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Chapter

8b
Purchase Order Maintenance
Visual EstiTrack’s Purchase Order Maintenance Subsystem maintains and monitors all purchasing activity while providing the user a number of clever purchasing tools.
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Figure 8b.1 Purchase Order Maintenance
Purchase Order Maintenance
Visual EstiTrack’s Purchase Order Maintenance subsystem provides the ability to create, track and keep 
up-to-date on all purchasing records required for all purchases throughout the shop.  
The Purchase Order Maintenance subsystem is broken down into two key tabulations.  The “General Tab” displayed below is used to add the key general purchasing information needed to begin the Purchase Order while the “Line Items Tab” is used to define and manage each purchased item in the shop.  If the Shop Order number is defined within the Purchase Order number, the system will automatically include these line items on the Routing Reports.
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Figure 8b.2 Purchase Order Maintenance

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Purchase Order Maintenance” from the drop down list.
Shortcut:    [image: image3.png]


  Quickly enter this module by left clicking on the displayed “Purchase Order Maintenance” icon on the toolbar.  


 Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

Retrieving an Existing Purchase Order
· The pushbutton   [image: image4.png]


  located at the bottom left corner of figure 8b.2 can be used to recall previously captured Purchase Orders.  Once activated, the Supplier Search Criteria form is retrieved and can be used to locate existing vendors.  The Supplier Search Criteria form is displayed below.
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Figure 8b.3 Purchase Order Search Criteria form
· The fields displayed above can be used to filter the captured purchase orders.  Partial words can also be used during the search process.  Search results will be displayed on the bottom half of the screen.

· The results are automatically ordered by the Purchase Order Number.  The user can change the search results order by using the “Order Search Results By” dropdown menu located on the bottom of the form.

· Once a purchase order is selected, double click on the entry to retrieve the order into the Purchase Order Maintenance form.  



Quick Search

Alternatively, the Quick Search is available when the user wishes to directly access a known Vendor Code.

· Activate a Right Click on the search key [image: image6.png]


  located on the bottom left corner of the Purchase Order Maintenance form.

· The Quick Search pop-up is retrieved for Purchase Order Number entry.
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Deleting an Existing Purchase Order 
· To remove a purchase order from the system, retrieve the P.O. into the Purchase Order Maintenance form.  
· Once the data is displayed, activate the DELETE pushbutton displayed on the button of the screen to retrieve the Delete this Record pop-up displayed in the figure below.

· After the delete validation is confirmed, the record is permanently removed from the system. 
[image: image8.png]Purchase Order Maintenance T 5 |
General | Line tems
~Purchase Order Definition
PO thmber [o0722 Sttus [open =l Prone [599-308 951
Date [lozszoos Divison [ = Fax [
suppler Jauto 0| I~ Regtiest for Guote. Premium Freight
Ship To
[AUTOMATIC VACHINIIG VAGAZITE [MANFACTURIIG COMPAIY

[2263 DOVETAIL ROAD

[CHERRY Wi 22344

Delete this record

Betch Print

 Post (" Unpost

B —
sup.cotact [ &) e |

Cre P fete @ panket| [

Netes.

B

Inveice No. |

Date | Due Date | Rec Date |

£l am

| save | cance o] cony | Ext | R |

EEE





Figure 8b.4 Deleting a Purchase Order via Purchase Order Maintenance

	Note: 
If the incremental “Step Up” numbering nomenclature is used, the system will allow you to use the same PO number again only if the original PO number record is deleted.  
However, the step-up numbering function does not automatically issue the deleted number.




Creating a New Purchase Order

Purchase Orders can also be created using multiple methods.  Each of the available methods is further described in the chapter below. 

Creating a New Purchase Order directly in Purchase Order Maintenance

· Retrieve the Purchase Order Maintenance subsystem from either the icon or via the menu bar

· Activate the ADD pushbutton located at the bottom of the form

· The General Tab displayed in the figure below is refreshed for new Vendor entry.  
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Figure 8b.5 Adding a New Purchase Order directly in Purchase Order Maintenance
Purchase Order Maintenance – General Tab
The General Tab of Purchase Order Maintenance is used to add the key general purchasing information needed to begin the Purchase Order entry process.  Information regarding the available fields and parameters is further given in the corresponding table below.
	Vendor ( Purchase Order Maintenance – General Tab


	Field
	Required
	Field Type
	Description

	Purchase Order Definition
	
	
	

	
	
	
	

	P.O. Number
	YES
	ALPHANUMERIC
	An automatically generated number used to uniquely identify the purchase order.
The purchase order numbering sequence is defined in the “Auto-Number” tab of the table:
TABLES ( COMPANY TABLES. 

	om
	
	
	

	Date
	NO
	DATE
	The purchase order creation date.  The date is automatically inserted by the system when the purchase order is first created.  The date maybe overridden if necessary.

	
	
	
	

	Supplier
	YES
	ALPHANUMERIC
	Enter in the Vendor Code of the company fulfilling the purchase order.  The search key is available for vendor code selection.

	
	
	
	

	Status
	YES
	DROPDOWN
	Select the status of the purchase order from the dropdown menu.  The status is automatically initiated as “Open” when a new purchase order is created.

	
	
	
	

	Division
	NO
	DROPDOWN
	Select the company division from the dropdown menu.

	
	
	
	

	Request for Quote
	NO
	CHECKBOX
	Activate checkbox to issue use the Purchase Order Maintenance forms as a Request for Quote from the selected supplier. 
Note:  If the Request for Quote is further approved, it can be converted to a Purchase Order by deactivating the checkmark from the checkbox.

	
	
	
	

	Phone
	N/A
	DISPLAY
	Displays the phone number of the selected supplier.  
The vendor phone number is maintained in the “Address” tab of the table:  VENDOR ( VENDOR MAINTENANCE.

	
	
	
	

	Fax
	N/A
	DISPLAY
	Displays the fax number of the selected supplier.  The vendor fax number is maintained in the “Address” tab of the table:  VENDOR ( VENDOR MAINTENANCE.

	
	
	
	

	Premium Freight
	N/A
	PUSHBUTTON
	Activate pushbutton to enter in a freight amount and any associated freight notes.

	---
	
	
	

	Tax
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Sales Tax Information defined for the selected Vendor.  The defaulted Sales Tax codes maybe overridden if necessary within the available fields.

	
	
	
	

	Currency
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the “Currency Exchange Information” pop-up used to set the currency and buy rate of the currency for the used to purchase the selected items.

	
	
	
	

	Mail To
	NO
	TEXT
	The “Mail To” fields are automatically populated when the Vendor Code is entered into the Supplier field.  The information maybe overridden if necessary.

	
	
	
	

	Ship To
	NO
	TEXT
	The “Ship To” fields are automatically populated with the Company address taken from the Mailing address defined within the table:
TABLES ( COMPANY ( General Tab.

	
	
	
	

	---
	
	
	

	Batch Print
  Yes/No
	YES
	RADIOBUTTON
DATE
	The system defaults to YES. Yes will enable you to print an accumulative quantity of Purchase Orders all at once.  “Batch Purchase Order Report” function is located in the Vendor drop down menu. 
Date Printed will auto-populate and the Batch Print field will automatically change from YES to NO after the Print button is selected.

	
	
	
	

	Post
Unpost
	YES
	RADIOBUTTON
DATE
	The system will automatically display default to Post when creating a new Purchase Order. After running Post/Unpost Purchase Orders from the Vendors drop down menu the system will automatically display the date it was posted.  
You will be able to UNPOST a specific Purchase Order by selecting Unpost.  The system will then delete the date posted.  After changing this field you would then select Post/Unpost Purchase Orders from the Vendors drop down menu and the system will automatically Unpost any Purchase Orders containing this Unpost mark.

	
	
	
	

	Payment Terms
	NO
	DROPDOWN
	Select the payment terms from the available dropdown list.
Note:  Payment Terms are maintained in the table:
TABLES ( PAYMENT TERMS.

	
	
	
	

	Supplier Contact
	NO
	DROPDOWN
	The Vendor’s defined Primary Contact is automatically inserted into the field.  Any additional company contacts maybe selected from the available dropdown list.

	
	
	
	

	Invoice Number
	NO
	ALPHANUMERIC
	

	
	
	
	

	Date
	NO
	DATE
	

	
	
	
	

	Buyer
	NO
	TEXT
	The name of the logged in Visual EstiTrack TM user is automatically defaulted into the field as the Buyer.  The name maybe overridden if necessary.

	
	
	
	

	Planner
	NO
	TEXT
	Enter an additional Planner code if needed.

	
	
	
	

	PO Type
  Discreet
  Blanket
	NO
	RADIOBUTTON
	Select the type of purchase order created from either the “Discreet” or “Blanket” radio buttons available.  Most purchase orders are discreet unless they are defined as part of an open “Blanket” PO.

