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Introduction 
 
There are several ways to increase stock quantities: 
 

• From the Stock Item Details form, using the 'Adjust Stock' button.  This option is really, as 
the name of the button indicates, for adjusting the level of stock (usually downwards!), not 
adding delivered or collected items into stock. 

• If the stock item is a kit, you can increase the items in stock by build the kit from its 
constituent items.  Each item that goes into making up the kit then has its stock holding 
decreased. 

• You can use the 'Receive Stock from Supplier' option.  If you're not issuing Purchase Orders, 
then this is by far the best way to increase stock. 

• You can create Purchase Orders, and when the stock comes in, mark each item as received 
or part received as necessary. 

• You can enter a Purchase Invoice. 
 
When you create a sales invoice, if you're invoicing stock items, the invoice will reduce the quantity 
held in stock.  When entering a purchase invoice it increases stock.  Though in either case, not every 
line on the invoice will be a stock item.  If you sell an item before it's actually received into stock 
on the computer, the software can only guess at the cost!  So, it's very important to get stock items 
into the system as quickly as possible, because adding stock in later will NOT retrospectively 
correct the costs used in sales made before the items went into stock. 
 
By using Purchase Order Processing, you know at any one time exactly what items you have on 
order, and how much they'll cost (in theory, suppliers do sometimes ignore prices on a P/O!).   
When those items come in, it's then very easy to book them into stock.  You'll also know whether 
the order was completely fulfilled, or whether there are any outstanding items. 
 
When the suppliers invoice arrives, you can check this against your Purchase Order.  When entering 
the supplier’s invoice into the system, you also have the option of marking items off the Purchase 
Order as having been invoiced.  Those items will automatically appear in the invoice (the invoice 
will not put any items into stock, so avoiding duplicate stock movements).  This also helps you to 
identify situations where a supplier invoices for the same items twice. 
 
There are only four main options for Purchase Order Processing, and so they live at the bottom of 
the Stock Control/Inventory menu.  There is also an 'Order Processing' option in the setup menu, 
that allows you to edit the layout of Purchase Orders, and change a few settings using the Settings 
option. 
 
Purchase Order Processing is, of course, very closely related to Stock Control.  There is a separate 
guide on Stock Control, and I will assume you've already looked through this.  So, I don't need to 
go into Stock Control in any great detail here. 
 
None of the above options are available when running Adminsoft Accounts in Level 1.  You have to 
run it in Level 2 to operate Stock Control and Purchase Order Processing. 
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Before Creating a Purchase Order 
 
Before we actually create a P/O (Purchase Order), I need to explain a little about where the 
information for the P/O comes from. 
 
If you look in Stock Item Details, you'll see a tab called 'Suppliers'.  If you click on this, it will 
show a list of suppliers for that item.  You can add suppliers by clicking 'Add Supplier' (the 
suppliers account must already exist).  When you create a P/O, and add an item which doesn't have 
the supplier listed as a supplier, they will be automatically added.  If you are creating a P/O 
automatically, then the supplier must appear in the list. 
 
The Stock Item Details form showing a list of suppliers will look something like this: 
 

 
 
As you can see, there are two suppliers in this list.  One of them has an * in front of their name, this 
indicates they are the preferred supplier.  This may be important when creating P/O's automatically, 
which I'll discuss a bit further down this guide. 
 
The 'Remove Supplier' button simply removes the supplier from the list, it does not delete the 
suppliers account. 
 
Each 'supplier' record for a stock item actually contains a fair bit of information.  If we select 
account 'ABC001' above and click the 'Cost/Part Details' button, the following window appears: 
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Most of the input fields are optional. 
 
The 'Preferred' input field indicates whether this supplier is the preferred supplier.  There can only 
be one preferred supplier.  So, if you set this to 'Y', all the other suppliers listed will be set to 'N'. 
 
'Manufacturer' allows you to specify the manufacturer of this item. This has no bearing on the 
operating of P/O's or the stock control system itself.  Some suppliers may supply the same item 
from several manufacturers, which cannot be handled here.  This input is purely for information, 
and be be ignored if you wish. 
 
