

10 Vendor acceptance required

20 Vendor accept received (VA) or not required

30 Activity reported

35 Order invoiced complete, not received complete
40 Order complete (Receiving)

50 Order complete (Invoicing)

60 Order closed

99 Order cancelled.

Opt (option). Type the option for the action you want to perform against this item.
Item number. The item number on a specific line item or blanket release.

Seq. (sequence). The sequence number assigned to a miscellaneous or service
item.

Line. The relative position number of this item on the purchase order.
Release. The blanket release number for this item on the purchase order.

Status (item status code). A code that identifies the current status of this item:

05 Vendor accept required
10 Open

20 Received at dock

30 Received in inspection
40 Received in stock

50 Item complete

99 Cancelled.

Note: The status code that appears represents the most complete status for the
item. For example, if receipts have been recorded for both dock and inspection, the
status code is 30.

Reference. You can type the reference number for this reopen/complete action. It is
optional.

Reason. You can type the reason for this reopen/complete action. It is optional.

Comment. You can type a comment for this reopen/complete action. It is optional.
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AM65B02—Purchase Order Vendor Accept

Use this panel to process a Vendor Accept (VA) transaction for an item or release.

This panel appears when you select option 6 on the Purchase Order Entry/Edit
Selection panel (AM64A01) and type in a purchase order number.

4 )

Date ** /%% /%% Purchase Order Vendor Accept Kk Kk Kk AM65B02 **

Order No. ****x*%x Vendor *****x*xkxkkkkkkk kX kX kAR Ak KRk K XK XK Ak %

Type option; press Enter.
1=Select for VA 5=Display

Opt Item number/ Seq Line Rel St Promise Ship via
Comment date
TL kAR k Rk ok ko ok ok ok KAk kkkkk kkdkkk A% mnnnnn aaaaaaaaaaaaaaaaaaaaaal2sb
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahso
N kkkkkkkkokkkokokok kkk o kkkkk  kxkkkx *k*  pnnnnn  aaaaaaaaaaaaaaaaaaaaaah2s
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahsi
L kKRR Rk Rk k ok ok KAk kkkokk kokkxk k% nnnnnn aaaaaaaaaaaaaaaaaaaaaal2s
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaahsi
TL kKRR ko ok ko ok ok ok KAk kkkkk kkdkkk k% mnnnnn aaaaaaaaaaaaaaaaaaaaaal2sb

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaidsi

L kKRR Rk koo ok ok ok KRk kkkokk kkkxk k% nnnnnn | aaaaaaaaaaaaaaaaaaaaaal2s
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaisl

TL kAR Rk ok ko ok ok ok ok KAk kkkkk kkkxkk A% pnnnnn aaaaaaaaaaaaaaaaaaaaaal2b
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaads

F5=Refresh F7=Backward F8=Forward F10=Change all promise dates
Fll=Select all Fl2=Return

= /

What to do

» To select an individual item or release for Vendor Accept (VA), type 1 in the Opt
field and press Enter. If you are accepting the entire order, use F11 to select all
items/releases at once. The PO status is updated and a VA transaction is sent to
IM. A transaction is written to the Purchasing/Inventory Work file (PURIMW)
where it remains as an audit trail until the transaction register is printed.

» To display an item or release, type 5 in the Opt field and press Enter. The
Purchase Order Entry/Edit Item Detail or Release Detail panel appears.

» To change all Promise Dates at once, use F10 and type the promise date in that
field on the window that appears.

Function keys

F5=Refresh restores the panel to its original state before you made any changes.
F7=Backward shows the previous set of information on the panel.

F8=Forward shows the next set of information on the panel.

F10=Change all promise dates causes a window to appear so that you can type a
new promise date. When you press Enter in that window, the changed date appears
on the panel for all items or releases to reflect the new vendor commitment.
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F11=Select all selects for VA all entries on the panel by placing 1 in the Opt field
beside each entry. When you press Enter, the VA transaction is processed for each
item or release, and you receive a confirmation message.

Fields

Order no. (number). The purchase order number typed on the Select panel.
Vendor. The vendor associated with this purchase order.

Opt (option). Type the option for the action you want to perform against this item.
Item number. The item number on a specific line item or blanket release.

Seq. (sequence). The sequence number assigned to a miscellaneous or service
item.

Line. The relative position number of this item on the purchase order.
Rel. (release). The blanket release number for this item on the purchase order.

Status (item status code). A code that identifies the current status of this item:

05 Vendor accept required
10 Open

20 Received at dock

30 Received in inspection
40 Received in stock

50 Iltem complete

99 Cancelled.

Note: The status code that appears represents the most complete status for the
item. For example, if receipts have been recorded for both dock and inspection, the
status code is 30.

Promise date. The date this item is promised. You can change the promise date for
this specific item or release by typing the date here. You can change the promise date
for all items by using F10.

Ship via. You can type a ship via for this order. It is optional.

Comment. You can type a comment for this vendor accept action. It is optional.
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AM65B03—Purchase Order Entry/Edit (Iltem Detail)

Use this panel to view item detail when you are reopening or completing a purchase
order, or when recording a vendor acceptance.

This panel appears when you select an item and type 5 in the Option field on the
Purchase Order Reopen/Complete panel (AM65B01) or the Purchase Order Vendor
Accept panel (AM65B02).

4 )

Date **/**/** Purchase Order Entry/Edit View AM65B03 **
Item Detail

Order Currency ID  WH Item *MRO* Req ContrBlnkt Fxd Seq Line

* ok kkk kkkkk

um Unit price Quantity Due Dock Follow-up Promise Planner

*

Receipt required
Maintain debit memos* - Lead times --------

Generate routings  * Engineering drawing Vendor Dock/stock Safety
Add Item COmmentS * Khkkkkkkkkkkkkkk ***.* ***-* ***.*

Country of origin~ ***

Vendor catalog Quote Use quote descr Rsch code
Item descr * *
Reference Job Account  Dept Tax %

dkkk kkk khkk

Work order-task: ****** ** Cost code: ******

F9=Alternate currency F12=Return

= /

What to do

Pressing Enter causes the next selection to appear until there are no more selections.
Function keys

F9=Alternate currency lets you toggle between local, trading, and order alternate
currency if you are using multi-currency. If the alternate currency equals the trading
currency, only trading and local currency will be displayed.

F12=Return returns to the panel where you started.
Fields
Order. The number of the purchase order for this item.

Currency ID. The currency identification and description for this record. This field is
blank if this record is in your national currency. This field appears only if multi-currency
is active.

WH (warehouse). The number of the warehouse where the item is stored.

Item. The number of this item.
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*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Req (requisition number). The requisition number associated with this item.

Contr (contract number). The contract number associated with a specific vendor
contract for this item.

Binkt (blanket - multiple release flag). Y appears if this is a blanket item.
Fxd (fixed). Y appears if this is a fixed blanket item.

Seq. (sequence). The sequence number assigned to a miscellaneous or service
item.

Line. The relative position number of this item on the purchase order.
UM (unit of measure). The unit of measure for this item.

Unit price. The unit price for this item.

Quantity. The quantity of this item to be ordered.

Due. The due date to stock, or the latest date the item is due in stock, if this is a
blanket item.

Dock (date due to dock). The date this item is due at the dock.
Follow-up. The date when follow-up action should be taken.

Promise (date promised). The date the item was promised to be delivered. This
date can be changed only with a VA transaction.

Planner. The planner number associated with each item.

Receipt required. Y indicates an inventory transaction receipt is required before
invoicing can be processed.

Maintain debit memos. Y indicates debit memos are on the item.

Generate routings. Y indicates this item allows receiving routings generated.
Engineering drawing. The engineering drawing number from the Item Master file.
Add/Review item comments. Y indicates comments exist.

Lead times. The lead times from the Item Balance file appear:
Vendor: The vendor-quoted number of days between release of the order and
delivery to dock.

Dock/stock (dock to stock): The number of days between delivery to dock and
receipt of the item in stock.
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Safety: The number of days allocated for unexpected delays.
Country of origin. The code for the country where this item originates.
Vendor catalog. The vendor's catalog number for this item.
Item descr (item description). The item description from the Item Master file.

Quote (quotation number). The quotation number for this item appears from the
Contract master file, and is used for price/level breaks.

Use quote descr (print extended quotation description). Y indicates the extended
quotation description is printed on the purchase order instead of the item’s extended
item description, if any.

Rsch code (reschedule code). Code used to indicate whether or not an individual
manufacturing order or purchase order line item can be rescheduled automatically by
the system.

Default to item reschedule code. This is the default.
Cannot be rescheduled automatically

Can be scheduled out

Can be scheduled in

Can be scheduled both out and in

AWOWN=O

Reference (reference number). The reference number contained on the requisition
for this item.

