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MU EEENOI O CIER=POTab vs Entry Screen

PO TAB

Within the typical shopping process, you will manage

POs from the PO Tab, accessed by clicking the PO tab

on the FrontPage. It features basic processing
capabilities such as Submitting and Printing. If a PO
needs to be edited, you will visit the PO entry screen

(explained later)
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PO ENTRY SCREEN

If a PO needs to be edited, you will visit the PO entry
screen. All aspects of the PO can be influenced here.
Access the Entry Screen by clicking the Edit button

from the PO Tab or go through the Menu panel on your
FrontPage (explained later). The entry screen will

always open in a new window
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Purchase Orders - = 2011kl

Within the typical
shopping process, you
will manage POs from
the PO Tab. It features
basic processing
capabilities. If a PO
needs to be edited, you
will visit the PO entry
screen (explained later)

Predefined filters
These filters are based
on the Status of the PO.
Select a filter from the
Drop down menu to
process the PO list.

Browse and Search

Browse pages by clicking

on the links and/or
search the entire list of
POs for keywords.
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Purchase Order

PO Number
Shows the system

generated PO number.

PO Status
Displays the current

status of the PO. For a
list of all possible status
codes, please refer to

the User Manual

Subject

Displays the PO subject @

and the supplier

Inn Code - the Inn code
of the company whose
registration record this is

Dates and Total —
Shows Creation and

requested delivery date @

as well as the Grand
total of the PO
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Purchase Orde

Select

| n Sagr=ia e gl Sl
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Select the PO you want
the action to apply to by
activating the
corresponding radio
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Print PO
Click here to Print a copy
of the PO
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This preview of the
selected purchase
order will open. It can
now be printed from
the browser
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Purchase Ord > Contact Info
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Buyer Contact

When the goods relating
to a specific PO arrive,
click here to go through
the Receiving procedure
(explained later)
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Access from PO TAB Hilton
You can launch the PO | e A ey
entry screen from the PO
TAB if you need to
modify an existing PO
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Access from FrontPage
You can launch the PO
entry screen your
FrontPage Menu Panel

Click the ‘Create PO’ link
in the V7 Procurement
menu
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Purchase Orders > e =il -R\EANe,

PO Header

This section contains
general information
about the PO such as:

PO Number & Status
Delivery Dates
Supplier Information
Buyer Information
Terms and Conditions

Identification

The PO number will
created by the system.
Type a Subject (we will
use ‘Coffee Makers’ for
this example) and
determine when you
need the products
delivered. The system
will default the status of
the PO to ‘NEW'.
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Purchase Order

Supplier

The Supplier information
will be populated based
on you choice.
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Purchase Orders

Sent From

Buyer information
defaults to the login
profile but can be
changed if the security
settings permit it

Terms

Specify Shipping and
Payment terms here.
The section changes
based on the Payment
method you choose.

Shared Notes

Check the box to display
the message field. If
there is a message or
note attached to the PO
it will indicate it here.
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Purchase Order

Bill to

Enter or search for the
company location to
which any invoices
associated with the
purchase order should
be delivered. The system
will determine a default
bill to location based on
the user profile.
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Ship to

Enter or search for the
company location to
which products
associated with the
selected purchase order @
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should be delivered. The
system will determine a
default ship to location
based on the user
profile.
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Purchase Order

Line Items

This tab is used to
identify individual line
items associated with a
selected purchase order,
including buyer. On a
new PO there will be no
line items...

Add Row
Click this button to add
Line Items to your PO.

