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About this manual

Global 3000 Purchase Order Processing XE "about this manual" 
Purchase Order Processing records purchase orders placed with suppliers and monitors delivery and invoicing of the orders. It provides flexible reporting options and extensive on-screen enquiries. It also provides full multi-currency handling, and batch and serial number tracking to meet the needs of organisations operating BS5750 quality systems. Global 3000 Purchase Order Processing integrates closely with Global 3000 Stock Control, Sales Order Processing and Landed Costs.

Structure of this manual
The first section of this manual is a functional overview of Global 3000 Purchase Order Processing.

This is followed by a Basic Functions section which explains the basic Global 3000 function key usage. More detailed instructions for new users can be found in the Tutorial Section of the Global 3000 Installation & Set-up Manual.

The structure of the next four sections reflects the structure of the Global 3000 Purchase Order Processing module. Each of these sections corresponds to an entry on the main Purchase Order Processing menu. The Product Maintenance option is documented in the Global 3000 Installation & Set-up Manual.

Section Seven provides printed examples of some of the standard reports that are provided by Global 3000 Purchase Order Processing.

There is a full table of contents overleaf, and a summary one at the beginning of each section. A full index can be found at the back of the manual. 

The final page of the manual contains a reader’s feedback form for you to photocopy and send in to us with your comments. Please tell us about any mistakes or omissions you find in this manual. 

Installation & Setup Manual
This manual is designed to be used in conjunction with the Global 3000 Installation & Setup Manual which contains:

· An introduction to the Global 3000 range of software.


· Detailed instructions for installing and setting up Purchase Order Processing for the first time.


· A tutorialxe "Tutorial" \t "See Installation & Set-up Manual" to enable new users to familiarise themselves with the basic features of Global 3000.


· Full details of Product Maintenance.


· Full details of the system parameters which are shared by more than one Global 3000 module; i.e. the Company Parameters, Administration Parameters and the Distribution Parameters.

Conventions used in this manual XE "conventions used in this manual" 
This manual provides detailed instructions for operating the software on a window-by-window and menu-by-menu basis. For each window and menu details are given of when it appears. This is followed by details of the prompts, options and information displayed, and details of what happens when you complete the entries or exit. The window or menu that appears next is indicated by the ( sign.


The use of the word ‘enter’ means that you should press the key or keys specified and then press <Return>. Use of the word ‘press’ indicates that you should press the specified key or keys alone.


Key names are enclosed in angled brackets. When you need to press keys at the same time, they are enclosed in one pair of angle brackets, e.g. <CTRL A>. When you need to press keys separately, the key names are enclosed in separate angle brackets, e.g. <F4><F2>.
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Overview

Introduction


Global 3000 Purchase Order Processing (POP) records purchase orders placed with suppliers and monitors delivery and invoicing of the orders. It provides flexible reporting options and extensive on-screen enquiries. It also provides full batch and serial number tracking.

Integration XE "integration with other Global modules" 

 XE "Creditors Ledger" 

 XE "Creditors Ledger" \t "See also Creditors Ledger Manual" 
The following Global 3000 modules are used in conjunction with Purchase Order Processing:

· Creditors Ledger, which contains the supplier accounts against which orders are entered and invoiced. Purchase Order Processing posts to Creditors Ledger the value of invoices reconciled against goods received.

xe "Global 3000, other modules, integration with"xe "Stock Control"

 XE "Stock Control" \t "See also Stock Control Manual" 
· Stock Control, which maintains the product stock balances at each location and provides batch tracking and serial numbering facilities.

 XE "Product Maintenance" \t "See also Global 3000 Installation & Set-up Manual"  XE "Product Maintenance" 
· Product Maintenance, which is an integral part of Purchase Order Processing. Product Maintenance provides a central record of product, unit, location and related details.

xe "General Ledger" XE "General Ledger" \t "See also General Ledger Manual" 
The following Global 3000 modules can optionally be used in conjunction with Purchase Order Processing:

· General Ledger, which can receive postings for the value of goods received.

 XE "Sales Order Processing"  XE "Sales Order Processing" \t "See also SOP Manual" 
· Sales Order Processing, which allows direct orders to be raised, outstanding purchase orders to be reviewed, back to back orders to be raised, and existing purchase orders to be allocated against. 

 XE "EDI" 

 XE "Electronic Data Interchange" \t "See EDI" 

 XE "Electronic Data Interchange" \t "See EDI" 

 XE "EDI" \t "See also EDI Manual" 
· Electronic Data Interchange (EDI), which enables commercial documents such as purchase orders to be transmitted electronically between trading partners, with any required translation of product and account codes. The option to print these documents and send them by post is still available, and a combination of both methods can be used. EDI can also be used for internal purposes, such as uploading purchase orders entered on a laptop onto the main system.

 XE "Landed Costs"  XE "Landed Costs" \t "See also Landed Costs Manual" 
· Landed Costs, which allows purchase orders to be assigned to shipments. As the shipments are processed, Landed Costs passes delivery and completion details back to Purchase Order Processing.

xe "Intrastat" XE "Intrastat" \t "See also Intrastat Manual" 
· Intrastat, which gathers details of relevant invoiced deliveries from purchase ordering and sales ordering systems, and provides facilities for amending imported data and adding journals. It produces an approved report of statistical data for the monthly Supplementary Statistical Declarations required by HM Customs from larger VAT registered businesses whose intra-EC trade in goods exceeds the annually set threshold.

xe "Organiser" XE "Organiser" \t "See also Organiser Manual" xe "Notepad"
· Organiser, which can keep a notepad of additional details.


All other Global 3000 modules can be used along with Purchase Order Processing although they do not integrate with it directly. 


Multi-currency operation

Currencies XE "exchange rates" \r "Currencies" 

 XE "currencies" \r "Currencies" 

 XE "multi-currency operation" \r “Currencies" 
Global 3000 offers full multi-currency handling, with any number of currencies being supported. Currencies and exchange rates are defined centrally via Administration Parameters for use by all Global 3000 modules.

 XE "decimal precision of currencies" 

 XE "currencies:decimal precision" 
Each currency is allocated a three character code, a 20 character description, the symbol to be printed on reports, and its decimal precision. The decimal precision feature distinguishes currencies which have:

· Two decimal places, such as the UK pound.

 XE "escudo" 
· One decimal place, such as the Portuguese escudo.

 XE "lire" 
· No decimal places, such as the Italian lire.


Values in a currency with a decimal precision of less than two appear on the screen and in reports with two decimal places, with any unused decimal places set to zero. When prompted for an amount in the currency, the operator cannot enter a value with more non-zero decimal places than are allowed for the currency. 

 XE "master currencies" \r "Currencies" 

 XE "sub-currencies" \r "Currencies" 
A currency can be defined as a ‘master currency’. The essential features of a master currency are:

· It has sub-currencies associated with it. 


· The exchange rates between the master and each sub-currency are fixed at any one time. These exchange rates can be given start and expiry dates, so new fixed rates can be defined.

 XE "spot rates" 

 XE "cross rates" 
· Global 3000 does not allow the exchange rate between a master currency and any of its sub-currencies to be overridden at any time by a spot rate. (However Global 3000 does allow the entry of a cross rate between a sub-currency and an independent currency for a specific transaction. Global 3000 respects the fixed rate between the sub-currency and the master currency, and derives a spot rate for the floating rate between the independent currency and the master currency.)


· When converting monetary values from a sub-currency to a currency other than its master, Global 3000 always converts the sub-currency value to its equivalent value in the master currency, and then converts the value in master currency to the required currency.

 XE "rounding in currency conversions" 
· All currency conversions in Global 3000 which involve a master currency hold the intermediate values to six decimal places*. Rounding only takes place when the value in the currency being converted to, is established. The rounding takes account of the decimal precision of that currency.


· The exchange rates between a master currency and its sub-currencies, are always held as the amount by which the master currency is multiplied to give the sub-currency. They are never held as the amount the sub-currency is multiplied by to give the master currency.


· A master currency cannot be a sub-currency of another master currency.

*
When converting values of 1000 billion (US) and more, Global 3000 can only maintain three places of precision.

Exchange rate tables XE "exchange rate tables" 

 XE "house exchange rate table" 

 XE "tax:exchange rate table" 

 XE "tax:exchange rate table" \t "See also Installation & Set-up Manual" 
Global 3000 enables several exchange rate tables to be defined, if necessary. One table can be used to define Customs and Excise approved rates and another for the standard in-house exchange rates. The table to be used for house exchange rates in Creditors Ledger and Purchase Order Processing is defined in Creditors Ledger System Parameters.


For each exchange rate table, the rates to be used for converting from one currency to another are defined. Exchange rates are held with six decimal places. A start and expiry date can be defined for each rate. This enables a complete exchange rate history to be maintained.

 XE "withdrawal of sub-currency" 
While a currency is defined as a sub-currency, the only exchange rates that can be defined for it are those between it and its master currency. If a sub-currency withdraws from its master currency, this is indicated by setting the expiry date accordingly.

Operating currencies XE "base currency" 

 XE "foreign currencies" 

 XE "foreign currencies" \t "See also currencies" 
The operating currency of each Global 3000 company is defined when it is set up. This is referred to as the company ‘base currency’. Currencies which differ from the relevant company’s base currency are referred to in this manual as ‘foreign currencies’.

 XE "currencies:customers" 

 XE "account currencies" 

 XE "customers:currencies" 
The principal operating currency of each account is defined in Creditors Ledger, and is referred to as the ‘account currency’. This is the currency in which the supplier’s credit limits are held and its balances are displayed and printed, and in which purchase orders for the supplier are entered.

Foreign currency orders
Purchase orders can be processed in different currencies. The supplier’s account currency determines the currency to be used for the order. All product prices and order values are entered and shown in this currency.


Stock is always valued in the company’s base currency and the appropriate conversions are done when checking profit margins or calculating cost‑plus prices.

 XE "currencies:postings" 

 XE "Debtors Ledger:postings to" 

 XE "currencies:codes" \t "See Installation & Set-up Manual" 

 XE "General Ledger:postings to" 
The purchase value of foreign currency orders is posted to Creditors Ledger in the foreign currency and is converted to base currency for posting to General Ledger. The base currency value is calculated using the house exchange rates in force on the invoice date. If the option to amend transactions in Creditors Ledger is in use, as long as they are not fixed, the house exchange rates can be overridden for specific transactions in Creditors Ledger. This can be done by entering a transaction-specific spot rate or a specific value in base currency. 


Any exchange gain or loss caused by exchange rate movements between the invoice date and the payment date is accounted for when the payment is posted in Creditors Ledger. If Cash Manager is in use, the realisation of the exchange gain or loss can be deferred under certain circumstances until the actual value of the payment is confirmed in Cash Manager. 

Costs XE "decimal precision of prices" 

 XE "prices:decimal precision" 
Unit costs may be entered as fractions of currency units, i.e. with more decimal places than are allowed for in the decimal precision specified for the currency. Monetary values which are to appear on an order or invoice, however, must be rounded to the correct decimal precision. Stock Control performs this rounding on calculated values, and check that any input values conform to the decimal precision specified for the currency.

Order Structure

 XE "order:structure, overview" 
An order consists of an order header (covering the supplier details and the location to which the goods are to go) and order lines for the product details. 


Each order line records:

· The product being ordered.


· The quantity required and an expected delivery date, or a schedule of quantities and expected delivery dates.


· The purchase unit, unit price, pricing unit and line discount.


· The ordering location; i.e. the location which is to be charged.


Stockable products are costed to stock. Other product types e.g. services or extras are costed to non-stock receipts by default, but this can be over-ridden at order line entry.


Comments can be attached to individual order lines, or to the start or end of the order. These comments can extend over several lines and can be external, for printing on the purchase order, or internal, for screen display only.


Each product has a description of up to 30 characters which appears in windows and reports throughout the system. It can also have a long description extending over any number of lines. This can optionally be copied to the order for printing on the purchase order. It is typically used to give an extended specification of a product or a conformance requirement. 


A further option enables supplier-specific product codes and descriptions to be printed on purchase orders instead of the standard product code and description.
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Figure 1: Global 3000 Environment

Order Processing Cycle

 XE "order processing cycle" 
The cycle starts with Order Entry, which can be done by typing the order in directly or by copying it from an earlier order to the same supplier.


The Order Entry function can also be used to amend and delete orders, or to cancel outstanding items on an order.


Purchase Orders can be printed, or exported via EDI, as soon as they have been entered unless order authorisation is in use, in which case the Order Approval function must be run first.


The Order Acknowledgement function can be used to record supplier acknowledgements. The record of an acknowledgement can be viewed via the enquiries function but its presence or absence does not affect the processing of the order.


The next step is Goods Receipt. Details of the receipt can be matched against previously entered orders (which can be amended to change quantities and prices if allowed by System Parameters). A receipt may be against part of an order or order line, or against several different orders.


The final step is Invoice Entry. Invoices are entered and matched against goods received. Each invoice line can be matched against a single receipt, or several receipts. When the invoice has been completely reconciled it is posted to Creditors Ledger.

Order entry XE "order:entry" 
The order header details are entered first, including the supplier code, ordering location and order number. The order lines are then entered and can be reviewed. 


Alternatively the operator can initiate the entry or amendment of orders by browsing outstanding purchase requests on the stock queue (see Queued Stock Management on page 30). The operator can review the requests and select them for inclusion in new or existing purchase orders. The operator can change the quantity on order lines built in this way; for example, to include a stock replenishment requirement.


For repeat orders the order can be copied from a previous order and then amended as required. Purchase Order numbers can be reserved for future use.


A delivery date is specified on the order header, and can be overridden on individual lines. A phased delivery schedule can be set up for any line, giving a schedule of expected delivery dates and quantities.

Order import XE "EDI:purchase order imports" 

 XE "importing purchase orders" 

 XE "order:imports" 

 XE "importing purchase orders" \t "See also EDI Manual"  
If Global 3000 EDI is in use, purchase orders can be imported into Purchase Order Processing, via the EDI Import Purchase Orders option. This is generally used for internal purposes; for example uploading purchase orders entered on a satellite system to the main system. The purchase orders are exported from the satellite system using the EDI Export Purchase Orders option. 


Purchase orders which are successfully imported into POP are indistinguishable from manually entered purchase orders.

 XE "errors:imported orders" 

 XE "fail codes" 
When the purchase order import program detects missing or invalid information, whenever possible, it prompts the operator with the appropriate Purchase Order Entry window. If the operator is unable to supply the required details, or escapes out of the window, the order is marked with the error status and the import program moves on to the next order. When an error is encountered, the program also records an error status on the EDI transaction and batch, and a fail code on the EDI transaction.


The operator can examine imported batches through the EDI Enquiries option, and view any fail codes on individual orders, to decide on corrective action.


Purchase orders with an EDI error status are inactive within POP until the error is resolved. For example they cannot be selected for printing, the receipt of goods, etc. However they appear on reports and enquiries and can be amended in Purchase Order Entry, where the operator can correct missing and invalid details.

Order approval
A system parameter specifies whether orders must be approved before printing or exporting via EDI. When orders are approved, the approver’s initials are recorded with the order.

Order print & export
A system parameter specifies whether orders are printed. Individual orders can be printed and reprinted using the order print function. If Global 3000 EDI is in use, they can be exported via EDI, either instead of, or in addition to printing. Whether purchase orders are printed, or exported, or both, can be specified for each supplier in Creditors Ledger, or just for those suppliers which differ from the norm.

Goods receipt XE "goods receipt:overview" 
Goods listed on a supplier’s delivery/advice notes can be matched against existing orders for that supplier. The reference number of the advice note is recorded for use in subsequent enquiries and order selection. Delivery/advice note numbers are included in General Ledger posting references.


Details of the receipt are matched against previously entered orders (which can be amended to change quantities and prices). A receipt may be against part of an order or order line, or against several different orders. When an order is selected the following options are available:

· Receive the whole order.


· Auto-prompt each line in turn for the quantity delivered.


· Select individual lines and enter quantities.


System options specify whether the remainder can be cancelled if it is under-delivered, and whether over‑deliveries can be accepted. Separate variance figures can be established for the percentage allowed to be over-delivered and the percentage that can be cancelled if under-delivered. Cancellation causes the operator to be prompted for a reason.


Serial numbers can be entered if the stock received includes serial-numbered products.


If the stock being received is batch tracked and is quarantined or marked as requiring inspection on receipt, all reservations against the receipt are tagged with the batch number of the incoming goods and given the status ‘HELD’. Stock from the batches is allocated when the goods are released from quarantine or marked as inspected through the stock adjustments function in Global 3000 Stock Control.

 XE "oncosts:overview" 
If FIFO or Average Costing is in use, the cost of goods received can be modified by an oncost percentage applied at goods receipt to represent additional costs or discounts such as freight charges and import duties. This oncost is included in stock valuation reports and affects cost of sales. It has no effect on the Purchase Invoicing procedure and is not included in the historical prices paid to suppliers. 

Note
The oncost handling facility is not available if Global 3000 Landed Costs is in use.

Posting invoices XE "invoice:input" 
Invoice Input provides an optional session control total to assist operators. Failing to meet a session control total does not prevent posting of individual documents but a warning is displayed prior to ending the session.


When posting an invoice the user is asked to enter details of the document, giving its date and total value. The user may allocate a unique number to the document manually or allow the system to generate one automatically.


A system parameter determines whether a four character approval code is recorded on invoices, and if so, whether it is automatically set to the id of the operator entering the invoice, or is entered manually. Invoices without an approval code are automatically given a ‘held’ status when they are posted to Creditors Ledger. 


The user enters the settlement terms code for the invoice. This defaults to the settlement terms code recorded for the supplier account, but it can be changed. This causes the due date and settlement discount percentage to be redisplayed. 


The user then enters the invoice’s tax details. For each tax code, the input tax value entered cannot exceed the expected amount of input tax for that code by more than .01 of the currency unit being used (e.g. in the case of sterling, by more than 1p). If the input tax entered for a code falls below the expected value, a warning is displayed.


The net value of the invoice is then matched against goods received. The items to be matched against can be selected from the list of outstanding receipts by order number, delivery reference or product. An entire order can be matched automatically, or any line or receipt against a line can be selected. Each invoice can be matched against any number of orders.

Variance in value XE "variance in value:overview" 

 XE "value:variance" 

 XE "cost variance:overview" 
Limits can be set in System Parameters for the variation in value that is allowed between the value entered for an order line in Order Entry and that recorded at Goods Receipt or Invoice Input. Any variation in value which falls within these limits can be authorised. When the difference exceeds the limit, a password must be entered. 


Differences in line value between value at invoice and value at receipt can be handled in two different ways depending on the setting of a System Parameter:

· The difference in value is always posted to the cost variance account.


· If some or all of the goods are still in stock, an appropriate proportion of the difference is posted to the stock value account, and any remainder to the cost variance account.

 XE "oncosts:overview" 
Oncosts are not calculated on discrepancies arising from change of supplier price between receipt of goods and receipt of invoice.

Extras and services on invoices XE "extras:invoice" 

 XE "services:invoice" 
In addition to matching lines on invoices against goods received, it is also possible to enter lines from the invoice that are not on the original purchase order. This handles charges against the purchase order which are passed on to the customer by the supplier. Common examples include delivery charges, container costs, storage charges and installation costs. 

Part invoicing XE "part invoicing:overview" 
The system can be configured to allow partial invoicing of receipts. This option allows you to specify the quantity (or for extras, the value) being invoiced at Invoice Input.

Features of Global 3000 Purchase Order Processing

Supplier codes
Supplier account codes may be up to seven characters long and uniquely identify each supplier. They are set up in Creditors Ledger.


If the account code is not known a search facility is available. This enables you to search for an account by supplier name or one of two user defined lookup codes as well as the account code.

Order numbers XE "numbering:purchase orders" 

 XE "order:numbers" 

 XE "order numbers:overview" 
Purchase orders can be numbered manually, wholly automatically, or automatically with a manual override. The order number can be up to eight characters in length. Automatically generated numbers can have a prefix of up to four characters at the front of the automatically generated number. The prefix and numbering sequence can be allocated centrally or by the ordering location. Duplicate order numbers are not permitted.

Invoice numbers XE "numbering:invoices" 

 XE "invoice numbers:overview" 

 XE "invoice:numbers" 
Purchase invoices can also be numbered manually, automatically, or automatically with a manual override. When invoice numbers are generated automatically, the prefix and numbering sequence are always allocated centrally. Duplicate invoice numbers are not permitted. As well as this eight character internal reference number, the supplier’s reference code can be recorded in up to 25 characters.

Product types XE "product types:overview" 

 XE "stocked products" 
Each product is assigned a ‘product type’. Possible product types are described in detail in the Product Maintenance section of the Global 3000 Installation and Set-up Manual, but can be summarised as follows insofar as they affect Purchase Order Processing:

· Stocked product, which is the standard type of product that is held in stock and sold through Sales Order Processing. A stocked product may optionally be batch-traceable or serial-numbered.

 XE "non-stocked products" 
· Non-stocked product, which is treated like a service by Stock Control but treated differently by Sales Order Processing in that it is printed on delivery notes. A non-stocked product would not normally be purchase ordered.

 XE "services" 
· Service, which is an intangible item that is not held in stock. It has a quantity and unit price and is typically used for man-hours.

 XE "extras" 
· Extra, which is like a service but has only a price and no quantity. It is typically used for delivery charges.

Units XE "units" 
The handling of units in Global 3000 is particularly flexible and a full description is given in the Product Maintenance section of the Global 3000 Installation and Set-up Manual.


The user defines groups of units; for example ITEM, BOX, LBOX and CART could be the units in a group WDGT. All the units in a group have a user-defined quantity which acts as a conversion factor between them; for example ITEM has a quantity of 1, BOX of 10, LBOX of 100, CART of 1000. The conversion factor need not be a whole number, so a product can be purchased, for example, in kilograms and stocked in pounds.


Each product is associated with a group from which the units in which it is stocked, costed, sold and shipped can be defined. From the same group, supplier-specific pricing and quantity units can also be defined. 


The number of decimal places is set for the stock unit and may be up to three. The number of decimal places in the other units in a group depend on the number entered for the stock unit and the conversion factor, but cannot be greater than three.


A purchase order multiple can be specified for each supplier of each product and is the multiple of the purchase unit in which purchases are usually made. 

Multiple suppliers XE "suppliers:multiple, of a product"  of a product XE "supplier/product details:overview" 
The following purchasing details are recorded for each supplier/product combination:

· Supplier’s product code. This can be up to 15 characters, and can optionally be printed on purchase orders instead of the standard internal product code.


· Supplier’s description. This can be printed on purchase orders instead of the standard internal product description.


· Supplier’s pricing unit and supplier’s quantity unit. These can be any units in the unit group defined for the product.


· Lead time. This is used to calculate the expected delivery date from the order date. Order Entry displays a warning if the date the goods are required is before the delivery can be expected.


· Purchase order multiple. This optional item enables a multiple of the purchase unit to be specified. Order Entry displays a warning if a quantity is entered which is not a multiple of this.


· Economic order quantity. This optional item enables a minimum economic order quantity to be specified. Order Entry displays a warning if an order quantity is entered which is less than this.


· Last cost and last purchase date. These are automatically set at the point of invoicing.


· Last quoted cost and date of expiry of quote. The value entered as the last quoted cost is used as a default cost in Order Entry unless there is an invoice later than the expiry date. Order Entry displays a warning if the quoted cost is used and the order date is after the expiry date. (See below for a more detailed explanation of purchase cost pricing.)


· Normal discount. The discount on the product normally offered by the supplier. This value is offered as a default in Order Entry.


· Inspect on receipt. This enables the goods to be tagged as requiring inspection. 

 XE "packing details" 
· Packing details. This enables a practically unlimited number of lines of free format packing details to be entered. These can be printed on the purchase order before the related goods line, or can be specified for internal use and not be printed.


If Landed Costs is in use, shipping details can be recorded. These include the shipping unit, shipping unit volume and weight, goods line entry unit and the basis of the supplier’s cost price.


The above details can be entered for each supplier/product combination through the Supplier/Product Maintenance option. Depending on the setting of a System Parameter, they can also be entered as required during Order Entry (with the exception of the packing details).


Purchase Order Processing maintains statistics of the quantity and cost of each product invoiced per financial period, and the date and cost of the last order for each supplier. The supplier details and statistics can be viewed via enquiries.

Purchase cost pricing XE "purchase cost pricing, overview" 

 XE "price:overview" 

 XE "cost price:overview" 
The purchase cost price is the price charged per purchase unit by a supplier for a product. It is held in the supplier’s currency.

 XE "quoted cost price" 
The cost price information held for each supplier/product combination consists of:

· Quoted cost price. 


· Expiry date of quoted cost price.

 XE "last cost price" 
· Last (invoiced) cost price. 

 XE "last invoice date" 

 XE "invoice:date, last" 
· Last invoice date. 


The ‘quoted cost price’ and its expiry date are set up manually using the Supplier/Product Maintenance function. The ‘last cost price’ and ‘last invoice date’ are set automatically when goods are invoiced (and can be viewed using Supplier/Product Maintenance).


If only the ‘quoted cost price’ is recorded, it is used. It is only valid if an expiry date has been set up.


If there is neither a ‘quoted cost price’ nor a ‘last cost price’ the user is warned during Order Entry and prompted for a price. The value entered is recorded on the order and may be subsequently amended at Goods Receipt and Invoice Input and is written to the supplier/product record when the invoice is posted.


If there is a ‘last cost price’, it is used if the ‘last invoice date’ is after the expiry date. 


If the ‘quoted cost price’ is used but the order date is after the expiry date, the user is warned.

Terms codes XE "settlement terms:overview" 

 XE "terms codes:overview" 

 XE "trading terms:overview" 
The settlement terms code is used to calculate both the due date for a document and the discount available if the item is paid by the due date. Terms codes are defined in Administration Parameters. These are described in the Global 3000 Installation & Set-up Manual.


A standard terms code is defined for each supplier account and is offered as the default for any order for that account. The user can override this default at Order Entry if necessary.


Terms codes fall into two types:

· Those based on a payment within a set number of days following the date of the document.


· Those based on payment by a specified day of the month following the month of the document date.


Because the discount may vary according to when an item is paid, due dates and discounts can only be calculated on the basis of an assumed payment date or the actual one, where known. Thus in all enquiries and reports the due date and discount are calculated on the assumption that payment is to be made on the date of the enquiry or report. 

Reordering XE "reordering" 
The minimum stock level, reorder level, and maximum stock level can be specified for each product at each location. Reports can be printed of all products or those in selected groups which are below their reorder level, or below minimum, or over the maximum.

Receiving inspection XE "inspect on receipt indicator" 
A flag can be set for a product or for a supplier/product combination to indicate that the goods need to be inspected on receipt. A warning appears when the receipt is logged that inspection is needed. 

History XE "history" 
Orders are kept on-line after completion (for a period set by a System Parameter) so as to be available for enquiries and reporting. 

Stock balances XE "stock balances" 

 XE "book stock" 

 XE "purchase ordered stock" 
The stock system maintains stock balances for each product in each location. Book stock is the physical stock balance of the product in the location and is increased when goods are received into stock by a goods receipt transaction. Purchase ordered stock is the stock on purchase order that has not yet been received into stock by a goods receipt transaction.

Global 3000 Stock Management

 XE "stock management, overview" 

 XE "Sales Order Processing" 

 XE "Stock Control" 

 XE "Landed Costs" 
Global 3000 Distribution Software provides comprehensive facilities for controlling stock flow using sophisticated yet essentially simple monitoring of supply and demand in the user’s business. The Global 3000 Sales Order Processing Module operates as a demand system generating requests for supply which can be serviced through Global 3000 Purchase Order Processing, Landed Costs, or Stock Control.


Close monitoring of supply and demand allows warehouse stock levels to be kept to a suitable minimum for each product. As each demand is placed, it is automatically identified either as requiring a specific source of supply or as contributing to the general level of stock required at the ordering location.


Global 3000 Distribution software provides two distinct methods of stock handling, known as pooled and queued.

 XE "pooled stock handling" 

 XE "pooled stock handling" \t "See also stock pool manager" 
Pooled stock handling operates by allocating stock to demands from the pool of free stock in the warehouse. The action that is taken when there is insufficient stock to meet the requirement can be specified in System Parameters.

 XE "queued stock handling" 

 XE "queued stock handling" \t "See also stock queue manager" 
Queued stock handling is the supply-specific mechanism. A demand requiring queued stock management can be met in three different ways:

· By allocating stock already available.


· By reserving stock on order, for allocation on arrival.


· By placing a request to order stock to meet the requirement with a system supplying the product.

 XE "stock handling method" 
The stock handling method to be used is a parameter of the product being ordered. However this can be overridden when an order line is placed in that a queued order can be placed for a product which is normally pooled. Each product has a normal supply system. A table of available supply systems is set up as part of System Parameters. For each system, the table holds details of the services provided and a default lead time for supplies.

Required dates XE "required dates" 

 XE "date:required" 
Global 3000 Stock Management controls the flow of supply and demand on the basis of required dates specified on a per order or per order line basis. The system uses these dates as follows:

· If the required date held for an order line is blank, the required date from the order header is used.


· For queued demands, the required date must be recorded on the order line. When such a line is first recorded, the line date defaults to that on the order header. 

Lead times XE "lead times:overview" 

 XE "forward order lead times" 
Global 3000 uses a number of different lead times to determine when specific actions need to be taken to ensure that the required dates on demands are met. These are:

· Forward order lead time for pooled lines. This is specified as a number of days in SOP System Parameters. It is subtracted from the required date on a pooled demand to determine the date on which stock needs to be allocated to meet that demand. Allocating stock increases the level of ordered stock at a location and reduces the level of free stock. It does not earmark specific goods to meet a demand. This lead time is used to avoid tying up stock for unnecessarily lengthy periods of time.


· Forward order lead time for queued lines. This is also specified as a number of days in SOP System Parameters. It is subtracted from the required date on a queued demand to determine the first date on which stock will be allocated to the demand, or a request will be placed on the stock queue. The action depends on the automatic queue action in operation, see Procurement Sequence, page 30.

 XE "allocation lead time" 
· Allocation lead time. For queued products this determines how many days before the required date stock is allocated to requests which have not been converted to reservations. For pooled products, the allocation lead time is the same as the forward order lead time.

 XE "picking lead time" 
· Picking lead time. This is the time it takes to pick, pack and post an order. It is a company parameter and is used in conjunction with the supply lead time to determine the date by which goods need to be on order in the supply system to meet the required date. The required date less the picking lead time gives the earliest date on which the demand should be seen on a picking list and the last date by which stock must be available to pick.

 XE "supply lead time" 
· Supply lead time. This is the time it takes the normal supply system of a product to make goods available for picking. The supply lead time and the picking lead time are subtracted from the required date to give the ‘reserve by’ date. This is the date by which stock must be ordered to meet the required date.








Figure 2: Queued Stock Allocation Lead Times XE “lead times” 

 XE “allocation lead time” 

 XE “supply lead time” 
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 XE "forward order lead times" 






Figure 3: Pooled Stock Allocation Lead Times

 XE “suppliers:lead times"  XE "lead times:supplier" 
· Supplier lead time. This is the time it takes a specific source of supply to order, receive, inspect/QA goods and make them available for picking. In theory, a supply lead time is the same as the supplier lead time for the normal source of the product.


Often, however, the supply lead time is made longer to allow for time between placing of Purchase Orders.

Pooled Stock Management XE "pooled stock handling" 

 XE "just in time (JIT)" 

 XE "supply chain management" \t "See also just in time (JIT)" 

 XE "supply chain management" 
Demands requiring pooled stock management are treated as forward if the required date on the demand is later than today’s date plus the demand system allocation lead time. Forward demands are reviewed each time the demand system’s automatic allocation procedure is run to check for demands which have become current. Current demands have stock allocated to them if sufficient free stock is available. When there is insufficient free stock, the demand is either back-ordered or over-allocated against a general stock pool which is replenished via stock control on a regular basis. The advantage of this kind of operation is that it is easy to operate and can significantly reduce the work involved in maintaining sufficient supplies. The disadvantage is that it does not minimise stock on the floor and cannot be used to provide Just in Time (JIT) or supply chain management. 

Queued stock XE "queued stock handling"  management
Demands requiring queued stock management can be met in three different ways. Stock already available can be allocated to the demand, stock on order can be reserved for allocation to the demand when it arrives, or a request to order stock to meet the demand can be placed with a system supplying the product. The automatic action taken to procure stock to meet a demand is controlled by parameters at product level which can be overridden at the point of order entry.

Procurement sequence XE "procurement sequence" 

 XE "needed by date" 

 XE "date:needed by" 
The procurement sequence for queued demands can be one of the following:

· Allocate as much as possible from free stock; then reserve any stock on order due to arrive before the allocation date (known in queued stock handling as the ‘needed by’ date); then add a request to order any quantity outstanding.


· Reserve any stock on order due to arrive before the allocation date; then allocate as much as possible from free stock; then add a request to order any quantity outstanding.


· Raise a single request covering the demand to be actioned by the appropriate supply system.

Dates for queued lines
The dates for processing queued lines are calculated as follows:

· The date on which a request needs to be added to the stock queue is determined by subtracting the forward order lead time for queued products from the required date on the demand.

 XE "pick date" 

 XE "date:pick" 
· The date on which the goods need to be available for picking (the ‘pick’ date) is determined by subtracting the company picking lead time from the required date on the demand.

 XE "needed by date" 

 XE "date:needed by" 
· The allocation date (known as the ‘needed by’ date) is calculated by subtracting the allocation lead time from the required date. If the ‘allocation lead time for queued products’ is zero the allocation date and the pick date are the same.

 XE "reserve by date" 

 XE "date:reserve by" 
· The ‘reserve by’ date (the last date by which a request must be actioned by the product’s supply system to meet the demand) is given by subtracting the supplier lead time from the picking date.


These dates control how and when stock queue entries for demands are actioned.

Sources of supply XE "source of supply "  
A normal supply system and source within that system can be set up for each product along with a product lead time for the source and whether or not demands for the product should only raise requests or should allow reservation against expected stock on order. A system table lists valid supply systems, whether or not they can honour both reservations and requests or just requests, and a general supply lead time to be used when processing requests for products for which no specific supply lead time is provided.

Just in Time (JIT)  XE "just in time (JIT):automatic"  ordering
Setting a minimum stock level of zero for a queued product automatically brings into force JIT ordering for that product; i.e. stock is allocated for use by a demand system as late as possible.

 XE "Sales Order Processing:interaction with POP" 
JIT Ordering in Global 3000 is best illustrated by the interaction of Global 3000 Sales Order Processing and Purchase Order Processing. For products for which JIT ordering is in force, a request to purchase is put into the stock queue for each sales order line. The operator can then browse the stock queue for such requests in Purchase Order Entry. On the last date on which purchases must be ordered to meet the customer’s required date, the operator can trigger the creation of a new purchase order from the request. Alternatively the request can be included in an existing order.


For many businesses, operating a pure JIT ordering system simply is not practical as there are always exceptions in the normal course of trading, e.g. a late supply or damaged goods. Global 3000 overcomes this problem by offering a tolerant version of JIT ordering which takes into account available stock and stock on purchase order for which the demand has disappeared. By allowing reservation against stock on order and direct allocation of products in addition to requests for stock, Global 3000 makes allowance for the fact that stock levels can vary for a host of reasons other than delivery of stock by a supplier and despatch of stock to a customer.

Stock Pool Manager

 XE "stock pool manager:overview" 

 XE "stock pool manager" \t "See also pooled stock handling" 
Where stock pool management is in use, stock levels are checked as each sales order line is entered and if there is sufficient stock available, it is allocated to the order line.


If there is insufficient stock at the selected location, there are a number of possible actions. The need for the operator to make a decision can be avoided by setting the system to back order unavailable stock automatically, or to over-allocate automatically. Automatic over-allocation can also be selected for individual fast-moving products.

 XE "back orders" 
If this is not done the operator is given the options below. These options are also available for all pooled lines by menu selection.

· Amend allocation, this enables the operator to change the allocation amount, or to back order all or part of the line. The option to back-order can be removed if required. The operator can choose to back-order part of the line even where sufficient stock is available, to prevent a single customer monopolising the available stock of a product that is in short supply.
For forward ordered lines, this option automatically sets the ‘allocate by’ date to today’s date, and allocates stock to the line, or places it on back-order depending on the amount of free stock. The operator can make any necessary amendments.

 XE "over allocate" 
· Over allocate the line, to allow picking documents to be printed. The option to over-allocate can be removed if required.


· Change the quantity ordered, typically to cancel the quantity that is unavailable.


· Enquire on alternate locations, to see if there is sufficient stock of the same product at a different location.

 XE "automatic allocation" 
Pooled stock handling relies on Automatic Allocation activating forward ordered goods as they become current and allocating newly available stock to back ordered lines. It also relies on manual monitoring of the stock levels at each location to control procurement of sufficient stock to meet back-orders and over-allocation.

Stock Queue Manager

 XE "stock queue manager:overview" 

 XE "stock queue manager" \t "See also queued stock handling" 
Global 3000 manages stock supply and demand using a central table referred to as the stock queue (or usually just ‘the queue’). The queue contains entries placed by systems either reserving stock or indicating that stock will be needed at a certain time, and by systems expecting to supply stock.


Each entry in the queue identifies the system, document and line number which placed it, the product involved, the location at which the product is required, the quantity of product and the date by which the product needs to be available to the placing system.

 XE "queue entries" 
There are a number of different types of queue entry and each of these can pass through a number of states. These are detailed below.

Request XE "requests"  XE "status:stock queue entries" \r "StockQueueStatus" 
This requests that a quantity of stock be made available for a particular sales order line by a specific date. The entry identifies the supply system and, optionally, a specific source within that system, from which goods are obtained if stock is not available for the specified date.


A request is added to the queue when a sales order line requiring queued allocation is entered provided the required date is not beyond the forward order lead time for queued products. (If it is, Automatic Allocation adds the request to the queue when the lead time is reached.) The queue entry stays with the order line until the despatch of the requested stock is confirmed. A request can be split during its lifespan if, for example, part of the request is met from stock on order and the rest from stock already received. 