'Part Code' is the suppliers own part code, if it's different from the stock code you use.  Although 
when creating a P/O you have to use your stock codes when selecting items, this part code will be 
displayed on the line below.  This helps your supplier identify the part. 
 
'Disc. Code' is the Purchase Discount code to be used when working out the cost of the item. 
Whether it's used depends on your P/O settings, as you can specify how/where a P/O is to obtain an 
item cost.  Costs can, of course, be edited before sending out a P/O. 
 
'Retail Price' is the suppliers recommended retail price.  This is put into the 'Retail Each' field in a 
P/O, when this particular supplier is selected.  It can be edited in the P/O.  Depending on the 'Retail 
price to update item price' setting in Setup → Order Processing → Settings, it may be used to 
update the stock item price when the goods are received.  It can be left as 0.00, in which case it will 
be ignored, and the 'Retail Each' field will be zero (but not used, if 'Retail price to update item price' 
is set to 'Always').  If you have entered a purchase discount code, then the cost may be 
automatically worked out based on this retail price.  Note, both retail and cost prices have a 'per' 
input field to the right of them.  Normally, this will be 1, ie. the price is per each item.  But 
sometimes, items are not priced in 1's, particularly if they have a very low unit value.  You may, for 
example, have 1,000 items priced at $12.35.  You can't price them per unit, as it would be very 
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inaccurate, so you would enter the price as $12.35 and in the 'per' input field enter 1000. 
 
'Cost Price' can be automatically calculated, as mentioned above, or you can enter an amount. 
 
'Last Cost' is the cost price used when this item was last purchased using a Purchase Order.  It will 
use the same multiple (ie. the 'per' input field) as the Cost Price above it.   When a Purchase Order 
is next raised, it will use the cost price in this field (if it's not zero), as it assumes it's the 
latest/current price.  You can edit this value if necessary.  Though we'd recommend you enter 0.00 
and adjust the 'Cost Price' instead. 
 
'Unit of Issue' is the number of stock items purchased at time.  Some stock items always have to be 
purchased in 2's, or 4's, etc.  For example, in the auto trade, spark plugs are often sold four at a time, 
or six at a time, etc. depending on the plug.  Often, this input field is just left at 1.00  It is used when 
creating a Purchase Order using the 'Build Up Order From Stock' option.  If for example, the 
system decides that it needs to purchase 11 items, but they are only available in 4's, it would order 
12 items.  Note, it will over order rather than under order. 
 
'Min Order Qty' is the minimum order quantity from this supplier.  When a purchase order is being 
created automatically, it will order this number of units as a minimum.  For example, some products 
may only be supplied in 12's, or boxes of 50, and so on.  Be careful with this, because when 
creating a Purchase Order using the 'Build Up Order From Stock' option, if the amount that needs 
to be ordered is less than the 'Min Order Qty', then the stock item will never be automatically 
ordered. 
 
'Surcharge' is a surcharge charged by your supplier on items that are sold on an 'exchange' basis.  If 
you purchase the item from your supplier, but do not return the used item, they will make this 
surcharge. In turn, you can add a surcharge to the stock item details (in the 'Selling' section) that 
will appear on your Sales Invoices. 
 
 
In the image of the stock item details above, you'll notice there are some figures in the top righthand 
corner of the form.  These include the 'In Stock' quantity, and a 'Purch Orders' quantity.  The later 
indicates the quantity that is outstanding on current Purchase Orders.  Note, a stock item may 
appear on more than one P/O at a time. 
 
If you click the 'Details' tab, and then click the 'Purchasing' tab, we get the next lot of information 
that needs to be understood if you're going to create P/O's automatically.  If you're only going to 
create P/O's manually, you can ignore this next bit.  Having clicked these tabs, the stock item details 
form will now look something like this next image: 
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One very important input field to mention in the top section is 'Stock Controlled'.  This MUST be 
set to 'Y'.  Otherwise the stock quantity will not change, regardless of how many items you purchase 
or sell!  This input field is only normally set to 'N' when you are using a stock item to represent 
some sort of service, test, or repair.  To make it quicker to enter sales invoices, and make it easier to 
monitor the sales. 
 
