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 COSENTINO  Mnu: 39        ARC/400 Purchasing Menu         4/21/02 13:24:42  CAC

    Purchasing Functions                    Purchasing Reports                  

 02 Vendor Information Maintenance       60 PO Receipts by Date Range           

 05 Purchase Order Search                63 Projected Purchasing Requirements   

 09 Product 12-Month Usage Summary       64 Items On Order By Product           

 10 Product Search and Maintenance       65 Items On Order By Vendor            

 14 Inventory Transaction Search         66 Open PO Edit Report                 

 30 Purchase Order Entry                 67 Overdue Items Exception Report      

 31 Purchase Order Display               68 Pending Receipt PO Valuation        

 32 Purchase Order Maintenance           69 Backordered Items Shortage Report   

 40 Product on Purchase Order            70 Purchasing Requirements by Vendor   

 41 Miscellaneous Receiving                                                     

 42 Print Today's Purchase Orders           iSeries Functions                    

 43 Purchasing Requirements PO Build     81 iSeries Query                        

 44 AP Voucher Processing                82 Work with Printed Output            

 45 Inv Receipts Not Posted to AP        88 Change Your Password                

 46 Mark AP Vouchers for Download        90 Signoff                             

 47 Mark AP Vouchers as Complete         95 Send a Message                      

 48 Vendor Price Agreements              96 Receive Your Messages               

 49 Producer Price Agreements                                                   

   Select Option: __     CodeTables                                My Main Menu                    

Purchase Order Concepts

Typically the requisition decision is controlled using an internal purchasing procedure for identification and approval.  Once the requisition is created, it goes to a buyer who accumulates various requisitions into purchase orders for appropriate vendors.  Each PO is entered.  Once the PO is completely entered and the buyer is satisfied, it is approved using a function key in the PO Entry or Maintenance screens.

Approved POs will be printed automatically every night, or immediately using the Print Today's POs function.  Once printed, the buyer must communicate the PO to the vendor by mailing or faxing the PO.  Upon receipt of goods, the Warehouse Receiving or Miscellaneous Receiving process is used.  Receiving reports are available. 

The vendor will send the invoice to the company.  The invoice is entered into the Voucher system including the invoice number, grand totals, and purchase order number (if any).  Line items are not entered.  Using ARC/400, the user will match the invoice to receiving lines in order to authorize payment of the invoice.  Once matched to receipts, the voucher is posted and the voucher can be sent to the AP system for payment.

The general concept is often changed to meet various company requirements and procedures.  One common example is the Automatic PO Build process.  Using this, one or more POs are created (in an open and not-approved status) based upon the inventory levels and the purchasing parameters set for inventoried product.  These POs can be reviewed, changed, canceled, and approved.  

  Purchasing Buyer

Every purchase order will reference a buyer.  The buyer must be a valid ARC/400 system user defined in the user file.  The name of the buyer is printed on purchase orders and is the primary contact for the vendor when calling or asking questions.  Any valid system user may be a buyer.

  Purchasing Vendors

The vendor is the location where the purchase order is sent.  All vendors must be added to the customer location file like any other address in the ARC/400 system.  The organization type could be set to “VEND” so that vendors are easier to find in a search and so that vendors do not display for customer location searches by marketing and other personnel.

Before a vendor can be used for a purchase order, a purchasing vendor information record must be created using the Vendor Information screen.  This screen contains information specific to purchasing and will be the repository of ARC/400 generated information and statistics.

One purchase order will refer to one purchasing vendor.

  Ship to Location or Warehouse

Each purchase order will specify one “ship to” which can be either any location on the data base or any defined warehouse.  

A ship-to location number is any customer location number which may be a sales location or any other location.  These are non-inventoried locations so such purchases will not affect any product quantities on the ARC/400 system.  This feature is especially useful for sundry products (such as office equipment) and sales locations (such as a convention center, a sales persons home address, etc.).

A ship-to warehouse is an inventoried location that normally accepts product deliveries for subsequent shipping to customers.  Inventoried products must be shipped to a warehouse location rather than a customer location number in order for the system to track the goods.

  Bill-To Location

Every purchase order reflects a bill-to location which is where the vendor ought to send the invoice.  This is usually your accounting accounts payable department.  

The company control file provides a default for the bill-to especially if this never changes which is often the case.  The bill-to location is a location on the ARC/400 data base which should have an organization type of “EMPL” or similar so the location is not confused with customers for marketing purposes.  The flexibility is that each PO can modify this as the buyer sees fit.

  Inventoried and Sundry Items

An inventoried item is any item defined on the ARC/400 system data base.  Such products can be found using Product Search.  A sundry item is any item not located on the data base.  

Inventoried items are usually items which are sold and shipped to customers.  Sundry items are miscellaneous purchases such as office equipment.  Although office equipment and similar items can be maintained on the ARC/400 data base, the basic distinction between inventoried and sundry is whether it is used internally or for customer sales.

Any inventoried item and sundry item may be requested for shipping from the vendor to either a location or to a warehouse.  

  Approving Purchase Orders

Purchase orders are entered but do not become effective immediately.  The purchase order entry and maintenance screens have a function key for the approval of a purchase order.  The approval process will automatically set the purchase order date, update various vendor statistics and will schedule the PO for printing.  

The approval process will allow for proposed purchases to be added to the ARC/400 system without actually having completed your process of entering and approving the PO.  Once approved, the name and date of the approving person is recorded.

  Automatic PO Build

Inventoried product on the ARC/400 data base can be scheduled for purchasing automatically.  By using the PO Build, a purchase order will be created by ARC/400 for each vendor (defined by product in the product extension screen, part 2) where ARC/400 determines that the product needs to be ordered.  The resultant PO is in a not yet approved status so no inventory processing can occur yet.  One should review each PO for correctness, make any changes and either approve or cancel the PO.

There are a variety of fields on the product warehouse balance screen which controls purchasing.  This information is used along with actual inventory counts to suggest a PO for your consideration.  The quantity suggested for ordering is determined using the Purchasing Requirements Report which can be independently printed for your review.  The quantity suggested for ordering is the Immediate Requirement from this report plus the Economic Order Quantity from the warehouse balance screen.  Then, the minimum and the maximum order quantities are considered for a final suggested order quantity.

A PO Build screen allows the user to request the building of these system generated PO’s.  One PO will be created per vendor if any purchasing is recommended.  The Open PO Edit report is useful in identifying these system-created purchase orders.  You review the PO, change it as appropriate and approve it.  

This procedure reduces the user entry requirement significantly and makes the process of ordering product easy and fast.

  PO Forms

Purchase orders are printed using either an electronic or a paper form.  The electronic form (called an overlay) will merge with the PO text to create a nice looking Purchase Order.  Also, the PO can then be printed on plain paper without the need to change paper forms on the printer.

Note:  all faxing and e-mailing of POs require an electronic form.

Changes to the format of the PO will require changes to the invoice print programs.  This may or may not require changes to the invoice form.  Any program change requests should be made directly to Computer Analytics Consulting Group, Inc.

A sample PO form is supplied upon request by Computer Analytics Consulting Group, Inc. on a diskette in Microsoft Word format.  Our supplied electronic forms are created using Microsoft Word, although other print layout software can also be used for creating electronic or paper forms.

[image: image1.png]Purchase Order

0xaex §: 000144
20 Dace: ox/21/02

Conpuves snalyeic

0700 . igrin xua 50

Topicit ‘ T TTe—— ‘ ) i

T | Former s [ Tomnin | Gomene

T | | e 7 Vet b 7 mem v | ot | oo | e

e on D Do

[ T T C T

ooz 15 | voooa cx s ovewee csmd  ens

oooa| 10| ooooss cx s ovewee| eomd  eno
orter Toval sia.s0





  Two Ways To Receive

Inventoried items shipped to a warehouse location are received by the ARC/400 system using the Warehouse Receipts from Vendor screen.  This is located on the Warehouse and Shipping menu  Complete information is found in Chapter 9  Warehouse Operations.

All sundry items and items shipped to any location other than a warehouse must use the Miscellaneous Receiving screen which is found on the Warehouse and Shipping menu and the Purchasing menu.

