PURCHASE ORDERS

Purchasing Inventory  Custorner

Purchase Order Entry

Purchase Order History Lookup

Purchase Order Confirmation

Vendor Lockup

Purchase Orders enter items into inventory and set the Market Cost in Item Maintenance on the Costing/Pricing
Tab.

There are several Parameters the Administrative User should review before entering in Purchase Orders.
Company Setup > Parameter Tab: Update Market Cost, Auto Update Prices, Same Cost as Market and
Company Setup > PO Setup Tab. Item Master Maintenance, Costing/Pricing Tab: Market Cost Adjustment.
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View
m_ Req. Date Total R B — —
’lr‘l Redem\-’aluelz_?_u“ - - ” - H — l
. PO Lines El Receive H Receive H Delete H Update ]D

Order #: Click the m or type in N for New Order #.

You can also search for open Purchase Orders if you click on the H
@- Purchase Order Entry - 01-SR250FTWARE, INC. "Developer version - Not for resale” — O =
View
Order # Reg. Date Total (ematro |[(emteo |[ coneet | aceem |
Vendar ’—m| o) Redem Value — -
PO Lines Ijl Receiver H Receive H Delete H Update l ]

Vendor: Enter in the Vendor name or a portion of their name to use the Rapid Intelligent Search or click the

[ﬁ] to search for a vendor.

Rapid Intelligent Search

_& Purchase Order Entry - 01-SR2SOFTWARE, INC. "Developer version - Mot for resale — »
View
S Req. Date | 00/00/00 | Total l — H S " — H l
' Emalil FU erint FU Lance Accept
Redem Value -:III:I
Vend 2
endor |sr [E_E] ri D O

‘o Vendor Keyword Select - 01-SRZSOFTWARE, INC. “Developer version - Not for resale”

Vendor ID Name City
SR2 Produce Tempe
500100 SR2 Software Scottsdale
500600 SR2 Food Growers Cranston
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In this example, we are searching for Quality Meats & Seafoods. We can type in a partial name, Seafood, to
locate the Vendor. When we type in Seafood, the system lists all the Vendors that contain the name Seafood.
Simply select the Vendor from the Vendor Keyword Select screen.

Header Tab

General information regarding the Vendor.

5 Purchase Order Entry - 01-SRZSOFTWARE, INC. "Developer version - Mot for resale” = O X
View
Order # . Req. Date | 12/20/16 | Total 0.00 - -
rder # 464 l Email PO H Print PO H Cancel H Accept l
Redem Value 0.00
Vendor EE] pol I Receive H Delete l
PO Lines a i = -
I Header I Lines ] Lines - Maintenance ]
ey Requested Date 12/20/16
Name SR2 Produce
Received Date 00/00/00
Address 1 ABC Produce
Effective Date 12/21/16 |[3]
Address 2 18982 Adobe Drive 22
Vendor Invoice #
City,State & Zip | Tempe AZ ||82763
Vendor Invoice Date |00/00/00
Warehouse ID SR2 @]
Order Classification Eﬁ] F.0.B. Landed Cost Method | None ~
Ship Via [ Freight Landed Cost 0.00
Contact Name AWE # Landed Cost
Phone Number Iltems
Email melissa@sr2soft.com E-mail Msg ID |TEST E—j]
MNotes

Vendor Section: Name, Address, City, State, Zip Code of the Vendor. **Remember-Vendors are created in
QuickBooks® and the user has the ability to view the Vendors in SR2Food®.

Requested Date: The expected delivery date of the order. Defaults to the current date.
Requested Date: The date that the receive button was pressed. You cannot modify this date.
Effective Date: The date the items on the order will be in the available quantity count.
Vendor Invoice #: The number on the invoice from the vendor.

Vendor Invoice Date: This date will be used as the date for the Item Receipt in QuickBooks.

Warehouse ID: The default Warehouse in Company Setup, Parameters Tab. The user has the ability to change
if needed.

Ship Via: How the vendor will ship the products to you. System Maintenance, Ship Via.
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Contact and Phone: Contact and Telephone number of the Vendor. Display only.
Email: Email for the vendor. This field you can edit for this PO only.

FOB: Freight on Board. Informational only, Prints on Customized Purchase order.
Freight: Dollar Freight Amount. Informational only.

AWSB #: Airway Bill Number. Informational only, Prints on Customized Purchase order.

These next 2 fields are usually used by Importers. The fields allow the user to take a group of charges, for
example customs and freight, and add them to the Market Cost dispersed across all items.