Job (customer job number). If a requisition that contains a job number was used to
create the purchase order for the item, that number appears here.

Account (account number)[?]. The material expense account number to be
charged during invoicing for this item with its associated cost. If a requisition
containing an account number was used, that account number appears. Otherwise,
the account number from the ltem Master file appears.

If IFM is installed and interfacing, this field is replaced with Unit and Nature fields.

Dept. (department). The department number associated with this item. If a
requisition containing a department number was used, that department number
appears.

Tax % (tax percentage). The expected tax percentage to be printed on the purchase
order for this item. If a contract number was used and a quotation exists for this item,
the tax percentage from the Quotation master file appears.



AM6M10, option 4

Contents Index Page 3-147

The next three fields appear only for MRO items if the Maintenance Management
System (MMS) is interfacing.

Work order. The number of the work order that originated in MMS.

Task. This field identifies a step on the work order. It represents the task to charge
field, not the task sequence number.

Cost code. The cost category that MMS uses to accumulate a particular cost
associated with this work order or item. It is used only for non-stores and service
items in MMS. For stores items, it does not appear.
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AM65B04—Purchase Order Entry/Edit (Release Detail)

Use this panel to view release detail when you are reopening or completing a
purchase order, or when recording a vendor acceptance.

This panel appears when you select a release and type 5 in the Option field on the
Purchase Order Reopen/Complete panel (AM65B01) or the Purchase Order Vendor
Accept panel (AM65B02).

4 )

Date **/**/** Purchase Order Entry/Edit FRe - AM65B04 **
Release Detail

Order  Currency ID *** WH Item *MRO* Req Contr Release Seq Line
UM  Unit price Quantity Due date Dock date
------ Lead times --------
Generate routings * Vendor Dock/Stock Safety
Add release comments * FRER W W w

*kk

Override ship-to Address format *

Name

Address 1
Address 2
Address 3
City

State ** Postal ********** Country ***
Contact Telephone

Fkkkkk Rk hkkkkkkkkkkk

F9=Alternate currency F12=Return

- J

What to do

Pressing Enter causes the next selection to appear until there are no more selections.

Function keys

F9=Alternate currency lets you toggle between local, trading, and order alternate
currency if you are using multi-currency. If the alternate currency equals the trading
currency, only trading and local currency will be displayed.

F12=Return returns to the panel where you started.

Fields

Order. The number of the purchase order for this item.

Currency ID. The currency identification and description for this record. This field is
blank if this record is in your national currency. This field appears only if multi-currency
processing is active.

WH (warehouse). The number of the warehouse where the item is stored.
Item. The number of this item.

*MRO*. This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.
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Req (requisition number). The requisition number associated with this item.

Contr (contract number). The contract number associated with a specific vendor
contract for this item.

Release. Y appears if this is a blanket release.

Seq. (sequence). The sequence number assigned to a miscellaneous or service
item.

Line. The relative position number of this item on the purchase order.

UM (unit of measure). The unit of measure for this item.

Unit price. The unit price for this item.

Quantity. The quantity of this item to be ordered.

Due date. The latest date the item is due in stock.

Dock date. The date this item is due at the dock.

Maintain debit memos. Y indicates debit memos are on the release.
Generate routings. Y indicates this item allows receiving routings generated.
Add release comments. Y indicates comments exist.

Lead times. The lead times from the ltem Balance file appear:

Vendor. The vendor-quoted number of days between release of the order and
delivery to dock.

Dock/stock (dock to stock): The number of days between delivery to dock and
receipt of the item in stock.

Safety: The number of days allocated for unexpected delays.
The following fields appear only if the vendor allows multiple ship-to addresses.

Override ship-to. The number that corresponds to the name and address where the
vendor will ship this release of this purchase order.
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Address format. The address format selected for the vendor with whom this
purchase order is being placed. Formats 0 and 1 display the same on the panel.
However, when the PO is printed, format 1 prints in the format shown in the table.The

three formats available are:

Format 0 Format 1 Format 2
Name Name Name
Address 1 Address 1 Address 1
Address 2 Address 2 Address 2
Address 3 Address 3 Address 3
City Country Postal City Address 4
State Postal Country State Address 5

NAME. The name of the Ship-to addressee.

Address 1, 2, 3, 4, and 5, City, State, Postal, Country. The address, postal code,
and country of the Ship-to addressee. What lines you see depends on the address

format selected.

Contact and Telephone (override ship-to contact). The name and telephone
number of the person at the Ship-to address that the vendor should contact on

matters concerning the shipment of this release.
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AM64F1—Approval Request (Requisition or Purchase Order)

Use this panel to request approval for a requisition or purchase order requiring
approval that you are not authorized to give, to submit a special approval request for a
purchase order, or to change information about the approval request.

This panel appears if requisitions or purchase orders are being approved and you
have completed the entry and pressed F19 or F24 and further approval is required. If
further approval is not required, you will be returned to the appropriate Entry/Edit
panel with a message noting the approval status.

This panel also appears when you select option 8 on the Purchase Order Entry/Edit
Select panel. The title indicates whether this is a Requisition Entry/Edit or Purchase
Order Entry/Edit Approval Request.

4 )

Date **/x%/x* ok ok ok ok ok ok ok ok ok kK kK K K Kk AM64F1 *%

Approval Request

Type information; press Enter.

Document type . . . . . . . : k¥%*
Document ID . . . . . . . . 1 R¥¥kkkxak
Approval requested amount . : nnnnnnnnn.nnnn
Last approved amount . . . :  RkEkkkkkkk kkkk
Approval route code . . . . ? aaaaaaalAll
Next approver . . . . . . . ? aaaaaaalAlol
Approval priority . . . . . ? aA3

F5=Refresh Fl0=Approval comments

F1l=Do not request approval Fl2=Return to entry/edit

o /

What to do

» To begin the approval process, enter the information and press Enter. The
approval request is submitted, and you are returned to the appropriate Select
panel.

Function keys
F5=Refresh causes the panel to appear as it was first displayed without your entries.

F10=Approval comments causes the Text Editor panel in the MMS Approval
application to appear so you can enter information for use by the document
approvers.

F11=Do not request approval causes the approval process to be suspended
pending further expected maintenance. The requisition or purchase order is marked
with a status code of 8 or 9, and you are returned to the appropriate Select panel so
you can continue with another requisition or purchase order.
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F12=Return to entry/edit causes the appropriate Entry/Edit panel to appear so that
you can make further changes or additions to this purchase order before submitting
the approval request. This function key appears only during Enter/Edit Purchase
Orders.

Fields

Document type. A code identifying the document in the MMS Approval application.
MRAQ identifies a XA requisition. MPO identifies a XA purchase order.

Document ID. The requisition or purchase order number.

Approval requested amount. Normally, the total amount of the requisition or
purchase order.

If you are re-approving a previously approved PO and Yes was answered to the
“Purchase order re-approval value override” option in the Purchasing Control file, you
can change the amount to an amount not less that the amount added to the PO nor
more than total amount of the PO.

If this is a PO special approval request, this field displays zero, and you must enter
the requested amount.

Last approved amount. The amount last approved for this PO. This field does not
appear for a requisition.

Approval route code. The default approval route code as defined in either the MMS
Approval application or in the Purchasing Control file. You can type ? in this field to
see valid choices. Security settings in the MMS Approval application determine if you
can change this field.

Next approver. The next approver on the default approval route who will receive the
request for approval of this document. You can type ? in this field to see valid choices.
Security settings in the MMS Approval application determine if you can change this
field.

Approval priority. The priority you want to set for this approval request. You can type
? in this field to see valid choices.



AM6M10, option 5

Contents

Index

Page 3-153

Option 5. Enter/Edit Purchase Order\Operations (AM6M10)

Use this option anytime you need to add an operation to the Purchase Order
Operations file, or to change or delete an operation already in the file.

Use the Enter/Edit Purchase Order Operations option to modify routings. Once a
standard routing has been assigned to a given item on an order via Purchase Order
Entry/Edit, you can make changes to that routing to accommodate special conditions.
For example, if an item is being ordered from a vendor for the first time, an additional
inspection step can be required. The standard routing for the item can be assigned as
usual and the inspection step added through this option. Even if Product Data
Management is not installed and interfacing, you can create your own set of
operations for an individual purchase order item.

What information you need: Valid purchase order, item, sequence, warehouse,
release, and operation sequence numbers.

What reports are printed: Enter/Edit Purchase Order Operations (AM64H).

The basic steps for performing this task follow each panel.
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AM64H1—Purchase Order Operations—Entry/Edit (Select)

Use this panel to select the purchase order and item whose operations you want to
enter or edit.