	
	
	
	

	FOB
	NO
	ALPHANUMERIC
	Enter in the Freight on Board point.

	
	
	
	

	Ship Via
	NO
	DROPDOWN
	Select the preferred shipment means from the dropdown list.

	
	
	
	

	Due Date
	NO
	DATE
	Enter in the requested due date for the purchased items.
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	Notes
	N/A
	PUSHBUTTON
	Activate pushbutton to enter in any additional purchase order notes into the available free form text box.  An “Open Book” is displayed when information is entered into the available fields.
Note:  The captured notes maybe printed on the Receiving Report if the “Include Notes” checkbox is activated in the Receiving Report Print Criteria form.  

	
	
	
	

	Receiving Date
	NO
	DATE
	The receiving date is automatically populated when the purchased products or services are “received” into the system.  This field maybe overridden if necessary.

	
	
	
	

	-- End General Tab  --
	
	
	

	
	
	
	

	Search
	N/A
	PUSHBUTTON
	Right Click:  Retrieves the Purchase Order Search Criteria form. 

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new purchase order to the system.  The P.O. Maintenance subsystem is refreshed for new PO entry.

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes to the form.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes to the form.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the current PO from the system.  Once the delete validation is confirmed, the record is permanently removed from the system.

	
	
	
	

	Copy
	N/A
	PUSHBUTTON
	Activate pushbutton to create a new Purchase Order as a copy of an existing order.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to return to the main Visual EstiTrack menu system.
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	Scroll to First
	N/A
	PUSHBUTTON
	Scrolls to first record.
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	Scroll Back
	N/A
	PUSHBUTTON
	Scrolls back one record.
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	Scroll Forward
	N/A
	PUSHBUTTON
	Scrolls forward one record.
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	Scroll to Last
	N/A
	PUSHBUTTON
	Scrolls to last record.
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	e-Advisory
	N/A
	PUSHBUTTON
	Activate pushbutton to initiate the e-Advisory subsystem.
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	Print Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print the “Receiving Report”.  The retrieved Report Criteria form can be used to further define the type of information to include into the report.
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	Print PO
	N/A
	PUSHBUTTON
	Activate pushbutton to print a “Purchase Order Report”.  The retrieved Report Criteria form can be used to further define the type of information to include into the report.

	
	
	
	


Purchase Order Maintenance –Line Item Tab

Multiple line items can be purchased from a vendor/supplier under one purchase order.  The “Line Items” tab displayed in the figure below is used to maintain all purchase order line items.  The PO Line Items tab has two distinct functions.  The first provides the user ability to add, update and remove line items while the second provides the user the ability to create receipts for the highlighted purchase order line item.

Additional information regarding the functions provided within the tab is further provided in the chapter below. 
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Figure 8b.6 Purchase Order Maintenance – Line Items Tab
	Vendor ( Purchase Order Maintenance – Line Item Tab


	Field
	Required
	Field Type
	Description

	Display
	YES
	RADIOBUTTON
	The two radio buttons provided within the Display box provides the user the ability to toggle between viewing either the order number or the inventory number in the line item list displayed in the figure above.

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new purchase order line item.  The Purchase Order Detail form is retrieved in Add mode for further update.  Additional information regarding the Purchase Order Detail form is provided in the subsequent section below.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted purchase order line item.  The Purchase Order Detail form is retrieved in Update mode for further update.  Additional information regarding the Purchase Order Detail form is provided in the subsequent section below.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted line item from the system.   The system prompts the user to remove any associated receipts attached to the selected purchase order line item prior to proceeding with the delete function.

	
	
	
	

	Receipts
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Receipt Manager for the highlighted purchase order line item.  Additional information regarding the Receipts are further provided in the chapter below. 

	hi
	
	
	

	Renumber
	N/A
	PUSHBUTTON
	In progress…

	
	
	
	


Purchase Order Detail 
The Purchase Order Detail form is retrieved when a Purchase Order line item is either ADDED or UDPATED from within the Purchase Order Maintenance –Line Item Tab discussed in the chapter section above.  The Purchase Order Detail form is broken down into two tabulations – the “Details” tab and the “Delivery Schedule” tab.  The included tabs are individually described below.

Details Tab
The first tab “Details”, displayed in the figure below, is used to capture information regarding the service or product purchased from the vendor/supplier.  Additional information regarding the fields and functions included in the form are further provided in corresponding table below.
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Figure 8b.7 Purchase Order Detail
	Vendor ( Purchase Order Maintenance – Line Item Tab  Purchase ( Order Detail form – Details Tab  


	Field
	Required
	Field Type
	Description

	Transaction Type
	NO
	DROPDOWN
	Select the Transaction Type from the dropdown list.  By selecting a transaction, the activity is recorded into the system.  

Normally, purchasing procedure uses the purchase transaction type of PU.  Tax amounts are automatically added and displayed in the Purchase Order Maintenance forms when any of the Sales Tax transactions codes are used.

Note:  The following Transaction Types are available

	
	
	
	AD
	Adjustment
	PU
	Purchase

	
	
	
	CI
	City Sales Tax
	RE
	Return (Stocked)

	
	
	
	CM
	Comment
	RN
	Returned (Non-Stocked)

	
	
	
	CO
	County Sales Tax
	RS
	Return (Service)

	
	
	
	CR
	Credit
	SA
	Sale (Stocked)

	
	
	
	FR
	Freight
	SN
	Sale (Non-stocked)

	
	
	
	MC
	Misc. Credit
	SS
	Sale (Service)

	
	
	
	MD
	Misc. Debit
	ST
	State Sales Tax

	
	
	
	PA
	Payment
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	Extended Part Description
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve a free form text box used to capture an extended description of the part.  The Notes Library and a spell check are both available through the text form.

	
	
	
	

	Inventory Number
	NO
	ALPHANUMERIC
	If purchasing an inventory item, define the inventory number in the inventory number field.  
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	Part History
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Part History

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Inventory Maintenance subsystem for the defined Inventory number.  The retrieved subsystem can be used to update or edit the retrieved record.

	
	
	
	

	Calculator
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Inventory Calculator.  The Inventory Calculator is a useful tool provided to calculate the pounds needed based on the required length of purchase.  
Once the calculation is made, the result is automatically inserted into the “Quantity Ordered” field.

	
	
	
	

	Inventory Purchase UOM
	N/A
	DISPLAY
	If an inventory number is selected, the purchase unit of measure is displayed.

	
	
	
	

	Include Raw Material Type Description
	NO
	CHECKBOX
	Activate checkbox to include the raw material specifications pulled from inventory maintenance onto the Purchase Order Report.

	
	
	
	

	Shop Order Number
	NO
	ALPHANUMERIC
	If the material or service purchased is for a specific Shop Order Number, enter the Shop Order into the field.  

	
	
	
	

	Release Number
	NO
	DROPDOWN
	If the Shop Order number is entered, select the shop order release from the dropdown menu.

	
	
	
	

	Operation Number
	NO
	DROPDOWN
	If the Shop Order number is entered, select the shop order operation number from the dropdown list.

	
	
	
	

	Finished Weight
	NO
	NUMBER
	In progress…

	
	
	
	

	Details Code
	NO
	DRODDOWN
	Select the Detail Code from the dropdown list if the purchase made is based on a previously defined Shop Order Detail in order to track any associated costs by detail.

	
	
	
	

	Indirect Code
	NO
	DRODDOWN
	Select the Indirect Labor Category to assign to the purchase from the dropdown list.
Note:  This is only available if it is defined within Visual Books TM.

	
	
	
	

	Distribute to Inventory
	NO
	CHECKBOX
	Activate checkbox to distribute the purchase directly into inventory.  

	
	
	
	

	PO Line Complete
	NO
	CHECKBOX
	Activate checkbox to show the purchase order line item as complete but yet still maintain the purchase order as “Open”.  This can be set even if there is a balance of inventory still to be received.

	
	
	
	

	Product Description
	NO
	TEXT
	Enter in a description of the product purchased.  The information entered into the field is printed on the Purchase Order Report.
Note:  If an Inventory Number is used, the product description will auto populate from the description field of the Inventory Maintenance subsystem.

	
	
	
	

	Distribution Code
	NO
	DROPDOWN
	Select the Distribution Code from the dropdown list.  The system will post to the costs to the desired department by selecting the associated distribution code. 
Example:  If you allocated Raw Material through inventory, select the Distribution Code “J” for Raw Material (Inv.).  However, if you are not using Inventory, simply select the distribution code “K” for Raw Material (Ord) in order to distribute the costs directly to the specified Shop Order – Order Costs screen.