Landed Cost Method: Usually for Importers. Choices are: None, % Freight to Invoice Weight, SU Qty.
None: The default no landed costs will be applied
% Freight to Invoice: applies a percentage of the Landed cost to each line item on the Purchase Order.

Weight: will look at the weight of each item and apply the landed cost to each item depending on its
weight.

SU Qty: will look at the quantity of the entire order and apply the landed cost to each item.

Automatic: Will automatically spread the cost of the landed cost assigned to that vendor based on
selling units

Manual Item: Will allow you to specify how much and which landed cost is added to each.
Landed Cost: Entry in this field represents the choice for Landed Cost Method.
Landed Cost Items Button: This will allow you to enter the cost and vendor for the landed costs

Example of Landed Cost:
I get charged by units. My vendor charges me per can.
Landed Cost Method SU Qty and Landed Cost equals the total cost per can.

For more information see the landed cost documentation.
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Lines Tab

The Lines Tab is where you will be entering the items that you want to order from the vendor. You have the
ability to add items in two different ways. The top of the screen allows you to use the line method; this is where
you will type the item in directly. The other is the guide method which is located at the bottom of the screen;
this method allows you to enter in the quantity using items that have been previously ordered.

it
View

Order # Reg. Date Tota -lE"‘a“"“lMW[ —

’EE] Redem Value

Vendor |SR2Produce
PrinT . =
ounes [0 % i Lo ] v
Header I Lines I Lines - Maintenance

Ttem | Description Order | Uom | Price| Recv| Recv Bill|  Extension | Line | Lot ID
® o |

< >
Item # Description | Quantity | UOM Price| Last Date| Last Price Avail On Hand 2
#4456 testing dcs - 40.17 11/09/15 40.17 18.00 16.00
011860 news test 0.00 C5 - 10.22 08/17/16 10.22 1.75 10.75
01537 BRISKET WHOLE BLUE CORNED 0.00 CS - 4.75 10/24/16 475 45.33 38.33
022672 Test CS EA CS 0.00 C5 - 8.33 08/17/16 8.33 18.50 21.00
041515 Hackett 0.00 CS - 4.50 04/15/15 <50 [ S
04179 PORK SHANKS 6-7Z 0.00 BX - 4.50 10/16/15 45 S
06010 Duck Breast 0.00 C5 - 4.50 11/19/13 4.50 5.13 5.13
10-2004  ARTIC CHAR 2/4 0.00 LB - 4.30 10/06/15 20 IR
10000 WICKS CRAB CAKES MD STYLE 108X 0.00 CS - 109.00 04/15/15 109.00 3.00 2.00
1000001  tea 0.00 CS - 10.00 02/08/16 10.00 13.50 10.50 y

Filter On I:I Toggle Keys: F1 - Line entry F2 - Order Guide F3 - Filter Entry F5 - Line Maint

Item: The user can enter in the Item ID, use the query H to search for an Item ID, or enter in a partial item
name, for example fillet, to locate the item using the Rapid Intelligent Search:

A Purchase Order Entry - 01-SR2SOFTWARE, INC. "Developer version - Not for resale — X
View
Order #
Vendor Description Cat | Pack Qty | Pack Size | SU | AU | BU On Hand |  Commit OnPo Avail Cost
: FILET MIGNON STEAK TIPS 20 2.00 SLB C5 |C5 | LB 0.00 0.00 0.00 0.00 7.20
30618 ITALIAN STYLE BREAST FILET 30 1.00 20-LB CS |C5 | LB 0.00 0.00 0.00 0.00 1.99
30642 KD FC GRILLED BREAST FILET 30 1.00 10-LB C5 |C5 | LB 0.00 0.00 0.00 0.00 2.41
30664 WENDY'S STYLE BREAST FILET 30 1.00 10-LB €S |C5 | LB 0.00 0.00 0.00 0.00 2.12
Item
®
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After the user chooses the item, they need to enter in the quantity in the Order field. The user would choose the
UOM (Unit of Measure) if applicable. The Price field defaults to the price from the Market Cost for this item.
The Recv Qty would display the number entered in Order Qty. The Recv Bill Qty field will display.