Hilton
Supply Management-

] Pt ries (alei - Baceieall bslsiae aprne e

Fla Gt en Faexier  Tock  Felp
dabad o= - 0 ) | sewth [miFewies ey | Sy ol 5

O——

Somd  lsoTerss  hMeihes  Mebolngs Eoio  Dulsiel Hidelow

> Line Items

T gy T L T e T mipeme

17 © 2002 Birch Street Systems

I Local irvaret




Purchase Order > |Line ltems

The line item section

will appear
Wieloae: 2o iaierond fpme Ry S Tsipalel  WhioLiow M ipmry T Lisd T Wpenien 1 o isenea
mmmm@m
| 1 [ Line iigma | 1 |
I T~ = 4 semcncosn [ ®] Tseseefraa [T 00 peelE a0 ReesporpeeE o
Line Type
The line type defines L om | Conoot | Comv o owestowr | v owe | _botms_|_ o | s rmcs|
what type of line item
you are adding. You can ol
either choose ‘Free Form’
or ‘Catalog Item’.
Free Form lets you add
an item that is not u“:dh:::: I—Im
included in the supplier’s B i
catalog (explained later). M orcer gty |
Choose Catalog Item ooty et |
from the list. Fas oot | ] B
Fatirmisd eighi srcani | i}
Classdication 1.
Dmwtran | =} =l
B —
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list of available products @
from this supplier.
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L Y -
Prica b ek
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silsi - Baeiieall Baleiars §aprne s
Fla [dt  Wew Fawoker Took  Felp
Once you have Gibak - o= - 0 ) 2| et [aFects Py 5 2w
completed all form, N
I 4
please press OK to Hilton
confirm your entries. #inicofe sbos Vurirost leme  MwSeoss el Dsiods Soleos ™ pmiry Lt ethest T moisennet
=
Tax & Freight
Optionally you can
manually calculate e [TTF RS i g
appropriate tax and ¢ i wi il siguin
. . LLLIT I ] ] -] larwy ez hemmr Q=B ]
frelg_h_t Charg_es for this Priskstivwes  [Wam fard, 3 darnelnr it 1 1472 1 147 :" ;_:_:_"" Ju:":
specific line item. w BE———a = = i m
w [ 3 b b e
Prics I_W .| i-h.l- --'_l-r-l..l'\.-uu Jl:ur.-'r:rl
Department s e i puinn
Click on the magnifying il . AL - Sp— e
. T o if i Fomod (reicn 4E-TH
glass to display the il ﬂ SR i — s
Eslirabad fiegnl arouni | H k. [l Caurve | Grosirall Massderarcs LT

department lookup ¢ P n o e e
window. Select a [T ] | F——
department from the list. l * [ 1 =

ks © s

@
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] Pt ries (alei - Baceieall bslsiae aprne e

Fla [ eq Fraxksr Tock  Felp
e = I e M- 1" TS [ L [T e |

Note that the system
updates the totals in the
logo pane as you add @
more products or change
guantities.

The line item you just
created is added to the
PO.

To add more, just click
on Add Row

Hilton 22
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TJivi chres diidei - Boareieall habsine Fape s ol
Approval Routing Pla ©R Wea Feerber Tock el
Define Approval settings @ :
here

Notification

Check the boxes if you
want to receive a -
message when the .—rN
approver either approves
or disapproves your PO

or both

Approver IMPORTANT!

The approver is If the approver field is empty, the
defaulted according to PO will go straight to the Supplier.

your personal settings.

To change, insert a new
code or click on the
magnifying glass to ¢
display a lookup list. To
see contact details of the
approver, click the

flashlight icon on the I .
right. - e
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History
Define Approval settings @
here

T~ ipmiry T Lt T Woeiiest [ moniseree

——— —
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Save

Once you're done with
creating or changing
your PO, click the save
button. At this point the
system will assign a new
PO number.

Delete

Delete the PO you're
currently working on.
Note: The PO will not be

O—

3|'.I."-|I.l--.lulrl e iieall el semem §oprne e
Fila C Wes Peawibsr Took FHelp
R

wienine Bios baraieiod g

e S e - T L R [T SR |

iy S e

>Action Buttons

lele  Tsiouhs i Laow

Report
Opens a Print version of
the PO in a separate

“# window.

S T e e -

5
=

L T e Tl [} Ih‘\m- "'I ¥ Gawrch Tadi

—_—

- I-L!rh_ U R e wp:|5

o I

il p 138 angpe]

physically deleted but

moved into the recycle
bin. It can be restored
from there at any time

Attach & Notes
Click here to add an
attachment or a Note to @

the PO (explained later
on)

Hilton
Supply Management-

Submit

Click here to submit your
PO. Depending on your
settings the PO will go to
the specified approver or
directly to the supplier.