  Procedures

1.
All vendors must be set up into the system.  First, the vendor location and optional contacts are entered as any other location using the Customer Location screens.  From the PO Menu, use the Vendor Information screen, select Search for Vendor Search, and Add Location.  If the location will only be used as a PO vendor, then you may wish to set the "organization type" field to VEND for vendor/supplier.  This will stop this location from being used as a potential sales location for the marketing personnel.

Once the location is entered, the location must be defined as a vendor to the PO system.  This is done by using the Vendor Information screen.  There are lots of defaults which can be entered but most can be left blank if they do not apply.

2.
Ship-to warehouses and products associated with the warehouses should already be set up through the order processing and inventory control systems.  If not, these are set up using Warehouse Records Entry on the File Maintenance Menu.

3.
Miscellaneous ship-to locations can optionally be set up if you plan to ship items to a non-inventoried location.  Be careful if this is done.  Although any item can be designated to be shipped to any miscellaneous ship-to location, no inventory counts are maintained for such an item.  

4.
At least one bill-to location must be set up which would likely be your Accounts Receivable department.  

5.
Defaults for all of the above can be set up in the Company Control File so that every time you enter a PO, common values do not have to be re-entered again and again.  See the Systems Administrator Menu.

6.
You can enter a PO using the PO Entry function.  Once entered, you can use PO Inquiry, PO Maintenance and PO Search to meet your requirements.  

However, an entered PO with a status of OP for OPEN will not show up on any statistics because it is not yet approved.  Approve PO in PO Entry or PO Maintenance will approve the PO.  It also causes all statistics to be updated including the warehouse on-order counts, the vendor Open PO Balance amount, etc.

If you make a mistake, you can change the data or cancel the PO and all statistics will be adjusted correctly.

7.
Approved POs are printed every night.  If you do not want to wait, you can select the "Print Today's POs" on the Purchase Order menu.  You can also print any PO at any time using a selection option on the PO Search screen.

8.
Receiving of inventoried items shipped to a warehouse is performed using the Product Receiving From Vendor screen on the Warehouse and Shipping Menu.  Sundry items and all items shipped to a miscellaneous location are received using the Miscellaneous Receiving screen.

9.
Three different reports with PO receipts are available for AP posting to vendor invoices.  The receiving file can be used to create an automated interface with various external AP systems.

10.
Many items have not been discussed in these simple procedures and all users are encouraged to read the menus and use the screens.  Experience is the best teacher.

Vendor Information

Every PO vendor must be defined in the ARC/400 data base and be set up as a purchasing vendor.  

The vendor location is added to the data base as any customer or other location in ARC/400.  The organization type should be set to “VEND” so that the location will not be confused with a customer by sales or marketing.  See Chapter 3  Customer Service for more information about setting up a location.

A location is defined as a purchasing vendor using the vendor information screen on the purchasing menu.  Select a location:

     Vendor Information Prompt     

  Please Specify Vendor Location   

        Vendor #. . __12451        

   Search      Cancel    Accept   

If the vendor selected has already been set up as a purchasing vendor, the vendor information screen will be displayed in Change Mode.  New vendors are displayed in Entry Mode.  The set up of a new vendor is not complete until Accept is used to complete the entry.

                       Vendor Information Entry               8:30:14  10/28/03 

 Location .: Quality Media Duplication        Customer #:   12451               

 Address. .: 800 Enterprise Drive              Org. Type: VEND                  

                                             Status Code: ACTIVE                

                                             Status Date:                       

 City,St. .: Deep Space            IL         Entered by: COSENTINO  10/25/03   

 Zip Code .: 60601    -       Country: USA    Updated by: COSENTINO  10/25/03   

                       Default Contact #: ___                                   

                           or Attn Lines: ________________________________      

  Currency Symbol . .: US                 ________________________________      

  Taxes are Billed. .: Y                  Associated Whse: ___                                      

  Discount Percentage: ________           Status. . . . .: ACTIVE__             

  Discount Reason . .: ____               Last Receipt. .: ________                                      

  Payment Terms . . .: 30NT               FOB Location. .: _____________________

  Default Ship Method: ____               Open PO Balance: ___________                                      

  Performance Code. .: __________         # Printed PO s.: ______                                      

  Default Lead Days .: ____               First PO Date .: ________                                     

  AP System Vendor #.: _______________    Last PO Date. .: ________                                                                          

    Contact List    Vendor Location           Exit    Cancel    Accept         

The information available on the screen is:

	Vendor Location Information
	Address information displayed from the vendor location record.

	Default Contact
	The contact number and name.  Press Contact List to obtain a list of contacts or to add a contact.  The vendor contact is printed on PO forms.

	Attention Lines
	Two attention lines which are used in place of any contact name on PO forms.

	Currency Symbol
	The currency which is used by the vendor.  See Foreign Currency Support in ARC/400 Purchase Orders section of this manual for more information.

	Taxes are Billed
	Specify “Y” or “N” if the vendor should bill taxes.

	Discount Percentage
	Default discount percentage which will be used to calculate costs using the vendor price in the product extension record.

	Discount Reason
	Default discount reason code used in purchase order entry.

	Payment Terms
	The payment terms printed on the purchase order forms.

	Default Ship Method
	The default ship method requested printed on purchase order forms.

	Performance Code
	Performance code which you assign to the vendor.  For informational purposes.

	Default Lead Days
	The lead time if no lead time is specified in the product extension record.  The lead time is used to calculate the expected receipt date.  This is the purchase order date plus the lead days giving the receipt date.

	Last Receipt
	The last receipt date associated with this vendor.

	AP System Vendor #
	When used to interface with your external AP system, this is the vendor number that is used within your external AP system.  

	Associated Whse
	This is the warehouse code that is used by this vendor as a part of the Drop Ship feature.  With this feature, the vendor’s products are put into a drop ship warehouse; orders are placed against this warehouse; and ARC/400 creates purchase orders automatically.  It is a requirement that the warehouse code be entered here for this feature to be operative.  No two vendors can have the same warehouse code; an error will occur if a duplicate entry is attempted.

	Status
	The status of the vendor.  New purchase orders will not be accepted if the vendor is not ACTIVE.

	FOB Location
	The FOB location printed on purchase order forms.

	Open PO Balanced
	The summation of all open purchase orders for this vendor.

	# Printed POs
	The total number of printed purchase orders for this vendor.

	First PO Date
	The date of the first PO created for this vendor.

	Last PO Date
	The date of the most recent PO created for this vendor.


Use Vendor Location to modify the vendor location record such as an address change or a telephone number change.  Most other customer functions can be accessed from Vendor_Location for this vendor.

Purchase Order Entry

Purchase order screens can be accessed in entry, display and change mode.  Entry will set up a new purchase order, while change will modify the purchase order.  Display is used from screens that do not allow changes to existing purchase orders.

The screens involved in purchase order entry are:


Purchase Order Setup


Line Item Entry and Change


Line Item List


Vendor Identification


Ship-To Identification


Bill-To Identification


Header


Comments

  Purchase Order Setup

                             Purchase Order Setup         8:51:49   10/28/94    

  PO Type: RG    Buyer: COSENTINO_ Jay Cosentino           Date: ________       

 Vendor Data:      Contact: ___ ____________________                            

               Alt. Attn Lines: ______________________________                  

                                ______________________________                  

              Location: __12451 Quality Media Duplication                       

                                800 Enterprise Drive                            

                                Deep Space           IL 60601                   

 Ship To Data:  Whse: 001  or  Location: _______  Contact: ___                  

                       Contact: ____________________                            

               Alt. Attn Lines: ______________________________                  

                                ______________________________                  

                      Location: RESOURCE MANAGEMENT SYSTEMS                     

                                8614 W. CATALPA AVENUE                          

                                CHICAGO              IL 60656                   

  Header    Line Entry    Vendor Search    Ship-To Whse Search               

 Ship-To Location Search                     Exit    Cancel    Accept         

Every new purchase order will start by displaying the purchase order setup screen.  It requires that a buyer, a vendor, and a ship-to be identified.  These are often defaulted from the company control file, but can be changed here.  All of these can be changed later as well.

