Create, Update and Print Purchase Orders

Create a Purchase Order

To prepare a Purchase Order, go to Settings > Inventory > Purchase Orders.
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Fill in the order details on the Add Purchase Order window. Fields with (*) are required.
Vendor Details

Vendor*

Select the vendor’s name from the drop-down list.

Add Purchase Order
Vendor| / Ship Te
Select Vendor * /\I Shipping Address
4

KPL Industrial Supply

Vendor Address

Ship Via -

Tradelsnd Supply

Mailing Addrass Twin Cities Trading Date 95512022 o)

ad Cutting Taols
Email Purchase order #

arkland Warehouse

Vendor inveice #

Job #
Sku Name Description Uniit Cost Quantity Total Price
Type
Message to Vendor:
= Subtotal: $0.00
4 Tax: N
CANCEL

« Ifthe supplier does not exist in your system (not on the list), create a vendor profile first. To do this, go back to the Vendors page
OR create the profile straight from the Purchase Orders page.
o Below is the instruction on how to add a vendor from the Purchase Orders page.

e Scroll down to the bottom of the Vendors list and select Create New Vendor.



Add Purchase Order

Vendor

Vendor Address

Mailing Address

Email

Vendor invoice #

Job #

Message to Vendor:

Twin Cities Trading

Natividad Cutting Tecls

Parkland Warshouse

RS Spare Parts

ship To

o] Shipping Address

Ship Via

Date

Purchase order #

CREATE NEW VENDOR

1

Name

Description

/22022

Auto increment

Unit Cost

Z
lal
Quantity Total Price
Subtotal 30.00

d

oy |

Create the vendor profile on the Add Vendor window.

Save the new Vendor. The screen will return to the Add Purchase Order window where the details of the new vendor will auto-

Add vendor

General

Company Name * KPL Industrial Supply
kplindustriai@yzhos.com
(232)-323-4089
Mobile (232)-3231805
(232)-323-4839

websits www kplindustrial.com

Account no.

Business ID No.

Addresses

Mzin Azdresz

Street Address

City

Country

413 Vaness Rd

Kete Falz

WA

CANCEL

populate. You can now proceed with the preparation of the Purchase Order.
The new supplier/provider will be added to the Vendors’ List.

SAVE

Ship To

KPL Industrizl Supply

473 Vaness Ro, Ketie Fals, WA, 89747, USA

213 Vaness Rd, Kerdle Falls, WA, 39141, USA

kplindustrisl@ysheo.com

® Shipping Address

Ship Via

Date

Purchase order #

Name

Add Purchase Order
Vendor
Select Vendor *
Vendor Address
Mailing Addrass
Email
Vendor inveice #
Job #
Sku
Typ
Message to Vendor:

Description

3182022

Auta increment

Unit Cost

ra
o)
Quantity Tatal Price
Subtotal 50.00

CANCEL

SAVE
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1881 Fullerton Ave

400 § 4th Street Unit 1000M

Vendor Address, Mailing Address, Email

The selected vendor’s details will auto-populate the Vendor and Mailing Addresses and Email fields.

« If the Mailing Address and/or Email fields are not populated, key in the details. Both fields are also editable. The new or
updated information however will not be saved on the vendor’s profile. Updates will also have to be done on their profile on the

Vendors page.

 The Vendor Address field is not editable. If the information has not been added, leave this field blank and edit the Purchase
Order once the vendor’s profile has been updated.

Add Purchase Order
Vendor Ship To
Select Vendor * Parkiznd Warshouze B Shipping Address
P
Vendor Address 1881 Fullerton Ave, Chicago, lllinois, 50614, USA -
Ship Via -
Mailing Address 1881 Fullerton Ave, Chicago, lllinois, 60614, USA
Date 1612022 lal
i
Email sales@parkland.com Purchase order #
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
Type
Message to Vendor:
= Subtota o0
% Tax: 2 ~
CANCEL  SAVE

If the vendor has multiple locations, click on the Vendor Address field and select the correct one

. The Mailing address will automatically

change to the selected one. If needed, update the Email address.