This panel appears when you select option 5 on the Purchase Order Processing
menu (AM6M10).

4 )

Date *x /%% /xx Purchase Order Operations Select AM64H1 *x
Entry/Edit
Order P aaaah6
Item aaaaaaaaaaaaAl’
Sequence nnn
Warehouse aA3
Release no. nnnn
Operation sequence aah4
Action code <A,C,D> A

Last Updated
Order no xx*kxx Ttem *hx*kkxkkkkkkhkxk Oper seq **xx

F24=Status

- J

What to do

To add, change, or delete an operation in the Purchase Order Operations file, type the
information requested and type A, C, or D in the Action code field. Press Enter and
go to panel AM64H2 (add and change) or AM64H3 (delete).

Function keys

F24=Status causes the Purchase Order Operations-Entry/Edit (Status) panel
(AM64H4) to appear. The panel shows the session status or allows you to end the job.

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order [?]. Required. Type the purchase order number for the operation you want to
maintain.

Item [?]. Required. Type the item number for the operation you want to maintain.
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If the Maintenance Management System (MMS) is interfacing, you can maintain
routings for MRO items. You can do a master file search on production items, MRO
items, or both.

Sequence. Required. Type the item sequence number if you are maintaining
operations for a miscellaneous item that appears more than once on the purchase
order.

Warehouse. Required. Type the warehouse number for the purchase order item.

Release no. Type the number assigned to the individual release of an item on a
blanket purchase order.

Operation sequence. Required. Type the operation sequence code for the operation
detail you want to maintain.
Action code <A,C,D>. Required. Type one of the following action codes:

A Add an operation
C Change an existing operation
D Delete an existing operation.

Last updated. The order, item and sequence number that were last updated appear.
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AM64H2—Purchase Order Operations—Entry/Edit (Add/Change)

Use this panel in Add mode to review the fields you entered on the Select panel
(AM64H1) and add information to the remaining fields. In this way, you can type an
entire operation sequence in addition to those appearing on the standard routing. Or,
if you did not have a standard routing, you can create operations for a purchase order
now.

Use this panel in Change mode to review the fields entered on the Select panel
(AM64H1) and make changes to the fields shown. In this way, you can modify a
standard routing to accommodate specific requirements, or make changes to a
previously entered purchase order routing.

This panel appears when you select action code A or C on the Purchase Order
Operations- Entry/Edit (Select) panel (AM64H1).

4 )

Date % /%% /%% Purchase Order Operations Change AM64H2  **
Entry/Edit
*MRO*
Order ******% Ttem *x*k**xxkkk**xx** Geq *** Warehouse ***
Release no. x*** Op sequence ****
Operation description aaaaaaaaaaaaaaaaalA20
Scheduled start date nn/nn/nn Facility ID aaaAs
Scheduled completion nn/nn/nn Routing trans code A2
Std setup labor time nnn.nn Time basis code A
Std labor time/unit nnnnn.nn Tool aaaal6
Process sheet no. aaaaA6
Move time in days nn.nn Print flag <Y/N> A
Fl8=Refresh Fl9=Select F24=Status

. )

What to do

To add or change the operation, type the information you need and press Enter.
Function keys

F18=Refresh clears the data you have entered and shows you the panel as it
originally appeared.

F19=Select returns you to the Purchase Order Operations Entry/Edit (Select) panel
(AMB4H1).

F24=Status causes the Purchase Order Operations- Entry/Edit (Status) panel
(AM64H4) to appear. The panel shows the session status and allows you to end the
job.
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Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Order. The order number for this item.
Item [?]. The item number for the operation you want to maintain.

*MRO* . This field appears only if the Maintenance Management System (MMS) is
interfacing and indicates that this is a spare part item or a maintenance service.

Seq (item sequence number). The operations for a miscellaneous item that appears
more than once on the purchase order.

Warehouse. The warehouse number for the purchase order item.

Release no. The number assigned to the individual release of an item on a blanket
purchase order.

Op sequence. The operation sequence code for the operation detail you want to
maintain.

Operation description. Type a description of the individual operation.
Scheduled start date. Type the date work is planned to start for this operation.

Facility ID [?]. Type the code that identifies the facility within a department that is
responsible for performing the operation. If the Facility file exists, and you enter a
value, it must be a valid ID.

Scheduled completion. Type the date that work is planned to be completed for this
operation.

Routing trans code (routing transaction code). Type one of the following:

VA Vendor accept. The vendor has accepted the terms of the purchase order.
RD Receipt to dock. The item has been received at the dock without a count.
RI Receipt to inspection. The item has been received in inspection.

RP Receipt to stock. The item has been received into stock without a count.

PQ Purchasing Quality Control. The item has been inspected (for inspect-on-
receipt items). You must type an RP routing transaction code to actually place
the item in inventory. This code is not allowed for a Maintenance, Repair, and
Overhaul (MRO) item.

Std setup labor time (standard setup labor time). Type the number of hours
required for machine setup for the operation.
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Time basis code. Type the code that relates the standard operation run unit time
fields to the expected operation quantities and develops the standard operation run
labor hours, run machine hours, and run labor costs for outside transactions.

Type one of the following:

blank Hours per unit

Cost per piece (for outside operations)
Hours per lot

Minutes per piece

Pieces per hour

Hours per 10 units

Hours per 100 units

Hours per 1000 units

Hours per 10000 units.

AWN=_TZIO

Std labor time/unit (standard labor time/unit). Type the specified labor time
required per unit. This value is adjusted according to the Time Basis Code to develop
labor costs for an operation.

Tool. Type the code that indicates if a specified tool or list of tools is required for the
operation.

Process sheet no. Type a process sheet code indicating if this item requires
additional documentation to describe the manufacturing operation to be performed.
This field is stored in the Routing file.

Move time in days. The time required to move an item from the previous operation to
this operation.

Print flag <Y/N>. Type Y to cause this operation to print on travellers.
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AM64H3—Purchase Order Operations—Entry/Edit (Delete)

Use this panel to delete operation details.

This panel appears when you select action code D from the Purchase Order
Operations—Entry/Edit (Select) panel (AM64H1).

4 )

Date **/**/x% Purchase Order Operations Delete AM64H3 *x*
Entry/Edit
*MRO*
Order ******% Ttem *x*k**xxxk*k**xx** Geq *** Warehouse ***
Release no. **** Op sequence ****
Operation description Kook ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok ok Kk K
Scheduled start date *k [xk [hx Work center ID * ok ko
Scheduled completion *k [ kKk [ kK Routing trans code **
Std setup labor time *kk | kok Time basis code *
Std labor time/unit FRKKK kK Tool LR
Process sheet no. kx*x*x
Move time in days dk ko Print flag *

**% Press Enter to delete **x*
Fl9=Select F24=Status

o /

What to do

To delete the operation, check the panel to make sure that this is the record you want
to delete and press Enter.

Function keys

F19=Select returns you to the Purchase Order Operations Entry/Edit (Select) panel
(AMB4H1).

F24=Status causes the Purchase Order Operations--Entry/Edit (Status) panel
(AM64H4) to appear. The panel shows the session status of the purchase order
processing session.

Fields

The fields on this panel cannot be changed. See “AM6DH2—Print Quotation
Requests (Options)” on page 3-32.
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AM64H4—Purchase Order Operations—Entry/Edit (Status)

Use this panel to view the session status or to end the job.

This panel appears when you use F24 from any of the Purchase Order Operations—
Entry/Edit displays.

4 )

Date ** /%% /%% Purchase Order Operations Status AM64H4  **
Entry/Edit

Session status

Records added *ok ok kok ok k Records deleted *ok ok Kk Kk
Records changed KK KKK
F24=Exit

- /

What to do

» To return to the previous display, press Enter.

» To end the session, use F24. The Purchase Order Operations Entry/Edit Report is
scheduled for printing.

Function keys

F24=Exit ends the entry/edit session and shows you the Purchase Order Processing
menu (AM6M10). The Purchase Order Operations report (AM64H) is printed.

Fields

Session status.

Records added: The number of records added during this session
Records deleted: The number of records deleted during this session

Records changed: The number of records changed during this session.
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Option 6. Print Purchase Orders (AM6M10)

Use this option anytime you need to print an individual purchase order, a group of
purchase orders, daily shipping schedules, or all cancelled orders.

You can print a single purchase order or a range of orders by selecting one of the
following print options:

* Option 1 Unprinted Purchase Orders
» Option 2 Unprinted Revisions

» Option 3 Unprinted Orders and Revisions

» Option 4 Unprinted Cancelled Purchase Orders

* Purchase Orders from __to __ (range).