 XE "requested" 
Requests can be in the following states:

· Requested. The entry is a straightforward request for supply. It can be met by reserving stock already on order, allocating free stock or by the supply system raising an order for the requested stock.

 XE "reserved" 
· Reserved. The entry has stock on order in the supply system earmarked specifically for it. When the stock arrives, if the goods are quarantined or require inspection, the entry is marked as held. Otherwise it is marked as allocated.

 XE “held status:stock queue entry" 
· Held. Stock for the entry has arrived but is not available for allocation. This may be because it was quarantined on receipt or because receipts of the product are marked as requiring inspection at goods receipt.

 XE "allocated" 
· Allocated. Stock for the entry is available for picking and details of the entry will appear in the next appropriate picking list print.

 XE "picked" 
· Picked. This is the final stage. Stock for the entry has been picked and the delivery requirement met.


When confirming a despatch, Despatch Confirmation reduces the open quantity on the allocated stock queue entry corresponding to the confirmed line. If this reduces the open quantity to zero, the stock queue entry is marked as ‘Picked’. When un-confirming issues, Despatch Confirmation increases the open quantity on the allocated stock queue entry. If the open quantity was originally zero, it also marks the entry as ‘allocated’ rather than ‘picked’.

 XE "cancelled" 
· Cancelled. If the demand for which the request was placed is cancelled, the request itself is also marked as cancelled. As a request is cancelled, if it was reserved, the stock on purchase order from it is added to the arrival entry covering any unreserved portion of the supply. If no such entry exists, one is created. If the request was allocated, the allocated quantity is  returned to free stock.

Schedule XE "schedules" 
This is one of the entries in the table of requests created when a schedule is entered for a sales order line. In addition to recording the demand schedule, these records drive the acquisition of stock to meet that schedule. Schedule entries exist for schedule order lines regardless of whether the line is marked for queued or pooled allocation. A schedule entry on a queued line can take the same states as a request.

 XE "scheduled" 
A schedule entry on a pooled line can take the following states: 

· Scheduled. The entry is waiting to be actioned by the automatic allocation procedure of the demand system. When the entry is actioned, the scheduled quantity is allocated or back ordered on the order line depending upon stock availability and the entry is marked as ‘done’.

 XE "allocated" 
· Allocated. The entry has been actioned by automatic allocation and is retained in this state until despatch is confirmed to ensure that any subsequent de-allocation from the order line can re-activate the schedule correctly.

 XE "picked" 
· Picked. This is the final stage. Stock for the entry has been picked and the delivery requirement met.

 XE "cancelled" 
· Cancelled. The schedule line has been cancelled. If the state prior to cancellation is ‘scheduled’, the original quantity on the order line is reduced and no further action taken. If the schedule line is allocated, the original quantity is reduced, the back ordered quantity (if any) is reduced and if the order line carries insufficient back ordered stock, the allocated stock quantity on the order line is reduced. If the stock has been picked, the schedule line cannot be cancelled.

Call-off XE "call-offs" 
This is one of the entries in the table of requests created when the demand schedule is entered or extended for a call-off sales order line. In addition to recording the demand schedule, the table drives the acquisition of stock to meet the schedule. Call-off entries exist for call-off order lines regardless of the allocation method they are marked for. A call-off entry on a queued line can take the same states as those of a request. A call-off entry on a pooled line can take the same states as a schedule entry for a pooled line.

Arrival XE "arrivals" 
This type of entry is created if the supply system orders goods for stock rather than for a specific demand. It is also created if a demand is decreased after the supply system has placed an order to meet a request. It records stock on order which has not been reserved. When a reservation is placed against it, the quantity on this record decreases. If a reservation is cancelled, the quantity increases. 

 XE "expected" 
The entry will take one of the following states:

· Expected. The entry is waiting for goods to arrive in the supply system. When the goods arrive the entry is marked as held if the goods are quarantined, or marked as complete if the goods are put into stock.

 XE “held status:stock queue entry" 
· Held. The entry is waiting for the goods to be released from quarantine. Queued requests can reserve stock on the entry but must take the status held as they do so. When the goods are released from quarantine the entry is marked as done.

 XE "done" 
· Done. The entry is complete and the goods have been added to the free stock at the receiving location.

 XE "cancelled" 
· Cancelled. If the supply is cancelled, the status is set to cancelled and the expected quantity is set to zero.

Reserving expected stock XE "reserving expected stock" 

 XE "expected stock, reserving"  and ordering requested XE "requested:stock, ordering"  stock
Within Global 3000 Sales Order Processing it is possible to browse entries in the stock queue for goods on purchase order and to reserve goods for the sales order line being processed. In Purchase Order Entry, it is equally possible to browse requests for supply of a product in the stock queue and reserve part or all of the quantity on the purchase order line specifically for one or more supply requests. Existing reservations are included in the browse and can be altered or removed.

Receiving XE "receiving requested & reserved stock"  reserved XE "reserved:stock, receiving"  and requested stock XE "requested:stock, receiving" 
When goods are received, the stock queue is checked for reservations against the Purchase Order line associated with the receipt. In the event that the receipt cannot meet all reservations recorded against it, queue entries are processed in required date sequence and the outstanding reserved amount(s) are marked as requested rather than reserved.

Just in Time (JIT XE "just in time (JIT):automatic" ) XE "just in time (JIT)" 
Global 3000 software is designed to provide straightforward automatic JIT alongside a powerful manual selection procedure through which most complex ordering requirements can be met. 


Sales Order Entry can be configured to automatically apply JIT to entered lines.

· A reservation for the order line quantity can be placed against stock already on purchase order. This locates unreserved stock on purchase order and earmarks some or all of it to be allocated to the Sales Order line when the goods are received. If there is insufficient unreserved stock available to cover the whole of the order line quantity, a request to purchase stock is raised for the outstanding amount.


· A request to purchase stock can be raised for the order line quantity. This adds a request for stock specifically for the sales order line to be serviced by the allocation date. This is determined by subtracting the allocation lead time for queued products from the customer’s required date. A list of outstanding requests can be printed from the queue and Purchase Order Entry will reserve stock explicitly for requests.


See Queued Stock Management (page 30) for details of the procurement sequences which specify which of these methods (or combinations of them) are used.


The availability of the request and reservation options is controlled by the source of supply. For example, if the reservation option is switched off, only requests can be placed with the system at Sales Order Entry.


As well as the automatic JIT option for products, Sales Order Entry provides options allowing display and amendment of the individual stock queue entries for the sales order line.

 XE "goods receipt:& stock queue" 
At Goods Receipt in Purchase Order Processing, the queue is checked for demands on the purchase order line. Goods are allocated directly to the appropriate sales order. If sales orders have been reserved against an existing purchase order there may be several of them; if only part of the purchase order is delivered the earliest sales orders will be given priority in the allocation.

Enquiries

 XE "enquiries:overview" 
Purchase Order Processing provides extensive and comprehensive on screen enquiry facilities. 

Product enquiries XE "products:enquiries" 
The operator can select products for display in a variety of ways, including by product code, description, ‘lookup’ code, or by product group. In addition enquiries can be limited to stocked or non-stocked products. When a product is selected the following enquiry options are available:

· Product details.


· Long description.


· Prices.


· Purchase orders for the product at each location, with options to display detail lines, receipt details, shipment lines and their overhead allocations (if Landed Costs is in use), and stock queue entries.


· Stock details at each location (including batch and FIFO details, stock movements, stock queue entries, serial numbers and stock usage statistics).


· Serial numbers.


· Sales Orders for the product.


· Back orders for the product.


· Suppliers of the product.


· Shipment lines (if Landed Costs is in use).


· Stock queue entries, with options to view all queue entries or to restrict the enquiry to arrivals, requests, or reservations.

Supplier enquiries XE "suppliers:enquiries" 
Supplier details are listed on screen. When a supplier is selected the operator can enquire on purchase orders placed with the supplier (as described under Purchase Order Enquiries below). 


Alternatively the operator can enquire on products supplied by the supplier. When a product is selected the following enquiries are available for the supplier/product combination:

· Supplier statistics.


· Purchase orders for a selected location.


· Receipts relating to a selected purchase order.


· Stock details at each location (including batch and FIFO details, stock movements, stock queue entries, serial numbers and stock usage statistics).


· Stock queue entries, with options to view all queue entries or to restrict the enquiry to arrivals, requests, or reservations.


· Shipment lines (if Landed Costs is in use).

Purchase order enquiries XE "order:enquiries" 
Purchase order enquiries can be listed by purchase order or supplier number. The options are:

· All purchase orders.


· Provisional orders.


· Due orders.


· Direct orders.


On selection of a particular purchase order, the following enquiries are available:

· Order header and trailer comments.


· Receipts related to the purchase order.


· Purchase order detail lines.


· Shipment lines and their overhead allocations (if Landed Costs is in use). 


· Related stock queue entries.


Additional purchase order enquiries are available as follows:

· Invoiced receipts. These can be selected by invoice, order or product number or by delivery reference. When an invoiced receipt is selected the tax analysis details and serial numbers (if relevant) can be displayed.


· Uninvoiced receipts.

Sales order enquiries XE “sales order enquiries" 
The operator has direct access to sales order enquiries. Sales orders can be listed/selected in a variety of ways including by product, sales order reference, account, or customer order reference, or by sales representative or location code and the display can be restricted by sales order type. Full details down to order item line level can be displayed.

Customer enquiries XE "customer enquiries" 
Customer enquiries display customer details, and when a customer is selected the following enquiries are available:

· Products.


· Sales orders.

Order Reports

 XE "reporting:overview" 
A variety of purchase order reports can be printed, with selection by location, supplier, product, status or expected delivery date where appropriate:

· New orders (i.e. since the report was last run).


· Orders by supplier.


· Orders by product within location.


· Receipts by product within location.


· Goods received but not invoiced.


· Goods received proof list.


· Goods invoiced proof list.

Accounting Periods

 XE "accounting periods" 

 XE "periods" 

 XE "financial periods" 
Purchase Order Processing uses the accounting periods from General and Creditors ledgers to determine the period to post to. In general the transaction date must be in or after the earliest open period in any of the ledgers used. If the date is earlier it is posted to the earliest open period. 

General Ledger Accounts

 XE "accounts:overview" 

 XE "General Ledger:overview of accounts" 
There are a number of General Ledger accounts used by POP and associated modules. There is an option to maintain stock value in General Ledger which is controlled by the setting of the ‘Post costs to General Ledger’ System Parameter. If this is selected, stock costs post automatically to General Ledger at invoice entry and at goods receipt. If the option is not in use, the only postings from POP are made via Creditor’s Ledger at invoice entry. 

 XE "goods received not invoiced (GRNI):account" 
There are two system-wide General Ledger accounts used by POP:

· Goods Received Not Invoiced (GRNI). This account is used if stock costs are being posted to General Ledger. At goods receipt the anticipated cost of the goods received is posted. At invoice entry a contra posting is made to this account, or a posting is made to the Cost of Purchases account if one has been set up for the product group.

 XE "purchases invoiced account" 

 XE "accounts:purchases invoiced" 
· Purchases Invoiced. This account is used if stock costs are not being posted to General Ledger. At invoice entry the net value of the goods is posted to this account, unless a Cost of Purchases account has been set up for the product group, in which case the net value is posted there.

 XE "stock value:account" 

 XE "accounts:stock value" 
There are seven accounts specified for each product group in Product Maintenance, four of which are used by Purchase Order Processing as follows:

· Stock Value. (Postings are only made to this account if costs are being posted to General Ledger). This is the balance sheet account representing the total value of stock for the product group at the location.

 XE "cost variance:account" 

 XE "accounts:cost variance" 
· Cost Variance. (Postings are only made to this account if costs are being posted to General Ledger). If standard costing is used the difference between standard cost and purchase price is posted to this account. 


If FIFO or average costing is used, the difference between the invoiced price and the price assumed at goods receipt can be posted to this account. Alternatively, if some or all of the goods are still in stock, part or all of the difference can be posted to the stock value account, with any remainder being posted to the cost variance account. This is controlled by the ‘Post variance to stock value’ POP System Parameter.

 XE "oncosts:postings" 
Oncosts generated at goods receipt are also posted to the cost variance account. The postings are made directly to General Ledger at the time of goods receipt and do not affect postings to Creditors Ledger.

 XE "non-stock receipts account" 

 XE "accounts:non-stock receipts" 
· Non-Stock Receipts. (Postings are only made to this account if costs are being posted to General Ledger). This is the equivalent of the stock value account for non-stocked items. However it is a default account and can be over-ridden at order entry and invoice input.

 XE "cost of purchases account" 

 XE "accounts:cost of purchases" 
· Cost of Purchases. This is the account to which the invoiced cost of goods is posted. If set-up, this account always contains the total amount paid to suppliers for goods and is unaffected by any variance between the cost of goods at receipt and invoice. If this account is not set up, the invoiced costs are posted either to Goods Received not Invoiced or to Purchases Invoiced according to the setting of the ‘Post costs to General Ledger’ System Parameter.


If costs are being posted, and Cost of Purchases accounts have been set up, the actual value of goods which have been received but not yet invoiced is the sum of the balances in GRNI and all the Cost of Purchases accounts.

 XE "Creditors Ledger:postings to" 

 XE "accounts:modifiers" 

 XE "modifiers" 
The profit centres and accounts to which postings are made via the Creditors Ledger auto-posting interface can in some cases be changed by modifiers set up on the supplier record. Postings made from invoice entry in POP can be treated in this way if stock values are not being posted to General Ledger, thus creating an analysis of purchase costs by supplier. 

Accounting Entries

When Stock Costs are being Posted

Transaction Type  XE "accounting entries" 
CR
DR





Goods receipt of stock XE "goods receipt:accounting entries" 
POP Goods Received Not Invoiced (GRNI)

[Cost Variance if Standard Costing]

[Cost Variance if oncost generated]
Stock Value

Receipt of items which are not stocked 
POP Goods Received Not Invoiced (GRNI)
Non-Stock Receipt account on product group unless GL override in place

Purchase Invoice Input XE "invoice:accounting entries" 
Creditors Ledger Control and update supplier balance in CL

[Stock Value if price has changed]

[Cost Variance if price has changed]
Cost of Purchase or POP GRNI

[Stock Value if price has changed]

[Cost Variance if price has changed]

Extras & services entered at Invoice Input
Creditors Ledger Control and update supplier balance in CL
Cost of Purchase or cost account for extra (the non-stock receipts account on product group unless GL override in place)

When Stock Costs are not being Posted

Transaction Type  XE "accounting entries" 
CR
DR

Purchase Invoice Input 
Creditors Ledger Control and update supplier balance in CL
Cost of Purchase or Purchases Invoiced

Extras & services entered at Invoice Input
Creditors Ledger Control and update supplier balance in CL
Cost of Purchase or Purchases Invoiced

Table 1: Purchase Order Processing Accounting Entries

 XE "General Ledger:postings to" 

 XE "Creditors Ledger:postings to" 
Table 1 provides a summary of the accounting entries generated by transactions in Purchase Order Processing. Whether costs are posted to General Ledger is determined by the setting of a system parameter. When costs are posted to General Ledger, the postings are made to General Ledger via an interface file. The postings for the invoice values are made via an interface file to Creditors Ledger. 


Movements in the stock system are generated for each goods receipt and whenever extras are entered at Invoice Input. Value adjustments to the stock system may be generated at Invoice Input if the product price changes from that recorded when the goods were received and some of the goods are still in stock.

 xe "cost variance:account" 

 Xe "accounts:cost variance" 
For all accounts except cost variance, the default profit centre is determined by the receiving location. For cost variance, the default profit centre is the one associated with the Creditors Ledger control account for that company. However, the default profit centre can be overridden at Order Entry. 

 XE "postings:foreign currency" 
The purchase value of foreign currency orders is posted to Creditors Ledger in the foreign currency and is converted to base currency for posting to General Ledger. The base currency value is calculated using the house exchange rates in force on the invoice date. If the option to amend transactions in Creditors Ledger is in use, as long as they are not fixed, the house exchange rates can be overridden for specific transactions in Creditors Ledger. This can be done by entering a transaction-specific spot rate or a specific value in base currency.

 XE "exchange gain & loss" 
Any exchange gain or loss caused by exchange rate movements between the invoice date and the payment date is accounted for when the payment is posted in Creditors Ledger. If Cash Manager is in use, the realisation of the exchange gain or loss can be deferred under certain circumstances until the actual value of the payment is confirmed in Cash Manager. 
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Introduction XE "basic functions " \r "QReference" 

 XE "Speedbase Presentation Manager" \t "See Speedbase Presentation Manager Manual" 

 XE "Global System Manager (GSM)" \t "See Global System Manager Manual" 

This section provides a brief guide to the basic Global 3000 functions.  This is followed by a list of the standard function key usage in Global 3000 software. More detailed instructions for new users can be found in the Tutorial in the Global 3000 Installation & Set-up Manual.

This Basic Functions section covers both character-based and Graphical User Interface (GUI XE "GUI (graphical user interface)" ) operation of Global 3000. The keyboard commands are identical in both modes of operation. The GUI functions can be ignored by users of the character-based version.

Further details of the GUI can be found in Global Windows Workstation Notes.

Note
The functions performed by different keys can vary between terminal types and you can customise your keyboard for your specific requirements with Speedbase Presentation Manager. In this manual we have used the terminology of a standard PC keyboard, and the standard Global 3000 function key usage. If you are unsure, the Help key can give you assistance. Pressing the help key within a Global 3000 program displays a list of the available function keys and their usage. 




Figure 4: Purchase Order Processing running under the GUI

This figure shows the GUI toolbar at the top of the window, and the status line at the bottom of the window. On the status line are the program ID and the window processing mode
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Menus in Global 3000 XE "menus in Global 3000" 

There are two types of menu in Global 3000 modules, ‘main’ and ‘pop’.


The first menu that appears when you go into a Global 3000 module is a main menu, as are the menus that appear when you select an option on this menu. Pop-menus are the menus that appear within Global 3000 programs.

Select 


To select an option from a menu: 
· Use the cursor keys to move to the required line and press <Return>. 

· Or key the letter or number which is highlighted or underlined.

· Or click with the mouse on the required line.

Main menu commands


There are two formats of character-based Global main menu, ‘full screen’ and ‘SAA-style’. These are described in detail in the Global System Manager Manual.

xe "main menu commands"
Additional commands are available from GUI and ‘SAA-style’ main menus:
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F1 button
· Press <F1> (or click the F1 button) for the Global System Manager (GSM) commandxe "Global System Manager (GSM):commands" box. This allows you to enter a GSM command. For further information on GSM commands, see the Global System Manager Manual.
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F2 button
· When you press <F2> (or click the F2 button) in Cash Manager, the Cash Book Selection window appears. In all other modules, the Company Selection window appears.

[image: image4.png]



F3 button
· When you press <F3> (or click the F3 button) in General Ledger, the Financial Year window appears. In all other modules, the Date Warning window appears.

Note
To initiate a GSM command at a full screen menu, you can just type the command name; e.g. $F. 

Exiting from a window or menu XE "exiting from a window or menu" 
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Exit button


To return to the previous window or menu:
· Press <Esc>. You may need to press it twice on some keyboards.

· Or click the Exit button.

· Or select Exit from the menu when it is available. 

Help XE "help" 
[image: image6.png]



Help button
Press <F8> (or click the Help button) for Context sensitive Help. This is available throughout Global 3000 except on the Main Menus.


Select Help once for a list of the functions that are available in the current window. You can invoke a function from this list by double clicking it with the mouse.


Select Help again for detailed help text relating to the current window.

Window processing mode XE "modes in Global 3000 software" 

Global 3000 programs utilise a number of different window processing modes. A three character code representing the current mode appears on the screen.


In character-based operation, the mode is displayed on the left of the status line at the top of the screen. In GUI operation, it is displayed on the left hand side of the status bar at the bottom of the window (see Figure 4 on page 45).


Possible modes are:

· Display (DSP)

· Enquiry (ENQ)

· Add (ADD)

· Insert (INS)

· Maintenance (MNT)

· Edit (EDT)

· Delete (DEL)

These are described in more detail below.

Enquiries XE "enquiries" 

Enquiry windows initially appear in either ‘Display Mode’ or in ‘Enquiry Mode’.
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Enquire button
In display mode, records are displayed without further action. You can press <F6> or click the Enquire button to go into Enquiry mode when it is available. Select Help to check if it is available.


Enquiry mode allows you to enter a full or partial code followed by <Page Down> to display the entries starting with the characters you entered.

For example you are searching on customer names for a particular customer. You know their name begins with ‘Mc’ but you cannot remember if it is ‘McDonald’ or ‘McLeod’. You enter ‘Mc’ followed by <Page Down> . The program displays the entries in alphabetical order starting with the first ‘Mc…’ name on file. Press <Page Up> to display the page of entries up to and including those starting with ‘Mc…’.

Note
If you enter a full or partial code followed by <Return>, the program will only display entries whose code exactly matches the characters you entered.

Search
In many enquiry windows there are a number of ways you can search for entries; for example by name, by account code, by first line of the address, by currency. These different ways of searching for records are called index keys. In the example above, maybe you cannot remember the customer’s name but you know the account code. Press <F6> until the cursor is on the index key you require, and enter a full or partial code followed by <Page Down> or <Page Up> as described above.

Pop-up enquiries XE "enquiries:pop-up" 

 XE "pop-up enquiries" 
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F1 button


In most prompts, when you press <F1> (or click the F1 or search button) a pop-up enquiry appears. This lists the values which are appropriate for the prompt. For example, when you select the pop-up enquiry function on a product code prompt, you are presented with a list of valid product codes and their descriptions.
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Search button XE "search button" 
You can tell if a pop-up enquiry is available because:

· In character-based operation, > appears in the bottom right hand corner of the window.

· In GUI operation, the F1 and search buttons are enabled.

Moving through a list XE "moving through a list" 

· Use the cursor keys to move through a list one entry at a time.

· Or use the <Page Up> and <Page Down> keys to move backwards and forwards through a list a page at a time.

· Or use the <Home> key to toggle between the first and last entry.

· Or click with the mouse to move directly to an entry.

· Or click on the arrows on the scroll bar to move one entry up or down the list.

Selecting an entry from a list XE "selecting an entry from a list" 

· Move the cursor to the entry you want to select and then press <Return>.

· Or double click with the mouse on the required line.

· Or click the required line and then click the OK button.

Adding a new entry XE "add" 

 XE "add" \t "See also create & enter" 

You can add new entries in a standard maintenance or transaction input program by going into ‘Add Mode’. In some programs you can also add records by going into ‘Insert Mode’.

Add mode XE "add mode" 
· Move the cursor to the line beneath the last entry in the list. This automatically puts you into ‘Add Mode’ and you can start entering information.


· Or press <F4>. This clears the screen and puts you into ‘Add Mode’.

Insert mode XE "insert mode" 
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Insert button
In some programs you can insert an entry into a list. Move the cursor to the line where you want to insert the entry and press <F5>, or click the insert button.  A blank line appears and you can now enter the new details.

Changing an entry XE "amend" 

 XE "change" \t "See amend" 

To change details in an entry in a maintenance or transaction input program you need to go into ‘Maintenance Mode’ (MNT) or ‘Edit Mode’ (EDT). You can then step through the prompts changing information as necessary. Generally you cannot change the main index key of an entry, for example its unique reference code. Sometimes some of the other items cannot be changed after they have been set up. In this case this will be stated in the relevant part of the manual.


In some programs you are automatically put into ‘Maintenance Mode’ when you select a record. In other programs a menu appears when you select a record. You then need to select the appropriate option on the menu.

Changing information at a prompt


In many Global windows, prompts enable you to enter information. This can be numeric information such as an amount, a date, or text such as a name or description.


When you first enter a prompt which already contains information, the original information is deleted when you start to type in new information unless you first use the cursor keys. 


To alter the information in the prompt without deleting it you can use the cursor right and cursor left arrow keys to move to the letter or number that you want to change. Then type the new value. The existing value will be replaced by the value you typed.


To insert a character or number, press the <Insert> key. This makes a space open up in the existing information into which you can type the required value. 


If you accidentally delete the contents of a prompt, you can press <F11> to restore its contents.

Deleting an entry XE "delete" 

 XE "delete" \t "See also purge" 
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Delete button
Move the cursor to the unwanted entry and press <F7>, or click the delete button. This puts you into ‘Delete Mode’ (DEL). The program will ask you for confirmation before it deletes the entry. It will also tell you if an entry cannot be deleted; for example, if other records are dependent on it.

Error and warning messagesxe "messages, error"

xe "errors:messages"

xe "warning messages"

When you try to do something unusual or impossible, a warning message is displayed on the status line at the bottom of the screen. Sometimes the warning ends in a comma. You then need to press <Return> to get rid of the message.

Print Options Windowxe "Print Options Window"

xe "print" \t "See also reporting"
Figure 5: Print Options Window

This window appears after entering selection options for many reports 
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Purpose
This window appears after you enter the selection options for many reports throughout the Global 3000 range. It enables you to specify the physical report name and print unit for the report and to choose whether to print, display or ‘inspect’ the report.

The prompts are:

Note
You do not often need to change the defaults for the first three options, so the cursor appears on the fourth option. Press <Shift Tab> to make the cursor retreat through the prompts.

Report name
This can be up to eight characters long.

Print unit
In practice you rarely need to change this from the default. On certain important reports, such as Invoice Print in SOP, this is the only item which can be changed.

All, sub-totals or total
(A/S/T.) A produces a full report. S produces a report omitting the detail records, showing only the subtotal lines, if any. T produces a report containing only the final total lines of the report, if any.

Note
Many reports (for example, the Product Details report in Product Maintenance) contain no totals or subtotals, so selecting S or T will produce a blank report. S or T might be useful however in the Orders by Salesperson report in SOP, which produces subtotals for each salesperson and totals for the entire report.

Displayxe "display report", Inspect or Print Reportxe "print:display, inspect or print"

 XE "inspect report" 
D displays the report but does not print it. I prints the entire report to the spool unit and then allows you to view it before deciding whether to print it. P prints it but does not display it.

On completion
The selected report is printed/displayed then ( the menu you came from.

Further information XE "inspect report" 

xe "stationery"

xe "spooler"

xe "print:special stationery"
For general information about printing from Global software, printing on special stationery, and using the Global Spooler, see the Global System Manager Manual. This manual also provides detailed information about using the ‘inspect’ option (under the V – View Files command in the Spooler chapter).

Key/Button XE "GUI (graphical user interface):buttons" 

Function/Description XE "function key use" 

Key/Button


Function/Description



<F1>
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Search (when available)

( pop-up enquiry 
 (up arrow)
Move up to previous entry

<F1>
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From any Global 3000 main menu

( GSM command box
 (down arrow)
Move down to next entry

<F2>
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From any main menu in all modules except Cash Manager

( Company Selection window
 (left arrow)
Cursor left one character

Display alternate view of window

<F2>
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From any main menu in Cash Manager

( Cash book Selection window
 (right arrow)
Cursor right one character

Display alternate view of window

<F2>  & <F3>
Supplementary keys Their functions differ in context, and are explained when available
<Page down>
Display next page of entries

<F3>
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From any main menu in all modules except General Ledger

( Standard Date Warning Window 
<Page up>
Display previous page of entries

<F3>
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From any main menu in General Ledger

( Select Financial Year window
<Home>

Go to first or last entry in list

<F4>

Clear record or window, and go into ‘Add’ mode
<Return>
Enter item or select entry in list

<F5>
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Insert new entry
<Tab>

Skip past prompts

<F6>
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Change to enquiry mode/change key of search
<Shift tab>
Step back to previous prompt

<F7>
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Delete the current record
<Insert>

Insert a space at this character

<F8>
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Help - press/click once ( list of available function keys

Press/click twice ( help text
<Delete>
Delete the character at cursor

<F9>
Abort this program (this function is not always available)
<Esc>
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Go back to previous window (press twice on some systems)

<F10>
Move entry
<Ctrl F>

Clear prompt from cursor onwards 

<F11>

Restore contents of prompt
<Ctrl C>
Change case of a character

<F12>
Undelete entry - insert last deleted entry here
<End>
Next - go to next window/process (this function is not always available)

Table 2: Function keys and GUI buttons in Global 3000

This page is deliberately left blank

Section Three:

Order Processing XE "order processing" 
Contents

57
Order Entry

The Order Entry function is used to create, amend, cancel and delete purchase orders. Purchase orders can be raised for products, for suppliers, or for requests from demand systems such as Sales Order Processing.

88
Order Approval

This function enables you to give purchase orders ‘approved’ status. Order approval is only available if the ‘Order approval’ System Parameter is set to Y. 

91
Order Acknowledgement

This option enables you to record the date and reference of suppliers’ acknowledgements of purchase orders. It is only available if the ‘Acknowledgements used’ System Parameter is set to Y.

92
Goods Receipt

This option enables you to record goods as received. This is done in three stages, first the goods are marked as received, then the batch and serial numbers are recorded if necessary, and finally the receipt is confirmed. 

107
Invoice Input

This option enables you to record invoice details, to record the tax details for invoices, to reconcile goods invoiced with goods received, and to post invoices.

Order Entry XE "order:entry" \r "OrderEntry" 
Introduction XE "add:products" \t "See Installation & Set-up Manual" 

 XE "amend:products" \t "See Installation & Set-up Manual" 

 XE "delete:products" \t "See Installation & Set-up Manual" 

 XE "products" \t "See also Installation & Set-up Manual" 

 XE "units" \t "See also Installation & Set-up Manual" 

 XE "product groups" \t "See Installation & Set-up Manual" 

 XE "locations" \t "See also Installation & Set-up Manual" 

 XE "create" \t "See also add & enter" 

 XE "enter" \t "See also add & create" 
The Order Entry function is used to create, amend, cancel and delete purchase orders. 


Purchase orders can be raised for products, for suppliers or for requests from demand systems such as Sales Order Processing.


The sequence in which the various stages of order definition occur can be changed according to the settings of various System Parameters (as described in the System Maintenance section of this manual). In the description which follows, each window and each menu is described under a separate subheading. The sequence in which they are described may not match exactly that used at your installation.

Currencies
The currency of a purchase order is determined by the supplier’s account currency and cannot be changed. When a supplier’s account currency differs from the selected company’s base currency, the account currency code is displayed in the Order Entry and  Amendment Window while you are entering or amending an order.


If the account currency operates with a decimal precision of zero or one, you cannot enter a value in that currency with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘342’ or as ‘342.00’, but not as 342.4’.

Note
For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up manual.

Imported orders XE "EDI:purchase order imports" 

 XE "importing purchase orders" 

 XE "order:imports" 

 XE "Data Conversion" 

 XE "errors:imported orders" 

 XE "converted orders" 

 XE "Global 2000" 
Purchase orders which are successfully imported into POP via EDI or Data Conversion are indistinguishable from manually entered orders. However if they are imported with an error status, they are inactive within POP until the error is resolved; for example, they cannot be selected for printing, the receipt of goods, etc. However they appear on reports and in enquiries and can be amended in Order Entry. If you correct the missing or invalid details, the EDI status is reset to ‘no errors’.

 XE "fail codes" 
If you need further information about the error, you can view the fail codes on individual transactions, via the EDI Enquiries option for EDI imports, or the Browse Errors and Messages option in Data Conversion when converting data from Global 2000.

Further information XE "EDI:purchase order imports" 

 XE "importing purchase orders" 

 XE "order:imports" 

 XE "Data Conversion" 

 XE "errors:imported orders" 

 XE "converted orders" 

 XE "Global 2000" 

 XE "fail codes" 
For full details of the processing involved when purchase orders are imported via EDI, see the Global 3000 EDI Manual. For full details of the Data Conversion process, see the Global 3000 Data Conversion Manual. Both manuals contain a complete list of EDI fail codes and their meanings.

Order Entry Menu
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Figure 6: Order Entry Menu XE "Order Entry Menu" 
This menu appears when you select Order Entry from the Order Processing Menu.

Purpose
This menu enables you to initiate the creation, amendment, deletion and cancellation of a purchase order. 


In the Amend, Cancel and Delete options, you select the required order by order number. A pop-up enquiry is available which enables you to search for the order by supplier code as well as by order number.


The Product Browse and Product Supply options enable you to browse products for inclusion in either an existing or a new purchase order. 


The Request Browse and Request Supply options enable you to browse requests for supply for inclusion in either an existing or a new purchase order.

The options are:

New order XE "create:order" 

 XE "new order, create" 

 XE "order:create" 

 XE "purchase order" \t "See order" 
Create a new normal, reserve or repeat order.  Order Entry and Amendment window, see page 60.

Amend order XE "amend:order" 

 XE "order:amend" 
Amend an existing order, selected by order reference number.  Order Entry and Amendment window, see page 60.

Cancel order XE "cancel:order" 

 XE "order:cancel" 
Cancel an existing order, selected by order reference number. The ordered quantity of each item in the order will be reduced to the delivered quantity.  Order Entry and Amendment window, see page 60.

Warning
You cannot un-cancel an order after you cancel it.

Delete order XE "delete:order" 

 XE "order:delete" 
Delete an existing purchase order.  Order Entry and Amendment window, see page 60.

Note
You cannot delete an order after it has been printed or if items have been delivered against it.

Product browse XE "products:browse" 

 XE "products:create purchase order for selected" 

 XE "create:order for selected product" 

 XE "amend:order" 

 XE "browse:products" 

 XE "browse" \t "See also Enquiries" 
Enter or amend an order by selecting a product. Use this option when there is more than one supplier for the product, or you do not know the relevant supplier.  Product Browse Window, see page 63.

Product supply
Enter or amend an order by selecting a product when you know the purchase is to be made from a particular supplier.  Product Browse Window, see page 63.

Request browse XE "requests:browse & action" 

 XE "create:order from request" 

 XE "amend:order" 

 XE "browse:requests" 
Browse requests on the stock queue, in order to action them. 


If multiple locations are in use  Restrict to Location Window, see page 64.


Otherwise  Request Browse Window, see page 69.

Request supply
Browse requests on the stock queue, in order to action them by a specific supplier. 


If multiple locations are in use  Restrict to Location Window, see page 64.


Otherwise  Request Browse Window, see page 69.

Exit
 Order Processing Menu.

Ordering and Delivery Locations Window

Figure 7: Ordering and Delivery Locations Window XE "Ordering and Delivery Locations Window" 
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This window appears:

· During Order Entry when you start an order entry session, or when you start a new order depending on the setting of the ‘Purchase order location input’ System Parameter.


· When you select Delivery Address from the Amend Order menu.

Purpose
This window enables you to enter the code of the ordering location and the address the order is to be delivered to.

The prompts are:

Ordering location XE "locations:ordering" 

 XE "order:location" 
Enter the code of the ordering location. Press <F1> for a pop-up enquiry. You cannot change this for an existing order.

Deliver to XE "address" 

 XE "delivery:address" 

 XE "order:address" 
Enter the delivery address for the order. The default is the address of the ordering location.

Telephone number XE "telephone number" 
The default is the ordering location’s telephone number.

Fax number XE "fax number" 
The default is the ordering location’s fax number.

On completion
Depending on the setting of the ‘Purchase order location input’ System Parameter  Order Entry menu (see page 58) or New Order menu (see page 62).

Order Entry and Amendment Window

Figure 8: Order Entry and Amendment Window XE "Order Entry and Amendment Window" 
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The cursor moves into this window when you select New Order, Amend Order, Cancel Order or Delete Order from the Order Entry menu. 

Note
Depending on the setting of the ‘Purchase order location input’ system parameter XE "purchase order location input, system parameter” 

 XE "system parameters:purchase order location input" , this window may be preceded by the Ordering and Delivery Locations window when you enter a new order.

Purpose
This window enables you to identify the order you want to create, amend, cancel or delete. It displays summary information for the order and remains on the screen while you are entering and amending the order.

The prompts are:

Further information
For further information on order numbering in POP, see page 198.

Order number XE "order numbers" 

 XE "order:numbers" 
When you are creating a new purchase order:

· If automatic order numbering has been selected in System Parameters, the next order number in series appears and cannot be changed.


· If order numbering has been set to default, the next order number in series appears, but it can be overridden.


· If order numbering is manual, enter a number for the new order. Order numbers must be unique.


When you are amending, cancelling or deleting an existing order enter the number of the required order. Press <F1> for a pop-up enquiry.

Note XE "EDI:purchase order imports" 

 XE "importing purchase orders" 

 XE "order:imports" 

 XE "Data Conversion" 

 XE "errors:imported orders" 

 XE "converted orders" 

 XE "Global 2000" 

 XE "Data Conversion" \t "See also Data Conversion Manual" 
When you select an order for amendment which was imported via EDI or Data Conversion with an error status, an error message is displayed. You can return through this message and amend the order. If you correct all invalid and missing details, the EDI status is reset to ‘no errors’.


If you need further information about the error, you can view the fail codes on individual transactions, via the EDI Enquiries option for EDI imports, or the Browse Errors and Messages option in Data Conversion when converting data from Global 2000.

Further information XE "EDI:purchase order imports" 

 XE "importing purchase orders" 

 XE "order:imports" 

 XE "Data Conversion" 

 XE "errors:imported orders" 

 XE "converted orders" 

 XE "Global 2000" 
For full details of the processing involved when purchase orders are imported via EDI, see the Global 3000 EDI Manual. For full details of the Data Conversion process, see the Global 3000 Data Conversion Manual. Both manuals contain a complete list of EDI fail codes and their meanings.

Details of the order are displayed:

Note XE "order:summary details" 
The following items are initially blank for a new order.

Entered XE "operator id:order entered by" 

 XE "entered by" 
The id of the operator who entered the order.

Date XE "date:order" 
The date the order was entered.

Currency XE "currency:order" 
The currency of the order. This is the supplier’s operating currency.

Supplier XE "suppliers" 

 XE "suppliers" \t "See also Creditors Ledger Manual" 

 XE "add:suppliers" \t "See Creditors Ledger Manual" 

 XE "amend:suppliers" \t "See Creditors Ledger Manual" 

 XE "delete:suppliers" \t "See Creditors Ledger Manual" 

 XE "add:locations" \t "See Installation & Set-up Manual" 

 XE "amend:locations" \t "See Installation & Set-up Manual" 

 XE "delete:locations" \t "See Installation & Set-up Manual" 

 XE "delete:units" \t "See Installation & Set-up Manual" 

 XE "add:units" \t "See Installation & Set-up Manual" 

 XE "amend:units" \t "See Installation & Set-up Manual" 
The supplier’s account code.