Add Purchase Order

Vendor

Select Vendor *

Vendor Address

Mailing Address

Email

ssles@parkland com

Vendor invoice #

Job#

Message to Vendor

Ship To

a Shipping Address

s

Ship Via -
Date 562022

p ol

Purchase order #
Description Unit Cost Quantity Total Price
.00
4 . .
CANCEL SAVE

Vendor Invoice #
If the Vendor Invoice Number i

Job #

s already available,

key in the information on the field. Otherwise, update the Purchase Order once it is.



Select the associated customer Job Order number, if applicable.

Add Purchase Order
Vendor Ship To
Select Vendor * Parkiznd Warehouze B Shipping Address
s
Vendor Address 1881 Fullertan Ave, Chicago, llinois, 60614, USA -
Ship Via -
Mailing Address 1881 Fullerton Ave, Chicago. Illinois, 50814, USA
Date 95612022 lal
P
Email sales@packiand.com Purchase arder #
Vendor invoica #
Job #
Sku Name Description Unit Cost Quantity Total Price
Type
Message to Vendor:
= subtotal 5000
s Tax -
CANCEL SAVE

Ship To

Shipping Address

On the field, key in the address where the ordered products should be delivered. This could be the main storage facility, a warehouse,
the office or a job site.

Ship Via

Select the preferred courier or shipping company. If a different arrangement has been set with the vendor, leave this field empty.

Add Purchase Order

Vendor

Select Vendor *

Vendor Address

Mailing Address

Email

Vendor invaice #

Job #

Message to Vendor:

Parklznd Warehouse

1881 Fullerton Ave, Chicago, lllinois, 60614, USA

1887 Fullerton Ave, Chicaga, lllinos, 50614, US4

s=sles@parkiand.com

ShipTo

0] Shipping Address

4th Sereer, Unit 1000M,
N 55415

Ship Via

Date

Purchase order #

Description

/52022

Unit Cost

Quantity Total Price




Date

This is auto-filled with “today’s date”

Add Purchase Order

Purchase Order #

Auto Increment Not Set Up

Vendor ShipTo
Select Vendor * Parkland Warehouse @ Shipping Address 400 5 4th Street, Unit 1000M, @ -
Minnepolis MN 55415 / ~
Vendor Addrass 1881 Fullertan Ave, Chicago, lIlinois, 60614, USA - Ship Via N /
Fedex
Mailing Address 1881 Fullerton Ave, Chicago. lllinois, 60614, USA
Date
& uPs
usPs
Email zslez@parklznd.com Purchase order #
DHL
Vendor inveice #
oo
Sku Name Description Unit Cost Quantity Total Price
Type
Message to Vendor: o0
Ed Tax: v
CANCEL SAVE
. Select a different date, if preferred, using the date picker.
Add Purchase Order
Vendor Ship To
Select Vendor * Parkland Warehouse @ Shipping Address 400 S 4th Street. Unit 1000M @ -
Minnepalis MN 55415 >3
Vendor Address 1881 Fullerton Ave, Chicago, lllinois, 60614, USA v
Ship Via usps - /
i ; ¥
Mailing Address 1881 Fullerton Ave, Chicago. lllinois, 60614, USA "
Date " (o]
e
SEP 2022 ~ < >
Email sales@parkland.com Purchase order #
Vendor invoice # o . 5 s
4 5 I@\ 7 8 k] 10
Job# -
n 12 13 14 15 16 17
Sku Name Description 18 19 20 21 22 B 24 Quantity Total Price
25 26 27 28 29 30
Type
Message to Vendor: Subtotal: $0.00
& Tax: -
CANCEL SAVE
There are 2 possibilities for this field: Purchase Order Number Auto Increment is either set up or not.
Key in the Purchase Number on the field.
Add Purchase Order X

Vendor

Select Vendor *

Vendor Address

Mailing Address

Email

Vendor invoice #

Job #

Ship To

6] Shipping Address

Ship Via

Date

85712022

Purchase order #

bk

/

Auto Increment Set Up

The field will be disabled. The P.O. number will be automatically assigned when the new Purchase Order is saved.




