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Agenda/Goals

 Explain how to create a P.O from the 

S.O.R

 Process a P.O 

 Receive a P.O 

 EDI and non EDI vendors 
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Creating a P.O from the S.O.R

 Run the Suggest 

Order Report 

 Check the box that 

says create a working 

P.O 
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Opening the P.O from the S.O.R

 Go into the P.O Module 

 Hit Recall P.O 

 Select the P.O that says 

Suggest Order 
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Processing the P.O 
 Review the P.O items and cost 

 Hit F8 or confirm 

 Hit F8 or Buy 

 You can print a test copy if need 

be to see any conversions that 

will take place 
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Receive the P.O 
 Go into the P.O Module 

 Click F5 to get into receive mode 

 Click find P.O 

 Select the P.O needed and hit F12 or Open

 Adjust any SOH based off of what was received. 

 Hit F8 or process

 Then hit F1 process again  
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EDI vs Non EDI vendors 

• This process can be done with both EDI and non-EDI 

vendors 

• Keep in mind with EDI vendors, you will be getting an 

electronic version as well of this order 

• For non-EDI vendors a copy of the P.O will print out for 

you to do what you need to with 
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Other resources 

 There are some KBA’s on 

how to process Purchase 

Orders 

 Suggest Order KBA’s are 

being worked on as well

 Can be found inside Paladin 

under the help menu
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End

Recording available at:

paladinpointofsale.com/webinars
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