Location XE "locations:ordering" 
The code of the ordering location.

Status XE "status:order" 
The status of the order. Possible values are:

· Reserved. 


· Unauthorised.


· Approved.


· To print.


· Printed.

Value XE "value:order" 
The value of the order.

On completion
If you selected the New Order option  New Order menu.


If you selected the Amend Order option  Amend Order menu, see page 62.


If you selected the Cancel Order option  Cancel Order window, see page 64.


If you selected the Delete Order option, you are asked to confirm the deletion and the order is deleted, then Order Entry menu, see page 58.

Note
You cannot delete orders which have been printed or delivered. 

New Order Menu
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Figure 9: New Order Menu XE "New Order Menu" 
This menu appears after the Order Entry and Amendment window when the New Order option has been selected from the Order Entry menu.

The options are:

Normal order XE "normal order" 
Create a normal purchase order.  Order Heading Information window, see page 65.

Reserve order XE "reserve order" 

 XE "order numbers:reserve" 

 XE "order:numbers" 
Create a reserve order. A reserve order consists of an order header plus optionally header and trailer comments. It is used to reserve a particular order reference for future use.  Order Heading Information window, see page 65.

Repeat order XE "repeat order" 

 XE "order:repeat" 
Create a repeat order. This is used to create a new order using an existing order as a template XE "template, create new order from" . The existing order is copied in its entirety (including header and trailer comments, if any), any delivered quantities are set to zero and you are prompted for a new delivery date. The new delivery date is used for all lines on the order but you can change these if necessary.  Repeat Order window, see page 68.

Exit
 Order Entry Menu, see page 58.

Amend Order Menu

[image: image28.png][ Amend Order

OrderLines
Qrdler Header

Delivery Address
Header Comments
Treiler Comments





Figure 10: Amend Order Menu XE "Amend Order Menu" 
This menu appears when you select Amend Order from the Order Entry menu and enter the number of an existing order in the Order Entry and Amendment window.

The options are:

Order lines
Display the item lines for this order, with options to amend or delete existing lines and add new ones.  Order Item Lines window, see page 71.

Order header
Display and optionally amend the order heading information for the order.  Order Heading Information window, see page 65.

Delivery address
Display and optionally amend the delivery address for the order.  Ordering and Delivery Locations window, see page 59.

Header comments
Enter or amend header comments. These are free format comments that are printed before the detail lines.  Header Comments window, see page 67.

Trailer comments
Enter or amend trailer comments. These comments appear after the detail lines on order documents.  Trailer Comments window. This parallels the Header Comments window which is described in full on page 67.

Exit
 Order Entry menu, see page 58.

Product Browse Window

Figure 11: Product Browse Window XE "Product Browse Window" 

 XE "products:browse" 

 XE "browse:products" 
This window appears when you select Product Browse or Product Supply from the Order Entry Menu
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Purpose XE "products:create purchase order for selected" 

 XE "create:order for selected product" 
This window enables you to search for and select the product for which you want to create or amend a purchase order.


This is an enquiry-mode window. Press <Page Down> to list products in ascending product code sequence, starting with the first on file. Enter a full or partial code followed by <Page Down> or <Page Up> to start or end the display with the code you entered.

Search sequences
Press <F6> to change the search sequence. The following search sequences are available:

· Product code.


· Description.


· Lookup code.


· Product group.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way.

Select product
Move the cursor to the required product and press <Return>  Order Selection for Product window, see page 70.

Restrict to Location

Figure 12: Restrict to Location Window XE "Restrict to Location Window" 
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This window appears in multi-location systems when you select Request Browse or Request Supply from the Order Entry Menu.

Purpose
This window enables you to specify the location for the requests you want to browse.

The prompt is:

Location
Enter the required location or leave blank for all locations. Press <F1> for a pop-up enquiry.

On completion
 Request Browse Window, see page 69.

Cancel Order Window

Figure 13: Cancel Order Window XE "Cancel Order Window" 
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This window appears after the Order Entry and Amendment window when you selected Cancel Order from the Order Entry menu.

Purpose XE "cancel:order" 

 XE "order:cancel" 
This window enables you to enter a ‘variance reason’ code for the cancellation.

Note
Variance reason codes XE "variance reason codes"  are defined through the System Codes option of Administration Parameters. For further information see the Global 3000 Installation & Set-up Manual.

The prompt is:

Reason for cancellation XE "reason for cancellation" 
Enter the variance reason code. Press <F1> for a pop-up enquiry.

On completion
You are asked for confirmation and then the ordered quantity of each item on the order is reduced to the delivered quantity.  Order Entry menu, see page 58.

Warning
You cannot un-cancel XE "un-cancel"  an order after it has been cancelled.

Order Heading Information Window

Figure 14: Order Heading Information Window XE "Order Heading Information Window" 
This window appears when you select Normal Order or Reserve Order from the New Order menu, or Order Header from the Amend Order menu
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Note
When entering a new order, the Ordering and Delivery Locations window may appear first depending on the setting of the ‘Purchase order location input’ System Parameter.

Purpose
This window enables you to display, enter and amend heading information for the order. XE "order:heading information" 

 XE "heading information" 

The prompts are:

Supplier XE "suppliers" 

 XE "held status:suppliers" 
(Only when creating a new order.) The supplier with whom the order is to be placed. Enter a valid supplier code. Press <F1> for a pop-up enquiry. You cannot enter a supplier which is marked as ‘held’ for the company which is currently selected. 

Note
You can mark suppliers as held for a specific company in the Company-Dependent Supplier Details window in Creditors Ledger. For further information, see Supplier Maintenance in the Creditors Ledger Manual.


When you enter a valid supplier code, the name, address and supplier account currency code are displayed in confirmation.

Note
If the purchase order is to be processed via Landed Costs, this is the trading entity responsible for supplying the goods for shipment, and invoicing for them.

Ship via Landed Costs XE "Landed Costs:ship order via" 
(Only if Landed Costs is in use.) Enter Y if the purchase order is to be processed by Landed Costs. Enter N if it is to be processed by POP.

Details from XE "details from supplier" 

 XE "from-supplier" 
(Only if Landed Costs is in use and you entered Y at the Ship via Landed Costs prompt above.) Enter the supplier code of the trading entity which provides pricing and shipping details. This supplier must trade in the same currency as the supplier specified at the ‘Supplier’ prompt, and must not be marked as held for the currently selected company in Creditors Ledger. Press <F1> to list valid suppliers. The default is the supplier entered at the ‘Supplier’ prompt.

Note
Product costs and purchasing statistics are recorded against this supplier.

Order date XE "date:order" 
This defaults to the earlier of today’s date and the end of the current open period in Creditors Ledger and the prompt is skipped. Press <Shift Tab> on the Due Date to step back to alter this item if necessary.

Due date XE "due date:order heading" 

 XE "date:delivery due" 

 XE "delivery due date:order heading" 
Enter the date by which delivery is required. This acts as a default for the due date on each order line.

Last delivery XE "last delivery date:order heading" 

 XE "date:last delivery" 
(Display-only.) The date of the last delivery (as recorded in Goods Receipt), if any deliveries have been made against this order.

Terms XE "trading terms" 

 XE "terms codes" 

 XE "settlement terms" 
This is used to calculate:

· The due date of payment for the invoice that will arise from the purchase order. 


· The expected discount available if it is paid by the due date.


The default is the terms code defined for the supplier in the Company window of Supplier Maintenance in Creditors Ledger. Press <F1> for a pop-up enquiry.

Note
The terms code entered here is checked at Invoice Input against the terms of the invoice and a warning is given if they differ.


Terms codes are defined through the Trading Terms option of Administration Parameters. For further information see the Global 3000 Installation & Set-up Manual.

Direct XE "direct orders" 
Enter Y if this is a direct order, otherwise enter N.

Acknowledgement XE "acknowledgement" 

 XE "order:acknowledgement" 
An acknowledgement reference of up to 13 characters.

on
The date on which the acknowledgement was received. This must be after the order date. When you first enter an acknowledgement reference, the default is either today’s date or the last day of the Creditors Ledger current period, whichever is earlier.

Note
You can also enter acknowledgement details through the Order Acknowledgement option on the Order Processing menu.

Entered by XE "operator id:order entered by" 

 XE "entered by" 
This defaults to the current login id, but can be altered.

Approved by XE "approved by" 

 XE "operator id:order approved by" 
If the ‘Order approval’ System Parameter is set to Y, this is automatically set to the initials of the person who approves the order via the Order Approval option and cannot be amended. 


Otherwise you can enter up to four characters.

Ordered value XE "value:order" 
(Display-only.) The total value of this order.

Delivered value XE "delivered (received):value of order" 

 XE "received (delivered):value of order" 
(Display-only.) The value of goods delivered so far against this order.

Invoiced value XE "invoiced:value of order" 
(Display-only.) The net value of goods against this order for which an invoice has been recorded (using Invoice Input). 

On completion
If you are creating a new normal order  Order Item Lines window, see page 71.


If you are creating a new reserve order  Order Entry Menu, see page 58.


If you are amending an existing order  Amend Order menu, see page 62.

Header Comments Window

Figure 15: Header Comments Window XE "Header Comments Window" 

 XE "comments:trailer" 

 XE "comments:header" 

 XE "comments" \t "See also packing details" 
This window appears when you select Header Comments from the Amend Order menu
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Note
This window parallels the Trailer Comments window XE "Trailer Comments Window"  that appears when you select Trailer Comments from the Amend Order Menu.

Purpose
This window allows any number of lines of up to 40 characters of text to be entered for printing on order documents. Header comments are printed before the detail lines, while trailer comments go after. 


When entering comments, typing an asterisk (*) in the first column causes that line and all subsequent lines to be treated as internal; i.e. they are not printed on either orders or reports. XE "internal comments" 

On exit
 Amend Order menu, see page 62

Repeat Order Window

Figure 16: Repeat Order Window

 XE "Repeat Order Window" 
This window appears when you select Repeat Order from the New Order Menu
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Purpose XE "repeat order" 

 XE "template, create new order from" 

 XE "order:repeat" 
This window enables you to create a new order using an existing order as a template. 

The prompts are:

Order being repeated
Enter the number of the order you want to use as a template. Press <F1> for a pop-up enquiry.

Note
If you enter the number of an order with a different order location, a warning window appears. This offers you the option of changing the stock location to the new order location on all the lines on the order.

New order date XE "date:order" 
Enter the order date for the new order. The default is the earlier of today’s date and the end of the current period in Creditors Ledger.

New delivery date XE "date:delivery due" 

 XE "delivery due date:repeat order" 

 XE "due date:repeat order" 
Enter the delivery due date for the new order.

Operator XE "operator id:repeat order" 
The operator’s id code.

Approved by XE "approved by:repeat order" 
If the ‘Order approval’ System Parameter is set to Y, this will automatically be set to the initials of the person who approves the order and cannot be amended. If order approval is not in use you can enter up to four characters.

On completion
You are asked for confirmation and then the selected order is copied in its entirety (including any header and trailer comments), the delivered quantities are set to zero, and the order and delivery dates (on all lines) are set to those entered above.  Amend Order menu, see page 62.

Note
Delivery dates on individual lines can be amended through the Amend Order option.

Request Browse

Figure 17: Request Browse Window XE "Request Browse Window" 
This window appears when you select Request Browse or Request Supply from the Order Entry menu
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Note
If multiple locations are in use, this window is preceded by the Restrict to Location Window which enables you to restrict the requests to those for a particular location.

Purpose XE "create:order from request" 

 XE "amend:order" 

 XE "requests:browse & action" 

 XE "browse:requests" 
This window lists the outstanding purchase request entries on the stock queue. It enables you to select a request for inclusion in the purchase order.

Upper part of window
In the upper scrolled part of the window the following details are shown: the reserve by date, location, product code, demand source system and document number, reference and open quantity.

Lower part of window
The following details are shown for each request in the lower part of the window as you scroll through the list: the required date, needed by date, last commit date, previous commit date and original quantity.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select request
Press <Return> to select a request  Order Selection for Product window, see page 70.

Order Selection for Product Window

Figure 18: Order Selection for Product Window XE "Order Selection for Product Window" 

[image: image36.png][ Order Selection for Product AVPP300  Victor 300 Overhead projector

Location  STH South of England
Supplier  AUPGOBS  AUP Victor Optik Gmbh

Order  pOSO0852 Expectedon  04/64/93

0K Cancel





This window appears when you select a request from the Request Browse window, or a product from the Product Browse window.

Purpose
This window enables you to specify an un-printed order to amend, or to start the entry of a new order. The product’s code and description are displayed in the window’s title bar.

The prompts are:

Location
(Only if you entered the window via the Product Browse window and multi-locations are in use.) Enter the required location. Press <F1> for a pop-up enquiry.

Supplier
(Only if you selected Product Supply or Request Supply on the Order Entry menu.) The order’s supplier. Press <F1> to list existing suppliers of the product; press <F2> to list all suppliers.

Note
If permitted by System Parameters, you can create a supplier/product record during order line entry if one does not already exist. 


If you selected the Product Browse or the Request Browse options, the Supplier is displayed here after you enter a valid order number in the next prompt.

Order
Enter the number of the un-printed order you want to amend or press <F3> to create a new order. 


The default is the most recent un-printed order for the location which includes the product (and the supplier if specified above). 


Press <F1> to list orders which include the product (and the supplier if specified above).


Press <F2> to list all orders (for the supplier, if specified above). 


When a valid order number is entered the ‘expected on’ date of the order is displayed.


If there are no relevant un-printed purchase orders POP displays a message.

On completion
If you are amending an order,  Order Item Lines window. If the order contains a line for the selected product the cursor appears on the ‘Quantity’ prompt for that line. Otherwise POP creates a new line for the product and the cursor appears in the ‘Product’ prompt. 


If you pressed <F3> to create a new order,  New Order menu, see page 62. This is preceded by the Ordering and Delivery Locations window, if the appropriate parameter has been set.

Order Item Lines Window

Figure 19: Order Item Lines Window XE "Order Item Lines Window" 
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This window appears:

· After the Order Heading Information window when you are entering new orders.


· When you select Order Lines from the Amend Order menu.


· When you select an order to amend in the Order Selection for Product window.

Purpose
This window enables you to enter item lines for a new order and to amend, delete or add item lines for an existing order. Any existing item lines are listed.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:order item lines" 

 XE "order item lines:add, amend & delete" 

 XE "item lines:add, amend & delete" 

 XE "order:item lines" 
To create a new item line, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:order lines" 
To amend an existing item line, position the cursor on the required line and press <Return> ( Amend Item Line menu, see page 76. Select the Modify Details option: you are returned to this window where you can amend the items described below.

Delete XE "delete:order item lines" 
To delete an existing item line, position the cursor on the required line and press  <F7>. POP asks you for confirmation before it deletes the line.

The prompts in the upper part of the window are:

Product XE "products:on item line" 
The product to be ordered. When you enter a valid product code, the description, price, unit, product type and item status are displayed.


If the product is obsolete or superseded, a warning is displayed. For superseded products the warning gives the code of the alternate products. Superseded products can be ordered, obsolete ones cannot.


Press <F1> for a pop-up enquiry. If the ‘Create supplier/product combination’ System Parameter is set to N only valid products for the supplier are listed, otherwise all products are listed.


Press <F2> to display the Costing Method menu. This menu is described in detail on page 84.


Press <F3> to list stock queue requests.  Requests Available from Current Supplier window, see page 75

Note
You get a chance to include further requests in the line at the Ordered Quantity prompt below.


When you enter a product for which there is no supplier/product record:

· If the ‘Create supplier/product combination’ System Parameter is set to N  Products Available from this Supplier window, see page 77.


· Otherwise  Invalid Supplier/Product menu, see page 76.

Note
If Landed Costs XE "Landed Costs:supplier/product records"  is in use the supplier/product record is required for the supplier entered at the ‘Details from’ prompt.

Description XE "products:description, change on item line" 

 XE "description:standard product, modify for item line" 
The product description set up in Product Maintenance is displayed and this prompt is skipped. You can change the description specifically for the order if necessary by pressing <Shift Tab> from the Ordered Quantity prompt.

Note
When you print purchase orders, you can choose to print the supplier’s product code and description instead of the internal product code and description. The supplier’s product code and description are entered in supplier/product maintenance.

Quantity ordered
(Display only.) A duplicate of the entry in the next prompt is displayed here.

The prompts in the lower part of the window are:

Ordered quantity XE "order:quantity" 

 XE "quantity:order line" 
Enter the quantity of the product to be ordered. The default is the ‘economic order quantity’ defined for the supplier/product combination.


Press <F3> to list outstanding purchase request entries on the stock queue, for the selected product at the line location. The Select Purchase Requests window, see page 81.

Unit XE "units:item line" 
The default is the ‘supplier’s quantity unit’ defined for the supplier/product combination.

Note
If necessary, POP will round the quantity up to an exact multiple of the stock unit. If the purchase unit is an integral multiple of the stock unit, the rounded value is shown in purchase units, otherwise it appears in stock units.

Price XE "price:item line " 
The price per cost unit. The default is the ‘quoted cost price’ for the supplier/product details if it has not expired. If it has expired the default is the more recent of the last recorded cost and the supplier/product ‘quoted cost price’.


If the most up-to-date cost price is past its expiry date a warning is displayed.

Note
You may enter a unit price with more decimal places than are allowed by the decimal precision of the supplier’s currency. Stock Control calculates the total value of the order line and rounds it to the correct decimal precision.

Per
The unit in which the product is priced. This defaults to the ‘supplier’s pricing unit’ from the supplier/product details. It can be changed to any product unit. Press <F1> for a pop-up enquiry.

Discount XE "discount:item line"  %
A percentage discount on the above price. The default is the ‘normal discount’ from the supplier/product details.

Value XE "value:item line" 
(Display only.) The value of the order line. It is calculated from the values entered at the previous prompts.

Received quantity, unit & value XE "delivered (received):quantity & value for item line" 

 XE "received (delivered):quantity & value for item line" 
(Display only.) The quantity and value of goods which have been received. These are zero for a new order.

Invoiced quantity, unit & value XE "invoiced:quantity & value for item line" 
(Display only.). The quantity and value of goods which have been invoiced. These are zero for a new order.

Product type XE "product types:item line" 

 XE "product types" \t "See also Installation & Set-up Manual" 
(Display only.) The product type as defined for the product in Product Maintenance.

Stock location XE "locations:item line" 

 XE "stock location" 
This defaults to the ordering location but can be changed for stocked products. Press <F1> for a pop-up enquiry.


For non-stocked products this is the ordering location (to provide cost information) and cannot be changed here. You can change the location for non-stocked products through the Costing Method menu, see page 84.

Note
If you change the stock location of an existing order line against which stock has been reserved, a window appears warning you that the reservation will be changed to a request. 

Cost to XE "cost to" 
(Display only.) The General Ledger profit centre and account code to which the transaction is being costed. For further information on the costing method see page 84.

Phased XE "phased delivery" 

 XE "delivery:phased" 
(Only when entering a new item line.) Enter Y if you want to record a delivery schedule for phased delivery. Otherwise enter N (the default).

Last delivery XE "last delivery date:item line" 

 XE "date:last delivery" 
(Display only.) The date of the last delivery against this line.

Due delivery XE "due date:item line" 

 XE "delivery due date:item line" 

 XE "date:delivery due" 
The date the delivery of the line is due. The default is the delivery date entered in the Order Heading Information window. 

Note
A warning appears if the lead time defined on the supplier/product details indicates that this date cannot be met.

Item status XE "status:item line" 
(Display only.) The status of the order line. The possible values are:

· O/S XE "outstanding, item line status" 

Nothing delivered. All new items are set to this.


· Part Dlvd XE "part delivered, item line status" 
Partially delivered.


· Cancelled XE "cancelled:item line status" 
Line completely cancelled.


· Delivered XE "delivered (received):item line status" 

 XE "received (delivered):item line status" 
Fully delivered. 


· Invoiced XE "invoiced:item line status" 
Fully delivered and fully invoiced.

On completion
If any analysis categories have been set up for the General Ledger account code the transaction is being costed to  General Ledger Transaction Analysis window, see page 87.


Otherwise:

· If you are adding a new line  New Item Line menu, see page 81.


· If you are amending a line  Details Update menu, see page 84.

Requests Available from Current Supplier

Figure 20: Request Available from Current Supplier Window XE "Request Available from Current Supplier Window" 
This window appears when you press <F3> at the Product prompt in the Order Item Lines Window
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Purpose XE "requests:browse & action" 

 XE "browse:requests" 
This window lists outstanding purchase requests on the stock queue, and it enables you to select requests to include in the order line.


If the ‘Create supplier/product combination’ System Parameter is set to N, this window only displays requests for products supplied by the selected supplier.


Otherwise it displays requests for all products.

Upper part of window
In the upper scrolled part of the window the following details are shown: the reserve by date, location, product code, demand source system and document number, reference and open quantity.

Lower part of window
The following details are shown for each request in the lower part of the window as you scroll through the list: the required date, needed date, last commit date, previous commit date and original quantity.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select request
Press <Return> to select a request  Ordered Quantity prompt in the Order Item Lines window, see page 71.

On exit
 Order Item Lines window.

Amend Item Line Menu
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Figure 21: Amend Item Line Menu XE "Amend Item Line Menu" 
This menu appears when you select an existing item line in the Order Item Lines window.

The options are:

Modify details
Select this option to amend the item line.  The cursor moves to the Ordered Quantity prompt in the Order Item Lines window, see page 71.

Amend comments
Select this option to add or amend comments for the item line.  Detail Line Comments window, see page 83.

Costing method
Select this option to amend the costing method.  Costing Method menu, see page 84.

Exit
Select this option to exit from the item line. The cursor moves to the Product prompt of the next item line in the Order Item Lines window, see page 71.

Invalid Supplier/Product

Figure 22: Invalid Supplier/Product Menu
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This menu appears if you enter in the Order Item Lines window a product for which there is no supplier/product record when the ‘Create supplier/ product combination’ System Parameter is set to Y.

The options are:

List valid products for this supplier
Select this option to list valid products for the supplier  Products Available from this Supplier window, see page 77.

Create supplier/product
Select this option to create a new supplier/product record for the supplier and product combination  Create Supplier Product Record Window, see page 78.

Exit
 Order Item Lines Window, see page 71.

Note
If Landed Costs is in use the supplier/product record is required for the supplier entered at the ‘Details from’ prompt.

Products Available from this Supplier

Figure 23: Products Available from this Supplier Window XE "Products Available from this Supplier Window" 
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This window appears:

· When you select List Valid Products from the Invalid Supplier/Product menu.

· When you enter in the Order Item Lines Window a product for which there is not a valid supplier/product record when the ‘Create supplier/product combination’ System Parameter is set to N.

Purpose XE "products:list valid products for supplier" 

 XE "suppliers:list valid products for" 
This window lists the products for the selected supplier for which there are valid supplier/product records. It enables you to select a product for inclusion in the purchase order.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select product
Press <Return> to select a product  Order Item Lines window, see page 71.

On exit
 Order Item Lines window.

Create Supplier/Product Record Window

Figure 24: Create Supplier/Product Record Window XE "Create Supplier/Product Record Window" 
This window appears when you select Create Supplier/Product from the Invalid Supplier/Product menu
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Note
This window is only available if the ‘Create supplier/product combination’ System Parameter XE "create supplier/product combination, system parameter” 

 XE "system parameters:create supplier/product combination"  is set to Y.

Purpose XE "supplier/product details:create in order entry" 

 XE "suppliers:product-specific details" 

 XE "add:supplier/product details" 
This window enables you to create supplier/product records when necessary during order entry. 

The prompts are:

Supplier’s product code XE "products:code, supplier-specific" 

 XE “code, supplier's product" 
The supplier’s code for the product. This, and the supplier’s description entered next, can optionally be printed on purchase orders instead of the standard product code and description.

Description XE "products:description, supplier-specific " 

 XE "description:supplier's product" 
Enter the supplier’s description for the product, or leave blank to use the standard description for the product.

Supplier’s pricing unit XE "pricing unit:supplier's" 

 XE "units:supplier's pricing & quantity" 
Enter the supplier’s pricing unit. Press <F1> for a pop-up enquiry.

Supplier’s quantity unit XE "quantity:unit" 
Enter the supplier’s quantity unit. Press <F1> for a pop-up enquiry.

Lead time (weeks) XE "lead times:supplier" 

 XE "suppliers:lead times" 
Enter the normal lead time for orders of the product from this supplier. This is used to calculate the expected delivery date during order entry.

Purchase order multiple XE "purchase order multiple" 
Purchase orders should be in this multiple of the purchase unit. A warning appears during order entry if you enter a quantity which is not a multiple of this. Set to zero (the default) if any quantity can be ordered. 

Economic order quantity XE "economic order quantity" 

 XE "quantity:economic order" 
The minimum quantity that should be ordered. A warning appears during order entry if you enter an order for a smaller quantity. Set to zero if there is no particular economic order quantity.

Quoted cost price XE "quoted cost price" 

 XE "price:supplier's quoted cost" 

 XE "cost price:supplier's" 
For products and services, enter a supplier-specific unit cost price for the product. This is offered as the default price when entering a purchase order line for this product from this supplier and remains in force until  the expiry date entered below. It is in the supplier’s currency, and may be entered with more decimal places than are allowed for in the decimal precision of that currency. Purchase Order Processing calculates the line value for the order and rounds it to  the correct decimal precision for the supplier’s currency. 

Further information
For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation and Set-up Manual.

Expiry date XE "expiry date:supplier's quoted price" 
An expiry date for the supplier-specific cost price entered above.

Normal discount XE "discount:supplier/product"  (%)
The normal discount percentage applicable to the product from the supplier.

Oncost XE "oncost percentage:supplier/product"  (%)
(Only if the ‘Oncost Type’ for the product is set to S.) Enter the oncost percentage to be applied to the cost of goods in goods receipt.

Inspect on receipt XE "inspect on receipt indicator" 
If set to Y, when goods are received the operator is warned that they require inspection. 

Note
The ‘inspect on receipt’ indicator is not available for batch-tracked products because an opportunity is given during batch creation to set the status to requires inspection.

On completion
If Landed Costs is in use  Supplier/Product Shipping Details window.


Otherwise, you are returned to the Order Item Lines window.

Supplier/Product Shipping Details

Figure 25: Shipping Details Window XE "Shipping Details Window" 
This window appears on completion of the Create Supplier/Product Record window if Landed Costs is in use 
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Purpose XE "supplier/product details:shipping details" 
This window enables you to enter the supplier/product details required by Landed Costs. . XE "Landed Costs:supplier/product shipping details" 

The prompts are:

Shipping unit XE "shipping unit" 

 XE "units:shipping" 
Enter the normal shipping unit (e.g. master carton) used by this supplier when supplying the product. Press <F1> to list valid units. The default is the normal shipping unit for the product.

Shipping unit volume XE "volume of shipping unit" 
Enter the volume per shipping unit of the product from this supplier. If you leave this as zero, Landed Costs uses the value from the product record. 

Note
If this value is to be used for volume-weight calculations XE "volume-weight calculations"  when air-freighting the product, it must be expressed in cubic metres. XE "air-freight calculations" 

Shipping unit weight XE "weight of shipping unit" 
Enter the gross weight per shipping unit of the product from this supplier. If you leave this as zero, Landed Costs uses the value from the product record. 

Note
If this value is to be used for volume-weight calculations when air-freighting the product, it must be expressed in kilos.

Goods line entry unit XE "goods line entry unit" 

 XE "units:goods line entry" 
Enter a unit to be used as the default unit when entering shipment lines for the product from this supplier. If this item is blank, Landed Costs uses the ‘supplier’s pricing unit’.

Basis of supplier’s cost price XE "basis of supplier’s cost price" 

 XE "price:basis of supplier's cost price" 

 XE "cost price:basis of supplier's" 
Enter the three character code identifying the basis on which the supplier’s price is quoted. This can be EXW (ex-factory), FOB (free on board), CIF (cost, insurance and freight), or DDP (delivered duty paid). The default is EXW. Press <F1> for a pop-up enquiry.

On completion
 Supplier/Product Options menu.

Supplier/Product Options Menu
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Figure 26: Supplier/Product Options Menu XE "Supplier/Product Options Menu" 
This menu appears when you complete your replies in the Supplier/Product Shipping Details window.

The options are:

General details
Amend the general supplier/product details  Create Supplier/Product Record window, see page 78.

Shipping details
Amend the supplier/product shipping details.  Shipping Details window, see page 79.

Exit
 Order Item Lines window, see page 71.

Select Purchase Requests

Figure 27: Select Purchase Requests Window XE "Select Purchase Requests Window" 
This window appears when you press <F3> on the Ordered Quantity prompt in the Order Item Lines window
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Purpose XE "requests:browse & action" 

 XE "browse:requests" 
This window lists all outstanding purchase requests for the product at the line location. It enables you to select requests for inclusion in the order line. 

Upper part of window
In the upper scrolled part of the window the following details are shown: the reserve by date, demand source system, document number and reference, type, and quantity.

Lower part of window
The following details are shown for each request in the lower part of the window as you scroll through the list: the required date, needed by date, last commit date, previous commit date and original quantity.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select request
Press <Return> to select a request. You can select more than one request.

On exit
All selected requests are converted to reservations against the purchase order line and the total quantity selected is added to the line. Amend Item Line Menu, see page 76.

New Item Line Menu
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Figure 28: New Item Line Menu XE "New Item Line Menu" 
This menu appears when you complete your replies for a new item line in the Order Item Lines window. 

Note
If any analysis categories have been set up for the General Ledger account code the transaction is being costed to, this menu is preceded by the General Ledger Transaction Analysis window, see page 87.

The options are:

Modify details
Amend the details for the line.  Order Item Lines window, see page 71.

Confirm line XE "confirm:item line" 
Confirm the entry of the new line and go on to the next. The running total of the value of the order is updated.


If the ‘Phased’ indicator is set to Y  Delivery Schedule Window, see page 82.


Otherwise  Add Comments Window, see page 83.

Abandon line
Abandon the line.  Order Item Lines window, see page 71.

Delivery Schedule

Figure 29: Delivery Schedule Window XE "Delivery Schedule Window" 
This window appears when you select Confirm Line from the New Item Line menu for a phased line
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Purpose XE "phased delivery" 

 XE "schedule for delivery" 

 XE "enter:schedule for delivery" 

 XE "delivery:phased" 
This window enables you to record a delivery schedule for an item line. 

For each line in the schedule you are prompted for:

Delivery date XE "delivery due date:phased delivery" 

 XE "date:delivery due" 

 XE "due date:phased delivery" 
Enter the required delivery date.

Quantity XE "quantity:phased delivery" 
Enter the quantity to be delivered on this date.

On exit
 Schedule Options menu.

Schedule Options Menu

[image: image48.png]i Options

Madify Schedule

dule

Abandon Schedule (X)





Figure 30: Schedule Options Menu XE "Schedule Options Menu" 
This menu appears when you exit from the Delivery Schedule window.

The options are:

Modify schedule
Select this option if you need to make changes to the delivery schedule.  Delivery Schedule window.

Confirm schedule XE "confirm:entry of schedule entry" 
Select this option if you want to confirm the entry of the delivery schedule you have just entered.  Order Item Lines window see page 71. Each line in the delivery schedule appears as a separate line in the Item Lines window. You can enter comments against each line of the schedule, if required, by selecting it and choosing the Amend Comments option from the Amend Item Line menu.

Abandon schedule
Select this option if you want to delete the delivery schedule you just entered.  New Item Line menu, see page 81.

Add Comments

[image: image49.png][ Add Comments?

(YN




Figure 31: Add Comments Window XE "Add Comments Window" 
This window appears when you select Confirm Line in the New Item Line Window for a non-phased line.

Purpose
This window enables you to specify whether you want to add detail line comments to the new item line.

The prompt is:

Add comments
(Y/N.) Enter Y if you want to add comments to the detail line.  Detail Line Comments window, see page 83. 


Otherwise enter N.  Next line in the Order Item Lines window, see page 71.

On exit
 Order Item Lines window, see page 71.

Detail Line Comments

Figure 32: Detail Line Comments Window XE "Detail Line Comments Window" 
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This window appears 

· When you enter Y in the Add Comments window.


· When you select Amend Comments from the Amend Item Line menu.

Purpose XE "comments:detail line" 
This window enables you to add and amend comments for the detail line. Comments can consist of any number of lines of up to 40 characters each.


If the ‘Copy long description to order’ System Parameter is set to Y, the text defaults to the standard long description for the selected product. You can make changes to this description specifically for the item line through this window. These changes do not affect the long description held in Product Maintenance.


If a line starts with an asterisk (*), it indicates that it and any subsequent lines are for internal XE "internal comments"  use only and are not printed on any documents.

On exit
 Amend Item Line menu, see page 76.

Details Update Menu
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Figure 33: Details Update Menu XE "Details Update Menu" 
This menu appears when you complete your replies in the Order Item Lines window when amending an existing item line.

Note
If any analysis categories have been set up for the General Ledger account code the transaction is being costed to, this menu is preceded by the General Ledger Transaction Analysis window, see page 87.

The options are:

Modify details
Select this option if you need to make further changes to the item line.  The same line in the Order Item Lines window, see page 71.

Confirm update
Select this option to confirm the changes you have made to the item line.  The next line in the Order Item Lines window, see page 71.

Abandon update
Select this option to cancel the changes you have made to the item line.  The next line in the Order Item Lines window, see page 71.

Costing Method Menu
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Figure 34: Costing Method Menu XE "Costing Method Menu" 
This menu appears:

· When you press <F2> at the Product prompt in the Order Item Lines window.

· When you select Costing Method from the Amend Item Line menu.

Purpose XE "amend:cost analysis" 
This menu lets you change the type of cost analysis XE "cost analysis:amend for item lines"  for the current item line and for items subsequently added to or amended on the order. Once you have established a cost method, it remains in force for the duration of the order, or until you change the cost method manually.

Note
The cost account XE "cost account" 

 XE "accounts:cost"  for stocked products is always the stock value account held for the product group in Product Maintenance regardless of the cost method selected via this menu.

The options are:

General Ledger
Use this option to establish a General Ledger profit centre and account code for products that are not stocked.  General Ledger Window, see page 85.

Normal
Use this option to remove the General Ledger or the Stock Location costing methods. The General Ledger cost profit centre is then taken from the ordering location and the cost account code for products which are not stocked is taken from the non-stock receipt account held at product group level.

Stock location
Select this option to establish a stock location from which the cost profit centre is to be taken for stocked products and products which are not stocked.  Stock Location window, see page 86.

Exit
 Order Item Lines window, see page 71.

General Ledger Window

Figure 35: General Ledger Window XE "General Ledger Window" 
This window appears when you select General Ledger from the Costing Method menu
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Purpose XE "not stocked products:change cost analysis" 
This window enables you to enter a profit centre and account code to which costs will be posted for any further lines you add to or amend on the order for products which are not stocked. This will stay in force for the duration of the order or until you change the cost method manually.

Note
The cost account XE "cost account" 

 XE "accounts:cost"  for stocked products is always the stock value account held for the product group in Product Maintenance regardless of the cost method selected via this menu.

The prompts are:

Profit centre XE "profit centres:cost for not stocked products" 
Enter the profit centre code. Press <F1> for a pop-up enquiry.

Account XE "accounts:cost for not stocked products" 
Enter the account code. Press <F1> for a pop-up enquiry.

On completion
If any analysis categories have been set up for the General Ledger account code  General Ledger Transaction Analysis window, see page 87.


Otherwise  Order Item Lines window, see page 71.

Stock Location Window

Figure 36: Stock Location Window XE "Stock Location Window" 
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This window appears when you select Stock Location from the Costing Method menu.

Purpose
This window enables you to enter a stock location from which the cost profit centre XE "profit centres:cost"  is to be taken for any further lines you add or amend on the order for both stocked products and products which are not stocked. This will stay in force for the duration of the order or until you change the cost method manually.

Note
This option does not affect the cost account. The cost account XE "cost account" 

 XE "accounts:cost"  for stocked products is always the stock value account held for the product group in Product Maintenance. The cost account for products which are not stocked is taken from the non-stock receipt account held at product group level, unless this has been over-ridden via the General Ledger option on the Costing method menu.

The prompt is:

Stock location XE "locations:stock" 
Enter the location code. Press <F1> for a pop-up enquiry.

On completion
 Order Item Lines window, see page 71.

General Ledger Transaction Analysis

Figure 37: General Ledger Transaction Analysis Window XE "General Ledger Transaction Analysis Window" 
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This window appears after you complete your replies in the Order Item Lines window and the General Ledger window if any analysis categories have been set up for the General Ledger account you are entering details against.

Note
The text of the category prompt reflects the categories defined for the specified account. In the above figure it is ‘Sales Reps’. The General Ledger manual gives full details of setting up analysis categories

Purpose XE "General Ledger:transaction analysis" 

 XE "transaction analysis" 
This window enables you to specify an analysis code for the transaction.

Note
If two analysis categories have been defined for the account, this window appears twice, once for each category.

The prompt is:

Category
If the ‘Validate Code at Entry’ indicator is set to Y for the category code, POP checks the code you enter against the table of valid analysis codes for that category (you can press <F1> for a list of codes).


If the ‘Is Null Valid Response?’ indicator is set to N for the category code, you cannot leave this item blank. 


When you enter an analysis code, its description is displayed for confirmation.


The code(s) that you enter can be amended at the same time as the other transaction details, and are posted to General Ledger with them.

On Completion
 Amend Item Line menu, see page 76.

Order Approval XE "order:approval" \r "OrderApproval" 

 XE "approval of orders" \r "OrderApproval" 
Note
Order approval is only available if the ‘Order approval’ System Parameter XE "system parameters:order approval"  is set to Y. This parameter setting prevents orders from being printed until they have been approved.