Products

Vendor Ship To
Select Vendor * Parkland Warehouse B Shipping Address 1000M. @ -
4
Vendor Address 1881 Fullert , Chicago, lllinois, 60614, USA -
Ship Via usPs -
Mailing Address 1881 Fullerton Ave, Chicags, Ilinals, 50514, USA
Date 9/6/2022 (]
i
Email sales@parkland.com Purchase order #
Vendor invoice #
Job#
Sku Name Description Unit Cost Quantity Total Price
[ o Vendor:
easage to Yendor Subtotal $0.00
# ax:
CANCEL  SAVE
Edit Purchase Order X
Vendor Ship To
Selact Vendor Parkiand Warshouze Shipping Address th Street, Unit 1000M, -
s MN 55415 =
Vendor Address 1881 Fullerton Ave, Chicago, Illinois, 50614, USA h
ship Via UsPs -
Mailing Address 1881 Fullerton Ave, Chieags, lllinais, 50614, USA
Date 3]
i
Email sales@parkland.com Purchase order # E} \
Vendor invoice # \
Job #
Add Purchase Order
Vendor Address 1881 Ful hicago, llinois, 60614, USA M
Ship Via usps -
Mailing Address 1881 Fullerton Ave, Chicaga, liingis, 60814, USA
Date 812022 o
i
Email sales@parkland.com Purchase order #
Vendor invoice #
Job#
Sku Name Description Unit Cost Quantity Total Price
Message to Vendor:
4 Tax
Internal Memo
Total : 50.00
P
CANCEL SAVE

Add Purchase Order

Click on the field. The drop-down will show the list of Inventory and Non-Inventory items to select from.

+ Note that the Purchase Order is not used for the purchase of equipment.




Add Purchase Order

Vendor Address

Mailing Address

Email

1881 Fullerton Ave, Chicago, lllinois, 50614, USA

1881 Fullerton Ave, Chicaga, lllinois, 50814, USA

ssles@parkland com

Ship Via

Date

Purchase order

Vendor invoice #

Job#

Sku Name

/ Description

Type to sesrch

r |

80000019-1425994317, #2 1" Bolt

Bolt number 2 thread, 1 inch length

305

8000001E-1427211280, #2 1" Bolt - Black
Bolt number 2 thread, 1inch lengtn. Black
3015

8000001D-1426192795, #3 1" Bolt

Bolt: number 3 thread, 1 inch length

304

INV - 4000, 37t Cold Water PVC

3 feet Cold Water PVC Pipe, orange

$1.75

562022 ]

Uniit Cost Quantity Total Price

Total :

50.00

CANCEL SAVE

Search for the specific item by scrolling through the list. Alternatively, key in the item name on the field and matching results will come
up. Click on the product to add this to the Order list.

Add Purchase Order
Vendor Address

1881 Fullertan Ave, Chicago, lllinois, 50814, USA

Mailing Address 1881 Fullerton Ave. Chicsga, llinoiz, 50614, USA

Email ssles@parkiang com

Vendor invoice #

Jon#

6192795, #3 1" Bolt
ber 3 thread, 1inch length

INV - 4000, 3ft Cold Water PVC
3 feet Cald Water PVC Pioe, orangs

Ship Via

Date

Purchase order #

Description

3175

00, ACU Filter#3

7p3838, Forged Piston Kit
Hi performance piston kit
3318

r filter for ACUs class A

-

9/6/2022 gl

Unit Cost Quantity Total Price
Subtata $0.00
o _
Total: 50.00

CAMNCEL SAVE

« Ifthe product is a new one and has not been entered into the system (not on the list), create a profile for it first. To do this, go to

the Inventory List page OR create the profile straight from the Purchase Orders page.

o Below is the instruction on how to add a new inventory or non-inventory item from the Purchase Orders page.

e Scroll down to the bottom of the Items list and select Create a New Item.

Add Purchase Order

Vendor Address

Mailing Address

Email

Vendor invoice #

Job #

7p3838, Forged Piston Kit
$318

152 helmet
Protect your Head

$400

NI - 3000, Tuff Declogger 16

252

1881 Fullerton Ave, Chicago, lllinois, 50614, USA

1881 Fullerion Ave, Chicsga, lliinois, 50814, US4

ssles@parkiand.com

Declogger for use the ACU service teams

CREATE A NEW ITEM

Ship Via

Date

Purchase order #

Description

Unit Cost Quantity Total Price

Total :

S0.00

« Select if the item is an Inventory or a Non-Inventory one and click Next.




Create the Inventory or Non-inventory profile on the Add Inventory window.

