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Purchase Module 
1. Create a Vendor 

Go to OrdersĄ Vendors 

 
Select whether this vendor is an individual or a person, and insert all the relevant details, after 
inputting all the details, click on Save. 

 
 

2. Create a Purchase Order 

Go to Purchase Module and click on Create. 

 
 
A purchase order form will appear for you to fill up. Insert the vendor and the Order deadline, 
Select or create a Purchase agreement (for use of comparing multiple vendors quotation before 
you decide - if applicable).  
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In the Product tab, click on Add a product (Products should have been created first, if not you 
may also create it here), select the product from the list and add a description if the description 
has not already been inserted during creation of products. Insert the quantity you wish to 
purchase and click on Save.  

 
 
Click on Confirm Order.

 
 
The Status of the PO will switch to Purchase Order, and a Delivery Receipt draft will be created, 
ŀƴŘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ŘƛǊŜŎǘƭȅ ǳƴŘŜǊ άLƴǾŜƴǘƻǊȅέ Ą ά5ŜƭƛǾŜǊȅ wŜŎŜƛǇǘέΣ ǎƻ ȅƻǳ ǿƛƭƭ ōŜ ŜȄǇŜŎǘƛƴƎ 
the receiving of this product.   
 

 
 

3. Registering bill, payments and receiving products 

Depending on the contract with your vendor, you can either pay for the purchase upon delivery 
of the goods, or get the goods delivered after payment.  
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a) Create a Receipt 

In your PO, click on Receive Products. This essentially redirects you to the Delivery Receipt note 
ǳƴŘŜǊ ȅƻǳǊ LƴǾŜƴǘƻǊȅ aƻŘǳƭŜΣ ǳƴŘŜǊ άwŜŎŜƛǇǘǎέ ς as this are the products that you purchased 
and are awaiting to receive. In the Receipt form you will have to check that the number of 
products corresponds to the number ordered, click on the Validate. 
 

 
 

 
 
A notification will pop up and notify you that by click on Apply the done quantities will be 
updated.  
 

 
 
 

b) Create a Vendor Bill 

After confirming the Purchase Order, except for receiving your goods you must also settle your 
payment to your vendor. Go to the PO, and click on Create Bill to create a vendor bill. 
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A vendor bill draft will be created.  

 
 
Click on Edit to insert the Bill Date and click on Save & Confirm.  

 
 
The status of the Vendor bill will switch to Posted. 
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OncŜ ǇƻǎǘŜŘΣ ǿƘŜƴ ȅƻǳ Ǝƻ ǘƻ ά!ŎŎƻǳƴǘƛƴƎ ƳƻŘǳƭŜέΣ ǳƴŘŜǊ ǘƘŜ ƻǾŜǊǾƛŜǿΣ ǘƘƛǎ ǇƻǎǘŜŘ ±ŜƴŘƻǊ Bill 
ǘƻ ōŜ ǇŀƛŘ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ǳƴŘŜǊ ȅƻǳǊ ά±9b5hw .L[[{ ό!ŎŎƻǳƴǘǎ tŀȅŀōƭŜύ ς · ōƛƭƭǎ ǘƻ ǇŀȅέΦ   
 

 
 
 

c) Register a payment upon or after reception 

Once a vendor bill has been posted and you have just paid it, you can register the payment by 
clicking on the Register Payment button. You can access the Bill by going back to the PO, or go 
to Accounting Ą Vendor Bills Ą  X Bills to pay and find the corresponding bill. 
 

 
 
Insert the details of the payment and click on Create Payment, select the relevant Journal 
which you paid from (depending on the journals you have set).  
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The Vendor bill will be marked as Paid. So your products are now ready for picking and storage. 

 
 

d) Register an upfront payment 

You can register an upfront payment only when the ǾŜƴŘƻǊ ōƛƭƭǎ ŎƻƴǘǊƻƭ ǇƻƭƛŎȅ ƛǎ ǎŜǘ ŀǎ άhƴ 
ƻǊŘŜǊŜŘ ǉǳŀƴǘƛǘƛŜǎέΦ 

 
 
When the product selected in the PO is set up as above, after confirming the PO, you can click 
on the Create Bill  button. 

 
 
 
A vendor bill draft will be created.  Edit the bill date, save and confirm the vendor bill. Once it is 
switched to Posted. You can click on the Register Payment button to register the payment.   

 
 
After registering the payment. A Vendor bill tab will appear in the PO form.  
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4. Purchase Agreements 

There are two types of purchase agreements pre-configured in W+ ERP: blanket orders and call 
for tenders.  