	PO Type
	The purchase order type.  Currently, the only type of purchase order supported is RG for regular.  Use ? for a list.

	Buyer
	The buyer.  The current user is entered into this field by ARC/400 but this can be changed to any system user.  Use ? for a list.

	PO Date
	The PO date on the purchase order form.  This date may be left blank for now and will be filled in automatically with the date that the PO is approved.

	Vendor 
	The vendor location and contact which will be printed on the purchase order form.  Use Vendor Search to search and find a vendor.  Contact information is optional.  If an attention line is used, these lines will be used on the purchase order form instead of a contact.

	Ship-To Location
	Specify either a ship-to warehouse or a ship-to location.  Use Ship_To_Whse Search and Ship-To Location Search to find the ship-to.  If a location number is used, a contact may also be entered.  If attention lines are used, these will be printed on the purchase order form with the warehouse address or with the location address (in place of the location contact).


Use Accept, Header or Line Entry to accept this screen and go to the next screen.  Press Exit or Cancel to cancel the purchase order.

  Line Item Entry and Change

The line item screen is different depending upon entry mode or not.  


In entry mode, the line item screen is presented in three parts.  The first part requests the line type (regular or sundry).  The second part requests the product being purchased.  The third part request all remaining information.


In display or change mode, the line item screen is displayed in full.  No changes can be made to the line type or to the product.

In line item entry mode, the first information required is the line type.  The line type is either RG for a regular inventoried item on the ARC/400 data base, or SN for a sundry item which is not defined on the ARC/400 data base.  Sundry items have no product number and you only will require the entry of a description.

                           Purchase Order Line Item           9:44:54  10/28/94 

                                  Entry Mode                                    

   PO#:       4 Tp: RG St: OP  Vendor:   12451 Quality Media Duplication        

   Line #:    3 Tp: RG St: OP                                                   

       Select Line Type, Question Line Type then Press ENTER or ACCEPT            

         Cancel Line                   End Order    Cancel    Accept      

In line item entry mode, once you specify the line type, you must specify the product.  Enter the product number or use Product Search to search and find the item.  For a sundry line type, the product number is not entered; just enter a description.

                           Purchase Order Line Item           9:50:05  10/28/94 

                                  Entry Mode                                    

   PO#:       4 Tp: RG St: OP  Vendor:   12451 Quality Media Duplication        

   Line #:    3 Tp: RG St: OP                                                   

 Item 0000402_VHS____ A PASSION FOR CUSTOMERS________________                      

                    Enter Product Number or Product Search                  

      Product Search               Cancel    End PO    Cancel    Accept    

The full line item screen is displayed in display mode, change mode, and after the product is entered in entry mode.  With the full screen displayed, the line type and the product can not be changed.

                           Purchase Order Line Item           9:56:49  10/28/94 

                                 Change Mode                                    

   PO#:       4 Tp: RG St: OP  Vendor:   12451 Quality Media Duplication        

   Line #:    3 Tp: RG St: OP                                                   

 Item 0000402 VHS____ A PASSION FOR CUSTOMERS_________________                     

 Quantities: Order: ____4   U/M: EACH____  Received: ____0   Rejected: ____0    

 Unit Amt Price: ____18.9500  Disc %: _24.20   Reason: NEGN  Total: _____75.8000  

          Need By: ________       Requisition #: ____________                   

        Expect By: 11/29/94           Requester: ______________________________ 

                                      Req. Date: ________                       

                                  Authorized By: ______________________________ 

    Vendor Part #: __________        Auth. Date: ________                       

 Vendor Lead Days: __0          Inspection Flag: N                              

 Receipt Instructions:                                                          

 ________________________________________           entered: COSENTINO  10/28/94

 ________________________________________           changed: COSENTINO  10/28/94

   Next Line    New Line             Vendor    Ship-To    Bill-To    Header   

 Product Inquiry    Stock    Usage    Vendor Info    Cancel Line    Comments  

 Availability                              End PO    Cancel    Accept    

	PO Header Information Line
	Displayed is the purchase order number, the header type, the header status and vendor.  This is information that pertains to the PO as a whole.

	PO Line Item Information Line
	Displayed is the purchase order line item number, the line type and the line status.  This is information that pertains to this line item only.

	Item
	The product number and product description.  

	Order Quantity
	The total quantity being placed on order.  If the line is closed short or with an over-receipt, this number is changed to reflect the total quantity.

	Unit of Measure
	The unit of measure which is usually EACHes.  Use a “?” for a list.

	Received Quantity
	The total quantity received and accepted into inventory.

	Rejected Quantity
	The total quantity received and not accepted for any reason.

	Price
	The unit price.  ARC/400 can establish an initial value based upon a) Vendor Price Agreements, b) Producer Price Agreements, or c) Standard Costs.  See section on Purchasing Costs.  

	Discount Percentage and Reason Code
	The discount percentage that might apply and the reason code.  Any discount entered will be based upon the standard cost in the product record.

	Total
	The total amount of the line item which is the order quantity times the unit price.

	Need By
	Specify a requested need by date.  This date is printed on the purchase order form.

	Expect By
	The expected receipt date.  If left blank, this date will be calculated by ARC/400 when the PO is approved.  The calculation will be the PO date plus the vendor lead days.

	Vendor Part Number
	The vendor part number.  The initial valued is from the product record.  This information is printed on the purchase order form.

	Vendor Lead Days
	The expected number of lead days from the purchase order date to the receipt.  This value is obtained from the product record.  If not available there, a default value is obtained from the vendor information record.

	Requisition #
	Optional.  Your requisition number.  This information is printed on the purchase order form.

	Requester
	Optional.  The person submitting the requisition.

	Request Date
	Optional.  The requisition date.

	Authorized By
	Optional.  The person authorizing the purchase.

	Authorization Date
	Optional.  The authorization date.

	Inspection Flag
	Specify “Y” or “N” depending upon whether an inspection is requested at the receiving point.  If “Y”, the receiving screen will display that an inspection was requested.  In this case, receipt instructions may also be specified.

	Receipt Instructions
	If specified, the receiving screen will display the receipt instructions when the receipt is taking place.  Any special instructions that need to be communicated to the receiving person can be entered.


  Line Item List

                        Purchase Order Processing List      10:36:58  10/28/94 

                                 Change Mode                                    

   PO#:       4 Tp: RG St: OP  Vendor:   12451 Quality Media Duplication        

                                                     Lines Total:       205.80

  1=Select  2=Comments  3=Product  4=Stock  5=Usage  6=Avail  7=Clone  9=Cancel
 S                          planned  order receipt                              

 l line Tp St product # ____receipt   qty   _qty_____price______amount___       

 _    1 RG OP 0000401 VHS  11/15/94      5      0      25.00      125.00        

        A WORLD TURNED UPSIDE DOWN                                              

 _    2 SN OP  sundry item 11/23/94      2      0       2.50        5.00        

        RED BOXES THAT WE LIKE                                                  

 _    3 RG OP 0000402 VHS  11/29/94      4      0      18.95       75.80        

        A PASSION FOR CUSTOMERS                                                 

          Vendor    Ship-To    Bill-To    Header    Line Entry    Approve PO  

 Vendor Info    Cancel Order    Comments                       End PO    
	Lines Total
	The total of all lines in the purchase order is displayed

	Line Information
	A list including each line in the purchase order is displayed.

	Selection Options
	You may select any line.  A “1” will enter the line item screen for the line selected.  Other selections provide various product or other information.


  Vendor Identification

Change the vendor identification that was originally entered on the PO setup screen.  Use Vendor Search to find a new vendor.  Once the PO is approved, the vendor may not be changed; although, the attention lines may be changed.

         Vendor Identification            

  Location: __12451   Contact: ___        

 Attn  ______________________________     

       ______________________________     

      Quality Media Duplication           

      800 Enterprise Drive                

      Deep Space           IL 60601       

  Vendor Search    Vendor Information 

             Cancel    Accept    

	Location Number
	The vendor location number.  Use Vendor Search to find a new vendor or use Vendor Information to obtain vendor purchasing information.

	Contact
	The vendor contact number.    