You can type in a buyer number or range of buyer numbers, and a warehouse number
(for multiple warehouse systems), to limit the range of purchase orders that are
printed. In addition, you can enter up to three standard message numbers or type in a
message to be printed on the selected orders.

Once the print selections are made, the selected orders are sent to the print spool and
automatically held until you are ready to print or transmit them. Purchase orders will
be printed or transmitted as EDI documents based on the media flags that have been
set up for the vendor (print, EDI, or both). The hold time in the print spool allows time
to change to the special print forms used for POs. Ask your system operator to
release the POs from the spool file and load the special forms when you are ready to
print them.

If the PO was selected to be printed in alternate currency, amounts will be converted
to the alternate currency and printed on the PO and the currency description shows
the alternate currency. If the trading currency and the alternate currency are different,
an additional total line prints on the PO in the currency that is not being used on the
PO.

At time of printing, some additional choices are available:

* You can choose to have items and releases that are received complete printed.
Normally, these are not printed on a PO, but you can include them if you want.

* You can choose whether or not cancelled items and releases are to be printed on
the order.

* You have the option to print blanket items on the order, even if they have no
releases. If you select YES and a blanket item is encountered that has no
releases, the order header and item detail records print along with a message that
there are no open releases. If you select NO, the order header still prints, but it
does not contain the item detail record. If there are no valid items or blanket
releases on the order, a message is printed at the bottom of the order and on the
error report so you will know not to send the order to the vendor.

Purchase orders containing no item detail records will not print. Instead, error
message E AM-7580 NO ITEMS FOUND FOR THIS ORDER will print on the
Purchase Order Print Error Report (AM64M).

With EC or EDI interfacing. Any purchase orders for vendors with whom you have
set up an active trading partner record in EC or EDI/400 are sent electronically. If
there is no active trading partner record for a given vendor, the purchase order is
printed normally.
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With approval processing active. Only approved PO amounts will be printed. If no
part of the order is approved (status 6 or 9), the order will not be printed. If there are
preapproved items or if the order is partially approved (status 4 or 8), the approved
part of the order will be printed.

Print formats. Four formats are available for use with preprinted PO forms. Formats 0
and 1 use 9 x 11 paper size and 10 characters per inch. Formats 2 and 3 use 8.5 x 11
paper size and 12 characters per inch. Formats 0 and 2 print the PO number in the
upper left corner, while formats 1 and 3 place the PO number in the upper right corner
to allow your logo to be placed in the upper left. Specify the PO form type you are
using through Purchasing Control File maintenance.

Printing revised lines only. You can activate a feature that allows you to print/
transmit only revised lines when you use options 2, 3, or 5 on the Print Purchase
Orders panel. To use this feature, respond Yes to the question, Include only revised
lines on PO revisions in the Purchasing Control file. The system distinguishes
between changes and revisions. Only revisions made using the Revise option on the
Purchase Order Entry/Edit Selection panel are considered by this feature. When you
print revisions only, the total on the order reflects the total of only the information that
was printed.

Printing Daily Shipping Schedules. When you use the options on this panel, any
purchase order that is coded as a daily shipping schedule is included. The POs will
print or generate an 862 EDI transaction depending on how the vendor’s media flags
are set. A separate 862 is created for each PO defined as a daily shipping schedule.
See Chapter 2, “Managing Purchasing” for more information.

What information you need:

» The purchase order forms for the printer. Be sure you
have specified in the Purchasing Control file which
format (0-3) you want to use.

» Beginning and ending buyer numbers or warehouse
number, if you do not want to print all purchase orders

» The standard message numbers for any standard
messages that you want to print on the purchase orders

* Any non-standard message that you want to print on the
purchase orders.

What reports are printed:

» Purchase Order Print Error Listing (AM64M)
» Purchase orders.
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AM64L1—Print Purchase Orders (Options)

Use this panel to select options for printing purchase orders and daily shipping
schedules. See “Option 6. Print Purchase Orders (AM6M10)” on page 3-161 for
details of the features that are available when you print purchase orders.

This panel appears when you select option 6 on the Purchase Order Processing
menu (AM6M10).

4 )

Date ** /%% /%% Print Purchase Orders Options AM64L1  **

All unprinted purchase orders

All unprinted revisions

All unprinted orders and revisions

All unprinted cancelled purchase orders
Purchase orders from P aaaaA6 to P aaaalAé6

uds wN

Buyer range . . . . . . . . . aaaA5 to aaaA5
Warehouse . . . . . . . . . . aA3
Enter standard message numbers aaaAb aaaA5 aaaAb

or enter message to print

aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaardo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaardo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaalrdo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaardo
aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaardo

Include the following <Y/N> . A Items/releases received complete
A Blanket items with no releases
A Cancelled items/releases

F24 Cancel the job

. /

What to do

» To print all unprinted purchase orders, type 1 in the Select print option field.
Type in any additional information you need and press Enter. The Purchase
Order Print Error Listing and the purchase orders are scheduled for printing. The
Purchase Order Processing menu appears again.

 To print all unprinted revisions, type 2 in the Select print option field. Type in any
additional information you need and press Enter. The Purchase Order Print Error
Listing and the purchase orders are scheduled for printing. The Purchase Order
Processing menu appears again.

» To print all unprinted purchase orders and revisions, type 3 in the Select print
option field. Type in any additional information you need and press Enter. The
Purchase Order Print Error Listing and the purchase orders are scheduled for
printing. The Purchase Order Processing menu appears again.

» To print all unprinted cancelled purchase orders, type 4 in the Select print option
field and press Enter. The Purchase Order Print Error Listing and the purchase
orders are scheduled for printing.

» To print one or a range of purchase orders, type 5 in the Select print option field.
The From and To fields default initially to blank. For a single PO, type the PO
number in the From field and leave the To field blank. To print a range of purchase
orders, type the beginning and ending order numbers in the Purchase Orders
from/to fields.



AM6M10, option 6

Contents

Index

Page 3-164

» Type in any standard message numbers or other message you need and press
Enter. The Purchase Order Print Error Listing and the purchase orders are
scheduled for printing.

When you press Enter after selecting an option, the selected purchase orders are
sent to the printer with a Hold status. They remain on hold until you release them,
allowing time for the forms to be changed.

Function keys

F24=Cancel the job cancels the purchase order print session and shows you the
Purchase Order Processing menu (AM6M10).

Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

Select print option. Required. Type in one of the following option numbers:

1 All unprinted purchase orders. Select this option to print all purchase orders
that do not have a hold code assigned and have never been printed.

2 All unprinted revisions. Select this option to print all revisions that do not have
a hold code assigned and have never been printed.

3 All unprinted orders and revisions. Select this option to print all purchase
orders and revisions that do not have a hold code assigned and have never
been printed.

4 All unprinted cancelled purchase orders. Select this option to print all
purchase orders that have been cancelled and have never been printed.

5 Purchase orders from/to. Select this option to print one or a range of
purchase orders. To print a range of purchase orders, enter the beginning and
ending order numbers in the From and To fields. To print a single PO, enter
the PO number in the From field and leave the To field blank.

Buyer range from/to (buyer number range) [?]. Type in the buyer number range
for the purchase orders you want to print.

If you enter 99999 in the To field, all buyer numbers starting with the From number to
the last number in the file are used for the report.

If you leave the From field blank and enter 99999 in the To field, all buyer numbers are
used for the report.

If you enter a buyer number in the From field and leave the To field blank, only the
specified buyer number is used for the report.

This field is not used if you are printing a single purchase order.

Warehouse [?]. Type in the warehouse number. Only orders from that warehouse are
printed. If you leave this field blank, purchase orders for the XA default warehouse are
printed.
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Enter standard message numbers [?]. Type in the numbers that correspond to the
messages you want to print. Up to three standard messages from the Standard
Message file print on the purchase order.

Or enter message to print. Type in a message up to 200 characters that you want to
print on the purchase order.

Note: Use either the standard messages or message text. If you enter both, only the
standard messages print. When you have typed in a message, you must use blanks
to erase the message before printing other purchase orders; otherwise it continues to
print.

Include the following <Y/N>. Accept the default or type an entry in the following
three fields.

Items/releases received complete: Type Y if you want to include items/releases
received complete on the PO. The default is N.

Blanket items with no releases: Type Y if you want to print blanket items that have
no releases on the PO. If an order has only blanket items with no releases defined
and you type N, the order header prints but no item detail prints. You will get a
message on the order and on the error report that no detail was printed. If you type Y,
the order header and item detail print with a message that no releases exist. The
default is N.