'Minimum Quantity' is the quantity you do not want the stock level to fall below. 
 
'Maximum Quantity' is the quantity you do not want to stock level to exceed.  When creating a 
P/O automatically, it will order items to replenish the stock to this level. 
 
'Re-order Level' is the quantity at which an automatically generated P/O would generate an order.  
Note this is different from the 'Minimum Quantity', because the stock could well fall below the 
'Re-order Level', but if it falls below the 'Minimum Quantity', then you know you need to adjust 
your ordering parameters. 
 
'Non-stock Item' indicates whether you normally keep this item in stock or not.  If it's set to 'Y' (ie. 
it IS a non-stock item), it will NOT appear in an automatically generated P/O. 
 
'Item Still Available' indicates whether the item is still available to be ordered.  It might be it's no 
longer made, or your suppliers are simply no longer stocking it.  If this input field is set to 'N' (ie. 
the item is no longer available), then it will NOT appear on an automatically generated P/O. 
 
 
Now we'll get to the business of actually creating a Purchase Order. 
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Creating a Purchase Order 
 
There are several places in which you can create a P/O.  Supplier account details, by clicking the 
'Orders' tab which lists current and previous P/O's.  Stock item details, by clicking on the 'P/O's' tab, 
which also lists P/O's.  Parts Counter in the AutoManager module.  Also, in the Job Details form in 
Service Counter (part of the AutoManager module).  The place you're most likely to create a P/O 
from is the 'Create Purchase Order' option in the 'Purchase Orders' section of the stock control 
menu.  Where ever you select it from, the form is the same.  The only difference is, sometimes the 
supplier will be pre-selected. 
 
So, if we select the 'Create Purchase Order' option from the stock control menu, the form will look 
like this: 
 

 
The first thing we need to do is select the supplier.  So, in the 'Supplier A/c.' input field enter the 
suppliers account code, or if you don't know it, click the 'Find' button. 
 
Once the supplier has been selected, we have choice.  We can enter details are the stock items we 
want to purchase straight into the P/O.  In much the same way as we'd enter them into a sales 
invoice.  Alternatively, we could build the P/O automatically by clicking the 'Build Up Order 

From Stock' button.  After building up the P/O, it doesn't automatically send it out or anything, you 
have the option of editing it, and/or adding items to it.  So, if you click the 'Build Up Order From 

Stock' button, a form appears looking like this next 
image on the left hand side: 
 
 
 
 
As you can see, there are a few criteria we can specify 
to build up the P/O.  The most likely to be used are 
already selected.  They are pretty self explanatory, so 
no need to go into details here.  If I click on the 'OK' 
button, it will go off and look for items to place on 
order, and put them into the P/O when it finds them.  
Next is an image of my P/O now: 
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As you can see, it's added two items into my P/O.  One of them already has a cost, the other doesn't.  
I can edit the cost if I wish.  I'll have to manually enter a cost into the P/O for the second item.  Also 
note, this P/O is in US Dollars.  This is because the supplier account I've used is set to default to US 
Dollars (the ledger currency was not US Dollars, hence it's showing 'US' in the bottom right hand 
corner).  The 'Retail Each' will always show in ledger currency, GBP in this case, and so the 
column header looks like this 'Retail (GBP)'. 
 
If you're unsure about any item the software has picked out, you can click the 'A' button (at the end 
of the 'Description of Item/Service' column.  A small form will appear displaying a sales summary.  
This may provide you with enough information to decide whether to order the item, but if not you 
can position the mouse cursor over the 'Stock Code/SKU' or 'Description of Item/Service' part of 
the line, and do a single right click.  The full stock item details form will then appear. 
If while creating a Purchase Order you change the supplier part way through, none of the stock 
items already on the order will be changed.  You would need to position the cursor in the 'Stock 

Code/SKU' column, and press the Enter key on your keyboard for each stock item listed, so as to 
update the details.  Note, if any item was showing a supplier part code below it, you will have to 
remove that manually.  If an item needs to display a supplier’s part code, it may not be able to do so.  
So, while you can change the supplier account part way through creating a Purchase Order, we do 
not recommend it. 
 