“a’ Purchase Order Entry - 01-5R250FTWARE, INC. "Developer version - Not for resale”

View
Order # 5464 b DR e = Email PO Print PO iiﬁl Accept
Vendor |SR2 Produce lﬂ_ﬁ] FELETTRATE PrinT -
PO Lines Ijl = Receive [ Delete H Update l
Header ] Lines l Lines - Maintenance
Itemn: 20002 Onhand: 0.00 Available: 0.00 Last Price: 7.20
Ttem | | Description Order UoM | Price Recv| Recv Bill|  Extension | Line | Lot ID
3 20002 ! | FILET MIGNON STEAK TIPS cs 7.20 E
< >
Item # Description | Quantity | UOM Price| Last Date| Last Price Avail On Hand X
#4456 testing G - 40.17  11/09/15 40.17 18.00 16.00
011860 new test 0.00 C5 - 10.22 081716 10.22 1.75 10.75
01537 BRISKET VWHOLE BLUE CORNED 0.00 C5 - 4.75 10/24/16 4.75 45.33 38.33
022672 Test C5 EA CS 0.00 Cs - 8.33 08/17/16 8.33 18.50 21.00
041515 Hackett 0.00 C§ - 4.50 04/15/15 +.5 S
04179 PORK SHANKS 6-7Z 0.00 BX - 4.50 10/16/15 +5 S
06010 Duck Breast 0.00 C5 | 4.50 11/19/13 4.50 5.13 5.13
10-2004  ARTIC CHAR 2/4 0.00 LB - 430 10/06/15 <30 [
10000 WICKS CRAB CAKES MD STYLE 108X 0.00 G5 | 109.00 04/15/15 109.00 3.00 2.00
1000001 tea 0.00 C5 - 10.00 02/08/16 10.00 13.50 10.50
Filter On I:I Toggle Keys: F1 - Line entry F2 - Order Guide F2 - Filter Entry FS - Line Maint

After the Ord Qty and Unit of Measure have been entered, the user can keep hitting the enter key. The system
will automatically save the item.

order + Req. Date Total 108.00 lEmail - “ P H H pccent l

Vendor |SR2 Produce ’f' l SereiiElls — O 0
ot o e | poite || 1ooe
Header ] Lines I Lines - Maintenance
Ttem | Description Order | Uom | Price| Recvl Recv Bill Extension | Line | Lot ID
¥ 20002 ﬁ FILET MIGNON STEAK TIPS 3.00 C5 7.20 3.00 15.00 108.00 ﬁ 0no1
B_______El i
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Guides Area

Order Guide is located at the bottom of the screen and will allow the user to rapidly enter orders for customers
based on their ordering history.

‘¢ Purchase Order Entry - 01-SR2SOFTWARE, INC. "Developer version - Mot for resale”

View
Order # REq' Cate Total m mail PO Print PO iiﬁl .F\CC&pt
Vendor |SR2 Produce lf : l Redem Value PrinT [ Delete H _____ l
Potines | 1| |Receivens  Beceve |
Header I Lines l Lines - Maintenance
Ttem | | Description Order | Uom | Price| Recv| Recv Bill|  Extension | Line | Lot ID
20002 3 | FILET MIGNON STEAK TIPS 3.00 CS 7.20 3.00 15.00 108.00 [§ |0o01
-J Il
< >
Item # Description | Quantity | UOM Price| Last Date| Last Price Avail On Handl 2
#4456 testing d s - 40.17 11/09/15 40.17 18.00 16.00
011860 new test 0.00 CS_ ~ 10.22_08/17/16 10.22 1.75 10.75
01537 BRISKET WHOLE BLUE CORNED 0.00 CS - 4.75 10/24/16 4.75 45.33 38.33 |
022672 Test CS EA CS 0.00 C5 - 8.33 08/17/16 8.33 18.50 21.00
041515 Hackett 0.00 CS - 4.50 04/15/15 <50 [ S
04179 PORK SHANKS 6-7Z 0.00 BX - 4.50 10/16/15 45 S
06010 Duck Breast 0.00 CS - 4.50 11/19/13 4.50 5.13 5.13
10-2004  ARTIC CHAR 2/4 0.00 LB - 4.30 10/06/15 20 IR
10000 WICKS CRAB CAKES MD STYLE 108X 0.00 C5 - 109.00 04/15/15 109.00 3.00 2.00
1000001  tea 0.00 CS - 10.00 02/08/16 10.00 13.50 10.50
Filter On I:I Toggle Keys: F1 - Line entry F2 - Order Guide F3 - Filter Entry F5 - Line Maint