I
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Rlefrmn Fefnp

Set Defaults
If a number of similar
POs have to be entered,
(e.g. for the same
supplier), click this
button to temporarily
make the current PO a
default. When you click
on ‘New’, the system will
open a PO screen with
the corresponding
defaults. The defaults
are only valid as long as
the current screen
session is active, i.e. if
you close the PO screen
window, the defaults will
be cleared

— —..—sirch Street Systems

Creates a copy of the
current PO. A new PO
number will be

assigned to the copy.
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Access from PO TAB
Select the PO you want
to modify from the list of
POs on the PO Tab by
clicking the ‘Edit’ button
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The PO screen will
open in a new window

Data in the ‘PO Header’,
‘Bill to’ and ‘Ship to’

section will be pre-

populated based the
information specified
during the PO creation
and default settings for
properties and suppliers.
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]Il.l.l..-.--.lul-. e iieall el semem §oprne e
Editing Line Items Pl Gl Ve Frerber Tock Hel
If you.r?eed to change @
guantities or delivery Hilton

dates of specific line —

PR o e fhaiiig ke |wtiig i Leiin

Fgmiry T U T et miseiaa

items, click the Line

items tab. ErTTEETTE T

oo pag

all Fres perpasga ¥

Select the corresponding

Bbawn Ghwrad, 2 charested bune, 11 6% 0 1 185 sl reene, 157 charestee aas 14 100 H e 1 900, digplay s, el nged

line item by clicking the ¥ [P Ling BIIH T Ralaad e LD %
Edit button. il S EA 4
A Note on Freight & Tax:
Based on percentages specified for freight and tax in your
personal settings, the system will calculate the amount of
freight and tax based on the total of the PO and add a
separate line item.
ol |
il |
] oo 0 et
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]ll friaes (palei - Baceieall fslseaes aprne e

i
| |

The selected line item Hilton

Fla [t Vs FPysoks: Took  Help

will be shown in detail TTRTR A Y et MvSemiws  Hele  Isisid  Sdoless Fmiry T L Wt msizeni

and can be modified. [ apiace | Motvs | Sty | 50t Dot Comy 0| T
Click OK to confirm your

changes | ! [ Line iterm_] 1 I

m ¥ & A ek pha L w| W cemirh fat I O pEp i al | Bawa perpaga & =
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R
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Productnares [Floor Lang D005 BECPolstsd [vass
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e [ 4
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] Pt ries (alei - Baceieall bslsiae aprne e

Fis Gl Vma Paexbsr Tock  Help

@)

Copy As New Row )
by Hilton

Click on this button if you

WEROIE LA Ve PO fhaine P S lizte Imtriig i Leiin Tty T Ll T Wil | Sowivenaa
want to create a copy of g
the active line item and BT N TN T T T T T
add it to the PO
| ! [ Lina fterm | 1 |
m T aEd o, |.-;““m"=m.nllu| GO pem al |l Frws perpags 5 e

Delete Row
Click here to discard the @
active line item

Notes and Attachments
You can add notes and
attachments on line item
level (explained later)

T v |

L )

Prica 13m
e oo (el |—| ]

Gty breskz |
Tax mewari | E
Edlwmiad ol secad | 1] i
n-n.uﬂ--n—ulru-'- | le
] oo 0 et
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Hilton

Important Note!

Once you'’re done adding
items, editing existing
ones or doing other
modifications to your PO, e
always click the ‘Save’

button to make your
changes permanent.

Lind l'i.—"_'l,

e [ 4

Prica 13m
e oo (el |—| ]

Gty breskz |
Tax mewari | E
Edlwmiad ol secad | 1] i
n-n.uﬂ--n—ulru-'- | le
] oo 0 et
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Notes and Attachments
Important to know is that
they can be applied at
the PO level or at the line
item Level

Add PO Level Notes
and Attachments here

Add Line Item Notes
and Attachments here

Hilton
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= Adding Notes and Attachments
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Click the PO level
@

] Pt ries (alei - Baceieall bslsiae aprne e

Fis Gl Vma Paexbsr Tock  Help

@)

Hilton
e ——p——" T = T ™ TT™ (% bmiry T Uit Wotiodd.  Bcuisocial
IR e T R
| 1 [ Line iterrs | 1 |

 prm i all '-ﬂ*lll.tlum.!'

