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PurchaseModule
1. Create a Vendor

Goto OrderdA Vendors

HH Purchase Orders Products Reporting  Configuration

Requests for Quotation Requests for Quetation
Purchase Orders

m L Purchase Agreements

Vendors
Purchase Order Lines
RFQ Order Lines

weos [ NNNCTEE RN
Select whether this vendor is an individual or a person, and insert all the relevant details, after
inputting all the details, click o8ave

Vendors / New

m DISCARD

All RFQs

0 0 ] 0 0% » 0.00 0 Goto
* Opportunities t Meetings $ Sales = Purchases c On-time Rate E" Invoiced @ Vendor Bills Q Website

Individual  © Company

Company Address Phone
Mobile
Email
~
Website Link
Tax D Language English (US) vl @
Tags v

CONTACTS & ADDRESSES | SALFS & PURCHASE | INVOICING | INTERNAL NOTES | MEMBERSHIP

+ADD

2. Create a Purchase Order

Go toPurchase Modulend click orCreate

Purchase Orders  Products Reporting  Configuration

Requests for Quotation
B -

A purchase order form will appear for ybwfill up.Insert the vendor and the Order deadline
Select or create Rurchase agreementqf use of comparing multiple vendors quotation before
you decide- if applicable).
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Requests for Quotation / New
m DISCARD
CONFIRM ORDER  CANCEL -
Request for Quotation
New
R Lt 01/12/202214:57:22
[ Ask confirmation
HKD ~]

In the Product tab, click oAdd a product(Products should have beameated first, if not you
may also create it hereyelect the product from the list and add a descriptiothd description
has not already been inserted during creation of pradulnsert the quantity you wish to
purchase and click oBave

PRODUCTS OTHER INFORMATION

*~  PRODUCT DESCRIPTION QUANTITY uoM UNIT PRICE TAXES SUBTOTAL H
| ~ 0.00 ~ 0.00 ~ 0.00%
Add a product Add a section Add a note
Untaxed Amount: 0.00%
Taxes: 0.00%
Total: 0.00 $

Click @ Confirm Order

Requests for Quotation / PO0018

m CREATE SPFRINT @ ACTION 18/18 € >
[TIRET] CONFRMORDER  CANCE -

The Status of the PO will switchRairchase Orderand aDeliveryReceipt draft will be created
YR Oy 0S OASHSR RAGLOULABGSHNHF RGENDBAVDEY1aRNBEE2
the receiving of this product

Requests for Quotation / PO0018

m CREATE SPRINT £ ACTION 18/18 € >
T Tar] SENDPOBYEMAL  CREATEBILL  CANCEL  LOCK _
1
"-neupx

3. Registeringill, 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 gosddelivered after payment.
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a) Create a Receipt

In your PO, click oReceiveProducts This essentially redirects you to the Delivery Receipt note

dzy RSNJ & 2dzNJ Ly @Sy (i 2 NE¢as thisrezthépDduds/tiatS/oll pdraiss€S A LG & €
and are awaiting toeceive.ln the Receipt form you will have to check that the number of

products corresponds to the number ordered, click on Wadidate.

Requests for Quotation / P00018

m CREATE
LTl SEND PO BY EMAIL  CREATEBILL  CANCEL  LOCK

Requests for Quotation / P00018 / WH/IN/00013

m CREATE G PRINT €3 ACTION 11
PRINT  UNLOCK  CANCEL -
WH/IN/00013

WH/Stock 01/12/2022 12.00:00

PO0D1E
Mabile
Contin
OPERATIONS | ADDITIONAL INFO NOTE
PRODUCT DEMAND DONE  UNIT OF MEASURE
[DESK0004] Customizable Desk (CONFIG) (Aluminium, Black) 1.00 000 Units =

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

Requests for Quotation / PO0018 / WH/IN/00013

m CREATE & PRINT & ACTION 171
PRINT  RETURN  SCRAP  UNLOCK -
WH/IN/00013
Rs From Azure I 01/12/2022 12:00:00
[ 0 WH/Stock