¶ Blanket orders are long-term agreements between a company and a vendor to deliver 
products on a recurring basis with predetermined pricing. Your company should 
consider using them when you frequently purchase the same products from the same 
vendor in varying quantities and/or at different times. Among their many benefits, you 
can save time as the ordering process is simplified, and money thanks to more 
advantageous bulk pricing. 

¶ Calls for tenders use a special procedure to request offers from multiple vendors at the 
same time. While public sector organizations are often legally bound to release calls for 
tenders when they want to purchase goods or services, private organizations can also 
use them to get the best deal among several vendors. 

 
To enable purchase agreements go to Purchase ModuleĄ Configuration Ą Settings and 
activate Purchase Agreements. 

 

 
a) Configure or create new types of purchase agreements.  

Before you start using purchase agreements, make sure they are configured the way you want 

by going to Configuration Ʃ Purchase Agreement Types. From there, you can edit blanket 
orders and calls for tenders or Create a new type of purchase agreement. You can configure 
the: 

¶ Agreement Type: the name you want to give to the agreement. 

¶ Agreement Selection Type: you can either select multiple offers using Select multiple 
RFQ (non-exclusive), which is the default setting for both blanket orders and calls for 
tenders, or a single offer using Select only one RFQ (exclusive), which is sometimes 
needed for calls for tenders where you only want to select a single vendor. 

¶ Lines: generally, you would always want to select Use lines of agreement, which are the 
different product lines you can configure when you set up your purchase agreement. 
However, you can select Do not create RfQ lines automatically ƛŦ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ȅƻǳǊ 
requests for quotations to be pre-filled in with that information. 

¶ Quantities: if you use lines of agreements, you can also specify independently if the 
ǇǊƻŘǳŎǘǎΩ ǉǳŀƴǘƛǘƛŜǎ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ǘƻ ǇǊŜ-fill new requests for quotations. The default 
option for blanket orders is Set quantities manually, while for calls for tenders are set 
to Use quantities of agreement. 
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b) Set up a blanket order 

Go to OrdersĄ Purchase AgreementsĄ Create.  

 
 
Select Blanket Orders as the Agreement Type and select the vendor. Click on Add a line to add a 
product and the price or select products you have already set in the system. You can also add a 
Quantity for each product, if you have agreed with your vendor to order a specific minimum 
quantity each time or in total. If you configured your blanket order to Set quantities manually, 
then you don't need to insert the quantity.   

 
 
You can also write any Terms and Conditions at the bottom of the agreement. Once you have 
filled up all the details of your blanket order, click on Confirm. The status will change from Draft 
to Ongoing, which is ready to be used.  
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c) Create a request for quotation from the blanket order 

Go to your blanket order agreement, and click on New Quotation. The system will 
automatically create a Request for Quotation form with the information initially defined when 
setting up the blanket order. Depending on the way the Purchase Agreement Type was 
configured, the products lines will be pre-filled accordingly.  

 
Click on the RFQs/Orders tab to view all the requests for quotation made under the blanket 
order.  

 
 

d) Set up a call for tenders 

Go to OrdersĄ Purchase AgreementsĄ Create.  
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Select Call for Tenders as the Agreement Type. The other fields are not mandatory but you can 
add the date you want to be delivered and set an agreement deadline. A vendor is not selected 
as you are looking to get quotations from multiple vendors. Next, add the products you want to 
ƻǊŘŜǊ ŀƴŘ ƛƴ ǿƘŀǘ ǉǳŀƴǘƛǘȅΦ CƻǊ Ŏŀƭƭǎ ŦƻǊ ǘŜƴŘŜǊǎΣ ȅƻǳ ǘȅǇƛŎŀƭƭȅ ŘƻƴΩǘ ŀŘŘ ŀ ǇǊƛŎŜΣ ŀǎ ǘƘŜ ǾŜƴŘƻǊǎ 
should give you their best quote. 

 
 
You can also write any Terms and Conditions at the bottom of the agreement. Once ready, click 
on Confirm.  

 
 

e) Requests quotations from the call for tenders 

Go to your call for tenders agreement, and click on New Quotation. Select one of your vendors 
you want to invite to the call for tenders. Product lines should be pre-filled in, depending on 
how you configured the Purchase Agreement Type. Click on Send by email to send it to the 
vendor. Go back to the call for tenders and repeat this process for each vendor.  

 
 