	Attention Lines
	Attention lines that, if specified, will be used on the purchase order form instead of a contact.

	Address
	The organization name and address of the vendor.


  Ship-To Identification

Either a Ship-To warehouse or a location may be entered.  Warehouses are the normal receiving point for all inventoried items, although inventories items may be shipped directly to any location.  

         Ship-To Identification           

 Whse: 001   Loc n: _______ Contact: ___  

 Attn  ________________________________   

       ________________________________   

      RESOURCE MANAGEMENT SYSTEMS         

      8614 W. CATALPA AVENUE              

      CHICAGO              IL 60656       

     Warehouse Search    Location Search 

                Cancel    Accept    

	Warehouse
	A warehouse code may be entered or press Warehouse Search for a list of valid warehouse codes.

	Location
	A location number may be entered or press Location Search for the location search screen.

	Contact
	If a location number is entered, the contact at that location may be specified.  Find valid contacts by pressing Location Search.

	Attention Lines
	Attention lines may be entered.  If entered, these lines will be used with the warehouse address or with the location address (and in place of the location contact).

	Address
	The address of either the warehouse or location.


  Bill-To Identification

         Bill-To Identification           

  Location: __12452   Contact: __1        

       Accounts Payable                   

 Attn  ______________________________     

       ______________________________     

      Computer Analytics Corporation      

      8614 W. Catalpa Avenue              

      Chicago              IL 60656       

Bill-To Search                      

            Cancel    Accept    

The default bill-to location is usually set up in the company control file because this often does not change.  However, the bill-to is not necessary and can be changed as necessary.  The bill-to is usually an Accounts Payable for your company where all vendor invoices should be sent.

	Location
	The location number of the required address.  Use Bill_To_Search to find the location.

	Contact
	The contact number, if specified.

	Attention Lines
	Attention lines which will replace the contact information.


  Header

                           Purchase Order Header         11:58:09   10/28/94    

   PO#: ______4 Tp: RG St: AP   Vendor: __12451 Quality Media Duplication       

                               Contact: ___                                     

  Clone From Order. . . _______           Buyer: COSENTINO_ Jay Cosentino       

  Purchase Order Date . 10/28/94      Requester: ______________________________ 

  Cancel by Date. . . . ________      Req. Date: ________                       

  Ship Not Before Date. ________  Authorized By: ______________________________ 

                                     Auth. Date: ________                       

  Approval Date . . . . 10/28/94  Requisition #: __________                     

  Taxable . . . . . . . Y          Change Order: N                              

  Payment Terms . . . . 30NT       Confirm Only: N                              

  Ship Charge Code. . . STANDARD     Confirm To: ______________________________ 

  Max Auth. Ship Amt. . _________.00                                            

  Shipping Method . . . COST       FOB Location: _____________________          

  Inspection Required . N            G/L Acct #: ____________                   

  Backorders Allowed. . Y                                                       

  Receipt Instructions:               Hold Code: ________                       

  ________________________________________            Entry: 10/28/94 COSENTINO 

  ________________________________________          Changed: 10/28/94 COSENTINO 

          Vendor    Ship-To    Bill-To    New Line    Approve PO              

 Vendor Info    Cancel PO    Comments      End PO    Cancel    Accept       

	PO Header Information Line
	Basic information about the purchase order including the PO number, the type, status and vendor.

	Clone from Order
	If the PO was cloned from another PO, the number of the cloned from order is displayed.

	Purchase Order Date
	The purchase order date which was optionally entered in the setup screen. .  This date may be left blank until the PO is approved.  When approved, the approval date will be filled in automatically.

	Cancel by Date
	Date that you request that the PO be canceled if the vendor has not yet shipped the items.  This date is printed on the purchase order form.

	Ship Not Before Date
	Date that you request that the vendor will not ship any items until after this date.  This date is printed on the purchase order form.

	Approval Date
	The date that the PO is approved.  The status is changed to AP.  Use Approve PO to approve a PO.

	Taxable
	Specify “Y” or “N” depending upon whether the vendor should change sales tax on the vendor invoice.  This information is printed on the PO form.

	Payment Terms
	The payment terms which is requested. This information is printed on the PO form.

	Ship Charge Code
	The shipping charge information code. This information is printed on the PO form.

	Maximum Authorized Ship Amount
	The maximum authorized shipping to be paid for this order.  This information is for internal payment purposes.

	Shipping Method
	The requested shipping method. This information is printed on the PO form.

	Inspection Required
	Specify “Y” or “N” depending upon whether an inspection is requested at the receiving point.  If “Y”, the receiving screen will display that an inspection was requested.  In this case, receipt instructions may also be specified.  

If specified on the header screen, this information will apply to all line items on the PO where not specifically overridden in the line item screen.

	Backorders Allowed
	Specify “Y” or “N”.  This information is printed on the purchase order form.

	Receipt Instructions
	If specified, the receiving screen will display the receipt instructions when the receipt is taking place.  Any special instructions that need to be communicated to the receiving person can be entered.

If specified on the header screen, this information will apply to all line items on the PO where not specifically overridden in the line item screen.

	Buyer
	The buyer.  Any valid ARC/400 user may be specified.  Use ? for a list.

	Requester
	Optional.  The person submitting the requisition.

	Request Date
	Optional.  The requisition date.

	Authorized By
	Optional.  The person authorizing the purchase.

	Authorization Date
	Optional.  The authorization date.

	Requisition #
	Optional.  Your requisition number.  This information is printed on the purchase order form.

	Change Order
	If this is a change of a previously printed and delivered PO, then specify “Y”.  This information is printed on the purchase order form.

	Confirm Only
	If this is a confirmation of a verbal order and should not be construed as an additional order, enter “Y”.  This information is printed on the purchase order form.

	Confirm To
	For confirmations, this is the person who placed the original order.  This information is printed on the purchase order form.

	FOB Location
	The FOB information.  This is printed on the purchase order form.

	G/L Account #
	If not specified, the standard Inventory Account will be used; otherwise, the specified account will be used.

	Hold Code
	The hold reason code if the PO is placed on hold.


  Comments

Comments may be entered at either the header or line levels.  Header comments are printed on purchase order forms ahead of all lines on the order.  Line comments are printed below each line on the PO form.

Header Comments and Line Comments provide a toggle to switch back and forth between header comments and line comments.  Each comment can be up to 48 lines long.

              Purchase Order Header Comments     Location: P       

     1  These items need to be packed separately and marked in__   

     2  the same fashion as the previous order.  See George_____   

     3  about the procedure.____________________________________   

     4  ________________________________________________________   

     5  ________________________________________________________ + 

                                 Exit    Cancel    Accept      

	Location
	Specify the location where the comment should be printed.  Comments can be printed on the PO form or they can be used only for internal purposes.  

	Comment
	Any text may be entered.


  Purchase Order Approving

                         Purchase Order Processing List      10:47:24  10/28/94 

                                 Change Mode                                    

   PO#:       4 Tp: RG St: AP  Vendor:   12451 Quality Media Duplication        

                                                     Lines Total:       205.80

  1=Select  2=Comments  3=Product  4=Stock  5=Usage  6=Avail  7=Clone  9=Cancel
 S                          planned  order receipt                              

 l line Tp St product # ____receipt   qty   _qty_____price______amount___       

 _    1 RG OP 0000401 VHS  11/15/94      5      0      25.00      125.00        

        A WORLD TURNED UPSIDE DOWN                                              

 _    2 SN OP  sundry item 11/23/94      2      0       2.50        5.00        

        RED BOXES THAT WE LIKE                                                  

 _    3 RG OP 0000402 VHS  11/29/94      4      0      18.95       75.80        

        A PASSION FOR CUSTOMERS                                                 

          Vendor    Ship-To    Bill-To    Header    Line Entry                 

 Vendor Info    Cancel Order    Comments                       End PO      

  Purchase Order Approved!  

Purchase orders must be approved prior to being printed and sent to a vendor.  It is the approval process that signifies to ARC/400 that the approving person has reviewed the PO and wants to proceed with the purchase.  Prior to approval, there is no commitment to the purchase.