Introduction
The order approval function enables you to give purchase orders ‘approved’ status XE "status:approved" . When an order has been approved, the id of the operator who approved it appears on the order header. XE "operator id:order approved by" 

 XE "id" \t "See operator id" 

Note XE "errors:imported orders" 
You cannot approve purchase orders which have been imported via EDI or Data Conversion with an EDI error status. For further information about imported orders, see page 57.

Purchase Order Approval Menu
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Figure 38: Purchase Order Approval Menu XE "Purchase Order Approval Menu" 
This menu appears when you select Order Approval from the Order Processing menu.

The options are:

All orders
Approve all unapproved purchase orders for one or all ordering locations.  Approve All Orders window.

Orders for supplier
Approve all unapproved purchase orders for a selected supplier.  Approve All Orders for Supplier window, see page 89.

Selected order
Approve a single purchase order. Approve Selected Order window, see page 90.

Exit
 Order Processing menu.

Approve All Orders

Figure 39: Approve All Orders Window XE "Approve All Orders Window" 
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This window appears when you select All Orders from the Purchase Order Approval Menu.

Purpose
This window enables you to select the location whose orders you want to approve.

The prompt is:

Ordering location
If you want to approve the purchase orders for one location, enter its code. Alternatively leave blank to approve all unapproved orders in all locations.

On completion
You are asked for confirmation. Then the orders are approved. When the process is complete  Approval Statistics window.

Approval Statistics Window

Figure 40: Approval Statistics Window XE "Approval Statistics Window" 
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This window appears after the Approve All Orders window and the Approve All Orders for Supplier window when the approval process is complete.

Purpose
This window displays the number of orders that have just been approved.

On exit
 Purchase Order Approval menu, see page 88.

Approve All Orders for Supplier Window

Figure 41: Approve All Orders for Supplier Window XE "Approve All Orders for Supplier Window" 
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This window appears when you select Orders for Supplier from the Purchase Order Approval menu.

Purpose
This window enables you to select the supplier whose purchase orders you want to approve.

The prompt is:

Supplier
Enter the account code of the supplier whose purchase orders you want to approve. Press <F1> for a pop-up enquiry.

On completion
You are asked for confirmation. Then the orders are approved. When the process is complete  Approval Statistics window.

Approve Selected Order Window

Figure 42: Approve Selected Order Window XE "Approve Selected Order Window" 
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This window appears when you choose Selected Order from the Purchase Order Approval menu.

Purpose
This window enables you to select the purchase order you want to approve.

The prompt is:

Order number
Enter the number of the order you want to approve. Press <F1> for a pop-up enquiry.


If you select an order that was imported via EDI or Data Conversion with an EDI error status, an error message is displayed. For further information about imported orders, see page 57.

On completion
You are asked for confirmation. Then the selected order is approved and you are returned to the Purchase Order Approval Menu, see page 88.

Order Acknowledgement XE "order:acknowledgement" 

 XE "acknowledgement" 
Introduction
This option enables you to record suppliers’ acknowledgement references and dates for purchase orders. It is only available if the ‘Acknowledgements used’ System Parameter XE "system parameters:acknowledgements used"  is set to Y. 

Note
You can also enter the acknowledgement reference and date in the Order Heading Information window in Order Entry.

Purchase Order Acknowledgement

Figure 43: Purchase Order Acknowledgement Window XE "Purchase Order Acknowledgement Window" 
This window appears when you select Order Acknowledgement from the Order Processing menu
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Purpose
This window enables you to enter the date and reference of the supplier’s acknowledgement for a selected purchase order.

The prompts are:

Order Number
Enter the reference of the purchase order for which you have received an acknowledgement. Press <F1> for a pop-up enquiry.

 XE "errors:imported orders" 
If you enter an order which was imported via EDI or Data Conversion with an EDI error status, an error message is displayed. For further information about imported orders, see page 57.

Supplier
(Display only.) The supplier’s account code and name.

Supplier’s reference XE "suppliers:acknowledgement reference" 
Enter the reference quoted on the supplier’s acknowledgement, maximum 13 characters. If the reference has already been entered during order entry, the reference appears here automatically.

Acknowledgment date XE "date:acknowledgement" 
This defaults to today’s (i.e. the system) date but can be changed (although not later than today’s date).

On completion
When you confirm your replies, you are prompted for the next order reference.

Goods Receipt XE "goods receipt" \r "GoodsReceipt" 

 XE "receipt of goods" \t "See goods receipt" 

 XE "delivery" \t "See also goods receipt" 
Introduction
Goods Receipt is a three-stage process: 

1. The details of the goods received are entered.


2. Batch and serial numbers are created for the received goods.


3. Finally the receipt is confirmed. Until the receipt is confirmed the information about the received goods is unavailable to the stock system.

 XE "stock queue:& goods receipts" 
As each line of the receipt is confirmed, the stock queue is checked for reservations against the purchase order line associated with the receipt. Reservations against the line are processed in required date sequence. For each reservation, stock is allocated to the line on the document in the demand system identified on the reservation.


If the demand system is Global 3000 SOP or Stock Requisitions, and you are operating FIFO costing, or the product is batch tracked or serialised, the actual stock batch arising from the receipt is reserved and its number is attached to the demand system line. This gives you the option, when picking the goods, to pick the batch specifically reserved for that demand line.

 XE "status:held (stock queue entry)" 

 XE "held status:stock queue entry" 
If the stock being received is batch tracked and is quarantined or marked as requiring inspection on receipt, all reservations against the receipt are tagged with the batch number of the incoming goods and given the status ‘HELD’. Stock from the batches is allocated when the goods are released from quarantine or marked as inspected in Stock Adjustments.

Note XE "errors:imported orders" 
You cannot receive goods against purchase orders which have been imported via EDI or Data Conversion with an EDI error status. For further information about imported orders, see page 57.

Document References Window

Figure 44: Document References Window XE "Document References Window" 
This window appears when you select Goods Receipt from the Order Processing menu
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Purpose
This window enables you to identify the supplier and purchase order number. 

The prompts are:

Supplier advice XE "suppliers:advice reference" 

 XE "delivery:reference" 

 XE "delivery note reference" 
Enter a unique delivery reference of up to eight characters to identify the receipt. Press <F1> for a pop-up enquiry.

Note
Each advice can be reconciled against more than one order. You then complete this window for each order number using the same supplier advice reference.

Delivery date XE "date:delivery received" 

 XE "delivery:date" 
Defaults to today’s date: an earlier (but not a later) date may be entered. This prompt is initially skipped, but can be entered by pressing <Shift Tab> from the Order Number prompt.

Order number
Enter the purchase order number to which the receipt relates. Press <F1> for a pop-up enquiry. 


If you enter an order which was imported via EDI or Data Conversion with an EDI error status, an error message is displayed. For further information about imported orders, see page 57.

Status XE "status:order" 
(Display only.) Possible values are reserved, unauthorised, revised, approved, to print, printed, complete and historic.

Note
The historic status XE "historic status"  indicates that the order is being kept for invoice purposes.

Supplier, name, address & postcode
(Display only.) The supplier’s code, name and address details.

On completion
POP asks you for confirmation, then  Options menu.

Options
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Figure 45: Options Menu XE "Options Menu" 
This menu appears when you confirm your replies in the Document References window and when you exit from the Items on the Order and the Unconfirmed Receipts windows.

The options are:

Whole order receipt XE "whole order receipt" 
This option causes all outstanding items in the selected order to be marked as fully delivered, using the document references entered earlier, without further operator intervention unless:

· There are products involved for which batch details need to be recorded  Batch Creation window, see page 101.


· There are products involved for which serial numbers need to be recorded  Serial Numbers Creation window, see page 103.

Browse XE "browse:order items during goods receipt"  order items
This option enables you to move through the order item lines in the standard way and record receipts against individual lines as required.  Items on Order window, see page 95.

Autoprompt o/s items XE "autoprompt items:goods receipt" 
This option enables you to step through the item lines with outstanding quantities.  Items on Order window, see page 95.

Review receipts
List all the unconfirmed receipts for the order entered on the current supplier advice.  Unconfirmed Receipts window, see page 98.

Confirm XE "confirm:receipts"  receipts
Select this option to confirm all receipts (entered now or previously) relating to the current advice/order combination. Confirming receipts effectively places them in stock. POP asks you for confirmation, then this menu is redisplayed.

Warning!
You cannot amend receipt details after you confirm them. 

Discard receipts XE "discard receipts" 
Select this option to discard all receipts relating to the current advice/order combination (whether entered now or previously) which have not been confirmed. POP asks you for confirmation, then this menu is redisplayed.

Exit from order
If you select this option but have left some receipts from this order unconfirmed, POP warns you and gives you the option to return to the order  Document References window, see page 92.

Items on the Order Window

Figure 46: Items on the Order Window XE "Items on the Order Window" 
The cursor moves into this window when you select Browse Order Items or Autoprompt o/s Items from the Options menu
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Purpose
This window lists the item lines in the selected order. 


When you enter the window via the Browse Order Items option, you can move through the list of items using the cursor and <Page Down> and <Page Up> keys in the standard way. When you select an item line you are prompted as described below.


When you enter the window via the Autoprompt O/S Items option, you are prompted for each outstanding line in turn. The prompts are described below.

The prompts are:

Note XE "price:amend during goods receipt"  XE "amend:price during goods receipt"  XE "units:pricing"  XE "amend price at receipt, system parameter” 

 XE "system parameters:amend price at receipt" 
If the ‘Amend price at receipt’ System Parameter (see page 194) is set to Y, you can press <Shift Tab> on the Delivery Date prompt to amend the following:

· Price per unit and the pricing unit.

 XE "discount:amend during goods receipt" 
· Discount percentage.

 XE "oncost percentage:amend during goods receipt" 
· Oncost percentage (if oncosts have been enabled in System Parameters). 

 XE "variance in value" 

 XE "value:variance" 

 XE "cost variance" 

 XE "invoice variance percentage, system parameter” 

 XE "system parameters:invoice variance percentage" 

 XE "variance override password" 

 XE "password" 
The ‘Invoice variance percentage’ System Parameter determines the maximum percentage variance in goods value (excluding oncosts) allowed between order entry and goods receipt. If this is exceeded POP prompts you for the variance override password.

Delivery date XE "date:delivery received" 

 XE "delivery:date" 
The default is today’s date, but it can be changed to an earlier date.

Qty being recvd XE "received (delivered):quantity" 

 XE "quantity:received" 
Enter the quantity being received.

 XE "over-delivery" 
If you enter an over-delivery that exceeds the maximum allowed, you are prompted for the variance override password.

Note XE "percentage over delivery, system parameter” 

 XE "system parameters:percentage over delivery" 
The ‘Percentage over delivery’ System Parameter controls the maximum percentage over-delivery that is allowed. 

 XE "under-delivery" 
If you enter an under-delivery and the undelivered quantity does not exceed the discard variance percentage, you can cancel the undelivered quantity. You do this via the Cancel Remainder option on the Items on Order Options menu.

Note XE "system parameters:discard variance percentage" 

 XE "discard variance percentage, system parameter” 
The maximum percentage of the line quantity which can be cancelled is determined by the ‘Discard variance percentage’ System Parameter. 

Stock quantity XE "stock quantity" 
(Display only.) The quantity being received is converted to stock units and is displayed.

On completion
 Items on Order Options menu.

Items on Order Options Menu
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Figure 47: Items on Order Options Menu XE "Items on Order Options Menu" 
This window appears when you complete your replies in the Items on the Order Window.

The options are:

Accept details
Select this option to confirm your responses. 


If the item is batch tracked  Batch Creation window, see page 101.


If the item is serialised (but not batch tracked)  Serial Numbers Creation window, see page 103.


Otherwise  Items on the Order window, see page 95.

Modify details
Select this option to amend you replies.  Items on the Order window, see page 95.

Cancel remainder XE "cancel:undelivered remainder of order quantity" 
(This option only appears if the receipt is an under-delivery, and the percentage of the line quantity which is undelivered is not more than the discount variance percentage.) Select this option to cancel the undelivered quantity  Cancel Remainder Window.

Rescind cancel XE "un-cancel" 

 XE "rescind cancel" 
(This option only appears when the menu is redisplayed after selecting the Cancel Remainder option above.) Select this option to undo the cancellation of the undelivered items.

Discard receipt XE "discard receipts" 
Select this option to cancel your entries for the item line.  Items on the Order window, see page 95.

Cancel Remainder Window

Figure 48: Cancel Remainder Window XE "Cancel Remainder Window" 
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This window appears when you select Cancel Remainder from the Items on Order Options menu.

Purpose XE "cancel:undelivered remainder of order quantity" 
This window enables you to enter a variance reason code for cancelling the remainder of the order quantity. XE "variance reason codes" 

The prompts are:

Quantity being cancelled
(Display only.) The quantity being cancelled is displayed.

Reason for cancellation
Enter the variance reason code for the cancellation. Press <F1> for a pop-up enquiry.

Note
Variance reason codes are defined via the System Codes option in Administration Parameters. For further information see the Global 3000 Installation & Set-up Manual.

On completion
 Items on Order Options menu, see page 96.

Unconfirmed Receipts Window

Figure 49: Unconfirmed Receipts Window XE "Unconfirmed Receipts Window" 
This window appears when you select Review Receipts from the Options menu
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Purpose
This window enables you to amend the unconfirmed receipts entered for the current order on the selected supplier advice. It lists all unconfirmed receipts entered for the current order on the selected supplier advice. For each receipt the product code, product description and quantity received are shown.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Amend XE "amend:receipt details" 
To amend the receipt details, position the cursor on the required line and press <Return>. 


If the product is batch traceable or serial-numbered  Amend Receipt menu, see page 100.


Otherwise  you are prompted for the details in the lower part of the window as detailed below.

The prompts in the lower part of the window are:

Price XE "price:amend during goods receipt" 

 XE "system parameters:amend price at receipt" 

 XE "amend price at receipt, system parameter" 
(Only if the ‘Amend price at receipt’ System Parameter is set to Y.) This is the cost price in the supplier’s currency. It is used to calculate the value of the receipt. 

Per
(Only if the ‘Amend price at receipt’ System Parameter is set to Y.) The cost price unit.

Discount (%) XE "discount:amend during goods receipt" 
(Only if the ‘Amend price at receipt’ System Parameter is set to Y.) The discount.

Note
The ‘Invoice variance percentage’ System Parameter XE "invoice variance percentage, system parameter” 

 XE "system parameters:invoice variance percentage"  determines the maximum percentage variance in value (excluding oncosts) allowed between order entry and goods receipt. If this is exceeded POP prompts you for the variance override password XE "password" 

 XE "variance override password" .

Oncost (%) XE "oncost percentage:amend during goods receipt" 
(Only if the ‘Amend price at receipt’ System Parameter is set to Y.) The oncost percentage to be applied to the price paid (net of discount) to give the oncost value of the receipt.

Note
The oncost percentage is taken from the product, product group or supplier/product record depending on the setting of the ‘Oncost type’ XE "oncosts"  indicator in the Stock Details window for the product in Product Maintenance. For further information see the Global 3000 Installation & Set-up Manual.

Quantity rec’vd XE "received (delivered):quantity" 

 XE "quantity:received" 
This can be altered.

Note
The ‘Percentage over delivery’ System Parameter controls the maximum percentage over-delivery that is allowed. XE "system parameters:percentage over delivery" 

 XE "percentage over delivery, system parameter” 


If you enter an under-delivery and the undelivered quantity does not exceed the discard variance percentage, you can optionally cancel the undelivered quantity. You do this via the Cancel Remainder option on the Items on Order Options menu.

Note
The maximum percentage of the line quantity which can be cancelled is determined by the ‘Discard variance percentage’ System Parameter XE "system parameters:discard variance percentage" 

 XE "discard variance percentage, system parameter” .

Value of receipt XE "value:receipt" 
(Display only.) This shows the value of the receipt made up of the cost from the supplier plus any oncost.

Included oncost XE "oncosts" 
(Display only.) This shows the oncost value (calculated as a percentage of the supplier’s price less discount) which has been included in the value of the receipt.

Stock location
(Display only.) The stock location of the receipt.

Delivery date XE "date:delivery received" 

 XE "delivery:date" 
This can be altered.

Stock quantity XE "stock quantity" 
(Display only.)  The quantity received converted into stock units. 

On completion
 General Details Menu.

General Details Menu
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Figure 50: General Details Menu XE "General Details Menu" 
This menu appears when you complete your replies in the Unconfirmed Receipts Window.

The options are:

Modify details
Select this option to amend you replies.  Unconfirmed Receipts window, see page 98.

Confirm update
Select this option to confirm your responses.


If the item is batch tracked or serialised Amend Receipt menu, see page 100.


Otherwise  Unconfirmed Receipts window, see page 98.

Abandon update
Select this option to cancel the changes to the receipt Unconfirmed Receipts window, see page 98.

Amend Receipt Menu
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Figure 51: Amend Receipt Menu XE "Amend Receipt Menu" 
This menu appears when you select a line in the Unconfirmed Receipts Window for a batch traceable or serialised product.

The options are:

General details
Select this option to amend the details in the lower part of the Unconfirmed Receipts window.  Unconfirmed Receipts window, see page 98.

Batch details XE "batch details" 

 XE "amend:batch details" 
Select this option to amend the batch details for the receipt.  Batch Creation window, see page 101.

Serial details XE "serial numbers:amend" 

 XE "serialised" \t "See serial numbers" 

 XE "amend:serial numbers" 
Select this option to amend the serial number details for the receipt.  Serial Numbers menu, see page 106.

End amendments
Select this option when you have completed your amendments.  Unconfirmed Receipts window, see page 98.

Batch Creation Window

Figure 52: Batch Creation Window XE "Batch Creation Window" 
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This window appears:

· When you select Confirm Update from the General Details menu for a batch traceable product.


· When you select the Batch Details option from the Amend Receipt menu.

Purpose XE "enter:batch details" 

 XE "create:batch" 
This window enables you to enter the batch details for a receipt of a batch-tracked product. 


The window displays the product code and description, the received quantity, and the next batch number in series for the product. The batch number is unique for a product across all locations and cannot be altered. 

The prompts are:

Reference
Enter up to 10 characters as a reference for the batch. The default is the batch number, but it is possible for several batch numbers to have the same reference. 

Description
Enter up to 30 characters of description for the batch. This can be left blank.

Bin number XE "bin number" 
This can be up to 10 alphanumeric characters. The default is the ‘bin location’ entered in Stock Details Maintenance.

Expiry date XE "expiry date:batch" 
(Only if expiry date checking is selected for the product in Product Maintenance.) The date on which the batch expires, i.e. exceeds its shelf life and becomes unavailable for sale. If a shelf life XE "shelf life"  has been defined for the product in Product Maintenance, it is added to the current date to give a default expiry date.

On completion
 Batch Status menu.

Batch Status Menu
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Figure 53: Batch Status Menu XE "Batch Status Menu" 
This menu appears when you complete your replies in the Batch Creation window. XE "status:batch" 

Purpose
This menu enables you to set the status of the batch you are creating.

The options are:

Active XE "active batch status" 
Active stock will be issued before stock on positive recall.

Positive recall XE "positive recall" 
Stock on positive recall can be issued - but see above. This status is commonly used by BS5750 systems for goods awaiting conformance documentation from the supplier. 

Note
The issue of goods with positive recall status must be explicitly specified in your Quality Systems definition.

Quarantined XE "quarantined stock" 
Quarantined stock cannot be issued until its status is changed to one of the two above.

Requires inspection XE "requires inspection batch status" 

 XE "inspection required for batch" 
This is an alternative form of quarantine which can be used where there is a two-stage receiving process. Stock with this status cannot be issued until its status is changed to either active or positive recall. 

On selection
When you select one of the above options, POP asks you for confirmation and then: 

· If you are creating a new batch for a serialised product  Serial Numbers Creation window, see page 103.


· If you are creating a new batch for an unserialised product  Items on the Order window, see page 95.


· If you entered the window via the Batch Details option of the Amend Receipt menu  Amend Receipt menu, see page 100.

Serial Numbers Creation

Figure 54: Serial Numbers Creation Window XE "Serial Numbers Creation Window" 
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This window appears for serialised products when you confirm your responses in:

· The Batch Creation window for batch traceable stock.


· The Items on the Order window for non-batch traceable stock.

Note
If you are receiving a single item of serialised stock, the Individual Serial Numbers window appears, see page 105.

Purpose XE "enter:serial numbers by range" 

 XE "serial numbers:enter range of consecutive" 

 XE "consecutive serial numbers" 
This window enables you to enter a range of consecutive serial numbers for a receipt of serialised stock. 


In the upper part of the window the following details are displayed: the product code and description, the quantity entered (on the item line), the quantity done (i.e. for which serial numbers have been recorded) and the quantity left (i.e. for which serial numbers have yet to be recorded).

Note
You can enter non-consecutive serial numbers in the Individual Serial Numbers window.

The prompts in the lower part of the window are:

Serial number
Enter an individual serial number, or the first serial number in a range of consecutive serial numbers. 


Alternatively, leave blank and press <Return>  Individual Serial Numbers window, see page 105. This window enables you to enter multiple non-consecutive serial numbers.


The serial numbers entered must not already exist for the product, and must conform to the serial mask if one has been entered for the product in Product Maintenance.


For batch tracked products, stock can be recorded as unnumbered XE "unnumbered stock" . Serial numbers are then recorded as the items are issued. To do this, press <Esc>  Serial Numbers menu, see page 106. Select the Unnumbered Stock option.

Number of consecutive serial numbers
Enter the number of consecutive serial numbers in the receipt. The default is the remaining quantity.

Last serial
(Display only.) The last serial number in a consecutive range.

Description
Enter a description of the serial number (up to 30 characters).

On completion
POP asks you to confirm your responses, then the serial numbers are generated  Serial Numbers menu, see page 106.

Note
POP cannot create duplicate serial numbers for the same product. If the automatic generation process would produce a serial number which is the same as one already existing, serial numbers are generated up to the offending number, a warning is given and you are then forced to enter the other numbers individually or as a separate range. 


If you specify a range which would exceed the maximum number or maximum size of available numbers, no numbers are generated; a warning message is given and the numbers must be entered individually or a suitable range entered.

Individual Serial Numbers

Figure 55: Individual Serial Numbers Window XE "Individual Serial Numbers Window" 
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This window appears when you:

· Enter blank at the Serial Number prompt in the Serial Numbers window.


· Select Amend Serial Numbers from the Serial Numbers menu.

Purpose XE "delete:serial numbers" 

 XE "enter:serial numbers individually" 

 XE "serial numbers:enter individually" 
This window enables you to add or delete individual serial numbers.


In the upper part of the window the following details are displayed: the product code and description, the quantity entered (on the item line), the quantity done (i.e. for which serial numbers have been recorded) and the quantity left (i.e. for which serial numbers have yet to be recorded).

The prompts for each serial number are:

Serial number
Enter the serial number. This must not already exist for the product, and must conform to the serial mask if one has been entered for the product in Product Maintenance.

Description
Enter a description for the serial number in up to 30 characters.

Batch ref
(Display only.) The batch reference.

Location
(Display only.) The location code.

Availability
(Display only.) The availability of the serial number.

On exit
 Serial Numbers menu, see page 106.

Serial Numbers Menu
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Figure 56: Serial Numbers Menu XE "Serial Numbers Menu" 
This menu appears when you:

· Confirm your responses in the Serial Numbers Creation window.

· When you exit from the Individual Serial Numbers window.

· When you select Amend Serial from the Amend Receipt menu.

The options are:

Increase quantity
(Only if the outstanding quantity is less than zero.) Resets the outstanding quantity to zero. This causes the line quantity to be increased accordingly. This menu is then redisplayed.

Decrease quantity
(Only if the outstanding quantity is greater than zero.) Resets the outstanding quantity to zero. This causes the line quantity to be decreased accordingly. This menu is then redisplayed.

Insert range
Add another range of serial numbers. Serial Numbers Creation window, see page 103.

Amend serial numbers
Add/remove individual serial numbers.  Individual Serial Numbers window, see page 105.

Unnumbered stock XE "unnumbered stock" 
(Only for batch traceable products.) This option labels the remaining quantity as unnumbered and confirms the receipt. You then enter the serial numbers when the stock is issued. On confirmation  Items on the Order window, see page 95.

Confirm update
Confirm your replies.

If the quantity left is non-zero, the menu is redisplayed with the cursor on the Increase or Decrease Quantity option which, if selected, will reduce the quantity left to zero.

Otherwise  Items on the Order window, see page 95.

Abandon update
Cancel the receipt.  Items on the Order window, see page 95.

Invoice Input XE "invoice:input" \r "InvoiceInput" 
Introduction
The Invoice Input program enables you to:

· Record the invoice details.


· Record the tax details from the invoice.


· Reconcile goods invoiced with goods received.


· Post the invoice.


One purchase invoice can account for all or part of one or more purchase order. Each line on the invoice can account for all or part of a single delivery.


The invoice values are entered in the supplier’s currency, except for domestic tax analysis, which is in base currency.

 XE "variance in value" 

 XE "cost variance" 

 XE "value:variance" 
The way changes in value between lines posted at Goods Receipt and their invoiced counterparts are handled depends on the ‘Post variance to stock value’ System Parameter:  XE "system parameters:post variance to stock value" 

 XE "post variance to stock value, system parameter” 
· If this parameter is set to N, the difference in value is always posted to the cost variance account for the product group.


· If the parameter is set to Y, when goods are still in stock, all or part of the difference is posted to the stock value account. The formula is detailed below (stock value adjustment). When goods are no longer in stock, the difference is posted to the cost variance account for the product group.


If a receipt is fully invoiced, any portion of the invoice value not accounted for by the value at goods receipt or a stock adjustment at invoice input is posted to the cost variance account. XE "accounts:cost variance" 


If a receipt is part invoiced, it is split to show the matched portion from the invoice and a ‘received/not yet invoiced’ line for matching against future invoices.

Stock value adjustment XE "stock value:adjustment" 

 XE "adjustment of stock value" 

 XE "accounts:stock value" 

 XE "stock value" 
Stock value adjustments are calculated as:

adj = unit cost at invoice - unit cost at receipt * count of invoiced goods still in stock


i.e.:

adj = 
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where:

· Inval

= value of the invoice


· Invqty

= quantity on the invoice


· Uninvqty
= open quantity on the receipt prior to this invoice


· Uninvval
= value of open quantity on the receipt prior to invoice


· Stockleft
= quantity of stock from the receipt not yet issued

Example
The supplier delivers 20 and invoices for 10 at a higher price when you have already sold 5 of the 20. The value is adjusted for the 10 of the 15 which are still in stock on the basis of the cost price quoted on the invoice.

Post invoice XE "post invoice" 

 XE "Creditors Ledger:postings to" 
When you post an invoice:

· POP posts the invoice details into the Creditors Ledger interface file. This file can also be used to post to Global 3000 Intrastat. xe "Intrastat:postings to"

 XE "General Ledger:postings to" 
· If costs are being posted to General Ledger, POP posts the costs to the General Ledger interface file.


· POP marks the invoice as posted so that its receipt and tax analysis cannot be changed.

Interface filesxe "interface files"

 XE "General Ledger:interface files" 

 XE "Creditors Ledger:interface files" 
The General Ledger database is not updated with the cost values posted to the General Ledger interface file until you run Process Costs (see page 211) and then import the interface file into General Ledger using the General Ledger Auto-entry function.


The Creditors Ledger database is not updated with the values posted to the Creditors Ledger interface file until you run the Auto-transfer routine in Creditors Ledger. If Creditors Ledger is posting to General Ledger, appropriate postings are then made to General Ledger via an interface file created during the Creditors Ledger Close Period process.

xe "Intrastat:postings to"
The Intrastat database is not updated with the values in the Creditors Ledger interface file until you run the Import Statistics program in Intrastat. To avoid losing data when the Creditors Ledger interface file is purged, import the statistics into Intrastat before posting to Creditors Ledger.

Purchase Invoice Entry

Figure 57 Purchase Invoice Entry Window XE "Purchase Invoice Entry Window" 
This window appears when you select Invoice Input from the Order Processing menu
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Purpose
This window enables you to enter a control total for the invoice input session.

The prompt is:

Session total XE "session total" 
Enter a control total XE "control total for invoice session"  for the batch of invoices or leave as zero for no control total checking.


If you enter a total, when you finish the Invoice Input session, POP checks that the total value of the invoices you entered in the session equals the control total. If it does not, POP displays a warning.

Note
The session total is currency XE "currency:& invoice session total"  independent; i.e. the session total for invoices of 100 pounds sterling and 100 French francs is 200.

On completion
 Invoice Entry menu.

Invoice Entry
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Figure 58: Invoice Entry Menu XE "Invoice Entry Menu" 
This menu appears when you complete your replies in the Purchase Invoice Entry window.

The options are:

Enter new invoice XE "enter:new invoice" 
Enter a new invoice.  Invoice Details window.

Amend invoice XE "amend:invoice" 
Amend an unconfirmed invoice.  Invoice Details window.

Delete invoice XE "delete:unconfirmed invoice" 

 XE "invoice:delete" 
Delete an unconfirmed invoice and all associated receipt and tax analysis. POP asks you for confirmation before it deletes the invoice, then you are returned to the Invoice Details window, see page 110.

Note
If automatic invoice numbers XE "invoice:numbers" 

 XE "invoice numbers:& deletion"  are in use, when you delete an invoice:

· If the invoice number was the last invoice number to be allocated, it is re-used.


· Otherwise an empty record is created for the invoice number to ensure an uninterrupted audit trail XE "audit trail:& deleted invoices" .

End of session XE "end invoice session" 

 XE "session, end" 
This terminates the session and returns you to the Order Processing menu. If the total of invoices entered does not match the session total, a warning window is displayed. 

Invoice Details

Figure 59: Invoice Details Window XE "Invoice Details Window" 
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The Invoice Details window appears:

· When you select New Invoice, Amend Invoice, or Delete Invoice from the Invoice Entry menu.


· When you select Review Invoice Details from the Invoice Options menu.

Purpose
This window has two main functions:

· It enables you to identify an existing invoice for amendment or deletion.


· It records and displays summary details for the current invoice.

The prompts are:

Supplier
The supplier code. You cannot enter a supplier which is marked as ‘held’ for the company which is currently selected. Press <F1> for a list of suppliers. If you chose to amend or delete an existing invoice, you can press <F2> for a list of invoices.

Note XE "held status:suppliers" 
You can mark suppliers as held for a specific company in the Company-Dependent Supplier Details window in Creditors Ledger. For further information, see Supplier Maintenance in the Creditors Ledger Manual.

Invoice XE "invoice:numbers" 

 XE "invoice numbers" 
(Only if you are creating a new invoice and manual or default invoice numbers are selected in System Parameters.) Enter the purchase invoice number, or if the default numbering option is selected, you can accept the automatically generated number. POP checks the number you enter against existing invoices in POP and Creditors Ledger to ensure that the number is unique.


If automatic invoice numbering is in use, the automatically generated number is displayed.

Reference XE "suppliers:invoice reference" 
A supplier/invoice reference of up to 25 characters. The reference must be unique within each supplier. A pop-up enquiry is available if you have chosen to amend or delete.

Date XE "date:invoice" 

 XE "invoice:date" 
The invoice date. This can be altered when amending an invoice.

Approval XE "approved by:invoice" 

 XE "invoice:approval" 

 XE "approval of invoices" 

 XE "operator id:invoice approved by" 
(Not prompted for if the ‘Invoice approval’ System Parameter is set to N.) This defaults to the id of the operator but can be altered. You cannot leave this item blank if the ‘Invoice approval’ System Parameter XE "system parameters:invoice approval"  is set to Y.

Note
This is invoice approval and is separate from purchase order approval.


When invoices are auto-transferred into Creditors Ledger XE "Creditors Ledger:approval status of invoices" , the presence or absence of an approval code determines whether the invoice has a ‘held’ status within Creditors Ledger:

· If the approval code is blank, the invoice has a ‘held’ XE "held status:invoices" 

 XE "status:held (invoice)"  status. 


· If an approval code has been recorded for the invoice, the invoice is imported into Creditors Ledger with a ‘not-held’ status.


You use the Creditors Ledger Release Held Invoices option to un-hold invoices.

Gross XE "value:gross of invoice" 
Enter the gross value of this invoice in the supplier’s currency. This can be altered when amending an invoice. The value you enter must conform to the decimal precision specified for the supplier’s currency.

Note XE "currencies:decimal precision" 

 XE "decimal precision of currencies" 
When entering values in a currency that operates with a decimal precision of zero or one, you cannot enter a value with more non-zero decimal places than are allowed for the currency; for example if the decimal precision is zero you can enter the amount as ‘1478’ or as ‘1478.00’, but not as ‘1478.5’. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation & Set-up Manual.

Note
The following items are zero for a new invoice.

Net
(Display only.) The total net value after tax analysis.

Receipts
(Display only.) The value of receipts allocated to this invoice so far.

Remainder
(Display only.) The difference between the net value and the value of receipts.

On completion
If you are entering a new invoice  Settlement Details window, see page 115. 


If you are amending an existing invoice  Invoice Options menu.


If you are deleting an invoice a window appears asking you to confirm that you want to go ahead with the deletion. On confirmation you are returned to the Supplier prompt in this window.

Invoice Options
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Figure 60: Invoice Options Menu XE "Invoice Options Menu" 
This menu appears: 

· After the Tax Analysis window when you are entering a new invoice.

· After the Invoice Details window when you are amending an existing invoice.

The options are:

Invoice supplier advice XE "suppliers:advice reference" 
Select this option to match invoice lines against those on a supplier advice. When you select this option, you are prompted for the eight character reference identifying the supplier advice. Press <F1> for a list of advices which have not yet been fully invoiced by the current supplier.


When you enter a valid reference,  Document Options menu, see page 118.

Invoice goods received
Use this option to select items for invoicing from the overall list of goods received not yet invoiced for this supplier.  Document Options menu, see page 118.

Invoice purchase order
Use this option to select items for invoicing from the uninvoiced receipts associated with a particular purchase order. When you select the option, you are prompted for the eight character document reference identifying the purchase order in question. Press <F1> for a pop-up enquiry listing purchase orders for the current supplier. When you enter a valid reference  Document Options menu, see page 118.

Invoice extras XE "extras:invoice" 
This lets you enter lines for extras which are on the invoice but which were not on the original purchase order. These can be positive values for delivery, storage, containment, etc., or negative, representing, for example, returns of empty bottles or cases. 


When you select this option, you are prompted for the purchase order number (against which the extra is to be recorded) in the document prompt of the Invoice Details window. Press <F1> for a pop-up enquiry listing purchase orders for the current supplier. When you enter a valid purchase order,  Extra Item Lines window, see page 122.

Note
You cannot use this option to add lines for stocked and non-stocked products which appear on the invoice but not on the original purchase order.

Invoice services XE "services:invoice" 
Select this option to add services to an invoice in a similar way to that described above for extras. Services cannot be negative. 


You are prompted for the purchase order number (against which the service is to be recorded) in the document prompt of the Invoice Details window. Press <F1> for a pop-up enquiry listing purchase orders for the current supplier. When you enter a valid purchase order  Service Item Lines window, see page 128.

Invoice direct orders XE "direct orders:invoice" 
Select this option to invoice direct orders. The cursor moves to the ‘Document’ prompt in the Invoice Details window. Enter the purchase order number of the direct order to be invoiced. Press <F1> for a pop-up enquiry listing direct orders for the selected supplier.


When you enter a valid purchase order number:

· If the direct order has not already been selected for invoicing, you are asked for confirmation. POP then selects the whole direct order and returns you to the Invoice Options menu.


· If the direct order has already been selected for invoicing, you are asked if you want to deselect the whole order from the invoice. On confirmation POP deselects the order and returns you to the Invoice Options menu. You can then select the order for another invoice at a later date.

Review invoice details XE "review invoice details" 

 XE "invoice:review details" 
Select this option to amend the details in the Invoice Details window.  Invoice Details window, see page 110.

Review receipt analysis XE "receipt analysis of invoice, review" 
This option enables you to review and amend the current receipt analysis for this invoice.  Review Receipt Analysis Options menu, see page 130.

Review tax analysis
This option enables you to review and amend the settlement terms and tax analysis.  Settlement Details window, see page 115.

Exit
 Exit Options Menu, see page 114.

Exit Options Menu
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Figure 61: Exit Options Menu XE "Exit Options Menu" 
This menu appears when you select Exit from the Invoice Options menu.

The options are:

Resume selection
Return to the Invoice Options menu, see page 112.

Post invoice XE "post invoice" 
(Only if both tax and receipt analyses are complete.) When you select this option, POP asks you to confirm that you want to post the invoice. On confirmation POP:

· Posts the invoice details into the Creditors Ledger interface.


· If costs are being posted to General Ledger, POP posts the costs to the General Ledger interface file.


· Displays a message when posting is complete.  Invoice Details window, see page 110.

Warning!
You cannot amend or delete items after they are posted.

Further details
For further information on the interface files, see page 108.

Delete invoice XE "delete:unconfirmed invoice" 

 XE "invoice:delete" 
Delete the current invoice and all associated tax and receipt analyses. POP asks you for confirmation before it deletes the invoice, then you are returned to the Invoice Details window, see page 110.

Note
If automatic invoice numbers are in use, when you delete an invoice:

· If the invoice number was the last invoice number to be allocated, it is re-used.


· Otherwise an empty record is created for the invoice number to ensure an uninterrupted audit trail.

Exit
This option enables you to exit from the current invoice leaving the details intact; no posting takes place and invoice details can be amended in the future. You are returned to the Invoice Details window.

Settlement Details

Figure 62: Settlement Details Window XE "Settlement Details Window" 
[image: image81.png]=]

Supplier  REXEGO5 Rexon (UK) Ltd Invaice 1000661
Reference  IN864321 Date 26/03/93 Net 1345500
Approval __AHE Gross 15809.62 STR Receipts 1345500

SetlementTerms A Due 38 Days 77

ok | _cancel |





This window appears:

· After the Invoice Details window when you are entering a new invoice.


· When you select the Review Tax Analysis option from the Invoice Options menu.

Purpose
This window enables you to specify the settlement terms for the invoice.