Add Inventory

General Stock

Asset Account
Bress hinges

Inventary Aszet X
Main warehouse quantity on hand * 0
INV - 986968
Reorder point  35.00
Vendor

Tradeland Supply

Duse serial fty calculates

ing serial numbers)
Nontaxable [
‘Warehouse

Bin # Isle # QTy

Income Account

Sales price/rate

Sales description

Expense Account

Cost

Canstruction Income

52.00

stendard interior brass hings

Construction Materials Costs

21.00

Total quantity: 0

CANCEL SAVE

Once done, Save the new product. The screen will return to the Add Purchase Order window. Select the item from the list or type

the name on the search bar and click on the item. The details will auto-populate. You can now proceed with the preparation of
the Purchase Order.

The new product will be added to the Inventory List.

Add Purchase Order
Vendor Address 1381 Fullerton Ave, Chicago, llincis, 60614, USA -
Ship Via Uses -
Mailing Address 1881 Fullerton Ave, Chicago, lllinois, 60614, USA
Date 612022 ol
“
Email sales@parkland.com Purchase order # Auto increment
Vendor invoice #
Job#
Sku / Name Description Unit Cost Quantity Total Price
Brasy /
INV - 986958, Brass hinges
standard interior bress nings
521
CREATE A MEW ITEM Subtotal $0.00
4 Tax: Mot selected
Internal Memo
Total : 50.00
#
CANCEL  SAVE




(IndisTrack  MAP  CUSTOMER  ESTIMATES  SCHEDULE  INVOICES  TIMESHEET PO.  REPORTS 2 0@ & 6
a . ‘
Company Settings Q ACTIONS +
.
& Offics Users 0 nName 4 Sku Type Sales Description Sales Price Cost Qty On Hand
% Field Employees . [J #21"Bon 50000019-1425894317 Inventory Bolc: number 2 thread, 1 inch length 3 0s 100
[J #21"Bolt-Black 8000001E-1427211230 Inventory Bolt: number 2 thread, 1 inch 1 015 100
W Vehicle Tracking < ength. Black
O #31Bon B00D001D-1426192755 inventory Boit: number 3threaq, 1inch length  0.75 04 362
W Reminders
[J 3t Coidwater pvc INV - 4000 inventory 3 feet Cold Water PUC Pipe, orange  3.25 178 s
B Reports < [ acurne=s INV 3000 inventory reguiar filter for ACUS class A 20 12 s0
Labor cost for ACU general
. e vic
B obie App [J ACU General sv3000 Ser P 25 1
. voe G e L i< oo . N Spiit Type ACU quarterly general ’
@ Memberstip [J ACU Spiit Type Gen Maint Bundle 45 6000 Assembly e e 2
ID Brass ninges INV - 986968 inventory standard interiar brass hinge 52 2 0 |
M Inventory ~
General Maintenance service of
[ Central ACU General Maintenance Sv 5000 Service i 135 S
central airconditisining units
nvantory list
O rorged piston kit fp3838 inventory 50 318 420
Equipment [ 1s2helmet Inventory Protect your Head s00 100 2=
[] Power sprayer Rernal SV 4000 Service Power Sprayer use s5 2
Warehouses
Service cost for general
ot [ spiic Type ACU Gen Maintenance SV 6000 Sery intenance of split pe (up T 95 40
eodnrs naigoning u.
The item’s SKU, Name, Description and Unit Cost will auto-fill on the fields.
Add Purchase Order
Vendor Address 1851 Fullerton Ave, Chicego, Illinois, 60514, USA -
Ship Via ses -
Mailing Address 1881 Fullerton Ave, Chicago, lllinois, 60614, USA
Date 9/6/2022 o]
i
Email sales@parkland com Purchase order #
Vendor invoice #
Job#
Sku Name Description Unit Cost Quantity Total Price
fp3838 Forged Piston Kit Hi performance piston kit , 38 1 $318.00 x
Messazs to vendor: Subtotal: 3318.00
% Tax:
Internal Memo d
CANCEL  SAVE
. . . y . .
Set the quantity to be ordered under the Quantity column. The item’s Total Price will auto-compute.
Add Purchase Order
Vendor Address 1381 Fullerton Ave, Chicage, llinois, 50614, USA -
ShipVia  USPS -
Mailing Address 1881 Fullerton Ave, Chicago, lllinais, 60614, USA
Date 3]
i
Email ssles@parkland.com Purchase order #
Vendor invoice #
Job#
Sku Name Description Unit Cost Quantity Tota
fp3338 Forged Piston Kit Hi performance piston kit , s 100 $3180000 %
Message to Vendor: Subtotal $31,800.00
4 Tax:
Internal Memo -
CANCEL  SAVE

Add other items to the Order List as may be needed. Use the same steps as above.