The approval process does several things.  It will affect the purchase order date and the expected receipt dates within the PO.  The status is changed to AP.  The PO is scheduled for printing.  The vendor information is updated with the open PO amount.

Foreign Currency Support in ARC/400 Purchase Orders

ARC/400 includes support for entering foreign currency amounts into ARC/400 and to have ARC/400 process the transactions with the same level of control and accuracy.  The following instructions primarily address the Foreign Currency support, but also act as an overview of the Purchasing System in general.

· All vendor and suppliers must be so recognized in ARC/400.  First, enter the organization and contacts as you would do for a regular customer.  It may be convenient to give the location an Organization Type of VEND but this is not a requirement.  Then, set the location as a “vendor” using the Vendor Information Maintenance on the Purchasing Menu.  

· The Vendor Information screen includes a “Currency Symbol”.  Set to the proper value.  This is the control for all purchase orders for this vendor.  This value should be set one time and all activity for the vendor should use the one currency.  If you have vendors that will be handled with multiple currencies, setup one vendor number for each currency.

· For vendors that will be drop shipping product:

· There should be a specific Drop Ship Warehouse code established and the Vendor Information screen will need this code properly entered.

· One enters the pricing rules in the Producer Price Agreements screen on the Purchasing Menu.  One can enter either a percentage of the selling price or a given amount.  The amount needs to be entered into the vendor’s stated currency denomination.  The screens will clearly identify the currency for the entry user.

· When a customer order is entered for the drop ship warehouse code, ARC/400 creates a Drop Ship purchase order in the currency denomination of the vendor, regardless of the currency setup in the customer order.  Once the customer invoicing is complete, the purchase order will be completed and recognized as any valid purchase order in the system.

· If the vendor is setup for direct purchasing which will be entered into your local warehouse, one enters the pricing rules in the Vendor Price Agreements screen or the Producer Price Agreement screen on the Purchasing Menu.  The amounts need to be entered into the vendor’s stated currency denomination.  The screens will clearly identify the currency for the entry user.

· ARC/400 needs to know what vendors will be supplying which products.  The product extension screen, screen 2, will identify the vendor number.  If this number is not filled in, ARC/400 will use the default vendor number (if any) on the Company Control File, Purchasing Parameters screen.  Although one can manually enter any product on any purchase order to any vendor, the entry of the vendor numbers into ARC/400 is necessary for any automated creation of purchase orders (which is highly recommended).

· Automated Purchase Orders using the PO Build on the Purchasing Menu:

· ARC/400 will determine the purchasing requirements of each product based upon current customer orders, warehouse levels, minimum stock levels, and other values.  See the product’s Warehouse Balance screen for more information.

· The purchasing clerk will use the PO Build to create suggested purchase orders for each vendor.  This will create “not approved” purchase orders in the system.  The clerk will review each and approve the purchase orders that should be sent to the vendor.  These may be directly e-mailed from the Purchase Order Search and List screen.

· The purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Manual Purchase Orders:

· A manual purchase order can be created at any time using the Purchase Order Entry screens.  This is useful for creating any purchase order for products and items that do not follow the normal rules established for the product.

· The purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Warehouse Products and Sundry Items

· Automated purchase orders can be created only for items in your product data base.

· Sundry items can be any item outside the product data base such as Office Supplies or anything else.  

· In both of these cases, the purchase order will be created using the currency denomination from the Vendor’s Information screen.

· Accounting

· All internal accounting in ARC/400 will use the Home Currency regardless of the currency setup for vendors and purchase orders.

· Currency conversion rates are set when the purchase order is initially created and will not change over the life of the purchase order.

· All purchase order reporting will use the Home Currency.

· It is important to maintain the correct currency conversion factors.  Do this for each foreign currency using the Exchange Rate Maintenance on the Accounting Menu or other menus.

· All receiving of product into warehouse stock will be accounted for in the Home Currency regardless of the currency in the Purchase Order.  So, if a purchase order was sent to a foreign vendor for 15.00 each, the receiving screen will show a different value depending upon the currency conversion.

· Matching Vendor Invoices to Receipts

· ARC/400 allows for one to match a vendor’s invoice to your receipts to be assured that costs are entered properly and that a vendor’s invoice is paid only once.  Note:  this matching process does not require receipts to be associated with a purchase order or even that the purchasing system be used at all.  

· All vendor Vouchers must be entered using the vendor’s currency.  The voucher contains only the product total, the shipping/freight amount, and any taxes.  Line items information is not entered.  Behind the scenes, these values will be converted to the Home Currency for any internal accounting.  Once the voucher is created, the currency denomination for the voucher can not change.

· The matching process begins with the selection of a vendor Voucher.  The purchasing clerk can list receipts based on a vendor number, a purchase order number, product number, and/or receipt date.  One finds the receipts that match to the line items on the vendor invoice.  

· Once the matching is complete, the products total on the voucher will agree with the selected receipts.  There are ways to deal with small discrepancies.  

· To facilitate the matching, the matching screen can operate in either the Home Currency Mode or the Vendor’s Currency Mode.  There is no accounting difference; this is provided to make it easier to make selections.  

· All uploading of data to an external AP system will be completed in the Home Currency.

· Warning:  all receipts are maintained in the system using the Home Currency values.  ARC/400 is maintaining the exchange rates for receipts but not all receipts will necessarily be attached to a PO.  Even so, a particular vendor invoice may apply to receipts that have different exchange rates.  So, it is possible that you will be unable to Post because of currency fluctuations.  This is resolved either by changing the Voucher amounts or by adding a miscellaneous receipt entry to account for the difference.  This problem will likely exist only in times of wide currency fluctuations.

· Rounding Errors:  it is possible for rounding errors to exist which will show up as different values than what was entered.  This will primarily apply to items where the cost was entered to 3 or 4 decimal places.  For example, an item’s cost in a purchase order might have been 4.1234 US Dollars.  This will be converted to the Home Currency for internal accounting and cost of goods.  When later matched against the vendor’s invoice, it may be converted back to the vendor’s currency and show a value of 4.1235.  The magnitude of these rounding errors will depend upon the variance between the vendor’s currency and the home currency.

Purchase Order Search

                    Purchase Order Search & List           8:34:20  12/07/98 

 PO #: _______  Product: _______________  Date range: ________ to ________              

 Customer #   Vendor: __12451 Bill_To: _______ Ship_To: _______                 

 Buyer: __________  Open Only?: Y                          Printer: PRT01_____  

  1=Select 2=PO_Inq 3=PO_Maint 4=PO_Clone 5=Print 6=Receiving 7=Fax 8=E-Mail

Sel  PO #  Tp St  Vendor Location               PO Date  Req Date      Est Amt  

 _      39 RG AP Quality Media Duplication      12/02/98                 49.70  

                                       Buyer: COSENTINO   Whse: 001  Sh         

  Clear    PO Entry    Products    Vendors    Fold    Exit    Cancel        

The PO search is used to find a particular purchase order and to do something with it.  A variety of options are available.

One or more search parameters can be specified.  If more than one is specified, all must be true for the search to select any one PO.  Search parameters are:

	PO #
	The purchase order number being searched for.

	Product
	Specify the product to obtain all PO’s that include this product.

	Date Range
	Specify a date range to include only PO’s with a purchase order date within the range.  Be careful because not approved POs may not have a purchase order date yet and will be treated as if the date was zero.

If no “from date” is specified, all dates prior to the “to date” will be selected.  If no “to date” is specified, all dates after the “from date” will be selected (except for not approved POs with no date.

	Vendor
	Specify the vendor number to select all POs for that vendor.

	Bill-To
	Specify the Bill-To location to select all PO s for that location

	Ship-To
	Specify the Ship-To location to select all PO s for that location.  This will not work with a warehouse.

	Buyer
	Specify the buyer to obtain the list of all PO s for that buyer.

	Open Only Question
	Specify “Y” or “N”.  If “Y” only open and approved purchase orders will be included on the list.  If “N”, all purchase orders will be included on the list.

	Printer
	The printer device where any printed purchase orders will be printed.


The purchase order list includes all purchase orders that meet the selection criteria.  One may work with any by using a selection option.