I v o v 9 concrfin [Om ] ¥ cemrt Tae |

‘Attach’ button to start

Click the ‘Add’ button in
the Attachment list ¢

P [ T [l I Bt ]

window that pops up

Lres fyes I—;"—"UIH

mnd  feRin Ny

Protuct rve [P L, SOTRN B8 Pobyed Bran
Locate your file and click T T a—= |
Submit. If this is an hw :—'
1 H H L] 13.
internal document,ll.e. is R .
not to be shared with RS :
suppliers, please check @ ] i
the corresponding box. FEm—p—— 1]
The supplier will then not Fincs Sl sa Sk
be able to view the e
attachment
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Please note that the
number of attached
documents is displayed
on the ‘Attach’ button.

The attachment is added
to the list.

To remove it, click
delete.

To leave the attachment
list, close the window
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] Pt ries (alei - Baceieall bslsiae aprne e

Fla [t Vs FPysoks: Took  Help

Click on the Notes button

to add a Note to the PO -

e = I e M- 1" TS [ L [T e |
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alolx
The notes section will Pl Gl Ve Fesrbec Tock  Hel
open in a new window dibed - = - Q) 1) | Bsewth [alfeites Pty Zhe bW o
@)
Hilton
Firkcore thos \aruerpoct e MwSewoas el Dsios  seoleos P hmiry T List 7 perthet T montrenet
i Brvagyy Hind LA Pl Frefiegh)
Click Save to add the sencaen [0 | 5] v | R -
note to the PO. The E’:l’.?.rim.u ey DD g fl — e N
system will assignita @ T — 15
Note ID
“Pp
Type your text here
k I}
Pioks ol (iwe |1 20T (0 (0 frLs
Note Type Nlu-l-ﬂu | St Eriey =] I
pidwuse |
Select what type of not et e - [
this is: trestiass | . .
. Buyer Note P R If thl_s. is an internal note
« Supplier Note that is not supposed to =T
. Bill?npg Note or be shared with the o—
« Shipping Note " | ;IJ i supplier, check the box I &l

Hilton 3
Supply Management-

© 2002 Birch Street Systems




Purchase Orders > 6lol{ale B\ o) (=S=Tglo WAVi r: (ol gag[Tg] &

The new note is
displayed in the list
section of the screen

Save As

If you do not want the
system to assign a Note
ID when you save, click
Save As in order to
specify a name for the
note

Delete
Delete the active Note

Print

Opens a printer friendly
html version of the note
in a separate window

Audit Trail

Info on who
created/editied the note
on what date

@

Hilton

Supply Management-

window when you are

4 done to get back to the
PO entry screen
Mgty T Lt ® estiest [ monlswrte
: [T ot e iy [lisare T Col Deauhs
oo [ | B o A A A A
P Saarch Taxt [ 2 wige o1 Wil ) sy ke [
Rege:1.ai 1 | Rpwm T el ;hl.l in & neg e _-]
Lkl l
Set Defaults
- If you need to create
o multiple similar notes,
click this button to make
the current note a
' template for all new
® Nl v . notes as long as this
il otV screen session is active,
Uptimle am e el X
s TR i.e. you do not close the
R browser window.
Crasionda® [ UCTOGE 1011350
|
| J )
i | ri |l ] ]
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The number of attached
notes is displayed here
now.

Notes & Attachments
on Line Item Level
The process of adding
notes and attachments
on line item level is
identical to the one on
PO level.
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By supplier you can add
non-catalog items to a
PO. Click on Add Row.
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il EEERO G T = Adding Non-Catalog Items

Define the non-catalog
item using this form.
However, only three
fields are mandatory:

* Unit of measure
* Quantity and

* Price

]ll friaes (palei - Baceieall fslseaes aprne e
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Livsg frevnd

Click OK when you're
done
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il EEERO G T = Adding Non-Catalog Items

SAVE!
Remember to always
save any changes

The non-catalog item
you just created will be
added to the PO.
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