The Guide area will display the prior Item ID, Description, Quantity, Unit of Measure, current Price, Last Date
the item was ordered, and Last Price. If you notice, the Quantity column contains zeroes. This allows the
user to edit the Quantity for rapid order entry. The user can also edit the Unit of Measure if it is not
grayed out.
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View
Order # Req' Eake Total m I Emali =T l ﬁilﬂ ﬁ iiﬁl [ Accept ‘
Vendor |SR2 Produce ’f ' l Termn el - PrinT
PO Lines - [ Delete H Update l L]
Header ] Lines l Lines - Maintenance
Ttem | Description Order | UoM | Price| Recv| Recv Bill|  Extension | Line | Lot ID
% 20002 38 | FILET MIGNON STEAK TIPS 3.00 CS 7.20 3.00 15.00 108.00 [ | 0001
01537 3 | BRISKET WHOLE BLUE CORNED 3.00 CS 4.75 3.00  135.00 641.25 |5 |0002
£ >
Item # Description | Quantity| uom Price| Last Date| Last Price Avail on Handl X
#4456 testing 0.00 C5 - 40.17 11/09/15 40.17 18.00 16.00
011860 new test 0.00 C5 - 10.22  08/17/16 10.22 1.75 10.75
01537 BRISKET WHOLE BLUE CORNED 0.00 C5 - 4.75 10/24/16 4.75 45.33 38.:;_'
(022672 Test C5 EA C5 [o-SmEg 555 Oel7ie 5.5 15,50 oL
041515 Hackett 0.00 C§ - 4.50 04/15/15 +.5 S
04179 PORK SHANKS 6-7Z 0.00 BX - 4.50 10/16/15 +5 S
06010 Duck Breast 0.00 C5 - 4.50 11/19/13 4.50 5.13 5.13
10-2004  ARTIC CHAR 2/4 0.00 LB - 430 10/06/15 <30 [
10000 WICKS CRAB CAKES MD STYLE 108X 0.00 C5 - 109.00 04/15/15 109.00 3.00 2.00
1000001 tea 0.00 C5 - 10.00 02/08/16 10.00 13.50 10.50 .
Filter On I:I Toggle Keys: F1 - Line entry F2 - Order Guide F2 - Filter Entry FS - Line Maint

If the user chose some items in the guide area, they will display in the line area. The line area is where you will
be able to see a complete list of what is on this order. You will also notice that the item has been highlighted in
blue in the guides area to state that the item is on the current order.

Completing the Purchase Order

After the user has entered in all the items for a vendor, the user has the ability to enter a different vendor order
by clicking on the Accept Button.

The user can choose to Print the PO by choosing the Print PO Button and send it to the Vendor.
**NOTE: The user has the ability to view the PO by choosing the View Menu.

‘. Purchase Order Entry - 01-SRZSOFTWARE, INC. "Developer version - Mot for resale”

View

Order # Req. Date Total — —
Vendor |SR2 Produce ’f : l Redem Value W [[MDEME IL? .
PO Lines -2 -m | -— Receive 2 Update l
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Example of a Purchase Order:

SR2SOFTWARE, INC. ** PURCHASE ORDER **

1330 CRAMSTON STREET 5464
CRANSTOM, BRI 03930

FPhone: 1=800=314=S048

Fax..: 401=-943=7938

vendor: ADDLOO ship To:

SRz Produce SRISOFTWARE, INC.

18982 Adobe Driwve 1320 CRANSTON STREET

Tenpe AZ BI763 CRANSTON RI 02520

Faxs:

ord Date Req Date Alr waybill # FOB ship via Freighe
12/20/16 12/20/16
Item Description QEy SU UM Qty BU Price Amount
20002 FILET MIGHNON STEAF TIPS 3.00 CS 15.00 7.20 108.00
01337 BRISFET WHOLE BLUE CORNED 1.00 CS 135.00 4.75 641.25%
PO Lines: 3 Count : & Total: Tio.3®
#%% END OF PURCHASE ORDER #W¥

Print Receiver

When the order is ready to be received from a Vendor, the user has the ability to print out a Warehouse
Receiver for the dock workers by choosing the Print Receiver Button.
**NOTE: The user has the ability to view the Purchase Receiver by choosing the View Menu.