Purchase Order Item Costing

The item cost in a purchase order can use default values to make the amount easy to enter and to eliminate mistakes.  On the other hand, one can always override the default value by keying the correct value into the item cost field.

The default value is based upon one of the following methods:  

· Vendor Price Agreements.  These are optional entries.  Such vendor pricing is used when there is a specific cost per item or per manufacturing format.  It is also used for tiered pricing by quantity per item or per format.
· Producer Price Agreements.  These are optional entries.  Such pricing is used when the cost is a specific amount or a percentage of the normal selling price of an item.  Producer pricing can vary by product number, by manufacturing format, or by product line code.  Tiered pricing is not supported.

Note: Producer price agreements are also used for calculating the cost for Supplier/Producer Drop Ship Orders.  See Chapter 7, Teleservice and Marketing Management for more information.  Such drop ship orders create a purchase order for items; the entries in the Producer Price Agreements are used for both manually entered purchase orders and implied purchase orders created through this drop ship facility.

· If no vendor price agreement cost exists and no producer price agreement cost exists, the default cost for a PO line item will be the Cost Standard from the product extension screen.

· If the Cost Standard is set to zero, the last receipt cost for the product is used.

  Vendor Price Agreements

The following screen is the Vendor Price Agreements.  This cost can vary based upon the quantity of items ordered.

                  Vendor Price Agreements - Details          10:27:21  10/07/05 

                             Display Mode                                       

              Vendor. . . . . . _288138 Producer Organization                   

              Product Number. . _______________           -------optional entry 

              OR                                                                

              Mfg Format. . . . VHS_                                            

              Max Run Time. . . ________                  -------optional entry 

              Max Quantity  . . _____5                    -------optional entry 

              Unit Price. . . . ______2.9000                                    

         Last Maint Date: 06/08/01     Last Maint User ID: COSENTINO            

    List Mode                     Change Mode                 Previous    Next 

                             Exit    Search Screen                      

With this screen, you can establish costs based upon the vendor, the product number or format, and the run time of the product.  By entering multiple items with common vendor, product number or format, and run time while varying the quantity, you will have tiered costing established.

  Producer Price Agreements

                      Producer Price Agreements - Details    15:12:06   4/19/02 

                                  Change Mode                                   

                         Vendor: _288138 Producer Organization                  

                        Product: _______________          -------optional entry 

               OR  Product Line: __________                                     

               OR    Mfg Format: ____                                           

                      Line_Type: __                       -------optional entry 

          Cost Percent: _55.00   OR  Unit_Cost: ___________                     

         Last Maint Date: 09/11/01     Last Maint User ID: COSENTINO            

  List Mode    Vendor Search    Display Mode     Delete     Previous    Next 

                            Exit    Search Screen    Make Change       

The Producer Price Agreement screen works similarly to the Vendor Price Agreement screen, with some different options and the unique feature of calculating the cost based upon a percentage of the items purchase price.  Note:  producer price agreements do not support tiered pricing.
The cost can either be specified as a percentage of the selling amount (used mostly by producers and specified similarly to a royalty) or as an amount (used mostly by duplicators and manufacturers).  For the cost percentage, ARC/400 will attempt to determine the list price amount and apply the percentage to calculate the purchasing cost.
Note: The line type must either be the default “sale” line type (SL) or must be blanks.  Other line type codes will not be used in purchasing, but will be used for Producer Drop Ship transactions (see Chapter 7 for more information about producer drop ship transactions).

  Standard Cost

If a purchasing cost can not be determined through the Vendor Price Agreements and the Producer Price Agreements then the standard cost is used.  This is a value that can be keyed into the Product Extension screen.  
Warehouse Receiving

Warehouse receiving for all inventoried items (products defined in the ARC/400 data base) is located on the Warehouse and Shipping menu.  This menu option must be used in order to include quantities into the ARC/400 system.  Full information is found in Chapter 9  Warehouse Operations.

Warehouse receiving requires a purchase order number and a line number from the PO form.  With the PO number which should be on the vendor’s document, the line number is easily found from the primary receiving screen.  If the PO number is not known, the receiving screen can easily list all purchase orders with a particular product.  In any case, it is easy to enter product into inventory with the help of the purchasing system.

Warehouse receiving can enter only items that were shipped to that warehouse.  Sundry items and items shipped to any location number can not be entered using warehouse receiving.  These are received using Miscellaneous Receiving described elsewhere in this Chapter.

           Whse: 001      Warehouse Receipts From Vendor       9/21/04  14:13:5

                        Enter PO Number or Product Number                      

          PO Number: _______  PO Required?: N                                  

               Line: ____                                                      

            Product: _______________                                           

             Vendor: ________                                                                                                                                  

                       Open Product POs    PO Search     ProductSearch         

 VendorSearch                Next PO Line    Exit              Accept    
It is important that receiving use the purchasing system when entering items.  If the purchase order number is not entered, there is no way that any purchasing information can be updated.  This would eliminate the benefits of the purchasing system.  Stress to warehouse personnel that the entry of a purchase order number and a line number is very important to the record keeping of the company.

Miscellaneous Receiving

Miscellaneous Receiving is used for receiving all sundry items and for receiving all items shipped to a location number (not a warehouse).

One can access Miscellaneous Receiving from a menu option or by using Purchase Order Search.  The latter is the easiest.  

                     PO Miscellaneous Receiving             14:01:39  10/28/94 

PO#:       4 Tp: RG St: AP Date: 10/28/94 Buyer: COSENTINO  Jay Cosentino       

 Vendor:   12451                         Ship-To: Whs:001                       

       Quality Media Duplication                RESOURCE MANAGEMENT SYSTEMS     

       Deep Space           IL 60601            CHICAGO              IL 60656   

 Accept Backorders: Y                                                           

Sel Line Product _       St Tp Expected    U/M  Order Receipt Reject   Cost Close   

 _    2  Sundry Item     OP SN 11/23/94 EACH         2     0     0      2.5000       

        RED BOXES THAT WE LIKE                                                 N

     Options: 2=Comments  3=Product_Inq  PO Inq    Receive All    Ship-To Inq   

  Bill-To Inq    Vendor Info    Comment       Exit    Cancel    Accept    

When a PO is selected and Miscellaneous Receiving is entered, all lines are displayed that apply to Miscellaneous Receiving.  Any line items that should be received using Warehouse Receiving will not be displayed.

The following information is required:

	Receipt
	The is the receipt number which will be accepted.

	Reject
	This is the receipt number which will be rejected and returned to the vendor.

	Cost
	The cost of one unit.  This is displayed from the PO but may be updated to provide a correct cost.

	Close
	Specify “Y” to force the line to a closed status.  Lines on purchase orders always move to a close status when the receipt quantity equals or exceeds the ordered quantity.


Use Receive All to receive all items using the quantities and cost assumed by the purchasing system.

Receipt Instructions:  if the Purchase Order specified any receipt instructions for an item, the Miscellaneous Receiving screen will display the message “See PO!” in red on the line item with the receipt instructions.  

Inspection Required:  if the Purchase Order specified that an inspection was required (specified on the PO Header screen), the Miscellaneous Receiving screen will display this fact in the top right in red.

Producer/Supplier Drop Ship

The Drop Ship feature in ARC/400 is designed to integrate the Purchasing System into supplier drop ship orders.  The order entry person will enter an order for an item that will be drop shipped from the supplier.  ARC/400 will automatically create a purchase order for the item and optionally fax to the supplier.  The supplier is expected to fulfill the order.  ARC/400  will invoice the customer and complete the Purchase Order.  

When the purchase order is created, a PO number is saved in the purchasing system, although no line items are placed on the PO.  The PO is in a closed status.  When the customer is invoiced, appropriate line items are entered on the PO as received.  The PO remains in a closed status throughout this process.

These purchase orders can not be changed by any user as they are under the control of ARC/400’s drop ship feature.  However, they function just like other purchase orders in all other regards.  The vendor invoice is matched to the receipts just like other purchase orders.  All other purchasing reports and purchasing screens will treat these like all other purchase orders.

AP Voucher Processing

ARC/400 has features for the entry of the vendor invoice to be matched with receipts to assure that all vendor invoices are correctly paid and that no invoice is paid twice.  See Chapter 8 Accounting and Accounts Receivable for a full discussion of this topic.