The prompt is:

Settlement terms XE "settlement terms:invoice" 

 XE "terms codes:invoice" 

 XE "trading terms:invoice" 

 XE "invoice:settlement terms" 
Enter the terms code. The default is the supplier’s terms code. Press <F1> for a pop-up enquiry of valid codes.

Note
Terms codes are defined via the Trading Terms option of Administration Parameters.

On completion
 Tax Details window.

Tax Details

Figure 63: Tax Details Window XE "Tax Details Window" 
This window appears when you complete your replies in the Settlement Terms window
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Purpose XE "invoice:tax analysis" 

 XE "add:tax analysis for invoice" 

 XE "amend:tax analysis for invoice" 

 XE "tax analysis for invoice" 
This window enables you to enter the tax analysis for the invoice.


The outstanding amount is shown at the bottom of the window. This is the amount for which the tax analysis has not yet been entered.

Note
The prompts in this window depend on the supplier’s currency. The window shown above appears when the supplier operates in base currency. When the supplier operates in a foreign currency, the Percentage and Net prompts are replaced by prompts labeled Net (currency) and Net (base). XE "currency:tax analysis" 

Note
The value you enter must be compatible with the decimal precision specified for the supplier’s currency. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation and Set-up Manual.

The prompts for each tax code are:

Tax code XE "tax codes" 
Enter the tax code. Press <F1> for a pop-up enquiry. 

Note
Tax codes are defined in Administration Parameters.

Description
(Display only.) The description of the tax code.

Note
The next two prompts only appear when the supplier operates in base currency.

Percentage
(Display only.) The percentage for the tax code.

Net
Enter the invoice value net of tax. Alternatively press <F3> to enter a gross value. You are then prompted for the tax inclusive amount. The default is the outstanding amount. When you complete your reply, the net and tax amounts are calculated and displayed.

Note
The value you enter must conform to the decimal precision specified for the supplier’s currency. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation and Set-up Manual.

Note
The next two prompts only appear when the supplier operates in a foreign currency. The above note on decimal precision also applies to these prompts.

Net (currency) XE "currency:tax analysis" 
Enter the invoice value net amount in the supplier’s currency.

Net (base)
Enter the invoice value net of tax in base currency. Alternatively press <F3> to use the value calculated from the currency amount using the current tax exchange rate.

Tax
Enter the tax value, or if you entered a tax inclusive amount by pressing <F3> on the previous prompt, you can accept the default.

On completion
When you complete your replies for a line:

If the tax analysis is complete  Tax Analysis menu, see page 117.


Otherwise  Tax code prompt on the next line.

Tax Analysis Menu
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Figure 64: Tax Analysis Menu XE "Tax Analysis Menu" 
This menu appears when you complete the tax analysis for the invoice in the Tax Details window.

The options are:

Confirm
Select this option to confirm the tax analysis  Invoice Options menu, see page 112.

Modify
Select this option to return to the Tax Details window for further amendments  next line in Tax Details window, see page 116.

Discard XE "delete:tax analysis for invoice" 
Select this option to delete the current tax analysis  Tax Details window, see page 116.

Document Options Menu
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Figure 65: Document Options Menu XE "Document Options Menu" 
This menu appears when you select Invoice Supplier Advice or Invoice Purchase Order from the Invoice Options menu.

Note
This menu parallels the menu that appears when you select Invoice Goods Received from the Invoice Options menu.

The options are:

Select whole document XE "select whole document for invoicing" 

 XE "invoice:select whole document" 
This option automatically matches uninvoiced and partially invoiced lines on the document up to the net value of the invoice. 


You are asked for confirmation, then the matching takes place. When it is complete, depending on how you invoked this menu  Invoice by Supplier Advice window, see page 119, Invoice by Goods Received window, see page 121, or Invoice by Purchase Order window, see page 122.

Note
POP starts matching at the top of the document and continues until either the invoice net value is matched or the end of document is encountered. POP assumes that the quantities and values on the document are the same as those on the invoice. This makes the option useful for matching large, detailed, invoices which differ only slightly from the original document. Once the bulk of the invoice and document have been matched, you can use the ‘Process Item’ option to adjust for any discrepancies.

Autoprompt items XE "autoprompt items:invoice input" 
This option steps through all lines on the document. Each line can be matched, skipped or deselected as required. Depending on how you invoked this menu  Invoice by Supplier Advice window, see page 119, Invoice by Goods Received window, see page 121, or Invoice by Purchase Order window, see page 122.

Process items XE "process items" 
This option enables you to match individual lines on the document. Depending on how you invoked this menu  Invoice by Supplier Advice window, see page 119, Invoice by Goods Received window, see page 121, or Invoice by Purchase Order window, see page 122.

Exit
 Invoice Options menu, see page 112.

Invoice by Supplier Advice

Figure 66: Invoice by Supplier Advice Window XE "Invoice by Supplier Advice Window" 
The cursor moves into this window when you select one of the first three options on the Document Options menu having previously selected Invoice Supplier Advice from the Invoice Options menu
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Note
You record details of the supplier’s advice via the Goods Receipt option. For further information see page 92. XE "suppliers:advice reference" 

Purpose
This window lists the items on the supplier advice. It enables you to select receipt lines for invoicing.

Note
Items which have been partially or fully selected for invoicing are marked with an asterisk.

 XE "invoice:select items for invoicing" 
The way this window functions depends on which option you selected from the Document Options menu.

Select Whole Document
If you chose the Select Whole Document, lines are selected for invoicing. You can move through the lines using the cursor and <Page Up> and <Page Down> keys in the standard way making any necessary amendments.

Autoprompt
If you chose the Autoprompt Items option, you are prompted for the items in the lower part of the window for each line in turn. The prompts are described below. When you have completed all your replies you can move back through the lines using the cursor and <Page Up> and <Page Down> keys in the standard way making amendments if necessary, as described below.

Process Items
If you chose Process Items, you can move through the lines in the window using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Select line for invoicing
If the value and quantity on an invoice line matches those for a line on the supplier advice, move the cursor to the line and press <F2> to select the line for invoicing. 

De-select
If you mark a line as invoiced by mistake, you can press <F3> on it to de-select it.

Amend line
If you want to change the quantity or value of the line before you select it for invoicing, press <Return>. You are then prompted for the items in the lower part of the window as described below. 

The prompts in the lower part of the window are:

Receipt
(Display only.) The supplier advice reference.

Delivered
(Display only.) The goods receipt date.

Location 
(Display only.) The goods receipt location.

Price XE "price:amend during invoice input" 

 XE "amend:price during invoice input" 
(Only if the ‘Enter price at invoice input’ System Parameter is set to Y.) The cost price.  XE "enter price at invoice input, system parameter" 

Per XE "units:pricing" 
(Only if the ‘Enter price at invoice input’ System Parameter is set to Y.) The cost price unit.

Discount XE "discount:amend during invoice input"  (%)
(Only if the ‘Enter price at invoice input’ System Parameter is set to Y.) The discount.

Note
The ‘Invoice variance percentage’ System Parameter XE "invoice variance percentage, system parameter” 

 XE "system parameters:invoice variance percentage"  determines the maximum percentage variance in value (excluding oncosts) allowed between order entry and invoice input. If this is exceeded POP prompts you for the variance override password XE "password" 

 XE "variance override password" . XE "cost variance" 

 XE "variance in value" 

 XE "value:variance" 

Delivery quantity, & value
(Display only.) The delivered quantity, unit and value.

Invoiced quantity & unit XE "invoiced:quantity & value for item line" 

 XE "quantity:invoiced" 
(Only if the ‘Allow part invoicing of receipts’ System Parameter is set to Y.)  XE "system parameters:allow part invoicing of receipts" 

 XE "allow part invoicing of receipts, system parameter” You cannot increase the quantity to more than the received quantity.

Invoiced value XE "value:invoiced" 
If the line is being fully invoiced, the default is the value recorded at goods receipt. If the line is being part invoiced, the default is calculated from the quantity to be invoiced at the unit cost established at goods receipt.

Note
You must enter a value compatible with the decimal precision specified for the supplier’s currency. For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation and Set-up Manual.

Note
For further information on the way changes in value between lines posted at Goods Receipt and at Invoice Input are handled, see page 107

Outstanding quantity, & value
(Display only.) The difference between the received and invoiced quantities and values.

Cost variance XE "cost variance" 
(Display only.) If the invoiced quantity is the same as the quantity that was received, any variance in value between the received and the invoiced values is displayed here.

On completion
 Next line in window.

On exit
Invoice Options menu, see page 112.

Invoice by Goods Received

Figure 67: Invoice by Goods Received Window XE "Invoice by Goods Received Window" 
The cursor moves into this window when you select one of the first three options on the Document Options menu having previously selected Invoice Goods Received from the Invoice Options menu
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Purpose
This window lists receipts for the supplier which have not yet been fully invoiced. It enables you to mark lines as fully or partially invoiced.

Note
Items which have been partially or fully invoiced are marked with an asterisk.


This window parallels the Invoice by Supplier Advice window which is described in detail on page 119. 

Invoice by Purchase Order

Figure 68: Invoice by Purchase Order Window XE "Invoice by Purchase Order Window" 
The cursor moves into this window when you select one of the first three options on the Document Options menu having previously selected Invoice Purchase Order from the Invoice Options menu
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Purpose
This window lists the purchase order contents, marking partially and fully invoiced lines with an asterisk. It enables you to mark lines as fully or partially invoiced.


This window parallels the Invoice by Supplier Advice window which is described in detail on page 119. 

Extra Item Lines

Figure 69: Extra Item Lines Window XE "Extra Item Lines Window" 
This window appears when you select Invoice Extras from the Invoice Options menu
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Purpose XE "extras:invoice" 

 XE "invoice:extras" 
This window enables you to add, amend and delete lines for extras which appear on an invoice but which were not on the original purchase order. These may be positive values for delivery, storage, containment, etc., or negative values representing, for example, returns of empty bottles or cases. Any extra item lines which you have already added are listed.

Note
You cannot use this window to add lines for stocked and non-stocked products that appear on the invoice but not on the original purchase order. 


Services can be added through the Invoice Services option of the Options menu.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:extras to invoice" 
To create a new extra item line, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:extras on invoice" 
To amend an existing extra item line, position the cursor on the required line and press <Return>.  Amend Line menu, see page 126. Select the Modify Details option and you will be returned to this window where you can amend the items described below.

Delete XE "delete:extras on invoice" 
To delete an existing extra item line, position the cursor on the required line and press  <F7>. POP asks you for confirmation before it deletes the line.

The prompts are:

Product
Enter the product code of the extra appearing on the invoice. Press <F1> for a pop-up enquiry.


When there is no supplier/product record for the product:

· If the ‘Create supplier/product combination’ System Parameter is set to N  Products Available from this Supplier window, see page 77.


· Otherwise  Invalid Supplier/Product menu, see page 76.


Extras entered here are costed by default to the non-stock receipt account of the product group to which the product belongs and the profit centre for the location at which the purchase order was placed. Press <F2> to change the cost placement.  Costing Method menu, see page 126.

Description XE "description:standard product, modify for item line" 
The description of the product (up to 30 characters). This defaults to the standard product description, and the prompt is skipped. However you can press <Shift Tab> on the Price prompt to step back to amend the description for the item line if required.

Value XE "value:extra on invoice" 
(Display only.) The overall value of the line, taking into account discount. When adding lines, this value is displayed when the line addition is confirmed.

Date
(Display only.) The delivery date from the supplier advice associated with the extra or service.

Invoiced qty & unit XE "invoiced:quantity & value for item line" 
You are not prompted for these when entering extras.

Price per XE "price:extra on invoice" 
The price per cost unit. For an extra, this is usually the value of the extra, and can be negative if, for example, the extra represents returns to the supplier of empty bottles or cases.

Discount % XE "discount:extra on invoice" 
A percentage discount on the above price. The default is taken from the supplier/product details.

Value
(Display only.) The value of the line is calculated using the quantity and price and then applying the line discount.

Product type XE "product types" 
(Display only.) This shows whether the product is a service or an extra.

Delivery ref
The reference of the supplier advice to which this item refers. This defaults to the most recent supplier advice recorded against this purchase order. Press <F1> to list all deliveries against the purchase order. This is intended for use with invoices covering multiple deliveries where, for example, each delivery has been charged individually.

Note 
The delivery reference you select does not affect postings to Creditors Ledger and General Ledger, nor does it affect the Stock system’s record of the extra. All such postings are generated using the invoice date and the financial period into which it falls. Purchase Order Processing uses the delivery reference to tie the service or extra to a particular delivery to keep enquiries and reports sensibly sequenced.

Stock location XE "locations:stock" 
(Display only.) The location at which the purchase order was placed. 

Delivered
(Display only.) The delivery date of the first item on the supplier advice. 

On completion
If one or two analysis categories have been set up for the General Ledger account the transaction is being costed to  General Ledger Transaction Analysis window, see page 87.


If you are adding a new line New Line Menu.


If you are amending an existing line  Details Update Menu, see page 125.

New Line Menu
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Figure 70: New Line Menu XE "New Line Menu" 
This menu appears when you complete your replies for a new item line in the Extra Item Lines window or Service Item Lines window.

The options are:

Modify details
Select this option to amend the details you have just entered.  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Confirm line
Select this option to confirm the line you have just entered. POP asks if you want to add comments. Enter Y to add comments to the line.  Detail Line Comments window, see page 83. Otherwise enter N  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Abandon line
Select this option to delete the line you just entered  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Details Update Menu
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Figure 71: Details Update Menu XE "Details Update Menu" 
This menu appears when you complete your replies for an existing item line in the Extra Item Lines window or Service Item Lines window.

The options are:

Modify details
Select this option to amend the details you have just entered. Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Confirm update
Select this option to confirm the line you have just entered.  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Abandon update
Select this option to cancel the changes you just entered.  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Amend Line
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Figure 72: Amend Line Menu XE "Amend Line Menu" 
This menu appears when you select an existing line in the Extra Item Lines window or the Service Item Lines window.

The options are:

Modify details
Use this option to alter or delete the selected line.  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Amend comments
Use this option to extend, amend or delete comments for the selected line.  Detail Line Comments window, see page 83.

Costing method
Use this option to select a new costing method for the selected line and for any item lines subsequently added or amended in the Extra or Service Item Lines windows.  Costing Method menu, see page 126.

Exit
Select this option to exit the item line.  Extra Item Lines window (see page 122) or Service Item Lines window (see page 128) depending on how you invoked this menu.

Costing Method Menu
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Figure 73: Costing Method Menu XE "Costing Method Menu" 
This menu appears when you:

· Press <F2> at the Product prompt in the Extra Item Lines or the Service Item Lines windows.

· Select Costing Method from the Amend Line menu.

Purpose XE "cost analysis:amend for extras & services on invoice" 

 XE "amend:cost analysis" 
This menu enables you to change the type of cost analysis for the current line and for items subsequently added, or amended in the Extra Item Lines window and the Service Item Lines window. Once you have established a cost method, it remains in force for the purchase order unless you change the cost method manually.

The options are:

General Ledger
Use this option to establish a General Ledger profit centre and account code.  General Ledger window, see page 127.

Normal
Use this option to remove the General Ledger costing method. The General Ledger cost profit centre is then taken from the ordering location and the cost account code from the non-stock receipt account held for the product group.  Extra Item Lines window, see page 122 or Service Item Lines window, see page 128, depending on how you invoked this menu.

Exit
 Extra Item Lines window, see page 122 or Service Item Lines window, see page 128, depending on how you invoked this menu.

General Ledger Window

Figure 74: General Ledger Window XE "General Ledger Window" 
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This window appears when you select General Ledger from the Costing Method window.

Purpose
This window enables you to enter a profit centre and account code to which costs will be posted for any further lines you add to the Extra Item Lines window or the Service Item Lines window. This costing method will stay in force until you change the cost method manually or select another purchase order.

The prompts are:

Profit centre XE "profit centres:cost" 
Enter the profit centre code. Press <F1> for a pop-up enquiry.

Account XE "accounts:cost for extras & services added to invoice" 
Enter the account code. Press <F1> for a pop-up enquiry.

On completion
If any analysis categories have been set up for the General Ledger account code  General Ledger Transaction Analysis window, see page 87.


Otherwise  Extra Item Lines window, see page 122 or Service Item Lines window, see page 128, depending on how you invoked the Costing Method Menu.

Service Item Lines

Figure 75: Service Item Lines Window XE "Service Item Lines Window" 
This window appears when you select Invoice Services from the Invoice Options menu
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Purpose XE "add:services to invoice" 

 XE "amend:services on invoice" 

 XE "delete:services on invoice" 

 XE "invoice:services" 

 XE "services:invoice" 
This window enables you to add, amend and delete lines for services appearing on an invoice which were not on the original purchase order. Any lines you have already added are listed.

Note
You cannot use this window to add lines for stocked and non-stocked products that appear on the invoice but not on the original purchase order. 


Extras can be added through the Invoice Extras option of the Invoice Options menu.


The dialogue in this window matches that in the Extra Item Lines window (described in detail on page 122) with the exception of the prompts below.

The prompts which differ from those in the Extra Item Lines Window are:

Invoiced qty...unit XE "value:service on invoice" 

 XE "invoiced:quantity & value for service on invoice" 
These default to the economic order quantity and supplier’s quantity unit set up in supplier product maintenance. Enter the quantity of service invoiced if it differs from the default. This is rounded up to an exact multiple of the stock unit if necessary. If the purchase unit is an integral multiple of the stock unit, the rounded value is shown in purchase units - otherwise it appears in stock units.

Price per
The price per cost unit, for example service charged by the hour. This cannot be negative. The price may have more decimal places than are allowed for in the decimal precision specified for the supplier’s currency.

Items Selected for this Invoice

Figure 76: Items Selected for this Invoice Window XE "Items Selected for this Invoice Window" 
The cursor moves into this window when you select Process Item from the Review Receipt Analysis Options menu
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Purpose XE "amend:receipt analysis for invoice" 

 XE "invoice:amend receipt analysis" 
This window enables you to review and amend the current receipt analysis for the selected invoice. It lists lines that have been selected for the invoice.

Note
The following lines are displayed, but cannot be amended or deleted in this window (as denoted by a + in the first column):

· Extras XE "extras:invoice"  entered through the Extra Item Lines window. These can be amended or deleted through the Extra Item Lines window if necessary.


· Services XE "services:invoice"  entered through the Service Item Lines window. These can be amended or deleted through the Service Item Lines window if necessary.


· Direct orders XE "direct orders:invoice" . These can be deselected through the Invoice Direct Orders option on the Invoice Options menu.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

De-select line XE "deselect receipts selected for invoice" 
Press <F3> on a line to de-select it. 

Select line
If you want to change the quantity or value of a line, press <Return> to select it. You are then prompted for the items in the lower part of the window. See Invoice by Supplier Advice window, page 119 for a description of the prompts. 

On exit
 Invoice Options menu, see page 112.

Review Receipt Analysis Options
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Figure 77: Review Receipt Analysis Options Menu XE "Review Receipt Analysis Options Menu" 
This menu appears when you select Review Receipt Analysis from the Invoice Options menu.

Deselect XE "deselect receipts selected for invoice"  whole list
This option automatically deselects all the receipts that have been selected for the invoice. POP asks you for confirmation, then  Items Selected for this Invoice window, see page 129.

Process item XE "process items" 
This option enables you to step through the lines, amending or deselecting as required.  Items Selected for this Invoice window, see page 129.

Exit
Return to the Invoice Options menu, see page 112.

Section Four:

Order Enquiry

Contents

133
Order Enquiry

This program enables you to enquire on purchase orders by product, order type and supplier. You can drill down through individual order and receipt lines to stock queue entries and, if Global 3000  Landed Costs is in use, to associated shipment and overhead lines. This program also gives you direct access to the Global 3000 Sales Order Processing and Stock Control enquiries.

Order Enquiries XE "enquiries" \r "OrderEnquiries" 

 XE "order:enquiries" \r "OrderEnquiries" 

The Enquiries program enables you to enquire on purchase orders by product, by order type and by supplier. Details of individual orders, order lines, receipts and stock queue entries can be viewed.


If Global 3000 Landed Costs is in use, this program enables you to display shipments and shipment lines to which purchase orders are assigned. You can select a shipment line to list the overheads apportioned to it. You can also enquire on shipment lines for a selected product.


If Global 3000 Sales Order Processing and Stock Control are in use, this program also gives you direct access to the sales order and stock enquiries. These are described in full in the respective manuals.


In this section we describe the purchase order enquiries on a window-by-window and menu-by-menu basis. 

Note XE "fast exit" 
Press <F9> to rapidly exit from the Enquiries program and to return to the menu from which you invoked it.

Enquiry Type Selection
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Figure 78: Enquiry Type Selection Menu XE "Enquiry Type Selection Menu" 
This menu appears when you select Order Enquiry from the POP main menu.

The options are:

Products
Enquire by product.  Product Enquiry Selection menu, see page 134.

Customers XE "customer enquiries" 
Enquire by customer. See enquiries in the SOP manual for details.

Sales orders XE “sales order enquiries" 
Enquire on sales orders. See enquiries in the SOP manual for details.

Purchase orders
Enquire on purchase orders.  Purchase Enquiry Selection menu, see page 158.

Suppliers XE "suppliers:enquiries" 
Enquire by supplier.  Supplier Accounts window, see page 164.

Exit
 POP main menu.

Product Enquiry Selection
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Figure 79: Product Enquiry Selection Menuxe "Product Enquiry Selection Menu"

 XE "products:enquiries" \r "ProductEnquiries" 
This menu appears when you select Products from the Enquiry Type Selection Menu.

Purpose
This menu gives you a number of options for selecting products. 

The options are:

Product
Select products by product code.

Stocked products XE "stocked products:enquiries” 
Restrict the enquiry to stocked products.

Non-stocked XE "non-stocked products:enquiries”  
Restrict the enquiry to non-stocked products.

Description
Select products by description.

Lookup XE "lookups for products:enquiries” 

 XE "lookups for products" \t "See also Installation & Set-up Manual" 
Select products by lookup code.

Group XE "product groups:enquiries” 
Select products by product group code.

On selection


When you select any of the above options ( Select Product For Enquiry window.

Main enquiry menu
 Enquiry Type Selection menu, see page 133.

Select Product for Enquiry

Figure 80: Select Product for Enquiry Windowxe "Select Product for Enquiry Window"
This window appears when you select a product option from the Product Enquiry Selection Menu
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Purpose
This window lists products and enables you to select one for enquiry. 

Search sequences
This is an enquiry-mode window with five search sequences: product code, description, lookup, group and product type.


If you selected one of the first three options from the Product Enquiry Selection menu, you are initially prompted for the product key.


If you selected the Description option, you are initially prompted for the description key, etc.


Enter a partial code followed by <Page Down> to list all products starting with that code.


Leave the key prompt blank and press <Page Down> to list all products in ascending sequence.


Press <F6> to change the search key.


Analysis codes one and two, the product type and status, and the alternative product are also displayed for the listed products.

Move through list
You can move through the list with the cursor and <Page Down> and <Page Up> keys in the standard way. 

Move the cursor to the required product and press:

<F1>
To view further details of the product. ( Product Details window.

<F2>
To view the product’s long description. ( Long Description window, see page 136.

<F3>
To view the product’s prices. ( Price Lists window, see page 137.

<Return>
To select the product for further enquiries. ( Select Menu, see page 137.

On exit
 Product Enquiry Selection menu, see page 134.

Product Details

Figure 81: Product Details Windowxe "Product Details Window"
This window appears when you press <F1> in the Select Product for Enquiry Window
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Purpose
This window displays the static information held for the product in Product Maintenance.

You can press:

<Page Down>
To display the window for the next product. 

<Page Up>
To display the window for the previous product.

<F6>
To change the search key.

On exit
 Select Product for Enquiry window, see page 134.

Long Description

Figure 82: Long Description Windowxe "Long Description Window"

 XE "long descriptions:enquiries” 

 XE "long descriptions" \t "See also Installation & Set-up Manual" 

 XE "description:long" 
This window appears when you press <F2> in the Select Product for Enquiry Window
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Purpose
This window displays the long description entered for the product through Product Maintenance.

On exit
 Select Product for Enquiry window, see page 134.

Price Lists

Figure 83: Price Lists Windowxe "Price Lists Window"
This window appears when you press <F3> in the Select Product for Enquiry window
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Purpose
This window displays price list details for the product.

Upper part of window
The price lists that reference the selected product are listed in the upper part of the window, along with their currency, expiry date, type and pricing unit.

Lower part of window
As you scroll through the list, the prices held for the product on the price list are displayed in the lower part of the window.

On exit
 Select Product for Enquiry window, see page 134.

Select
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Figure 84: Select Menuxe "Select Menu"
This menu appears when you select a product in the Select Product for Enquiry window.

Purpose
This menu provides you with a number of options for further enquiries relating to the selected product. 

The options are:

Purchase
Enquire on purchase orders, suppliers, and if Landed Costs is in use, on shipments, for the selected product.  Purchase Enquiry Window, see page 138.

Stock XE "stock enquiries" 
Enquire on stock details for the products. ( Stock Details window. For further information on the stock enquiries, see the Stock Control Manual.

Serial numbers
(Only for serialised products.) Enquire on serial numbers for the product. ( Serial Numbers For Product window, see page 146.

Orders
Enquire on sales orders for the product. You are first prompted for a location code, then ( Sales Orders for Product window. See the SOP manual for details. XE “sales order enquiries" 

Back orders
Enquire on back-orders for the product. You are first prompted for a location code, then ( Back Orders for Product window. See the SOP manual for details. XE "back orders:enquiries” 

Queue
Enquire on stock queue entries for the product. ( Queue Details menu, see page 156.

Exit
 Select Product for Enquiry window, see page 134.

Purchase Enquiry Menu
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Figure 85: Purchase Enquiry Menu XE "Purchase Enquiry Menu" 
This menu appears when you select Purchase from the Select Menu.

Purpose
This menu provides a choice of purchase related enquiries for the selected product.

The options are:

Orders
View the purchase orders for the selected product for a specific location. You are first prompted for a location code, then ( Orders for Product window, see page 140.

Suppliers
View a list of suppliers of the selected product. ( Product/Supplier Details window, see page 152.

Shipments
(Only if global 3000 Landed Costs is in use.) View shipment lines for the selected product.  Shipment Lines for Product Window. see page 139.

Exit
 Select Menu, see page 137.

Shipment Lines for Product

Figure 86: Shipment Lines for Product Window XE "Shipment Lines for Product Window" 

 XE "shipment lines enquiries" 

 XE "Landed Costs:enquiries" 
This window appears when you select Shipments from the Purchase Enquiry Menu 
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Purpose
This window displays shipment lines for the selected product in expected arrival sequence.

Upper part of window
The selected product’s code and description are shown in the top part of the window.


The middle section of the window shows for each shipment line, the expected arrival date, the shipment document number, status, location, from-supplier and quantity. The quantity is either the ordered or the received quantity depending on the shipment’s status.

Lower part of window
As you scroll through the list the lower section of the window shows the following values for the line and cost unit: 

· The goods value in the from-supplier’s currency and base currency.


· The allocated overheads in base currency.


· The landed costs in base currency; i.e. the sum of the the base currency goods value and allocated overheads value.


The exchange rate and basis of supply are also shown.

On exit
 Select Product for Enquiry Window, see page 134.

Orders for Product

Figure 87: Orders for Product Window XE "Orders for Product Window" 
This window appears when you select Orders from the Purchase Enquiry menu (and specify a location, if more than one location is in use)
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Purpose
This window lists purchase orders which include the product, for the specified location. 

Upper part of window
The product’s code and the location are displayed at the top of the window. The order number, supplier account code, product description, and whether it has been delivered are displayed for each order listed. 

Lower part of window
The lower part of the window shows the following information for each order as you scroll through the list: from-supplier (if Landed Costs is in use), expected discount percentage, variance reason, the due/expected date, last delivery date, the ordered quantity and value, variance quantity and value, delivered quantity and value, invoiced quantity and value, put in stock quantity, and item cost. XE "delivered (received):quantity & value" 

 XE "invoiced:quantity & value for orders" 

 XE "quantity:invoiced" 

 XE "quantity:received" 

 XE "received (delivered):quantity & value" 

 XE "quantity:invoiced" 

 XE "quantity:variance" 

 XE "variance in value:enquiries" 

Move the cursor to the required line and press:

<Return>
Press <Return> to select an order.  Order Header Window, see page 147.

<F1>
Press <F1> for comment lines.  Detail Comments window for the product’s order line in the current order.

<F2>
Press <F2> for stock XE "stock enquiries"  details.  Stock Details Enquiry window for the product. For further information see Enquiries in the Stock Control Manual.

<F3>
Press <F3> for receipts.  Receipts for Order Line window, see page 141.

On exit
 Location prompt. Press <Esc> again to return to the Select Product for Enquiry window, see page 134.

Detail Comments

Figure 88: Detail Comments Window XE "Detail Comments Window" 

 XE "comments:detail line" 
This window appears when you press <F1> in the Orders For Product window or the Order Lines window 
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Purpose
This window displays any comments attached to the selected order line.

On exit
Return to the window from which you invoked this window.

Receipts for Order Line

Figure 89: Receipts for Order Line Window XE "Receipts for Order Line Window" 

 XE "received (delivered):enquiries" 

 XE "delivered (received):enquiries" 
This window appears when you press <F3> in the Orders for Product or Order Details windows 
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Purpose
This window lists receipts for the selected order line.

Upper part of window
The order number, supplier, from-supplier (if Landed Costs is in use), product code and location are displayed at the top of the window. The batch number, delivery reference, delivered date, invoice number, invoiced date and quantity are listed for each receipt listed. 

Lower part of window
The lower part of the window shows the following for each receipt as you scroll through the list: the quantity, delivered value, invoiced value, variation, item cost, sales order number, goods receipt proof number, invoice proof number, received-by operator-id, invoice approved-by operator-id, settlement terms and discount.

On selection
Press <Return> to select a receipt from the list  Receipt Options menu.

On exit
 Orders for Product Window or Order Lines Window depending on how you invoked this window.

Receipt Options
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Figure 90: Receipt Options Menu XE "Receipt Options Menu" 

 XE "received (delivered):enquiries" 

 XE "delivered (received):enquiries" 
This menu appears when you select a receipt from:

· The Receipts for Order Line window.

· The Invoiced Receipts window.


· The Receipts for Order window.

Purpose
This menu lets you request further enquiries about the receipt.

The options are:

Queue entries
(Queued items only.) Select this option to display stock queue entries for the receipt.  Stock Queue Entries window.

Shipments
(Only if Landed Costs is in use.) Select this option to list the shipment lines assigned to the receipt.  Shipments Assigned to this Purchase Order Receipt window, see page 144.

Tax analysis
Select this option to display the net and tax details of the invoice this receipt has been matched against.  Tax Analysis window, see page 146. 

Serial numbers
(Only if the product is serialised.) Enquire on serial numbers for this receipt.  Serial Numbers For Product window, see page 146.

Exit
Return to window from which you invoked this menu.

Stock Queue Entries

Figure 91: Stock Queue Entries Window XE "Stock Queue Entries Window" 

 XE "stock queue:enquiries” 
This window appears when you select Queue Entries from the Receipt Options menu, the Order Line Options menu, or the Order Options menu
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Note
If you enter the window from the Receipt Options or Order Line Options menus, this window lists the stock queue entries for the selected line. If you enter from the Order Options Menu, it lists all stock queue entries for the selected order.

Upper part of window
The top of the window shows the supplier, from-supplier (if Landed Costs is in use), the order’s total value and ordered date. The product code and description are shown if you entered at line level (as shown above).


The demand source, type, ‘for date’, original quantity, ‘open quantity’, unit and status are displayed for each queue entry listed.

Note XE "for date" 
The for date is:

· The reserve-by date for requests.


· The expected arrival date for reservations.


· The picking date for queue entries that have been received.

 XE "open quantity" 
The open quantity is the undelivered quantity for the line.

Lower part of window
The lower part of the window shows the reserve by date, expected by date, allocate by date, pick date, product code, supply reference, first commit date, commit date and demand reference for each queue entry as you scroll through the list.

On exit
Return to menu from which you invoked this window.

Shipments Assigned to this Purchase Order Receipt

Figure 92: Shipments Assigned to this Purchase Order Receipt Window XE "Shipments Assigned to this Purchase Order Receipt Window" 

 XE “shipment enquiries” 

 XE "Landed Costs:enquiries" 
This window appears when you select Shipments from the Receipt Options menu
[image: image111.png]=

Supplier  SHIPHAN Shipman Freight Ltd Value 3756.08 $HK
From BANTAK Bantak Suppliers of Singapore Ordered 28/01/93

Product  AUPP123 Ouerhead Projector Rep Bulbs  Location HID
Shipment Reference Assigned Under/Over Received
[____0.000) E
Name Shipman Freight Ltd Original Oty 256.008 BOX
Container Notified Value 8375.00 $HK
Costedta  FOB - Free on Board Qty Assigned to PO's 250.008 BOX
Shipping Units 2

Line Weight 10.00 Revd Value 3750.00 $HK
Line Volume 4800.00 Assigned Value 3750.00 $HK
Status Delivered 26/03/98 Assigned  Unapportnd

0K Cancel





Purpose
This window lists the shipment lines to which the selected receipt is assigned.

Upper part of window
There is a summary window at the top of the screen. It shows: the supplier and from-supplier, the order’s total value and currency, ordered date, the product and location. The title of the summary window displays the number of the selected order.


For each shipment line the following details are displayed: the shipment document number and reference, the number of units assigned, under or over-delivered, and received.

Lower part of window
The lower part of the window shows the following details for each shipment line as you scroll through the list: the supplier’s name, the container reference, ‘costed to’, shipping units, line weight and volume, status, original quantity, notified value, and quantity assigned to purchase orders.

Note
The received value and assigned value shown relate to the selected purchase order (not to the shipment line).

On selection
Press <Return> to display the overheads allocated to the line.  Overheads Allocated to Line for Shipment window, see page 145.

On exit
 Receipt Options menu, see page 142.

Overheads Allocated to Line for Shipment

Figure 93: Overheads Allocated to Line for Shipment Window XE "Overheads Allocated to Line for Shipment Window" 

 XE "overheads enquiries” 
This window appears when you press <Return> on a line in the Shipments assigned to this Purchase Order Receipt window or the Shipments assigned to this Purchase Order Line window 
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Purpose
This window lists the overheads allocated to the selected line. 

Note
The overhead values shown are for the entire shipment and not just for the part of the overhead which is allocated to the selected receipt or purchase order.

Upper part of window
There is a summary window at the top of the screen. It shows: the supplier and from-supplier, the order’s total value and currency, ordered date, the product and location. The title of the summary window displays the number of the selected order.


For each overhead the following details are displayed: the overhead code, supplier, from-supplier and product group (these are blank for a general purpose overhead), description, and ‘charged-to’.

Lower part of window
The lower part of the window shows the following details for each overhead as you scroll through the list: the calculation and allocation methods, duty control, percentage type, direct profit centre and account codes, overhead profit centre and account codes, overhead percentage, overhead cost, whether it is to be invoiced and who by, currency, and invoiced, completed and calculated values. These are values for the entire overhead, not just for the part allocated to the selected receipt or purchase order.

On exit
Return to the window from which you invoked this window.

Tax Analysis

Figure 94: Tax Analysis Window XE "Tax Analysis Window" 

 XE "tax analysis for invoice:enquiries” 
This window appears when you select Tax Analysis from the Receipt Options menu
[image: image113.png]=]

Supplier  AUPGOBS AUP Uictor Optik Gmbh Value 3499.15 STR

From
Product __ AUPP28S

Ordered  94/81/93

Uictor 285 Overhead projector Locafion HID

=]

Boich  DelRef  Delversd Invoice Invoiced Quarniity
| sjavpcoos [liis/ o1/93jP 1000020 15 01/050 I
|
5 Tax Analysi
Queily 4 ) invoice  PI0BBO29 Invoiced 18/81/93
D] 51300 9 ToxCade NetValue TanValue
B
Invoiced 513.00 EIITRE D
Variation 0.00 _
Hfem Cost 13500

S0k |oancel|

0K Cancel






Purpose
This window enables you to view a tax analysis of the invoice this receipt has been matched against (if any).


The invoice number is displayed. The net value and tax value is shown for each tax code.

On exit
 Receipt Options menu, see page 142.

Serial Numbers for Product

Figure 95: Serial Numbers for Product Window XE "Serial Numbers for Product Window" 

 XE "serial numbers:enquiries” 
This window appears when you select Serial Numbers from the Receipt Options or Product Select menus
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Purpose
When you enter the window from the Product Select menu, it lists all serial numbers for the selected product. The product’s code and description are shown at the top of the window. For each serial number in the list it shows: the serial number, location, batch reference, status, issue or return, date and receipt. As you scroll through the list, the lower part of the window shows the narrative, bin number, customer, batch number, expiry date and last issue or return.


When you enter the window from the Receipt Options menu, it lists all the serial numbers for the selected receipt. The details displayed differ in that the batch details appear at the top of the window (as shown above).

On exit
Return to the menu from which you invoked this window.

Order Header

Figure 96: Order Header Window and Selection Menu XE "Order Header Window and Selection Menu" 

 XE "heading information:enquiries” 
This window and menu appear when you select an Order from the Orders For Product window
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Purpose
This window displays the header details of the selected order. The Selection menu enables you to select further details for enquiry.

The options are:

Header comments
View any header comments.  Header Comments window.

Trailer comments
View any trailer comments.  Trailer Comments window, see page 148.

Receipts for order
View receipts for the order.  Receipts for Order window, see page 149.

Order details
View details of the lines in the order.  Order Lines window, see page 150.

Exit
 Orders for Product Window, see page 140.

Header Comments

Figure 97: Header Comments Window XE "Header Comments Window" 

 XE "comments:header" 
This window appears when you select Header Comments from the Order Header Selection menu
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Purpose
This window displays any comments attached to the order header.

On exit
 Order Header Selection menu, see page 147.

Trailer Comments

Figure 98: Trailer Comments Window XE "Trailer Comments Window" 

 XE "comments:trailer" 
This window appears when you select Trailer Comments from the Order Header Selection menu
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Purpose
This window displays any comments attached to the end of the order.