‘i’ Purchase Order Entry - 01-5R250FTWARE, INC. "Developer version - Not for resale”

View

Order # Reg. Date Tota m[ "‘a“"“H iiliiﬁ [P

Vendor |SR2 Produce [I“ ] Redem Value Undat l O
Update

PO Lines
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Example of a printed Receiver:

SR2SOFTWARE, INC. ** PURCHASE RECEIVER **

1330 CRAHNSTOH STREET 5454
CRAMSTON, BRI 03I930

FPhone: 1=800=314=504%

Fax..: A401=-043=-T338

vendor: ship To:
SRZ Produce SRE250FTWARE, INC.
18582 Adobe Drive 1320 CRANSTON STREET
Tempe AZ BITE3 CRANSTON RI 02920
rhones : Faxs:
ord Date Del Date | Vendor # FOB ship via Freight
1Z2/20/16 12/20716 200100
oty Recd gty Oord Teem Description rack Location Exp Dte
3.00 CE Zooo2 FILET MICKON STEAE TIPS SLE ooog-9 _F_
3.00 C5 01537 SERISEET WHOLE ELUE CORNED 15 A
Total CS: 6.00
Recelver: Driver: Date: ; ;

Receiving the Order From the VVendor

When the order has been received, the user would choose the Receive Button.

‘¢ Purchase Order Entry - 01-5R250FTWARE, INC. "Developer version - Not for resale”

View

o Req. Date Total Email PO
PO Lines A

The user can choose to receive the order in FULL by choosing Yes or select each item ordered by choosing No.

1]

1
]

Tust Checking? . [

Receive In Full
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If the user chooses Yes, the only items that will display are items that require a weight or Lot assignment. If the

user chooses No, each item will display allowing the user to enter in the correct quantity, weight or lot
assignment.

i}
TemD 10017 | [ FRESH HALIBUT FILLETS | Expected Weight

Order Qty SU Received Qty SU Received Qty BU

| 3.00 | | E) | 3.00

If the item is a Lot item, the system will also prompt the user for Lot information.

| kemDD 10015 || TUNA STEAK 4 OZ IQF | Expected Weight 10.00

Order Qty SU Received Qty SU
1.00 | | 1.00 |

Received Qty BU
| 10.00

—Lot Control Information

External Lot # | AB-456 | | |

Pack Date
Expire Date

Fresh ®
Frozen O

Country Of Origin

Update Purchase Orders into QuickBooks®

After you click on the Receive Button, and when all the quantities have been received, and lot information has
been entered, the user can update inventory and send an entry into QuickBooks® so the accounts payable
person can pay the bill. This is done by choosing the Update Button.

NOTE: When you click on the Receive Button, a checkmark will appear next to the Update Button. You will
not be able to update the Purchase Order unless the checkmark is in the box next to the Update Button.
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View

order # Reg. Date Tota
vendor |SR2 Froduce [f : ] Redem Value

PO Lines

The system will prompt the user for confirmation.

-
Confirm &J
.
@ Update PO Receipt Now?
Yes Mo

Vendor Center: SR2 d Growers

E New Vendor.. * ;‘-% New Transactions ¥ E] Print = Excel * i.'_-;_. Word *
. ry
Vendor Information 0 ¢ o
P ” > Company Name  SR2 Food Growers Main Phone 401-946-7010
o F""_Nﬁme REPORTS FOR THIS VENDOR
srmz  het 30 Days

MAME CURR... ! BALANCE ...1 ATT... i Biled From  SR2 Food Grawers O.UiCkRepOl't

Excel Fres... USD 1,978.07 o 1320 Cranstan St Open Balance

Hormel UsD 678185 Cranston, RI 02920

IBP USD  165,436.40

Kenneally .. USD 5,276.95 Map | Directions —— .
Lincoln Pa... |USD 2,540.00 < .
Long Hing,... | USD 2336.25 :

Marcello S |USD 108.60 ¥ Transactlons Contacts ToDo's Note§ Sent Emﬂ.”

Morth Coa... USD 25,487 .46 sHow Al Trans.. - FILTER &Y Al - pDate (Al -

Perdue, Inc. |USD 343225 l e UM e - ACCOUNT ALQUNT (UsD

Quality Me... |USD 81,826.59 ltem Receipt 69396 05/05/2015 20000 - Accounts Pa... -3%
Restaurant... USD 7.829.07 B e -Check DA S0T BEnK OTAmenca =
Shiela-Mari...|USD 2518.40 Bill Pmt-Check 02/31/2015 Bank OfAmerica -10.00
Smith Fine ... USD 2,145.11 Bill 0212312015 20000 - Accounts Pa... 235.00
L AT - Bill Pmt-Check 29 02/23(2015 Bank OfAmerica 22500

| SR2 Produ... USD 2,686.32 v
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