I can delete any of the items the software has selected, simply by clicking the 'Del' button on the far 
righthand side.   I can also add items, by entering the quantity, then typing in the stock code or 
clicking the 'F' button to locate the item.    Any extra description lines for a stock item will be added 
too, depending on the settings.  The default setting is for them not to appear (the extra description 
lines are usually for the customers benefit).  If the selected supplier uses a different stock code to 
you, and you have entered the stock code they use in the supplier stock record, it will be displayed 
in the 'Description' column on the line below. 
 
Depending on the setting, once a P/O status is 'On Order' you can still edit it – not recommended, 
but sometimes it's necessary.  I you do this, great care should be taken if you change a stock code.  
While the new item will appear, with the correct details, if old stock item created any lines below 
for extra description or suppliers stock code, they will remain.  They will need to be manually 
removed.  If the new item has any extra description, or a supplier part code it needs to display, if the 
lines below it are used up, it will not display that information. 
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The 'Ins' button, by the way, inserts a line.  So, if for any reason you want to put one stock item next 
to another in the P/O, you can use this button to create a blank line. 
 
The 'Add/View Docs' button allows you to add documents to a P/O.  These might be things like the 
supplier’s price list, or a copy of a P/O you've received from your customer requesting the item.  
You should be aware that if you click this button, it will save the P/O, because it needs those details 
in order to have something to associate documents to.  By saving the P/O, it gives it a P/O reference 
number. 
 
The 'Preview' button allows you to view the P/O on screen, to see what it would look like if printed.  
The preview will not contain a P/O reference number. 
 
The 'Print Order' button will save the P/O and set its status to 'On Order', and then output it to the 
chosen output device/application. 
 
The 'Cancel Order' button will be greyed out when creating a P/O.  This button is intended for use 
when you have built up a P/O, and then save it to work on later (using the 'OK' button).  If you 
select a 'Saved' P/O, you can use this 'Cancel Order' button to remove it. 
 
The 'Cancel' button will abandon the creation of the P/O.  If the P/O already exists as a 'Saved' P/O, 
then this button will only abandon any edits you may have made. 
 
The 'OK' button will allow you to save the P/O to work on later, or to set the status to 'On Order'.  It 
asks what you want to do.  You might want to use the 'OK' button instead of printing out the P/O if 
you've given the details of the order to your supplier over the telephone. 
 
This is all you need to know to create a P/O.  Actually, more than you need to know, but I'm trying 
to be thorough.  There is more, however.  If you click the 'Details' tab, the form will look something 
like this: 
 

 
'Description' can be anything you like, just a brief description of why the P/O has been raised.  
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Most users probably ignore this. 
 
'Delivery Date' will get printed on the P/O, and is your instruction to your supplier. 
 
'Order Date' is the date the P/O was created, usually 'todays' date.  But if you're working on orders 
that you don't intend to send out until another day, you can put that date in here. 
 
'Department' if the P/O is for a particular department within your company/organization. 
 
'Authorised by' is the employee reference of the person who authorised the P/O.  In the employee 
details window, the selection 'Purchase personnel' must be ticked.  Otherwise they will not be 
recognized as an employee who is entitled to authorize a Purchase Order.  Also, in the employee 
details window is the input field 'Purchase Lim'.  This is the maximum amount the employee is 
authorized to authorize for any one purchase.  Though if this limit is exceeded, the software does 
not stop the purchase, but simply displays a warning message in the bottom left corner of the P/O 
window. 
 
'Authorised on' is the date the P/O was authorised. 
 