On exit
 Order Header Selection menu, see page 147.

Receipts for Order

Figure 99: Receipts for Order Window XE "Receipts for Order Window" 

 XE "received (delivered):enquiries" 

 XE "delivered (received):enquiries" 
This window appears when you select Receipts for Order from the Order Header Selection menu, or Receipts from the Order Options menu
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Purpose
This window lists receipts for the selected order (whose reference appears in the title of the summary window which appears at the top of the screen).

Upper part of window
The summary window displays: the supplier, from-supplier (if Landed Costs is in use), the order’s total value and currency, and the ordered date. The product code, location code, batch number, delivery reference, delivered date and quantity are displayed for each receipt listed. 

Lower part of window
The lower part of the window shows the following for each receipt as you scroll through the list: the quantity, delivered value, invoiced value, variation, item cost, invoice number, invoiced date, sales order number, goods receipt proof number, invoice proof number, received by operator-id, invoice approved by operator-id and settlement terms.

On selection
Press <Return> to select a receipt from the list  Receipt Options menu, see page 142.

On exit
Return to menu from which you invoked this window.

Order Lines

Figure 100: Order Lines Window XE "Order Lines Window" 

 XE "item lines:enquiries” 

 XE "order item lines:enquiries” 
This window appears when you select Order Details from the Order Header Selection menu or from the Order Options menu
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Purpose
This window lists the order lines in the selected order.

Upper part of window
There is a summary window at the top of the screen. It displays: the supplier and from-supplier (if Landed Costs is in use), the order’s total value and currency, and the ordered date. The title of this window displays the selected order’s reference.


For each order line the following details appear: the product code and description, location, whether it has been delivered, delivery and due dates.

Lower part of window
The lower part of the window shows the following for each order as you scroll through the list: the expected discount percentage, the ordered quantity and value, variance quantity and value, delivered quantity and value, invoiced quantity and value, put in stock quantity, variance reason, and item cost.

For each line in the order you can press:

<Return>
To display the Order Line Options menu, see page 151.

<F1>
To display the Detail Comments window, see page 141.

<F2>
For the Stock Details window for the product. For further information see Enquiries in the Stock Control Manual.

<F3>
For the Receipts for Order Line window, see page 141.

On exit
Return to the menu from which you invoked this window.

Order Line Options
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Figure 101: Order Line Options Menu XE "Order Line Options Menu" 

 XE "order item lines:enquiries" 

 XE "item lines:enquiries" 
This menu appears when you select a line in the Order Lines window.

The options are:

Queue details
(Queued lines only.) View stock queue details for the selected line. Stock Queue Entries window, see page 143.

Receipts
View receipts for the selected line.  Receipts for Order Line window, see page 141.

Shipments
(Only if Landed Costs is in use.) View the shipments assigned to the selected line.  Shipments assigned to this Purchase Order Line window.

Exit
Exit from the selected line and move to the next in the Order Lines window, see page 150.

Shipments Assigned to this Purchase Order Line

Figure 102: Shipments Assigned to this Purchase Order Line Window XE "Shipments Assigned to this Purchase Order Line Window" 

 XE “shipment enquiries" 

 XE "Landed Costs:enquiries" 
This window appears when you select Shipments from the Order Line Options menu
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Purpose
This window lists the shipment lines to which the selected purchase order line is assigned.

Upper part of window
There is a summary window at the top of the screen. It shows: the supplier and from-supplier, the order’s total value and currency, ordered date, product and location. The title of the summary window displays the number of the selected order.


For each shipment line the following details are displayed: the shipment document number and reference, the number of units assigned, under or over-delivered, and received.

Lower part of window
The lower part of the window shows the following details for each shipment line as you scroll through the list: the supplier’s name, the container reference, ‘costed to’, shipping units, line weight and volume, status, original quantity, notified value, and quantity assigned to purchase orders.

Note
The received value and assigned value shown relate to the selected purchase order line (not to the shipment line).

On selection
Move the cursor to the required line and press <Return> to display the overheads allocated to the line.  Overheads Allocated to Line for Shipment window, see page 145.

On exit
 Order Line Options menu, see page 151.

Product/Supplier Details

Figure 103: Product/ Supplier Details Window XE "Product/Supplier Details Window" 

 XE "supplier/product details:enquiries" 

 XE "product/supplier details" \t "See also supplier/product details" 

 XE "product/supplier details" 
This window appears when you select Suppliers from the Purchase Enquiry Menu
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Purpose
This window lists the suppliers of the selected product. 

Upper part of window
The product’s code is shown at the top of the window. In the middle scrolled section of the window the following details are shown for each supplier: the supplier account code, supplier product code, last invoiced cost and date of last invoice. 

Lower part of window
The lower part of the window shows the following details for each supplier as you scroll through the list: the last quoted cost and its expiry date, the economic order quantity, purchase order multiple, normal discount, lead time in weeks and whether goods are inspected.

Note
The last invoiced cost and the last quoted cost are displayed in the supplier’s currency, whereas the Landed Costs values described below are in base currency.

 XE "Landed Costs:enquiries" 
If Landed Costs and FIFO or average costing is in use, the following are also displayed: 

· Last receipt. This is the cost of the goods as recorded at the time they were last received through Shipment Receipt.


· Overheads. The cost of any overheads as recorded at the time the goods were last received through Shipment Receipt XE "shipment receipt" \t "See Landed Costs Manual" .


· Landed cost. This is the landed cost per item as recorded at the time the goods were last received through Shipment Receipt; i.e. it is the sum of the two figures above. 

Note
These details are recorded against the shipment’s from-supplier.

For each line in the order you can press:

<F1>
For supplier statistics  Supplier Statistics window, see page 154.

<F2>
For orders; when you specify the location to which the enquiry is to be restricted (if more than one location is in use)  Orders For Product window, see page 140.

<Return>
To select an entry for further enquiry options  Supplier/Product Select Menu.

On exit
 Select Product for Enquiry Window, see page 134.

Supplier/Product Select Menu
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Figure 104: Supplier/Product Select Menu XE "Supplier/Product Select Menu" 

 XE "supplier/product details:enquiries" 
This menu appears when you select an entry in the Supplier/Product Details Window or the Product/Supplier Details Window.

Purpose
This menu provides you with options to enquire on the stock queue, or if Landed Costs is in use, on shipment lines for the selected product/supplier combination.

The options are:

Arrivals
View a list of arrivals.

Back to Back
View a list of back to back entries.

Reservations
View a list of reservations.

All Entries
View all stock queue entries for this supplier/product combination.

On selection
When you select one of the above options Stock Queue Entries for Product window, see page 157.

Shipments
(Only if global 3000 Landed Costs is in use.) View shipment lines for the selected product/from-supplier combination.  Shipment Lines Window, see page 155.

Exit
Return to window from which you invoked this menu.

Supplier Statistics

Figure 105: Supplier Statistics Window XE "Supplier Statistics Window" 

 XE "statistics for supplier" 

 XE "suppliers:statistics" 
This window appears when you press <F1> in the Supplier/Product Details window
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Purpose
This window displays the statistics for the selected supplier/product combination.


The supplier account code and the product code and description are displayed at the top of the window; the total value undelivered for the supplier is displayed at the bottom. The quantity invoiced and value invoiced is displayed for each year and period.

On exit
 Supplier/Product Details window, see page 152.

Shipment Lines

Figure 106: Shipment Lines Window XE "Shipment Lines Window" 

 XE "shipment lines enquiries" 

 XE "Landed Costs:enquiries" 
This window appears when you select Shipments from the Supplier/Product Select Menu
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Purpose
This window displays shipment lines for the selected product/supplier combination in expected arrival sequence.

Upper part of window
The selected product’s code and description, and the from-supplier’s account code and name are shown in the top part of the window.


The middle section of the window shows for each shipment line, the expected arrival date, the shipment document number, status, location, and quantity. The quantity is either the ordered or the received quantity depending on the shipment’s status.

Lower part of window
As you scroll through the list the lower section of the window shows for the line and cost unit the following values: 

· The goods value in the from-supplier’s currency and base currency.


· The allocated overheads in base currency.


· The landed costs in base currency; i.e. the sum of the the base currency goods value and allocated overheads value.


The exchange rate and basis of supply are also shown.

On exit
 Supplier/Product Select Menu, see page 154.

Queue Details
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Figure 107: Queue Details Menu XE "Queue Details Menu" 

 XE "stock queue:enquiries" 
This menu appears when you select the Queue option from the Select menu.

Purpose
This menu enables you to choose the type of queue entry you want to enquire about.

The options are:

Arrivals
View arrivals for the selected product.

Requests
View requests for the selected product.

Reservations
View reservations for the selected product.

All entries
View all stock queue entries for the selected product.

On selection
When you select one of the above options  Stock Queue Entries for Product window.

Exit
 Select menu, see page 137.

Stock Queue Entries for Product

Figure 108: Stock Queue Entries for Product Window XE "Stock Queue Entries for Product Window" 

 XE "stock queue:enquiries" 
This window appears when you select an option from the product enquiry’s Queue Details menu or an option from the Supplier/product Select menu
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Purpose
The Stock Queue Entries for Product window lists stock queue items of the type selected in the menu; e.g. arrivals, requests, all types. 


When you enter the window via the product enquiry’s Queue Details menu the window lists entries of the chosen type for the product.


When you enter the window via the Supplier/product Select menu the window lists entries of the selected type for the supplier/product combination.

Upper part of window
The top of the window shows:

· The product code and description if you entered the window via the Queue Details menu. 

 
· The supplier account code and the product code and description if you entered the window via the Supplier/product Select menu.


The demand source, type, for date, open quantity, unit, status, and the supply source and location are displayed for each queue entry listed.

Note
The for date is:

· The reserve-by date for requests.


· The expected arrival date for reservations.


· The picking date for queue entries that have been received.


The open quantity is the undelivered quantity for the line.

Lower part of window
The lower part of the window shows the reserve by date, expected by date, allocate by date, pick date, supply reference, first commit date, commit date and demand reference for each queue entry as you scroll through the list. If you entered the window via the Queue Details menu, the supplier account number, pick number and original quantity are also shown. If you entered via the Supplier/product Select menu, the original quantity is also shown.

On exit
Return to menu from which you invoked this window.

Purchase Enquiry Selection

Figure 109: Purchase Enquiry Selection Menu XE "Purchase Enquiry Selection Menu" 
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This menu appears when you select Purchase Orders from the Enquiry Type Selection Menu.

Purpose
This menu enables you to restrict your enquiry to purchase orders of a particular type.

The options are:

All orders
Enquire about orders of all types.  Orders window, see page 159. This lists all orders.

Provisional orders XE "provisional orders enquiries" 
Enquire on provisional orders only.  Orders window, see page 159. This lists all provisional orders.

Due orders XE "due orders enquiries" 
Enquire on orders due by an entered date.  Due Date window.

Direct orders XE "direct orders:enquiries" 
Enquire on direct orders only.  Orders window, see page 159. This lists all direct orders.

Invoiced receipts XE "invoiced:receipts enquiries" 
Enquire on invoiced receipts only.  Invoiced Receipts window, see page 162.

Uninvoiced receipts XE "uninvoiced receipts:enquiries" 
Enquire on uninvoiced receipts only.  Uninvoiced Receipts window, see page 163.

Main enquiry menu
 Enquiry Type Selection Menu, see page 133.

Due Date

Figure 110: Due Date Window XE "Due Date Window" 
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This window appears when you select Due Orders from the Purchase Enquiry Selection Menu.

Purpose
This window enables you to specify a due date to which you want to restrict the orders that will be displayed.

The prompt is:

Due date for delivery
Enter the required date. The default is today’s date.

On completion
 Orders window. This lists all orders which have not been fully delivered which are due by the entered date.

Orders

Figure 111: Orders Window XE "Orders Window" 
This window appears when you select All Orders, Provisional Orders or Direct Orders from the Purchase Enquiry Selection menu and on completion of the Due Date window
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Purpose
This window lists all purchase orders of the selected type. 

Upper part of window
The order number, status, supplier account code, location, order date and order total are displayed for each order listed. 

Lower part of window


The lower part of the window shows the acknowledgement date, last delivery date, delivery due, from-supplier (if Landed Costs is in use), address details (including address type, delivery address, phone and fax number), acknowledgement reference, delivered quantity, invoiced quantity, entered by operator-id, approved by operator-id, print status, terms code and amend version for each order as you scroll through the list.

Further enquiries
Press <Return> to select an order for further enquiries.  Order Options menu.

On exit
 Purchase Enquiry Selection menu, see page 158.

Order Options

[image: image131.png]i Options

Ordler Dtails

Beceipts
Shiprments
Exit





Figure 112: Order Options Menu XE "Order Options Menu" 
This menu appears when you select an order in the Orders window.

The options are:

Order Details
View order lines for the order.  Order Lines window, see page 150.

Queue Entries
View any entries in the stock queue for the order.  Stock Queue Entries window, see page 143. This lists all stock queue entries for the order.

Receipts
View the receipts for the order.  Receipts for Order window, see page 149.

Shipments
(Only if Landed Costs is in use.) List the shipments lines assigned to the selected purchase order.  Shipments Assigned to this Purchase Order window.

Exit
 Orders window, see page 159.

Shipments Assigned to this Purchase Order

Figure 113: Shipments Assigned to this Purchase Order Window XE "Shipments Assigned to this Purchase Order Window" 

 XE “shipment enquiries" 

 XE "Landed Costs:enquiries" 
This window appears when you select Shipments from the Order Options menu
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Purpose
This window lists the shipment lines to which the selected purchase order is assigned.

Upper part of window
There is a summary window at the top of the screen. It shows: the supplier and from-supplier, the order’s total value and currency, and the ordered date. The title of the summary window displays the number of the selected order.


For each shipment line the following details are displayed: the shipment document, the product code and description, the status and the date this was achieved.

Lower part of window
The lower part of the window shows the following details for each shipment line as you scroll through the list: the reference, supplier’s name, the container reference, ‘costed to’, shipping units, line weight and volume, status, original quantity and notified value. 

Note
The following are shown for the selected purchase order: assigned, under/over, and received quantities, and received and assigned values.

On selection
For each line you can press <Return> to display the overheads allocated to the line.  Overheads Allocated to Line for Shipment window, see page 145.

On exit
 Order Options menu, see page 160.

Invoiced Receipts

Figure 114: Invoiced Receipts Window XE "Invoiced Receipts Window" 

 XE "invoiced:receipts enquiries" 
This window appears when you select Invoiced Receipts from the Purchase Enquiry Selection menu
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Purpose
This window lists all invoiced receipts.

Upper part of window
The invoice number, order number, supplier account code, product code, location, batch number, and invoice date are displayed for each receipt listed. 

Lower part of window
The lower part of the window shows the quantity, delivered value, invoiced value, variation, discount percentage, item cost, delivered date, delivery reference, sales order number, goods receipt proof number, invoice proof number, received by operator-id, invoice approved by operator-id and settlement terms for each receipt as you scroll through the list.

On selection
Press <Return> to select a receipt for further enquiries.  Receipt Options menu, see page 142.

On exit
 Purchase Enquiry Selection menu, see page 158.

Uninvoiced Receipts

Figure 115: Uninvoiced Receipts Window XE "Uninvoiced Receipts Window" 

 XE "uninvoiced receipts:enquiries" 

 XE "goods received not invoiced (GRNI):enquiries" 
This window appears when you select Uninvoiced Receipts from the Purchase Enquiry Selection menu
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Purpose
This window lists all uninvoiced receipts.

Upper part of window
The order number, supplier account code, product code, location, batch number and delivery date are displayed for each receipt listed.

Lower part of window
The lower part of the window shows the delivered quantity, delivered value, variation, discount percentage, item cost, delivery reference, sales order number, goods receipt proof number and received by operator-id for each receipt as you scroll through the list.

On exit
 Purchase Enquiry Selection menu, see page 158.

Supplier Accounts

Figure 116: Supplier Accounts Window XE "Supplier Accounts Window" 

 XE "suppliers:enquiries" 
This window appears when you select Suppliers from the Enquiry Type Selection menu
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Purpose
This window lists all suppliers.

Upper part of window
The supplier account number, supplier name and value of current orders are displayed for each supplier. 

Lower part of window
The lower part of the window shows the ordering company name, the address, the supplier type, the country code and the currency for each supplier as you scroll through the list.

On selection
Press <Return> to select a supplier for further enquiries.  Supplier Select Menu.

On exit
 Enquiry Type Selection menu, see page 133.

Supplier Select Menu
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Figure 117: Supplier Select Menu XE "Supplier Select Menu" 

 XE "suppliers:enquiries" 
This menu appears when you select a supplier in the Supplier Accounts window.

The options are:

Products
Enquire on products supplied by this supplier.  Supplier/Product Details window.

Orders
Enquire on this supplier’s orders.  Purchase Enquiry Selection menu, see page 158.

Exit
 Supplier Accounts window.

Supplier/Product Details

Figure 118: Supplier/ Product Details Window XE "Supplier/Product Details Window" 

 XE "supplier/product details:enquiries" 
This window appears when you select Products from the Supplier Select menu
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Purpose
This window lists the supplier/product records set up for the selected supplier. 

Upper part of window
The supplier’s code is shown at the top of the window. In the middle scrolled section of the window the following details are shown for each product: the product code, the supplier’s product code, the last invoiced cost and date of last invoice. 

Lower part of window
The lower part of the window shows the following details for each product as you scroll through the list: the last quoted cost and its expiry date, the economic order quantity, purchase order multiple, normal discount, lead time in weeks and whether goods are inspected.

Note
The last invoiced cost and the last quoted cost are displayed in the supplier’s currency, whereas the Landed Costs values described below are in base currency.

 XE "Landed Costs:enquiries" 
If Landed Costs and FIFO or average costing is in use, the following are also displayed: 

· Last receipt. This is the cost of the goods as recorded at the time they were last received through Shipment Receipt.


· Overheads. The cost of any overheads as recorded at the time the goods were last received through Shipment Receipt XE "shipment receipt" \t "See Landed Costs Manual" .


· Landed cost. This is the landed cost per item as recorded at the time the goods were last received through Shipment Receipt; i.e. it is the sum of the two figures above. 

Note
These details are recorded against the shipment’s from-supplier.

For each line in the order you can press:

<F1>
For supplier statistics  Supplier Statistics window, see page 154.

<F2>
For orders; when you specify the location to which the enquiry is to be restricted (if more than one location is in use)  Orders For Product window, see page 140.

<F3>
For product details  Select Product for Enquiry Window, see page 134.

<Return>
To select an entry  Supplier/Product Select menu, see page 154.

On exit
 Supplier Accounts Window, see page 164.

Section Five:

Order Reporting XE "reporting" \r "reporting" 

 XE "order:reporting" \r "reporting" 
Contents

169
Order Print

This program enables you to print or reprint one or a range of purchase orders.

175
New Items Report

This report lists all new orders, in supplier code within location sequence. Sub-totals are printed for each supplier. A new order is defined as an order that has not yet been printed on this report.

176
Goods Received not Invoiced Report

This report lists goods which have been received but for which invoices have not been processed.

178
Orders by Supplier Report

This report prints details of purchase orders for all locations in supplier sequence, with subtotals for each supplier.

179
Orders by Product Report

This report prints details of purchase orders in location/product code sequence, with subtotals for each product at each location.

180
Receipts by Product Report

This report prints details of purchase order receipts in product code within location sequence, with subtotals for each product in each location.

181
Goods Received Proof List

This report lists all goods received since the last proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods received’ audit trail.

183
Goods Invoiced Proof List

This report lists all goods invoiced since the last proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods invoiced’ audit trail.

Purchase Order Print XE "purchase order print" \r "OrderPrint" 

 XE "print:purchase order" 

 XE "order:print" 

 XE "reporting" \t "See also print" 
Introduction
This program enables you to print or reprint one or a range of purchase orders. 


If Global 3000 EDI is in use, this program enables you to export all or selected purchase orders via EDI instead of, or in addition to, printing them.


When Landed Costs is in use, if the from-supplier is different to the supplier, the from-supplier’s reference and name is printed in the footer of the purchase order.

Note
This option is not available if the ‘Print purchase orders’ system parameter is set to N. XE "system parameters:print purchase orders" 

 XE "print purchase orders, system parameter” 

Printed example
There is a printed example of a printed purchase order in the Sample Reports section of this manual, see page 221.

EDI export XE "EDI:purchase order exports" 

 XE "exporting purchase orders" 

 XE "order:exports" 

 XE "exporting purchase orders" \t "See also EDI Manual" 
If Global 3000 EDI is in use, this program automatically exports purchase orders for all suppliers: 

· For whom the ‘Export purchase orders’ indicator is set to Y or B in Supplier Details in Creditors Ledger.


· For whom the ‘Export purchase orders’ indicator is blank, when the ‘Export purchase orders’ EDI system parameter is set to Y or B.


When the setting of the relevant indicator is Y, purchase orders are just exported via EDI. When the setting is B, they are both exported and printed.


Exporting purchase orders via Global 3000 EDI involves two steps:

· Exporting the purchase orders from POP to EDI by running the Purchase Order Print option.


· Exporting the details from EDI via one of the export options within EDI. For full details of these options, see the Global 3000 EDI Manual.

Note XE "errors:imported orders" 
You cannot print or export purchase orders which have been imported via EDI or Data Conversion with an EDI error status. For further information about imported orders, see page 57.

Purchase Order Print Menu
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Figure 119: Purchase Order Print Menu XE "Purchase Order Print Menu" 
This menu appears when you select Order Print from the Order Reporting menu.

The options are:

Print new orders
Select this option to print and/or export purchase orders which have not been printed or exported yet.  Print New Orders menu, see page 171.

Note
If the ‘Order approval’ system parameter is set to Y, purchase orders cannot be printed or exported until they have been approved. XE "system parameters:order approval" 

Reprint orders XE "reprint:purchase orders" 
Select this option to reprint or re-export purchase orders which have already been printed.  Reprint Orders menu. This menu parallels the Print New Orders menu which is described in detail on page 171. 

 XE "re-exporting purchase orders" Note
This option only re-exports a purchase order if it has changed since it was last printed or exported. If you need to re-transmit to your supplier a purchase order which has already been exported but which has not changed, you can use the ‘Process Batch’ option within EDI. For further details, see the Global 3000 EDI Manual.

Note
A warning appears if you choose to reprint an order which has not changed since it was last printed.

Abandon print
Select this option to cancel the print and export run and return to the Order Reporting menu. POP asks you for confirmation.

Exit
Select this option to physically print and/or export the purchase orders selected through the Print New Orders and Reprint Orders options. 


If you are printing the purchase orders  Standard Print Options window (see page 51). When you complete you replies in this window, the purchase orders are released for printing (and if selected, export). A prompt appears at the bottom of the screen asking you to mount the purchase order stationery on the print unit. When you press <Return> another prompt appears asking if the alignment of the special stationery is satisfactory. On confirmation, the purchase orders are printed (and if selected, exported) and you are returned to the Order Reporting Menu.


If you are just exporting the purchase orders, the orders are exported and you are returned to the Order Reporting Menu.

Note XE "errors:during export" 
If an error occurs during the export of purchase orders, for example because an EDI database file is full, the export program:

· Displays a message explaining the problem on the screen.


· Marks the EDI batch as wasted.


· Deletes any entries in the EDI batch that were created successfully.


· Marks the purchase orders as unprinted.


When you have corrected the problem that caused the failure, you can then re-trigger the export, by running the purchase order print again.

Print New Orders Menu
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Figure 120: Print New Orders Menu XE "Print New Orders Menu" 
This menu appears when you select Print New Orders from the Purchase Order Print menu.

The options are:

Range of orders
Select this option to print and/or export a range of orders.  Print Range of Orders window.

Individual orders
Select this option to print and/or export individual orders.  Print Individual Order window, see page 173.

Exit
 Purchase Order Print menu, see page 170.

Print Range of Orders

Figure 121: Print Range of Orders Window XE "Print Range of Orders Window" 
This window appears when you select Range of Orders from the Print New Orders menu
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Note
The Reprint Range of Orders window XE "Reprint Range of Orders window" , which appears when you select Range of Orders from the Reprint Orders menu, parallels this window.

Purpose
This window enables you to enter selection criteria when you are printing and/or exporting a range of purchase orders.

The prompts are:

Ordering location
If you want to restrict the orders printed/exported to those from a single location, enter its code here. Or leave blank for all locations. Press <F1> for a pop-up enquiry. 

Start of order range
Enter the order number of the first purchase order you want to print/export. Leave blank for the first order on file. Press <F1> for a pop-up enquiry.

End of order range
Enter the order number of the last purchase order you want to print/export. Leave blank for the last order on file. Press <F1> for a pop-up enquiry.

Use supplier product codes and descriptions XE "description:supplier's product" 

 XE "suppliers:product code/description" 

 XE "print:supplier's product code/desc" 

 XE "products:description, supplier-specific " 

 XE "products:code, supplier-specific" 

 XE “code, supplier's product" 
Enter Y to print/export the supplier product codes and descriptions entered in Supplier/Product Maintenance instead of the standard product codes and descriptions. If any supplier product codes or descriptions are blank, the standard ones are printed/exported.


Enter N to print/export the standard product codes and descriptions entered through Product Maintenance. This will include any modifications you made to the standard description specifically for an order in the Order Item Lines Window.


The default for this item is the value you entered last time you ran the program.

 XE "translation tables" Note
When exporting purchase orders via EDI, the EDI translation table feature can be used to substitute suppliers’ codes for your internal ones. For further details, see the Global 3000 EDI Manual.

Print in supplier sequence 
Enter N to print the orders in purchase order number sequence, Y to print in supplier/purchase order number sequence. If Landed Costs is in use, the default is Y, otherwise the default is N.

On completion
On confirmation of your replies:

· The selected purchase orders are added to a print file. (They are physically printed or exported to EDI when you select the Exit option from the Purchase Order Print Menu.)


· If you are reprinting orders, a warning appears if any of them have not changed since they were last printed.


· A window then displays the number of purchase orders which have been added to the print file. 


· You are then returned to the Print Range of Orders window, see page 171.

Note
When you are in the ‘Reprint Orders’ option, purchase orders are only exported if they have changed since they were last printed or exported.

Print Individual Order

Figure 122: Print Individual Order Window XE "Print Individual Order Window" 

[image: image141.png]OrderNumber POS08852  Supplier  AUPGOBS
AUP Uictor Optik Gmbh
Use Supplier Praduct Codes and Descriptions? N

0K Cancel





This window appears when you select Individual Orders from the Print New Orders menu.

Note
The Reprint Individual Order window, which appears when you select Individual Orders from the Reprint Orders menu, parallels this window.

Purpose
This window enables you to enter selection criteria when you are printing and/or exporting an individual purchase order.

The prompts are:

Order number
Enter the order number you want to print/export. Press <F1> for a pop-up enquiry. The supplier’s name is displayed when you enter a valid order number.


If you enter an order that was imported via EDI or Data Conversion with an EDI error status, an error message is displayed. For further information about imported orders, see page 57.

Use supplier product codes and descriptions XE "description:supplier's product" 

 XE "suppliers:product code/description" 

 XE "print:supplier's product code/desc" 

 XE "products:description, supplier-specific " 

 XE "products:code, supplier-specific" 

 XE “code, supplier's product" 
Enter Y to print/export the supplier product codes and descriptions entered in Supplier/Product Maintenance instead of the standard product codes and descriptions. If any supplier product codes or descriptions are blank, the standard ones are printed/exported.


Enter N to print/export the standard product codes and descriptions entered through Product Maintenance. This will include any modifications you made to the standard description specifically for an order in the Order Item Lines Window.


The default for this item is the value you entered last time you ran the program.

On completion
On confirmation of your replies:

· The selected purchase order is added to a print file. (They are physically printed or exported when you select the Exit option from the Purchase Order Print Menu.)


· If you are reprinting an order, a warning appears if it has not changed since it was last printed.


· You are returned to the Print Individual Order window, see page 173.

Note
When you are in the ‘Reprint Orders’ option, purchase orders are only exported if they have changed since they were last printed or exported.

New Items Report XE "new items report" \r "NewItemsReport" 

 XE "print:new items" \r "NewItemsReport" 
Introduction
This report lists all new orders, in supplier code within location sequence. Sub-totals are printed for each supplier. A new order is defined as an order that has not yet been printed on this report. 


This report can be run at any time.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 222.

New Items Report Window

Figure 123: New Items Report Window XE "New Items Report Window" 

[image: image142.png][ New ltems Report

Location  MID  Midlands and Wales

ok | _cancel |





This window appears when you select New Items Report from the Order Reporting menu.

Purpose
This window enables you to select a location for the report.

The prompt is:

Location
If you want to restrict the report to new items from a single location, enter the location code here. Or leave blank for all locations. Press <F1> for a pop-up enquiry.

On completion
 Print Options Window, see page 51.

Goods Received not Invoiced Report XE "goods received not invoiced (GRNI):report" \r "GRNIReport" 

 XE "print:goods received not invoiced" 

 XE "uninvoiced receipts:report" 
Introduction
This report lists goods which have been received but for which invoices have not been processed. 


This report can be run at any time.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 223.

Selection Criteria Window

Figure 124: Selection Criteria Window XE "Selection Criteria Window" 
This window appears when you select Goods Received not Invoiced from the Order Reporting menu
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Purpose
This window enables you to enter selection criteria for the report.

The prompts are:

Services XE "services:restrict report to"  and extras XE "extras:restrict report to"  only
(Y/N.) If you want to restrict the report to services and extras, enter Y. Otherwise enter N. The default is N.

Location
If you want to restrict the report to one location, enter its code here. Or leave blank for all locations. The default is all. Press <F1> for a pop-up enquiry.

Supplier
If you want to restrict the report to one supplier, enter its code here. Or leave blank for all suppliers. The default is all. Press <F1> for a pop-up enquiry.

Delivery date to
If you want to restrict the items included in the report by delivery date, enter the date here. Or leave blank no date restriction.

On completion
 Report Sequence menu.

Report Sequence Menu
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Figure 125: Report Sequence Menu XE "Report Sequence Menu" 
This menu appears when you complete your replies in the Selection Criteria Window.

Purpose
This menu enables you to choose how you want the report sequenced.

The options are:

Product
Select this option if you want the report sequenced by product code.

Delivery note XE "delivery note reference:sequence report by" 

 XE "suppliers:advice reference" 
Select this option if you want the report sequenced by delivery note number.

Note
The deliver note number is the supplier advice reference entered in the Document References window of Goods Receipt.

On selection
When you select one of the options one this menu  Print Options Window, see page 51.

Orders by Supplier Report XE "orders by supplier report" 

 XE "print:orders by supplier" 
Introduction
This report prints details of purchase orders for all locations in supplier sequence, with subtotals for each supplier. 

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 224.

Orders by Supplier Report Window

Figure 126: Orders by Supplier Report Window XE "Orders by Supplier Report Window" 
This window appears when you select Orders by Supplier from the Order Reporting menu
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Purpose
This window enables you to enter the selection criteria for the report. 

The prompts are:

Supplier
If you want to restrict the report to a single supplier, enter its code here, otherwise leave blank for all suppliers. Press <F1> for a pop-up enquiry.

Details from XE "details from supplier" 

 XE "from-supplier" 
(Only if Landed Costs is in use.) If you want to restrict the report to orders for a specific from-supplier, enter the account code here. Leave blank for all from-suppliers. Press <F1> for a pop-up enquiry.

Latest delivery-due date
If want to restrict the orders to be included by delivery date, enter the date here. Leave blank for no restriction.

Include completed deliveries
(Y/N.) Enter Y to print all orders for the selection. Enter N to only print order lines which have not been fully delivered.

Print comments XE "comments:print" 

 XE "print:comments" 
(Y/N.) Enter Y to print any header, detail line and trailer comments that have been recorded for the orders included in the report. Enter N if you do not want to print the comments.

Display supplier product codes and descriptions XE "description:supplier's product" 

 XE "suppliers:product code/description" 

 XE "print:supplier's product code/desc" 

 XE "products:description, supplier-specific " 

 XE "products:code, supplier-specific" 

 XE “code, supplier's product" 
(Y/N.) Enter Y to print the supplier’s product codes and descriptions as well as the standard product codes and descriptions. Enter N to just print the standard product codes and descriptions.

On completion
 Print Options Window, see page 51.

Orders by Product Report XE "orders by product report" 

 XE "print:orders by product" 
Introduction
This report prints details of purchase orders in location/product code sequence, with subtotals for each product at each location. The following details are printed for each purchase order line: supplier code and name, purchase order reference, the quantity ordered, delivered and invoiced, the value, the unit and the due date. 


This report can be run at any time.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 225.

Purchase Orders by Product Report Window

Figure 127: Purchase Orders by Product Report Window XE "Purchase Orders by Product Report Window" 
This window appears when you select Orders by Product from the Order Reporting menu
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Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Location
If you want to restrict the report to a single location, enter its code here, otherwise leave blank for all locations. Press <F1> for a pop-up enquiry.

Latest delivery-due date
If you want to restrict the orders to be included by delivery date, enter the date here. The default is either today’s date or the last day of the current period in Creditors Ledger, whichever is earlier. Leave blank for no restriction.

On completion
 Print Options Window, see page 51.

Receipts by Product Report XE "receipts by product report" 

 XE "print:receipts by product" 

 XE "received (delivered):report" 

 XE "delivered (received):report" 

 XE "goods receipt:report" 
Introduction
This report prints details of purchase order receipts in product code within location sequence, with subtotals for each product in each location. The following details are printed for each product delivery record: supplier code and name, delivery reference, quantity and value delivered, invoice reference, quantity and value invoiced, and unit.


This report can be run at any time.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 226.

Purchase Order Receipts by Product Report Window

Figure 128: Purchase Order Receipts by Product Report Window XE "Purchase Order Receipts by Product Report Window" 
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This window appears when you select Receipts by Product from the Order Reporting Menu.

Purpose
This window enables you to enter the selection criteria for the report.

The prompts are:

Location
If you want to restrict the report to a single location, enter its code here, otherwise leave blank for all locations. Press <F1> for a pop-up enquiry.

Latest delivery-due date
If you want to restrict the orders to be included by delivery date, enter the date here. The default is either today’s date or the last day of the current period in Creditors Ledger, whichever is earlier. Leave blank for no restriction.

On completion
 Print Options Window, see page 51.

Goods Received Proof List XE "goods received proof list" 

 XE "print:goods received proof list" 

 XE "received (delivered):proof list" 

 XE "delivered (received):proof list" 

 XE "goods receipt:proof list" 

 XE "proof lists" 
Introduction
This report lists all goods received since the last goods received proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods received’ audit trail XE "audit trail:goods received" .


This report should be run on a regular basis, for example once a month.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 227.

Select Option Menu

Figure 129: Select Option Menu XE "Select Option Menu" 
[image: image148.png][ Select Option
Print Next Proof List





This menu appears when you select Goods Received Proof from the Order Reporting Menu.

Note
If there are no proof lists on file, this menu is bypassed, and you are taken straight to the Print Options Window.

Purpose
This menu enables you to choose whether to print a new proof list, or to reprint previous ones.

The options are:

Print next proof list
Select this option to print the next proof list. This updates the next proof list number.  Print Options Window, see page 51.

Note
The next proof list number is held in the Purchase Order Proof List Numbers window

Rerun one or more proof lists XE "reprint:proof lists" 
Select this option to reprint one or a range of existing proof lists. This does not update the next proof list number.  Rerun Proof List window.

Rerun Proof List window

Figure 130: Rerun Proof List window XE "Rerun Proof List window" 
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This window appears when you select an option from the Select Option Menu.

Purpose
This window enables you to enter a range of existing proof list numbers for printing.

The prompts are:

Start proof list number
Enter the first proof list number in the range to be printed.

End proof list number
Enter the last proof list number in the range to be printed.

On completion
 Print Options Window, see page 51.

Goods Invoiced Proof List XE "goods invoiced proof list" 

 XE "print:goods invoiced proof list" 

 XE "invoiced:proof list" 

 XE "proof lists" 

This report lists all goods invoiced since the last goods invoiced proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods invoiced’ audit trail XE "audit trail:goods invoiced" .


This report should be run on a regular basis, for example once a month.

Printed example
There is an example of the printed output of this report in the Sample Reports section, see page 228.


You can print a new proof list or reprint one or a range of previous proof lists.


The selection options parallel those for the Goods Received Proof List, described on page 181.

This page is deliberately left blank

Section Six:

System Maintenance XE "system maintenance" \r "SystemMaintenance" 
Contents

187
System Parameters

System Parameters enable you to configure your system to your specific requirements. The system parameters which are specific to Purchase Order Processing are described here.

205
Supplier/Product Maintenance

Supplier/Product Maintenance enables you to set up, maintain, and delete details for each product on a supplier basis. These details supplement the product details defined in Product Maintenance.

210
Reasons for Variance

This option enables you to define reason for variance codes. These codes are applied to purchase order lines when there is a discrepancy between the value ordered and that delivered or invoiced.

211
Process Costs

If costs are being posted to General Ledger, the postings are made to an interface file which then needs to be imported into General Ledger via the General Ledger Auto-entry function. Process Costs renames the interface file currently in use to the format recognised by the General Ledger Auto-Entry program without closing down the entire system.

213
Purchase Order and Purchase Invoice Purge

This option purges old purchase orders and purchase invoices. In order to save disk space and to maintain performance, you should run this program on a regular basis, for example, weekly or monthly, depending on the volume of orders processed and the disk space available.

215
Supplier Statistics Purge

This program purges unwanted supplier/product records, i.e. those for which there are no related purchase orders, and whose ‘last invoice date’ or ‘quoted cost expiry date’ are before a date entered on the screen.

217
Stock Usage Purge

This program purges stock  usage statistics and merges stock movement records and empty batches thus increasing space while preserving overall stock levels.

POP System Parameters XE "system parameters" \r "SystemParameters" 

 XE "system parameters" \t "See also Installation & Set-up Manual" 
Introductionxe "system parameters:introduction"
System Parameters enable you to configure your system to your specific requirements. xe "configuring POP "


The Administration Parameters XE "administration parameters" , Company Parameters XE "company parameters"  and Distribution Parameters XE "distribution parameters"  are common to more than one Global 3000 module. They hold fundamental information for running Purchase Order Processing, such as country and currency codes, exchange rates, and the costing method. These parameters must be set up before you can use your POP system, and you are automatically taken through them when you first enter the POP Module.