Cancelled items/releases: Type Y to print cancelled items on the PO. Type N to omit
cancelled items/releases from printing. The defaultis Y.
How the print controls relate.

1. If your answer to the Include only revised lines on PO revisions in PURCTL is
Y, the print controls you select here override the PURCTL option.

2. An item or release is considered Received complete if one of the following
conditions exist:

a. The status of the item or release is 50 (Received complete)

b. The status of the item or release is 40 (Partial) but the quantity ordered
equals the received quantity. This occurs when the item or release is
reopened but the order quantity has not been increased.

3. Blanket items are considered to have no releases if either of the following
conditions exist:

a. Releases have not been added yet to the blanket
b. Releases exist for the blanket, but all are cancelled.

4. If all releases for a blanket are cancelled, and if you answer Y to Print blanket
items with no releases and N to Print cancelled items/releases, only the
blanket item, not its releases, is printed.
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Option 7. Print Debit Memos (AM6M10)

Use this option anytime you need to print all debit memos that have not been printed
previously or those which have been revised through maintenance.

This option allows you to print all debit memos that have not been printed previously
or those which have been revised through Purchase Order Entry/Edit. It is followed by
an error listing report to use as an audit trail.

If the debit memo was selected to be printed in alternate currency, amounts will be
converted to the alternate currency and printed on the debit memo and the currency
description shows the alternate currency. If the trading currency and the alternate
currency are different, an additional total line prints on the debit memo in the currency
that is not being used on the debit memao.

See the Inventory Management User’s Guide for more information about the
Purchase Return to Vendor (VR) transaction, which is the process that creates debit
memos.

What information you need: None.
What reports are printed:
» Debit memos
» Debit Memo Print Error Listing (AM6S61).

The basic steps for performing this task follow each panel.
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AMG6SL1—Print Debit Memos (Options)

Use this panel to select options for printing debit memos.

This panel appears when you select option 7 on the Purchase Order Processing
menu (AM6M10).

4 )

Date ** /%% /%% Print Debit Memos Options AM6SL1 **

Select print option: n
1 All unprinted debit memos
2 All unprinted revisions
3 All unprinted debit memos and revisions

4 Single debit memo D aaaaaaaA9

F24=Exit

o )

What to do

» To print all unprinted debit memos, type 1 in the Select print option field. The
debit memos and Debit Memo Print Error Listing are scheduled for printing.

» To print all unprinted revisions, type 2 in the Select print option field. The debit
memos and Debit Memo Print Error Listing are scheduled for printing.

» To print all unprinted debit memos and revisions, type 3 in the Select print option
field. The debit memos and revisions and the Debit Memo Print Error Listing are
scheduled for printing.

» To print a single debit memo, type 4 in the Select print option field and type the
debit memo number in the Single debit memo field. The debit memo and the Debit
Memo Print Error Listing are scheduled for printing.

When you press Enter after selecting option 1, 2, or 3, the selected debit memos are
sent to the printer with a Hold status. They remain on hold until you release them,
allowing time for the forms to be changed.

When you select option 4, the single debit memo is sent to the printer with a Hold
status and the panel appears again.

Function keys

F24=EXxit cancels the debit memo print session and shows you the Purchase Order
Processing menu (AM6M10).
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Fields

Select print option. Required. Type in one of the following option numbers:

1 All unprinted debit memos. Select this option to print all debit memos that
have never been printed.

2 All unprinted revisions. Select this option to print all revisions that have not
been printed.

3 All unprinted debit memos and revisions. Select this option to print all debit
memos and revisions that have not been printed.

4 Single debit memo. Select this option to print a single debit memo and type in
the number of the individual debit memo you want to print.

Note: After you enter a number and press Enter, a message appears if this debit
memo has already been printed. You can press Enter to print it again.
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Option 8. Print Travellers (AM6M10)

Use this option anytime you need to print a Dock to Stock Traveller.

Use this option to print Dock to Stock Travellers that identify and track the various
operational steps for a purchased item on a particular purchase order. Travellers can
print for an individual purchase order or a group of orders. For a group of orders, you
can specify the report to include all orders due to arrive at dock within X number of
days from the run date. All previously unprinted travellers due on the dock within that
number of days are printed.

To print an individual traveller, you must enter the purchase order number, the item,
the sequence number, and the warehouse code. When you press Enter, the traveller
is scheduled for printing. Travellers are printed only for orders that have routings
assigned to them.

Travellers will not be printed if approval processing is active and this is not a pre-
approved item, and the purchase order has not been approved.

What information you need: The number of days from run date, if you are printing
multiple travellers, to define the range of dock due dates to
include.

What reports are printed: Dock to Stock Traveller (AM63H).

The basic steps for performing this task follow each panel.
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AM63B1—Print Travellers (Options)

Use this panel to select the travellers you want to print.

This panel appears when you select option 8 on the Purchase Order Processing
menu (AM6M10).

4 )

Date **%/x% /%% Print Travellers Options AM63B1  **

Select option: n
1 All unprinted, due within "X" days
2 Individual traveller

Enter traveller numbers:

Number of days nnn

Purchase order P aaaal6

Item aaaaaaaaaaaalls
Sequence number nnn

Warehouse aA3

Release number nnnn

Quantity nnnnnnn.nnn

F24=Cancel

o /

What to do

» To print all unprinted travellers, type 1 in the Select option field, and type in the
number of days to consider. Press Enter.

» To print an individual traveller, type 2 in the Select option field, and type in the
purchase order, item, and warehouse numbers. Type in any additional information
you need and press Enter. If the item is not a pre-approved item and approval
has not been given, you receive an error message and the traveller is not printed.

Function keys

F24=Cancel cancels the print traveller session and shows you the Purchase Order
Processing menu (AM6M10) so you can select another activity.

Fields

Select option. Required. Type in one of the following codes to select the travellers
you want to print:

1 To specify that the report should include all orders due to arrive at dock within
a number of days you specify from the run date. All previously unprinted
travellers due on the dock within that number of days are printed, except
those with a quantity of zero.

2 To print a traveller for a specific purchase order.
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Enter traveller numbers. The following field is for option 1 only:

Number of days: Type in the number of days from the run date to define the
range of dock due dates you want to include.

The following fields are for option 2 only:

Purchase order: Type in the number of the purchase order for which this traveller
is required.

Item: The specific item on the purchase order for which this traveller is required.
Sequence number: Type in the sequence number for this item.
Warehouse: Type in the warehouse code for this item.

Release number: Type in the specific release for which this traveller is required,
if this item has blanket releases.

Quantity: Type in the quantity that is to be received.
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Option 9. Purchase Order Closeout Selection (AM6M10)

Use this option anytime you need to select purchase orders for closeout.

Purchase orders are selected by the purchase order number. All items for that order
number are closed if the status code is consistent with the action code entered (see
“AMI4S1—Order Closeout—Selection—Purchase/Manufacture”.)

Note: Before you select orders for closeout:

* If you are selecting any cancelled orders for closeout, make sure you have
cancelled these orders using option 4 on the Purchase Order Entry/Edit Order
Selection panel or F21 on the Entry/Edit panels.

« If you are selecting any completed orders for closeout, make sure the orders have
an order status of 50. If they do not, the entire order quantity has not yet been
reported as received to stock. To do this, enter a receipt to stock transaction using
Inventory Management Transaction Entry or complete the order using option 7 on
the Purchase Order Entry/Edit Order Selection panel.

After you select orders for closeout, be sure to purge these orders from the files using
option 10 (Purchase Order Closeout Report and Purge) on the Purchase Order
Processing menu.

Purchase orders can be selected for closeout at the date of last activity. All orders
having a last activity date prior to the date entered are marked for closeout if they are
complete. Any orders cancelled during file maintenance can be specified to be
automatically selected for closeout.

Note: When Purchasing is installed and interfacing with Inventory Management,
manufacturing orders can be selected only from Inventory Management and purchase
orders can be selected only from Purchasing.

When you choose this option, the Order Closeout Selection panel (AMI4S1) appears
so you can enter the order numbers for those orders you want to close and purge
from your operation. From panel AMI4S1, you choose which type of close to use
based on the status of the purchase order. When the orders are selected for close,
they are set to a status code of 60.

A normal close is used for an order that has had all required activity posted against it.
This means that all material has been received complete, against all line items and
blanket releases, if applicable, and that the order has been completely invoiced. This
activity puts the order at a status of 50 signifying that a normal close can be run. The
Accounts Payable application does not have to be installed and interfacing to perform
the invoice matching procedure that updates the order to a status of 50. If the
Purchasing invoicing procedures are not run, the purchase orders must be force-
closed. If you selected not to process invoices, the complete order status becomes a
40 and you can process a normal close.