More Purchasing Information

  Finding Products on Purchase Order

One can obtain detail information about purchase orders which contain a particular product.  Select the product using product search.  Then select the menu option for Product on Purchase Order.

                         Product On Purchase Order            13:38:56  10/28/94 

       Product: 0000402 VHS     A PASSION FOR CUSTOMERS                            

Sel  PO_#  Line Tp St Whse Qty__Ord-Date_Req-Date_Last-Rct  Vendor   Buyer      

 _       4    3 RG OP 001     4 10/28/94 11/29/94            12451 COSENTINO    

      Options:  1=Select  2=PO_Inquiry                Exit    Cancel    

This option is available from a number of screens and menus.  One can quickly determine the purchasing status of a particular product using this screen.

  Getting Product Information to Make Purchasing Decisions

There are three options which are often used to obtain information which is used in the purchasing process.  These are:


Product 12 Month Usage Summary


Product Search and Maintenance


Inventory Transaction Search

Each of these are available using the Purchasing Menu and from a variety of purchasing screens.  See Chapter 4  Product Functions for information.

  Printing Purchase Orders

All purchase orders are scheduled to print when the purchase order is approved.  Once approved, the purchase order will print at night and be ready the next day.  If this is not fast enough, the purchase orders for the day (so far) can be printed by using the “Print Today’s Purchase Orders” on the purchasing menu.

Purchase orders may also be printed by using the print option in PO Search.

  Working With an External Accounts Payable System

See Accounts Payable Voucher Processing in the AR chapter.
There are several reports available to make the interface to an external accounts payable system easier.  These are Today’s PO Receipts, Month to Date PO Receipts, and Last Month’s PO Receipts.

These receipts will specify the necessary information which can be entered into an external system to approve the payment of invoices.

  Automatic PO Build Procedure

Purchase orders can be created automatically by ARC/400 based upon the product information which was entered and current inventory levels.  This procedure only applies to inventoried items on the ARC/400 data base with an inventoried type of “Y” in the product extension screen.

              ARC/400 Purchasing Requirements PO Build      14:21:13  10/28/94 

             This function will create new PO orders for all                    

             products with immediate requirements.  All open                    

             and not approved POs will be ignored.  Complete any                  

             before proceeding.                                                 

             Press ACCEPT to Continue or CANCEL to Cancel                       

                                           Exit    Cancel    Accept      

When this screen is accepted, ARC/400 will build new purchase orders using the parameters in the product extension records and the warehouse balance records of each product.  This information is matched with the inventory levels to attempt to determine the best purchasing decisions.

All purchase orders created are open.  No purchase order will be valid until a person reviews the purchasing decisions and approves the PO.  Any open and not approved PO prior to running this screen will be ignored.  Such old purchase orders should be approved or canceled prior to building purchase orders.

  Setting Up Purchasing Defaults

A variety of defaults are available in the company control file to make the entry of purchase orders easier.

              ARC/400 Company Control File Maintenance   14:06:15   4/21/02     

                     Purchasing System Control Fields                           

      Default Vendor: _______                  Default Taxable: Y               

      Vendor Contact: ___               Std Preview Stick Rate: _100.00         

Default Ship-To Whse: 001           PO # Required in Receiving: N               

Default Ship-To Locn: _______         Vendor Organization Type: VEND            

    Location Contact: ___                                                       

Default Bill-To Locn: _______                                                   

     Bill-To Contact: ___            A/P File Transfer Support: Y               

  Default Order Type: RG                                                        

   Default Line Type: RG                 --Supplier_Drop-Ship--                 

   Default Pay Terms: 30NT          Supplier_Drop_Ship_Support: Y               

 Default Ship Method: COST__      Deduct Cost/Dist Commissions: Y               

 Default Ship Charge: STANDARD   Deduct Cost/Sales Commissions: Y               

     PO Output Queue: PRINTER1__         Deduct Cost/Royalties: Y               

                                        Exit    Cancel    Accept      

It is highly recommended that as many of these defaults be entered as possible.  Some may not apply to you and these can be left blank.

	Vendor
	Optional.  The default vendor to be used in all purchase orders.

	Contact
	Optional.  The contact for the default vendor.

	Ship-To Warehouse
	Optional.  The default ship-to warehouse.  If entered, ship-to location and contact can not be entered.

	Ship-To Location
	Optional.  The default ship-to location.  If entered, ship-to warehouse can not be entered.

	Location Contact
	Optional.  The contact for the default ship-to location.

	Bill-To Location
	Optional.  The default bill-to location.  This may specify your Accounts Payable department.

	Bill-To Contact
	Optional.  The contact for the default bill-to location.

	Order Type
	The default order type.  This is usually RG for regular.

	Line Type
	The default line type.  This is either RG for a regular inventoried item or SN for a sundry item. 

	Payment Terms
	The default payment terms code.  Use “?” for a list.

	Ship Method
	The default ship method code.  Use “?” for a list.

	Ship Charges
	The default ship charges code.  Use “?” for a list.

	Taxable
	Either “Y” or “N”.  Specifies the default taxable code.

	Standard Preview Stick Rate
	The standard preview stick rate which is used by the automatic PO build procedure.  In calculating the purchasing requirement, the quantity On-Loan (outstanding previews, rentals, and consignments) can either be considered to always be converted to sale, never be converted to sale (and will be returned) or something in between.  A zero percent states that all items will be returned which reduces the number which should be purchased.  100% states that all items will be kept by customers which increases the number to be purchased.  

It is recommended that each organization experiment with different values to see what works best.  For starting, a high number close to 100 could be used and this number gets reduced with experience.

	PO # Required in Receiving
	Determines the default used in Product Receiving from Vendor.  If “Y” then a PO number must be entered to receive product into inventory.

	Vendor Organization Type
	Specifies the Organization Type in the Customer Location screen that would identify to ARC/400 that the organization is a purchasing vendor.  The default code is VEND.  

It is not required that vendors have this organization type in order for the purchasing system to work as documented.  However, this code may make it easier to perform searches for vendors and it will exclude vendors from normal marketing selections.

	A/P File Transfer Support
	Create the AP Transfer File for support of an external AP system.

	Supplier Drop Ship Support
	Enter a Y or N depending upon whether Supplier Drop Ship Support should be active or not.  See supplier drop ship in Chapter 7 Tele-Service and Marketing Management.

	Deduct Cost/DIST Commissions
	Specify Y if the producer cost should be deducted from the sale price BEFORE calculating distributor commissions.  If N, distributor commissions will be calculated independently of producer costs.

	Deduct Cost/Sales Commissions
	Specify Y if the producer cost should be deducted from the sale price BEFORE calculating internal sales commissions.  If N, internal sales commissions will be calculated independently of producer costs.

	Deduct Cost/Royalties
	Specify Y if the producer cost should be deducted from the sale price BEFORE calculating royalties.  If N, royalties will be calculated independently of producer costs.

	PO Output Queue
	The default printer for system generated Purchase Orders.  If not specified, the same printer is used as for Invoices.


Other information is maintained in the product extension record.