01/12/2022 17:02:05
PO0DTS

OPERATIONS | ADDITIONALINFO | NOTE
PRODUCT DEMAND DONE  UNIT OF MEASURE

[DESKD004] Customizable Desk (CONFIG) (Aluminium, Black) 1.00 1.00  Units

b) Create a/endorBill

After confirming the Purchase Order, except for receiving your goods you must also settle your
payment to your vendorGo to the PO, and click @reate Bilto create a vendor bill.
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Purchase Orders  Preducts  Reporling  Configuration e w7 Mycompany (G

Requests for Quotation / P00018

GO cREATE BPRINT @ ACTION WE £ P
| CREATE BILL 'seun FOBYEMAIL  CANCEL  LOCK -
1
q Receipt
Purchase Order
PR Fnfnatian ek A% B s

A vendor bill draft will be created.

Purchase Orders  Products  Reporting  Configuration

Requests for Quotation / PO0018 / Draft Bill BILL/2022/01/0001
m CREATE BPRNT @ ACTION 171 € 3
m CANCEL ENTRY -

Vendor Bill

BILL/2022/01/0001

Vendor Azure Interior Bill Date
4557 De Silva St Accounting Date 01/12/2022
Fremont CA 94538 Due Date End of Following Month
United States Journal Vendor Bills in HKD
Delivery Address

Bill Referen

Payment Reference
Reciplent Bank

INVOICELINES = JOURNAL ITEMS | OTHER INFO

PRODUCT LABEL LANDED CO.. ASSETCAT.. ACCOUNT AMALYTIC . ANALYTICT..  QUANTITY

POO018:
[DESKO004]
Customizable
[DESK0004] Customizable Desk (CONFIG) (Aluminium, Black) Desk 510000 Costs 1.00
(CONFIG)
(Aluminium,
Black)

Click on Edit to insert thBill Dateand click orBave& Confirm

Requests for Quotation / P00018 / Draft Bill BILL/2022/01/0001

m DISCARD
m CANCEL ENTRY

Vendor Bill

BILL/2022/01/0001

Vendor Azure Interior » Bill Date 01/12/2022 -
Delivery Address . Accounting Date < January 2022 > .
Bill Referenee Due Date # SuMo TuWeTh Fr Sa o
Payment Reference Joumal 1 26 27 28 29 30 31 1 »
Recipient Bank - H 23 4 5 8 7 8
Auto-Camplete - EEIRCRI - ERIRE
4 16 17 18 19 20 21 22
INVOICE LINES JOURNAL ITEMS OTHER INFO 5 23 24 25 26 27 28 29
s 30311 2 3 45
~  PRODUCT LABEL LANDED COSTS ~ ASSETCATEGORY  ACCOUNT ANALYTICACCOUNT  ANALYTICT.

The status of the Vendor bill will switch to Posted.

Purchase Orders Products Reporting  Configuration % @7 MyCompany

Requests for Quotation / P00018 / BILL/2022/01/0001

m CREATE BPRINT B ACTION A0 < | >
[ CTNOS  ADD CREDITNOTE  RESET TO DRAFT -

Vendor Bill

BILL/2022/01/0001
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HH Accounting Dashboard Customers Vendors Accounting Reporting  Configuration G  @% My Company (San Francisco)
Accounting Dashboard n Favorites % Q
Y Filtersw = Group Byv W Favorites¥ 207 & P

v V—__"—_.

First Bill Bank Account Accounting Periods Chart of Accounts
Digitalize your vendor bills with OCR Setup your bank account to sync Define your fiscal years & tax returns Setup your chart of accounts and
and Artificial Intelligence. bank feeds. periodicity. record initial balances.
+ All done! + Step Completed! + Chart of account set.
Customer Invoices : Vendor Bills :
w 12 Invoices to Validate 13,829.718 Upload 2 Bills to Validate 350.00
2 Unpaid Invoices 1,498.78 3 Bills to Pay 500.00 $
Create Manually 2 Expenses to Process 3,609.60 $
Due 9-15 Jan This Week 23-29 Jan 30 Jan-5 Feb Not Due Due 9-15 Jan This Week 23-29 Jan 30 Jan-5 Feb Not Due

c) Register paymentupon or after reception

Once a vendor bill has been postaxd you have just paid ifou can register the payment by
clicking on theRegister Paymenbutton. You can access the Bill by going back to the PO, or go
to Accountingd Vendor Bill$3 X Bills to pay and find the corresponding bill.