Orders can be force-closed any time after they have a status code of 20 or higher. For
example, a purchase order with multiple line items can be completed for all but one
line item that is out of stock at the supplier. Even though this order is not complete,
you can remove it from the application and open a new purchase order for the
remaining item. If forced-closed 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 performance
analysis?” In any case, any order more than 50% over or under the average order
quantity for the item is not considered for any vendor performance analysis.
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An order can be cancelled when it has a status code of 10 or 20. This status code
indicates that, although the order has been released, there have been no receipts or
invoices against it. To remove a cancelled order from the application, you must select
the order for closeout and purge. Note that orders can be cancelled or reactivated
only through Purchase Order Entry/Edit.

If you have selected an order for closeout in error, you can reverse the closeout
selection if the order has not been purged. Simply indicate the order number and
choose an action code of R on panel AMI4S1.

If approval processing is active for purchase orders and you select a partially
approved PO to be closed, a message appears to inform you that the approval is not
completed and that the approval request will be removed from the approval process
during the purge process.

Approval history can be purged independently of purchase orders. If approval
processing is active for purchase orders, you should not purge approval history until
you are sure the associated purchase orders are approved.

If you have a large number of orders that are ready for close, you can use panel
AMI4S2 to select a range of orders for close. The range can include all cancelled
orders and/or all completed (status code is 50) orders having a last activity as of a
certain date. Even after you have selected a range of orders for close, you can return
to the individual selection panel (AMI4S1) to reverse individual orders to keep them
open for further processing.

Note: A purchase order can be selected and purged only once per close date.
When the same purchase order is individually selected again for purge with the same
close date, an error message is issued. If purchase orders are selected by last activity
date, the purchase order is not selected for purge.

The Order Closeout Audit List prints if you select option 7 from the Reports menu
(AM6M40). This report provides a detailed picture of the history of the order.
Information on the report includes:

» Actual receipt dates compared to promised date

» Descriptive information about the quantities received versus the quantities
ordered, including any comments generated for the order

* Invoicing detail information.

If the order contained blanket or drop ship releases, the detail for each release prints.
If receiving routings were used for the order, the results of each operation also print on
the report. Print this report to provide hard copy history of vendor details of each
order. Although most of the information on this report is stored in the Purchase Order
History file, this is the last time that detailed information is printed for the orders being
closed. Each time this report is selected, it includes all orders selected for close but
not yet purged.
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What information you need:

» The order numbers you are selecting for closeout, if you
are selecting individual orders for closeout

» The cut-off date you want to use, if you are selecting a
range of orders for closeout.

What reports are printed: One or more of the following reports is printed, depending
on the options you select during Order Closeout Selection:

» Order Closeout by Selection (AMI4P1)
» Orders Re-opened Audit List (AMI4P2)
» Order Closeout by Date Audit List (AMI4P3).

The basic steps for performing this task follow each panel.
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AMI4S1—Order Closeout-Selection—Purchase/Manufacture

Use this display to select purchase or manufacturing orders to be closed. The
following chart shows the requirements, by action code, for closeout selection:

PC&C Order

Action Order Type Interface  Status
C (normal close) Purchase 50
Manufacturing No 45
Yes 55
F (force close) Manufacturing 40 or above
Purchase Any
X (close canceled order) Both 99

Action code R reverses the selection (the order must not have been purged).

The manufacturing order status codes (OSTAT) are defined as follows.
10 Released, but no activity reported.

40 Order started. At least one material, outside operation, labor, machine, or
miscellaneous charges transaction processed.

45 IM material receipt to stock has been reported as complete. PC&C has not
reported the order as complete (outside operations, labor, machine, and
miscellaneous charges).

50 PC&C has reported the order as complete (outside operations, labor,
machine, and miscellaneous charges). IM material receipt to stock has not
been reported as complete.

55 Order complete. Includes all material, outside operations, labor, machine, and
miscellaneous charges.

99 Order canceled, no activity has been reported.

Force closing a manufacturing order with status 40 causes the total allocated quantity
in the ltem Balance record of each of the components to be reduced by the unissued
quantity when you select option 6, Order Closeout Report and Purge, on menu
AMIM40.

Before force closing an order, see “How to resolve special situations” in Chapter 5 of
the Inventory Management User’s Guide for information on how to return unused
components to the stockroom when force closing a manufacturing order.

Individual line items on a purchase order can be selected by entering the order
number, item number, warehouse, and action. An entire purchase order can be
selected by entering only the order number and action. In this case, only the line items
on the order whose status code is consistent with the action are entered for close. A
manufacturing order can be selected by entering the order number and action since
there is only one finished item per manufacturing order.

This display appears when you select option 5 on the IM Order Release and Closeout
menu (AMIM40), option 9 on the PUR Purchase Order Processing menu (AM6M10),
or option 1 on the PC&C Order Closeout menu (AMCMGE0).
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4 )

DATE ** /%% /xx ORDER CLOSEOUT - SELECTION AMI4S1 **
PURCHASE/MANUFACTURE

ORDER NO ITEM NUMBER WH ACTION
aaaaaA’ aaaaaaaaaaaaAls ah3 A

C-NORMAL CLOSE

F-FORCE CLOSE

X-CLOSE CANCELED ORDER
R-REVERSE SELECTION

LAST ORDER CLOSED Kok Kk kK
LAST ORDER ACTION Kk ok ok ok ok ok

FO09 CLOSEOUT BY DATE
F24 END OF JOB

. /

What to do

» To select a purchase order for closeout, type in the order number, item number,
warehouse, and action and press Enter. Display AMI4S1 appears again.

» To select a manufacturing order for closeout, type in the order number and action
and press Enter. Display AMI4S1 appears again.

» To correct a selection made in error, type in the order number and type R in the
ACTION field. Press Enter. Display AMI4S1 appears again.

Function keys

FO09 CLOSEOUT BY DATE causes the Order Closeout by Date display (AMI4S2) to
appear. Use F09 to close orders as a group rather than individually.

F24 END OF JOB, if used before pressing Enter, causes any data entered to be
ignored. When it is selected after pressing Enter, order closeout is concluded, the
orders entered are made available for closeout, and the Order Closeout Selection by
Order Audit List report (AMI4S) is scheduled for printing.

Fields

ORDER NO. Required. Type in the manufacturing or purchase order number to be
closed. When Purchasing is installed and interfacing with IM, the closeout selection of
purchase orders is not allowed through IM. The order is not selected for closeout if an
active transaction exists in the PM&C Collected Transaction file.

ITEM NUMBER. For purchase orders only, type in the number of the purchased item.
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WH (WAREHOUSE). If you have multiple warehouses defined in the Warehouse
Master file and this is a purchase order, type in the code of the warehouse where the
purchased item is stored. If you have only one warehouse, the warehouse defined in
the Warehouse Master file appears in this field and cannot be changed. When
Purchasing is installed, the ITEM NUMBER and WH fields do not appear. Only the
order number is required to select for close.

ACTION. Required. The action to be taken for the order. Type in one of the following
codes:

C Normal close (manufacturing order status = 55 with PC&C interfacing or 45
without PC&C on purchase order status = 40 (received complete) or 50
(received and invoiced complete) or 35 (with warning message))

F Force close (manufacturing order status = 40, 45, or 50 or any purchase order
status can be force closed)

R Reverse selection

X Close canceled order (order status = 99)

Force-closing a manufacturing order with status 40 or 50 causes the total allocated
quantity in the Item Balance record of each of the components to be reduced by the
unissued quantity.

LAST ORDER CLOSED. The order number of the last order closed appears in this
field. This field appears only after you have closed an order.

LAST ORDER ACTION. The action taken (NORMAL, FORCE, CLOSE, or
REVERSE) on the last order appears in this field. This field appears only after you
have closed an order.
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AMI4S2—Order Closeout-By Date—Purchase/Manufacture

Use this display to select a group of purchase or manufacturing orders for closeout.
The order is not selected for closeout if an active transaction exists in the PM&C
Collected Transactions file.

If EPDM is activated, you can specify a site you want to use. If you leave the SITE
field blank, all orders in all sites will be closed for the selected date, if they are at the
proper status.

This display appears when you select FO9 CLOSEOUT BY DATE on display AMI4S1.
All orders completed before the date specified and, optionally, all canceled orders are
selected.

4 )

DATE ** /%% /%% ORDER CLOSEOUT - BY DATE AMI4S2 **
PURCHASE/MANUFACTURE

SITE aA3

ALL COMPLETE ORDERS WITH LAST ACTIVITY DATE BEFORE nnnnnn

ALL CANCELED ORDERS A

F08 CLOSEOUT SELECTION
F20 CANCEL PREVIOUS DATE
F24 END OF JOB

o )

What to do

» To select orders for closeout by date, type in the information requested and press
Enter. Display AMI4S2 appears again.