A total of 20 distribution codes are available for selection.  Codes one through nine can be user defined.  All Distribution Codes are maintained in the table:
TABLE ( DISTRIBUTION CODES
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	Detailed Specifications Worksheet
	N/A
	PUSHBUTTON
	Definition in progress…

	
	
	
	

	Non-Taxable
	NO
	CHECKBOX
	Activate checkbox if the item is tax exempt.  

	
	
	
	

	Purchase GL Number
	NO
	ALPHANUMERIC
	Enter in the purchase general ledger number if Visual Books TM is used along with Visual EstiTrack.

	
	
	
	

	Receive to Location
	NO
	DRODOWN
	Select a location from the dropdown list if the inventory is to be entered into the defined location during receipt.

	
	
	
	

	Bin
	NO
	DRODOWN
	Select a bin from the dropdown list to receive the inventory directly into the selected bin during the receipt process.
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	Quality Requirements
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve a free form text box used to capture any additional quality requirements regarding the purchased goods.

	
	
	
	

	Inventory Transfer
	
	
	The built-in inventory transfer option is used to move inventory from one location to another.  

This option is normally used when tracking subcontracted operations.  Some companies find it useful to create an inventory location representing the vendor/supplier.  When the materials need to be sent out for the service, some users choose to TRANSFER the material to that defined location and bin for higher traceability.  A new location for the items can be set when the material is actually received from the vendor/supplier.

	
	
	
	

	Transfer from Location
	NO
	DRODOWN
	Select the item’s “Transfer From” location from the dropdown list.

	
	
	
	

	Transfer to Location
	NO
	DRODOWN
	Select the “Transfer to” location from the dropdown list.

	
	
	
	

	Transfer to Bin
	NO
	DRODOWN
	Select the “Transfer to” bin from the dropdown list.

	
	
	
	

	Notes
	
	
	

	
	
	
	

	Notes Text Box
	NO
	TEXT
	A free form text box is used to add any additional notes that would be useful to include in the Purchase order Report.  Any subcontract operational notes maybe captured within the text box as well.

	
	
	
	

	Copy Notes from Operation Number
	NO
	DROPDOWN
	Select the Subcontract Operation Number in order to copy the Shop Order Operational Notes to the Purchase Order Notes text box.

	
	
	
	

	Quantities
	
	
	

	
	
	
	

	Quantities Ordered
	NO
	NUMBER
	Enter in the quantity ordered.  This field is automatically populated if the Inventory Calculator is used for part quantity conversion.

	
	
	
	

	Pounds Ordered
	N/A
	DISPLAY
	The field displays a calculated total number of pounds ordered.  Information is displayed in the field if weight is maintained in the Inventory Maintenance subsystem.

	
	
	
	

	Quantity Received
	N/A
	DISPLAY
	The field displays the total quantity of material received.

	
	
	
	

	Unit Type
	NO
	DROPDOWN
	Select the unit type from the dropdown list.

	
	
	
	

	Unit Price
	NO
	NUMBER
	Enter in the price of the unit type selected into the field.

	
	
	
	

	Discount %
	NO
	PERCENTAGE
	Enter in a discount percentage.

	
	
	
	

	Discount Price
	NO
	FIELD
	The system automatically calculates a price based on the unit price and discount price defined.

	
	
	
	

	Discount Price
	N/A
	PUSHBUTTON
	Activate pushbutton to override the calculated Discount Price.

	
	
	
	

	Currency
	N/A
	PUSHBUTTON
	Displays the currency applied.

	
	
	
	

	Extended Prices
	
	
	

	
	
	
	

	Ordered
	N/A
	DISPLAY
	Displays the extended price of the total ordered amount.

	
	
	
	

	Received
	N/A
	DISPLAY
	Displays the extended price of the total received amount.

	
	
	
	

	Finished Good Part Number
	
	
	

	
	
	
	

	Finished Good Part Number
	NO
	ALPHANUMERIC
	Enter in the finished good part number.

	
	
	
	

	Purchased for
	NO
	NUMBER
	Select the name of the employee who requested the purchase from the dropdown list.

	
	
	
	

	Requisition No.
	N/A
	DISPLAY
	Displays the purchase requisition number if a requisition was used for purchase order creation.

	
	
	
	

	Non-Stock Sell Mark up
	
	
	

	
	
	
	

	Mark Up%
	NO
	PERCENTAGE
	Enter in the mark up percentage applied to the purchased product.
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	Part Picture
	N/A
	PUSHBUTTON
	Activate pushbutton to view a picture of the purchased part if the file is saved to the system.

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes made to the system.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes made to the system.

	
	
	
	

	Add and Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any current changes made and to refresh the Purchase Order Detail form for new line item entry.
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	Scroll Back
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll back one record.
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	Scroll Forward
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll forward one record.

	
	
	
	


Delivery Schedule
The “Delivery Schedule” tab is the second tab included in the Purchase Order Detail form.  While the “Details” tab manages all pertinent information regarding the item and the order quantity, the “Delivery Schedule” tab maintains the delivery release schedule and quantities of the selected Purchase Order line item.  Additional information regarding the included functions is provided in the corresponding table below.
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Figure 8b.8 Purchase Order Line Item – Delivery Schedule
	Vendor ( Purchase Order Maintenance – Line Item Tab Purchase ( Order Detail form – Delivery Schedule Tab  


	Field
	Required
	Field Type
	Description

	Reapply Receipts
	N/A
	PUSHBUTTON
	Definition in progress…

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate the pushbutton to add a new delivery schedule for the purchase order line item.  The Delivery Schedule Detail form is retrieved in Add mode for further entry.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted delivery release entry.  The Delivery Schedule Detail form is retrieved for update.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to delete the highlighted delivery release from the system.  After the delete validation is confirmed, the record is permanently removed from the system.

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes made to the form.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes made to the form.

	
	
	
	


Delivery Schedule Detail 

The Delivery Schedule Detail form displayed below is to either add a receipt release or maintain existing releases.  It is accessed by ADDing a new release from within the Purchase Order Detail – Delivery Schedule Tab or can also be accessed by double clicking on an existing release.

The Delivery Schedule Detail form is used to define and maintain the key definitions of the delivery release.  Further information regarding the functionality and parameters included are provided in the proceeding table below.
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Figure 8b.9 Delivery Schedule Detail
	Vendor ( Purchase Order Maintenance – Line Item Tab Purchase ( Order Detail form – Delivery Schedule Detail


	Field
	Required
	Field Type
	Description

	Release Number
	YES
	DISPLAY
	A delivery release number is automatically generated when a new purchase order delivery release is added to the system.

	
	
	
	

	Release Status
	YES
	DROPDOWN
	Select the release status from the dropdown menu.  The release status is automatically initiated as “Open” when a new delivery release is added to the system.
Additional statuses maybe defined in the table:
TABLES ( STATUSES

	
	
	
	

	Due Date
	NO
	DATE
	Enter in the Due Date specified on the Purchase Order Maintenance – General Tab.  The interactive calendar is available for date selection.

	
	
	
	

	Promise Date
	NO
	DATE
	Enter the date the product was promised by the Vendor/Supplier.    The interactive calendar is available for date selection.

	
	
	
	

	Firm Order
	NO
	CHECKBOX
	Activate checkbox to indicate that the Purchase Order Release is considered FIRM.  Therefore the release is confirmed as true.  If left blank, the order release is considered as PLANNED.

	
	
	
	

	Quantity Ordered
	
	
	

	
	
	
	

	Release
	NO
	NUMBER
	Enter in the release quantity.

	
	
	
	

	Received
	NO
	NUMBER
	Enter in the quantity received.  The quantity is automatically updated by the system when a receipt is made in the system.

	
	
	
	

	Balance to Receive
	N/A
	DISPLAY
	Displays the calculated balance quantity to receive for the defined release.

	
	
	
	

	Quantity Sent
	
	
	

	
	
	
	

	Quantity Sent
	NO
	NUMBER
	Enter in the quantity sent by the vendor.  This quantity is confirmed as sent by the Vendor/Supplier but has not yet been received in the system.

	
	
	
	

	Date Sent
	NO
	DATE
	Enter in the date the quantity was sent by the Vendor/Supplier.  The interactive calendar is available for date selection.

	
	
	
	

	Sent by
	NO
	DROPDOWN
	Select the sent by “user” from the dropdown menu.  This is the employee who entered in the “Quantity Sent” information.

	
	
	
	

	Text field
	NO
	TEXT
	A free form text box is available for additional information.

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes made to the form.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes made to the form.

	
	
	
	


Requisition Maintenance
Visual EstiTrack’s Requisition Maintenance form below provides a versatile tool that allows the shop floor associates create requisitions for materials or services and provides the Supervisors/Material Buyers the ability to review the requests by a defined set of search criteria.