'Currency' is the currency used for this P/O.  In the case of the P/O in the above images, the 
currency is in US Dollars, because the suppliers account has been set to default to US Dollars. 
 
'Notes' allow you to enter anything you wish.  They do not get printed out, so the only people who 
get to see these notes are those actually using the accounting system. 
 
'Delivery Address' is your delivery address.  This gets printed on the P/O (if it's in the layout).  You 
can set up a default delivery address in the 'Settings' option in the 'Order Processing' setup menu.  
You can edit this address in the P/O.  For example, if you want the order to go to a different site, 
simply type in the address.  Also, there are buttons below the 'Delivery Address' input field that 
allow you to select an alternative address. 
 
The 'Alternative Supplier Address' button allows you to specify a different name and address for 
the supplier.  You may want to do this if you have some suppliers that you rarely deal with, or only 
intend to deal with once.  You can then set up a supplier account specifically for miscellaneous 
purchases, create the P/O for that account, and then use this button to specify the actual supplier 
name and address.  You'll find an option similar to this in various other parts of Adminsoft 
Accounts, including both sales and purchase invoices. 
 
 The 'Customer Details' section is filled in automatically if the P/O has been raised for a specific 
customer (from the Service Counter option in AutoManager).  If/when Sales Order Processing is 
ever implemented in Adminsoft Accounts, that too will be able to create P/O's for specific 
customers. 
 
I'll now click the 'OK' button and put this P/O 'On Order'.  If I select the 'List Purchase Orders' 
option in the 'Purchase Orders' menu. I'll get something like the following screen image: 
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This image has been taken from a test system, and so there's all kinds of rubbish it in!  But you can 
see the P/O I've just created, it's the last in the list.  This list is good, because you can see at a glance 
what orders you have out there, and which are still outstanding.  Though in this list, I have some 
outstanding from 2016, which is over a year ago (it's 2017 as I write this).  So, some of these orders 
are pretty old. 
 
 

Receiving Goods into a Purchase Order 
 
When goods arrive, you can select the P/O from the list (in the above image), or you can select the 
'Purchase Order Received' option in the 'Purchase Orders' menu.  The P/O form that's displayed will 
look something like this: 
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This is a wide form, and unfortunately crunching it up to fit this small page has made it difficult to 
read. 
 
Note, in the above example the P/O is multi-currency, the supplier is supplying items priced in US 
Dollars ('US' is in red to the righthand side of the 'Total Value' figure, though the code for US 
Dollars is normally 'USD'). The 'Retail' price will always be in the ledger currency, and so this has 
'(GBP)' to the right of it, for Great Britain Pounds.  As stock items are always costed in the ledger 
currency, any conversion from one currency into the ledger currency is performed at the time the 
stock items in the order are received, using the exchange rate as setup at that time. 
 
If the order has been received in full, simply click the 'All Items Received' button, and then click 
the 'OK' button.  All the items will be put into stock, and the P/O will be marked as 'Received'.  At 
that point, it's all done. 
 
If the order has only been partly received, you can enter the amounts received into the 'Received' 
column.  When you click the 'OK' button, those items will be put into stock and the P/O will be 
marked as 'Part Received'.  Actually, when you click 'OK', you'll be asked whether the P/O should 
be marked as 'Part Received' or whether it's completed.  Your choice depends on whether your 
supplier still intends to supply the remaining items.  You can open a P/O as many times as you wish.  
So it's doesn't matter (at least as far as the software is concerned......) how many deliveries it takes 
your supplier to fulfil the Purchase Order.  Whatever you enter into the 'Received' column gets 
added to the 'Total Received' column.  If you do a single left click into the 'Total Received' column 
on the line of an item, it will display a history of the items received. 
 
If the P/O is large, and most of the items have been received, you may find it faster to click the 'All 

Items Received' button, and then edit the quantities in the 'Received' column of those items that 
weren't all received. 
 