Add Purchase Order
Email les@p: d.com Purchase order #
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
fp3838 Forged Piston Kit Hi-performance piston kit PRES 100 x
8000001D-1426192795 #31"Bok Bolt number 3 thread, 1 inch lengih PR 1000 %
80000015-1425994317 #21"Bok Bolt number 2 thread, 1inch lengih PEEE 1000 %
Type t0 search “li—
Message to Vendor: .
“ ax:
Internal Memo
Total: $32,700.00
“
CANCEL  SAVE
« To remove an item from the Order List, click the X button (delete).
Add Purchase Order
Email Purchase order #
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
103833 Forged Pizon Kit Hi-perfarmance piston kit PRE 100 $31,500.00
8000001 D-1426192795 #3 1" Bolt Bolt: number 3 thread, 1 inch length P 0.4 1000
80000019-1425994317 #21"Bott Bolt number 2 thread, 1 inch length PRLL 1000
Type to search
Message to Vendor: -
s Tax
Internal Memo
Total: $32,700.00
i
CANCEL  SAVE

« If the item’s Description and/or Unit Cost fields are not populated, key in the details. Both fields are also editable. The new or

updated information however will not be saved on the item’s profile. Updates will have to be done on their profile on the Inventory
page if needed.

Add Purchase Order

Email ssles@parkland.com Purchase order # Auto increment
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
p3838 Forged Pistan Kit Hi-performance piston kit P 8 100 £31,800.00 x
3000001D-1425192795 #3 1" Bolt Bolt: number 3 thread, 1inch length PRLE 1000 $400.00 £3
30000019-1425994317 #21" Bolt Bolt: number 2 thread, 1 inch length PRLL 1000 500, x
Type to searcn
Message to Vendor: . -
4 Tax
Internal Memo
Total : $32,700.00
4

Totals and Tax

The Subtotal and Total fields will auto-populate.



Click on the Tax field and select the applicable tax rate. The corresponding tax will be displayed and the Total P.O. amount will auto-

Add Purchase Order

Email

les@par’ d.com Purchase order #
Vendor invoice #
Job#
Sku Mame Description Unit Cost Quantity Total Price
fo3838 Forged Piston Kit Hi-performance pistan kit PRl 100 x
8000001D-1426192795 #31"Bolt Bolt: number 3 thread, 1 inch length PRLE 1000 x
80000016-1425994317 #21"Bolt Balt: number 2 thread, 1inch lengsh L, 0 1000 $500. x
Type w search
Message to Vendor: .
2 Tax:
Internal Memo
Total : §32,700.00
e
CANCEL  SAVE

compute. If the product costs are Tax inclusive, select None.

» Ifthe Tax item does not exist in the system (not on the list), create one first. To do this, go back to the Tax page OR create the
profile straight from the Purchase Orders page.

Add Purchase Order

Email

Vendor invoice #

Job ¥

Sku

fp3838

5000001D-1426192795

50000019-1425994317

Type t

Message to Vendor:

Internal Memo

Name

Forged Piston Kit

#31"Bak

#21"Balt

Description

Purchase order #

Hi-performance piston kit

Bolt: number 3 thread, 1 inch lengd

Balt: number 2 thread, 1 inch lengt!

Unit Cost

Quantity Total Price
318 100 $31,50000 X
2
0.4 1000 400.0 x
=
05 1000 500.0¢ x
%
Subtors
P Tax Sales Tad 10.0
Total :

£35,970.00

CANCEL SAVE

o Below is the instruction on how to add a tax item from the Purchase Orders page.

Scroll down to the bottom of the tax list and select Create New.

Edit Purchase Order

Email

Vendor invoice #

Job#

Sku

fp3838

50000010-1426192795

B80000019-1425994317

Type o search

Message to Vendor:

Internal Mema

ssles@parkiand.com

Name
Forged Piston Kit
#3 1" Bolt

#21" Bolt

Deliver tzms

Stock replenishment for 4th St warehouse

Description

Hi-performance piston kits

Purchase order #

Bolt: number 3 thread, 1 inch lengd

Bolt numaer 2 thresd, 1 inch length

by the 3rd wesk of October at the warenouse address above.