The form is broken down into three distinct sections.  The “Search Criteria” section, displayed in figure 8b.10 below, provides the user the means to create requisition lists for review according to a defined set of search criteria parameters.  The “Requisition” section displays the Requisition results list while the “Requisition Line Items” section lists all associated line items included in the highlighted requisition number.  Each of these sections is further outlined in the corresponding table.
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Figure 8b.10 Requisition Maintenance

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Requisition Maintenance” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Requisition Maintenance


	Field
	Required
	Field Type
	Description

	Employee
	NO
	DROPDOWN
	Select the employee name from the dropdown list to view all requisitions created by the selected employee name.

	
	
	
	

	Inventory Number
	NO
	ALPHANUMERIC
	Enter in the inventory number to retrieve a list of requisitions made for the entered number.

	
	
	
	

	Requisition Number
	NO
	ALPHANUMERIC
	Enter in the purchase order requisition number to retrieve the defined requisition alone.

	
	
	
	

	P.O. Number
	NO
	ALPHANUMERIC
	Enter in the purchase order number to retrieve a list of requisitions associated to the defined purchase order number.

	
	
	
	

	No PO assigned
	NO
	CHECKBOX
	Activate the checkbox to retrieve a list of requisitions that are not assigned a purchase order number.

	
	
	
	

	Supplier Code
	NO
	ALPHANUMERIC
	Enter in the supplier/vendor code to retrieve a list of requisitions made for the defined supplier/vendor code.

	
	
	
	

	F/G Inventory Number
	NO
	ALPHANUMERIC
	Enter in the finished goods inventory number to retrieve a list of requisitions associated to the defined number.

	
	
	
	

	Search
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve a list of purchase order requisitions based on the search criteria defined.

	
	
	
	

	Add Requisition
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new purchase order requisition.  The Requisition Details form is retrieved for entry.  Additional information regarding the form is provided in the subsequent chapter section below.

	
	
	
	

	Delete Requisition
	N/A
	PUSHBUTTON
	Activate pushbutton to delete the highlighted requisition.  After the delete validation is confirmed, the record is permanently removed from the system.

	
	
	
	

	Add Line Item
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new requisition line item to the parent requisition.  The Requisition Details form is retrieved for entry.  Additional information regarding the form is provided in the subsequent chapter section below.

	
	
	
	

	Update Line Item
	N/A
	PUSHBUTTON
	Activate pushbutton update the highlighted Purchase Requisition Line item.  The Requisition Detail form is retrieved for update.  Additional information regarding the form is provided in the subsequent chapter section below.

	
	
	
	

	Delete Line Item
	N/A
	PUSHBUTTON
	Activate pushbutton to delete the highlighted Purchase Requisition Line item.  After the delete validation is confirmed, the record is permanently removed from the system.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Exits the Requisition form back to the main Visual EstiTrack menu system.

	
	
	
	


Requisition Details
The Requisition Details form is used to add both Requisitions and any subsequent Requisition Line items.  The form is retrieved when a new requisition or requisition line item is added or updated or to the system from within the Requisition Maintenance form.  The form is used to add as much information regarding the request as possible so that they buyer/supervisor can fully understand the substance of the request.
 Additional information regarding the fields available for entry is provided in the corresponding table.
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Figure 8b.11 Requisition Details
	Vendor ( Requisition Maintenance ( Requisition Details


	Field
	Required
	Field Type
	Description

	Requisition Number
	N/A
	DISPLAY
	An incremental Requisition Number is automatically generated and displayed when a new requisition is added to the system.  

	
	
	
	

	Line Number
	N/A
	DISPLAY
	 The requisition line number is automatically generated and displayed when a new requisition line item is added to the system.  

	
	
	
	

	Employee
	NO
	DROPDOWN
	Select the Employee name of the user entering the request from the dropdown menu.

	
	
	
	

	Requested Date
	NO
	DATE
	The current creation date is automatically inserted into the field when a new requisition or requisition line item is added to the system.  The date maybe overridden if necessary.  If needed, the Visual EstiTrack interactive calendar is available for date selection.

	
	
	
	

	Inventory Number
	NO
	ALPHANUMERIC
	If applicable, enter in the inventory number of the product requested.

	
	
	
	

	Workcenter
	NO 
	DROPDOWN
	If applicable, select the workcenter associated with the request from the dropdown menu.

	
	
	
	

	F/G Inventory Number
	NO
	ALPHANUMERIC
	If applicable, select the finished goods inventory number associated with the request.  The attached search key is available for F/G Inventory number selection.

	
	
	
	

	Description
	NO
	TEXT
	Enter in the main description regarding the request.

	
	
	
	

	Extended Description
	NO
	TEXT
	A free form text box is available to the user for an extended description regarding the request.  The attached scroll bars can be used to view the complete information captured within the text box. 

	
	
	
	

	Shop Order Number
	NO
	ALPHANUMERIC
	If applicable, enter in the shop order number associated with the request.  The attached search key is available for shop order selection.

	
	
	
	

	Supplier
	NO
	ALPHANUMERIC
	If known, enter in the supplier code of the requested material/service supplier.  The attached search key is available for supplier code selection.

	
	
	
	

	Supplier Part Number
	NO
	ALPHANUMERIC
	If known, enter in the supplier part number.

	
	
	
	

	Lead Days
	NO
	NUMBER
	If known, enter in the number of lead days taken to receive the part.

	
	
	
	

	Need By
	NO
	DATE
	Enter in the “need by” date of the material/service requested.  The Visual EstiTrack interactive calendar is available for date selection.

	
	
	
	

	Quantities to Order
	NO
	NUMBER
	Enter in the requested quantity to order.

	
	
	
	

	Purchase UOM
	NO
	DROPDOWN
	Select the purchasing unit of measure from the dropdown menu.

	
	
	
	

	Unit Cost
	NO
	NUMBER
	If known, enter in the unit cost of the material requested.

	
	
	
	

	Total Cost
	N/A
	DISPLAY
	The total cost is calculated and displayed using the quantities to order and the unit cost defined.

	
	
	
	

	Tooling/Gage Drawing Number
	NO
	ALPHANUMERIC
	If known, enter in the tooling/gage drawing number.

	
	
	
	

	Tool EDP Number
	NO
	ALPHANUMERIC
	Definition in progress…

	
	
	
	

	Distribution Code
	NO
	DROPDOWN
	If known, select the distribution code from the dropdown list.

	
	
	
	

	Purchase General Ledger Number
	NO
	ALPHANUMERIC
	The corresponding purchase general ledger number is automatically inserted when the Distribution Code is selected.  This field maybe overridden if necessary.

	
	
	
	

	PO Number
	NO
	ALPHANUMERIC
	The purchase order number is displayed if the purchase order was created by the purchase requisition.

	
	
	
	

	Line Number
	NO
	DROPDOWN
	The purchase order line item is displayed if the purchase order line item was created by the purchase requisition.

	
	
	
	

	Do Not Order
	NO
	CHECKBOX
	Activate checkbox to reject the purchase requisition.  The “Do Not Order” flag is further associated with the requisition signaling other users not to order the requisition.

	
	
	
	

	Buyer
	N/A
	DISPLAY
	Definition in progress…

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes made to the form.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes made to the form.
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	Purchasing Instruction 
	N/A
	PUSHBUTTON 
	Activate pushbutton to retrieve a free form text box used to capture any distinct purchasing instructions.

	
	
	
	


Approving a Requisition
Requisitions can only be approved by employees that are granted the rights to approve requisitions within the employee table. The following setting must be made in order for the system to gain access to the approval process:  TABLES ( EMPLOYEES ( “Can Approve Requisitions”.
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Figure 8b.12 Requisition Approval Configuration
Once the designated employee is granted access for requisition approvals, the Requisition Maintenance form provides the designated users only, the “Approval function” pushbutton displayed in the figure below.

The needs to simply activate the [image: image33.png]


 pushbutton circled in the figure below.  The initials of the employee approving the requisition are captured in the “Approved By” field shown below.
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Figure 8b.13 Approving Requisitions

Send Puchase Order Items to Vendor
Visual EstiTrack’s Send PO Items to Vendor form is used when sending items to a vendor for outside services.  A selected Purchase Order is retrieved into the form where the corresponding line items maybe reviewed and PO Release schedule maybe maintained.  A “Packing Slip” used to accompany the products during shipment can also be printed within the form.  Additional information regarding the available functions is given in the corresponding table below.
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Figure 8b.14 Send PO Items to Vendor
Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Send PO Items to Vendor” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Send PO Items to Vendor


	Field
	Required
	Field Type
	Description

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new delivery schedule release for the highlighted purchase order line item.  The Delivery Schedule Detail form is retrieved for further entry.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton on the highlighted delivery release to retrieve the Delivery Schedule Detail form for further entry.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to delete the highlighted delivery release.  Once the delete validation is confirmed, the record is permanently removed from the system.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit the form back to the main Visual EstiTrack menu system.
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	Scroll to First
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll back to the first record.
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	Scroll Back 
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll back one record.
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	Scroll Forward
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll forward one record.
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	Scroll to Last
	N/A
	PUSHBUTTON
	Activate pushbutton to scroll forward to the last record.
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	Purchase Order
	N/A
	PUSHBUTTON
	Activate pushbutton to view, printout, email, or fax one or more purchase orders.  The Batch Purchase Order Report Criteria form retrieved, allows the user to configure the report using a number provided parameters.  Additional information regarding this function is provided in the chapter below.