If you have cancelled the P/O with your supplier, or your supplier has said they cannot supply any 
of the items on it, you can click the 'Order Cancelled' button to cancel the P/O.  Note: this is 
different to the 'Cancel' button.  The 'Cancel' button simply abandons any work you have done to 
the P/O and exits the form – leaving the P/O as it was before you selected it. 
 
If you have entered the items received, and appear to have got into a bit of a muddle, you can click 
the 'Clear Items Received' button.  This will remove all quantities in the 'Received' column, so you 
can start again.  Note: it does NOT affect any quantities previously received that will be in the 
'Total Received' column. 
 
It's always worth entering the 'Delivery note ref.', as this will be saved.  You can enter a different 
reference each time you go back into the P/O to enter more items received.  When you look at a 
history of received items, they will display the delivery note reference for each receipt of goods.  
So, you have good traceability.  The same applies to the 'Date received'. 
 
You can add items to the order at this point.  Simply start entering them below the existing items.  
You can also change stock items (as the supplier may for example have supplied an alternative 
part), you can change the quantities on order, and the cost price (suppliers have a habit of changing 
the cost price, usually upwards).  But, this is dependent on an option in setup.  You may be 
prevented from editing/adding items, in which case you'd find many of the input fields to be greyed 
out. 
 
Sometimes you may find that you're sending out P/O's with the same items on them to the same 
suppliers on a regular basis.  In which case, you may find the 'Copy Order' button useful.  This will 
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create a new P/O base on the P/O details you are viewing. 
 
The 'Details' tab shows all the same information as when we created the P/O.  You can check and/or 
edit it as required. 
 
That's pretty much it for creating a P/O, and then entering the stock received.  However, there is one 
more step you can take, which is optional. 
 
When a supplier invoice comes in, you may want to check it against the P/O to ensure its correct, 
and also to make sure the supplier has only invoiced once for the same goods!  I'll deal with how to 
do this in the next section. 
 
 

Checking a Suppliers Invoice against a Purchase Order 
 
When a supplier sends in an invoice, if the invoice was generated as a result of one or more 
Purchase Orders, you have the option of marking the P/O's as invoiced.  It helps you to check that 
the invoice is correct, and also to make sure the supplier is not invoicing you more than once for the 
same goods. 
 
To do this, you would bring up the form ready to enter the invoice details as normal.  But before 
entering anything (other than the suppliers account, if it's not already selected), click on the 
'Purchase Orders' tab. 
 

 
The above image shows a supplier invoice form, with the 'Purchase Orders' tab selected.  As you 
can see, there are two lists.  The top list displays all Purchase Orders that have not been marked as 
invoiced.  In other words, the software is not aware of you having received any invoices in respect 
of these P/O's/  You'll notice in this case they go back to 2008 !  Please ignore the dates, this screen 
image was taken from a test system that contains a lot of rubbish. 
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If you click on any of the P/Os, the items on the selected P/O will appear in the bottom list.  The 
'Rcvd/UnInv.' column will tell you how many of each item has been received, and not yet been 
invoiced.  If you click on an item, and then click the 'Invoice Item' button, the details of the item, 
and the quantity displayed in the 'Rcvd/UnInv.' column will be added to the invoice details.  If you 
click the 'Invoice P/O' button, then every item in the P/O (subject to the quantities in the 
'Rcvd/UnInv.' column) will be added to the invoice.  You can edit the invoice, and also add or 
remove items. 
 
Once the supplier invoice is posted to the suppliers account, any P/O's used will be marked, and if 
all items have been invoiced, the P/O will no longer appear in the list.  If you do not want to put the 
P/O details into the invoice, you can select a P/O and click the 'Mark P/O as invoiced' button, and 
that will prevent it appearing in the list again.  So, you know you've received the invoice for that 
P/O.  You should be aware, that if you cancel entering the invoice, using this option the P/O will 
still be marked as 'Invoiced'.  Whereas using the 'Invoice P/O' or 'Invoice Item' options, the P/O 
will only be updated if the supplier’s invoice is posted to the suppliers account. 
 