Requests for Quotation / P00018 / BILL/2022/01/0001

EO8 create BPRINT £ ACTION LVA IS S
l LEAR TV ADD CREDIT NOTE  RESET TO DRAFT DRAFT -
~—

Vendor Bill

BILL/2022/01/0001

Insert the details of the payment and click Gneate Paymentselect the relevant Journal
which you paid from (depending on the journals you have set).

Register Payment ®
Journal Bank oy Amount £00.00 5| HKD -
Reciplent Bank Payment Date 01/12/2022
M ' Meme BILL/2022/01/0001

CREATE PAYMENT CAMCEL
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The Vendor bill will be marked &aid So your products are now ready for picking and storage.

Purchase Orders  Products  Reporting  Configuration

Requests for Quotation / P00018 / BILL/2022/01/0001

m CREATE B PRINT £ ACTION

ADD CREDIT NOTE RESET TO DRAFT

Vendor Bill %
BILL/2022/01/0001

Vendor Azure Interlor Bill Date 01/12/2022
4557 De Silva St Accounting Date 01/12/2022
Fremont CA 94538 Due Date End of Following Month
United States Journal Vendor Bills in HKD

Delivery Address

Aill Bafaranca

d) Register an upfront payment

You can register an upfront paymentonly when @&y R2 NJ 0 Af f a O2y G NBf Lkf
2NRSNBR ljdit yirdASas @
Vendor Bills

WVendor Taxes w
Control Policy 0 On ordered quantities
On received quantities

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

Purchase Orders  Products Reporting  Configuration c%  w'7 My Company

Requests for Quotation / P00020

m CREATE S PRINT & ACTION /20 € >
LE DT S TS T |seno POBY EMAIL  CANCEL  LOCK _
E
Receipt

Purchase Order

P00020

A vendor bill draft will be creatededt the bill date, save and confirm the vendor bill. Once it is
switched to Posted. You o&lick on theRegister Paymenbutton to register the payment.
Requests for Quotation / P00020 / BILL/2022/01/0003

S)j @ CREATE &= PRINT £ ACTION

C——————
| REGISTER PAYMENT ' ADD CREDIT NOTE RESET TO DRAFT

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

Requests for Quotation / P00020

m CREATE SPRINT L ACTION 20/20 £ >
VTSN SENDPOBY EMAIL  CREATEBILL  CANCEL  LOCK _

Frmabm e A
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4. Purchase Agreements

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

1 Blanket ordersare longterm agreements between a company and a vendor to deliver
products on a recurring basis with predetermined pricing. Your @myshould
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.

9 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 se®gi private organizations can also
use them to get the best deal among several vendors.

To enable purchase agreements gdPierchase Moduld, ConfigurationA Settingsand
activate Purchase Agreements.

Purchase Orders  Products Reporting  Configuration

ests for Quotation Settings

[ -] Purchase Agreements

= Agreemnent Types

a) Configure or create new types of purchase agredmen

Before you start using purchase agreements, make sure they are configured the way you want
by going toConfigurationZPurchase Agreement TypeBrom there, you can edit blanket
orders and calls for tenders @reatea new type of purchasagreement. You can configure
the:
1 Agreement Type: the name you want to give to the agreement.
1 Agreement Selection Type: you can either select multiple offers @sfert multiple
RFQ (norexclusive)which is the default setting for both blanket ordersdacalls for
tenders, or a single offer usir®glect only one RFQ (exclusivé)ich is sometimes
needed for calls for tenders where you only want to select a single vendor.
1 Lines: generally, you would always want to seldse lines of agreemenivhich arethe
different product lines you can configure when you set up your purchase agreement.
However, you can seleElo not create RfQ lines automaticallyf & 2dz R2y Qd g1 y i
requests for quotations to be prBlled in with that information.
1 Quantities: ifyou use lines of agreements, you can also specify independently if the
LINE RdzO(G & Q |j dzI y i A (0 Afiriew @duestzforrjuotattonsdiheSdefauli 2  LINS
option for blanket orders iSet quantities manuallywhile for calls for tenders are set
to Usequantities of agreement
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Customize Debrand / Purchase Agreement Types / Call for Tender
m DISCARD