	
	
	
	


Packing Slip
To print a Packing Slip used to accompany the material when it is shipped to the vendor for service, can be printed using the following procedure.

· Retrieve the desired Purchase Order into the Send PO Items to Vendor form.

· Activate the “Printer” icon found on the bottom right corner of the form to retrieve the Report Criteria form displayed in the figure below.
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Figure 8b.15 Printing a Packing List 

· Activate the “Pack List Only” checkbox circled in the figure above.

· The “to Printer” icon can be used to send the packing slip to a specified location.  In the example above, the document will be “Viewed” on the monitor.
Delivery Schedule Detail 

The Delivery Schedule Detail form displayed below is used to either add a receipt release or maintain existing releases.  It is accessed by ADDing a new release from within the Send PO Items to Vendor form or can also be accessed by double clicking on an existing release.

The Delivery Schedule Detail form is used to define and maintain the key definitions of the delivery release.  Further information regarding the functionality and parameters included are provided in the proceeding table below.
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Figure 8b.16 Delivery Schedule Detail

	Vendor ( Send PO Items to Vendor – Delivery Schedule Detail


	Field
	Required
	Field Type
	Description

	Release Number
	YES
	DISPLAY
	A delivery release number is automatically generated when a new purchase order delivery release is added to the system.

	
	
	
	

	Release Status
	YES
	DROPDOWN
	Select the release status from the dropdown menu.  The release status is automatically initiated as “Open” when a new delivery release is added to the system.

Additional statuses maybe defined in the table:
TABLES ( STATUSES

	
	
	
	

	Due Date
	NO
	DATE
	Enter in the Due Date specified on the Purchase Order Maintenance – General Tab.  The interactive calendar is available for date selection.

	
	
	
	

	Promise Date
	NO
	DATE
	Enter the date the product was promised by the Vendor/Supplier.    The interactive calendar is available for date selection.

	
	
	
	

	Firm Order
	NO
	CHECKBOX
	Activate checkbox to indicate that the Purchase Order Release is considered FIRM.  Therefore the release is confirmed as true.  If left blank, the order release is considered as PLANNED.

	
	
	
	

	Quantity Ordered
	
	
	

	
	
	
	

	Release
	NO
	NUMBER
	Enter in the release quantity.

	
	
	
	

	Received
	NO
	NUMBER
	Enter in the quantity received.  The quantity is automatically updated by the system when a receipt is made in the system.

	
	
	
	

	Balance to Receive
	N/A
	DISPLAY
	Displays the calculated balance quantity to receive for the defined release.

	
	
	
	

	Quantity Sent
	
	
	

	
	
	
	

	Quantity Sent
	NO
	NUMBER
	Enter in the quantity sent by the vendor.  This quantity is confirmed as sent by the Vendor/Supplier but has not yet been received in the system.

	
	
	
	

	Date Sent
	NO
	DATE
	Enter in the date the quantity was sent by the Vendor/Supplier.  The interactive calendar is available for date selection.

	
	
	
	

	Sent by
	NO
	DROPDOWN
	Select the sent by “user” from the dropdown menu.  This is the employee who entered in the “Quantity Sent” information.

	
	
	
	

	Text field
	NO
	TEXT
	A free form text box is available for additional information.

	
	
	
	

	Save
	N/A
	PUSHBUTTON
	Activate pushbutton to save any changes made to the form.

	
	
	
	

	Cancel
	N/A
	PUSHBUTTON
	Activate pushbutton to cancel any changes made to the form.

	
	
	
	


Purchase Order Monitoring

The Purchase Order Monitoring form provides the user a high level overview of a retrieved Purchase Order list.  The “Search Criteria” section of the form is used to filter the purchase orders retrieved according to user defined criteria.  The form also provides the user the ability to drill down on a purchase order by retrieving the selected order into the Purchase Maintenance subsystem.  
The Purchase Order Monitoring form also gives insight into the materials on order as well as the materials currently sent out for outside services via the “Materials On Order Report” and the “Outside Work Status Report” accessed within the “Options” display box in the figure below.  Users may configure the report to their needs by defining a given set of Report Parameters available during the printing procedure.  Additional information regarding the available functions and parameters are provided in the chapter below.
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Figure 8b.17 Purchase Order Monitoring

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Purchase Order Monitoring” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.
	Vendor ( Purchase Order Monitoring


	Field
	Required
	Field Type
	Description

	Search Criteria
	
	
	

	
	
	
	

	Purchase Order Number
	NO
	ALPHANUMERIC
	A purchase order number maybe entered to view only the details regarding the specified order.  The search key is available for purchase order selection.

	
	
	
	

	Supplier
	NO
	ALPHANUMERIC
	Enter in the supplier code to view a list of purchase orders created for the specified supplier.  The search key is available for supplier code selection.

	
	
	
	

	Shop Order Number
	NO
	ALPHANUMERIC
	Enter in the Shop Order number to view a list of purchase orders pertaining to the specified order.  The attached search key is available for shop order selection.

	
	
	
	

	Blanket PO Number
	NO
	ALPHANUMERIC
	Enter in a blanket PO to view a list of purchase orders created under the specified number.  

	
	
	
	

	Status
	NO
	DROPDOWN
	Select the status from the dropdown list to view a list of purchase orders identified with the selected status.

	
	
	
	

	Late Only
	NO
	CHECKBOX
	Activate checkbox to view a list of late purchase orders only.

	
	
	
	

	Division
	NO
	DROPDOWN
	Select the company division from the dropdown list to view the purchase orders created for the specified division.

	
	
	
	

	Operation Number
	NO
	DROPDOWN
	Select the operation number from the dropdown list to further filter the retrieved list to only display the purchase orders created for the specified operation number.

	
	
	
	

	F/G Number
	NO
	ALPHANUMERIC
	Enter in the finished goods inventory number to retrieve a list of purchase orders created for the specified F/G number.

	
	
	
	

	Due Date Range
	NO
	DATE
	Enter in the Due Date range to retrieve a list of purchase orders that have due dates that fall between the specified parameters.

	
	
	
	

	Inventory Number
	NO
	ALPHANUMERIC
	Enter in the Inventory Number to retrieve a list of purchase orders whose Inventory numbers match the specified criteria.

	
	
	
	

	Planner
	NO
	ALPHANUMERIC
	Enter in the Planner to retrieve a list of Purchase Orders with Planners that match the specified criteria.

	
	
	
	

	Buyer
	NO
	DROPDOWN
	Select the buyer from the dropdown menu to retrieve a list of purchase orders with buyers that match the Buyer selected into the field.

	
	
	
	

	Purchased For
	NO
	DROPDOWN
	Select the “Purchased For” user name from the dropdown menu to retrieve a list of purchase orders with identical “Purchased For” records.

	
	
	
	

	Options
	
	
	

	
	
	
	

	Search
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve a list of purchase orders that meet the specified user Purchase Order criteria.

	
	
	
	

	Clear
	N/A
	PUSHBUTTON
	Activate pushbutton to clear the “Search Criteria” for reentry.

	
	
	
	

	P.O. Maintenance
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the highlighted Purchase Order into the Purchase Maintenance subsystem.  The Purchase Order maybe further analyzed within the subsystem and also maybe updated if necessary.

	
	
	
	

	Materials On Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to create a “Materials on Order Report”.  The Report Criteria form is initially retrieved allowing the user to configure the report according to the parameters specified by the user.   Additional information regarding the functions is given in the chapter below.

	
	
	
	

	Outside Work Status Report
	N/A
	PUSHBUTTON
	Activate pushbutton to create an “Outside Work Status Report”.  The Report Criteria form is initially retrieved allowing the user to configure the report according to the parameters specified by the user.   Additional information regarding the functions is given in the chapter below.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit the form back to the main Visual EstiTrack TM menu system.