The POP System Parameters are specific to Global 3000 Purchase Order Processing. When you use the POP module for the first time, these parameters automatically appear after the Administration, Company and Distribution Parameters. The windows appear in the same order they appear in the POP Parameters menu which is shown below.

Further information
For further information on the Administration, Company and Distribution Parameters see the Global 3000 Installation and Set-up Manual. This manual also provides information about installing the software, setting up databases, data take-on for POP, etc.xe "setting up POP for first time" \t "See Installation & Set-up Manual"

xe "initial set up of POP" \t "See Installation & Set-up Manual"

xe "installing software" \t "See Installation & Set-up Manual"

xe "database set-up" \t "See Installation & Set-up Manual"

POP Parameters Menu
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Figure 131: POP Parameters Menu XE "POP Parameters Menu" 
This menu appears when you select POP Parameters from the System Parameters menu (the System Parameters menu appears when you select System Parameters from the System Maintenance menu).

The options are:

Acknowledgements
This option enables you to select whether records of purchase order acknowledgements are to be kept.  Purchase Acknowledgements Window, see page 189.

Approval
These parameters relate to the approval of invoices and purchase orders.  Invoice/Order Approval Window, see page 190.

Proof controls
This option relates to the serial numbers of the proof lists for goods received and invoiced items.  Purchase Order Proof List Numbers Window, see page 191.

Order entry
A supplier/product record must be set up for each product for every supplier it is available from. This is normally done via Supplier/Product Maintenance. This option enables you to specify whether it can also be done during order entry.  Order Entry Window, see page 192.

Goods receipts
This option enables you to set options for the batching of non-batch tracked products by Goods Receipt in FIFO systems; for whether prices can be amended during Goods Receipt; and for whether on-cost handling is in use.  Batching Stock at Goods Receipt Window, see page 193.

Purge control
This option controls the length of time old purchase orders and purchase invoices are retained by the system.  Purge Control Window, see page 196.

Locations
This option controls whether automatically generated purchase order numbers are allocated centrally or by location, and when the Ordering and Delivery Locations window appears during Order Entry.  Locations Window, see page 197.

Document numbers
This option enables you to specify whether purchase order and invoice numbers are entered manually or generated automatically.  Order Numbers Window, see page 198.

Supplier notepad
This window enables you to enter the notepad name to be used with POP.  Supplier Notepad Window, see page 200.

Order printing
This option enables you to specify whether purchase orders are printed at your installation, and whether the product’s long description is copied to the purchase order.  Purchase Order Printing Window, see page 201

Variance rules
This option enables you to establish rules for variance handling in your POP system.  Purchase Order Price Variance Handling Window, see page 202.

SOP parameters
This option enables you to set the SOP System Parameters. For further information see the SOP Manual.

Stock parameters
This option enables you to set the Stock Control System Parameters. For further information see the Stock Control Manual.

Exit
 System Parameters menu.

Distribution options
This option enables you to set the Distribution Parameters. These are required by all the Global 3000 distribution modules. For further information see the Global 3000 Installation & Set-up Manual.

Purchase Acknowledgements

Figure 132: Purchase Acknowledgements Window XE "Purchase Acknowledgements Window" 
This window appears when you select Acknowledgements from the POP Parameters menu
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Purpose
This window enables you to select whether or not records of purchase order acknowledgements are to be kept.

The prompt is:

Acknowledgements used XE "acknowledgement:system parameter" 

 XE "system parameters:acknowledgements used" 
(Y/N.) Enter Y if you want to record acknowledgements of Purchase Orders. This information can be printed on the New Orders report. Otherwise enter N.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Invoice/Order Approval

Figure 133: Invoice/Order Approval Window XE "Invoice/Order Approval Window" 
This window appears when you select Approval from the POP Parameters menu
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Purpose
The parameters in this window relate to the approval of invoices and purchase orders.

The prompts are:

Invoice approval XE "approval of invoices:system parameter" 

 XE "system parameters:invoice approval" 

 XE "invoice:approval" 
(Y/N/P.) This parameter controls whether a four character ‘approval’ code can be recorded on invoices. Enter one of the following:

· Y - an approval code is recorded for all invoices. POP automatically sets the approval code on the invoice to the id of the operator entering the invoice, and you cannot change it.


· N - an approval code is not recorded for invoices; i.e. the approval code is always blank.


· P - an approval code can optionally be entered for invoices. The approval code on the invoice defaults to the id of the operator entering the invoice, and can be changed.

Note XE "Creditors Ledger:approval status of invoices" 
When invoices are auto-transferred into Creditors Ledger, the presence or absence of an approval code determines whether the invoice has a ‘held’ status within Creditors Ledger:

· If the approval code is blank the invoice has a ‘held’ status. 


· If an approval code has been recorded for the invoice, the invoice is imported into Creditors Ledger with a ‘not-held’ status.


You use the Creditors Ledger Release Held Invoices option to un-hold invoices.

Order approval XE "approval of orders:system parameter" 

 XE "order:approval" 

 XE "system parameters:order approval" 
(Y/N.) Enter Y if purchase orders must be approved before they can be printed or exported via EDI. 


Enter N for no formal purchase order approval procedure. This means the Purchase Order Approval function is not available, but a four character approval reference can be entered in the Order Heading Information window.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Purchase Order Proof List Numbers

Figure 134: Purchase Order Proof List Numbers Window XE "Purchase Order Proof List Numbers Window" 
This window appears when you select Proof Controls from the POP Parameters menu
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Purpose XE "numbering:proof lists" 

 XE "next number:proof lists" 
Purchase Order Processing produces separate proof lists for goods received and invoiced items. Proof lists are numbered sequentially to provide a complete audit trail. The next numbers to be used are displayed here. They are updated automatically every time a new proof list is printed and cannot be altered after your system is operational.

The prompts are:

Next goods received proof list number XE "goods received proof list:system parameter" 

 XE "system parameters:next proof list numbers" 
The serial number of the next goods received note proof list. All goods receipts confirmed from now until the next list is printed will be marked with this number.

Next invoice proof list number XE "goods invoiced proof list:system parameter" 

 XE "proof lists:next numbers" 
The serial number of the next invoice proof list. All invoices posted from now until the next list is printed will be marked with this number.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Order Entry

Figure 135: Order Entry Window XE "Order Entry Window" 
This window appears when you select Order Entry from the POP Parameters menu
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Purpose
A supplier/product record must be set up for each product for every supplier it is available from. This is normally done via Supplier/Product Maintenance. This parameter enables it to be done during order entry as well.

The prompt is:

Create supplier/product combinations XE "create supplier/product combination, system parameter” 

 XE "system parameters:create supplier/product combination" 

 XE "supplier/product details:create in order entry" 

 XE "supplier/product details:system parameter" 
Enter Y to enable the creation of supplier/product records during Order Entry.

Enter N if supplier/product records must always be set up via the Supplier/Product Maintenance option on the System Maintenance menu.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Batching Stock at Goods Receipt Window

Figure 136: Batching Stock at Goods Receipt Window XE "Batching Stock at Goods Receipt Window" 
This window appears when you select Goods Receipt from the POP Parameters menu
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Purpose
This parameter controls the way Goods Receipt handles receipts of non-batch traceable products.

The prompt is:

Create a new batch per receipt of stock XE "create a new batch per receipt of stock, system parameter” 

 XE "system parameters:create a new batch per receipt of stock" 

 XE "batch, create new, per receipt" 

 XE "multiple receipts, system parameter” 
(Y/N.) If set to Y in FIFO costing systems XE "FIFO costing systems" , a new batch of stock is created by Goods Receipt for every receipt of stock regardless of whether or not the product involved is batch traceable


If this is set to N, multiple sequential receipts at the same cost price for non batch-traceable products in the same financial period are amalgamated by Goods Receipt into a single batch per product. Batch traceable products continue to generate one batch per receipt. 


This parameter lets you choose whether to simplify operations by providing a one for one point of delivery relationship with your stock system. Alternatively if tracking is less important than space, you can choose to reduce the number of batches and subsequent stock movements needed to issue the stock from those batches.

On completion
POP asks you for confirmation.  Amend Price at Goods Receipt Window.

Amend Price at Goods Receipt Window

Figure 137: Amend Price at Goods Receipt Window XE "Amend Price at Goods Receipt Window" 
This window appears when you confirm your replies in the Batching Stock at Goods Receipt Window
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Purpose
This parameter controls whether or not the operator can amend the cost price per unit, unit and percentage discount for a line during Goods Receipt.

The prompt is:

Amend price at receipt XE "system parameters:amend price at receipt" 

 XE "price:system parameter" 

 XE "amend price at receipt, system parameter” 
(Y/N.) Enter Y to allow the amendment of the cost price per unit, unit and percentage discount during Goods Receipt. Enter N to prevent these items being changed during Goods Receipt.

On completion
POP asks you for confirmation.  Oncost Handling Window.

Oncost Handling Window

Figure 138: Oncost Handling Window XE "Oncost Handling Window" 
This window appears when you confirm your replies in the Amend Price at Goods Receipt window
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Purpose
If FIFO or Average Costing is in use, the cost of goods received can optionally be modified by an oncost percentage applied at goods receipt to represent additional costs or discounts, such as freight charges and import duties. 


If oncosts are in use, the oncost percentage can be held at product group, individual product or supplier/product level. The level at which the oncost percentage is held is defined for each product in Product Maintenance. The value entered here provides the default for Product Maintenance (which can be over-written for individual products).

Note
The oncost handling feature is not available if Global 3000 Landed Costs XE "Landed Costs:oncost handling"  is in use.

The prompt is:

Oncost handling XE "oncosts:system parameter" 

 XE "system parameters:oncost handling" 
(G/P/S/N.) Enter one of the following:

· N - if stock is valued using the supplier’s price less discount without the addition of any further costs (i.e. oncosts are not in use). 


· G - if oncost percentages are predominantly held at product Group level. 


· P - if oncost percentages are predominantly held at Product level.


· S - if oncost percentages are predominantly held at Supplier/product level.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Purge Control

Figure 139: Purge Control Window XE "Purge Control Window" 
This window appears when you select Purge Control from the POP Parameters menu
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Purpose
This parameter controls the length of time old purchase orders and purchase invoices are retained by the system. 


Purchase orders are not deleted unless they are complete (i.e. fully delivered, fully invoiced, and fully listed on the goods receipt and invoice proof lists). 


Purchase Invoices are not deleted unless they have been fully posted and have appeared on the proof list.


In addition neither purchase order nor purchase invoices are deleted until they are older than the number of days entered here. 

Further information
For further information see Purchase Order and Purchase Invoice Purge, page 213.

The prompt is:

Purge lapse days XE "purge:system parameter" 

 XE "system parameters:purge lapse days" 
Enter the number of days to keep completed Purchase Orders and Purchase Invoices on the system before deletion.

Warning!
If this parameter is set to zero, all completed purchase orders and purchase invoices can be deleted.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Locations

Figure 140: Locations Window XE "Locations Window" 
This window appears when you select Locations from the POP Parameters menu
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Purpose
The parameters in this window control whether automatically generated purchase order numbers are allocated centrally or by location, and when the Ordering and Delivery Locations window appears during Order Entry.

The prompts are:

Purchase orders by location XE "system parameters:purchase orders by location" 

 XE "locations:system parameter" 

 XE "order numbers:by location" 

 XE "numbering:purchase orders" 

 XE "order:numbers" 
(N/P/B.) This parameter controls the way that automatic purchase order references are generated. Enter one of the following:

· N - purchase orders numbers are allocated centrally, from the ‘PO prefix’ and ‘Next PO number’ System Parameters.


· P - the purchase order prefix is allocated by the location from which the order is placed and the number is allocated centrally from the ‘Next PO number’ System Parameter.


· B - both the prefix and the number are determined by the ordering location. 

Note
The prefix and next number for locations are defined in Location Maintenance which is an option in Product Maintenance. For further information see the Global 3000 Installation & Set-up Manual.

Purchase order location input XE "system parameters:purchase order location input" 

 XE "purchase order location input, system parameter” 
(S/O.) This parameter controls when the Ordering and Delivery Locations window appears in Order Entry. Enter one of the following:

· S - the window appears at the start of  each order entry session; i.e. immediately prior to entry of the first new order.


· O - the window appears at the start of each order (i.e. after a selection has been made from the order entry menu).

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Order Numbers

Figure 141: Order Numbers Window XE "Order Numbers Window" 
This window appears when you select Document Numbers from the POP Parameters menu
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Purpose XE "numbering:purchase orders" 

 XE "order numbers" 

 XE "order:numbers" 
The parameters in this window concern the generation of purchase order numbers.


There are a number of ways of generating purchase order numbers, the simplest (but not necessarily the most useful) being to create them manually. The operator then manually enters a number of up to eight alphanumeric characters. Manual creation is primarily intended for small companies with very straightforward operations; most businesses will find one of the other methods more efficient.


Where number generation is not manual (i.e. automatic and default number generation) the purchase order number consists of a prefix of up to four alphanumeric characters followed by a number. The total length of the order number cannot be greater than eight characters; for example, if the prefix is two characters long it can be followed by a six figure number. The prefix and the number can either be allocated centrally or by the order location. For further information see page 197.

Note
Purchase order numbers are always unique regardless of how they are generated. The software does not allow two identical PO numbers to be created.

The prompts are:

PO number generation XE "system parameters:PO number generation" 

 XE "PO number generation, system parameter” 
(M/D/A.) Enter one of the following:

· M - manual entry of purchase order numbers. 


· D - default purchase order numbers; i.e. the software generates a number, but the operator can over-ride it. 


· A - automatic purchase order numbers; i.e. the software always generates a number, which cannot be over-ridden.

Note
Automatic purchase order numbers can be allocated:

· Centrally from the prefix and next number entered below.


· By location.


· The prefix can be allocated by location and the number centrally. 


This is controlled by the ‘Purchase order by location’ System Parameter. For further information, see page 197.

PO prefix XE "system parameters:PO prefix" 

 XE "prefix for order numbers" 
Enter the prefix to be used when purchase order numbers are generated by the system and the prefix is allocated centrally. 

Next PO number XE "system parameters:next PO number" 

 XE "next number:purchase orders" 
Enter the next order number to be used when purchase order numbers are generated by the system and the next number is allocated centrally. A maximum of 8 digits can be entered.

On completion
POP asks you for confirmation.  Invoice Numbers window.

Invoice Numbers

Figure 142: Invoice Numbers Window XE "Invoice Numbers Window" 
This window appears when you complete your replies in the Order Numbers window
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Purpose XE "numbering:invoices" 

 XE "invoice:numbers" 

 XE "invoice numbers" 
This window enables you to select how purchase invoice numbers are created in POP.

Note
Purchase invoice numbers must always be unique. They can be up to eight characters long. When POP generates them, it builds them from the ‘Invoice prefix’ and ‘Next number’ held in the Document Numbers window of Creditors Ledger System Parameters.

The prompt is:

Purchase invoice number generation XE "system parameters:purchase invoice number generation" 

 XE "purchase invoice number generation, system parameter” 
(M/D/A.) Enter one of the following:

· M - manual. The operator must always enter a manual number for purchase invoices; i.e. there is no automatic generation of invoice numbers. This might be used by companies who always use the supplier’s own invoice number as the reference.


· D - default. POP automatically generates an invoice number, but the operator can over-ride it with a manual one when necessary.


· A - automatic. POP always generates an invoice number and the operator cannot over-ride it.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Supplier Notepad

Figure 143: Supplier Notepad Window XE "Supplier Notepad Window" 
This window appears when you select Supplier Notepad from the POP Parameters menu
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Purpose
This window enables you to enter the notepad name to be used with POP.

The prompt is:

Supplier notepad XE "system parameters:supplier notepad" 
Enter the Organiser notepad name if Organiser XE "Organiser"  or Notepad XE "Notepad"  is available. Otherwise leave blank.

Further information
For further information see the Global Organiser Manual.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Purchase Order Printing

Figure 144: Purchase Order Printing Window XE "Purchase Order Printing Window" 
This window appears when you select Order Printing from the POP Parameters menu
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Purpose
This window enables you to specify whether or not purchase orders are printed at your installation, and whether the product’s long description is copied to the purchase order.

The prompts are:

Print purchase orders XE "system parameters:print purchase orders" 

 XE "print purchase orders, system parameter" 

 XE "purchase order print:system parameter" 
(Y/N.) Enter Y if purchase orders are always printed. Enter N if purchase orders are never printed. 

 XE "exporting purchase orders" 

 XE "EDI:purchase order exports" 

 XE "order:exports" Note
If Global 3000 EDI is in use, this parameter also controls whether purchase orders can be exported via EDI; i.e. if this parameter is set to Y, they can be printed and exported; if it is set to N, they can be neither printed nor exported. For further information on exporting purchase orders, see Purchase Order Print, page 169,.

Note
If the ‘Order approval’ System Parameter is set to Y, purchase orders cannot be printed or exported until they have been approved.

Copy long description to order XE "copy long description to order, system parameter” 

 XE "long descriptions:system parameter" 

 XE "system parameters:copy long description to order" 

 XE "description:long" 
(Y/N.) Enter Y to copy the long description associated with a product to the Purchase Order at order entry. Subsequent changes to the long description made through Product Maintenance will not affect the long description as it appears on the order. However it can be modified on the order through the Detail Comments option of the Amend Item Line menu.


If you enter N the long description associated with products are not copied to orders. 

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Purchase Order Price Variance Handling

Figure 145: Purchase Order Price Variance Handling Window XE "Purchase Order Price Variance Handling Window" 
This window appears when you select Variance Rules from the POP Parameters menu
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Purpose XE "variance handling system parameters" 

 XE "system parameters:variance handling" 
This window enables you to enter parameters that relate to the handling of price variances.

The prompts are:

Variance override password XE "variance override password" 

 XE "password" 
Enter the password (up to eight characters) to be used for authorising price variances which exceed the ‘Invoice variance percentage’ entered in the next prompt.

Invoice variance percentage XE "invoice variance percentage, system parameter” 

 XE "value:variance" 

 XE "variance in value:system parameter" 
Variances in value between the value recorded for the order line and that entered for the line at goods receipt or invoice are allowed within this percentage. To override this limit the operator must enter a password for each line of the document which exceeds it. 

Enter price at invoice input XE "enter price at invoice input, system parameter” 

 XE "price:system parameter" 
(Y/N.) Enter Y to allow the purchase price per unit, the unit and the percentage discount to be modified during invoice input, otherwise enter N.

Post variance to stock value XE "system parameters:post variance to stock value" 

 XE "stock value:system parameter" 

 XE "post variance to stock value, system parameter" 

 XE "adjustment of stock value:system parameter" 

 XE "accounts:stock value" 

 XE "accounts:cost variance" 

 XE "cost variance:system parameter" 
(Y/N.) This parameter relates to variances in value between that recorded for a line at Goods Receipt and at Invoice Input. The parameter controls the way a variance in these values is accounted for.


Enter N to always post the variance to the cost variance account.


Enter Y to post some or all of the variance to the stock value account for the product if some or all of the goods are still in stock. The variance is posted to the cost variance account when none of the goods remain in stock.

Further information
For full details of the calculation involved, see the Introduction to Invoice Input, page 107.

On completion
POP asks you for confirmation.  Purchase Order Quantity Variance Handling Window.

Purchase Order Quantity Variance Handling

Figure 146: Purchase Order Quantity Variance Handling Window XE "Purchase Order Quantity Variance Handling Window" 
This window appears when you confirm your replies in the Purchase Order Price Variance Handling window
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Purpose XE "quantity:variance system parameters" 
This window enables you to enter parameters that relate to the handling of quantity variances.

The prompts are:

Discard variance percentage XE "discard variance percentage, system parameter" 

 XE "system parameters:discard variance percentage"  
Enter the percentage limit on the quantity of an order line which can be cancelled; for example in the event of under-deliveries. XE "under-delivery:system parameter" 

Percentage over delivery XE "percentage over delivery, system parameter" 

 XE "system parameters:percentage over delivery" 
Enter the order line quantity over-delivery percentage allowed during Goods Receipt. XE "over-delivery:system parameter" 

Allow part invoicing of receipts XE "allow part invoicing of receipts, system parameter" 

 XE "system parameters:allow part invoicing of receipts" 

 XE "part invoicing:system parameter" 

 XE "invoice:part, system parameter" 
(Y/N.) Enter Y to allow the operator to reduce the quantity of a receipt being matched against a purchase invoice to less than the quantity recorded on the goods receipt. When the operator does this:

· POP calculates a new default value for the portion being invoiced using the unit cost established at goods receipt. 


· POP splits the receipt into two lines with the same receipt reference. The first holds the quantity and value to be invoiced and is marked as matched against the invoice. The second holds the remaining uninvoiced quantity and value and is left unmatched for later invoicing. 


When a matched receipt is deselected, it is combined with any unmatched quantity and value against the same receipt reference to provide a single outstanding amount.


If this parameter is set to N, invoice quantities cannot be altered and are taken to be the quantities recorded at goods receipt.

On completion
POP asks you for confirmation.  POP Parameters menu, see page 187.

Supplier/Product Maintenance XE "supplier/product maintenance" \r "SupplierProductMaint" 

 XE "supplier/product details" \r "SupplierProductMaint" 
Introduction
Supplier/Product Maintenance enables you to set up, maintain, and delete details for each product on a supplier basis. These details supplement the product details set up in Product Maintenance. 

Supplier/Product Records Window

Figure 147: Supplier/Product Records Window XE "Supplier/Product Records Window" 
This window appears when you select Supplier/Product Maintenance from the System Maintenance menu
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Purpose XE "suppliers:product-specific details" \r "SupplierProductMaint" 
This window displays existing supplier/product records and enables you to add new records and to amend and delete existing ones.


The upper part of the window shows the product code and description, and the supplier code and name. 

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:supplier/product details" 
To create a new supplier/product record, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. The prompts are described below.

Amend XE "amend:supplier/product details" 
To amend an existing supplier/product record, position the cursor on the required line and press <Return>. ( Supplier/Product Options menu, see page 207. Select the General Details option and you will be returned to this window where you can amend the items described below.

Delete XE "delete:supplier/product details" 
To delete an unwanted supplier/product record, position the cursor on the required line and press  <F7>. You are asked for confirmation before the record is deleted.

Note
You cannot delete a supplier/product record when there are related transactions.

The prompts in the lower part of the window are:

Supplier’s product code XE "products:code, supplier-specific" 

 XE “code, supplier's product" 
The supplier’s code for the product. This, and the supplier’s description entered next, can optionally be printed on purchase orders instead of the standard product code and description.

Description XE "products:description, supplier-specific " 

 XE "description:supplier's product" 
Enter the supplier’s description for the product, or leave blank to use the standard description for the product.

Supplier’s pricing unit XE "pricing unit:supplier's" 

 XE "units:supplier's pricing & quantity" 
Enter the supplier’s pricing unit. Press <F1> for a pop-up enquiry.

Supplier’s quantity unit XE "quantity:unit" 
Enter the supplier’s quantity unit. Press <F1> for a pop-up enquiry.

Lead time (weeks) XE "lead times:supplier" 

 XE "suppliers:lead times" 
Enter the normal lead time for orders of the product from this supplier. POP uses this to calculate the expected delivery date during order entry.

Purchase order multiple XE "purchase order multiple" 
Purchase orders should be in this multiple of the purchase unit. A warning appears if you enter a quantity during order entry which is not a multiple of this. Set to zero (the default) if any quantity can be ordered.

Economic order quantity XE "economic order quantity" 

 XE "quantity:economic order" 
The minimum quantity that should be ordered. A warning appears during order entry if an order is entered for a smaller quantity. Set to zero if there is no particular economic order quantity.

Last cost price XE "cost price:last" 

 XE "last cost price" 

 XE "price:last cost" 
(Display only.) The last invoiced cost for this supplier/product combination.

Last invoice date XE "invoice:date, last" 

 XE "last invoice date" 

 XE "date:last invoice" 
(Display only.) The date of the last invoice for this supplier/product combination.

Quoted cost price
Enter a supplier-specific unit cost price for the product. This is offered as the default price when entering a purchase order line for this product from this supplier before the expiry date entered below. It is in the supplier’s currency, and may be entered with more decimal places than are allowed for in the decimal precision of that currency. Purchase Order Processing rounds the value it calculates for the order line to the correct decimal precision. 

Further information
For further information about the decimal precision of currencies, see Currency Maintenance in the Global 3000 Installation and Set-up Manual.

Expiry date XE "expiry date:supplier's quoted price" 
An expiry date for the supplier-specific cost price entered above.

Normal discount (%) XE "discount:supplier/product" 
The normal discount percentage applicable to the product from this supplier.

Oncost (%) XE "oncost percentage:supplier/product" 
(Only if the ‘Oncost type’ for the product in Product Maintenance is set to S and Landed Costs is not in use.) Enter the oncost percentage to be applied to the cost of goods in goods receipt.

Inspect on receipt XE "inspect on receipt indicator" 
If set to Y, when goods are received the operator is warned that they require inspection. 

Note
Setting this option to Y on products which are NOT batch tracked causes a warning to be issued when goods are received into stock but does not prevent their issue.

On completion
If Landed Costs is in use and you are entering a new record  Supplier/Product Shipping Details window, see page 208.


Otherwise Supplier/Product Options menu.

Supplier/Product Options Menu
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Figure 148: Supplier/Product Options Menu XE "Supplier/Product Options Menu" 
This menu appears:

· When you select a supplier/product record for amendment.


· When you complete your replies in the Supplier/Product Records window (except when entering a new record when Landed Costs is in use).


· On return from one of the options on this menu.

The options are:

General details
Select this option to amend items in the Supplier/Product Records window  Supplier/Product Records window, see page 205.

Shipping details
(Only if Landed Costs is in use.) Select this option to enter or amend shipping details for the supplier/product combination. These details are used by Landed Costs to calculate defaults when entering details of shipments of the product from this supplier  Supplier/Product Shipping Details window.

Packing details
Select this option to enter packaging details for this supplier/product  Supplier/Product Packing Details window, see page 209.

Exit
Select this option to exit from the selected supplier/product record  next line in the Supplier/Product Records window.

Shipping Details

Figure 149: Shipping Details Window XE "Shipping Details Window" 
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This window appears:

· When you select Shipping Details from the Supplier/Product Options menu.

· After completing the Supplier/Product Records window for a new record when Landed Costs is in use.

Purpose XE "supplier/product details:shipping details" 
This window enables you to enter shipping details for the supplier/product combination. Landed Costs uses these to calculate the defaults offered when entering details of shipments of the product from this supplier. XE "Landed Costs:supplier/product shipping details" 

The prompts are:

Shipping unit XE "shipping unit" 

 XE "units:shipping" 
Enter the normal shipping unit (e.g. master carton) used by this supplier when supplying the product. Press <F1> to list valid units. The default is the normal shipping unit for the product.

Shipping unit volume XE "volume of shipping unit" 
Enter the volume per shipping unit of the product from this supplier. This must be expressed in the ‘shipping volume unit of measure’ as displayed at the bottom of the window. If you leave this prompt as zero, Landed Costs uses the equivalent value from the product record. 

Note
The shipping volume and weight units of measure are defined in Landed Costs system parameters.

Shipping unit weight XE "weight of shipping unit" 
Enter the gross weight per shipping unit of the product from this supplier. This must be expressed in the ‘shipping weight unit of measure’ as displayed at the bottom of the window. If you leave this prompt as zero, Landed Costs uses the equivalent value from the product record. 

Goods line entry unit XE "goods line entry unit" 

 XE "units:goods line entry" 
Enter a unit to be used as the default unit when entering shipment lines for the product from this supplier. If this item is blank, Landed Costs uses the ‘supplier’s pricing unit’.

Basis of supplier’s cost price XE "basis of supplier’s cost price" 

 XE "price:basis of supplier's cost price" 

 XE "cost price:basis of supplier's" 
Enter the three character code identifying the basis on which the supplier’s price is quoted. This can be EXW (ex-factory), FOB (free on board), CIF (cost, insurance and freight), or DDP (delivered duty paid). The default is EXW. Press <F1> for a pop-up enquiry.

On exit
 Supplier/Product Options menu, see page 207.

Supplier/Product Packing Details

Figure 150: Supplier/Product Packing Details XE "Supplier/Product Packing Details" 
This window appears when you select Packing Details from the Supplier/Product Options menu
[image: image169.png]




Purpose XE "packing details" 

 XE "supplier/product details:packing details" 
This window enables you to enter packaging details for the product/supplier combination. You can enter a practically unlimited number of lines of up to 40 characters each. These details are printed on the Purchase Order before each related goods line. If you enter an asterisk at the beginning of a line, that and any subsequent lines will be treated as a comment and will not be printed.

On exit
 Supplier/Product Options menu, see page 207.

Reasons for Variance

Figure 151: Reasons For Variance Window XE "Reasons For Variance Window" 

 XE "reasons for variance" 

 XE "variance reason codes:define" 
This window appears when you select Reasons for Variance from the System Maintenance menu
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Purpose
This window enables you to set up reason for variance codes. These are applied to purchase order lines when there is a discrepancy between the value ordered and that delivered or invoiced; for example when an order line is adjusted to match the quantity delivered. Existing codes are listed in the window.

Note
Reasons for variance codes apply only to value variances, not to quantity variances.

Move through list
You can move through the list using the cursor and <Page Up> and <Page Down> keys in the standard way. 

Add XE "add:variance reason codes" 
To create a new code, move the cursor to the line below the last entry in the list. Alternatively you can press <F5> to insert an entry into the list, or press <F4> to go into ‘Add’ mode. 

Amend XE "amend:variance reason codes" 
To amend the description of an existing code, position the cursor on the required line and press <Return>. 

Delete XE "delete:variance reason codes" 
To delete an existing product, position the cursor on the required line and press  <F7>. POP asks you for confirmation before it deletes the code.

Note
Variance reasons can also be entered through the System Codes option in Administration Parameters.

The prompts are:

Code
Variance codes can be up to four characters long.

Description
Descriptions can be up to 30 characters long.

On completion
 Next line in the window.

On exit
System Maintenance menu.

Process Costs

Figure 152: Process Costs Window and Menuxe "Process Costs Window and Menu"
This window and menu appear when you select Process Costs from the System Maintenance menu
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Introductionxe "costs:post to General Ledger"
If costs are being posted to General Ledgerxe "General Ledger:postings to", the postings are made to an interface file which then needs to be imported into General Ledger via the General Ledger Auto-entry function.  XE "interface files" 

 XE "General Ledger:interface files" 


The Distribution Suite creates separate interface files for sales and operating costs for each period. The names of these interface files are built up from the type of cost (S for sales, O for operating), a cycle ID (C or D), and the year and period.

Example
The interface file for sales costs for the first period in 1993 would be either SC199301 or SD199301.


Without closing down the entire system, Process Costs renames these files to the format recognised by the General Ledger Auto-Entry program; i.e. GLXSTnnn, where nnn is a sequence number, and ST is the stock id defined in Distribution Parameters.

Note
The ‘Post costs to General Ledger’ Distribution Parameter XE "post costs to General Ledger, distribution parameter"  determines whether or not costs are posted to General Ledger. See the Installation & Set-up Manual for further details.

The options are:

Sales Costsxe "costs:sales & operating"

xe "sales costs"
Select this option to process sales costs.

Operating Costsxe "operating costs"
Select this option to process operating costs.

On selection
When you select either of these options the file which is currently gathering costs is shut down and users are switched to an alternative file via the cycle ID. When exclusive control of the file is obtained, the file name is displayed. When you confirm that you want to continue, the file is renamed to the format expected by General Ledger. It can then be processed by the General Ledger Auto-Entry program. Any additional costs for the period are gathered in the new file with the alternative cycle ID.

Purchase Order and Purchase Invoice Purge XE "order:purge" \r "OrderPurge" 

 XE "invoice:purge" \r "OrderPurge" 

 XE "purge:purchase orders & invoices" \r "OrderPurge" 
Introduction
Old purchase orders and purchase invoices remain in the system until purged. In order to save disk space and to maintain performance, you should run this program on a regular basis, for example, weekly or monthly, depending on the volume of orders processed and the disk space available.


Purchase orders are only purged if they are complete (i.e. fully delivered, fully invoiced, fully listed on the goods receipt and invoice proof lists). Invoices are only purged if they have been fully posted and have appeared on a proof list.

Note
Purchase orders linked to shipment details in Global 3000 Landed Costs are not purged until the linked shipments are purged in Landed Costs.

Date Selection Window

Figure 153: Date Selection Window XE "Date Selection Window" 
This window appears when you select Purchase Order Purge from the System Maintenance Menu
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Purpose
This window enables you to enter criteria for the transactions to be purged.

The prompts are:

Do you want to purge orders
(Y/N.) Enter Y if you want to purge purchase orders, otherwise enter N.

Up to what date are orders to be purged
(Only if you entered Y at the prompt above.) Only completed orders whose last ‘invoice date’ is before this date will be purged.


The default date is derived from the setting of the ‘Purge lapse days’ System Parameter, which defines the number of days that orders are to be kept before they are purged. You can change the date to an earlier, but not a later date.

Warning!
If the ‘Purge lapse days’ System Parameter XE "purge:system parameter" 

 XE "system parameters:purge lapse days"  is set to zero then the default date is today’s date.

Do you want to purge invoices
(Y/N.) Enter Y if you want to purge invoices, otherwise enter N.

Up to what date are invoices to be purged
(Only if you entered Y at the prompt above.) The default date is derived in the same way as the default date for purging orders. It can also be changed to an earlier, but not a later date. Only fully posted invoices dated before the date entered will be purged. 

On completion
POP asks you for confirmation, then the purge takes place. Progress windows are displayed during processing showing order/invoice number, supplier, order/invoice date, number of records, and percentage of records deleted. A report is automatically produced giving details of the purged records.

Supplier Statistics Purge XE "purge:supplier statistics" \r "SupplierStatsPurge" 

 XE "suppliers:statistics" 
Introduction
This program purges unwanted supplier/product records, i.e. those for which there are no related purchase orders, and whose ‘last invoice date’ or ‘quoted cost expiry date’ is before a date entered on the screen.

Suppliers Selection Menu

Figure 154: Suppliers Selection Menu XE "Suppliers Selection Menu" 
This menu appears when you select Supplier Statistics Purge from the System Maintenance Men
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Purpose
This menu enables you to select the type of suppliers whose statistics you want to purge.

The options are:

Key suppliers only
Select this option to restrict the purge to records relating to key suppliers only.

Non-key suppliers
Select this option to restrict the purge to records relating to non-key suppliers only.

All suppliers
Select this option to include all suppliers.

Note
You define whether suppliers are key or non-key in Supplier Maintenance in Creditors Ledger. XE "key suppliers" 

 XE "non-key suppliers" 

On selection
 Date window.

Date Window
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Figure 155: Date Window XE "Date Window" 
This window appears when you select an option from the Suppliers Selection Window.

Purpose
This window enables you to enter the date up to which you want the supplier statistics to be purged.

The prompt is:

Date
Enter the date up to which the supplier statistics are to be purged. The system date is offered as a default

On completion
 What does the Date Represent Menu.

What does the Date Represent Menu XE "What does the Date Represent Menu" 
Figure 156 What does the Date Represent Menu
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This menu appears when you complete your replies in the Date Window.

The options are:

Date of last purchase
Select this option to restrict the purge to supplier/product records whose ‘last invoice date’ is before the date entered above.

Date of last quoted cost
Select this option to restrict the purge to supplier/product records whose ‘quoted cost expiry date’ is before the date entered above.

On selection


A confirmation window appears. After confirming that you want the purge to go ahead a progress window is displayed and a purge report is automatically printed. 

Printed example
A printed example of the report can be found in the Sample Reports section of this manual, see page 229.

Stock Usage Purge XE "stock usage purge" \r "StockUsagePurge" 

 XE "purge:stock usage" \r "StockUsagePurge" 

 XE "usage purge" \r "StockUsagePurge" 
Figure 157: Stock Usage Purge Selection Criteria Window XE "Stock Usage Purge Selection Criteria Window" 
This window appears when you select Stock Usage Purge from the System Maintenance menu
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Introduction
Movement records are generated for all types of product except comments and are used to maintain usage statistics and stock levels. These should be purged on a regular basis, for example once a month.


Stock Usage Purge is not however, a straightforward deletion of usage statistics. It also involves merges of movement records and of empty batches thus increasing space while preserving overall stock levels.


Movements cannot be purged until they have been printed on the movements proof list.


This program is a combination of the Stock Movements Purge and the Batch and Serial Number Purge which are available separately in Stock Control. XE "serial numbers:purge" 

 XE "batch details:purge" 

 XE "movements purge" 

The prompts are:

Location
If you want to restrict the purge to a particular location, enter its code here. Or leave blank to run the purge for all locations. The default is all locations. Press <F1> for a pop-up enquiry.

Start product
If you want to restrict the purge to a range of products, enter the start product code here. Press <F1> for a pop-up enquiry. The default is the first product on file.

End product
Enter the last product in the range, or leave blank for the last product on file. Press <F1> for a pop-up enquiry.

Purge batch/serialised product before
Enter the date up to which you want to purge movements and batches for batch-tracked and serialised products. The default is calculated from the ‘Number of days to keep batch movements’ Stock Control System Parameter.

Purge non-batched products before
Enter the date up to which you want to purge movements for products which are not batch-tracked or serialised. The default is calculated from the ‘Number of days to keep stock movements’ Stock Control System Parameter.

Purge usage statistics before
Enter the date up to which you want to purge usage statistics. The default is calculated from the ‘Number of years to keep stock usage statistics’ Stock Control System Parameter.

Note
If any of the above dates are left blank, ALL records of that type are purged.

On completion
After confirmation the processing begins. A window appears displaying the progress of the purge. When it is complete ( System Maintenance menu. 

Note
The purge can be stopped safely by keying <Ctrl G>. It might take a few seconds for this to take effect.