Unit Cost Quantity Total Price
318 100 x
~
04 1000 x
05 e x
Sales T: 0%

$32,700.00

Create the new Tax item on the Set Tax window.

CANCEL SAVE




Tax Name: N Szles Tax

Tax Value: 6875

* Once done, save the new tax item. The screen will return to the Add Purchase Order window where the details of the tax will be
displayed. You can now proceed with the preparation of the Purchase Order.
* The new tax item will be added to the Tax List.

Edit Purchase Order
Email ssles@parkiand.com Purchase order #
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
p3838 Forged Piston Kit Hi-perfarmance pisten kits P 318 100 $31,800.00 x
80000010-1426192795 #31" Bolt Bolt numoer 3 thread, 1 incn lengtn PR 1000 $400.00 x
80000018-1425994317 #21" Bolt Bolt numoer 2inread, 1inch lengin PR 1000 $500.00 x
Type o search
Message to Vendor: Deliver items by the 3rd week of Octuber at the warehouse address above. R $32,700.00
4 Tax: MN Sales Tax %6.88 $2243.13
Internal Memo. Stock replenishment for 4th Stwarehouse.
Total: $34,948.13
%
CANCEL  SAVE
@muu Map CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET PO. REPORTS [~ W=]) @
= Company Settings v
Tax | Terms
General
©  actons -
[ nName ¢ Tax
Tags
ID MN Sales Tax 6.85 H I
& office Users [0 salesTax 1600
. 10.00
vat
% Field Employees < o
kems per page: 10 - 1-30f3
W Vehicle Tracking <
W Reminders

Message to Vendor

Add notes for the vendor that are relevant to the order such as “rush order” or “items needed by 12/22/22” or the delivery/shipping
instructions/arrangement.

Internal Memo

Add any notes meant for the team such as “initial stock” or “Emergency Purchase” or the delivery/shipping arrangements.



Add Purchase Order

Email ssles@parkiznd.com Purchase order # s 4
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
103838 Forged Pistan it Hi-perfarmance piston kit PRES 100 $31,50000 %
B80000010-1426192795 #3 1" Bolt Bolt: number 3 thread, 1 inch length P 04 1000 $400.00 x
30000019-1425594317 #2 1" Bolt Bolt: number 2 thread, 1 inch length P 0s 1000 250000 x
Message to Vendor: Deliver items by the 3rd week of October at the warehouse address above E——
“ . $3270.00
Internal Meme Stock replemishment for 4th Stwarehouse
Total: $35,970.00
“
CANCEL  SAVE
Save the new Purchase Order. This will be added to the list.
@ﬂ'ruk MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O. REPORTS B e €]
E1 Membership
Filter:  Filte a
2 Inventory ~
MORE ACTIONS ~
inventory list
Number Vendor Vendor Invoice Number Job # Status Created By Amount
Equipment z Parkland Warehouse New $35570.00 i I
Warehouses 2 RS Spare Farts nventory Recaived Peter Richards $2,000.00 i
1 Twin Cities Trading New Peter Richards $2,000.00
Vendors
Purchase orders
Markups
@ PriceBooks <
# Scheduling <
Find the Purchase Order to be updated from the list. Click the 3-dot menu and select Edit.
(indisTrack  MaP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O. REFORTS B e @
m mooie App
Filter:  Filte 6]
E Membership
EACTIONS ~
M |nventory v
Number Vendor Vendor Invaice Number Job # Status Created By nount
inventory list W
3 Parkland Warehouse New $3 i
RS 2 RS Spare Farts nventory Received Peter Richards 500 / Edit
Warehouses 1 Twin Cities Trading New Richards 520 @ Preview
Vendors - -3f3 & Print
S Send Mail
Purchase orders
™ Receive Inventory
Markups
W PriceBooks <

« To delete an item from the Order List:
o Click the X button to the right of the item.

Update the Purchase Order details as may be needed.