	
	
	
	


Materials on Order Report
The “Material on Order Report” provides the user insight into the materials on order for the purchase orders that meet the specified criteria defined in the Report Criteria form below.  The materials can be reviewed for all purchase orders within a date range and can also be further filtered to display material for a defined supplier, shop order, inventory number etc.  The parameters set in the criteria form below yield the outcome included in the “Materials on Order” report.
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Figure 8b.18 Material on Order Report Criteria
Purchase Order Outside Work Status Report
The “PO outside Work Status” report, groups purchase orders by supplier.  Therefore, the user can quickly review the status of purchase orders (including associated quantities, due dates, shop orders and customer due dates) for a given supplier.

The materials can be reviewed for all purchase orders within a date range and can also be further filtered to display material for a defined supplier, shop order, inventory number etc.  The parameters set in the criteria form below yield the outcome included in the “PO outside Work Status” report.
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Figure 8b.19 P.O. Outside Work Status Report

Inventory – Based P.O. Generator

The Inventory-Based Purchase Order Generator calculates the overall demand for inventory by analyzing all inventory items’ reorder levels and comparing them to their calculated needed quantity.  The inventory analyzed can be tailored using the parameters given in section three of the Inventory-Based PO Generator form displayed in the figure below.  
Section one of figure 8b.20 shown below, displays a list of inventory items that fall below the reorder level defined in the Inventory Maintenance subsystem.  Section two of the figure below, displays any associated orders that have allocations placed onto the highlighted inventory number.
The form also provides the user the ability to generate purchase orders as well as submit request for quotes for selected inventory items.  The order quantities can be adjusted for the highlighted item prior to issuing a purchase order or request.  This can be by “updating” the highlighted record.
Additional information regarding the included fields and functions is provided in the corresponding table.
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Figure 8b.20 Inventory – Based P.O. Generator

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Inventory – Based Purchase Order Generator” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Inventory – Based P.O. Generator


	Field
	Required
	Field Type
	Description

	Supplier
	NO
	ALPHANUMERIC
	Enter in the supplier code to generate a list of materials sourced from the selected supplier whose allocations exceed the available quantity. 

	
	
	
	

	Division
	NO
	DROPDOWN
	Select the Division from the dropdown menu to generate a list of materials that are managed by the selected division.  Only items whose allocations exceed the available quantity will be retrieved for the selected division.

	
	
	
	

	Planner
	NO
	ALPHANUMERIC
	Enter in the Planner Code to review only inventory items tagged with the defined Planner.

	
	
	
	

	Inventory Type
	NO
	DROPDOWN
	Select the Inventory Type from the dropdown menu to review only inventory items that are identified as the selected inventory type.

	
	
	
	

	Exclude Make Items
	NO
	CHECKBOX
	Activate checkbox to exclude any make items from the generated list.

	
	
	
	

	Exclude Issued Material
	NO
	CHECKBOX
	Activate checkbox to exclude any issued materials from the generated list.

	
	
	
	

	Exclude Production Locations
	NO
	CHECKBOX
	Activate checkbox to exclude all production locations from the generated list.

	
	
	
	

	Due Date
	NO
	DATE
	In Progress…

	
	
	
	

	Show Used 
	NO
	CHECKBOX
	In Progress…

	
	
	
	

	Include Release Details
	NO
	CHECKBOX
	In Progress…

	
	
	
	

	Analyze Inventory
	N/A
	PUSHBUTTON
	Activate pushbutton to analyze the inventory using the parameters defined in above.  The generated list of items that meet the defined criteria will be placed in section one of figure 8b.20.  Any corresponding orders are displayed for an item in section two of figure 8b.20.

	
	
	
	

	Review
	N/A
	PUSHBUTTON
	Activate pushbutton to review the selected item inventory maintenance.  The Inventory Maintenance subsystem is retrieved for the highlighted record.
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	Palm Based Interface
	N/A
	PUSHBUTTON
	Activate pushbutton to interface the system to the palm based portable manufacturing assistant.

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new item to the list.  The Automatic P.O. Detail form is retrieved in Add mode for further entry.  Additional information regarding this form is available in the chapter below.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted inventory record.  The Automatic P.O. Detail form is retrieved in Update mode for further update.  The items costs and quantities can be updated within the form.  Additional information regarding this form is available in the chapter below.

	
	
	
	

	Delete 
	N/A
	PUSHBUTTON
	Activate pushbutton to on the highlighted entry to remove the inventory item from the list.  After the delete validation is confirmed, the record is removed form the list.

	
	
	
	

	Delete All
	N/A
	PUSHBUTTON
	Activate pushbutton to delete all records from the generated list.  

	
	
	
	

	Generate Purchase Orders
	N/A
	PUSHBUTTON
	Activate pushbutton to generate purchase orders for all items included in the generated list. 

	
	
	
	

	RFQ – Request for Quote
	N/A
	PUSHBUTTON
	Activate pushbutton to issue a request for quote for the highlighted inventory item. 

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit the form back to the main Visual EstiTrack TM menu system.
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	Inventory Reorder Report
	N/A
	PUSHBUTTON
	Activate pushbutton to generate an Inventory Reorder Report for the items included in the generated list.  The report maybe further filtered by an available set of report parameters.  Additional information regarding the criteria is further provided in the chapter below.
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	Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a Receiving Report for all items that fall within the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.
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	Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print purchase orders that meet the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.

	
	
	
	


Automatic Purchase Order Detail
Inventory records retrieved into the Inventory-Based P.O. Generator form can be updated prior to the purchase order creation process.  The Automatic P.O. Detail form is retrieved for a selected item by activating the UPDATE pushbutton found within the Inventory-Based P.O. Generator form.  The due date, order quantity and last cost can be adjusted within the form.
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Figure 8b.21 Automatic Purchase Order Detail
Direct Buys P.O. Generator
The Direct Buys Purchase Order Generator is used to directly purchase material for all open shop orders.  The form is used to analyze material requirements for the following inventory types:  non-inventoried direct buy items, inventoried items, and subcontracted items.  

The Direct Buys P.O. Generator does NOT consider any available quantity currently stored in stock.  Therefore, items are directly purchased for their associated shop order number.
The material analyzed can be tailored according to the criteria defined in section one of figure 8b.22.  Once the desired list is generated, order requirements maybe updated prior to purchase order creation.  Request for Quotes can also be submitted for a selected item directly from within the form.  Additional information regarding the available functions is provided in the corresponding section table.
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Figure 8b.22 Direct Buys P.O. Generator
Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Direct Buys P.O. Generator” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.
	Vendor ( Direct Buys P.O. Generator


	Field
	Required
	Field Type
	Description

	Supplier
	NO
	ALPHANUMERIC
	Enter the supplier code in order to generate a list of required materials sourced from the defined supplier.

	
	
	
	

	Needed By
	NO
	DATE
	Enter in a “need by” date in order to generate a list of required materials that are needed for production by the specified date.

	
	
	
	

	Inventory Number
	NO
	ALPHANUMERIC
	Enter in an inventory item in order to generate a list of shop order operations requesting the entered item.  

	
	
	
	

	Finished Good Part Number
	NO
	ALPHANUMERIC
	Enter in a finished good part number in order to generate a list of requirements associated with the defined number.

	
	
	
	

	Shop Order Number
	NO
	ALPHANUMERIC
	Enter in a shop order number in order to generate a list of all required items associated with the defined item.

	
	
	
	

	Inventory Type
	NO
	DROPDOWN
	Select the type of inventory to analyze from the dropdown list.  A blank will retrieve a list of all inventory type items.

	
	
	
	

	Filter Out Items that do not Need to be Ordered
	NO
	CHECKBOX
	Activate checkbox to filter out items that have already been added to a purchase order.

	
	
	
	

	Show Buy Items Only
	NO
	CHECKBOX
	In progress…

	
	
	
	

	Items
	YES
	RADIOBUTTON
	Select the type of items to review from the available selection.  The list maybe filtered to only analyze either “Non-Inventoried Direct Buys Items”, “Inventoried Items” or “Subcontracted Items”.

	· 
	Non-Inventoried Direct Buy Items
	
	
	

	· 
	Inventoried Items
	
	
	

	· 
	Subcontracted Items
	
	
	

	· 
	All Items
	
	
	

	
	
	
	

	Analyze Material Requirements
	N/A
	PUSHBUTTON
	Activate pushbutton to generate a requirements list using the criteria defined above.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the purchasing requirements for the highlighted record.  The Purchasing Requirements form is retrieved for update.  Additional details regarding the form are provided in the chapter below.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted record from the generated list. 

	
	
	
	

	Create PO Releases
	N/A
	CHECKBOX
	Activate checkbox to create an initial Purchase Order delivery schedule release during the purchase order creation process.  The entire purchase order quantity is used as the release quantity.  

	
	
	
	

	Generate Purchase Orders
	N/A
	PUSHBUTTON
	Activate pushbutton to generate purchase orders for all items included in the generated list.   

	
	
	
	

	Update Purchase Orders
	N/A
	PUSHBUTTON
	Activate pushbutton on the highlighted record to review any associated purchase orders pertaining to the record.