» To select all canceled orders for closeout, type Y (yes) in the ALL CANCELED
ORDERS field and press Enter. Display AMI4S2 appears again.

Function keys

FO8 CLOSEOUT SELECTION causes the Order Closeout Selection display (AMI14S1)
to appear. When FO08 is selected before pressing Enter, any data entered is ignored.

F20 CANCEL PREVIOUS DATE causes the data previously entered to be deleted.
This function key is used after you press Enter, It permits you to enter a new date to
be used in order closeout.

F24 END OF JOB causes the Order Release and Closeout menu (AMIM40) or the
Purchase Order Processing menu (AM6M10) to appear.
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Fields

[?] appears next to a field name in the following field definitions to identify a field from
which you can begin a master file search.

SITE [?]. Type in a site you want to use if EPDM is activated. If you leave the SITE
field blank, all orders in all production sites will be closed for the selected date. You
cannot specify a simulation site.

ALL COMPLETE ORDERS WITH LAST ACTIVITY DATE BEFORE. Type in a cutoff
date. All completed purchase or manufacturing orders having dates of last activity
before the date entered here are selected for closeout.

If an order is complete and the last activity date is zero (as it will be if the receipt
required flag for all the purchase order items is NO), the order will be selected for
close if the last invoice date is before the date entered. If you type Y to select all
canceled orders in the next field, you do not need a date in this field.

When both Inventory Management and Purchasing are installed, only Inventory
Management can close out manufacturing orders, and only Purchasing can close out
purchase orders.

ALL CANCELED ORDERS. Type in Y (yes) to select all canceled orders for closeout.
Otherwise, type in N (no).
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Option 10. Purchase Order Closeout Report and Purge (AM6M10)

Use this option anytime you need to remove previously selected purchase orders and
purge them from the files.

Note: Before purging the orders, make sure that you have selected one or more
orders for closeout using option 9 (Purchase Order Closeout Selection) on the
Purchase Order Processing menu (AM6M10).

A number of file updates occur when you take the option to close and purge purchase
orders in Purchasing:

» Vendor and buyer statistics are updated in accordance with the formulas

described later in this section. In updating these statistics, the weighting factors
defined during application tailoring determine how much emphasis should be
placed on the latest order in the areas of lead time, quantity delivered, price
difference (expected versus actual), and quality (rejects and returns). The vendor
composite ratings and statistics can be viewed using Vendor Performance Inquiry.
Although a composite buyer performance rating is not shown on reports, the
information is kept in the Buyer Master file for your use. You can view this
information through Buyer Performance inquiry. Vendor performance actuals that
were previously created in POHSTV for completed items and releases is deleted
and recalculated during the purge. This is to ensure that the actuals reflect the
latest status of the closed order.

The Purchase Order History file is loaded with information at order closeout and
purge. 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 entered with a
code of G, and any revisions made to prices, dates, or quantities after the order
was originally printed. Application tailoring questions allow you to choose the
amount of detail written to history.

If MMS is interfacing and the purchase order item is an MRO item, this process
determines if there is any remaining quantity left open on the order. If there is, an
adjustment quantity is sent to MMS so the order quantity in the MMS item
warehouse file can be updated accordingly.

When the close and purge option is selected, the purchase order records are
deleted.

- REQHDF. If requisitions were used to create purchase orders, these records
remain in the application and are automatically deleted when the associated
purchase order is purged.

- POROUT. This file contains the records needed for transaction processing
using receiving routings. These records also remain in the application until
deleted by order closeout.

- OVERRD. This file contains any Bill-to override information either selected by
Warehouse Ship-to ID or manually entered. If there is no Bill-to override, no
record is created in this file for a purchase order.

- OPNPAY. This is the Purchasing invoice file. It contains information when the
Purchasing invoice entry procedures are run. These records are deleted only
if the check has been written for the invoice.

- PURACT. All activity records associated with the order, including requisition
activity, are deleted. A new activity record telling the buyer the PO was closed
is written to PURACT.
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Note: If IFM is installed and interfacing, Purchasing does not delete
invoices automatically. Invoice transactions are deleted using IFM’s archive
process.

Use Purchase Order Closeout and Purge to remove completed purchase orders from
the active files and place the relevant information in the Purchase Order History file.
Purchase Order Master records marked for closeout are deleted from the files, and
associated order detail records are removed from the files when this option is used.
Vendor performance calculations and writing of history data is performed here if you
chose these options during application tailoring. The Purchase Orders Purged Audit
list is printed for all purged purchase orders.

If purchase orders are being approved, and the PO that was selected for closeout is
not fully approved (approval status not 0), any outstanding approval request is
cancelled and the order’s approval status will print on the Purchase Orders Purged
Audit List (AM64J).

* Order closeout reports. The Order Close Acknowledgment prints automatically,
for selected vendors, whenever order close and purge is run. The
acknowledgment provides verification to your vendor that you consider the order
complete. Its format is similar to a purchase order except that closing quantities
(receipts, scrap) are noted for reference purposes. If a vendor requests that you
provide a close acknowledgment, you indicate this with the appropriate code in
the Vendor Master. Any orders closed for that vendor then generate an Order
Close Acknowledgment.

The Purchase Orders Purged Audit List (AM64J) is a summary list for all orders
being purged. For a detailed list of the orders being closed, refer to the Orders
Selected for Closeout Audit List (AM641) from the Reports menu (AM6M40).

» Purchase order closeout and purge calculations. During Purchase Order
Closeout and Purge, the application maintains and updates vendor and buyer
performance measure calculations. The two resultant ratings are the Composite
Vendor Performance Rating and the Vendor/Buyer Weighted Performance
Averages.

» Composite vendor performance ratings. Vendor performance calculations
provide a way to objectively measure vendor performance. They can measure
performance for:

- Different items delivered by a single vendor
- The total performance of different vendors.

Vendor performance calculations are performed on all scheduled deliveries. The
calculations measure the following factors:

- Leadtime
- Delivery
- Quality

- Price.

» Tailoring the calculations for your business. Lead time, delivery, quality, price,
and composite vendor performance rating values are calculated by the system as
part of the Composite Vendor Performance Rating during the purge operation.
The closer the result of the system calculation is to 1, the better the performance
of the vendor. The closer the result of the system calculation is to 0, the poorer the
performance of the vendor.

During application tailoring, you define the weight you want each of these areas to
carry when the system performs the calculations. The weighting factors allow you
to compare and measure vendors based on the relative importance of specific

issues. If, for example, price is the most crucial issue, set the weighting factor for
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price highest and the other factors proportionately lower. Weighting factors are
subjective and should be changed as you discover what factors are important to
your business.

The weighting factors for lead time, delivery, quality, and price are set during
application tailoring for all items. You can override individual values in ltem Master
file maintenance.

The current standard cost comes from the Item Balance file. If the current
standard cost is zero, the value used is the unit cost default taken from the Item
Master file A record. You can change the value to another base for standard cost
during application tailoring.

The following values are actual measurements of vendor performance as
reported through receiving and/or invoicing.

LTa Actual vendor lead time (number of days between the received date and
the date you placed the purchase order)

LTq Quoted vendor lead time (number of days between the date you placed
the purchase order and the date you promised)

LTd Absolute value of lead-time differential (LTq - LTa)

Qo Quantity ordered

Qr Quantity received (Stock + Scrap + Return supply = No)
Qd Absolute value of the quantity differential (Qo - Qr)

Ce Expected extended cost (Cost from purchase order)
Ceu  Expected unit cost (Unit cost from purchase order)

Ca Actual extended cost (Cost from invoice. If there is no invoice, the system
does not issue transactions)

Cau  Actual unit cost (Invoice unit cost)

Cd Absolute value of the unit cost differential (Ceu - Cau)

Rq Reject quantity (Scrap)

Rt Return quantity

Fe Expected freight cost (Freight amount from purchase order)
Fa Actual freight cost (Freight amount from invoice)

CP Current unit price

Set the following values during application tailoring for all items. You may override
individual item values when you use Item master file maintenance.

AF Alpha Factor
WF Weighting factors for lead time, delivery, quality, and price

The following value comes from the Item Balance file. If the current standard cost
(C) is zero, the system uses the unit cost default from the Iltem master file A
record. You can change the value to another base for standard cost when you
install the system.

C Current standard cost
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The application calculates the following values during the purge operation as part
of the composite vendor performance rating.