Edit Purchase Order
Email sales@parkiand com Purchase order #
Vendor invoics #
Job #
Sku Name Description Unit Cost Quantity Total Price
193838 Forged Piston Kit Hi-performance piston kits PREL 100 $31,800.00
3000001D-1426192795 #31" Bolt Bolt: number 3 thread, 1 inch length A 0.4 1000
80000019-1425994317 #21" Bolt Bolt: number 2 thread, 1 inch length A 0s 1000
Type to search
Message to Vendor: Deliver items by the 3rd week of October atthe warehouse address above [E—
# Tax:  Sales Tax %10.00
Internal Memo Stock replenishment for 410 5twarenouse
Total: $35,970.00
i
CANCEL  SAVE

« To add another item to the Order List:
o Click on the item field.
o Search for the specific item by scrolling through the list. Alternatively, key in the item name on the field and matching
results will come up. Click on the product to add this to the Order list.
Set the quantity to be ordered under the Quantity column.
Note that an item can not be added to the list more than once.

Edit Purchase Order
Email sales@parkland.com Purchase order # |
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
fezazs Forged Pistan Kit Hi-perfarmance piston kits PR 100 $3180000 %
B000001D-1426192795 #31" Balt Bolt: number 3 thread, 1 inch length P 04 1000 5400. x
BO0D0019-1425994317 #21"Bolt Bolt. number 2 thread, 1 inch length P 05 1000 500.0 x
NV - 986368 Brass hinges standard interior brass ninge , 2 100 £2,10000 %
Type to search
Message to Vendor: Deliver items by the 3rd week of October at the warehouse address above. Subtotal $34.800.00
CANCEL  SAVE
« To update the quantity of an item on the Order List:
o Find the item to be updated from the Order List.
o Edit the value under the Quantity column.
Edit Purchase Order
Email sales@parkland.com Purchase order # 3 -

Vendor invoice #

Job# /

Sku Name Description Unit Cost Quantity / Total Price
3838 Forged Piston Kit Hi-performance piston kit P 318 100 $31,800.00 x
3000001D-1426192795 #31"Bok Bolt number 3 thread, 1inch length PR 1000 $400.00 x
A0000015-1425594317 #21"Bak Bolt number 2 thread, 1 inch length PR 1000 $500.00 x
NV - 986968 Brass hinges standard interior brass hinge P 100 $2,100.00 X
Type ta search
Message to Vendor: Deliver items by the 3rd week of Dctober at the warehouse address sbove [Ep—
4 Tax:  Sales Tax 10
Internal Mema Stock replenishment for 41h Stwarenouse

+ To update the Description and Unit Cost:
o Find the item from the Order List.



o Edit the Description and/or the Unit Cost as may be needed.
o Note that any changes made to the Description and Unit Cost via the Purchase order will not be saved on the item’s
profile on the Inventory page. If needed, go to the item’s profile on the Inventory page and update the details.

Edit Purchase Order

Email sales@parkland.com Purchase order # 3 N
Vendor invoice #
Job #
Sku Name Description Unit Cost Quantity Total Price
103838 Forged Piston Kit Hi-performance pisten kits PREL 100 $31,80000 X
8000001D-1426192795 #3 1" Bolt Bolt: number 3 thread, 1inch length A 04 1000 340000 x
80000018-1425394317 #21"Bol Baltnumber 2shread, Tineh lzngh PR 1000 $500.00 x
INV - 9359568 Srass hinges standard interior brass hinge PRES 100 $2,100.00 *x
Type to search
Message to Vendor: Deliver items by the 3rd week of October at the warenouse address above. — 534,.800.00
# Tax Sales Tax %10.00 $3480.00
Internal Memo Stock replenishment for 4th St warehouse.
Total: $38,280.00 |
CANCEL  SAVE

Once done, Save the changes.
View and Save a Purchase Order

Find the Purchase Order from the list and click the 3-dot menu to its right and select Preview. The Purchase Order in view mode will
open.

