Tidy JAcademy

PURCHASING

How to split a
purchase order

In this module, learn how to split a purchase order.
STEPS
GO ‘to Sales and Purchases and HOME  QUOTES PROJECTS APPROVAL SALES & PURCHASES REPORTING TIME, MATERIALS & EXFENSES ~ GLOBAL SETTINGS @“ﬂ-?
click Purchase orders. | @b & E &a E g
Saies New Sale m :‘m m P\EI;K‘;:&Q Wew Order H
. . . PURCHASE ORDERS
Click on the Receive order in the o — e e
Purchase Order hiStOI'y screen. NUBER SSUED  BPETED  SUPPURR ITEMS  DELIVERY ADDRESS STATUS TOTALCosT
PO-592 20 Ot 2030 John Brooks Automation 1 123 Mann Wiy , Tidyville sem NID 34.50 mgog
RECEIFT AND LANDING OF GOODS.
In this example, we have ordered B
30 Items. Type 10 as Received. ki
TIPE osT
Freght 50 NZD m
Click the Proceed button. —— —
STOCK LEVELS LANDED COST CALCULATION WID
CODE MATERIAL ;Tui;cx ORDERED RECEWED NOW  TOCOME  COSTAUNIT TOTAL  LANDING LA (E) UPDATEN(D)
DOUSOTEST best iem - edited & E] 10 18 20 216.78 2,167.80 50.00 2178
HID 2,167.80 50.00
owet
A dialog will give you the option CONFIRM ORDER RECEIPT - PO-572
of either indicating that the order Pl il e
is complete (i.e. thatyouwillnot |
receive any more items related to | ™ - ce e
the order), or request that a new
SPUIT PURCHASE DEDER
Purchase Order be created for T U T—————
e o . The cedar is firished in is curnent. partially filed state,
those remaining items, and the
o IS
current one closed off.
Click the Confirm button.




HOW TO SPLIT A PURCHASE ORDER
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Once this order has been _
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purchase order screen awaiting pre=, i T T R R p———
receipt of the remaining goods. o = . RS e DR
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