	
	
	
	

	RFQ – Request for Quote
	N/A
	PUSHBUTTON
	Activate pushbutton to issue a request for quote for the highlighted inventory item.  

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit the form back to the main Visual EstiTrack TM menu system.
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	Print Direct Buys Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a “Direct Buys” report.  The “Direct Buys” report provides the user the items needed, corresponding shop orders and quantities along with any associated purchase orders. 
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	Print Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a Receiving Report for all items that fall within the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.
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	Print Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print purchase orders that meet the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.

	
	
	
	


Automatic Purchase Order Detail

Inventory records retrieved into the Inventory-Based P.O. Generator form can be updated prior to the purchase order creation process.  The Automatic P.O. Detail form is retrieved for a selected item by activating the UPDATE pushbutton found within the Inventory-Based P.O. Generator form.  The due date, order quantity and last cost can be adjusted within the form.
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Figure 8b.23 Automatic Purchase Order Detail

Materials Worksheet–Based P.O. Generator
The Materials Worksheet – Based Purchase Order Generator is used to create purchase orders directly for one selected shop order.  All materials included in the “Material Requirements” tab of the Shop Order Maintenance subsystem are automatically retrieved into the worksheet below.  The generator does NOT take into consideration any available quantity currently stored in stock.
Details regarding the materials inserted into the worksheet displayed below can be updated by retrieving the Automatic P.O. Detail form for the highlighted entry.  The worksheet also provides the user the ability to review a material’s current available quantity prior to generating the corresponding purchase orders.

Purchase Orders can only be created for the materials listed in the form if a supplier is designated for the material.  If a supplier needs to be selected for an item, the user can retrieve the Automatic P.O. Detail form for the highlighted entry for supplier selection.
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Figure 8b.24 Materials Worksheet – Based P.O. Generator
Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Materials Worksheet – Based P.O. Generator” from the drop down list.


Shortcut:    The Materials Worksheet – Based Purchase Order Generator can be quickly invoked directly from the Shop Order Maintenance subsystem and further performing the following steps:

· Activate a “Right click” on any of the Shop Order tabs.  Once the cursor is displayed as a gear, the information is available for transfer.

· Drag the information (designated by the gear cursor) to the Purchase Order Maintenance icon[image: image58.png]


 located in the menu bar.
· The Materials Worksheet – Based P.O. Generator automatically retrieved and populated with the materials defined in the “Material Requirements” tab.
Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

The Materials Worksheet – Based P.O. Generator form is divided into three sections.  The first section (section 1 of figure 8b.24) is used for shop order number input.  The user can also define the due date and the buyer name used during purchase order creation.  

The second section (Section 2 of figure 8b.24) lists all of the selected shop order’s materials defined within the “Material Requirements” tab of the Shop Order Maintenance subsystem.  The list maybe adjusted by the buyer as needed.

Section three (Section 3 of figure 8b.24) provides the user the ability to adjust the materials listed in section two.  The pushbuttons allow the user to remove items, update quantities check inventory status and to generate the actual purchase orders based on the information defined.

	Vendor ( Materials Worksheet –  Based P.O. Generator


	Field
	Required
	Field Type
	Description

	Shop Order Number
	NO
	ALPHANUMERIC
	Enter or select the Shop Order number into the field.  Once the Shop Order number is defined, a list of all materials included in the shop order are inserted into the worksheet below.

	
	
	
	

	Due Date
	NO
	DATE
	

	
	
	
	

	Buyer
	NO
	DROPDOWN
	The user name of the logged in employee is automatically selected as the Purchase Order “Buyer” into the field.   A list of employees is available in the dropdown list for further selection.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted material.  The Automatic P.O. Detail form is retrieved in “Update Mode” for further adjustment.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted material from the list of materials.  

	
	
	
	

	Clear Inventoried Items
	N/A
	PUSHBUTTON
	Activate pushbutton to clear the list of all inventoried items.

	
	
	
	

	Clear
	N/A
	PUSHBUTTON
	Active pushbutton to clear the entire form for reentry.

	
	
	
	

	Inventory
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Inventory Monitoring form in order to review the item’s allocated quantity verses on-hand quantity.  The user also is provided the means to further review the item’s Inventory Detail within the form.

	
	
	
	

	Generate Purchase Orders
	N/A
	PUSHBUTTON
	Activate pushbutton to generate the purchase orders according to the definitions made to the form.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit form back to the main Visual EstiTrack TM menu system.
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	Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a Receiving Report for the Purchase Order created.
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	Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print the Purchase Orders generated for the items included in the list.

	
	
	
	


Automatic Purchase Order Detail

Inventory records retrieved into the Inventory-Based P.O. Generator form can be updated prior to the purchase order creation process.  The Automatic P.O. Detail form is retrieved for a selected item by activating the UPDATE pushbutton found within the Inventory-Based P.O. Generator form.  The due date, order quantity and last cost can be adjusted within the form.
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Figure 8b.25 Automatic Purchase Order Detail

Requisition – Based P.O. Generator
The Requisition-Based P.O. Generator utility is used to create purchase orders based on previously captured Purchase Order Requisitions.  Requisitions can be retrieved by supplier, a “need by” date or requesting employee.  Requisitions can also be retrieved for their corresponding Finished Good Part Number.  
The Requisition-Based P.O. Generator form displayed in the figure below, offers the user the ability to create New Purchase Orders for a given requisition or to append an existing purchase order with a new purchase order line item for the selected requisition.  Additional further information regarding the available options are provided in the chapter below.
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Figure 8b.26 Requisition–Based P.O. Generator
Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Requisition–Based P.O. Generator” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Requisition– Based P.O. Generator


	Field
	Required
	Field Type
	Description

	Supplier
	N/A
	ALPHANUMERIC
	Enter in the supplier code to retrieve a list of requisitions created for the defined Supplier.

	
	
	
	

	Needed By
	NO
	DATE
	Enter in a “Need By” date to retrieve a list of requisitions that have a “Request Date” prior to the defined “Need By” date.

	
	
	
	

	Requesting Employee
	NO
	DROPDOWN
	Select the employee name from the dropdown list to retrieve a list of requisitions requested by the selected employee name.

	
	
	
	

	Requisition Number
	NO
	ALPHANUMERIC
	Enter in the Requisition Number to retrieve the selected requisition alone.

	
	
	
	

	Finished Good Part Number
	NO
	ALPHANUMERIC
	Enter in a F/G Part Number to retrieve a list of requisitions that are created for the defined number.

	
	
	
	

	Filter Out Items that do not Need to be Ordered
	NO
	CHECKBOX
	Activate checkbox to filter out requisitions that do not need to be ordered.  
Items will not be displayed if a purchase order was previously created from the requisition or if the requisition is tagged with the “Do Not Order” checkbox within the requisition itself.

	
	
	
	

	Show Only Approved Requisitions
	NO
	CHECKBOX
	Activate checkbox to view a list of approved requisitions only. 
Note:  Employees have access to approve requisitions by configuring the Employee table for requisition approval.  The following menu path is used for activation:
TABLES (  EMPLOYEES (  DATA TAB ( 
 Can Approve Requisition checkbox.  

	
	
	
	

	Analyze Requirements
	N/A
	PUSHBUTTON
	Activate checkbox to analyze the requisitions according to the requirements defined above.  A requisition list is generated according to the criteria defined.

	
	
	
	

	---
	
	
	

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted requisition.  The Requisitions Details form is retrieved for the selected item for updated.

	
	
	
	

	Delete 
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted requisition from the generated list only.  The record is NOT permanently removed from the system.

	
	
	
	

	Create Purchase Orders Releases
	NO
	CHECKBOX
	Activate checkbox to create Purchase Order Delivery releases during the purchase order creation process.

	
	
	
	

	Exclude Release Due Date
	NO
	CHECKBOX
	Activate checkbox to exclude a release due date from the created Purchase Order delivery release.

	
	
	
	

	Append P.O.’s 
	N/A
	PUSHBUTTON
	Activate pushbutton to append an existing purchase order with the highlighted requisition.  
A Select PO pop-up is retrieved displaying a list of available open purchase orders created for the supplier defined within the requisition.

	
	
	
	

	Generate P.O.’s
	N/A
	PUSHBUTTON
	Activate pushbutton to generate a new purchase order for the highlighted requisitions.

	
	
	
	

	Update Purchase Order
	N/A
	PUSHBUTTON
	Activate pushbutton to retrieve the Purchase Order created for the highlighted requisition.  
Note:  The utility will only display requisitions with associated purchase orders if the 

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit the form back to the main Visual EstiTrack TM menu system.
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	Direct Buys Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a “Direct Buys” report.  The “Direct Buys” report provides the user the items needed, corresponding shop orders and quantities along with any associated purchase orders. 
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	Print Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a Receiving Report for all items that fall within the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.
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	Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print purchase orders that meet the specified report criteria.  Additional information regarding the criteria is further provided in the chapter below.