Purchase Orders can be raised in any currency.  Usually it's the same currency as the suppliers 
account.  So, when you enter a supplier invoice, that will be in the same currency.  However, this 
does not have to be the case.  You could, for example have GBP as the base currency for the ledger, 
raise a P/O in USD, and your suppler then invoices you in Euro.  Unlikely, you but never know.  In 
this case, when selecting items from the P/O, the software will convert the costs in USD to the 
ledger currency (GBP), and then convert from the ledger currency into Euro to get the costs for the 
invoice.  After all that conversion, the chances of the software coming up with the same Euro cost 
as your supplier are remote!  But it's all it can do.  Ideally, the P/O should be in the same currency 
as the supplier’s invoice, and usually this is the case. 
 
 
 
 
 
 
 
 

Setting up Purchase Order Processing 
 
If you click on 'Setup' on the to menu bar, then go down to 'Order Processing' you'll see four 
options in there.  The first two are for editing/creating Purchase Order layouts (there is a guide 
available that goes through this process), an option 'Purchase Order Text', and 'Purchase 

Settings'. 
 
'Purchase Order Text' allows you to create notes that you can easily select and drop into a P/O.  
When creating a P/O, you can enter notes into the body of the P/O, in much the same way as you 
can when creating a sales invoice.  Just press the F12 key on your keyboard, and a list of predefined 
notes will appear, allowing you to select one.  Saves time having to re-type the same things.  This 
'Purchase Order Text' option is what allows you to create/edit those predefined notes.  Each note 
can be up to 30 characters wide (so they easily fit into the 'Description of Item/Service' column in 
the P/O), but can take up to 10 lines. 
 
The 'Purchase Settings' option allows you to set up all the miscellaneous stuff.  When you select 
this option, a form will appear something like the following image: 
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The top three lines are concerned with selecting the default P/O layout.  Which one is used will 
depend on the type of output selected when you 'print' the P/O. 
 
'Next purchase order number' should be setup once, and then left alone.  You can change it if 
necessary.  But NEVER set it back to a lower number.  Otherwise you could end up with P/O's with 
duplicate P/O numbers, which would cause havoc with your data.  Hence the “(read 'Help' before 

changing this value)' warning to the right of it. 
 
'Generate P/O number when' allows you to decide at what point the software uses a number for a 
new P/O.  The 'Next purchase order number' is simply a counter.  Each time you create a P/O, a 
one is added to this field.  If 'Create Purchase Order option selected' is selected, a P/O number 
will be generated as soon as you select an option to create a P/O.  This is useful if you are ordering 
over the 'phone, and need to quote a P/O number.  But if you click 'Cancel' and abandon the P/O, 
that number will be unused.  It will leave a gap in the P/O number sequence.  Some 
companies/organizations do not like to have a gap in the P/O numbers (to avoid fraud).  So, if you 
select 'Purchase Order is printed/saved' then a P/O number is not generated until one of those 
events occurs, which means you will never have a gap in the sequence of P/O numbers.  But it also 
means you don't get a P/O number until you've printed/saved it, which can be inconvenient when 
ordering over the 'phone. 
 
'Allow P/O's to be edited' if set to 'Y' allows you to change just about anything in the P/O.   As 
demonstrated earlier on in this guide.  But if this is set to 'N', then only retail and cost prices can be 
changed, nothing else (obviously, you can still received items into the P/O).  Which setting you use 
is really a policy decision for your company/organization.  Generally, it's good practice to not be 
able to change a P/O once it's sent to your supplier.  But this is not always practical. 
 
'Method for obtaining item cost' is complicated.  I'm sorry, but there is it.  You would think 
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finding the cost of a stock item would be straight forward, but it's often not. 
 
It's the method used to cost an item on a Purchase Order if ALL other methods fail.   The process 
used to search for a cost for a P/O is always as follows: 
 
If there is a supplier part record for this item, it will use the lowest of the Cost Price (as published 
by the supplier), or the Last Cost (as last purchased from the supplier). 
 