LT Lead time

DL Delivery

QL Quality

PR Price

VP Composite vendor performance rating

The calculations for the following values are as follows:

LT WF x LTd x Ce x (Early or Late WF)
DL WF x Qd x Ce x (Over or Under WF)
QL WF x (Rq + Rt) x CEU

PR (WF x Qo x Cd) + Fd + Ca

VP (C xQo)/ (LT+DL +QL +PR)

The following figure illustrates the components of vendor performance
calculations. The system divides the extended standard price by the sum of the
error calculations added to the actual extended cost.

Extended Standard Price =

Tailored standard unit cost x

Vendor Performance = Item or release quantity

Sum of errors
(LT+DL+QL+PR)

!

Lead time error (LT) =
(Weighted factor (LTWF) x
Early or late weighted factor x
Lead time differential (LTD) x
Expected extended cost (CE)) x

!

Delivery quantity error (DL) =
(Delivery WF x

Over or under weighted factor (WF) x
Quantity differential (QD) x
Expected Extended Cost (CE)) x

!

Quality error (QL) =
Weighted factor (Qual WF) x
(Reject Quantity (RQ) +
Return Quantity (RT)) x
Expected unit cost (Ceu) x

!

Price error (PR) =

((Weighted factor (Price WF) x
Quantity ordered (QO) x

Unit cost differential (CD)) +
Freight cost differential (FD)) +
Actual extended cost (Ca) +

Figure 3-1. Vendor performance calculations
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The following are examples of error calculations.

Lead time errors. An item has an extended value of $20. The weighting factor
is 0.1. There are no delivery weighted factors. The lead time error is three
days. The lead time component is 20 x 0.1 x 3 = 6. Another item has an
extended value or $100, and the lead time error is also three days. The
weighting factor remains the same. The lead time component is

100 x 0.1 x 3 = 30.

Note: Either large dollar amounts or large lead time error can contribute to
poor lead time performance.

Delivery errors. An item has an extended value of $20. The weighting factor is
0.1. There are no change weighted factors. The quantity delivery error is
three units. The delivery component is 20 x 0.1 x 3 = 6. Another item has an
extended value of $100, and the delivery error is, again, three units. The
weighting factor remains the same. The delivery component is

100 x 0.1 x 3 = 30.

Note: Either large dollar amounts or large quantity delivery error can
contribute to poor delivery performance.

Quality errors. An item has a current value of $20. The weighting factor is 0.1.
Three items were rejected, and three were returned, yielding a total quality
error of 6. The quality error is 20 x 0.1 x 6 = 12. Another item has an extended
value of $100, and the quality error is, again, 6. The weighting factor remains
the same. The quality component is 100 x 0.1 x 6 = 6.

Note: Either large dollar amounts or large quality errors can contribute to
poor delivery performance.

Price errors. You ordered 100 items. The weighting factor is 0.1. The cost
differential per item is $.25. The freight cost differential is $6. The price error
is (100 x 0.1 x 0.25) + 6 = 31.

» Vendor/Buyer weighted performance averages. In addition to calculating the
Composite Vendor Performance Rating, the application also maintains running
averages of both Vendor and Buyer performance.

In calculating these averages, Purchasing uses a technique called exponential
smoothing which weighs recent performance more heavily than past
performance. The user-defined Alpha Factor determines how much weight is
placed on current performance.

You set the Alpha Factor value during application tailoring for all items, but it can
be overridden during Purchase Item file maintenance on an item by item basis.
The greater the Alpha Factor value, the greater the emphasis placed on recent
performance.
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What information you need:

» The cost comparison you want to use for the variance
report:

- Standard cost versus expected cost
- Standard cost versus actual cost
- Expected cost versus actual cost.

» The sequence of the report:

Iltem number/order number

Vendor number/order number

Order number

Buyer number/vendor number/order number
Account number/item number/order number.

What reports are printed:

» Purchase Orders Purged Audit List (AM64J)
» Purchase Price Variance Report (AM6DC).

The basic steps for performing this task follow each panel.
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AM6DB1—Purchase Price Variance Report (Select)

When you select option 10 for closeout, report, and purge, the Purchase Price
Variance report is run for all closed orders. Vendor Closeout Acknowledgments are
printed for all orders requiring closeout acknowledgments. The closed orders are
written to history, vendor performance is calculated and written to history if tailored to
do so, and the closed orders are deleted from the master file.

Use this panel to select the run options and sequence for the Purchase Price Variance
Report.
Note: For more information on this report, see Chapter 7. “Purchase Order History”.

4 )

Date **/** /%% Purchase Price Variance Report Select AM6DB1  **

Select report sequence: n
1 Item number/order number
2 Vendor number/order number
3 Order number
4 Buyer number/vendor number/order number
5 Account number/item number/order number

Select costing option: n Select overrides (Y/N): A
1 Std cost vs Expected Reporting currency: n
2 Std cost vs Actual 1 Trading
3 Expected vs Actual 2 Local
F24=Exit

- /

What to do

» Type in the information requested for standard and actual overrides and press
Enter. The Purchase Price Variance, Vendor Closeout Acknowledgments, and
Purchase Order Purge are placed on the job queue.

* To end the session, use F24.
Function keys

F24=EXxit cancels the report session and shows you either the Purchase Order
Processing menu (AM6M10) or the Reports menu (AM6M40).
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Fields

Select report sequence. Required. Type in one of the following option numbers to
define the sequence of the report.

Item number/order number

Vendor number/order number

Order number

Buyer number/vendor number/order number

Account number/item number/order number. This option is the default.

AP WN-=

Select costing option. Required. Type in one of the following option numbers to
define the variances you want to compare.

1 Standard cost vs. expected cost
2 Standard cost vs. actual cost
3 Expected vs. actual cost.

Since this report is primarily used to provide an accounting variance for standard
costing systems, options 1 and 2 compare to standard cost. The standard cost is
retrieved from the Item Balance file. If no value is found, the unit cost default from the
Item Master A-record is used. You can choose another base by answering Y to
SELECT OVERRIDES. Also, options 2 and 3 default actual cost to the received
amount. If you are using invoicing and want actual cost to be based on invoiced
amount, answer Y to SELECT OVERRIDES.

Select overrides <Y/N>. Type in Y to select other bases for standard or actual costs
to be used in this report. If you type Y, the Purchase Price Variance Report panel
(AM6DBZ2) appears for entry. If you type N, the received Quantity/Price is used.

Reporting currency. Appears only if multi-currency processing is active. Type in 1 if
you want the report to show amounts in trading currency. This will sequence the report
by primary currency ID. Run totals are not calculated. Type in 2 if you want the report
to show amounts in your local currency. Run totals are calculated.
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AM6DB2—Purchase Price Variance Report (Select)

Use this panel to select the cost overrides for the Purchase Price Variance Report.

This panel appears if you answered Y to SELECT OVERRIDES on the Purchase
Price Variance Report (Select) panel (AM6DB1).

~

Date **/**/** Purchase Price Variance Report Select AM6DB2 **

Standard override option: n
1) Standard material this level (ITEMASB)
2) Current material this level (ITEMASB)
3) Average cost (ITEMBL)
4) Last cost (ITEMBL)

Actual override option: n
1) Received qty/price
2) Invoiced qty/price

F24=Exit

- J

What to do

Type in the information requested for standard and actual overrides and press Enter.
The Purchase Price Variance, Vendor Closeout Acknowledgments, and Purchase
Order Purge are placed on the job queue.

Function keys

F24=EXxit cancels the session and shows you the Purchase Order Processing menu
(AM6M10).

Fields

Standard override option. Type in one of the following option numbers to choose a
different cost to be used as the base instead of the Standard Cost from the Iltem
Balance file.

1 Standard material this level (Item Master B-record)
2 Current material this level (Item Master B-record)
3 Average cost (Item Balance file)

4 Last Cost (Item Balance file)

Note: If you leave this field blank, the default for standard costing is used (standard
unit cost from the Item Master file; if zero, then the unit cost default from the Iltem
Master file—A-record.
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Actual override option. Type in one of the following option numbers. Your selection
applies only to the Purchase Price Variance report and does not affect vendor
performance calculations.

1

Received Quantity/Price. The Actual Costs used in this report are based on
what has been received.

Invoiced Quantity/Price. The Actual Costs used in this report are based on
what has been invoiced. This choice is only available if you selected the
invoicing function during application tailoring.

If you leave this field blank, the received Quantity/Price is used. If the cost being used
is zero, the current price is used as the default.

Note:

This field appears only if invoicing is active.
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AM6DB3—Order Closeout Options (Select)

This panel appears only if you are doing AP style invoicing but Accounts Payable is
not installed. (This function does not apply to IFM.) Use this panel to purge
miscellaneous invoices from the Open Payables file. You can remove all invoices with
a blank purchase ord