Agreement Type Data for new quotations

Agreement Type Call for Tender EN Lines O Use lines of agreement

Agreement Selection Select only one RFQ (exclusive) Do not create RfQ lines automatically

Type © Select multiple RFQ (non-exclusive) Quantities © Use quantities of agreement

Set quantities manually

b) Set up a blanket order
Go toOrderdA Purchase Agreemen#s Create

H Purchage Orders Products Reporting  Configuration

Purchase Orders Requests for Quotation
Purchase Orders

m Y Purchase Agreements

Vendors
a Raference Purchase Order Lines Vendor Gompany
O POOOZO RFQ Order Lines Azure Interior My Company

Select Blanket Orders as the Agreement Type and select the veRidtd.orAdd a lineto add a
product and the pricer select products you have alreadyt gethe systemYou can also add a
Quantity for each product, if you have agreed with your vendor to order a specific minimum

guantity each time or in total. If you configured your blanket ordeBS&d quantities manually
then you don't need to insert # quantity.

Purchase Orders  Products  Reporting  Configuration

C% @7 MyCompany

Purchase Agreements / New

m DISCARD
oo [ [

Mitchell Admin

Blanket Order
HKD
San Francisco: Receipts v
Company My Company 2
PRODUCTS
PRODUCT CUSTOM DESCRIPTION QUANTITY  ORDERED QUANTITIES  UOM UNIT PRICE ]
0.00 0.00 v 0.00

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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Terms and Conditions

e o 0]

Yesterdav

c) Createarequest for quotation from thélanket order

Go to your blanket order agreement, and clickNvew Quotation The system will

automatically create a Request for Quotation form with the information initially defined when
setting up the blanket ordeDepending on the way the Purchase Agreement Type was
configured, the products lines will be pfiled accordingly.

Purchase Agreements / BO00001

m CREATE BPRINT & ACTION 12 £ >
NEW QUOTATION CANCEL -
=,
RFQs/Orders
Purchase
Mitchell Admin
entative
ent Type Blanket Order
Azure Interior
Currency HKD San Francisco: Recelpts
My Company
PRODUCTS
PRODUCT CUSTOM DESCRIPTION QUANTITY ORDERED QUANTITIES  UOM UNITPRICE |
[DESKO004] Customizable Desk (CONFIG) (Aluminius m, Black) 1,00 000 Units 100.00

Click on theRFQs/Ordergab to view all the requests for quotation made under the blanket
order.

Purchase Agreements / BO000O1

m CREATE S PRINT @ ACTION 12 < )
NEW QUOTATION CANCEL -

[}

BAAARNA

d) Set up aall for tenders

Go toOrdersA Purchase Agreements Create

H Purchase Orders  Products Reporting  Configuration

Purchase Orders Requests for Quotation
Purchase Orders

m Y Purchase Agreements

Vendors
a Raference Purchase Order Lines Vendor Company
| POOOZO RFQ Order Lines Azure Interior My Company

10
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Select Call for Tenders as the Agreement Type.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 ardooking to get quotations from multiple vendors. Next, add the products you want to
2NRSNJ FYR Ay 6KIG ljdzr yGAdGed C2NI OFftfa F2NJ Sy
should give you their best quote.

nnnnnnn

PRODUCT CUSTOM DESCRIPTION QUANTITY

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

Terms and Conditions

Yesterday

e) Requests quotations from the call for tenders

Go to your call for tenders agreement, and clicki\ew Quotation Select one of your vendors
you want to invite to the call for tender$roduct lines should be pifdled in, depending on
how you configured the Purchase Agreement Type. Clickemrd by emaito send it to the
vendor. Go back to the call for tenders and repeat this process for each vendor.

11












