Purchase Orders

Supplier User Guide



Click here to view
your orders.

PURCHASE ORDERS SUPPLIER USER GUIDE

Viewing an order

Hi Percy, welcome back

My Invoices

My Payments
My Returns

My Credit Notes
My Products

My Account

©

£} Customise Dashboard

# Edit Quicklinks
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Viewing an order (cont.

Click ‘View’ for the
order you want to
see.
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Order History

Dashboard

P
_) Search Fnr:‘ ‘ Date:‘ Last 14 days v | Search Reset
My Orders A | 5

My Invoices

Items per page: | Ready For Archive? | | Customise

My Payments

Reference Date Status
My Returns View 6700003116 29 May 2020 Received and Invoiced

My Credit Notes

My Products

My Account

Page 1 of 1 of 1 records returned.

Net Total

1,000.00
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Viewing an order (cont.)

View notes and
attachments here.

Expand the header
details for an
overview of the
order.

Use this to convert
into different
currencies.

ou can download or

print the order here,
and customise the
columns you see.

My Orders

My Invoices

My Payments

My Returns

My Credit Notes

My Products

My Account

Order History

Document

Notes and Attachments

Back

Line

No. Line Status

Received and
Invaicea

Tax Type

wnload m omise

Partllo./
Servi e Desc. Category.
Refer ance

Accountancy & Tax Advisory

Test N
Services

TaxAmount TaxCode TaxNot:s

VAT@20.00% on 1,000.00 EUR  200.00 EUR Vs Mone

Rejected
Over. Del. Accepted (No
replacement) -eplacement)

Rejected

it
oM Qi

100.00
each 10 FUR ] 10 10 0 0 0

(For Disputed Ret.

]

Currently

Invoiced

Available To L Goods Line
\nvoi Notes Del. To DelBy  Currency Traceability Total Tax Total

Hemel 30 Ma » 1,000.00 1,200.00
0 Hempstead 2020 Y EUR é B EIUR VAT@20.00% E.UR

Net Total 1,000.00 EUR
Total Tax ~ 200.00 EUR

Gross Total 1,200.00 EUR
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Acknowledging or amending an order (if not auto-acknowledge)

To acknowledge an
order, click here.

Dashboard

My Invoices

My Payments

My Returns

My Credit Notes

My Products

My Account

Hi Percy, welcome back

Acknowledge Orders
Amendments in Approvals
Approved Amendments

Order History

£} Customise Dashboard

# Edit Quicklinks
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Acknowledging or amending an order (if not auto-acknowledge) cont.

To amend or

Orders Awaiting Acknowledgement
acknowledge the & &

order, click here. Dashboard
\ : Date:| All v Search Reset
My Orders /)\ Search For: e
b
My Invoices
ltems ferpage:| 20 ¥ || | Customise Page 1 of 1 of 1 records returned.
My Payments
Reference Date Status ller Contact Nam Net Total
My Returns
To jUSt view the Select View 6700000612 27 Feb 2020 New Percy Shelley 1,000.00

order, click here. My Credit Notes

My Products

My Account
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Acknowledging or amending an order (if not auto-acknowledge) cont.

Use these fields to
amend the delivery

Orders Awaiting Acknowledgement

Header Details

D

Use this field to
show the order in
a different
currency.

~—0 0 0 ©

dates. Delivery Date for all lines I Use For All GBP - Pound sterling ¥
q Part No./ S 1§
Line No. e Desc. UoM Unit Price Notes Del. o DelBy.
) 1 e e 1000.00 ”‘ " | [28/02/2020
Use this field to
amend the
quantity.
Tax Type TaxAmount TaxCode Tax Notes
Use this field to
amend the unit
price, Acknowledge Order Send Amendment m

o f o [ oo

Traceability

8

Goods Total Tax

1,000.00 GBP VAT@20.009;

TaxTotal Line Total
200.00 GBP 1,200.00 GBP

Net Total 1,000.00 GBP

Total Tax ~ 200.00 GBP

Gross Total 1,200.00 GBP

If amending, use this
button to send the
amendments.

To just acknowledge

the order, with no

changes, click this
button.