Screen 1:

                        Product Extension-Display      14:42:01  11/19/97 

                                 Screen 1                                                 

 Product:         QUALITY THROUGH PEOPLE / IN SEARCH OF #1 St: ACTIVE__ 03/19/93

 0000601 VHS____  ________________________________________    Reason. . _____   

                                                     Cost-Standard ______5.5000 

 Primary Whse..: ___  Featured on Web.: Y_________    Last Receipt       5.5000 

 Commissionable: Y    New Item for Web: Y_________    Last Shipped       5.0000 

 Royalty Item..: Y    No of Reels.....: __________                              

 Bar Coding Mtd: S    Run Time........: __________   UPC......: 123456789012__    

 Taxable Item..: Y    Std Insur. Fee..: __________   ISBN.....: 0987654321098765
 Inventoried...: Y    Std Weight......: __________                              

 Tangible......: Y    In Service Date.: 08/07/2002   Last Maint Date: 10/26/03  

 Mfg Component.: N    Last Receipt Date 09/22/2003   Last Maint User: COSENTINO

 1=Select 2=Stock 5=Availability C=Client  U=Usage  E=E-Mail   Tags: __________

 Filters:  Active_Only?: Y   Whse: ___                               

   Sl Whse  On_Hand  Reserved Back_Ordr  Out/Loan  On_Order   P-Loc  Status     

    _ DRP                                       0                   ACTIVE      

    _ 001        19         4         0         1         0         ACTIVE      

                      Codes   Tags    Mfg-BoM    Pricing    Web Page Controls  

  OE-BoM    Rights    Royalty    Combo    Screen 2    Exit    Cancel   Accept           
Screen 2:

                       Product Extension- Modify            15:58:42   4/04/00 

                                Screen 2                                                 

 Product:          QUALITY THROUGH PEOPLE / IN SEARCH OF #1 St: ACTIVE__2/17/99

 0000601 VHS____                                               Reason. .         

Purchasing Control                                  Inventory_Control           

     First Vendor: _288041                   Qty_Discount_Group_Code: GROUP1____
           Part #: VID-TR_________         Maintain_Units_Statistics: N         

        Lead Days: ____                          User Defined Control        

      Add_On_Cost: ____________                     Proprietary_Flag: N_________
 Alternate_Format: _____                            Document Print..: Y_________
   Vendor Sourced: Y                                Usage Code......: D_________

 Alternate Vendor: _______                          Closed Caption..: Y_________
           Part #: _______________                 Accounting Control   

        Lead Days: ____                   GL Index for Sales Account: __________

                                        GL Index for Preview Account: __________          

                                         GL Index for Rental Account: __________          

                                          GL Index for Cost of Goods: __________          

   PO_Instructions: No PO Instructions Available______________________          

                    __________________________________________________       

                    __________________________________________________        

     VendorSearch    Codes    Tags    Mfg-BoM    Pricing    Web Page Controls  

  PO Instructions     Royalty    Combo    Screen 1    Exit    Cancel    Accept                                                                                 
For each product the following information is used by purchasing:

	Cost Standard
	The standard cost of an item.  If the product has never been received into inventory, this cost is used as the default for any new purchase of the item.

	Last Receipt Cost
	The last (most recent) cost used in Product Receiving is used as the default for any new purchase of the item.  

	Vendor
	The primary vendor that supplies the product.  If the vendor number is not entered, purchasing build will use the default vendor in the company control file.

	Part #
	Optional.  Vendor part number.  This information will be printed on the purchase order form.

	Lead Days
	The lead days required to calculate the expected receipt date.  If not specified here, the default lead days from the Vendor Information record will be used.

	Add On Cost
	This is an additional amount that is added onto the normally computed PO cost to account for extra costs and labor.  See Vendor Price Agreement.

	Alternate Format
	The alternate format is used in the Vendor Price Agreement file to predict the correct cost on a purchase order.

	PO Instructions
	Text to be printed onto purchase orders as additional information for the Vendor.


More purchasing information is located in the product warehouse balance record.

                         Warehouse Balance - Modify   14:58:29  11/19/97

 Product: 0000601 VHS     QUALITY THROUGH PEOPLE / IN SEARCH OF #1                 

    Whse: 001 RESOURCE MANAGEMENT SYSTEMS    Status: ACTIVE__                   

 Primary Loc/Qty: ______        19         On Hand Qty:        19               

     Alt Loc/Qty: ______         0        Reserved Qty:         4               

     3rd_Loc. . .: ______                Back/Order Qty:         0              

 Order Point Qty: _______10           Future Order Qty:         1               

 Min Order Qty .: _______15               Out/Loan Qty:         1               

 Max Order Qty .: _______35            Highest Out Qty:         0               

 Econ. Order Qty: _______20               On Order Qty:         0       

 Prim_ReStock_Pt: ________0            Pending_Mfg_Qty:         0

 Order Formula .: _____                   

 First Receipt .: 03/19/93                                                      

 Last Receipt. .: 03/19/93             Last Maint Date: 10/19/94                

 Setup Date. . .: 03/19/93             Last Maint User: COSENTINO               

 Last Phys Inv .: 04/01/93                                                      

                                            Exit    Cancel    Accept                    

The bolded fields are required to process purchasing correctly.  These are used by the Automatic PO Build process and the Purchasing Requirements report.

	Order Point Quantity
	When the available quantity reaches this level then purchasing should take place.

	Minimum Order Quantity
	The minimum quantity to order.  The PO Build process will always order at least this number of units.

	Maximum Order Quantity
	The maximum quantity to order.  The PO Build process will never order more than this number of units.

	Economic Order Quantity
	The most economical quantity to order.  The PO Build process will try to order this number of units.

	Order Formula
	Optional.  The order formula.  This is used only for informational purposes.

	On Order Quantity
	The quantity currently on order.  This is determined by ARC/400; it is incremented when an item is placed on order.  It decrements when the item is received into stock.


  Status Codes

	OP
	Open purchase order which has not been approved.

	AP
	An approved purchase order where no receiving has yet taken place.

	PR
	A purchase order where at least some receipts have been recorded.

	CL
	All lines on the purchase order are either closed or canceled.

	CN
	All lines on the purchase order are canceled.


  Purchasing Line Types

	RG
	Regular product located on the ARC/400 data base with a product number.

	SN
	Any sundry item which is anything not on the ARC/400 data base.  


  PO Numbering Scheme

Purchase order numbers are calculated by ARC/400 when entered into the system.  They are sequential, starting with 1 and increasing by 1 for each PO.  The next purchase order number can be changed using the company control file maintenance screens.

Purchasing Reports


Today’s PO Receipts


Month To Date PO Receipts


Last Month’s PO Receipts


Projected Purchasing Requirements


Items On Order by Product


Items On Order by Vendor


Open PO Edit Report


Overdue Items Exception Report

AP Transaction File to an External AP System

Internal    Field     Field  Number  Decimal    Field Text                     

Field Name  Length    Type   Of      Positions  Description                    

            In Bytes         Digits                                            

AYCOMP            2     P       2         0     ARC400 COMPANY NUMBER          

AYTIME            8     P      14         0     TIMESTAMP  

AYVEND            4     P       7         0     ARC400 VENDOR NUMBER           

AYAVEN           15     A       0         0     AP SYSTEM VENDOR NUMBER        

AYINV            10     A       0         0     VENDOR INVOICE #               

AYVOCH           10     A       0         0     OUR VOUCHER ID                 

AYVCHD           10     L       0         0     OUR VOUCHER DATE               

AYINVD           10     L       0         0     VENDOR INVOICE DATE            

AYDUED           10     L       0         0     INVOICE DUE DATE               

AYTRMD           10     L       0         0     INVOICE DISCOUNT DATE          

AYCLSD           10     L       0         0     DATE AVAILABLE TO AP SYSTEM    

AYCLSU           10     A       0         0     ENTRY USER                     

AYGL#2           10     A       0         0     INVENTORY GL INDEX      

AY_GL#2          30     A       0         0     GL ACCOUNT FOR INV             

AYTOT             5     P       9         2     VENDOR INVOICE AMOUNT          

AYINVP            5     P       9         2     INVOICED LINES AMOUNT          

AYINVT            5     P       9         2     INVOICED TAX AMOUNT            

AYINVF            5     P       9         2     INVOICED FREIGHT AMOUNT        

AYGL#            10     A       0         0     ARC400 PAYABLES GL INDEX       

AY_GL#           30     A       0         0     GL ACCOUNT FOR PAYABLES        

AY1099            1     A       0         0     1099 RELATED ITEM-Y OR N       

AYDESC           40     A       0         0     LINE ITEM DESCRIPTION          

AYVPRC            6     P      10         4     UNIT COST                      

AYVQTY            4     P       7         0     QUANTITY                       

AYAMT             5     P       9         2     LINE ITEM TOTAL                

AYRCDT           10     L       0         0     ORIGINAL RECEIPT DATE          

AYOR#             4     P       7         0     OUR PO NUMBER      

AYLN#             3     P       4         0     OUR PURCHASE ORDER LINE        

AYSTAT            1     A       0         0     STATUS FLAG                    
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