If both of these cost figures are zero, it will use the Purchase Discount code set up in the supplier 
part record, if there is none, it will use the Purchase Discount code set up in the stock item record. 
 
The Purchase Discount code if/when found, is then applied to the list retail price of the item (ie. the 
price in the stock item details). 
 
If no Purchase Discount code can be found, then it will obtain a cost using the Purchase Order 

Processing default method of costing that is setup in this option.  The default method is LIST, this is 
the cost price on the stock item record.   The available methods are:  FIFO (First In First Out), LIFO 
(Last In First Out), AVCO (Average Cost, based on current stock holding), LIST (the list cost price 
as given in the stock item details) and LAST (uses the cost price on the last cost related stock 
movement). 
 
NOTE: if Inventory/Stock Control is not set up to use FIFO or LIFO, then you should not use those 
costing methods here.  This is because the stock will not be controlled in such a way as to produce 
meaningful figures for FIFO or LIFO. 
 
If no cost is available for a stock item based on the method you specify, then the system will attempt 
to find a cost using another method.  The following table shows two other methods the system will 
try if the selected method (first in the list) fails: 
 
FIFO - LAST, LIST 
LIFO - LAST, LIST 
AVCO - LAST, LIST 
LIST - AVCO, LAST 
LAST - AVCO, LIST 
 
Eventually, if it's exhausted the other two methods and still can't find a cost, it will return a cost of 
0.00 
 
'Decimal places for Quantity' is exactly that.  The number of decimal places the 'Quantity' column 
will use in the P/O.  The maximum number of decimal places is 2.  This is partly because if you get 
down to using tiny fractions, you get lots of rounding errors.  It's always best to avoid using 
fractions at all, if possible.  This option defaults to 0. 
 
'Decimal places for SellEach' and 'Decimal places for CostEach' both have a maximum of 6 
decimal places.  Ideally, they should be 2 (although the default is 4).  Where you have items of a 
low value, it's better to not price them in individual units, to avoid rounding errors.  For example, if 
you have an item that costs 0.00035 It's better to price it at 0.35 per 1,000. 
 
'Add Extra Description to P/O'.  Many stock items may have some extra description in addition to 
the standard description field.  If you select 'Y' in this input field, those extra description lines (if 
any) will appear in the P/O. 
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'Retail price to update item price'.  A retail price can be entered in a stock item supplier record.  If 
it is, it will be displayed in any P/O created for that item for that particular supplier.  This option 
allows that retail price to be used to update the stock item retail price.  The selections are 'Never', 
which of course means it's never used to update the stock item retail price, 'Only if P/O price 
greater' which means it'll only update the stock item retail price if the retail price in the P/O is larger 
(you wouldn't normally want to reduce prices), this selection is the default, the final selection is 
'Always', which means the stock item price will get updated regardless of whether it's greater or 
smaller than the retail price as show in the P/O (unless it's 0.00, then it'll be ignored). 
 
If you click on the 'Message and Delivery Address' tab, you get the following: 
 

 
'Message to appear on printed P/O (max. 7 lines)' allows you to enter a message that you always 
want to appear on a Purchase Order.  You can't see it in the P/O details when creating a P/O or 
receiving items into it.  But it will appear at the bottom of the P/O when it's 'printed'.  Provided, of 
course, that the message data item is actually in the P/O layout. 
 
'Default delivery address (max. 7 lines)' will appear in the P/O (by clicking the 'Details' tab).  It 
can be edited, and will appear as the delivery address when the P/O is 'printed'. 

 

 

 

Purchase Order Reports 
 
In the Purchase Order menu, the last option is 'Purchase Order Reports'.  This displays the following 
form: 
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There is a small selection of reports you may find useful.  Of note is the 'Supplier Reliability 

Analysis' report.  This checks through each P/O, and looks at whether it was delivered on time, and 
whether all items were delivered or not, and then produces a summary.  You should be able to see at 
a glance which suppliers are reliable, and which are not. 
 
 
 
 

***  End of Document  *** 
 