Section Seven:

Sample Reports XE "sample reports" \r "SampleReports" 
Contents

This section provides printed examples of the following reports:

221
Purchase Order


222
New Items Report

223
Goods Received not Invoiced Report

224
Orders by Supplier Report

225
Orders by Product Report

226
Receipts by Product Report

227
Goods Received Proof List

228
Goods Invoiced Proof List

229
Supplier Statistics Purge Report

Purchase Order Print XE "purchase order print" 

 XE "print:purchase order" 

 XE "order:print" 
The Purchase Order Print program enables you to print or reprint one or a range of purchase orders. This option can be run at any time. 

You can choose to print new orders or to reprint orders which have already been printed. A warning is displayed if you choose to reprint an order that has not changed since it was last printed. Both options give you a choice of printing (or reprinting) either a single order or a range of orders. In each case you are given the option of printing the supplier’s product codes and descriptions instead of the standard internal ones.

When you print a  range of orders, you can print (reprint) orders for one or all locations. You can print the orders in either order number sequence or supplier/order number sequence.

There are full instructions for operating this program on page 169.


Figure 158: Purchase Order

New Items Report XE "new items report" 

 XE "print:new items" 
This report lists all new orders, in supplier code within location sequence. Sub-totals are printed for each supplier. A new order is defined as an order that has not yet been printed on this report. This report can be run at any time.

This report can be run for one or all locations.

There are full instructions for operating this program on page 175.


Figure 159: Quotation

Figure 160: New Items Report

Goods Received not Invoiced Report XE "goods received not invoiced (GRNI):report" 

 XE "print:goods received not invoiced" 
This report lists goods which have been received but for which invoices have not been processed. This report can be run at any time.

You can optionally restrict the report to extras and services. You can print the report for one or all location and for one or all suppliers. You can also restrict the items included in the report by delivery date. 

You can choose to sequence the report by either product codes or delivery note numbers (supplier advice references). The example printed below is sequenced by delivery note.

There are full instructions for operating this program on page 176.


Figure 161: Goods Received not Invoiced Report

Orders by Supplier Report XE "orders by supplier report" 

 XE "print:orders by supplier" 
This report prints details of purchase orders for all locations in supplier sequence, with subtotals for each supplier. It can be run at any time.

You can print the report for one or all suppliers. You can restrict the orders to be included by delivery date, and include or exclude orders that have been fully delivered. You can optionally print any comments attached to the orders and the suppliers’ product codes and descriptions. If Landed Costs is in use there is an additional option to restrict the report to orders from a specific from-supplier. 

There are full instructions for operating this program on page 178.


Figure 162: Orders by Supplier Report

Orders by Product Report XE "orders by product report" 

 XE "print:orders by product" 
This report prints details of purchase orders in location/product code sequence, with subtotals for each product at each location. The following details are printed for each purchase order line: supplier code and name, purchase order reference, the quantity ordered, delivered and invoiced, the value, the unit and the due date. This report can be run at any time.

You can print the report for one or all locations, and you can restrict the orders to be included by delivery date.

There are full instructions for operating this program on page 179.


Figure 163: Orders by Product Report

Receipts by Product Report XE "receipts by product report" 

 XE "print:receipts by product" 

 XE "received (delivered):report" 

 XE "delivered (received):report" 

 XE "goods receipt:report" 
This report prints details of purchase order receipts in product code within location sequence, with subtotals for each product in each location. The following details are printed for each product delivery record: supplier code and name, delivery reference, quantity and value delivered, invoice reference, quantity and value invoiced, and unit. This report can be run at any time.

You can print the report for one or all locations, and you can restrict the orders to be included by delivery date.

There are full instructions for operating this program on page 180.


Figure 164: Receipts by Product Report

Goods Received Proof List XE "goods received proof list" 

 XE "print:goods received proof list" 

 XE "received (delivered):proof list" 

 XE "delivered (received):proof list" 

 XE "goods receipt:proof list" 

 XE "audit trail:goods received" 

 XE "proof lists" 
This report lists all goods received since the last proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods received’ audit trail. This report should be run on a regular basis, for example once a month.

You can print a new proof list or reprint one or a range of previous proof lists.

There are full instructions for operating this program on page 181.


Figure 165: Goods Received Proof List

Goods Invoiced Proof List XE "goods invoiced proof list" 

 XE "print:goods invoiced proof list" 

 XE "invoiced:proof list" 

 XE "audit trail:goods invoiced" 

 XE "proof lists" 
This report lists all goods invoiced since the last proof list was printed. Each proof list has a number. Proof list numbers are consecutive, to ensure that this reporting function provides a full and continuous ‘goods invoiced’ audit trail. This report should be run on a regular basis, for example once a month.

You can print a new proof list or reprint one or a range of previous proof lists. 

There are full instructions for operating this program on page 183.


Figure 166: Goods Invoiced Proof List

Supplier Statistics Purge Report XE "purge:supplier statistics" 

 XE "suppliers:statistics" 

 XE "statistics for supplier:purge" 
The Supplier Statistics Purge program purges unwanted supplier/product records, i.e. those for which there are no related purchase orders, and whose ‘last invoice date’ or ‘quoted cost expiry date’ is earlier than a date entered on the screen.

The Supplier Statistics Purge Report is automatically produced when the program is run. It lists details of supplier/product records that were deleted by the purge.

This program should be run on a regular basis, for example once a month.

You can run the purge for all suppliers or you can restrict it to purge only key or non-key suppliers.

There are full instructions for operating this program on page 215.


Figure 167: Supplier Statistics Purge Report
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system parameter, 195

open quantity, 143

operating costs, 211

operator id

invoice approved by, 111

order approved by, 67, 88

order entered by, 61, 67

repeat order, 68

Options Menu, 93

order

acknowledgement, 66, 91

address, 60

amend, 58

approval, 88–90, 190

cancel, 58, 64

create, 58

delete, 58

enquiries, 37, 133–66

entry, 19, 57–87

exports, 169, 201

heading information, 65

imports, 20, 57, 58, 61

item lines, 72

location, 60

numbers, 23, 60, 62, 197, 198

print, 169, 221

purge, 213–14

quantity, 73

repeat, 62, 68

reporting, 167–84

structure, overview, 16

summary details, 61

Order Entry and Amendment Window, 60

Order Entry Menu, 58

Order Entry Window, 192

Order Header Window and Selection Menu, 147

Order Heading Information Window, 65

order item lines

add, amend & delete, 72

enquiries, 150, 151

Order Item Lines Window, 71

Order Line Options Menu, 151

Order Lines Window, 150

order numbers, 60, 198

by location, 197

overview, 23

reserve, 62

Order Numbers Window, 198

Order Options Menu, 160

order processing, 55

order processing cycle, 19

Order Selection for Product Window, 70

Ordering and Delivery Locations Window, 59

orders by product report, 179, 225

orders by supplier report, 178, 224

Orders by Supplier Report Window, 178

Orders for Product Window, 140

Orders Window, 159

Organiser, 14, 200. See also Organiser Manual

outstanding, item line status, 74

over allocate, 32

over-delivery, 96

system parameter, 203

Overheads Allocated to Line for Shipment Window, 145

overheads enquiries, 145

overview, 11–42

P
packing details, 25, 209

part delivered, item line status, 74

part invoicing

overview, 23

system parameter, 203

password, 95, 99, 120, 202

percentage over delivery, system parameter, 96, 99, 203

periods, 38

phased delivery, 74, 82

pick date, 31

picked, 33, 34

picking lead time, 28, 29

PO number generation, system parameter, 198

pooled stock handling, 27, 30. See also stock pool manager

POP Parameters Menu, 187

pop-up enquiries, 48

positive recall, 102

post costs to General Ledger, distribution parameter, 211

post invoice, 108, 114

post variance to stock value, system parameter, 107, 202

postings

foreign currency, 42

prefix for order numbers, 199

price

amend during goods receipt, 95, 98

amend during invoice input, 120

basis of supplier's cost price, 80, 208

extra on invoice, 124

item line, 73

last cost, 206

overview, 25

supplier's quoted cost, 79, 206

system parameter, 194, 202

Price Lists Window, 137

prices

decimal precision, 16

pricing unit

supplier's, 78, 206

print. See also reporting

comments, 178

display, inspect or print, 52

goods invoiced proof list, 183, 228

goods received not invoiced, 176, 223

goods received proof list, 181, 227

new items, 175, 222

orders by product, 179, 225

orders by supplier, 178, 224

purchase order, 169, 221

receipts by product, 180, 226

special stationery, 52

supplier's product code/desc, 172, 173, 178

Print Individual Order Window, 173

Print New Orders Menu, 171

Print Options Window, 51

print purchase orders, system parameter, 169, 201

Print Range of Orders Window, 171

Process Costs Window and Menu, 211

process items, 118, 130

procurement sequence, 30

Product Browse Window, 63

Product Details Window, 136

Product Enquiry Selection Menu, 134

product groups. See Installation & Set-up Manual

enquiries, 134

Product Maintenance, 13. See also Global 3000 Installation & Set-up Manual

product types, 124. See also Installation & Set-up Manual

item line, 74

overview, 23

product/supplier details, 152. See also supplier/product details

Product/Supplier Details Window, 152

products. See also Installation & Set-up Manual

browse, 59, 63

code, supplier-specific, 78, 172, 173, 178, 206

create purchase order for selected, 59, 63

description, change on item line, 72

description, supplier-specific, 78, 172, 173, 178, 206

enquiries, 36, 134–41

list valid products for supplier, 77

on item line, 72

Products Available from this Supplier Window, 77

profit centres

cost, 86, 127

cost for not stocked products, 86

proof lists, 181, 183, 227, 228

next numbers, 191

provisional orders enquiries, 158

Purchase Acknowledgements Window, 189

purchase cost pricing, overview, 25

Purchase Enquiry Menu, 138

Purchase Enquiry Selection Menu, 158

Purchase Invoice Entry Window, 109

purchase invoice number generation, system parameter, 200

purchase order. See order

Purchase Order Acknowledgement Window, 91

Purchase Order Approval Menu, 88

purchase order location input, system parameter, 60, 197

purchase order multiple, 78, 206

Purchase Order Price Variance Handling Window, 202

purchase order print, 169–75, 221

system parameter, 201

Purchase Order Print Menu, 170

Purchase Order Printing Window, 201

Purchase Order Proof List Numbers Window, 191

Purchase Order Quantity Variance Handling Window, 203

Purchase Order Receipts by Product Report Window, 180

purchase ordered stock, 27

Purchase Orders by Product Report Window, 179

purchases invoiced account, 39

purge

purchase orders & invoices, 213–14

stock usage, 217–18

supplier statistics, 215–16, 229

system parameter, 196, 213

Purge Control Window, 196

Q
quantity

economic order, 79, 206

invoiced, 120, 140

order line, 73

phased delivery, 82

received, 96, 99, 140

unit, 78, 206

variance, 140

variance system parameters, 203

quarantined stock, 102

Queue Details Menu, 156

queue entries, 33

queued stock handling, 27, 30. See also stock queue manager

quoted cost price, 25, 79, 206

R
readers' comments, 243

reason for cancellation, 65

reasons for variance, 210

Reasons For Variance Window, 210

receipt analysis of invoice, review, 113

receipt of goods. See goods receipt

Receipt Options Menu, 142

receipts by product report, 180, 226

Receipts for Order Line Window, 141

Receipts for Order Window, 149

received (delivered)

enquiries, 141, 142, 149

item line status, 74

proof list, 181, 227

quantity, 96, 99

quantity & value, 140

quantity & value for item line, 74

report, 180, 226

value of order, 67

receiving requested & reserved stock, 35

re-exporting purchase orders, 170

reordering, 26

repeat order, 62, 68

Repeat Order Window, 68

Report Sequence Menu, 177

reporting, 167–84. See also print

overview, 38

reprint

proof lists, 181

purchase orders, 170

Reprint Range of Orders window, 171

Request Available from Current Supplier Window, 75

Request Browse Window, 69

requested, 33

stock, ordering, 35

stock, receiving, 35

requests, 33

browse & action, 59, 69, 75, 81

required dates, 28

requires inspection batch status, 102

Rerun Proof List window, 182

rescind cancel, 97

reserve by date, 31

reserve order, 62

reserved, 33

stock, receiving, 35

reserving expected stock, 35

Restrict to Location Window, 64

review invoice details, 113

Review Receipt Analysis Options Menu, 130

rounding in currency conversions, 15

S
sales costs, 211

sales order enquiries, 38, 133, 138

Sales Order Processing, 13, 27. See also SOP Manual

interaction with POP, 31

sample reports, 219–29

schedule for delivery, 82

Schedule Options Menu, 82

scheduled, 34

schedules, 34

search button, 48

Select Menu, 137

Select Option Menu, 181

Select Product for Enquiry Window, 134

Select Purchase Requests Window, 81

select whole document for invoicing, 118

selecting an entry from a list, 49

Selection Criteria Window, 176

serial numbers

amend, 100

enquiries, 146

enter individually, 105

enter range of consecutive, 103

purge, 217

Serial Numbers Creation Window, 103

Serial Numbers for Product Window, 146

Serial Numbers Menu, 106

serialised. See serial numbers

Service Item Lines Window, 128

services, 23

invoice, 22, 113, 128, 129

restrict report to, 176

session total, 109

session, end, 110

setting up POP for first time. See Installation & Set-up Manual

Settlement Details Window, 115

settlement terms, 66

invoice, 115

overview, 26

shelf life, 101

shipment enquiries, 144, 151, 161

shipment lines enquiries, 139, 155

Shipment Lines for Product Window, 139

Shipment Lines Window, 155

shipment receipt. See Landed Costs Manual. See Landed Costs Manual

Shipments Assigned to this Purchase Order Line Window, 151

Shipments Assigned to this Purchase Order Receipt Window, 144

Shipments Assigned to this Purchase Order Window, 161

Shipping Details Window, 79, 208

shipping unit, 80, 208

source of supply, 31

Speedbase Presentation Manager. See Speedbase Presentation Manager Manual

spooler, 52

spot rates, 15

stationery, 52

statistics for supplier, 154

purge, 229

status

approved, 88

batch, 102

held (invoice), 111

held (stock queue entry), 92

item line, 74

order, 61, 93

stock queue entries, 33–35

stock balances, 27

Stock Control, 13, 27. See also Stock Control Manual

stock enquiries, 137, 140

stock handling method, 27

stock location, 74

Stock Location Window, 86

stock management, overview, 27

stock pool manager. See also pooled stock handling

overview, 32

stock quantity, 96, 99

stock queue

& goods receipts, 92

enquiries, 143, 156, 157

Stock Queue Entries for Product Window, 157

Stock Queue Entries Window, 143

stock queue manager. See also queued stock handling

overview, 32

stock usage purge, 217–18

Stock Usage Purge Selection Criteria Window, 217

stock value, 107

account, 39

adjustment, 107

system parameter, 202

stocked products, 23

enquiries, 134

sub-currencies, 16

Supplier Accounts Window, 164

Supplier Notepad Window, 200

Supplier Select Menu, 164

Supplier Statistics Window, 154

supplier/product details, 205–9

create in order entry, 78, 192

enquiries, 152, 154, 165

overview, 24

packing details, 209

shipping details, 79, 208

system parameter, 192

Supplier/Product Details Window, 165

supplier/product maintenance, 205–9

Supplier/Product Options Menu, 80, 207

Supplier/Product Packing Details, 209

Supplier/Product Records Window, 205

Supplier/Product Select Menu, 154

suppliers, 61, 65. See also Creditors Ledger Manual

acknowledgement reference, 91

advice reference, 93, 112, 119, 177

enquiries, 37, 133, 164

invoice reference, 111

lead times, 29, 30, 78, 206

list valid products for, 77

multiple, of a product, 24

product code/description, 172, 173, 178

product-specific details, 78, 205–9

statistics, 154, 215, 229

Suppliers Selection Menu, 215

supply chain management, 30. See also just in time (JIT)

supply lead time, 28, 29

system maintenance, 185–218

system parameters, 187–204. See also Installation & Set-up Manual

acknowledgements used, 91, 189

allow part invoicing of receipts, 120, 203

amend price at receipt, 95, 98, 194

copy long description to order, 201

create a new batch per receipt of stock, 193

create supplier/product combination, 78, 192

discard variance percentage, 96, 99, 203

introduction, 187

invoice approval, 111, 190

invoice variance percentage, 95, 99, 120

next PO number, 199

next proof list numbers, 191

oncost handling, 195

order approval, 88, 170, 190

percentage over delivery, 96, 99, 203

PO number generation, 198

PO prefix, 199

post variance to stock value, 107, 202

print purchase orders, 169, 201

purchase invoice number generation, 200

purchase order location input, 60, 197

purchase orders by location, 197

purge lapse days, 196, 213

supplier notepad, 200

variance handling, 202

T
tax

exchange rate table, 15. See also Installation & Set-up Manual

tax analysis for invoice, 116

enquiries, 146

Tax Analysis Menu, 117

Tax Analysis Window, 146

tax codes, 116

Tax Details Window, 116

telephone number, 60

template, create new order from, 62, 68

terms codes, 66

invoice, 115

overview, 26

trading terms, 66

invoice, 115

overview, 26

Trailer Comments Window, 67, 148

transaction analysis, 87

translation tables, 172

Tutorial. See Installation & Set-up Manual

U
un-cancel, 65, 97

Unconfirmed Receipts Window, 98

under-delivery, 96

system parameter, 203

uninvoiced receipts

enquiries, 158, 163

report, 176

Uninvoiced Receipts Window, 163

units, 24. See also Installation & Set-up Manual

goods line entry, 80, 208

item line, 73

pricing, 95, 120

shipping, 80, 208

supplier's pricing & quantity, 78, 206

unnumbered stock, 104, 106

usage purge, 217–18

V
value

extra on invoice, 124

gross of invoice, 111

invoiced, 120

item line, 73

order, 61, 67

receipt, 99

service on invoice, 128

variance, 22, 95, 107, 120, 202

variance handling system parameters, 202

variance in value, 95, 107, 120

enquiries, 140

overview, 22

system parameter, 202

variance override password, 95, 99, 120, 202

variance reason codes, 64, 97

define, 210

volume of shipping unit, 80, 208

volume-weight calculations, 80

W
warning messages, 51

weight of shipping unit, 80, 208

What does the Date Represent Menu, 216

whole order receipt, 94

withdrawal of sub-currency, 15




Readers’ Comments XE "readers' comments" 
Please use this form to note any errors or omissions you find in this manual. Attach it to a standard fax form and fax it to the Global Hotline on 0171-404 2378.

Manual: Global 3000 Purchase Order Processing Manual Version 4.5

Your name:

Job Title:

Company:

Address:



Please describe the problem:
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3000 Purchase Order Processing                                                                Date 26 Mar 1993      Time  10.46.50


                                                     NEW ITEMS REPORT                         Operator    AMF       Page         1


                                                                               All new order lines are marked with an asterisk (*)


Location STH   South of England





   Supplier  AVPG005     AVP Victor Optik Gmbh





   Order  POS00050            Date 18 Mar 1993          Approved by  AMF               Last Delivery  26 Mar 1993    Currency  STR





   Product             Description                           Order qty            Cost     Per            Value      Date due


   -------             ------------                          ---------            ----     ---            -----      -------- 


 * AVPP300             Victor 300 Overhead projector            15.000          127.00    ITEM          1809.75   26 Mar 1993


 * AVPP152             Projection Screen 60" x 60"              10.000           45.50    ITEM           432.25   26 Mar 1993


                                                                                                  �������������


                                                                       Order Total                      2242.00








   Order  POS00052            Date 26 Mar 1993          Approved by  AMF               Last Delivery  26 Mar 1993    Currency  STR





   Product             Description                           Order qty            Cost     Per            Value      Date due


   -------             ------------                          ---------            ----     ---            -----      -------- 


 * AVPP2               Victor Design 2 Portable OHP              2.000          250.00    ITEM           475.00    4 Apr 1993


 * AVPP300             Victor 300 Overhead projector             1.000          127.00    ITEM           120.65    4 Apr 1993


 * AVPP200             Victor 200 OHP Trolley                    1.000           85.00    ITEM            80.75    4 Apr 1993


 * AVPP152             Projection Screen 60" x 60"               1.000           45.50    ITEM            43.23    4 Apr 1993


                                                                                                  �������������


                                                                       Order Total                       719.63








                                                                                                  �������������


                                                                    Supplier Total                      2961.63   STR


                                                                                                  =============








   Supplier  BANT015     Banner Ltd





   Order  POS00048            Date 15 Mar 1993          Approved by  AMF               Last Delivery                 Currency  STR





   Product             Description                           Order qty            Cost     Per            Value      Date due


   -------             ------------                          ---------            ----     ---            -----      -------- 


 * BAN2850             Banner Lev.Arch File A4 � Grn          1000.000          200.00    BOX           2000.00   12 Apr 1993


                                                                                                  �������������


                                                                       Order Total                      2000.00








                                                                                                  �������������


                                                                    Supplier Total                      2000.00   STR


                                                                                                  =============

















 3000 Purchase Order Processing                                                                      Operator AMF      Page    1


                                       GOODS RECEIVED NOT INVOICED (BY DELIVERY NOTE)                Date 26 Mar 1993  Time 11.21.10





Delivery Note ref.  AVPG005





 Order  POM00051    Date  18/03/93    Authorised by  AMF     Last Delivery  26/03/93    Supplier  AVPG005








 Product          Description                       Date         Qty Rcvd  Unit     Supplier Value      Base Value


 -------          ------------                      ----         --------  ----     --------------      ---------- 





 AVPP200          Victor 200 OHP Trolley          26/03/93          5.000  ITEM         403.75 STR          403.75


 AVPP300          Victor 300 Overhead projector   26/03/93          5.000  ITEM         603.25 STR          603.25





                                                                                                  ����������������


                                                                            Order Total                    1007.00





 Order  POS00050    Date  18/03/93    Authorised by  AMF     Last Delivery  26/03/93    Supplier  AVPG005








 Product          Description                       Date         Qty Rcvd  Unit     Supplier Value      Base Value


 -------          ------------                      ----         --------  ----     --------------      ---------- 





 AVPP300          Victor 300 Overhead projector   26/03/93         15.000  ITEM        1809.75 STR         1809.75


 AVPP152          Projection Screen 60" x 60"     26/03/93         10.000  ITEM         432.25 STR          432.25





                                                                                                  ����������������


                                                                            Order Total                    2242.00





                                                                                                  ================


                                                                    Delivery Note Total                    3249.00











                                                       *** End of Report ***




















Global 3000 Purchase Order Processing                                                                    Operator  PWN    Page     1


                                                   ORDERS BY SUPPLIER REPORT                             Date   6 Nov 1998  09.10.03


                                                  (INCLUDING COMPLETED ORDERS)





Supplier       SHIPMAN      Shipman Freight Ltd



Details From   BANTAK       Bantak Suppliers of Singapore






Order  POM00055          Date   1 Feb 1998           Approved by  AMF           Last Delivery                      Currency  $HK





Product            Description                         Order qty   Delivered qty            Cost   Per           Value     Date due



-------            -----------                         ---------   -------------            ----   ---           -----     --------


AVPP123            Overhead Projector Rep Bulbs        62500.000                            0.30  PKT          9375.00  31 Mar 1998


AVPP2              Victor Design 2 Portable OHP           25.000                         4800.00  ITEM       114000.00  31 Mar 1998


                                                                                                         -------------


                                                                    Order Total                              123375.00





Details From   BANTAK       Bantak Suppliers of Singapore






Order  POM00056          Date  31 Jan 1998           Approved by  AMF           Last Delivery                      Currency  $HK





Product            Description                         Order qty   Delivered qty            Cost   Per           Value     Date due



-------            -----------                         ---------   -------------            ----   ---           -----     --------


AVPP123            Overhead Projector Rep Bulbs        25000.000                            0.30  PKT          3750.00  31 Mar 1998


                                                                                                         -------------


                                                                    Order Total                                3750.00





                                                                                                         -------------



                                                                 Supplier Total                              127125.00   $HK


                                                                                                         =============














Supplier       STAF025      Status (UK) Ltd





Order  PON00011          Date   7 Jan 1998           Approved by  MH            Last Delivery  13 Jan 1998         Currency  STR






Product            Description                         Order qty   Delivered qty            Cost   Per           Value     Date due


-------            -----------                         ---------   -------------            ----   ---           -----     --------


GAL01              Galaxy Highlighter - Yellow         10000.000       10000.000           62.25  BOX          6225.00  16 Jan 1998


GAL02              Galaxy Highlighter - Blue            5000.000        5000.000           62.25  BOX          3112.50  16 Jan 1998


GAL03              Galaxy Highlighter - Green          10000.000       10000.000           62.25  BOX          6225.00  16 Jan 1998


GAL04              Galaxy Highlighter - Black          10000.000       10000.000           62.25  BOX          6225.00  16 Jan 1998


STA01              Status Highlighter - Yellow         10000.000       10000.000           59.99  BOX          5999.00  16 Jan 1998


STA02              Status Highlighter - Blue           10000.000       10000.000           59.99  BOX          5999.00  16 Jan 1998


STA03              Status Highlighter - Green          10000.000       10000.000           59.99  BOX          5999.00  16 Jan 1998


STA04              Status Highlighter - Black          20000.000       20000.000           59.99  BOX         11998.00  16 Jan 1998


                                                                                                         -------------


                                                                    Order Total                               51782.50























3000 Purchase Order Processing                                                                    Date  26 Mar 1993    Time 13.48.40


                                            PURCHASE ORDER BY PRODUCT REPORT                      Operator     AMF     Page        1





                                                                                                     All values are in base currency





Location  STH     South of England





Product   ANTCT100                 Antec Typecart 100





Supplier                Name               Order no.        Ordered      Delivered       Invoiced          Value  Unit     Date due


--------                ----               ---------        -------      ---------       --------          -----  ----     --------


ANT015     Antec (UK) Ltd                   POS00032        400.000        400.000        400.000        1337.60  ITEM   27 Feb 1993


ANT015     Antec (UK) Ltd                   POS00034        300.000        300.000        300.000        1003.20  ITEM   11 Mar 1993


                                                      �������������  �������������  �������������  �������������


                           Product Total                    700.000        700.000        700.000        2340.80








Product   ANTLBP8                  Antec Toner Cartridge SX S11





Supplier                Name               Order no.        Ordered      Delivered       Invoiced          Value  Unit     Date due


--------                ----               ---------        -------      ---------       --------          -----  ----     --------


ANT015     Antec (UK) Ltd                   POS00032         80.000         80.000         80.000        4822.43  ITEM   27 Feb 1993


                                                      �������������  �������������  �������������  �������������


                           Product Total                     80.000         80.000         80.000        4822.43








Product   AVPP1                    Victor Design 1 Portable OHP





Supplier                Name               Order no.        Ordered      Delivered       Invoiced          Value  Unit     Date due


--------                ----               ---------        -------      ---------       --------          -----  ----     --------


AVPG005    AVP Victor Optik Gmbh            POS00027          5.000          5.000          5.000        1258.75  ITEM   21 Feb 1993


AVPG005    AVP Victor Optik Gmbh            POS00035          8.000          8.000          8.000        2014.00  ITEM   12 Mar 1993


                                                      �������������  �������������  �������������  �������������


                           Product Total                     13.000         13.000         13.000        3272.75








Product   AVPP123                  Overhead Projector Rep Bulbs





Supplier                Name               Order no.        Ordered      Delivered       Invoiced          Value  Unit     Date due


--------                ----               ---------        -------      ---------       --------          -----  ----     --------


AVPG005    AVP Victor Optik Gmbh            POS00027        250.000        250.000        250.000         989.58  ITEM   21 Feb 1993


                                                      �������������  �������������  �������������  �������������


                           Product Total                    250.000        250.000        250.000         989.58

















3000 Purchase Order Processing                                                                    Date  26 Mar 1993    Time 13.59.18


                                            RECEIPTS BY PRODUCT REPORT                            Operator     AMF     Page        1





                                                                                                     All values are in base currency





Location  STH     South of England





Product   ANTCT100                 Antec Typecart 100





Supplier                     Name      Delivery ref.     Delivered           Value    Invoice ref.    Invoiced      Value  Priced as


--------                     ----      -------------     ---------           -----    ------------    --------      -----  ---------


ANT015    Antec (UK) Ltd                    ANT928          400.000         1337.60    PI000051        400.000        1337.60   BOX


ANT015    Antec (UK) Ltd                    ANT838          300.000         1003.20    PI000058        300.000        1003.20   BOX





                                                      �������������   �������������              �������������  �������������


                          Product Totals                    700.000         2340.80                    700.000        2340.80








Product   ANTLBP8                  Antec Toner Cartridge SX S11





Supplier                     Name      Delivery ref.     Delivered           Value    Invoice ref.    Invoiced      Value  Priced as


--------                     ----      -------------     ---------           -----    ------------    --------      -----  ---------


ANT015    Antec (UK) Ltd                    ANT928           80.000         4822.43    PI000051         80.000        4822.43   BOX





                                                      �������������   �������������              �������������  �������������


                          Product Totals                     80.000         4822.43                     80.000        4822.43








Product   AVPP1                    Victor Design 1 Portable OHP





Supplier                     Name      Delivery ref.     Delivered           Value    Invoice ref.    Invoiced      Value  Priced as


--------                     ----      -------------     ---------           -----    ------------    --------      -----  ---------AVPG005   AVP Victor Optik Gmbh             AVPG152           5.000         1258.75    PI000046          5.000        1258.75   ITEM


AVPG005   AVP Victor Optik Gmbh             AVPG923           8.000         2014.00    PI000053          8.000        2014.00   ITEM





                                                      �������������   �������������              �������������  �������������


                          Product Totals                     13.000         3272.75                     13.000        3272.75








Product   AVPP123                  Overhead Projector Rep Bulbs





Supplier                     Name      Delivery ref.     Delivered           Value    Invoice ref.    Invoiced      Value  Priced as


--------                     ----      -------------     ---------           -----    ------------    --------      -----  ---------AVPG005   AVP Victor Optik Gmbh             AVPG152         250.000          989.58    PI000046        250.000         989.58   BOX





                                                      �������������   �������������              �������������  �������������


                          Product Totals                    250.000          989.58                    250.000         989.58

















Global 3000 Purchase Order Processing                                                              Operator AMF      Page    1


                                                   GOODS RECEIVED PROOF LIST                       Date 26 Mar 1993  Time 11.37.43





                                                    Proof List Number      2





Product ANTCT100         Antec Typecart 100





                                            Batch   Supplier   Order No.    Receipt      Received         Qty Rcvd    Received By


                                            -----   --------   ---------    -------      --------         --------    -----------


Location MID   Midlands and Wales





                                                 7  ANT015     POM00033     ANT874        7 Mar 1993       1000.000      MH


Location STH   South of England





                                                 6  ANT015     POS00032     ANT928       27 Feb 1993        400.000      MH


                                                 8  ANT015     POS00034     ANT838       12 Mar 1993        300.000      MH


Total for Product ANTCT100                                                                            �������������


                                                                                                           1700.000








Product ANTLBP8          Antec Toner Cartridge SX S11





                                            Batch   Supplier   Order No.    Receipt      Received         Qty Rcvd    Received By


                                            -----   --------   ---------    -------      --------         --------    -----------


Location MID   Midlands and Wales





                                                 7  ANT015     POM00033     ANT874        7 Mar 1993        100.000      MH


Location STH   South of England





                                                 6  ANT015     POS00032     ANT928       27 Feb 1993         80.000      MH


Total for Product ANTLBP8                                                                             �������������


                                                                                                            180.000








Product AVPP1            Victor Design 1 Portable OHP





                                            Batch   Supplier   Order No.    Receipt      Received         Qty Rcvd    Received By


                                            -----   --------   ---------    -------      --------         --------    -----------


Location MID   Midlands and Wales





                                                 4  AVPG005    POM00003     AVPG005      18 Jan 1993          4.000      MH


Location NTH   North of England





                                                 5  AVPG005    PON00007     AVPG005      20 Jan 1993          7.000      MH


Location STH   South of England





                                                 6  AVPG005    POS00027     AVPG152      15 Feb 1993          5.000      MH


                                                 7  AVPG005    POS00035     AVPG923      12 Mar 1993          8.000      MH


Total for Product AVPP1                                                                               �������������


                                                                                                             24.000
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                                                  GOODS INVOICED PROOF LIST                         Date 26 Mar 1993  Time 11.43.27





                                                   Proof List Number      1





Audit    Supplier  Invoiced  Year   Period             Net            Tax          Gross  Supplier                Entered  Approved


 Ref.    --------  --------  ----   ------             ---            ---          -----  Reference               -------  --------


-----                                                                                     ---------





PI000022   ANT015   13/01/93  1993      1           8166.43        1429.12        9595.55  ant092                     MH       MH


PI000023   IXLG001  13/01/93  1993      1           1887.93         330.38        2218.31  IX172                      MH       MH


PI000024   OLIV005  13/01/93  1993      1           6307.01           0.00    14821480.00  OL4384                     MH       MH


PI000025   OLIV005  13/01/93  1993      1          28317.57           0.00    66673200.00  OLI3984                    MH       MH


PI000026   STAF025  13/01/93  1993      1          77646.00       13588.05       91234.05  STA1897                    MH       MH


PI000027   STAF025  14/01/93  1993      1          51782.50        9061.94       60844.44  STA390                     MH       MH


PI000028   STAF025  16/01/93  1993      1          47992.00        8398.60       56390.60  STA857                     MH       MH


PI000029   AVPG005  18/01/93  1993      1           3499.15         612.35        4111.50  AVP98546                   MH       MH


PI000030   MYER010  18/01/93  1993      1          12871.18        2252.45       15123.63  MY03495                    MH       MH


PI000031   REXE005  18/01/93  1993      1          20182.50        3531.94       23714.44  RX54698                    MH       MH


PI000032   UNIT050  18/01/93  1993      1          24900.00        4357.50       29257.50  UN968                      MH       MH


PI000033   BANT015  21/01/93  1993      1           4000.00         700.00        4700.00  BA095                      MH       MH


PI000034   AVPG005  21/01/93  1993      1           3405.91         596.03        4001.94  AV859                      MH       MH


PI000035   MYER010  21/01/93  1993      1          28960.13        5068.02       34028.15  MY857                      MH       MH


PI000036   MYER010  09/02/93  1993      2          25742.34        4504.90       30247.24  myinv828                   MH       MH


PI000037   OLIV005  09/02/93  1993      2          18797.83           0.00    44174900.00  olinv938                   MH       MH


PI000038   REXE005  09/02/93  1993      2          26910.00        4709.25       31619.25  rexinv948                  MH       MH


PI000039   STAF025  09/02/93  1993      2          66893.00       11706.28       78599.28  stainv843                  MH       MH


PI000040   WINS015  09/02/93  1993      2           2151.40         376.50        2527.90  winsinv8498                MH       MH


PI000041   AVPG005  15/02/93  1993      2            561.45          98.25         659.70  AVINV15/2/93               MH       MH


PI000042   MYER010  15/02/93  1993      2          22524.54        3941.79       26466.33  MYINC15/2/93               MH       MH


PI000043   REXE005  15/02/93  1993      2          17940.00        3139.50       21079.50  REXIN15/2/93               MH       MH


PI000044   STAF025  15/02/93  1993      2          48896.00        8556.80       57452.80  STAINV15/2/93              MH       MH


PI000045   OLIV005  15/02/93  1993      2           9254.05           0.00    21747040.00  OLINV15/2/93               MH       MH


PI000046   AVPG005  22/02/93  1993      2           3868.09         676.91        4545.00  avgpinv22/2/93             MH       MH


PI000047   MYER010  22/02/93  1993      2          19306.76        3378.68       22685.44  myinv22/2                  MH       MH


PI000048   REXE005  22/02/93  1993      2          13455.00        2354.62       15809.62  rexinv22/2                 MH       MH


PI000049   STAF025  22/02/93  1993      2          24900.00        4357.50       29257.50  stainv22/2                 MH       MH


PI000050   WINS015  22/02/93  1993      2           3227.10         564.74        3791.84  wininv22/2                 MH       MH


PI000051   ANT015   27/02/93  1993      2           6160.03        1078.00        7238.03  antinv2/93                 MH       MH


PI000052   ANT015   07/03/93  1993      3           9372.04        1640.10       11012.14  antinv7/3                  MH       MH


PI000053   AVPG005  12/03/93  1993      3           3399.10         594.84        3993.94  avpinv234                  MH       MH


PI000054   MYER010  12/03/93  1993      3          32177.92        5631.14       37809.06  myinv938                   MH       MH


PI000055   OLIV005  12/03/93  1993      3          16250.38           0.00    38188400.00  olinv828                   MH       MH


PI000056   STAF025  12/03/93  1993      3           5999.00        1049.82        7048.82  stainv948                  MH       MH


PI000057   GREY010  12/03/93  1993      3            195.00           0.00        2957.57  grein837                   MH       MH


PI000058   ANT015   12/03/93  1993      3           1003.20         175.56        1178.76  antinv938                  MH       MH


PI000059   IXLG001  12/03/93  1993      3           1258.62         220.25        1478.87  ixl92                      MH       MH


PI000060   UNIT050  12/03/93  1993      3          24900.00        4357.50       29257.50  uniinv938                  MH       MH





                                              �������������  �������������  �������������


 Report Totals                                    725061.16      113039.31   186366956.20


 �������������                                =============  =============  =============
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                                     THIS REPORT SHOWS THOSE RECORDS THAT HAVE BEEN DELETED         Date 26 Mar 1993   Time 15.36.53





                                       Number of records deleted     5








         Product        Supplier        Last Purchase       Last Quoted Cost     Quote Expires


         -------        --------        -------------       ----------------     -------------





    DEL                 OLIV005           0 *** 1900                   20.00      31 Dec 1994


    PHI007              PHIL001           0 *** 1900                  400.65      31 Dec 1994


    PHI109              PHIL001           0 *** 1900                  150.00      31 Dec 1994


    WIN327              WINS015           0 *** 1900                   98.32      31 Dec 1994


    WIN328              WINS015           0 *** 1900                   98.32      31 Dec 1994








                                                       *** End of Report ***
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