@lﬁuh MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O. REPORTS B e @)
m mooie App
Filter:  Filter
EJ Membership
2 Inventory v
Number Vendor Vendor Invoice Number Job # Status Created By mount
Inventory list
3 Parkland Warehouse New 38,280.00
Equipment
2 RS Spare Parts Inventory Received Peter Richards 00 # Edic
Warehouses 1 Twin Cities Trading New Peter RichaTAT 13 @ Preview
Vendors temsperpage 25w 1-30f3 8 Print
£ Send Mail
Purchase orders
M Recaive Invantory
Markups
W PriceBooks «
B Scheduling <

SAVE AS PDF

Vendor Ship To

Vendor Parkland Warshouse Shipping Address

Minnepalis MN 55415

400 5 4th Street, Unit 1000M,

Vendor invoice #

Ship Via USFS

Email szles@parkland.com

Date @/5/22

Mailing Address 1331 Fullerton Ave, Chicago, liinois, 80814, USA

Purchase order #

SKU NAME DESCRIPTION UNIT COST QUANTITY TOTAL PRICE

INV - 986988 Brass hinges standard interior brass hinge 21.00 100.00 2100.00

3638 Forged Piston Kit

Hi-performance piston kits

318.00 100.00 31800.00

8000001D-1426192795 #3 17 Bolt Bolt: number 3 thread, 1 inch length 0.40 1000.00 400.00

80000019-1425994317 #2 1" Bolt Bolt: number 2 thread, 1 inch length 0.50 1000.00 500.00

+ To Download or Save a PDF copy of the Purchase Order:
o Click the Save as PDF button at the upper right corner of the preview window.
o The file will download to your hard drive.



Purchase Order Preview

B SAVEAS PDF

Vendor Ship To

Vendor  Parkland Warehouse Shipping Address 400 S 4th Straet, Unit 10000,

Minnepolis MN 55415
Vendor invaice #

Ship Via USPS
Email sales@parkland com
Date @522
Wailing Address 1851 Fullrton Ave, Chicage. llincis, 80914, USA
Purchase order #

SKU NAME DESCRIPTION UNIT COST QUANTITY T L PRICE

INV - 986968 Brass hinges standard interior brass hinge 21.00 100.00 2100.00

3838 Forged Piston Kit Hi-performance piston kits 31800 00

8000001D-1426192785 #3 17 Boit Bolt: number 3 thread, 1 inch length 1000.00

20000019-1425994317 #2 17 Bolt Bolt: number 2 thread, 1 inch length 1000.00

» To close the Purchase Order Preview window:
o Click the Close button at the bottom of the preview window OR the X button at the upper right-hand corner.

Purchase Order Preview E
B SAVE AS PDF
Vendor Ship To
Vendor Farkland Warehouse Shipping Address 400 § 4th Street, Unit 1000M,
Minnepolis MN 55415
Vendor invoice #
Ship Via USPS
Email sales@parkland.com
Date 9/5/22
Mailing Address 1851 Fullerton Ave, Chicago, lllinais, 80614, USA
Purchase order # 2
SKU NAME DESCRIPTION UNIT COST QUANTITY TOTAL PRICE
INV - 986965 Brass hinges standard interior brass hinge 21.00 100.00 2100.00
p3838 Forged Piston Kit Hi-performance piston kits 313.00 100.00 31800.00
B8000001D-1426192795 #3 1" Bolt Bolt: number 3 thread, 1 inch length 0.40 1000.00 400.00
80000019-1425994317 #2 1" Bolt Bolt: number 2 thread, 1 inch length 0.50 1000.00 500.00
[
Print a Purchase Order
Find the Purchase Order from the list and click the 3-dot menu to its right and select Print.
@lTrl:I MAP CUSTOMER ESTIMATES SCHEDULE INVOICES TIMESHEET P.O. REPORTS m De (2]

W wobie App

Filter:  Filte B
EJ Membership

ELLLEYE  moRe AcTions -
& Inventory v

Number Vendor Vendor Invoice Number Job# Status Created By Amount
Inventory list

3 Parkland Warehouse New —rrteee——® ;
Equipment

2| RS Spars Pars Inventory Recsived Peter Richards 1
Warshouses 1 Twin Cities Trading New Peter Richards 340 @ Praview
Vendors M = 8 Frinc

& Send Mail
Purchase orders

1M Receive Inventory

Markups
W PriceBooks <
@ Scheduling <

The Purchase Order in print preview mode will open. Work on the settings and click Print.



. -
g P -
P
-

"

"

"

i

Print

Diegtan st

Pages

Color

More settings

Paper size

Pages per sheet

1 sheat of paper

& Microsoft Print 1o FOF

[ -
Black and white -
Luther -
Default -

