	
	
	
	


Automatic Purchase Order Detail

Inventory records retrieved into the Inventory-Based P.O. Generator form can be updated prior to the purchase order creation process.  The Automatic P.O. Detail form is retrieved for a selected item by activating the UPDATE pushbutton found within the Inventory-Based P.O. Generator form.  The due date, order quantity and last cost can be adjusted within the form.
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Figure 8b.27 Automatic Purchase Order Detail

Automatic BOM – based P.O. Generator
The Automatic Bill of Material – Based Purchase Order Generator is a convenient, useful utility used to create purchase orders based on a shop order’s bill of material structure.  The utility creates a list of all items included in the shop order and their associated order quantities.  The user is provided the means to review and adjust the items included in the list prior to generating the actual purchase orders.

The INVENTORY pushbutton accesses the Inventory Monitoring form in order to review the highlighted line item’s available inventory quantity.  The ADD, UPDATE, DELETE pushbuttons provides the user the means to readjust the list to the user discretion, while the GENERATE POs pushbutton directly creates purchase orders for the readjusted list accordingly.
Additional information regarding the utility is provided in the corresponding “Automatic Bill of Material – Based Purchase Order Generator” table.
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Figure 8b.28 Automatic BOM Based PO Generator

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Automatic BOM-Based PO Generator” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Automatic – Based P.O. Generator


	Field
	Required
	Field Type
	Description

	Shop Order Number
	NO
	ALPHANUMERIC
	Enter or Select the Shop Order number into the field.  The Shop Order number is used to retrieve the associated BOM structure into the P.O. Generator list.

	
	
	
	

	Due Date
	NO
	DATE
	

	
	
	
	

	Part Number
	NO
	DISPLAY
	The part number of the Shop Order’s parent assembly is automatically retrieved and displayed upon shop order entry.

	
	
	
	

	Part Description
	NO
	DISPLAY
	The description of the Shop Order’s parent assembly is automatically retrieved and displayed upon shop order entry.

	
	
	
	

	Order Quantity
	NO
	DISPLAY
	The order quantity of the Shop Order’s parent assembly is automatically retrieved and displayed upon shop order entry.

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add an additional line item to be created during purchase order creation.  The Automatic P.O. Detail form is retrieved for entry.  Additional information regarding the function of the Automatic P.O. Detail form is further provided in the chapter below.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted line item.  The Automatic P.O. Detail form is retrieved for update.  Additional information regarding the function of the Automatic P.O. Detail form is further provided in the chapter below.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted line item from the list of purchase order line items to be created. 

	
	
	
	

	Clear
	N/A
	PUSHBUTTON
	Activate pushbutton to clear the form for reentry.

	
	
	
	

	Inventory
	N/A
	PUSHBUTTON
	Activate pushbutton to review the allocated/on hand quantity of the highlighted record.  The Inventory Monitoring form is retrieved for review.

	
	
	
	

	Generate Purchase Order
	N/A
	PUSHBUTTON
	Activate pushbutton to generate purchase orders for the items included in the list.  Purchase Orders are made using the supplier/vendor defined for each item included in the list.

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit back to the main 
Visual EstiTrack TM menu system.
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	Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print the “Receiving Report”.  The retrieved Report Criteria form can be used to further define the type of information to include into the report.
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	Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a “Purchase Order Report”.  The retrieved Report Criteria form can be used to further define the type of information to include into the report.

	
	
	
	


Automatic Purchase Order Detail

Inventory records retrieved into the Inventory-Based P.O. Generator form can be updated prior to the purchase order creation process.  The Automatic P.O. Detail form is retrieved for a selected item by activating the UPDATE pushbutton found within the Inventory-Based P.O. Generator form.  The due date, order quantity and last cost can be adjusted within the form.
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Figure 8b.29 Automatic Purchase Order Detail

Project Based P.O. Generator
The Project – Based Purchase Order Generator is used to create a list of purchase materials based on all materials included in a parent shop order and all associated child – sub orders.  

All materials included in the “Material Requirements” tab of the associated Shop Orders are automatically retrieved into the worksheet below.  The generator does NOT take into consideration any available quantity currently stored in stock.

Details regarding the materials inserted into the worksheet displayed below can be updated by retrieving the Automatic P.O. Detail form for the highlighted entry.  The worksheet also provides the user the ability to review a material’s current available quantity prior to generating the corresponding purchase orders.

Purchase Orders can only be created for the materials listed in the form if a supplier is designated for the material.  If a supplier needs to be selected for an item, the user can retrieve the Automatic P.O. Detail form for the highlighted entry for supplier selection.
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Figure 8b.30 Project Based P.O. Generator

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Project–Based PO Generator” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Vendor ( Project - Based P.O. Generator


	Field
	Required
	Field Type
	Description

	Parent Shop Order Number
	NO
	ALPHANUMERIC
	Enter or select the Parent Shop Order number into the field.  Once the Shop Order number is defined, a list of all materials included in the “Material Requirements” tab of all associated shop orders are inserted into the worksheet below.

	
	
	
	

	Supplier
	NO
	ALPHANUMERIC
	Select a supplier code in order to retrieve a list of materials included in the defined project that are issued from the selected supplier.

	
	
	
	

	Due Date
	NO
	DATE
	In progress…

	
	
	
	

	Analyze Inventory
	N/A
	PUSHBUTTON
	Activate pushbutton to analyze the materials included in the shop orders and to generate a list of materials into the worksheet.

	
	
	
	

	Add
	N/A
	PUSHBUTTON
	Activate pushbutton to add a new item to the material list.  The Automatic P.O. Detail form is retrieved in “Add Mode” for entry.

	
	
	
	

	Update
	N/A
	PUSHBUTTON
	Activate pushbutton to update the highlighted material.  The Automatic P.O. Detail form is retrieved in “Update Mode” for further adjustment.

	
	
	
	

	Delete
	N/A
	PUSHBUTTON
	Activate pushbutton to remove the highlighted material from the list.

	
	
	
	

	Delete All
	N/A
	PUSHBUTTON
	Activate pushbutton to remove all materials from the list.

	
	
	
	

	Generate Purchase Order
	N/A
	PUSHBUTTON
	Activate pushbutton to generate purchase orders using the information defined within the form.

	
	
	
	

	RFQ – Request for Quote
	N/A
	PUSHBUTTON
	Activate pushbutton to issue a request for quote for the highlighted inventory item. 

	
	
	
	

	Exit
	N/A
	PUSHBUTTON
	Activate pushbutton to exit form back to the main Visual EstiTrack TM menu system.
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	Receiving Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print a Receiving Report for the Purchase Order created.
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	Purchase Order Report
	N/A
	PUSHBUTTON
	Activate pushbutton to print the Purchase Orders generated for the items included in the list.

	
	
	
	


Change P.O. Material Cost
The Change P.O. Material Costs utility displayed in the figure below allows the user to update material costs.  The procedure cycles through all open purchase orders and updates the costs required.  A dropdown list of materials is available for update.
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Figure 8b.31 Change P.O. Material Costs

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Change P.O. Material Costs” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

Post/Unpost Vendor Invoices
The Post/Unpost Utility displayed in the figure below, is used in conjunction with Visual Books TM.  The user can post and unposts vendor invoices to the vendor’s file therefore updating the total monthly purchases made from the vendor.  This function will update both the Vendor Maintenance – Purchases Tab as well as its Transactions Tab.  
Vendor Invoice Posting and Unposting can only occur if a Vendor Invoice is marked as Post or Unpost as seen in the figure below.  Activate the “Post/Unpost Vendor Invoices” button to commence the transaction.  When the system is complete the following message will appear:  “Posting/Unposting Vendor Invoices COMPLETED”.

Activate the EXIT pushbutton to exit Post/Unpost Vendor Invoices utility.
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Figure 8b.32 Post/Unpost Vendor Invoices

Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Post/Unpost Vendor Invoices” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

Purchase Order Reports
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Figure 8b.33 Purchase Order Reports
Menu Selection

· Left click on the eighth menu heading labeled “Vendors”

· Select “Purchase Order Reports” from the drop down list.

Security

The system administrator controls access to this menu item via User access Rights (see User Table).  Careful consideration should be given regarding who is authorized to manage this menu option.

	Report
	

	· Direct Buys Report
	

	· Purchase Order Listing Report
	

	· Purchase Order Report
	

	· Vendor Delivery Schedule Report
	

	· Purchases Report
	

	· Materials On Order Report
	

	· PO Outside Work Status Report
	

	· Materials Worksheet RFQ
	

	· Purchasing Requirements
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